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Preface
Although most critical incidents and emergencies will be handled by personnel and resources that are located within close proximity to the incident site, there is that less than one percent of incidents that will overwhelm local resources and require a coordinated response on the part of campus officials and other emergency responders.

Since the impact of Hurricane Katrina was felt on the gulf coast states in the summer of 2005, it has become apparent that a number of issues need to be addressed by emergency response planners at all levels.
First, campus emergency responders should anticipate and plan for all foreseeable events that can negatively affect campus populations or infrastructure. Given the limited availability of planning resources, special attention should be given to prior planning; extensive training and operational exercises, including the use of cost-effective tabletop exercises. Included in these efforts are consideration given to the pre-positioning and storage, as needed, of food, water, and other critical supplies and equipment. The primary purposes of a campus emergency response effort is the protection of lives and the physical integrity of the campus including the ability to continue the business and functions of the institution.

Secondly, not every incident will be manageable to the degree intended to affect all desired outcomes. Even the Federal government may not have enough personnel and other resources to be effective all of the time. Decisions will have to be made as to if, when, and how to deploy the resources available to neutralize the impact of an emergency or disaster.

The New Orleans experience revealed that emergency response personnel and institutions, from the federal government on down to the lowest local levels, including private sector agencies, must be able to effectively communicate and operate during an emergency or disaster. One of the critical elements that will permit seamless cooperative efforts requires that the concepts of the federal Incident Command System must be institutionalized and thoroughly practiced at all levels before, during and after any emergency or disaster.

A primary recommendation proposed by examination of the Hurricane Katrina experience is that the federal government must redraft at least part of the National Response Plan in order to make federal agencies more responsive to catastrophic events.

An examination of this and other lessons learned can be found in a publication authorized by President George W. Bush in The Federal Response to Hurricane Katrina: Lessons Learned, February 23, 2006. This document can be accessed at: http://www.whitehouse.gov/reports/katrina-lessons-learned/index.html. 
Another document that examines the effects of Hurricane Katrina is A Failure of Initiative, First Report of the Select Bipartisan Committee to Investigate the Preparation for and Response to Hurricane Katrina, published February 16, 2006. This document can be accessed from the LLIS website at https://www.llis.dhs.gov/ or at: http://katrina.house.gov/full_katrina_report.htm.

Guidelines in this document were developed by members of the Best Practices Subcommittee of the IACLEA Domestic Preparedness Committee and by IACLEA staffers. They are intended to provide materials to assist planners to create or modify a campus administrative emergency plan (EOP). They can also be used to modify an existing EOP that predates the requirements of federal directives that were published or adopted on or after 2004, including the National Incident Management System (NIMS) and the National Response Plan (NRP), Homeland Security Presidential Directive-5 (HSPD-5), and Homeland Security Presidential Directive-8 (HSPD-8), and others.

This plan does not include the tactical and operational considerations necessary to manage an incident. That should be by plans, SOPs, and other directives that are necessary to conduct the on-the-ground efforts of various operational, planning and support functions inherent to the operations of campus public safety and other response entities.

Because of federal mandates beginning in 2006, that all public agencies that depend on federal training funds and/or federal emergency incident management support become NIMS complaint, it is imperative that institutions that rely on such funding and support demonstrate the intention and the ability to meet these mandates. At this time, private sector institutions are only encouraged to adopt these policies, but the character and quality of a private institution’s response capabilities is dependant on an ability to be able to work effectively with local, state, regional, and federal responders.

After downloading this document onto a computer from the IACLEA webpage, it is recommended that a copy of it be saved and either the copy or the original is kept intact so that in the event of a computer problem, the original document can be used for reconstruction purposes.

The titles and duties of persons that will perform specified responsibilities must be tailored to the personnel of your institution. Generally, depending on the nature of the incident, the Incident Commander (IC) will be a senior fire or police official who has also had the benefit of Incident Command System training. However, this may not always be the case.

For example, in this model plan, the Director of Facilities Management (DFM) has been designated as the IC. The reason for this decision is that an IC should be knowledgeable about campus buildings and facilities and should know how the institution “works.” He or she should be able to delegate responsibilities to accomplish tasks and be able to effectively interact with other managers of the institution. As previously stated, the senior police or fire official will at least initially be the IC until such time as another IC is designated because of operational requirements that require the coordination of available emergency response resources.
However, if because of any inexperience in the position, lack of training, personality characteristics, or for any other reasons, your DFM may be less suitable for the IC position than some other available manager may. This selection process may consider any of the other positions that need to be filled on the Incident Management Team.

(Text that is in bold print, italicized, and enclosed in brackets is for explanatory purposes only and should be deleted from your plan after it is read and understood by the plan writer.)

These guidelines are intended to be used as a starting point from which to formulate an institutional emergency plan. Guidelines will be updated periodically on the IACLEA website as other mandates come into play and new practices are adopted and/or current ones are updated.

Disclaimer

At the time of the initial writing of these guidelines, no mechanism existed where a model plan could be submitted to a federal agency for approval. These guidelines are intended to be a good faith effort to provide IACLEA members and other planners with a starting point from which to formulate a campus emergency plan.

IACLEA does not maintain that these guidelines are sufficient or all inclusive of what constitutes the contents of an ideal plan. Planners should rely on the guidance and assistance of planning staff, legal advisors, and county, state, or federal emergency management agencies to determine that a specific plan fulfills the needs of their institution.
Basic Plan
Table of Contents

Section
Subject






Page No.



Preface







15



Basic Plan Table of Contents





17

100.00

Plan Fundamentals






21

100.10

Purpose of the Plan

100.11

Scope of the Plan

100.12

Plan Authority and Date of Effect




23
100.20

Introduction







25
100.21

Statement of Policy

100.22

Plan Applicability

100.23

Plan Implementation

100.24

Plan Procedures should be Flexible

100.25

Exceptions to Plan Functions and Responsibilities

100.26

Plan Changes and Recommendations

100.27

The Plan as Primary Source Instrument, Exceptions


26
100.28

Plan Conflicts
100.29

Plan Legal Basis and References

100.30

Training and Certification Standards

100.31

NIMS and the Emergency Operations Plan



27
100.40

Incident Action Plans

100.41

After Action Reports






28
100.50

General Response Guidelines to Campus Conditions
100.51

Normal campus conditions—No Emergency

100.52

Critical Incident (Minor Emergency)

100.53

Crisis (Major Emergency)

100.54

Disaster (Severe Emergency)

110.00

General Assumptions






29
110.10

An Emergency may occur at any time

110.20

Most Incidents are handled locally

110.30

Incident plans must be flexible
110.40

Outside resources or assistance may be delayed

110.50

Media events must be properly addressed

110.60

Operational requirements must be sustainable

110.70

Communications are likely to be disrupted or compromised

120.00

Declaration of a Campus State of Emergency (CSOE)

130.00

The Initial Incident Response





30
130.10

Involvement of the University Police (UPD) is required

130.20

Persons on campus must be controlled

130.30

Nonessential persons shall be restricted from the Incident Site

130.40

Perform Communications and Media Relations duties

130.50

Direct all media inquiries to PIO

130.60

Mutual Aid Agreements






31
130.70

Other Notifications
Section
Subject






Page No.

200.00

Incident Command and Incident Management



33
200.10

The Command Function and the NIMS
200.11

Seven Critical Tasks shall be performed by the first responding supervisor

200.12

Single Command IC 

200.13

Unified Command IC

200.14

Area Command







34
200.15

Incident Command System Adoption and Training

210.00

ICS Organizational Elements and Leadership Positions

36
210.10

University Table of Organization

210.20

The Incident Management Team 




37
210.30

The Incident Commander

210.40

Command Staff Functions

210.41

The Public Information Officer

210.42

The Safety Officer






38
210.43

The Liaison Officer

210.44

Additional Command Staff Positions




39
210.50

Conduct of Operations

210.60

The General Staff

210.61

The Operations Section Chief

210.62

The Planning Section Chief





40
210.63

The Logistics Section Chief

210.64

The Finance/Administration Section Chief

220.00

Additional Administrative Duties and Responsibilities

41
220.10

The Incident Commander

220.20

The Vice President for University Relations

220.30

The Senior Public Safety Officer on Duty

220.40

The Director of Facilities Management




42
220.50

The Vice President for Information Technology
220.60

The Director of Risk Management

220.61

Written Operational Procedures shall be Devised and Maintained

43
220.70

 Duties of Building/Facility Managers

220.71

Develop Emergency Action Plans
220.72

Review Emergency Action Plans

220.73

Other Building/Facility Manager Duties




44
220.74

Develop a Building/Facility Telephone-Tree

220.80

General Faculty/Staff Supervisor Responsibilities

220.90

Deans, Department Heads & Other Campus Employees

300.00

The Emergency Notification System (ENS)



45
300.10

Communication methods Used to Implement the ENS

310.00

The Initial Responses to a Reported Emergency

310.10

Dispatch a Public Safety Officer to the scene

310.20

Dispatch appropriate EMS/Fire Services

310.30

Dispatch Facilities Management Staff

310.40

Contact the Chief/Director of Public Safety

310.50

The Chief shall contact the University President



46
SEction
Subject






Page No.

310.60

Assignment of Emergency Status




46
310.61

Critical Incident (Minor Emergency)
310.62

Crisis (Major Emergency)
310.63

Disaster
310.70

Deactivation of Emergency Incident Operations
310.80

Incident Documentation

320.00

Responding to ENS Notification




47
320.10

Command Staff

320.11

Incident Command Staff

320.12

Operations Section Staff

330.00

Emergency Facilities






48
330.10

Incident Command Post (ICP)
330.11

ICP Equipment List

330.20

Emergency Operations Center (EOC)

330.21

EOC Equipment List






49
330.30

Staging Area(s)

330.40

Media Center/JIC

330.41

Campus Telephone Center

330.50

Area Maps

400.00

Emergency Assistance Contact Numbers



51
400.10

On-Campus Resources

400.20

Off-Campus Resources






57
500.00

Annual Training






61
500.10

Exercises and Evaluations

500.20

EMS Training and Medical Training shall be monitored

600.00

Infrastructure Protection

610.00

Threat Assessment and Evaluation (T&RA) Program

610.10

Purpose

610.20

Methodology

700.00

Law Enforcement Information Sharing Program


62
700.10

Purpose

700.20

Methodology

800.00

Campus Response to National Threat Alert Levels

900.00

Annual Plan Reviews






63
900.10

The EOP shall be reviewed at least once each year

900.20

Emergency Action Plans

900.30

Reporting Status of Plan Revisions

900.40

Emergency Communication Plan

This page intentionally left blank.

IACLEA Campus Emergency Operations Planning Guide

BASIC PLAN

100.00

Plan Fundamentals

iaclea 46.1.2

This University Emergency Operations Plan (EOP) consists of the following components:

· The Basic Plan

· Emergency Support Function Annexes

· Incident Specific Appendices

· Supporting documents and attachments as required

100.10

Purpose of the Plan

This model Emergency Response Plan has been designed as a strategic plan to provide the administrative procedures necessary to cope with most campus emergencies. Any University’s overall ability to respond to an emergency will rely upon tactical plans and business continuity plans developed by its individual departments.

The purpose of any plan is to enable emergency responders and staff to perform essential emergency planning and response functions that will save lives; establish responsibilities necessary to performing these functions; and to prevent, minimize and repair damage; and to ensure continuity of operations so that essential services may continue to be provided to the University and its clients.

This plan assigns roles and responsibilities to departments and individuals that are directly responsible for emergency response efforts and critical support services, and provides a management structure for coordinating and deploying essential resources.

100.11

Scope of the Plan

Numerous natural or man-made disasters and hazards can affect the University and pose an actual or potential threat to public health and safety on the university campus. A comprehensive emergency plan is needed to insure the protection of students, employees and the public from the effects of critical incidents and emergencies.

This plan may be activated in response to a regional or national crisis that affects the University system. Any emergency that affects our students, faculty, and/or staff community is considered a University emergency.

This plan is designed to enable faculty, staff, and students to successfully cope with campus critical incidents and emergencies. The overall ability of University personnel to respond to any incident will rely primarily upon preplanned procedures, Incident Action Plans, business continuity plans, university building or facility Emergency Action Plans, and existing or newly promulgated SOPs and directives.

This plan, while primarily local in scope, is intended to be able to support a comprehensive, national, all-hazards approach to domestic incident management across a spectrum of activities including mitigation, preparedness, response, and recovery.

This Emergency Operations Plan includes annexes, appendices, Incident Actions Plans, building and facility plans and other approved instruments and inclusions intended to augment, assist, support, or amend The Basic Plan during emergency operations conducted in response to a critical incident, crisis, or disaster.

(The incidents to be planned for will vary with the geographic location of the campus and the internal and external factors that will have significant potential effect on that campus and its population. For instance, if there is an active volcano located nearby, that type of incident would have to be planned for. Other incident types might be eliminated from the planning process if it is highly unlikely that this type of incident would ever occur, such as annual flood cycles in Denver, Colorado or Las Vegas, Nevada. Planners will have to decide which types of incidents have potential to affect each campus.)

An EOP guides preparedness, response, recovery, and mitigation actions and may be activated during any of the following incidents, which may include, but are not limited to:

· Active Shooters

· Aircraft incidents

· Bombs

· Chemical, Biological, Radiation, Nuclear, Explosive (CBRNE) incidents

· Civil Disorder/Disturbances

· Cyber Attacks

· Earthquakes

· Explosions

· Fires

· Floods

· Hostage Situations

· Hurricanes

· Medical Emergencies: Severe/Mass Casualty incidents

· Snow Emergencies

· Structural Collapse

· Tornados

· Utility Emergencies

· Volcanic Eruptions
· and Others

Emergency Operations Plans should:
· Include a risk assessment that would ideally address threat, consequence, and vulnerability
· Be developed in coordination with state and local community partners (law enforcement, fire personnel, local government, public and mental health agencies, etc.)
· Include establishment of an Incident Command System (ICS)
· Be communicated to the campus community
· Be in alignment with the National Incident Management System (NIMS)

· Include the use of exercises, drills, and training; and
· Be a “living document,” continuously reviewed, practiced and updated
100.12

Plan Authority and Date of Effect

As the President of this University, I direct that this Plan shall be in full force and effect as of 12:01 A.M. on the first day of the month next following the date of the last signing of this instrument, as evidenced by the signatures as affixed below.

(The exact composition of the institutional managers and others that constitute those with the authority to “sign off” on the EOP will vary according to custom and practice, legal requirements and the involvement of other actors such as officials from local, county, or state emergency management agencies. Most often your legal advisors will determine who must be included as a signatory.)

This Emergency Operations Plan has been reviewed and approved by: (add or delete as required)



University President







Date



Director of Emergency Management





Date



Director of Facilities Management





Date



Campus Director of Public Safety






Date



State/County Director of Emergency Management




Date
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100.20

Introduction

100.21

Statement of Policy

This Plan is intended to be a comprehensive administrative plan for the protection of life and property on this campus. It is compatible with the doctrines and methods expressed in the National Incident Management System (NIMS), the Incident Command System (ICS), the National Response Plan (NRP), Homeland Security Presidential Directive-5 (HSPD-5), and Homeland Security Presidential Directive-8 (HSPD-8), and other similar directives.

100.22

Plan Applicability

The policies and procedures contained in this plan will be followed by any administrator, faculty member, or staff member, whose position and/or duties are expressly addressed or are implied by this Plan. Campus emergency operations will be conducted within the framework of the policies and procedures of the federal National Incident Management System (NIMS), the federal National Response Plan (NRP), and all applicable local, state, county, and federal laws, ordinances, and regulations.

100.23

Plan Implementation

Whenever an emergency affecting the campus reaches such proportions that it cannot be handled by routine measures, the University President, or his/her designee may declare a State of Emergency and shall cause implementation of this Plan by a designated Incident Commander or in the absence of an IC, the Operations Section Chief.

100.24

Plan Procedures should be Flexible

Since any emergency may occur suddenly and without warning, this Plan must be flexible enough to accommodate conditions as they occur. While most incidents are handled on a daily basis by a single jurisdiction at the local level, there are important instances in which successful domestic incident management operations depend on the involvement of multiple jurisdictions, functional agencies, and emergency responder disciplines. These instances require effective and efficient coordination across an often-broad spectrum of organizations and activities.

Once a critical incident begins to evolve, the Incident Commander shall be continuously mindful of the possibility that University resources and capabilities may be overwhelmed. The IC shall so apprise the University President of this fact, or the possibility thereof, so that a request for additional assistance can be forwarded promptly to municipal, county, or state authorities in a timely and effective manner.

iaclea 46.1.1

The promulgation and maintenance of this Plan is the responsibility of the Planning Section Chief as directed by the University President.

100.25

Exceptions to Plan Functions and Responsibilities

Any exceptions to Plan policies and procedures may only be conducted after the approval from the Incident Commander or his or her designee is obtained.

100.26

Plan Changes and Recommendations

Requests for procedural changes and other recommendations will be submitted in writing to the Planning Section Chief for review and finalization. All changes recommended by the Planning Section Chief will be submitted to the University President for evaluation and final approval before being integrated into the EOP.

100.27

Plan as Primary Source Instrument, exceptions

This University EOP shall be used as the primary source for guiding University administrators, students, and staff whenever an emergency or a disaster occurs on campus. 
It is recognized that, in addition to the procedures outlined in this Plan, there are functional and geographic areas of the campus that have specific procedures in place that are to be followed first in a developing emergency. These additional procedures, including SOPs, checklists, Field Operations Guides, and other similar guidelines, shall remain in effect as long as they do not conflict with the provisions of this Plan.

100.28

Plan Conflicts

This EOP supersedes all previously developed administrative policies and procedures that address campus emergency operations. Conflicts with existing plans, including university SOPs and similar directives shall be reconciled with this Plan or shall be immediately brought first to the attention of the Incident Commander and then to the Planning Section Chief as soon as possible for resolution.

100.29

Plan Legal Basis and References

Public Laws (PL)

· Federal Civil Defense Act, as amended (50 USC 2251 et seq.), 1950

· Disaster Relief Act, PL 93-288, as amended (42 USC 5121 et seq.), 1974

· Superfund Amendment and Reauthorization Act (also known as the Emergency Planning and Community Right to Know Act), PL 99-499, 1986

· Robert T. Stafford Disaster Relief and Emergency Assistance Act, PL 100-707, as amended (42 USC 5131 et seq.), 1988

· Disaster Mitigation Act, PL 106-390, 2000


United States Code (USC), Title 42, Public Health and Welfare

· Chapter 68, Disaster Relief

· Chapter 116, Emergency Planning and Community Right-To-Know (EPCRA)


State Statutes


(Reference all applicable state statutes under this heading. For the purposes of illustration, applicable Michigan State Statutes have been listed as used by the University of Minnesota EOP, version 4)

· Chapter 12, Emergency Management

· Chapter 88.04, Firebreaks, Prevention of Fires

· Chapter 103E.705, Sub. 7, Drainage Repair and Construction After a Disaster

· Chapter 103F.155, Flood Protection Plans

· Chapter 115E.06, Good Samaritan

· Chapter 138.17, Sub. 8, Emergency Records Preservation

· Chapter 273.123, Reassessment of Homestead Property Damaged by a Disaster

· Chapter 299A.48-52, Minnesota Hazardous Materials Incident Response Act

· Chapter 299F.091-099, Community Emergency Response Hazardous Substance Protection Act 

· Chapter 299J, Office of Pipeline Safety 

· Chapter 299K, Hazardous Chemical Emergency Planning and Response.

100.30

Training and Certification Standards

All personnel who are defined and tasked as emergency responders or emergency management personnel are required to train and/or be certified to minimum levels of competency as required by various federal, state, and local standards, including Homeland Security Presidential Directive-8 (HSPD-8). For most personnel this means, at a minimum, completing training courses such as the NIMS introductory course IS 700, or higher. See the NIMSCAST website at http://www.fema.gov/nimcast/index.jsp or the NIMS Online website at http://www.nimsonline.com as well as local municipal, county, or state emergency management resources for further information. A NIMS Training Development Guidance Synopsis is located on the IACLEA webpage.
100.31

NIMS and the Emergency Operations Plan

The National Incident Management System (NIMS) document, which can be accessed on the Internet at www.dhs.gov/interweb/assetlibrary/NIMS-90-web.pdf addresses EOP development in Chapter III, Preparedness, at pp. 35-36 by stating that each jurisdiction shall develop an EOP that defines the scope of preparedness and incident management activities that are necessary for that jurisdiction. The EOP should also describe organizational structures, roles and responsibilities, policies, and protocols for providing emergency support. 

The EOP shall facilitate response and short-term recovery activities which set the stage for successful long-term recovery. It should drive decisions on long-term prevention and mitigation efforts or risk-based preparedness measures directed at specific hazards. An EOP should be flexible enough for use in all emergencies. 

A complete EOP should describe the purpose of the plan, situation and assumptions, concept of operations, organization, assignment of responsibilities, administration and logistics, plan development and maintenance, and authorities and references. It should also contain functional annexes, hazard-specific appendices, and a glossary. 

EOPs should predesignate jurisdictional and/or functional area representatives to the IC or UC, whenever possible, to facilitate responsive and collaborative incident management. While the preparedness of the public is generally beyond the scope of the NIMS, EOPs should also include preincident and postincident public awareness, education, and communications plans and protocols.

100.40

Incident Action Plans

Tornadoes, floods, blizzards and other natural disasters can affect the University. In addition, disasters such as transportation accidents, explosions, accidental releases of hazardous materials and national security emergencies pose a potential threat to public health and safety on campus. Terrorist events involving Weapons of Mass Destruction (WMD) are also a threat. A comprehensive emergency plan is needed to protect students, employees and the public from the effects of these hazards. An Incident Action Plan (IAP) guides preparedness, response, recovery, and mitigation actions and may be activated during any incident.
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The Planning Section Chief is responsible for coordinating the planning functions for responses to unusual occurrences for the University. This function includes the development, publishing, and retention of all IAPs. An IAP includes the overall incident objectives and strategies established by the IC or UC. In the case of UC, the IAP must adequately address the mission and policy needs of each jurisdictional agency, as well as the interaction between jurisdictions, functional agencies, and private organizations.

The IAP addresses tactical objectives and support activities required for one operational period, generally of 12 to 24 hours duration. The IAP contains provisions for continuous incorporation of “lessons learned” as incident management activities progress. An IAP is especially important when:

· Resources from multiple agencies and/or jurisdictions are involved

· Multiple jurisdictions are involved

· The incident will effectively span several operational periods

· Changes in shifts of personnel and/or equipment are required; or

· There is a need to document actions and/or decisions

Any original Incident Action Plan shall be retained for a minimum period of twenty years by the University within the Planning Section files of the Dean of Students. Copies of any IAP shall be distributed to all primary and supporting departments or units of the university for appropriate tactical, planning, training, and historical uses, or for any other legitimate purpose.
100.41

After Action Reports

Immediately after the conclusion of emergency operations concerned with a critical incident, crisis, or disaster, the Incident Commander shall cause the preparation and publication of an After Action Report (AAR).

The AAR shall be written by the Operations Section Chief with the assistance of the Director of Risk Management and any other section of the Incident Command Group, as required. AAR documents shall be submitted within 30 days of termination of incident operations. 

The AAR shall detail all facts and circumstances known about incident causation, the quality and nature of the response effort, and the incident resolution. In addition, the AAR shall determine both deficiencies and highlights that occurred during the resolution of the incident and shall make recommendations about planning, training, and operational needs and improvements for consideration to enhance the efficiency of future responses. 

Each original AAR shall be retained on file within the Offices of the UPD Chief for a period of 20 years. Copies of the AAR shall be contemporaneously forwarded to all Chiefs of the Incident Command Group, including the IC.

100.50

General Response Guidelines to Campus Conditions 1
Under the Robert T. Stafford Disaster Relief and Emergency Assistance Act, 42 U.S.C. 5131, an emergency is defined as: “Absent a Presidentially declared emergency, (is) any incident(s) human-caused or natural that requires responsive action to protect life and property.”

In addition, the following four definitions are provided to assist Incident Managers and/or building managers to plan for or respond to predicted or existing campus conditions:

100.51

Normal Campus Conditions-(No Emergency)

When normal campus conditions exist, no unusual response or planning activities are necessary.

100.52

Critical Incident (Minor Emergency)

A critical incident or minor emergency is any event whose initial impact is limited to a specific segment or subgroup of the university. A critical incident causes significant disruption to the subgroups which they affect, but do not disrupt overall institutional operations. During a critical incident an Incident Command Post (ICP) may be established as determined necessary by the University Chief of Police or his or her designee.

100.53

Crisis (Major Emergency)

A crisis or major emergency is any event which disrupts the orderly operations of the University or its institutional missions. A crisis affects all facets of the institution and often raises questions or concerns over closing or shutting down the institution for any period of time. Outside emergency resources will probably be required, as well as a major effort from available campus resources. A crisis on campus will require establishment of an ICP and may require an Emergency Operations Center (EOC). Major policy considerations and decisions will usually be considered by the university administration during a crisis.

100.54

Disaster (Severe Emergency)

A disaster is an event whose nature and impact extends beyond the University and disrupts not only operations and functions of the institution, but also those of surrounding communities. During a disaster, resources that the University might typically rely on may be delayed or unavailable because they are being employed within the broader community. In some instances, mass casualties or severe property damage may have been sustained. A coordinated effort of all campus-wide resources is required to effectively control the situation and outside emergency services and resources will be essential. In all cases of a disaster, an ICP and an EOC will be activated, and appropriate support and operational plans will be executed.

1 Incidents are also defined by the U.S. Fire Administration. The training course ICS-400: Advanced ICS Command and General Staff – Complex Incidents, divides incidents according to complexity and the resources required to respond, in an increasing order of involvement from Type 5 to Type 1 @ pp. 2-17, 2-18, 11/05.

110.00

General Assumptions

The University EOP can provide a realistic approach to the problems likely to be encountered on campus during a critical incident, crisis, or disaster. Therefore, the following general assumptions can be made:

110.10

An Emergency may occur at any time

A critical incident, crisis, or disaster may occur at any time of the day or night, weekend or holiday, and with little or no warning.

110.20

Most Incidents are handled locally

Almost all incidents are handled locally, but some incidents may require the support and resources of local, county, state, federal governments, and/or private institutions, NGOs and other entities.

110.30

Incident plans must be flexible

The succession of events in any incident are not fully predictable, therefore, this EOP and any Incident Action Plan (IAP) devised prior to or at the time of the event, will serve primarily as a guide or checklist, and may require modifications in the field to mitigate injuries, damages and/or to recover from the incident.

110.40

Outside resources or assistance may be delayed

An emergency or a disaster may additionally affect residents within close proximity to the University, therefore city, county, state, and federal emergency services or resources may not be immediately available. In such cases, a delay in the delivery of effective off-campus emergency services may typically be expected for a period of up to 48 -- 72 hours.

110.50

Media events must be properly addressed

Any incident that is likely to result in media coverage should be promptly reported to the Vice President for University Relations. During non-business hours report these incidents to UPD dispatch. UPD personnel shall then make further notifications. The accurate assessment of received information and its accurate reporting to all will negate the spread of unfounded rumors, panic, and the effects of misinformation.

110.60

Operational requirements must be sustainable

During any incident which is perceived to require operations for longer than twenty-four hours, at the discretion of the University President, impacted personnel shall be assigned to 12 hour shifts with cancellation of vacations, holidays, or regular time off from work shift assignments, as appropriate.

110.70

Communications are likely to be disrupted or compromised

During an emergency or disaster, there is a likelihood of the disruption of communications due to damage to related infrastructure or by the burdens placed on communications due to high levels of usage. This is especially true of cellular telephones. Prior agreements with cellular companies should be in place to secure usable operating channels during any emergency by arranging for Wireless Priority Service (WPS).

120.00

Declaration of a Campus State of Emergency (CSOE)

The decision to declare a Campus State of Emergency rests solely with the University President or his or her designee.

Upon notification of a critical incident or emergency by the Chief of UPD, if the President decides that a CSOE is necessary, he or she shall so inform the Chief of UPD, who shall in turn direct the UPD Dispatch to make necessary notifications.

130.00

The Initial Incident Response

130.10

Involvement of the University Police (UPD) is required

Whenever conditions are present that meet the definition of a crisis or disaster, or whenever a CSOE is declared by the University President, the UPD will immediately place into effect procedures that are designed to meet the emergency by safeguarding persons and property and maintaining the functioning of the institution.

On-duty UPD personnel shall immediately consult with the University Chief/Director of Public Safety regarding the emergency and shall initially follow the notification procedures outlined in Sections 300.10 to 310.40 of this Plan.

130.20

Persons on campus must be controlled

During a CSOE, only registered students, faculty, staff, and their affiliates (i.e., persons required by employment) are authorized to enter or remain on campus. Persons who cannot present proper identification (such as a student or employee identification card or other suitable identification showing that they have a legitimate purpose on campus) will be directed to leave the campus. Unauthorized persons remaining on campus may be subject to expulsion, detention, or arrest in accordance with applicable laws.

130.30

Nonessential persons shall be restricted from the Incident Site

Only faculty, staff, and student volunteers who have been assigned to Incident Management duties or who have been issued a University Emergency Identification Pass (EIP) by the UPD will be allowed to enter the immediate incident site.

Since any terrorist incident is considered to be a criminal act, that incident site is to be managed as a crime scene that requires the collection and preservation of evidence and other procedural requirements that are critical to the performance of a criminal investigation.

130.40

Perform Communications and Media Relations duties

Effective communication plays a critical role during any emergency. In almost all emergencies, the University will need to communicate with internal audiences, including students, faculty, and staff. Depending on the severity of the situation, it is likely that the University will need to communicate with external media sources and through them to wider audiences.

130.50

Direct all media inquiries to PIO

All media inquiries should be directed to the Public Information Officer. It is important that information provided to outside media persons be coordinated through PIO to ensure consistency concerning communications about the status of the University during a critical incident or emergency. If the incident involves entities from other jurisdictions, the external communications function of the PIO shall be coordinated through an established Joint Information Center (JIC).

130.60

Mutual Aid Agreements

The University maintains mutual aid assistance agreements with appropriate law enforcement agencies, details of which can be obtained from the Office of the President. This University does/does not operate its own Fire Services. If not, the campus is protected by the __________ Fire Department.

Primary ambulance services are provided by EMS services licensed by the state EMS Regulatory Board (EMSRB). In addition, the University EMS operates fixed-site and basic life-support ambulance services for special events and is licensed to provide this service on-campus. UEMS will be called upon to provide assistance in the event of a crisis or disaster.

All mutual aid agreement contracts are to be retained on-file by the Office of the University President Legal Advisor with copies distributed to all affected police, fire, and EMS agencies as well as to other appropriate court and regulatory agencies and entities.

All such agreements may be placed into effect by the IC during an incident after consultation with the Office of University President.

130.70

Other Notifications

The PIO, in coordination with the Incident Commander, shall determine when and by what methods it is appropriate to issue timely warnings, emergency alerts, and other informational releases to key government officials, community leaders, emergency management response agencies, volunteer organizations, and any other persons and entities essential to mounting a coordinated response to an incident.

It is critical that adjoining jurisdictions be notified whenever an incident has an actual or potential impact on residents, buildings, traffic, or otherwise has an impact on civic health or well being. 
Sufficient factual information should first be gathered and evaluated for accuracy to minimize the effects of spreading false rumors and misinformation, prior to disseminating any release of information.
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200.00

Incident Command and Incident Management

200.10

The Command Function and the NIMS

200.11

Seven Critical Tasks will be performed by the first responding supervisor
According to current ICS doctrine, the first responding supervisor in the crisis phase of any initial response must perform the following seven critical tasks as soon as possible:

1. Secure and Establish Communications and Control

2. Identify the “Hot Zone” or “Kill Zone”

3. Establish an Inner Perimeter

4. Establish an Outer Perimeter

5. Establish an On- Scene Command Post or ICP

6. Establish a Staging Area for Personnel and Equipment

7. Identify and Request necessary Resources

200.12

Single Command IC (IC) 1
The characteristics of the Incident Command System are outlined within the federal National Incident Management System (NIMS) document. These concepts and principles provide the primary methodology for all operations conducted under this Plan. 

When an incident occurs within a single jurisdiction and there is no jurisdictional or functional agency overlap, a single command IC should be designated with overall incident management responsibility assumed by the appropriate jurisdictional authority. (In some cases in which incident management crosses jurisdictional and/or functional agency boundaries, a single command IC may be designated if all parties agree to such an option.) Jurisdictions should consider predesignating ICs within their preparedness plans.

The designated IC will develop the incident objectives on which subsequent incident action planning will be based. The IC will approve the Incident Action Plan and all requests pertaining to the ordering and release of incident resources.

Since the overwhelming majority of emergency incidents are handled on a daily basis by a single jurisdiction at the local level, the major functional areas of Incident Command for those incidents where outside assistance is not required should still be organized and function according to the principles and practices of the Incident Command System (ICS).

200.13

Unified Command IC (UC)

UC is an important element in multijurisdictional or multiagency domestic incident management. It provides guidelines that enable agencies with different legal, geographic, and functional responsibilities to coordinate, plan, and interact effectively. As a team effort, UC overcomes much of the inefficiency and duplication of effort that can occur when agencies from different functional and geographic jurisdictions, or agencies at different levels of government, operate without a common system or organizational framework.

All agencies with jurisdictional authority or functional responsibility for any or all aspects of an incident and those able to provide specific resource support participate in the UC structure and contribute to the process of determining overall incident strategies; selecting objectives; ensuring that joint planning for tactical activities is accomplished in accordance with approved incident objectives; ensuring the integration of tactical operations; and approving, committing, and making optimum use of all assigned resources.

The exact composition of the UC structure will depend on the location(s) of the incident (i.e., which geographical administrative jurisdictions are involved) and the type of incident (i.e., which functional agencies of the involved jurisdiction(s) are required). In the case of some multijurisdictional incidents, the designation of a single IC may be used to promote greater unity of effort efficiency.

1 DHS, National Incident Management System, Chapter II, Command and Management, pp. 13-14.

200.14

Area Command

The following ICS organization and operations characteristics relevant to Area Command are taught by DHS personnel in ICS training programs:

· Area Command is activated only if necessary depending on the complexity of the incident and incident management span-of- control considerations. An area command is established either to oversee the management of multiple incidents being handled by a separate ICS organization or to oversee the management of a very large incident that involves multiple ICS organizations

· Incidents that are not site specific or are geographically dispersed, or evolve over a long period of time such as a biological event, may require the use of area command. Acts of biological, chemical, radiological, and/or nuclear terrorism represent particular challenges for the traditional ICS structure and will require extraordinary coordination between federal, state, local, tribal, private sector, and nongovernmental organizations. Area command also is used when there are a large number of the same types of incidents in the same area. These represent incidents that may compete for the same resources. When incidents do not have similar resource demands, they are usually handled separately and are coordinated through the Emergency Operations Center (EOC)

· If the incidents under the authority of area command are multi-jurisdictional, then a Unified Area Command should be established. Area command should not be confused with the functions performed by an EOC. An Area Command oversees management of incidents, while the EOC coordinates supports functions and provided resources support. It is important to note that Area Command does not have operational responsibilities. For incidents under its authority, the Area Command: 

· Sets overall agency incident-related priorities

· Allocates critical resources according to established priorities

· Ensures that incidents are managed properly

· Ensures effective communications

· Ensures that incident management objectives are met and do not conflict with each other or with agency policies

· Identifies critical resource needs and reports them to EOC

· Ensures that short-term emergency recovery is coordinated to assist in the transition to full recovery operations

· Provides for personnel accountability and a safe operating environment

200.15

Incident Command System Adoption and Training 1
In Homeland Security Presidential Directive (HSPD-5), Management of Domestic Incidents, the President directed the Secretary of Homeland Security to develop and administer a National Incident Management System (NIMS). On March 1, 2004, the Secretary of the Department of Homeland Security issued the NIMS document to provide a comprehensive national approach to incident management, applicable to all jurisdictional levels across functional disciplines. A major revision of the NIMS is anticipated to be released on or after June 1, 2007. The NIMS provides a consistent nationwide approach for federal, state, tribal, and local governments to work effectively and efficiently together to prepare for, prevent, respond to, and recover from domestic incidents, regardless of cause, size, or complexity. The NIMS establishes standard incident management processes, protocols, and procedures so that all responders can work together more effectively. NIMS components include: 

· Command and Management

· Preparedness

· Resource Management

· Communications and Information Management

· Supporting Technologies and 

· Ongoing Management and Maintenance

The NIMS Integration Center was established to oversee all aspects of NIMS, including the development of NIMS-related standards, guidelines, and support guidance for incident management and responder organizations as they implement the system. The Center will validate compliance with the NIMS and National Response Plan responsibilities, standards and requirements. 

1 NIMS National Standard Curriculum Training Development Guidance, October 2005 

Through this initial document, the NIMS Integration Center is coordinating the development of a National Standard Curriculum for NIMS, which will be built around available training opportunities and course offerings that support NIMS implementation. The curriculum also will serve to clarify training that is necessary for NIMS-compliance and streamline the training approval process for courses recognized by the curriculum. 

Initially, the training curriculum is to be made up of NIMS awareness training and training to support the Incident Command System (ICS). Eventually it will expand to include all NIMS training requirements including training established to meet national credentialing standards.

Minimum requirements to be accomplished initially include the following: 

· Completing the NIMS Awareness Course: “National Incident Management System (NIMS), An Introduction” (IS 700)

· Formally recognizing the NIMS and adopting NIMS principles and policies

· Establish a NIMS baseline by determining which NIMS requirements are already met

· Establish a timeframe and develop a strategy for full NIMS implementation; and 

· Institutionalize the use of the Incident Command System. 

The NIMS Integration Center recognizes that many operational aspects of NIMS, including ICS training, are available through state, local, tribal agencies, and private training vendors. It is not necessary that the training requirements be met through a federal source.

Emergency management and response personnel who have already been trained in ICS do not need retraining if their previous training is consistent with DHS standards. This includes ICS courses managed, administered, or delivered by the Emergency Management Institute, the National Fire Academy, FIRESCOPE, the National Wildfire Coordinating Group, the U.S. Department of Agriculture, the Environment Protection Agency, and the U.S. Coast Guard.

One of the most common concerns of federal, state, tribal, and local governments has to do with the process and timeframe for adopting NIMS. NIMS compliance requirements will be phased in over time. FY 2005 was to be a NIMS ramp-up year. Full NIMS compliance was required at the end of FY 2006. Further compliance guidelines were issued in 2007.
To the maximum extent possible, federal agencies, states, territories, tribes, and local entities are encouraged to achieve full NIMS implementation and institutionalization across the entire response spectrum. Presently the Center is encouraging everyone to familiarize themselves with NIMS concepts and principles and to begin implementation as soon as possible.

Those federal, state, tribal, and local governments as well as the private sector that are not already using the Incident Command System (ICS) as taught by the Department of Homeland Security (DHS), should begin steps to institutionalize the use of ICS across their response systems. 

The ICS is one of three standardized organizational structures established by the NIMS. The ICS defines the operating characteristics, interactive management components, and structure of incident management and emergency response organizations engaged throughout the life cycle of an incident. The other two standardized organizational structures outlined in the NIMS include the Multi-agency Coordination System and the Public Information System. 

The NIMS is based on an appropriate balance of flexibility and standardization in order to provide a framework for interoperability and compatibility during incident operations. 

The NIMS provides a consistent, flexible, and adjustable national framework within which government and private entities at all levels can work together to manage domestic incidents, regardless of their cause, size, location, or complexity. This flexibility applies across all phases of incident management: prevention, preparedness, response, recovery, and mitigation. 

The NIMS also provides a set of standardized organizational structures – such as the ICS, multi-agency coordination systems and public information systems – as well as requirements for processes, procedures, and systems to improve interoperability among jurisdictions and disciplines in various areas.

210.00

ICS Organizational Elements and Leadership Positions

210.10

University Table of Organization

(Insert Emergency Management Table of Organization Chart here)
(The following sections provide descriptions for functions of the Incident Commander and members of the Command Staff. Although suggestions as to which official will fill these positions are provided in this text, it is necessary that each planner decides who is most appropriate from all of the possibilities offered at a particular institution. This may require an examination of training, experience, leadership capabilities, personal aptitudes, and other considerations. The primary concern should be which person is best suited for the job.)

210.20

Incident Management Team

The Incident Management Team (IMT) is defined by NIMS as the IC and the appropriate Command and General Staff personnel assigned to manage an incident.

210.30

Incident Commander

The Incident Commander has overall control of any incident. All decisions that reference campus evacuation, closure or restrictions, postponements and resumptions, and special circumstance personnel policies fall within the purview of the Incident Commander. The Incident Commander may be a manager with overall experience in the management of the University and its facilities, such as the University Chancellor or the Director of Facilities Management. In most cases, however, the IC will be a senior campus fire or police/public safety official who has also had incident command system training and incident related experience.

210.40

The Command Staff

The Command staff consists of the Incident Commander and the special staff positions of PIO, Safety Officer, Liaison Officer, and other positions that report to the Incident Commander. The functions of the Command Staff shall include, but not be limited to the following:

· Command Staff shall advise the Incident Commander of all campus-wide policy matters as they relate to the campus crisis or disaster 

· Command Staff shall assist in the implementation of policy strategies developed to mitigate the effects of the crisis or disaster

· Command Staff shall establish a priority list of issues that reference specific crisis and/or disaster situations, and shall approve all communications initiatives and emergency directions 

· Command Staff shall maintain liaison with the City of ________, ____ County, State of ________, and all Federal Agencies and other University leaders.

(In the following assignments and functions it may be helpful to specify the position within the University that is assigned to a specific Incident Management function. Some Plans will see a clearer directive with only the name of the person filling a specific responsibility, but with the turnover of persons within various positions, it is likely to be more practical to assign the assignment to the function.)

210.41

The Public Information Officer

Preparedness and training for emergency media communications procedures shall be conducted under the direction of the Vice President for University Relations, acting as the Public Information Officer.

The PIO will coordinate all communications functions during a CSOE. Using information provided by others, the PIO will provide timely information on the status of the University and information regarding any emergency measures being undertaken. If required, the University PIO will function through the Joint Information System (JIS) to permit coordinated PIO services whenever subordinate to joint or area command functions.

Communication methods may include, but shall not be limited to, the following:

· E-mail messages to all students, faculty and staff or subsets of those groups
· Voicemail messages, including the establishment of an “emergency message” voicemail box to provide a status update message for phone inquiries

· Web-based messages
· Establishment of a phone center with a special hotline number that would be staffed during emergencies
· Emergency signage
· News releases to the media
· News conferences for the media

The University has two basic guidelines to observe in any emergency incident:

· Only authorized spokespersons such as the University President or his or her designee, or the Vice President for University Relations will meet or talk with the media

· Only factual information is released; no speculation is to be offered

Additional Guidelines 

· All executive and supervisory personnel are notified to report emergencies to the police. They also should be reminded not to discuss the situation and instruct their subordinates not to discuss the situation with anyone, especially the media, on behalf of the University

· The President, other senior administrators, and the Vice President for University Relations are to be immediately informed of an existing emergency. Complete details are to be made available to these officials

· The President and the Vice President for University Relations and any other appropriate personnel involved shall confer and decide on appropriate actions

· All calls from the news media are to be referred directly to the Vice President for University Relations at: Campus phone ext. ---- Public phone __________ 

210.42

The Safety Officer (SO)

The Vice President for Health Services, acting as the Safety Officer, monitors incident operations and advises the IC on all matters related to operational safety, including the health and safety of emergency response personnel. The ultimate responsibility for the safe conduct of incident management operations rests with the IC and supervisors at all levels of incident management. The SO is, in turn, responsible to the IC for the set of systems and procedures necessary to ensure ongoing assessment of hazardous environments, coordination of multiple agency safety efforts, and implementation of measures to promote emergency responder safety, as well as the general safety of incident operations. The SO has emergency authority to stop and/or prevent unsafe acts during incident operations. In a UC structure, a single SO should be designated, in spite of the fact that multiple jurisdictions or functional agencies may be involved.

210.43

The Liaison Officer (LNO)

The Vice President for Information Management, acting as the Liaison Officer is the point of contact for representatives of other governmental agencies, nongovernmental organizations, and/or private entities. In either a single IC or UC structure, representatives from assisting or cooperating agencies and organizations coordinate through the LNO. Agency and/or organizational representatives assigned to an incident must have the authority to speak for their parent agencies and organizations on all matters, following appropriate consultations with their agency leadership. Assistants and personnel from other agencies or organizations (public or private) involved in incident management activities may be assigned to the LNO to facilitate coordination.

210.44

Additional Command Staff Positions

Additional Command Staff positions may also be necessary depending on the nature and location of the incident, and/or specific requirements as established by the IC. For example, legal counsel may be assigned directly to the Command Staff to advise the IC on legal matters, such as emergency proclamations, legality of evacuation orders, and legal rights and restrictions pertaining to media access.

Similarly, a Medical Advisor may be designated and assigned directly to the Command Staff to provide advice and recommendations to the IC in the context of incidents involving medical and mental health services, mass casualty, acute care, vector control, epidemiology, and/or mass prophylaxis considerations, particularly in the response to a bio-terrorism event.

210.50

Conduct of Operations

Day to day operations shall be initially directed by the senior police or fire official at the scene or by the Director of Facilities Management (DFM) or his or her designee, acting as the Incident Commander (IC). In the absence of the DFM or a designated alternate, one of the administrators that fill the positions listed below shall assume the role of the IC, in descending order of preference:

· Operations Section Chief

· Planning Section Chief

· Liaison Section Chief

· Logistics Section Chief

· Other designee of the University President

210.60

The General Staff

The General Staff is responsible for the functional aspects of the incident command structure and typically consists of the Operations, Planning, Logistics, and Finance/Administration Section Chiefs.

210.61

The Operations Section Chief

The direct operational control of any campus critical incident, crisis, or disaster is the responsibility of the Campus Chief/Director of Public Safety, acting as the Operations Section Chief. The Operations Section is responsible for managing tactical operations at the site, directed toward the coordination of all on-campus emergency functions and campus provided emergency response teams. 
The Operations Section directs tactical operations at the incident site to reduce the immediate hazard, save lives and property, establish situational control, and restore normal campus conditions. 

The Operations Section is responsible for implementation of the University EOP, to include:

· Determine the type and magnitude of the emergency and initiate the appropriate Incident Action Plan. 

· Establish the appropriate ICP or EOC

· Initiate an immediate liaison with the University President

· Notify and use UPD personnel, outside law enforcement agency personnel, student aides and/or other available resources to maintain safety and order

· Notify members of the Command Staff and advise them of the nature of the incident

· Liaison with outside organizations such as police, fire, EMS, and other emergency response personnel

· Ensure that notifications are made to appropriate staff members located off-campus

· Perform related duties as needed during the campus emergency, and

· In conjunction with Director of Risk Management, prepare and submit an After Action Report (AAR) directed to the University President appraising him or her of the final outcome of the emergency.

In some jurisdictions, the senior fire official at a fire scene or incident site where EMS services must be employed is in charge of the actual incident site pursuant to state law. The Operations Section Chief would still have overall operational control of the incident as it relates to site security and other duties, but not necessarily as it relates to fire-fighting operations and/or rescue duties. Suitable working arrangements should be preplanned for these types of instances.
210.62

The Planning Section Chief

Training and planning activities to ensure the preparedness of the campus community in dealing with emergency situations shall be conducted as necessary under the direction of the Dean of Students, acting as the Planning Section Chief.
The Planning Section shall collect, evaluate, and disseminate tactical information pertaining to any preplanned or actual incident. This section shall maintain information and intelligence on any current and forecasted situation, as well as prepare for and document the status of all resources assigned to the incident. The Planning Section prepares and documents IAPs and incident maps and gathers and disseminates information and intelligence critical to the incident.

The Planning Section has four primary units: the Resources, Situation, Demobilization, and Documentation Units, and may include technical specialists to assist in evaluating the situation and forecasting requirements for additional personnel and equipment. The Documentation Unit devises and distributes all ICS Forms and other forms as necessary. 

The Planning Section Chief in cooperation with the Director of Public Safety, the Director of Facilities Management, and any suitable other person or entity on campus, shall devise, maintain, and distribute as needed an Emergency Communications Plan (ECP) prior to the occurrence of any critical incident. This plan shall be updated at least once each year. It shall describe the status and capabilities of the communications function on campus, and the capabilities related to conducting effective communications with other public and private emergency response organizations and other key emergency management personnel. The ECP shall provide lists of contact names and numbers, describe the status of communications interoperability, and incorporate all related operational and planning agreements between participants in any emergency, subsequent to completed and current MOUs, MOAs, and other written agreements.

210.63

The Logistics Section Chief

Emergency communications equipment and other materials necessary for the operation of an Emergency Operations Center (EOC) and/or an Incident Command Post (ICP) shall be maintained in a state of readiness by the Assistant Director of Facilities Management, acting as the Logistics Section Chief.

The Logistics Section function includes the supply, food, ground support, communications, facilities, and medical units, and meets all of the support needs for the incident, including ordering resources through appropriate procurement authorities from off-site locations. It also provides facilities, transportation, supplies, equipment maintenance and fueling, food services, communications, and medical services for incident personnel.

The Logistics Section Chief, who may also have a deputy. Having a deputy is encouraged when all designated units are established at an incident site. When the incident is very large or requires a number of facilities with many items of equipment, the Logistics Section may be divided into two branches.

210.64

The Finance/Administration Section Chief

When there is a specific need for financial, reimbursement (individual and agency or department), and/or administrative services to support incident management activities, a Finance/Administration Section should be established. The Finance/Administration Section includes the Compensation, Claims, Cost, Procurement, and Time Units and is head by the University Comptroller acting as the Finance/Administration Section Chief.

Under the ICS, not all agencies will require every facet of assistance. In large, complex scenarios involving significant funding originating from multiple sources, the Finance/Administrative Section is an essential part of ICS.

In addition to monitoring multiple sources of funds, this Section Chief must track and report to the IC the financial “burn rate” as the incident progresses. This allows the IC to forecast the need for additional funds before operations are negatively impacted. This is particularly important if significant operational assets are provided under contract by private sector suppliers.

The Finance/Administration Section Chief may also need to monitor cost expenditures to ensure that statutory rules which apply are met. Close coordination with the Planning Section and Logistics Section is essential so that operational records can be reconciled with financial documents. Note that, in some cases, only one specific function may be required (e.g., cost analysis), which a technical specialist assigned to the Planning Section could provide. 

The Finance/Administration Section Chief will determine, given current and anticipated future requirements, the need for establishing specific subordinate units. In some of the functional areas (e.g., procurement), an actual unit need not be established if it would consist of only one person. In such a case, a procurement technical specialist would be assigned in the Planning Section. Because of the specialized nature of finance functions, the Section Chief should come from the agency that has the greatest requirement for this support. This Section Chief may also have an assigned deputy.

220.00

Other Administrative Duties and Responsibilities

220.10

The Incident Commander

The duties of the Incident Commander (IC) include the following:

· Responsible for the overall emergency response effort of the University

· Works with the Incident Command Staff to assess the emergency and to prepare the specific response of the University

· Declares and ends the Campus State of Emergency as appropriate

· Notifies and conducts liaison activities with University Administration, and the Administration of the City of ___________, _________ County and of any Federal Emergency Management agencies

220.20

The Vice President for University Relations

The Vice President for University Relations:

· Is responsible for developing communications to be disseminated to internal and external audiences

· Establishes the media center and provides information to the media

· Establishes an emergency telephone center to respond to inquiries from parents, family, and other relatives of students, and to staff and faculty

· Acts as the University PIO for the duration of the incident

220.30

The Senior Public Safety Officer on duty

The Senior Public Safety Officer on duty:

· Maintains UPD facilities in a state of constant readiness during an incident

· Initiates the Emergency Notification System – (ENS) as directed
· Takes immediate and appropriate action to protect life and property and to safeguard University records as required

· Obtains law enforcement assistance from city, county, state or federal governments as required

· Provides traffic control, access control, perimeter and internal security patrols and coordinates fire and EMS services as needed

220.40

The Director of Facilities Management (DFM)

If the DFM is also the designated IC, the following functions will be performed by a deputy or a designee instead:

· Provides equipment and personnel to perform shutdown procedures, establish hazardous area controls, erect barricades, and perform damage assessment, debris clearance, emergency repairs and equipment protection

· Provides vehicles, equipment and operators for the movement of personnel and supplies, and assigns vehicles as needed

· Obtains the assistance of utility companies as required during emergency operations

· Furnishes emergency power and lighting systems

· Surveys habitable spaces and relocates essential services and functions

· Provides and equips primary and alternate sites for the EOC

· Assists in the dissemination of all information and directives intended for the on-campus student population

· Provides temporary or alternate housing and food service facilities for the on-campus student population affected by the disaster or emergency

· Provides temporary housing and food services for off campus students who have been directed to remain on campus or who are unable to leave the campus

· Provides temporary housing and food services for emergency response personnel and University staff directed to remain on campus for extended periods of time

· Provides temporary beds, food, water or other resources as required

220.50

The Vice President for Information Technology

The Vice President for Information Technology:

· Provides the personnel and expertise necessary to maintain telephone service or establishes emergency landline services or other communications facilities

· Provides for the security of computer and information systems

· Provides for temporary computer and information services to facilitate the business procedures necessary and related to emergency purchases, personnel services and accounting functions

220.60

The Director of Risk Management

The Director of Risk Management:

· Coordinates with other Operations Section members

· Provides an accounting summary of the financial impact of the emergency response, clean-up and recovery efforts

· Ensures that rescue and clean-up operations are conducted in as safe a manner as possible to prevent injury to rescue and clean-up personnel, or to prevent unnecessary or further injury to victims

· Coordinates rescue and clean-up operations so as to conform to applicable safety, health and environmental regulations

· Coordinates with the Director of Research Safety to ensure the safe and successful clean-up and disposal of all hazardous materials

· Coordinates and has oversight of the activities of outside regulatory, investigative or insurance related agencies

· Initiates the request for the spending authority necessary to conduct emergency operations

· Obtains funding provided for clean-up and recovery expenses

· Monitors campus emergency warning and evacuation systems

· Maintains liaison with County or State Disaster and/or Emergency Services for telecommunications support if necessary.

220.61

Written Operational Procedures shall be devised and maintained

The head of each campus department or organization with emergency response duties and functions shall prepare and maintain current written Standard Administrative Procedures (SAPs), Standard Operating Guidelines (SOGs), resource lists, checklists, and other documentation as may be required to support the operations of those organizations during critical incident or emergency operations. 

The oversight for this requirement shall be devised and implemented by the Incident Commander or a designee as soon as practical.

220.70

Duties of Building/Facility Managers

Each Building Manager, who shall either act as or shall appoint a Building/Facility Safety Officer or a Safety Committee for each campus building/location under their supervision or control, has the following responsibilities prior to and during any emergency:

220.71

Develop an Emergency Action Plan

An Emergency Action Plan for each building or facility shall be developed that will include, but not necessarily be limited to, the following components, equipment, and/or functions: (29 CFR 1910.38)

· Procedures for reporting a fire or other emergency

· Procedures for emergency evacuation, including the type of evacuation and exit route assignments

· Procedures for employees who remain to operate critical plant operations before they evacuate

· Procedures to account for all employees after evacuation

· Procedures to be followed by employees performing rescue or medical duties

· The name or job title of an employee who may be contacted by other employees who need more information about the plan or an explanation of their duties under the plan

In addition, the following subject areas should be considered for inclusion in each Plan:

· Evacuation Warden duties

· Evacuation of disabled or special-needs persons

· Management of designated assembly areas

· Diagrams of specified building/facility exit locations and evacuation routes

· Hazardous conditions reporting and appropriate corrective procedures

· Emergency First Aid information

· Specified locations of available emergency equipment, including PPE

· Location and maintenance of adequately stocked First Aid kits

· The location and operation of fire extinguishers and other fire suppression equipment

· Lists of available emergency equipment

· Lists of personnel who would normally present within each building/facility

A revised and updated Emergency Action Plan for each building/facility shall be submitted to the Director of Facilities Management for approval on the 1st day of November of each year, or more often if needed. The designated Building or Facility Safety Officer/Safety Committee may assist with plan formulation or revision, as required.

The Emergency Action Plan for each building and facility should be as concise as possible. Each Department/Division within a specific building shall have at least one copy of the Emergency Action Plan for their building/facility prominently displayed within each major or significant workspace area.

220.72
Review Emergency Action Plans

Each Building/Facility Manager must review the Emergency Action Plan with each employee or student covered by the plan:

· When the plan is developed or the employee/student is initially assigned to the building or facility

· When the employee or student’s responsibilities under the plan changes

· When the plan is changed

Building evacuation information shall be distributed to all employees with follow-up discussions, on-the-job training or additional explanation as required. Contact Risk Management for assistance.
Sufficient time shall be taken to train each employee in emergency techniques such as fire extinguisher use, First Aid, and/or CPR and emergency evacuation procedures. The Office of Risk Management will be consulted for training support services.

220.73

Other Building/Facility Manager Duties

· Report every emergency to the University Police at Tel. ___________

· Serve as the primary contact person to receive emergency information from UPD 

· Inform all building employees of any emergency conditions

· Evaluate the impact of any emergency on persons or property and take appropriate action including ceasing operations and initiating evacuation of the building or facility

· Maintain emergency telephone communications with University officials from the building or facility or from an alternate site if necessary.

220.74

Develop a Building/Facility Telephone Tree

The building manager shall develop a phone tree of both work/home/mobile phone numbers for all persons that normally work or reside in the building or facility.

220.80

General Faculty/Staff Supervisor Responsibilities

Each faculty or staff member who supervises university students or other university employees has the responsibility to:

· Educate students or employees to relevant emergency procedures including evacuation procedures for their building or facility

· Inform students and/or staff of any perceived emergency and initiate emergency procedures as prescribed within the Building/Facility Emergency Plan, the University Employee Safety Handbook, and the EOP

· Evaluate, survey, and estimate their assigned building/facility or activity spaces to determine the potential impact of any emergency on their facility

· Report all safety hazards as soon as possible to the building manager or safety officer

· Submit a work order to reduce hazards and to minimize accidents promptly to the Building Manager or Director of Facilities Management.

IMPORTANT: Inform all students, staff, and faculty to conform to building evacuation guidelines during any emergency and to report to their appropriate assembly area outside the building so that a head count can be taken.

220.90

Deans, Department Heads, Other Campus Employee Duties

Each University Dean and Department Head will develop and implement a business continuity plan for each of their respective areas of responsibility.

It is the responsibility of every campus employee to become familiar with the Emergency Action Plan for his/her work area(s) and to read the University Employee Safety Handbook.

Business Continuity Plans will be updated at least once every three years, or more often as the need arises, due to the reassignment of Deans and Department Heads, or other critical circumstance that affect the suitability of such plans.  A copy of each revised plan will be submitted to the Planning Section Chief within thirty days of such revision for approval and retention.
300.00

The Emergency Notification System (ENS)

310.10

Communications methods used to implement the ENS

During any critical incident or emergency, the University will use several methods of communication to disseminate information. The methods to be used, in the following descending order of preference, will include these listed devices:

· The University telephone system

The telephone landline system is to be used as a primary means of communication, unless it is compromised.

· Two-way Radios and Pagers

Key members of the Incident Command Staff will be equipped with two-way radios and alphanumeric pagers. 

· Cellular Telephones

Incident Command Staff members will use cellular phones, including those that incorporate satellite technology or prior arrangement of cellular channels set aside for use during emergencies when land lines or regular cellular telephones are likely to become inoperative or unusable (WPS).

· Voice-mail

A special voicemail box will be established for use during emergencies.

· E-mail

System-wide e-mails will be disseminated. This will be a primary means of communication.

· Web messages

Emergency messages will be disseminated through the emergency notification information box on the home page of University’s website.

· Signage

Signs detailing the status of the University will be posted on University buildings.

· Fax Machines

Fax messages may be used to transmit timely or preplanned messages, checklists, assignment sheets, and other information, as required

310.00

The Initial Responses to a Reported Emergency

Each emergency occurring on-campus shall be reported immediately to the University Police at Tel. #911. Upon receiving notification of a reported emergency, the UPD shall initiate the following chronology of events:

310.10

Dispatch a Public Safety Officer to the Scene

One or more police officers shall be dispatched to the scene to confirm the existence of a critical incident, crisis, or disaster

310.20

Dispatch Appropriate EMS/Fire Services

UPD dispatch shall request appropriate assistance from Fire or Emergency Medical Services personnel.

310.30

Dispatch Facilities Management Staff

UPD dispatch shall request appropriate assistance from the Office of the Director of Facilities Management once an emergency or disaster has been identified as one that affects University buildings or other infrastructure in a manner that requires DFM corrective action.

310.40

Contact the Chief/Director of Public Safety

UPD dispatch will immediately contact the Chief of Police/Director of Public Safety or his/her designee.

310.50

The Chief shall contact the University President

The Chief of UPD shall immediately contact one of following persons in the following descending order of preference:

· University President 

· Director of Facilities Management

· Senior Vice President for Business and Finance 

· Vice President for Student Affairs

· Vice President for Research

310.60

Assignment of Emergency Status

After consulting with the University President or a designee, the UPD Chief will assign one of the following three emergency status conditions to the incident and shall activate the Emergency Notification System (ENS), if appropriate:

310.61

Critical Incident (Minor Emergency)

During a Critical Incident or Minor Emergency, ENS may be activated. Incident Command staff members may not necessarily meet as a group, but will be still be advised of conditions. An Incident Command Post (ICP) may be established.

310.62

Crisis (Major Emergency)

During a Crisis or Major Emergency, ENS will be activated. Command Staff members shall report as directed by the Chief/Director of Public Safety. An EOC may be activated at ______________ or at ___________________. An Incident Command Post shall be established.

310.63

Disaster

During a Disaster, the ENS will be activated. All Incident Command Staff members shall report to the ICP or EOC as directed. If a primary site is not available, an alternate ICP or EOC site will be established by the Chief/Director of Public Safety. Command Staff members shall report as requested and shall also provide the following items, as appropriate: 

· All University property keys checked out to them.

· Pagers

· Cellular phones with extra batteries

· Laptop PC with extra batteries, if any

· Two way radios with extra batteries, if any 

310.70

Deactivation of Emergency Incident Operations

At the close of Incident Operations, the Incident Commander will notify the Operations Section Chief to begin the stand-down phase of operations according to the procedures developed as part of the Incident Action Plan for that incident.

310.80

Incident Documentation

Each participating department, section, building, or function manger or supervisor is responsible for documenting all activities and expenditures associated with the discharge of his/her emergency functions. Additionally, each emergency response entity will retain documents associated with its activities during the response. These documents, although local in origin, will be based primary on the formats and purposes devised for federal ICS forms for the following purposes:

· Provide a basis to assess the emergency and evaluate the response

· Identify areas where campus preparedness activities worked well and those areas that need improvement

· Verify all emergency related expenses and document efforts to recover such expenses

· Assist recovery in the event of litigation

All documents, status sheets, daily logs, and forms shall be kept along with all financial records and photographs related to the emergency. The Finance/Administration Section Chief shall request documentation, including post-incident reports, from any responding agency that participated in the incident response. 
320.00

Responding to ENS Notification

The Emergency Notification System (ENS) is only activated upon the direct order of the University President.

Once the ENS is activated, UPD dispatch will contact all Incident Management Team members and provide them with the appropriate instructions for reporting to either the ICP or the EOC, as directed by the IC.

320.10

Command Staff

The following members of the Command Staff will report to the ICP or EOC as directed or shall remain on Stand-By status.

· University President 

· Director of Facilities Management

· Senior Vice President for Business and Finance

· Vice President for Student Affairs

· Vice President for Research

320.11

Incident Command Staff 

Incident Command Staff members will be contacted by the IC and requested to:

· Report to the ICP to conduct IC operations

· Report to the EOC to perform policy group and critical support functions, or

· Remain on stand-by status

320.12

Operations Section Staff

The Operations Section shall serve in a direct support capacity to the Incident Command Staff. The Operations Section shall include, but is not necessarily limited to the following individuals: 

· Chief/Director of Public Safety--UPD

· Director of Research Safety

· Director of Risk Management 

· Director of University Services

· Director of Facilities Management Operations 

· Director of Student Health Services

Once the EOC has been activated, all Operations Section staff will respond to the EOC unless directed otherwise by the Operations Section Chief. If an ICP only is being staffed, the Operations Section staff will be contacted by the Operations Section Chief and shall either report to the ICP or remain on standby alert, as directed.

330.00

Emergency Facilities
Whenever a critical incident, crisis, or disaster occurs or is imminent, it shall be the responsibility of the on-duty UPD personnel to set up and staff an Incident Command Post (ICP) and/or an Emergency Operations Center (EOC), as appropriate. In addition, regular University Police facilities are to be fully staffed and operational at all times during the incident. (A virtual EOP setup may be considered as an alternative option for campus emergency management personnel. An assembly site should still be designated for outside responders to report to.)
330.10

Incident Command Post (ICP)

A University Police vehicle or other suitable vehicle may be used as an Incident Command Post (ICP). The ICP is to be located as close to the emergency scene as possible to enhance tactical control. At least one uniformed officer or police dispatcher is to staff the ICP at all times until tactical operations terminate. A small stationary office with a desk, chairs, and a telephone may also be established as near to the scene as may be determined necessary by the Chief/Director of Public Safety. The ICP may be maintained in addition to any EOC at the discretion of the Chief of UPD.

During the selection of any stationary ICS location, an alternate site should also be selected, in the event that relocation of the ICS is required due to safety concerns or other reasons.

330.11

ICP Equipment List

The following types and quantities of equipment suitable for an ICP should be considered for staging as required: 

· Barricades, barrier tape, and signage for the scene

· Portable hand radios (minimum of two) with spare batteries

· Portable public address system unit

· First aid kit

· Campus telephone directory, a State Government Telephone Directory, and a local Telephone Directory to include Yellow Pages sections

· Three copies of the University EOP

· Flashlights (minimum of 10) with extra batteries

· Cellular Telephone(s) and extra batteries and/or charging capabilities

· High Visibility Vests (10)

· Command Post Location Marker or other suitable means of ICP identification, and

· Campus Maps/Area Maps.

330.20

Emergency Operations Center (EOC)

If any incident exceeds or is likely to exceed available campus capabilities and resources, an Emergency Operating Center (EOC) will be established at _________________. If this location is unsuitable or unavailable, the UPD Chief shall select another location and shall so inform the UPD dispatcher. At least one uniformed police officer is to staff the EOC at all times until the incident is resolved.

During the selection of any stationary EOC location, an alternate site should also be selected, in the event that relocation of the EOC is required due to safety concerns or other reasons. This space is activated at the direction of the UPD Chief and remains so until the IC decides to deactivate it.  The main EOC and back-up EOC should each take approximately 20 minutes and one hour, respectively, to become operational. (The actual desired times for setup goals to be determined by planning and exercising, etc.)

330.21

EOC Equipment List

The following types and quantities of equipment suitable for an EOC should be considered for staging as required: 

· All equipment contained within an ICP, plus

· An emergency power source (gas generator & fuel sufficient for an initial 72 hour period)

· Tables, desks and chairs sufficient to accommodate IC Staff and all support staff, to include a refrigerator and coffee maker

· Copy machine

· Two-way radio base station, battery operated AM/FM radio and a television

· Telephone equipment as follows:

· Dedicated lines for Incident Commander use (min. of 2)

· Dedicated lines for Incident Command Staff use (min. of 2)

· Cellular telephones (min. of 3)

· Sanitary facilities

· Campus maps, drawings/blueprints of buildings, HVAC systems, etc.

· Computer work station and printer that has network capabilities

· Pads, envelopes, writing implements and other office supplies
· A Fax machine with broadcast capabilities
· Cots suitable for temporary sleeping areas.
330.30

Staging Areas

One or more staging areas for arriving off-campus responders, equipment, and other resources shall be established by the Director of Facilities Management. For operations of the Incident Command Staff, a permanent conference room with facilities for emergency response elements that is designed to accommodate multiple telephone and/or electrical devices shall be established at __________________. In the event this established facility is not available, another suitable alternate site shall be chosen.

Staging areas should be located either on or as near to the campus as possible, but not in such close proximity to the incident site as to interfere with site operations or to be endangered by the incident.

330.40

Media Center/JIC

If a campus incident is expected to last for more than eight hours, a site for a media center/Joint Information Center (JIC) will be established in the ____________ Auditorium or at _____________ at the direction of the Dean for University Relations. Parking adjacent to these facilities will be reserved for media and staff vehicles.

The media center/JIC will include space for the media reporters, a podium, a multimedia box, backdrop, and appropriate signage. If a JIC is established, the site should contain enough space for meeting rooms and have the capacity to support JIC operations.

Backup media facilities will be located at the _________________ Athletic Center and the _____________Center.

330.41

Campus Telephone Center

At the direction of the Dean for University Relations, a Campus Telephone Center will be established at _________________ and/or at _________Hall. The telephone phone center will be used to answer inquiries from students, employees, and relatives regarding the nature and consequences of the emergency.

330.50

Area Maps

Insert maps of potentially affected campus and surrounding areas in this section. Show building and facilities sites, roads, parking areas, areas of particular concern and other elements that may have an impact on campus infrastructure during any critical incident or emergency.
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400.00

Emergency Assistance Contact Numbers

This section of the EOP identifies the contact names and telephone numbers of on-campus and off-campus resources available to assist campus personnel.

Although a wide range of services and assistance resources have been identified, the listings should not be considered all inclusive. Emergencies and disasters can affect the University in numerous ways and resources may not always be available from traditional sources. In the event of a Crisis or Disaster on campus, flexibility to seek resources by extraordinary measures may be pursued by the Incident Management Team and others.

(List as much contact information as possible before an emergency occurs.)

400.10

On-Campus Resources

Police Services 

UPD: All Emergencies/Disasters:
Tel. #911

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Other Campus Police

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Fire Services

The fire services provide firefighting capabilities and have overall responsibility to provide Emergency Medical Services, including First Aid, evacuation, and transport of injured persons.

Main Campus Fire Department

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Other Campus Fire/EMS Department

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Facilities Management

Skilled workers are available from Facilities Management 24 hours per day, 365 days per year. They provide the following emergency services:

· Utilities: Repairs to water, gas, electric and sewage systems.

· Structures: Repairs to structures and mechanical equipment, including heating and cooling systems.

· Equipment: Portable pumps, generators, floodlights, welders, air compressors, etc.

· Transportation Services (Buses)

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

After 5:00 PM, Weekends/Holidays
Tel. #__________________

To Schedule Repairs/Maintenance
Tel. #__________________

For immediate Call-out for repairs, debris removal, site containment, etc.:

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Residential Life and University Food Services

Residential Life and University Food Services can provide such items as temporary housing, bedding, sanitary facilities, and food services to support a wide range of emergency situations.

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Field house Facilities:

The Field house and other facilities may be utilized as temporary housing, dining, or storage facilities during an emergency.

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Office of Research Safety

The Office of Research Safety (ORS) provides emergency response and assistance for spills of hazardous chemical, biological, or radioactive materials. ORS assists with the coordination of spill control, cleanup, and disposal efforts for hazardous materials.

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Emergency (24 Hours): call the UPD administrative number and request UPD to page Research Safety

Information Technology

Information Technology provide extra radios, telephones, batteries, and communications back-up resources, and can contact outside contractors to restore communications services.

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Computing, Voice, Data, and Video

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Purchasing Department

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Counseling Services

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Faculty and Staff Assistance Program

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Office of University Relations

The Office of University Relations provides media support services and acts as a direct liaison with the Office of the University President.

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Main Campus Department of Health and Human Services

The Department of Health and Human Services offers assistance with individuals or groups of students, faculty or staff who will require personal assistance during any event, i.e., food, housing, transportation, family contacts, etc.

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Miscellaneous/Others

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

400.20

Off-Campus Resources

As many telephone numbers as possible should be predetermined and provided in the spaces below before an emergency occurs.)

Local Police Department

Emergency #: 1-911

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

County Sheriff

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

State Police

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Fire Services

Emergency #: 1-911

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

State Fire Marshal

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

State/County Emergency Management Agency

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

U. S. Coast Guard (if applicable)

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

State Health and Environmental Services

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

County Department of Public Health

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Center for Disease Control
Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

DEP (Clean-up)

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

State Department of Nuclear Safety
Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

City/County Medical Examiner
Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Other Administrative Assistance
Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Governor's Office
Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

American Red Cross Disaster Services
Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Miscellaneous/Others

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

Name of Resource: ___________________________________

Main
Tel. #_____________________________
Other/Alt
Tel. #________________________

Contact Name 1: ___________________________
Ext. # _____

Contact Name 2: ___________________________
Ext. # _____

500.00

Annual Training

Training will be conducted on at least an annual basis for all designated first responders. This training will include tabletop exercises and other contextual training. The Chief of UPD or the Fire Chief, as appropriate, will supervise and coordinate such training.

500.10

Exercises and Evaluations

The Planning Section Chief shall develop a program of periodic evaluation and training that is compatible with the federal, state and local governments that coincides with the goals and doctrines of the U.S. Department Homeland Security, Office of Domestic Preparedness, Homeland Security Exercise and Evaluation Program. The Homeland Security Exercise & Evaluation Program (HSEEP) contains doctrine and policy for designing, developing, conducting and evaluating exercises. HSEEP is a threat- and performance-based exercise program that includes a cycle, mix and range of exercise activities of varying degrees of complexity and interaction.

(See the link at http://www.ojp.usdoj.gov/odp/docs/hseep.htm)

500.20

EMS Training and Medical Training shall be monitored

The Planning Section Chief, in coordination with others, shall devise and research training opportunities to access or ensure that EMS and medical training is available and appropriately delivered to local responders according to applicable federal, state, and local standards, including licensing and certification.

600.00

Infrastructure Protection

610.00

Threat Assessment and Evaluation (T&RA) Program

As soon as practicable, and periodically thereafter, the Director of Facilities Management shall devise and implement a program whereby each physical asset and/or facility of the University shall be inspected and evaluated for risk potential.

610.10

Purpose

The purpose of this program will be to perform a Threat and Vulnerability Assessment and to implement solutions identified during these assessments to enhance security and improve campus preparedness.

610.20

Methodology

Upon completion of such inspection, a report shall be filed with Facilities Management that details the evaluation of risk and makes recommendations on ways to decrease the vulnerability of the asset or facility. The TEEX/NERRTC Campus Preparedness Assessment Instrument or its equivalent may be used to collect and evaluate the necessary data.

In addition, diagrams, blueprints and similar materials shall be assembled for each campus facility and shall be submitted to the Director of Facilities Management for use during both routine and emergency operations.

All such reports shall be used by the Director of Facilities Management to document the deficiencies found and make recommendations for the purpose of improving campus preparedness and security.

700.00

The Law Enforcement Information Sharing Program

A Law Enforcement Information Sharing Program should be devised and initiated as soon as practicable by the UPD Chief of Police.

700.10

Purpose

The purpose of this program shall be to increase communications between campus public safety and other law enforcement agencies at all levels of government to enhance safety and security measures against criminal and terrorist threats against the campus and surrounding communities and to enhance cooperative efforts to combat such threats.

700.20

Methodology

As soon as practicable, the UPD Chief of Police/Director of Public Safety shall devise and implement a program designed to maximize the interaction of the campus law enforcement community with the appropriate members of government law enforcement agencies and sister campus security agencies. In order to ensure the timely receipt of threat information, the Chief of UPD shall establish a working relationship with:

· The SAC of the FBI field office

· The regional Joint Terrorism Task Force (JTTF)

· State and local law enforcement officials, and

· Others, as appropriate 

800.00

Campus Response to National Threat Alert Levels

The Chief of UPD may consider any of the following steps, as well as any others, calibrated to local, state, or national threat alert levels: 

(There are numerous ways to address the responses at the local level to the various threat alert levels published by emergency management agencies from the federal level through state and local levels. Some institutions are more comprehensive than others are in their individual approach. Some weight has to be given to a cost-benefit approach and a perception of potential liability, as well.)

· Consider assigning officers as liaisons with international student groups on campus (in addition to potentially eliciting life saving information, these officers may build trust and allay the fears such groups may have)

· Establish a management team responsible for directing implementation of the campus EOP

· Immediately review the campus EOP, TIA, and mutual aid agreements with the management team, command staff and jurisdictional partners.

· Ascertain the need for additional staff training

· Consider assigning a campus liaison officer to the local EOC

· Review leave policies and SOPs for reassignment of plainclothes officers to uniform duty to enhance visibility and coverage to critical areas

· Update your most recent risk assessment inventory

· Increase physical checks of critical facilities during periods of increased alert

· Establish a single point of access fro each critical facility and institute 100% identification checks

· Limit public access to critical facilities and consider escort procedures for authorized persons

· Increase administrative inspections of persons and their possessions entering critical facilities

· Increase administrative inspections of vehicles and their contents

· Assess adequacy of video monitoring

· Assess adequacy of physical barriers outside sensitive buildings and the proximity of parking areas

· Ensure adequacy of your emergency alert and communication system for students, faculty, staff and visitors

· Review your parent communication and reunification plan and educate all stakeholders

The following active links will take you to either the University System of Georgia or the University of Minnesota web pages on the Internet that illustrate fairly concise lists of considerations that might be addressed to conform to the various National Threat Alert Levels that might issue: 

http://www.usg.edu/homelandsecurity/resources/ps_guidelines.phtml
http://www.firecenter.mnscu.edu/ehs/Terrorism%20Color%20Code%20System9-27-04.pdf
900.00

Annual Plan Reviews

900.10

The EOP shall be reviewed at least once each year

On or about January 1 of each year, the President of the University shall cause an annual review of the EOP to be conducted. As a result of this review, any updates and/or changes shall be incorporated into this Plan and shall be distributed to users as soon as possible.

900.20

Emergency Action Plans

On or about January 1 of each year, each Building/Facility Emergency Action Plan shall be reviewed, updated and submitted to the Office of Facilities Management for approval.

900.30

Reporting Status of Plan Revisions

The Director of Facilities Management shall devise a system to manage and track the updating of all Building/Facility Plans and shall notify the Office of the President of the status of this project, in writing, no later than April 1 of each year.

900.40

Emergency Communication Plan

On or about January 1 of each year, the Planning Section Chief shall conduct a review of the campus Emergency Communications Plan. As a result of this review, any updates and/or changes shall be incorporated into this Plan and shall be distributed to users as soon as possible.  This review shall be conducted whether or not plan updates have been accomplished at any time since the previous review.
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Emergency Support Function Annexes

(The materials provided in Tabs 3-19 are similar to the Emergency Support Function Annexes of the National Response Plan. They describe how the various departments of the educational institution support emergency operations. This description also describes the broad actions and functions of governmental and private sector response agencies. The approach to ESFs can be general and brief as shown in the chart and extract found in Tab 3. It can also be more detailed as in Tabs 4-19 This Plan contains 16 ESFs, but additional ones can be added as needed.)
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List of Emergency Support Function Annexes

Annex

Subject







Tab



Miscellaneous Supporting Information for ESFs



Sample Chart: University of _______________ Appendix C



Emergency Support Functions





3



Sample Extract: University of _______ – Appendix 2:



3



Emergency Support Functions

ESF #1

Direction and Control






4
ESF #2:

Communications






5



Public Information & Communications



Information Technology

ESF #3
:
Public Works and Utilities





6



Damage Assessment



Facilities Operation/Utilities Restoration

ESF #4:

Emergency Support Services





7



Fire Protection



Health and Medical



Search & Rescue



Mass Casualties



General Counsel



International Students

ESF #5:

Information and Planning Management




8



Emergency Planning Program and Policy



Emergency Preparedness Coordinator’s List



Hazard Specific Information

ESF #6:

Mass Care and Shelter






9



Congregate Care



Volunteer Resources



American Red Cross



Salvation Army

ESF #7:

Finance and Resource Management




10



Finance

ESF #8:

Health, Mental Health, and Medical Services



11

ESF #9:

Animal Care







12



Escaped Animals



Disaster Planning for Research and Laboratory Animal Facilities
Annex

Subject







Tab

ESF #10:
Hazardous Materials






13



Hazardous Materials Protection



Security for Hazardous Materials, Science Laboratories, and



Research Facilities

ESF #11:
Food








14



Radiological Emergency Response Ingestion Exposures Pathway EPZ

ESF #12:
Technology Systems






15



Information Technology



Enterprise Information Technology Disaster Plan Template

ESF #13:
Law Enforcement






16



Sample Law Enforcement Annex for Schools

ESF #14:
Media Relations and Community Outreach



17



Washington, DC ESF-#14



Emergency Communications Systems

ESF #15:
Damage Assessment and Recovery




18

ESF #16:
Transportation and Roadways





19



Evacuation, Traffic Control, Security



Evacuation and Relocation

(The following two samples of Emergency Support Function Annexes are taken from a college and a university plan. They do not conform exactly to the ESFs used for these planning guidelines but can be used for direction, i.e., your college has an ROTC function that can be factored into the institutional response planning, therefore necessitating a Military Annex.)
University of ____________

Emergency Support Functions Chart
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Extracted Information, APPENDIX C—Emergency Support Functions 1
	state esf
	campus

department
	county/local agency
	state/regional agency
	federal agency

	1. transportation
	upd
	orange cty highway department
	fl dept. of transportation
	u.s. dept. of transportation

	2. communications
	telecommunications & amateur radio club
	orange cty emergency management
	fl div. of emergency management
	national comm. service- military

	3. public works
	physical plant
	orange cty public works
	fl dept. of transportation
	u.s. army corps of engineers

	4. firefighting
	n/a
	orange cty fire/rescue
	n/a
	n/a

	5. information & planning
	joint emer-

gency team (jet)
	orange cty emergency management
	fl dept. of community affairs
	federal emergency management agency

	6. mass care (shelters)
	police
	____________ red cross
	american red cross
	american red cross

	7. resource support
	(jet) &

physical plant
	n/a
	n/a
	n/a

	8. health & medical
	student health center
	orange cty health &

area hospitals
	State health & rehabilitation services
	u.s. department of health & human services

	9. search & rescue
	___ police
	orange cty fire/rescue
	k-9 search & rescue of south State
	fema usar

	10. hazmat
	environmental health & safety
	orange cty fire/rescue
	State dep
	u.s. environmental protection agency

	11. food & water
	a) food services

b) physical plant
	____________ red cross & salvation army
	american red cross &

salvation army
	n/a

	12. energy
	physical plant
	State power corporation
	n/a
	n/a

	13. military support
	rotc corps
	n/a
	State national guard
	u.s. dept. of defense

	14. public information
	public relations
	all local tv & radio broadcasters
	State division of emergency management
	n/a

	15. volunteers & donations
	n/a
	n/a
	n/a
	n/a

	16. law enforcement
	upd
	orange cty sheriff
	State department of law enforcement
	federal bureau of investigation

	17. animal issues
	upd
	orange cty animal control
	State game & freshwater fish commission
	n/a


1 University of ____________ Emergency Management Plan -- 2005
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Appendix 2 – Emergency Support Functions (ESFs)
University Emergency Management Plan, July 2005
(Sample ESF Organization)
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Appendix 2 – Emergency Support Functions (ESFs) 1
The purpose of this grouping of ESFs is to show them as part of an existing EOP at a university. The titles and numbering do not necessarily coincide with the similar listings of this Plan and are for illustrative purposes only.

I.
PURPOSE
The purpose of this Appendix is to provide a basic understanding of the agencies and responsibilities associated with each of the emergency support functions as documented in the County Comprehensive Emergency Management Plan (CEMP), and to designate primary and support responsibilities to specific UNIVERSITY Divisions/Departments for these same functions should University resources be needed for emergency response and recovery efforts either solely for university purposes or at the request of county emergency management. It should be noted that the full scope of responsibilities associated with an ESFs reflect those assigned to the County Primary Agency; and that the responsibilities assigned to a UNIVERSITY Primary or Support Division/Department would be only that portion of responsibilities with which the university has the ability to provide. 

In the event of a county-wide emergency, including an emergency that effects the University, agencies designated as a County Primary Agency will have primary responsibility for coordinating county-wide response and recovery efforts associated with their respective emergency support function as directed by the County Emergency Operations Center. UNIVERSITY Primary and Support Divisions/Departments assigned ESF responsibilities will work cooperatively with ESF County Primary Agencies during a countywide emergency. Unless otherwise requested by County Emergency Operations, services provided by UNIVERSITY Primary and Support Divisions/Departments will primarily be in support of UNIVERSITY response and recovery efforts. 

For emergencies occurring on campus that are not part of a countywide emergency or that do not exceed the capabilities of university emergency response resources, UNIVERSITY Primary and Support Divisions/Departments assigned ESF responsibilities will coordinate university response and recovery efforts associated with their respective emergency support function as directed by University Emergency Operations. 

II.
EMERGENCY SUPPORT FUNCTIONS LISTING
A.
ESF 1 – Transportation.

The purpose of Emergency Support Function 1 is to provide coordination of transportation assets to support emergency operations. This support includes: 

1.
Performance of and assisting with evacuation and re-entry. 


2.
Process all transportation assistance requests and tasks received in the EOC. 

3.
Prioritize transportation resources for the movement of people, materials, and services. 


4.
Perform necessary actions to assist with recovery operations. 

County Lead Agency:


County Public Works

UNIVERSITY Lead Division/Department:
Transportation and Parking Services

B.
ESF 2 – Communications.


The purpose of Emergency Support Function 2 is to provide coordination of local actions to be taken to assure the provision of required communications support to local disaster personnel. Restoration of essential communication systems is coordinated by ESF 2. Additionally, ESF 2 plans, coordinates and assists in communications support to County disaster response elements. ESF 2 will coordinate communications assets (equipment and services) locally, plus State, voluntary and other resources including military and private sector. (UNIVERSITY Primary Division/Department will perform same function for UNIVERSITY communications resources) 

County Lead Agency: 


County Fire Rescue 
UNIVERSITY Lead Division/Department: 
UPD 

UNIVERSITY Support Division/Department: 
Office of Information Technology 
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C.
ESF 3 – Public Works.
1. 

The purpose of Emergency Support Function 3 is to provide and coordinate resources (personnel, equipment, facilities, materials, and supplies) to support public works and infrastructure needs during an emergency or disaster. Public Works resources under the authority of ESF 3 will be used to perform or assist with the following: 

1.
Debris clearance and providing emergency ingress/egress to affected area(s). 

2.
Clearing, repair or construction of damaged emergency access routes necessary for the transportation of rescue personnel, equipment and supplies. 

3.
Emergency restoration of critical public services and facilities. 

4.
Emergency demolition or stabilization of damaged structures and facilities designated as immediate hazards to public health and safety. 

5.
Provide technical assistance and damage assessment. 

County Lead Agency:


County Public Works 

UNIVERSITY Lead Division/Department:
Physical Plant Division 

D.
ESF 4 – Fire Rescue.


The purpose of Emergency Support Function 4 is to provide coordination of support services to Firefighting activities as part of disaster response. Areas of activities include urban, suburban, rural, wild land and the interface between each environs. 


Firefighting activities consist of: 

1.
Managing Firefighting assets. 

2.
Detection and suppression of fires. 

3.
Mobilization and coordination of personnel, equipment and supplies. 

4.
Interfacing with ESF 8 (Health and Medical), ESF 9 (Search and Rescue) and ESF 10 (Hazardous Materials). 

5.
Interface with State Fire Chiefs Association (SFCA) and the State ESF 4 representative. 

County Lead Agency:


County Fire Rescue 

UNIVERSITY Lead Division/Department:
None 

E.
ESF 5 – Information & Planning.


The purpose of Emergency Support Function 5 is to compile, analyze, and coordinate the overall information and planning activities in the County Emergency Operations Center (EOC) in support of disaster response and recovery operations. (UNIVERSITY Primary Division/Department will perform same function for UNIVERSITY EOC) 

County Lead Agency: 


County Office of Emergency Management 

UNIVERSITY Lead Division/Department:
Environmental Health and Safety 

UNIVERSITY Support Division/Department: 
UPD 

UNIVERSITY Support Division/Department: 
Facilities Planning and Construction 

F. 
ESF 6 – Mass Care.

The purpose of Emergency Support Function 6 is to coordinate activities involved with the emergency provision of temporary shelters, emergency mass feeding, and the bulk distribution of coordinated relief supplies for disaster victims and workers. 

County Lead Agency:


County Department of Community Support 





Services 

UNIVERSITY Lead Division/Department: 
Department of Business Services 

UNIVERSITY Support Division/Department: 
Environmental Health and Safety, Division of 





Housing 

G. 
ESF 7 – Resource Support.

The purpose of Emergency Support Function 7 is to provide logistical and resource support to local entities involved in delivering emergency response and recovery efforts related to disasters. ESF 7 is responsible for providing direct and active support to emergency response and recovery efforts during the initial phase after a disaster. This support includes locating, procuring and issuing resources, personnel, heavy equipment, generators and transportation of such in coordination with ESF 5. 

County Lead Agency: 


County Department of Administrative 





Services 

UNIVERSITY Lead Division/Department: 

Finance and Administration 

UNIVERSITY Support Division/Department: 
Physical Plant Division, Finance and Accounting, Human Resources 

H.
ESF 8 – Health & Medical.
The purpose of Emergency Support Function 8 is to coordinate the ________ County health and medical resources required to respond to local public health and medical needs prior to and following a significant event. ESF 8 provides the means for a public health response, triage, treatment, and transportation of victims of an emergency or disaster; assistance in the evacuation of victims out of impacted area(s); immediate support to hospitals and other health care facilities; provision of emergency mental health counseling for individuals and the community and the re-establishment of all health and medical systems. 

County Lead Agency:



County Public Health Unit 

UNIVERSITY Lead Division/Department:

Student Health Care Center, University 






Counseling Resource Network 

I.
ESF 9 – Search & Rescue.

The purpose of Emergency Support Function 9 is to search and locate missing persons in rural or urban areas after a disaster. Wild land search and rescue may involve locating missing persons, boaters, or passengers on downed aircraft. Urban search and rescue may involve locating missing persons in damaged structures resultant from a disaster. 

County Lead Agency:



County Fire Rescue, Sheriff’s Office 

UNIVERSITY Lead Division/Department:

UPD 

J.
ESF 10 – Hazardous Materials.

The purpose of Emergency Support Function 10 is to coordinate response to and recovery from an actual or potential discharge and/or release of a hazardous material resulting from a disaster. 

County Lead Agency:



County Department of Environmental 






Protection 

UNIVERSITY Lead Division/Department:

Environmental Health and Safety 

K.
ESF 11 – Food & Water.
The purpose of Emergency Support Function 11 is to identify, procure, and arrange for the transport and distribution of food and water to affected area(s) and for emergency workers. ESF 11 will determine food and water needs following a disaster, obtain and/or arrange for appropriate resources to meet the shortfalls. 

County Lead Agency:



County Fire Rescue 

UNIVERSITY Lead Division/Department:

Department of Business Services

L.
ESF 12 – Utilities.
The purpose of Emergency Support Function 12 is to provide coordination of emergency power to support emergency response and recovery operations and to normalize community functions. ESF 12 includes electric power, distribution systems, fuel, and emergency generators. 

ESF 12 involves coordinating the provision of emergency energy supplies, transporting, and delivering fuel, and the provision of emergency power to support immediate response efforts as well as the restoration of the normal supply of power. ESF 12 will work closely with local, state, and federal agencies including energy offices, suppliers, and distributors. 

County Lead Agency:



County Department of Public Works 

UNIVERSITY Lead Division/Department:

Physical Plant Division 

M.
ESF-13 – Military.
State’s Comprehensive Emergency Management Plan (CEMP) outlines the tasking and responsibilities for integrating military support with disaster operations. Refer to the State CEMP for general guidance, policies, and authorities. 

ESF 13 supports the County CEMP by outlining the support that can be provided to a county during disaster operations. The military forces of State consist of the State National Guard (SNG) and possibly active duty forces. These forces may be used during disaster operations for missions within the County. The County may host military forces in support of missions in adjacent counties. 


County Lead Agency:



County Office of Emergency Management 

UNIVERSITY Lead Division/Department:

None 

N. 
ESF-14 – Public Information.

The purpose of Emergency Support Function 14 is to disseminate information on emergencies and protective actions to the public through the news media and other mechanisms. ESF 14 is concerned with coordinating, preparing and disseminating all disaster-related information to the public via the media. Additionally, ESF 14 coordinates, prepares and disseminates information to the public through the County Rumor Control Line operated by the County Crisis Center. 

County Lead Agency:


County Communications Coordinator’s Office 

UNIVERSITY Lead Division/Department:

Office for the Vice President for University 






Relations, and UPD 

O.
ESF-15 – Volunteers & Donations
The purpose of Emergency Support Function 15 is to provide a central point for the coordination of information and activities of voluntary agencies responding in times of disaster and the effective utilization of donated goods. 

County Lead Agency:



County United Way 

UNIVERSITY Lead Division/Department:

Dean of Students Office 

P.
ESF-16 – Law Enforcement.

The purpose of Emergency Support Function 16 is to establish procedures for the command, control and coordination of county, municipal and other law enforcement agencies to support disaster response operations. These procedures will support the implementation of actions as outlined in the State Mutual Aid Plan for Law Enforcement Act and the State Sheriff’s Association Plan. This ESF is established to: 


1.
coordinate the use of local, state law enforcement and State National Guard personnel and equipment


2.
provide a system for the receipt and dissemination of information, data and directives pertaining to law enforcement agencies and activities


3.
prescribe a procedure for the inventory of law enforcement personnel, facilities and equipment in the County


4.
collect and disseminate information and intelligence relating to disasters


5.
pre-plan distribution and allocation of state resources in support of the overall law enforcement mission

County Lead Agency:




County Sheriff’s Office 

UNIVERSITY Lead Division/Department:


UPD 

Q.
ESF-17 – Animal Services.

The purpose of Emergency Support Function 17 is to coordinate of the response of agencies involved with providing animals affected by a disaster with emergency medical care; evacuation; rescue; temporary confinement; shelter; food and water; and identification for return to the owner. The coordination may also involve diagnosis, prevention, and control of diseases of public health significance. 

County Lead Agency:




County Animal Services 








County Cooperative Extension 

UNIVERSITY Lead Division/Department:


Animal Care Services 
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Emergency Support Function Annex #1

Direction and Control
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ESF #1:
Direction and Control
(For planners that want to have these materials contained within an Annex as opposed to being part of the Basic Plan, the following material has been adapted from a University Plan. It called for the nomination in-place of a staff member as the Officer of the Day, to declare the emergency and to implant emergency plans. Many of these materials are included in the IACLEA Basic Plan. Use of this Annex would necessitate removing materials from the Basic Plan because they would be duplicated.)

Officer of the Day (OD)

The President of the University shall appoint an Officer of the Day (OD) who is responsible for implementing the EOP and for providing the overall policy direction for the deployment of University resources during an emergency. Emergency operations include coordination of University and community resources to save lives, protect property and provide for the continuity of University operations.

The line of succession for the Officer of the Day shall be:

· The Vice President of University Services serves as the primary OD. If s/he is not on duty and is more than a 30-mile drive from campus, the Senior Vice President for Academic Health shall serve as the back-up OD.

· If both of these persons are absent, the Vice President for University Services shall appoint an OD and a back-up OD.

· In addition, if any emergency lasts for an extended period, the Vice President for University Services will appoint another member of the Policy Committee to serve as an alternate OD as needed.

· The University Emergency Management Director will serve in a staff capacity to the Officer of the Day.

· The line of succession for the Emergency Management Director is the Assistant Director of Emergency Management and the Emergency Management Coordinator.

Level of Emergency

The Officer of the Day (OD), in conjunction with the on-scene Incident Commander (IC), shall assign a level to the emergency depending on the incident’s nature and use this designation as a guideline to make decisions about the University’s response to the emergency:

Level 1

Critical Incident (Minor Emergency)

A critical incident or minor emergency is any event whose initial impact is limited to a specific segment or subgroup of the university. These incidents cause significant disruption to the subgroups for which they affect, but do not disrupt overall institutional operations. During a critical incident an Incident Command Post (ICP) may be established as deemed necessary by the University Chief of Police or his or her designee.

Level 2

Crisis (Major Emergency)

A crisis or major emergency is any event disrupts the orderly operations of the University or its institutional missions. Such an event affects all facets of the institution and often raises a question or concern of closing or shutting down the institution for a period of time. Outside emergency resources will probably be required, as well as a major effort from all available campus resources. A crisis on campus will require the establishment of an ICP and may require an Emergency Operations Center (EOC). Major policy considerations and decisions will usually be considered by the University Administration during this type of event.

Level 3

Disaster (Severe Emergency)

A disaster is an event whose nature and impact extends beyond the University and disrupts not only operations and functions of the institution, but also those of the surrounding community. During such events, resources that the University might typically rely on may be delayed or unavailable because they are being employed within the broader community. In some instances, mass casualties or severe property damage may have been sustained. A coordinated effort of all campus-wide resources is required to effectively control the situation and outside emergency services and resources will be essential. In all cases of a disaster, an ICP and an EOC will be activated, and appropriate support and operational plans will be executed.

These emergency levels are guidelines only, and are intended to assist in classifying the situation and providing for the administrative response. The designated level may change as emergency conditions intensify or ease.

The Department of Emergency Management
The Department of Emergency Management (DEM) provides the overall coordination of agencies during an emergency. DEM staff will take a facilitative and supportive role during an emergency. 
During an emergency, DEM will:

· Provide a representative “on-scene” to assist in the coordination and provide a link between the emergency response agencies command post and the University departments and or the Emergency Operations Center (EOC). 
· A representative will oversee the EOC and provide support to the departments represented in the EOC.

Emergency Operations Center (EOC)

In the event of a Level 3 or Level 4 emergency, the OD may activate the Emergency Operations Center (EOC). The EOC acts as the “nerve center” for receiving and processing information and supporting the On-Scene Commander.

The EOC on campus is located at ______________________. The back-up EOC is _______________________. The EOC is activated at the direction of the OD and remains so until the OD decides to deactivate it.  The main EOC and back-up EOC take 20 minutes and one hour, respectively, to become operational. Additionally, the University Mobile Command Post may be used as a back up EOC. 

A directory of critical contacts and resources, special databases and maps, and critical communications supplies are stored at the EOC. The Department of Emergency Management maintains the EOC facility and coordinates with facilities management to organize the back-up EOC if necessary. Emergency Management ensures that appropriate data, contact information, equipment, and supplies are maintained.

The EOC/back-up EOC will communicate with emergency response organizations and critical facilities through a variety of methods. Cell phones, landlines, VoIP, email, pagers, emergency radios, 800 MHz radios, and UHF/VHF radios may be used depending on the need.

The EOC can operate in a 24 hour a day format. Phone and data communication, both wired and wireless, are available in the EOC. The EOC has bathrooms, access to a kitchen and other meeting rooms. Currently, there is no back-up power for the primary EOC. However, the back-up EOC does have emergency back-up power.

The EOC has 2 levels of security. The 1st level is the card access into the building and the 2nd level is the card access into the EOC itself. The Department of Central Security can control the individual access at both levels. 

Additional command and control sites may be used during an emergency to ensure a line of communications and coordination for the entire University.

The additional sites are:

(Specify all sites)
These locations will be tied into the University EOC through teleconferencing and video conferencing (if available). A liaison will be in the EOC representing either group during an emergency event.

Criteria for Activation

The EOC will be fully activated and staffed when a disaster occurs on University property which represents a significant threat to life and property and involves a coordinated response from the University, community response agencies and multi-levels of government. The EOC may be partially activated in response to a threat or potential threat to the safety of university residents such as severe weather or a hazardous material incident that is beyond the capabilities of field operations.

Responsibility for Activation

In the event of a major emergency, the EOC staff would be expected to report to the EOC. The Officer of the day is responsible for activation.

Staffing of the EOC

Each department assigned an emergency function should be represented in the EOC and its representative should be familiar with the duties to be performed. The staffing list is on file with the Director of Emergency Management and in the Officer of the Day Resource Manual.

Each department should ensure adequate backup personnel to rotate through the EOC position assigned, so that no one person serves more than a 12-hour shift. Each department should also arrange for staff support as needed.

EOC Staff

When the EOC is formally activated, representatives of ECT and other departments are assigned to the center. The Officer of the Day is the chairperson of the EOC and serves as the President’s authorized representative. In addition to the OD, departments assigned to staff the EOC include:

· Emergency Management

· Environmental Health and Safety 
· Academic Health Center

· Facilities Management 

· Information Technology

· Finance

· Local Fire and Law Enforcement 

· University Police Department

· University Relations 

· General Counsel

· University Public Relations

· Volunteer Agencies

The Officer of the Day may request representation at the EOC by other departments as needed. The Campus EOC may also convene to coordinate an institutional response to disasters at coordinate campuses. The coordinate campuses maintain separate emergency plans and local EOCs.

EOC Support

Supporting the technical operations within the EOC will be the following agencies:

University Police Department (UPD)

UPD staff can provide assistance in access to the internal server systems as well as IT support for the overall operations.

Department of Central Security (DCS)

The Department of Central Security (DCS) can provide assistance in access control and video surveillance around the University. The emergency related tasks they can provide are:

· Providing real time video images of the campus fed into the EOC.

· Control access to specific buildings around the University.

· Provide key support of specific buildings, officers, and areas.

· Monitor alarm points around the University

· Assist in the technical issues relating to computer and software.

Amateur Radio Club

The Amateur Radio Club is volunteer group of individuals who have technical knowledge in radio transmission and data sharing. The can provide assistance during an emergency in the following areas:

· Provide a back-up means of communication around the University campus. 

· Act as a Communications Officer to a specific function in the EOC.

· Assist in the tracking of data and communications at an emergency.

· Assist in the technical issues relating to computer and software.

Annex Holders

Also, the heads of the departments specified in the Annexes, are required and responsible to ensure that all necessary Standard Operating Procedures (SOPs), checklists, guidelines, training, etc., are in place to facilitate the completion of the functions detailed in the Annexes: and that they are up-to-date as part of their annual review of their Annexes. Annex Holders are persons responsible for ensuring that senior personnel within their Departments carry out these responsibilities.

Certain departments are tasked within this plan with specific responsibilities during emergency operations. The basics of these responsibilities are outlined in Annexes to this plan.

CHART A:
Emergency Operations Table of Organization

(Insert chart here)

MANDATE OF NIMS/SIMS USE AND TRAINING: The National Incident Management System (NIMS) and/or the State Incident Management System (SIMS) shall be used as the means by which response and recovery responders structure and manage emergency/disaster incidents at the University pursuant to the guidelines of the:

· University Emergency Management Program

· Homeland Security Presidential Directive #5, (HSPD-5),

· Superfund Amendments and Reauthorization Act (SARA Title III), and

· OSHA.

All University responders and supervisors shall be trained in the National Incident Management System and Incident Command System as designed by the Federal Emergency Management Agency (FEMA) and shall implement appropriate plans and procedures during any crisis, emergency, or disaster incident.

EFFECT OF NIMS/SIMS

The provisions and guidance attributed to the National Incident Management System (NIMS) and the State Incident Management System (SIMS), as appropriate, provide on-scene incident management practices during any emergency/disaster shall be incorporated into all campus plans and procedures as they relate to emergency management functions. Additional details pertaining to the NIMS/SIMS structure can be referenced in the State Emergency Management Director’s Handbook and the NIMS website at http://www.fema.gov/pdf/emergency/nims/nims_doc_full.pdf.

NIMS/SIMS COMPONENTS: The first tier components of the NIMS/SIMS are as follows:

· Command 

· Finance

· Logistics

· Operations

· Planning

NIMS/SIMS functions are standardized and modular. 

In general, individuals will staff several positions:

Incident Commander (IC)

The initial University IC on the scene will normally be the University Police Chief or a designee. This person will work closely with the Fire Department IC and/or other personnel as appropriate. On-scene Incident Command will delegate or defer to other University personnel as appropriate to the situation.

Liaison Officer

The Department of Emergency Management will assist in providing resource coordination between government agencies, University agencies and the private sector. 

Public Information Officer (PIO)

A PIO will respond to the scene to handle requests from the media and ensure the timely and coordinated release of information. During emergencies, the PIO will be assigned by the Director of the University News Service, who will work in close coordination with the IC and other University departments.

Operations Officer 

The emergency response person most directly knowledgeable about the situation will fill this operations role. Typically, this will be UPD for law-enforcement issues (e.g. bomb threats), DEHS for hazardous materials issues, DFM for facility failures, etc.

Planning Officer

If the incident is large enough to require a separate planning officer, the ECT will be on scene. The planning function will be the responsibility of the ECT member most expert in the situation.

Emergency Responsibility Assignments

Chart B contains a summary of emergency responsibility assignments. 

Heads of the various University departments and agencies are responsible for carrying out the assignments shown in this chart.

Code: 
P = Primary role
S = Support role
C = Coordination role

	FUNCTION
	RESPONSIBLE DEPARTMENT
	REMARKS

	notification and warning
	upd dispatch — p

university relations — c

emergency management — s
	upd or emergency management will activate group alert at the direction of the officer of the day (od) and emergency procedures. 

	direction and control
	officer of the day — p

upd, dem — s

university relations — s
	on-scene, the ic has primary direction and control responsibilities

	emergency public information
	university relations — p

affected departments — s
	

	search and rescue
	upd — p

City fire dept. — s

other fire dept. — s
	

	health/ medical
	academic health center — p, c

community ems — p, c

environmental health & safety — s
	university physicians are part of the metropolitan-wide plans for medical response to emergencies.

	evacuation, traffic control, and security
	upd — p 

local police & fire- p

parking and transportation — s

campus life center — s
	this situation may require assistance from outside agencies. upd will request the assistance.

	fire response
	City fire department — p

dem- c, s

upd- c, s
	university does not have fire response capability, have mou

	damage assessment
	building official — p

facilities management — s

environmental health & safety — s

risk management — s
	

	congregate care
	auxiliary services- p

counseling & consulting — s

red cross- s

salvation army- s
	each department will have primary responsibility in its respective area of congregate care.

	debris clearance
	facilities management — p
	off campus assistance from private or government sources determined by facilities mgt.

	utilities restoration
	networking & telecomm. opns. (nto) — s

networking & telecomm. service (nts)— s

facilities management — p
	off campus assistance from private or government sources determined by facilities mgt.

	radiological hazmat protection
	local fire- p

environmental health & safety — p, s

dem- c
	

	operational continuity
	appropriate operational units
	emergency management will coordinate.

	acts of terrorism
	od — s

dem — s, c

upd — s

all agencies with emergency response capabilities (fbi) — p
	City, county, state, and federal agencies have responsibilities and will respond to police request.

	finance
	office of the controller- p
	

	general counsel
	office of the general counsel- p
	

	information technology
	office of information technology- p

network technology services- p
	


The roles of University departments that have specific assignments under this plan are outlined in the Annexes to this plan. The role of all other University personnel is to carry out the order in an orderly and timely fashion.

Emergency Warnings and Notifications
Notification to the University Community

In any emergency, notifications to affected students, faculty, researchers, and staff must begin at once.

Any facilities-related emergencies that might be reported to Building Systems Automation Control are transmitted to 9-1-1.

The police dispatcher will dispatch assistance to the scene, and notify Emergency Response Staff. The dispatcher also notifies the Officer of the Day, and the ECT when directed to do so. The dispatcher will make other notifications as needed. 

The police dispatcher will provide information to the State Duty Officer for inclusion in any EAS notifications. The University does not have the need or capability of activating the EAS independently.

SOPs for these notifications are maintained at the 9-1-1 Center.

During a limited Level 2 incident, response units simply alert department managers of the situation and provide updates throughout the course of the event. (In some cases, the Public Information Officer may issue bulletins to affected units). 

Notification and Responsibilities of Deans, Directors, and Other Department Heads
College-level and equivalent deans, directors and department heads who are not Annex holders also need to send and receive information in an emergency. 

In Level 1 or 2 situations, ERS personnel or ECT administrators will directly notify the heads of colleges or units affected by the emergency.

In Level 3 or 4 situations, the heads of these major divisions of the University have specific requirements:

Level 3 or if not specified – Gather information about the status of their college and report it to the Planning Officer at the EOC within 12 hours of the declaration. In some cases, those units directly affected by the emergency may be asked to report sooner

Level 4 – Gather information about the status of their college and report it to the Planning Officer within 3 hours of the declaration of emergency. Follow-up reports are needed at 6 hours, 12 hours and 24 hours after the declaration. Thereafter, a daily report on the status of the college is needed until emergency operations are terminated.

“Status” includes reporting on the overall ability to perform the mission of the college (including business and teaching functions), lost data: physical damage: personnel issues.

The preferred manner of reporting is by e-mail. Assuming the e-mail infrastructure is “up” send reports to the Department of Emergency Management. Alternatively, fax the information to ____________. The least desirable method, and the method of last resort, is to hand deliver the report to University Relations, ___________________. If that location is evacuated, University Relations will inform Deans, directors and department heads of an alternative drop-off site.

Notification Methods

The delivery of internal and external emergency information is planned and coordinated by the News Service within University Relations. Students, faculty, staff, and the public will learn information through the following means:

· Notification lists and call-down lists


The tenants of each building are responsible for developing and maintaining vertical communications lists to “spread the word” of emergency situations throughout the building. Each University department is required to maintain procedures and lists that will enable the department to notify their staff in all facilities of emergency information 24 hours per day.

· Group Alert 


The University police dispatcher can activate specially designed radio receivers and provide emergency information to various geographic regions of the campus. The police dispatcher will also issue emergency warnings to the campus via group telephone systems.

· Pagers


The Police dispatcher can also send an alphanumeric page regarding the emergency to all members of the University community who choose to subscribe to the service.

· Voicemail and E-mail


These will be used to provide regular updates of information to the University community. This information will be developed and transmitted by the University Relations Department.

· News Service


The University News Service will provide local media outlets with information for broadcast.


This coordinated approach to disseminating critical emergency announcements will provide quick, reliable, and consistent information to our community and will reduce general demand on vital emergency communications lines.


In the event that emergency conditions disrupt power and telephone service, emergency information and emergency communications will be profoundly restricted. Until these systems are restored, messengers, radios, cellular phones, and ham radio will be used.

Closings and Evacuations

In severe weather cases, the Executive Vice President and Provost is the person responsible for making any closings and/or evacuation decisions after s/he consults with campus authorities. This Emergency Operations Plan does not change or otherwise affect this procedure.

The local Fire Department Incident Commander (IC) may order evacuations of any structure on the campus. 

Our IC will then coordinate University efforts to comply with and assist the order. The University IC may order the evacuation of any structure if needed to provide for immediate safety needs.

In all facilities equipped with audible fire alarms, University staff, students, and faculty are expected to evacuate the building immediately. It is the responsibility of all staff and faculty to familiarize themselves with evacuation routes from their work locations and to direct others to safe routes as needed.

Only the President or the OD may make any other evacuation decision, including a decision to evacuate the entire campus. The President, OD, or VP of Public Safety (or his/her designee) may allow the return of evacuees once safe.

FM and DEHS personnel will assist UPD and community personnel with the orderly evacuation of structures.

This plan anticipates that the evacuation of structures on campus will require the assistance of personnel from the communities as well as the University. If possible, evacuation of a campus or even of a large area of a campus will be done sequentially, in order to reduce gridlock and other “infrastructure” stress.

Emergency Management has developed planning templates for each building on the campus to help them develop individual evacuation plans in compliance with OSHA regulations. 

MAPS OF EVACUATION ROUTES

(Insert maps here)

Congregate Care

Under various scenarios, we may need to use University property for shelter or relocation centers, or we may need to evacuate persons from the campus to off-campus shelters. In both cases, community emergency personnel, the American Red Cross, the Salvation Army and/or other public or private sector providers will assist us. We will access these resources through local or county emergency management plans, and we will provide congregate care in the following manner:

The Department of Housing and Residential Life maintains emergency plans for dealing with on-campus relocation of residents.

The Child Care Center and Lab School are two areas where young children of students, staff, and faculty are cared for during business days. Both of these locations have full-scale emergency evacuation plans, pre-identified relocation sites, contracts for mass transportation, portable emergency notification lists, etc. Both locations conduct fire, tornado and evacuation drills on a regular (monthly) basis.

The local EMS providers will evacuate persons with special needs, or who are unable to evacuate themselves. Parking and Transportation Services will oversee the operation of busses equipped to transport such persons.

The Research Emergency Response Team and the Research Animal Resources department maintain procedures for the evacuation, care and – if necessary – euthanasia of research animals. Personal pets are not permitted on campus.

The Veterinary Teaching Hospital staff is responsible for the evacuation and care of animals, including companion animals, in their hospital and clinics.

The specific mass care roles of University departments are specified in the Annexes to this plan.

Similarly, the local community may contact us to request the use of University facilities for shelter, relocation, or other use. In an emergency situation, the Officer of the Day will make this decision. If we are contacted in advance of an emergency for pre-planning purposes, the Emergency Management Policy Committee will review the request and make a recommendation to the President.

Emergency Medical Care

We rely on outside agencies for ambulance and emergency medical services. The local ambulance providers and hospitals maintain plans for treating, transporting, and tracking victims of disaster. University Relations will interface with these agencies to track the location of injured students, staff, and faculty and communicate this information to the families of the victims. The University PIO on the scene can obtain this information from the Incident Commander.

_______ Health Service and _________ University Medical Center Emergency Departments as well as the Academic Health Center, also anticipate that they may see patients as the result of an emergency (particularly a smaller scale emergency or after the fact) and have procedures in place for tracking and reporting patients.

The City Public Health Department and the Metropolitan Medical Response System have surveyed the Campus for possible mass immunization sites. The University would not be a primary site for such activity, but the Arena/Sports Pavilion building has been identified as a possible back-up site. Should the need arise the Emergency Management Policy Committee would examine the request to use this facility for mass immunization.

If a disaster were to result in any deaths, the County Medical Examiners’ offices would be responsible for the handling of remains. The county emergency plans detail mass casualty situations.

Emergency Plan Deactivation

When emergency conditions stabilize and we can resume normal operations, the OD (along with the University President and Executive Vice President and Provost) will deactivate the Emergency Plan. S/he will disseminate a formal announcement using all emergency information and notification systems.

If the incident requires an extension of some emergency services, we will appoint special ECT work groups to coordinate those continuing activities. These activities may include ongoing repairs and their staging: academic or administrative space adjustments: support services for impacted students, faculty, or staff: or community relief efforts.

Recovery

Plan Re-Assessment

Immediately following the cessation of Level 3 or Level 4 emergency operations, the Emergency Management Policy Committee will conduct a survey of ECT members and campus constituents to evaluate the effectiveness of the response. Survey results will help determine whether portions of the Emergency Plan must be modified as a result of the emergency experience. The Emergency Management Policy Committee will then prepare written “Post-Event Summary Report” summarizing post-event observations and coordinate the appropriate Emergency Plan revisions.

Cost Recovery

One of the final ECT actions may be to appoint an "Emergency Cost Recovery Work Group." The composition of the Work Group will be related to the nature and magnitude of the emergency, but will include a core membership representing the following areas:

· Office of the Executive Vice President and Provost

· Facilities Management

· Campus Health and Safety

· Vice President of Research 

· Senior Vice President of Academic Health Center

· Office of Budget and Finance

· Office of the General Counsel

· Risk Management

Individual colleges and departments have copies of internal cost and loss documentation forms in their Emergency Planning Guidelines document to help prepare them for the post-event claims process. The Department of Emergency Management, FEMA, and/or other agencies will distribute additional materials and guidance documents as needed. Also, in the event of disaster, Emergency Management will coordinate any federal funds available.

Each college and department is required to maintain records of all personnel and “hard” costs they incur during emergency situations.

Business Continuity Activities

All departments critical to the University’s continued operation shall establish formal Operational Continuity Plans.

The elements of each plan include:

· Identification of local mission critical processes, based on the primary mission(s) and business function(s) of each unit.

· Development of procedures for recovering all or part of the highest priority functions.

· Determination of whether each process could be suspended or degraded — or, whether it must be fully functional.

· Identification of alternate work sites or other temporary facilities for the most critical functions.

· Ongoing back up of critical data and protection of critical equipment.

· Assignment of local business resumption roles, responsibilities, and authority.

· Procedures for recovering affected operations.

· Criteria for returning to normal business.

· Procedures and criteria for helping other departments return to normal business. 

APPENDIX A

Plan Development, Maintenance, and Training

The University Emergency Management Director is the University liaison to the various emergency management groups and committees nationally, within the state and within the University. The Director serves as the planning coordinator for the University’s Emergency Management Policy Committee. The Director has responsibility for the development, maintenance and promulgation of the plan. 

Specifically, the Emergency Management Director is responsible to:

· Ensure that all required planning elements are present, up-to-date and meet federal and state standards

· Develop strategies and recommendations for incorporating changes in planning requirements made by federal, state, county and local authorities

· Mediate and coordinate the review and acceptance of the plan by the appropriate authorities

· Audit the plan and its annexes to obtain verification that procedures exist and are up-to-date for carrying out tasks assigned to the various departments

· Design and conduct training for annex holders, ECT and ERS personnel, etc in SIMS and other skills needed to carry out the plan

· Design and coordinate exercises 

This plan will be reviewed and updated as necessary, but at least once annually. The annual update of the plan will commence in May of each year and drafts of changes submitted to Emergency Management Policy Committee, the ECT and the Annex holders on or prior to the last business day of September. Input, comments and questions about the plan should be submitted to the State Department of Emergency Management.

Comments and changes to the Annexes are to be returned by the 15th of October of each year. Final revisions will be promulgated on or before the first business day of November of each year. The Officers of the Day, ECT members and emergency response staff attend initial training in SIMS, the details of this plan, and other emergency procedures. In addition, they attend annual reviews and “refresher” training.

APPENDIX B

Operational Policies and Assumptions

The State Duty Officer (a 24/7 function of the State Department of Public Safety, Division of Emergency Management) will coordinate requests for State, County and Federal emergency response support. The State Duty Officer telephone number is: 1-800-________ (outside the City metro area), and (xxx) xxx-xxxx (within the City metro area)

Records necessary for the continuity and recovery of operational and business functions of the University are the responsibility of the various operating units, departments, colleges, etc. Back up and protection of data and other operational continuity issues are required by University Policy.

APPENDIX C

County, State and Federal Support

The University Emergency Management Director will be responsible for assisting the University in obtaining any state or federal government resources that may be needed as a result of a disaster. In carrying out this responsibility, the Director will contact the State Department of Public Safety, Division of Emergency Management regional program coordinator. The regional coordinator can provide technical information and assistance. 

The State Division of Emergency Management maintains the State Emergency Operations Plan. The document outlines the State’s legally required coordination and assistance role in regards to operations within the University’s jurisdiction.

Each county, City and town in which the University has a campus or other holding maintains an Emergency Operations Plan. These documents outline the legally required coordination and assistance.

The University Department of Emergency Management (DEM) maintains an active relationship with each of the emergency management entities above. The DEM will offer such assistance as is possible and consistent with law, in the event of a request for such assistance from the State, counties, or cities.

APPENDIX D

Emergency Response Capabilities

The University relies on outside agencies for fire and most emergency medical services. However, internal agencies do respond to emergencies and receive training for such response as required by law.

Departmental Capabilities

At a minimum, all University police officers receive annual Hazardous Materials Awareness-level training that meets or exceeds OSHA requirements. All sworn personnel also receive all training required for licensure by the State POST board. UPD training information is available from the Chief of Police.

All University Police Department sworn personnel receive U.S. DOJ/DOD Weapons of Mass Destruction –Anti-terrorism “Responder –Awareness Level” training. All sworn personnel also receive annual training in the use of Positive Air Pressure Respirators and other personal protective equipment for response to WMD and Hazardous Materials incidents. UPD training information is available from the Chief of Police.

At a minimum, all University Emergency Medical Services volunteer personnel receive annual Hazardous Materials Awareness-level training that meets or exceeds OSHA requirements and receive other training as required by the State EMS Regulatory Board. UMEMS training schedules are available from the Emergency Services Coordinator.

At a minimum, all University hazardous materials response team personnel receive annual Hazardous Materials Technician training that meets or exceeds OSHA requirements. Training schedules are available from the Assistant Director/Hazardous Waste Officer.

All personnel with emergency response roles receive training or orientation to the State Incident Management System (SIMS).

At a minimum, exercises will be conducted on an annual basis. However, should actual emergency or disaster situations occur that result in the substantial activation of this Plan, any exercise for that year may be wavered.

APPENDIX E

Mutual Aid Agreements

The University Police Department maintains mutual aid agreements with local and state law enforcement agencies. Details of these agreements are available from the Chief of Police.

The University does not operate its own fire services. The campus is protected by the City Fire Department.

Primary ambulance response is provided by services granted Public Service Area licenses by the State EMS Regulatory Board (EMSRB). In addition, the University Emergency Medical Services (UEMS) operates fixed site and BLS ambulance service for special events and is licensed by the EMSRB to provide this service on-campus. The UMEMS will be called upon to provide assistance in the event of an emergency or disaster.

APPENDIX F

EMERGENCY OPERATIONS CENTER ASSIGNMENTS

	role
	tasks
	assigned to

	eoc director/ senior official
	president’s authorized representative. chairperson of the eoc
	officer of the day – primary = vp university services

	liaison officer
	contact with responding agencies, outside governmental agencies, on-scene command post
	emergency management

	eoc manager
	maintenance of physical plant of eoc
	facilities management zone supervisor

	operations officer
	coordinate resources in support of the on-scene incident command
	assistant vice president for public safety

	logistics officer
	coordinates supply and support resources for both responders and affected populations
	associate vice president for facilities management

	planning officer*
	coordinate development of strategic plans for coping with the situation
	assistant vice president for campus health & safety or vp or director most thoroughly familiar with the specific type of emergency situation

	finance officer
	tracking costs and purchases
	purchasing

	public information officer
	coordinate all information released
	vice president for university relations

	all other eoc staff performs their normal tasks in support of the emergency. the roles in this table establish areas of oversight. these leaders will need information, input and assistance from the other eoc staff.

	*if the emergency involves biological terrorism or disease outbreak, the planning officer will be the senior vice president for health sciences or his/her designee


Emergency Management and Civil Defense Resolution

A resolution providing for emergency management, civil defense, protective measures, and promotion of safety, health, and welfare measures at the University prior to, during and following a disaster or emergency, the Board of Regents of the University does ordain that:

Whereas there exists the possibility of the occurrence of disasters of unprecedented size and destructiveness resulting from enemy attack (nuclear or conventional), sabotage or other hostile action; and

Whereas there exists the ever present possibility of flood, tornado, earthquake, or other natural disasters, and in order to ensure that preparations of the University will be adequate to deal with such disasters, and generally to provide for the common defense and to protect the public peace, health, and safety, and to preserve the lives and property of the people at the University, it is hereby found and declared to be necessary:

To provide for the formulation and necessary periodic updating of the University Emergency Plan and Training Program to meet the requirements of the University Emergency Services;
To establish a University Emergency Management Organization to be known as the University Office of Emergency Management as required and needed to implement the University Emergency Plan as adopted, and to include any and all subsequent amendments;
To provide for the exercise of necessary powers to commit personnel and other resources during civil defense emergencies and at the time of natural disaster;
To appropriate funds to implement and support such actions as outlined and described in the University Emergency Plan;
To coordinate with the University and its political subdivisions all plans and programs and to utilize to the maximum extent all available resources to minimize the effects of such disaster.
This resolution shall take effect upon its passage. Adopted by the Board of Regents this _____ day of

 ________________________, 20__.

Reviewed by:













Secretary, Board of Regents







University of ______________________

_____ 20__,
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Emergency Support Function Annex #2

Communications
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ESF #2: 
Communications

Public Information & Communications

This ESF will explain all telecommunications activities during an emergency or disaster, such as setting up and dismantling the EOC, ensuring communications during an emergency or disaster (such as setting up Nextel phones), and providing telecommunications support during the emergency or disaster.

Lead Department:


ITSD

Supporting Departments:


Office of Facilities






University Police






University Union

External Supporting Departments
:
Nextel






Alltel






Bell South






County Division of Emergency Management (800 megahertz)






County 911

Public Information & Communications -- Administration
Purpose

This Annex describes how information will be communicated to the University community and the general public in the event of a major emergency or disaster involving the University campus.

Responsibilities

The Vice President for The PIO or his/her designee is responsible for gathering official information and communicating that information to the President, other senior University officials, the media, internal audiences, and the general public. The Vice President for The PIO or his/her designee will function as the official University Public Information Officer (PIO) during emergencies or disasters. The Vice President for The PIO is solely responsible for coordinating media relations during an emergency or disaster and will maintain a list of current media outlets and contacts.

The following information concerning major emergencies/disasters will be provided to the media as soon as possible:

· Nature of disaster
· Location of disaster

· Time of disaster
· Number of people involved
· Continuing hazards
· Environmental impact
· Economic impact
· Agencies involved in response
· Scope of agency involvement and activity
· Extent of estimated public and private damages
· Safety instructions
· How the public may volunteer and provide assistance

· Telephone numbers for donations and donations policy
In addition to communicating with the media, the PIO will develop and lead communication efforts to the internal University community working with other University departments as necessary. Emergency information efforts will focus on specific event-related information. This information will generally be of an instructional nature focusing on such things as warning, evacuation, and shelter. It is also important to keep the public informed of the general progress of events.

For internal notification of key administrative staff, the PIO maintains a “Communicating in a Crisis” document with detailed procedures and a “Confidential Administrative Telephone Directory” containing contact information.

Public Information & Communication – Operations

The PIO utilizes telephone, fax, Web, wireless phones, pagers, and e-mail for communicating between staff members and for disseminating information to the University community and the general public. The Director of the University News Service (UNS) maintains a list of 24-hour contact information for UNS staff.

At least one member of the UNS is available by pager on a 24-hour/7 day basis.

Emergency Public Information

The UNS will arrange for the release of information to the media through standard print and broadcast channels. In addition, The PIO is able to communicate directly to the University community through various mediums including voicemail, Web sites, phone trees, face-to-face contact, and broadcast e-mails. The primary location for the dissemination of public information is at ______________________.

· The UNS will be responsible for disseminating information and instructions through the media to the public on a timely basis and will coordinate all information released to the media
· The PIO Office will be responsible for verifying the accuracy of all information to be released to the public with the University Duty Officer and or On-scene Incident Commander
· The PIO will ensure that a system exists for responding to the inquiries of families regarding the status of campus occupants
· The PIO will work with the Department of Environmental Health and Safety to prepare materials on the health risks associated with each hazard, the appropriate self-help or first aid actions, and other appropriate survival measures
· The UNS director or his/her designee will be the Public Information Officer (PIO) for the University. If necessary, the VP for The University Relations will identify additional spokespersons from other departments, areas of expertise, or administrative units, and the UNS will work with these individuals to prepare for and coordinate media contact
· The PIO will coordinate with Disability Services to prepare materials for the visually impaired and non-English speaking groups, if appropriate
· The Public Information Officer will coordinate with the Dept. of Environmental Health and Safety and emergency personnel to prepare evacuation and shelter in place instructions
· The PIO will work with the director of Parking and Transportation Services to identify locations of staging areas and pickup points for evacuees without private automobiles or other means of transportation. The UNS will be responsible for dissemination of this information
· The University Police Department will be responsible for the preparation of information relating to criminal activity and the investigation thereof. The UNS will assist in the dissemination of this information
· Large-scale emergencies and disasters such as acts of terrorism will require close and extended coordination with city, county, state and federal agencies. The Director of the UNS or his/her designee will serve as a representative to Joint Public Information Centers (if established), to ensure that information flows to and from such centers and to coordinate all media requests for information, interviews, scene access, etc. relating to the University
Policies

· Only The PIO will disseminate public information to the appropriate media, agencies, and individuals using established procedures. The University will always try to notify those most affected and the immediate University community (students, faculty, staff, and parents) before communicating more broadly to the public
· If it becomes necessary to establish a news briefing room, the UNS will coordinate space for this purpose. News media personnel will be informed of the location and asked to report to this facility
· In the event of a protracted disaster/emergency, public updates will be issued on a regular basis
· The PIO will utilize campus and local major media outlets including: (specify all) for the dissemination of emergency public information
· All information released to the News Media during an emergency will be posted on the Web and accessible from the University web site
Procedures

During an emergency, the PIO or his/her designee is responsible for:

· Contacting key PIO/University Relations staff members
· Contacting key emergency personnel and University departments to obtain information on the status of the disaster/emergency
· Responding to requests for information from the media and public
· Releasing prepared messages to the media and to all University emergency services units
· In conjunction with the Director of Emergency Management and other University personnel, conferring with state and federal agencies to obtain and coordinate the release of technical information to the media and public
· Coordinating and disseminating information to students, staff, and faculty through voicemail, Web sites, phone trees, face-to-face contact, and broadcast e-mails
· Coordinating and releasing information to families of students, staff, or faculty as needed, in consultation and cooperation with Human Resources and Campus Life
Public Information & Communications -- Resources
University News Service

	Name
	Position
	Office Phone
	Cell Phone
	Pager

	
	News Director
	
	
	

	
	Communications Director- U Services
	
	
	


Contact information copied from ___________________ County EOP

	TV STATIONS
	FAX
	TELEPHONE #

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	 
	
	


.

	RADIO STATIONS
	FAX
	TELEPHONE #

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	DAILY NEWSPAPERS
	FAX
	TELEPHONE #
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NIMS:
CHAPTER V

COMMUNICATIONS AND INFORMATION MANAGEMENT

Effective communications, information management, and information and intelligence sharing are critical aspects of domestic incident management. Establishing and maintaining a common operating picture and ensuring accessibility and interoperability are principal goals of communications and information management. A common operating picture and systems interoperability provide the framework necessary to:

· Formulate and disseminate indications and warnings;

· Formulate, execute, and communicate operational decisions at an incident site, as well as between incident management entities across jurisdictions and functional agencies;

· Prepare for potential requirements and requests supporting incident management activities; and

· Develop and maintain overall awareness and understanding of an incident within and across jurisdictions.

Prior to an incident, entities responsible for taking appropriate preincident actions use communications and information management processes and systems to inform and guide various critical activities. These actions include mobilization or predeployment of resources, as well as strategic planning by preparedness organizations, multiagency coordination entities, agency executives, jurisdictional authorities, and EOC personnel. During an incident, incident management personnel use communications and information processes and systems to inform the formulation, coordination, and execution of operational decisions and requests for assistance.

A.
CONCEPTS AND PRINCIPLES.

1.
A Common Operating Picture Accessible Across Jurisdictions and Functional Agencies.

A common operating picture allows incident managers at all levels to make effective, consistent, and timely decisions. Integrated systems for communication, information management, and intelligence and information sharing allow data to be continuously updated during an incident, providing a common framework that covers the incident’s life cycle across jurisdictions and disciplines. A common operating picture helps ensure consistency at all levels of incident management across jurisdictions, as well as between various governmental jurisdictions and private-sector and nongovernmental entities that are engaged.

2.
Common Communications and Data Standards.

Common communications and data standards, and related testing and compliance mechanisms are fundamental to an effective NIMS. Communications interoperability in the context of incident management is also critical. Effective communications outside the incident structure—between other levels of government and between government and private entities—for resources and other support is also enhanced by adherence to such standards. Although much progress has been made in these areas, much more work remains to be done. Additional progress toward common communications and data standards and systems interoperability will be accomplished over time through a sustained collaborative effort facilitated by the NIMS Integration Center.

B.
MANAGING COMMUNICATIONS AND INFORMATION.


NIMS communications and information systems enable the essential functions needed to provide a common operating picture and interoperability for incident management at all levels in two ways:

1. 
Incident Management Communications.


Preparedness organizations must ensure that effective communications processes and systems exist to support a complete spectrum of incident management activities.

The following principles apply:

a.
 Individual Jurisdictions.


These will be required to comply with national interoperable communications standards, once such standards are developed. Standards appropriate for NIMS users will be designated by the NIMS Integration Center in partnership with recognized standards development organizations (SDOs).

b.
Incident Communications.


These will follow the standards called for under the ICS. The IC manages communications at an incident, using a common communications plan and an incident-based communications center established solely for use by the command, tactical, and support resources assigned to the incident. All entities involved in managing the incident will utilize common terminology, prescribed by the NIMS, for communications.

2. 
Information Management.


The NIMS Integration Center is charged with facilitating the definition and maintenance of the information framework required to guide the development of NIMS-related information systems. This framework consists of documented policies and interoperability standards.

a. 
Policies


(1)
Preincident Information.


Preincident information needs are met at the Federal, State, local, and tribal levels, in concert with private sector and nongovernmental organizations, primarily through the preparedness organizations described in Section III.B.1.


(2)
Information Management.


The information management system provides guidance, standards, and tools to enable Federal, State, local, tribal, and private sector and nongovernmental entities to integrate their information needs into a common operating picture.

(3)
Networks.


Indications and warnings, incident notifications and public communications, and the critical information that constitute a common operating picture are disseminated through a combination of networks used by EOCs. Notifications are made to the appropriate jurisdictional levels and to private sector and nongovernmental organizations through the mechanisms defined in emergency operations and incident action plans at all levels of government.

(4) 
Technology Use.


Agencies must plan in advance for the effective and efficient use of information management technologies (e.g., computers and networks) to tie together all command, tactical, and support units involved in incident management and to enable these entities to share information critical to mission execution and the cataloguing of required corrective actions.

b.
Interoperability Standards.


Facilitating the development of data standards for the functions described below, including secure communications when required, is the responsibility of the NIMS Integration Center described in Chapter VII. 

Standards will be developed in accordance with the following design goals:

(1) 
Incident Notification and Situation Report.


Incident notification takes place at all levels. Although notification and situation report data must be standardized, it must not prevent information unique to a reporting organization from being collected or disseminated.

Standardized transmission of data in a common format enables the passing of appropriate notification information to a national system that can handle data queries and information and intelligence assessments and analysis.


(2) 
Status Reporting.


All levels of government initiate status reports (e.g., Situation Reports [SITREPS] and Pollution Reports [POLREPS]) and then disseminate them to other jurisdictions. A standard set of data elements will be defined to facilitate this process.


(3) 
Analytical Data.


Analytical data, such as information on public health and environmental monitoring, is collected in the field in a manner that observes standard data definitions. It is then transmitted to laboratories using standardized analysis processes. During incidents that require public health and environmental sampling, multiple organizations at different levels of government often respond and collect data. Standardization of sampling and data collection enables more reliable laboratory analysis and improves the quality of assessments provided to decision-makers.


(4) 
Geospatial Information.


Geospatial information is used to integrate assessments, situation reports, and incident notification into a coherent common operating picture. Correct utilization of geospatial data is increasingly important to decision-makers.

The use of geospatial data must be tied to consistent standards because of the potential for coordinates to be transformed incorrectly or otherwise misapplied, causing inconspicuous, yet serious, errors. Standards covering geospatial information should also be robust enough to enable systems to be used in remote field locations, where telecommunications capabilities may not have sufficient bandwidth to handle large images or are limited in terms of computing hardware.


(5)
Wireless Communications.


To ensure that incident management organizations can communicate and share information with each other through wireless systems, the NIMS will include standards to help ensure that wireless communications and computing for Federal, State, local, and tribal public safety organizations and nongovernmental organizations are interoperable.


(6) 
Identification and Authentication.


Individuals and organizations that access the NIMS information management system and, in particular, those that contribute information to the system (e.g., situation reports), must be properly authenticated and certified for security purposes. This requires a national authentication and security certification standard for the NIMS that is flexible and robust enough to ensure that information can be properly authenticated and protected. While the NIMS Integration Center is responsible for facilitating the development of these standards, different levels of government and private organizations must collaborate to administer the authentication process.


(7) 
National Database of Incident Reports.


Through the NIMS Integration Center, Federal, State, local, and tribal organizations responsible for receiving initial incident reports will work collaboratively to develop and adopt a national database of incident reports that can be used to support incident management efforts.

Annex A- Warning and Notification
Purpose

To provide an overview of the responsibilities and the procedures whereby the notification of key University officials and the warning of the general public, students and employees are accomplished.

Outdoor Warning Sirens

There is 100% outdoor siren coverage for the population of the University of ____________ Campuses. The warning system is designed for outdoor warnings only; individuals are encouraged to purchase weather alert radios for complete indoor coverage. 
As the University warning point, the University Communications Center is responsible for providing warnings and notifications according to established procedures. Warnings and notifications will be accomplished by issuing appropriate two-way radio broadcasts to appropriate emergency response agencies and activation of the Emergency Warning Sequence Call List or activation of the Emergency Operations Center (EOC).

For the main campus, The County Sheriff’s Radio Communications Center is the County Warning Point that is responsible for relaying warnings to the local Emergency Communications Center (ECC), which serves as the backup for the County. 
See attached maps.

Alarms
In most buildings, alarms will sound in the event of a fire or other emergency. These are a call to evacuate.

Tone Alert Radios
Emergency alert radios have been placed is selected offices across campus. This alert radio will sound an alarm tone in the event of a county/city wide alert. The radio tone is activated by the University Police communications Center in the event of a weather emergency or other emergency. The tone will be followed by a voice message explaining the nature of the emergency (i.e. tornado warning, required evacuation).

At the sound of the tone, please LISTEN to the message and pass the warning on to the offices on the attached calling/notification list. Take any necessary actions you feel appropriate to protect yourself.

There will be a test of the radio as part of the University Emergency Management System on the first Wednesday of every month at 1:00 p.m. (at that same time as the city sirens). 

Pagers
Senior University officials are on a shared pager system that can receive text and audio alerts simultaneously from University police.

Phones
The ability to ring hundreds of campus phones simultaneously and leave a recorded message is being developed and allows a large number of individual contacts during an emergency. 

Other Methods
In some cases, e-mail, the Web, word-of-mouth, or even the media will be used to alert the campus or broader community of events on campus.

Siren Locations and Coverage/Main Campus

(Insert map here)

Siren Locations and coverage/main Campus

(Full County Siren Map)

Guidelines for Warning and Notification

· In any emergency, notifications to affected students, faculty, researchers, and staff must begin at once
· Any facilities-related emergencies that might be reported to Building Systems Automation Control are transmitted to 9-1-1

· The police dispatcher will dispatch assistance to the scene, and notify Emergency Response Staff. The dispatcher also notifies the Officer of the Day. The dispatcher will make other notifications as needed. Refer to Hazardous Protection Annex for additional information
· The police dispatcher will provide information to the State Duty Officer for inclusion in any EAS notifications. The University does not have the need or capability of activating the EAS independently
· SOPs for these notifications are maintained at the 9-1-1 Center. See Emergency Protection Manual
During a limited Level 2 incident, response units simply alert department managers of the situation and provide updates throughout the course of the event. (In some cases, the Public Information Officer may issue bulletins to affected units). 

Notification and responsibilities of deans, directors, and other department heads
College-level and equivalent deans, directors and department heads who are not Annex holders also need to send and receive information in an emergency. 

In Level 1 or 2 situations, Emergency Response personnel or Officer of the Day will directly notify the heads of colleges or units affected by the emergency.

In Level 3 or 4 situations, the heads of these major divisions of the University have specific requirements:

· Level 3 or if not specified – Gather information about the status of their college and report it to the Planning Officer at the EOC within 12 hours of the declaration. In some cases, those units directly affected by the emergency may be asked to report sooner

· Level 4 – Gather information about the status of their college and report it to the Planning Officer within 3 hours of the declaration of emergency. Follow-up reports are needed at 6 hours, 12 hours and 24 hours after the declaration. Thereafter, a daily report on the status of the college is needed until emergency operations are terminated
· “Status” includes reporting on the overall ability to perform the mission of the college (including business and teaching functions), lost data; physical damage; personnel issues
· The preferred manner of reporting is by e-mail. Assuming the e-mail infrastructure is “up” send reports to DEM@xxxx.edu. Alternatively, fax the information to xxx-xxx-xxxx. The least desirable method, and the method of last resort, is to hand deliver the report to University Relations, Room 6 _______ Hall. If _______ Hall is evacuated, University Relations will inform Deans, directors and department heads of an alternative drop-off site.

Notification Methods

The delivery of internal and external emergency information is planned and coordinated by the News Service within University Relations. Students, faculty, staff, and the public will learn information through the following means:

a) Notification lists and call-down lists

The tenants of each building are responsible for developing and maintaining vertical communications lists to “spread the word” of emergency situations throughout the building. Each University department is required to maintain procedures and lists that will enable the department to notify their staff in all facilities of emergency information 24 hours per day.

b) Group Alert

The University police dispatcher can activate specially designed radio receivers and provide emergency information to various geographic regions of the campus. The police dispatcher will also issue emergency warnings to the campus via telephone and tone-alert radio group alerting systems.

c) Pagers

The Police dispatcher can also send an alphanumeric page regarding the emergency to all members of the University community who choose to subscribe to the service.

d) Voicemail and E-mail

These will be used to provide regular updates of information to the University community. This information will be developed and transmitted by the University Relations Department.

e) News Service

The University News Service will provide local media outlets with information for broadcast.

This coordinated approach to disseminating critical emergency announcements will provide quick, reliable, and consistent information to our community and will reduce general demand on vital emergency communications lines.

In the event that emergency conditions disrupt power and telephone service, emergency information and emergency communications will be profoundly restricted. Until these systems are restored, messengers, radios, cellular phones, and the Gofer Amateur Radio Club will be used.

Closings and Evacuations

Responsibilities

A.
At the University of ____________ campus, the following officials will recommend evacuations:

· Fire Chief or designee – fire/radiological/hazmat incidents

· Police Chief or designee – all others

· University Officer of the Day

B.
The Police Department will be responsible for:

· Providing and coordinating security in the affected areas of a critical incident and evacuation areas to protect private and public property
· Providing security in the affected incident area and evacuation area to insure the personal safety of the public and emergency response personnel
· Providing security to congregate care facilities as resources are available and required
· Providing assistance and coordination of evacuations requested by the affected Municipal Emergency Responders
· Providing traffic control for critical incidents and all evacuations
· Providing coordination of assistance to evacuated individuals with disabled vehicles and mobility-impaired persons
· Providing assistance and coordination of any subsequent criminal investigation including evidence preservation & collection, crime scene processing, interviewing and interrogation, and other investigative functions
· In severe weather cases, the Executive Vice President and Provost is the person responsible for making any closings and/or evacuation decisions after s/he consults with campus authorities. This Emergency Operations Plan does not change or otherwise affect this procedure
· The University Officer of the Day or Incident Commander may order the evacuation of any structure if needed to provide for immediate safety needs
· In all facilities equipped with audible fire alarms, University staff, students, and faculty are expected to evacuate the building immediately. It is the responsibility of all staff and faculty to familiarize themselves with evacuation routes from their work locations and to direct others to safe routes as needed
This plan anticipates that the evacuation of structures on campus will require the assistance of University Personnel as well as Emergency Responders from local area entities. If possible, evacuation of a campus or even of a large area of a campus will be done sequentially, in order to reduce gridlock and other “infrastructure” stress.

Emergency Management has developed planning templates for each building on the campus to help them develop individual evacuation plans in compliance with OSHA regulations. 

MAPS OF EVACUATION ROUTES

(insert maps here)

Emergency Support Function Annex #3

Public Works and Utilities
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ESF #3: 
Public Works and Utilities

This ESF will explain emergency duties associated with the Office of Facilities Management and its tasks during emergencies and disasters that support the universities utilities during an emergency and repair them following an emergency if necessary. This ESF encompasses water, sewer, natural gas, and electrical functions of the university, as well as preparations and repairs for individual buildings on campus.

Lead Department:


Office of Facilities

Supporting Departments:


EH&S






Telecommunications






ITSD

External Supporting Departments:

Private Utility Contractors (standing orders)






Progress Energy Electric






Progress Energy Gas






City of ______________ Public Works (water and sewer)






City of ____________ Storm Water Services

Damage Assessment -- Administration
Purpose

To assist in identifying, assessing, securing and potentially removing dangerous and hazardous buildings to protect public safety following a disaster at any of the University buildings.

Responsibilities 

· Assess extent of structural damage to each building
· Determine whether the building can be occupied or partially occupied

· Post the building accordingly and notify the University Police Department
· Maintain a record of the assessment event along with any photos
· Communicate with incident commanders(s)
· Participate in committee decision regarding emergency demolition

Damage Assessment -- Operations
Notifications

If damage is limited to a few buildings


Position

Building Official

Building Inspector 

Fire Inspector

Plans Examiner
Contact Information
Names and all contact phone numbers can be found in the Emergency Manual located in the Fire Resistive file in the University Building Code office.

Position

Building Official

Building Inspector 

Fire Inspector

Plans Examiner

Contact Information
Names and all contact phone numbers can be found in the Emergency Manual located in the Fire Resistive file in the University Building Code office.

Damage Assessment -- Resources
Resources

· Nine (9) personal vehicles

· Cell phones

· Safety equipment (hard hats, reflective vests, safety shoes/glasses)

· Flashlights

· Cameras – 35 mm, Polaroid and digital

· Assessment report forms and warning placards:

· Keep out – Uninhabitable

· Habitable – Repairs Necessary

· Limited entry – owner may enter at Own risk to remove property

· Safe for occupancy

· Damage reports

Other Resources

Procedure for Emergency Demolition:

· Determine if the building is hazardous to the public
· Verify if the building is “Historical.” If so, do not proceed without their approval. Take appropriate action to secure the area
· Report to the Building Official regarding findings and actions to be taken

· In fire cases, call fire inspector and involve fire investigation for permission to proceed with demolition
· In gas line explosion cases, contact local gas Supply Company for permission to proceed with demolition

· Contact local campus to arrange for demolition contractor to secure emergency permit and demolish the building
· Send report of action taken to Director of University Health and Safety, Emergency Management and Vice President for University Services
(An alternative approach in the writing below places initial responsibilities on UPD and addresses relocation to other work spaces, as follows)

1. Departmental Notification 

The Department of Public Safety shall be responsible for securing the incident site and notifying the designated representative (or alternate in designee’s absence) of the following departments:

Business Office


Risk Manager


Business Manager, Alternate

Facilities Services Group


Director, Operations and Maintenance

Director, Utilities

Director, Administrative Services

Director, Design and Constructions Services

Director, Space Planning and Utilization

Director, Campus Planning Services


Alternate - 
Associate Vice President, Facilities Services 

Office of External Relations - 
Director, Communications and Outreach

Alternate - 
Vice President, External Relations 

Individuals so notified shall immediately respond, meeting for the purpose of determining the extent of damages, recovery activities, relocation needs, and public information needs that are immediately required.

To the extent that hazardous materials or chemicals are involved, the Department of Public Safety shall notify the University Environmental Manager and the Health Protection Office. 
All emergency clean-up and recovery activities shall be subject to instructions of the Environmental Manager and the Health Protection Office in accordance with the requirements of public authorities.

2.
Departmental Responsibilities

To the extent that damage is minimal and relocation of activities is not required, the Facilities Services Group (FSG) shall be responsible for all site clean-up, debris removal, and emergency or minor repairs. In the event that major remodeling or rebuilding is necessary, FSG shall be responsible for preparation of plans, specifications or cost estimates for building remodeling, and equipment repair/replacement.

3. 
Property Loss Reporting Requirements

Preliminary reports regarding the cause of the loss, the extent of damage, and the plans for recovery and relocation shall be provided to the University Business Manager by the Risk Manager within 24 hours.


All losses shall be reported by the Business Manager’s Office to the State Board of Regents Office.

DEALING WITH A DISRUPTED WORK OR ACADEMIC ENVIRONMENT

The University seeks to provide a work environment that supports the people and the business of the University. 

In those situations where, due to equipment malfunction, weather, or other crisis situations, workspaces are uninhabitable because of heat, cold, water, smoke, or other conditions that make a work site unsafe or uninhabitable, supervisors will make a decision relative to continuation of services at that location.

If the supervisor, based on consultation with appropriate University officials, his/her knowledge of the term and severity of the condition, and based on a reasonable person standard, decides to vacate the work site, he/she shall use the following information for guidance:

· If possible, services to students, faculty, staff and the public should be continued at an alternate work location within the college, vice-presidential area, or hospital unit/clinic. Supervisors should identify these alternate work locations in advance and advise faculty and staff of the location and the situations which would require relocation to the alternate work site (i.e., lack of heat, fumes, threats to safety/security)

· If space is not available in locations noted above for all or a portion of the affected staff, they should meet at public facilities on campus, i.e. IMU, Library. To the extent possible, normal workflow should be maintained. If computers, phones, and other necessary equipment are not available, staff should engage in planning, evaluation, or training activities, which require staff presence but not operational equipment

· If the options listed above are not feasible, the supervisor can authorize staff to work at home (if appropriate) or they may approve an alternate work schedule to make up the time

· If none of the above options is feasible, staff may be required to utilize paid leave (vacation) or unpaid leave, during periods of disruption. It is the University’s intent to avoid this option if possible

Supervisors are responsible for monitoring the availability of the original workspace and for notifying staff and faculty when it is appropriate to return to the regular work area.

Decisions as to status of classes will be made by academic units in coordination with the Provost’s Office.

Facilities Operation/Utilities Restoration -- Administration

Purpose
This section provides an overview of how Facilities Management (FM) will respond to emergencies relating to building operations or utilities interruption.

Types of Services

· Building service and system restoration

· Building floor plans and utility maps

· Utility service restoration

· Utility shut off

· Temporary repairs – damaged doors, windows, structures, etc.

· Clearing of debris

· Clean up – flood, fire, vandalism, etc.

Scope
Facilities Management (FM) will play a supporting role in most campus emergency conditions and in particular to the following:

Emergency Incidents of Concern

· Physical damage to facilities

· Weather related – tornadoes, damaging wind, floods, blizzards

· Fire

· Hazardous materials

· Utility outages – electricity, heat, steam, water, communications

· Structure collapse

· Act of terrorism

· HVAC failure or compromise

· Card or key access failure

· Other conditions that pose a threat to life, property, or environment

Responsibilities
a. Primary

Responding to emergency situations is viewed as a critical function in the Facilities Management (FM) mission of serving the University. 

FM will not be the primary responder for emergency events that involve:

· Criminal activity

· Terrorism

· Fire

· Loss of life or personal injury

In these events FM would contribute as a secondary or support responder.

FM will be the primary responder for emergency events that involve:

· Non criminal building damage (e.g. weather related)

· Utility outages

· Building system failures

· Facility conditions that pose a threat to facility, property or environment

To support this function the FM Building System Automation Center (BSAC) is staffed 24 hours a day, 365 days a year. BSAC is the primary point for monitoring fire alarms, utility systems, and building heating and cooling status. BSAC personnel are trained in immediate recognition of emergency conditions and the escalation procedure to dispatch a call. If the emergency is deemed one where FM will not play the role of primary responder BSAC will relay the information to UPD Dispatch (911). [See FM BSAC document: “FM Emergency Procedures and Contact Escalation”]

b.
Secondary or supporting

FM will support the on-scene Incident Commander (IC) at any emergency incident they are called upon to respond to under the State Incident Management System (SIMS). 

If the situation is strictly a law enforcement issue, UPD will retain Incident Command. If the incident results in a multi-disciplinary situation, the senior police officer may relinquish command to another University department head. DEHS or an outside agency and assume the role of the Operations Section Chief. In most cases, however, we anticipate that an internal unified command structure involving multiple campus agencies or departments will be employed. 

One of the first steps the incident commander will take is to assess the need for additional administrative resources. If the incident appears to require the attention of the administration, the IC will require the dispatcher to contact the Officer of the Day (OD). The roles of the OD are established in the Basic Plan. The Vice President for University Services is the primary OD for the University. 

Rarely will Facilities Management personnel assume immediate Incident Command (command during the life-safety response phase of the emergency). In general, UPD or DEHS will assume Incident Command until the initial threat has been removed. In most cases, Facilities Management will provide the Logistics function for the incident and may well serve in the Operations section, as well.

However, as the life-safety portion of the response winds down, Facilities Management personnel may be assigned to the IC role. The Associate Vice President for Facilities Management is a member of the University’s Emergency Coordination Team and has significant input into the overall institutional response to the incident.

Facilities Operation/Utilities Restoration -- Operations

Response
Facilities Management will respond to emergencies by providing the following services, equipment, and personnel. A prioritized list is on file with BSAC. Facilities Management operations will follow the Energy Management- Utilities Restoration and Emergency Response Plan

· Communications
· Evacuation Assistance and Mass Care

· Utilities Restoration

· Material, Supplies and Equipment

· Damage Assessment

· Debris Management

· Pipeline Safety and Location Information

· Labor Pool/Chain of Command 

1. Communication

First contact of emergency

Often, emergencies occurring during regular work hours are reported directly to the Facilities Management Call Center (although Facilities Management’s BSAC is in operation 24 hours a day and may also be contacted). The FM Call Center representative will contact UPD (911) or the appropriate Zone operations supervisor or other Facilities Management department supervisor/manager responsible for the services required in response to the emergency call.

After hours emergency calls will be directed to BSAC who will initiate the Facilities Management emergency response plan and operational continuity plan by contacting the appropriate Management Team Member. For smaller scale emergencies, the BSAC operator will follow the appropriate on-call procedure for the services required and contact the designated ‘on-call’ supervisor.

The supervisor contacted will arrange to deliver requested services by deploying staff, coordinating services from another Facilities Management unit, coordinating services with other University departments, and/or contracting services outside of the University.

Facilities Management utilizes voice telephone, pagers, two-way radio, and cellular telephones for communications.

Notification and warning
BSAC and each Zone, maintain contact information for on-call and other staff members for use in an emergency.

In the event of a hazardous materials release or other incident that results or may result in a situation that overwhelms the resources of Facilities Management or the University’s response personnel, IMS will be implemented and the Department of Emergency Management will be notified by pager, radio or telephone.

Emergency Public Information

University News Service will assign the Public Information Officer (PIO) for the University of Minnesota. We anticipate that in many situations, a spokesperson from Facilities Management will be desirable. In that case, the spokesperson will be selected by the Vice President of Facilities Management and will coordinate with the PIO and the University Services Associate Director of Communications.

2. Evacuation Assistance and Mass Care

Facilities Management will be involved in pre-planning and developing procedures for the evacuation of individual facilities. Whenever possible, Facilities Management personnel familiar with a given facility should be utilized to assist in activating evacuation plans.

Facilities Management personnel will also be consulted as to the need to evacuate a given facility(s) or to shelter in place during emergency operations. This consultation will take place under the Incident Management System model. The Incident Commander will report the final decision reached in this regard to The Officer of the Day.

Facilities Management is responsible for opening and setting up shelters. Their staff will be used to maintain any shelters in a habitable condition.

Utilities Restoration

Interruption of electrical supply, water, and/or steam, as specific hazards for the University, would be considered emergencies. Thus, Facilities Management maintains staff and plans for responding to these situations. In general, Facilities Management will:

· Report major utilities outages to the University Police Department, which will result in notifications of emergency staff via the Emergency Procedures Manual

· Report major outages to FM personnel

· Provide response/repair teams including notification of affected zones

· Communicate and coordinate with the provider of the utility (electric, gas, water, etc.) and/or steam plant operations personnel

· Initiate repairs as possible if the situation is campus based

· Provide technical details of the situation to the PIO and to the Department of Emergency Management

· Contact other University departments affected by the outage so they may initiate appropriate continuity plans

Facilities Management maintains on-call lists of key personnel at BSAC and at each Zone office. In addition, Facilities Management maintains a tiered equipment shutdown list for each zone, detailing the priority in which buildings and operating equipment will be brought off line if a prolonged utility outage occurs and utility rationing is required.

FM routinely coordinates the distribution of electricity and steam. Load shedding and conservation processes are in place and used on a day-to-day basis.

3. Material, Supplies and Equipment

Facilities Management maintains quantities of equipment that will be of use for many emergency response situations. This includes vehicles of various types, construction equipment, power and hand tools, generators and other specified equipment. Facilities Management maintains a list of available resources. List of available equipment attached.

4. Damage Assessment

Facilities Management will work with the University’s Building Codes Official to assess damage to University property.

5. Debris Management

Facilities Management is responsible for coordinating, conducting or arranging for outside assistance regarding the removal of debris generated by any emergency or disaster.

Because of the urban nature of the campus, we anticipate that off-campus sites will be used for the disposal of such debris; however every effort will be made to utilize on-campus spaces as staging areas for debris removal.

Facilities Management and the Department of Environmental Health and Safety will work collectively to develop a debris separation plan to ensure proper disposal. 

The primary location for temporary debris storage will be the public parking lots east of ________ Arena. Routes will be determined at the time of the event based on the amount and nature of the debris. However, the transit way can be utilized as the primary access in and out of the debris area. (See Map of temporary Debris Management Locations and transportation routes @:_______.

6. Pipeline Safety

Facilities Management maintains maps of locations of all pipelines on our property and will work with providers to respond to any pipeline emergencies. Additional pipeline safety information is in the Pipeline Safety Emergency Response Manual produced by the State Pipeline CAER. A copy of this document is maintained at the EOC.

7. Labor Pool/Chain of Command

Facilities Management can respond to an emergency with the following resources and headcount:

· Mechanics


(  78

· Carpenters


(  20

· Plumbers


(  23

· Electricians


(  46

· High Voltage Electricians

(  21

· Pipe fitters


(  58

· Custodians


( 457

· Engineers


(   5

Chain of Command

(Insert FM Organizational Chart here)

Facilities Operation/Utilities Restoration -- Resources
Building Systems Automation Control (BSAC) – Tel. ___________________

Utility Providers

Facilities Management maintains contact with all local utility providers. Among these are:

Utility Providers for the University Campus:

	Main Campus:

	Utility
	Contact
	24X7 Phone Number

	Heat / Steam

The S.E. Steam Plant
	Control Room
	

	
	Plant Manager
	

	
	General Foreman, Steam Utilities 
	

	Electricity
	Energy Control Room / Trouble
	

	
	Energy Trouble Foreman
	

	
	General Foreman

Electric Utilities 
	

	Natural Gas
	
	

	Water
	
	

	
	
	

	Sanitary / Storm Sewer
	Emergency
	

	
	Water Works
	


	Campus #2: (if applicable)

	Utility
	Contact
	24X7 Phone Number

	Heat / Steam

Steam Plant
	Control Room
	

	
	Plant Manager
	

	
	General Foreman

Steam Utilities
	

	Electricity
	Energy Control Room
	

	
	Energy Trouble Foreman
	

	
	General Foreman

Electric Utilities
	

	Natural Gas
	Emergency
	

	Water
	
	

	Sanitary / Storm Sewer
	
	


University Back-up Generators: (specify type and location, persons responsible, etc.)

List of Essential Facilities for Priority Utilities Restoration

Insert two lists her, the first one to indicate which facilities or functions are assigned high medium or low priority for restoration of utilities.

High

List command and control sites, UPD, medical care facilities, communications systems, research labs with animals, etc.

Medium

List student dorms, high capacity public areas in use, traffic control signals, research labs w/o animals, etc.

Low

All others 

Emergency Support Function Annex #4

Emergency Support Services
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ESF #4:
Emergency Support Services

This ESF will explain the University interaction with and need for emergency services support, such as Fire Fighting, EMS services, Search and Rescue services, General Counsel, etc, during a major emergency or disaster.

Lead Department:


University Police

Supporting Departments:


EH&S






Telecommunications






Office of Facilities

External Supporting Departments:

__________ Fire Department






__________ Police Department






___________ County Fire Services






___________ Health Network






___________ County Department of Emergency







     Management (SAR Teams)






___________ County Sheriff’s Department

Fire Protection – Administration

Purpose

To provide an overview of how fire protection is provided to the University campus.
Primary Responsibilities
Fire protection for the University is the responsibility of the local municipal fire department. During an incident the on-scene responsibility remains that of the jurisdictional fire department with a liaison position being held by a University official.

Supporting Responsibilities
In addition to the primary responsibility of providing fire protection, the fire departments involved will have other responsibilities in the event of a disaster. This varies from department to department, but generally includes:

· Assisting in the dissemination of warnings

· Coordinating or assisting with an evacuation within their community/fire protection area

· Coordinating or assisting with a search and rescue effort within their community/fire protection area

· Informing other local government personnel of the risks associated with any hazardous materials incident that has occurred within their community/fire protection area

· Reporting important disaster status information (casualties, damage, evacuation status, chemical releases/exposures, radiation levels, etc.) to the EOC during emergency operations

· Responding to hazardous materials incidents, within the limits of HAZMAT response training received
· Providing heavy and light rescue services

· Providing first responder/EMS services

· Responding to acts involving terrorism

Mutual Aid Agreements
All of the fire departments in the area have mutual aid agreements with one another. Written mutual aid agreements exist, and are on file with each individual fire department. In the event of a large-scale disaster at the University, Fire Departments within those mutual aid agreements may be utilized.

Communications
Currently, the University is very limited in its communication capabilities to directly link to on-scene fire department commanders. The University will make available a liaison to assist in bridging the communications gap to the University staff and/or EOC.

Large-Scale Disasters
In the event of a large-scale disaster at the University, a fire services representative is required in the EOC. The Fire Operations will be represented at the Public Safety Operations section within the EOC.

Fire Protection -- Operations

Response:

Each Fire Department that responds to an incident on University property will follow its own SOPs and other guidelines. University staff will not direct the operations of fire crews.

Incident Management:

To provide continuity of operations at every scene involving University property and assets, an Incident Command System (ICS) shall be used. University Officials will coordinate with the on-scene Incident Commander to provide assistance in support of fire department operations.

Incident Stabilization:

Once the incident has been stabilized, there will be a transfer of operational control back to the University. This is to ensure that any hazards for University staff have been identified and an incident action plan can then be used to restore operations.

After Action Report:

An After Action Report and debriefing will be completed after all major incidents on the University campus. Some incidents might be debriefed even if the incident was not determined to be a major response. The objective of the debriefings is to advance incident response training and to identify the following:

· Identify the facts from the incident;

· Identify challenges to the response;

· Identify items for future operational changes or training

· Identify items that enhanced the outcome of the event

The debriefings will be documented and kept on file with University Department of Emergency Management and copies will be given to all participating agencies and responders. 

Fire Protection -- Resources

City of ____________ Fire Department

	Name
	Position
	Office Phone
	Cell Phone
	Pager

	
	Chief
	
	
	

	
	Asst. Chief
	
	
	

	
	Deputy Chief- Emer. Prep.
	
	
	


City of ____________ Fire Department

	Name
	Position
	Office Phone
	Cell Phone
	Pager

	
	Director
	
	
	

	
	Coordinator
	
	
	

	
	
	
	
	


Health and Medical -- Administration

Purpose

The University campus is subject to emergencies that can pose a significant risk to students, staff, faculty, and visitors. Examples include infectious disease outbreaks, incidents of bio-terrorism, or other natural or man-made disasters. This Annex formulates a coordinated response to public health emergencies, which will enable the University to continue operation; to protect the public’s health and the environment; and to prevent the occurrence and transmission of disease.

Scope

The Academic Health Center, in collaboration with other University departments (outlined below), relevant city/county health departments and the State Department of Health, has the responsibility to ensure a coordinated and effective response to public health emergencies on campus. The responsibilities and procedures outlined in this annex pertain to emergency situations only. _______ Health has primary responsibility for routine public health programs on campus (e.g. student/staff wellness programs, annual influenza vaccinations) and maintains separate plans and procedures for those efforts.

Responsibilities

A.
Primary - The University Public Health Officer for Preparedness and Emergency Response (Public Health Officer) or his/her designee will provide leadership and oversight for these activities. 


The Academic Health Center (AHC) Emergency Response Team serves as the core group of advisors to the Public Health Officer. This team consists of AHC officials representing administration, medicine, public health and communications; as well as the Director of _______ Health Services and the Executive Vice Provost and Vice President for Faculty and Academic Programs. The AHC Emergency Response Team will be activated at the time of a health-related emergency on campus or if the University is called upon to assist with a state or regional public health emergency. The Public Health Officer will ensure rapid and effective communication and coordination with city/county health departments and the State Department of Health during all phases of investigation, response, and recovery.

B. Supporting – Depending upon the nature of the emergency, additional departments with specific responsibilities during a public health emergency include _______ Health Service, University Police Department, University Environmental Health and Safety, Department of Emergency Management, Counseling and Consulting Services Department, and Research and Animal Protection.

Health and Medical -- Operations

Outbreak Investigations
Infectious disease outbreak investigations will be conducted by the State Department of Health or city/county health department in collaboration with the AHC Emergency Response Team. Standard protocols for outbreak investigation will be followed including case finding; collecting information about cases and contacts; collecting specimens as needed; analyzing findings to time, person and place; and executing control and prevention measures. Disease specific protocols will be used to enhance the standard approach. In the event of a bio-terrorist event, all investigative activities will be coordinated with the FBI and other appropriate law enforcement agencies at the state and local level.

Public Health Response Recommendations
During public health emergencies, the Public Health Officer will develop response recommendations for the Officer of the Day following consultation with the AHC Emergency Response Team and external agencies including the State Department of Health and city/county health departments. Depending upon the nature of the event, recommendations may include canceling classes/events, mass clinics, evacuating or closing buildings, or closing the campus.

Mass Dispensing Sites

Clinics may be used to administer vaccine or distribute antimicrobial agents such as a prophylaxis or treatment measure to prevent or control additional cases of disease or illness. The AHC Emergency Response Team will coordinate with city/county health departments to establish mass dispensing sites on campus when needed. Mass dispensing site operational guidelines have been developed by the State Department of Health Strategic National Stockpile Mass Dispensing Workgroup. Depending upon the nature and scope of the emergency, the State Department of Health and Centers for Disease Control and Prevention will offer assistance as necessary. For large-scale events, vaccines and prophylactic antibiotics may be available through the Metropolitan Medical Response System (MMRS) or the State Department of Health. Coordination of scene security and traffic control will be the responsibility of the UPD.

The MRS and the Mass Dispensing Site Workgroup staff have surveyed the campus for possible mass dispensing/mass care sites. University facilities have not been identified as primary sites for a county-level response; however, the Campus Arena/Sports Pavilion and Student Union have been identified as possible secondary or specialized sites. The Emergency Management Policy Committee will review requests for use of all campus facilities.

Medical Reserve Corp of the University
The AHC (which includes the School of Public Health, School of Dentistry, College of Pharmacy, College of Veterinary Medicine, School of Nursing, and Medical School) and _______ Health Service represent a significant collection of resources which could be activated during a public health or medical emergency on campus, or a large-scale emergency at the local, state, regional, or national level. Depending upon the nature of the emergency, AHC and BHS personnel may be called upon to provide assistance such as:

· Screener, vaccinator, educator or triage staff in mass dispensing or vaccination clinics

· Screener, intake, or educator staff for epidemiologic case or contact investigations

· Health educator or referral staff on an emergency phone bank or hotline

· Direct patient care staff within a local hospital or off site care facility

· Laboratory surge capacity support

· Administrative support in the activation and support of other volunteers

The Medical Reserve Corps of the University is comprised of students, staff, and faculty from the AHC and BHS and is designed to:

· Provide the essential conduit for University health professionals (students, staff, and faculty) to efficiently volunteer their expertise during public health emergencies; and

· Prepare University volunteers for their roles in advance, enabling a prompt and effective emergency response.

The Medical Reserve Corps of the University will be deployed as authorized by the University Public Health Officer following a specific request for assistance from the University AHC Emergency Response Team, Regional Hospital Resource Center, State Departments of Health or Public Safety, ________ County Community Health Department, _______________ Department of Public Health, or any other local public health agency.

Medical Care

A.
First Response/Emergency Medical Services – A complete plan for Emergency Medical Services can be found in Annex E- Emergency Medical Service.

In general, first aid and pre-hospital care will be provided by the UPD, the local fire department and the ambulance services. UPD is the first response agency for medical emergencies on campus. UPD sworn personnel are trained to the First Responder level or above; are equipped with and trained to operate automated external defibrillators, oxygen, and basic life support medical equipment. In the event of a large emergency or disaster in which UPD personnel are dedicated to other roles, local fire department personnel will handle first response to medical emergencies. 
Ambulance transportation will be provided by the ambulance service licensed by the State Emergency Medical Services Regulatory Board to provide service in that area. The primary ambulance service for the campus is ________ County Ambulance Service; the primary ambulance service for the Campus is the ________ Fire Department. Both services have mutual aid agreements in place with neighboring services for both routine and disaster response.

Patients will be transported to the hospital of their choice unless their condition dictates they be taken to the nearest facility or to a specialized facility (e.g. trauma center). In the event of a disaster that results in multiple injuries, the local Medical Resource Control Center (MRCC) will route patients to various metropolitan hospitals based on bed availability as outlined in the mass casualty disaster plans developed and maintained by the MRCC. Pursuant to those plans, patients will be routed to hospitals outside the immediate vicinity of a disaster to allow vicinity hospitals to accommodate self-presenting patients.

On -- campus medical facilities include ________ Health Service (urgent care facility) and _________University Medical Center (emergency department).

B.
Mass Casualty Disasters – An emergency on campus with a large number of victims requiring coordination among metro-area hospitals will activate the Metropolitan Hospital Compact. The Regional Hospital Resource Center (RHRC), administered by ________ County Medical Center, will have responsibility for overall communication and coordination among all hospitals in the metropolitan area.

Some emergencies (e.g. explosions with multiple minor injuries, mass chemical exposure) may require the establishment of a triage and treatment center on campus. The local fire department (EMS Branch Command) will have responsibility for establishing a Triage and Treatment Center. The RHRC will have responsibility for emergent medical staffing through the Metropolitan Hospital Compact. 

Non-emergency medical care for students is provided by and coordinated through the ________ Health Service. In the event of emergency, ________ Health Service facilities will be available to meet on-campus needs for urgent care. 

Decontamination Capabilities
Local fire departments will take responsibility for on-scene decontamination, in coordination with DEHS. Hospitals have the capacity and the written procedures to decontaminate individuals who have been chemically or radiologically contaminated who present to emergency departments. In extreme situations, University facilities with shower and water containment capability may be considered as possible mass decontamination sites. Sample Emergency Decontamination System.

Tracking Disaster Victims
Local ambulance providers and hospitals maintain plans for tracking victims of disaster. In addition, University Relations will interface with these agencies to track the location of injured students, staff, and faculty and communicate this information to the families of the victims. 

Mortuary Services

If a disaster results in one or more deaths, the ________ and _______County Medical Examiner’s offices are responsible for disposition of remains and all emergency mortuary operations. County emergency plans detail mass casualty responsibilities and procedures.

Environmental Health and Safety
The Department of Environmental Health and Safety (DEHS) is responsible for assessing the environmental hazards posed by various situations. A complete plan for Environmental Hazards can be found in Annex M- Hazardous Materials. 
If environmental contaminants are suspected, the DEHS will coordinate sample collection and analysis with the State Department of Health and appropriate city/county health departments. In the event of a bio-terrorist event, all sampling activities will be coordinated with the FBI and other appropriate law enforcement agencies at the state and local level.

In the event of chemical or radiological incidents, DEHS staff will assess atmospheric and surface contamination or concentration levels and, whenever possible, confirm such readings when outside agencies are involved. This information will guide decisions regarding evacuation, sheltering-in-place, and/or return to given locations. In the event of biologic hazards, DEHS staff will provide technical assistance to the AHC Emergency Response Team and the Public Health Officer.

Crisis Counseling

The University Counseling and Consulting Services Department will provide immediate crisis intervention therapy for victims, family members, and disaster personnel following a disaster.

Research and Animal Protection
The Veterinary Hospital plays a major role in the care of sick and injured animals in State. In case of a disaster, it is anticipated that the staff of the hospital and the College of Veterinary Medicine will be called upon to assist in the care of animals affected by the event.

After Action Reports

An After Action Report/Debriefing will be completed after all major public health incidents on the University Campuses, and minor incidents as deemed appropriate by the Public Health Officer. The objective of the debriefings is to: 

· Identify the facts from the incident;

· Identify assets that enhanced response efforts;

· Identify challenges/barriers to the response;

· Identify items for future operational changes or training;

· Identify issues needing short or long term follow-up (e.g. mental health issues)

The debriefings will be documented and kept on file with the University, Department of Emergency Management and copies will be given to all participating agencies.

Health and Medical -- Resources

Academic Health Center Emergency Response Team

	Name

	Position
	Office Phone
	Cell Phone
	Pager

	
	Public Health Officer
	
	
	

	
	Senior Vice President for Health Sciences;

Chair, AHC-ERT
	
	NA
	

	
	Director, AHC Emergency Preparedness
	
	
	

	
	Dean, Medical School
	
	
	

	
	Associate Dean, Medical School
	
	
	

	
	Director, CIDRAP
	
	
	

	
	AHC-ERT, Medical School
	
	
	

	
	Director, Center for Animal Health and Food Safety
	
	
	

	
	Director, AHC Communications
	
	
	

	
	Chief of Staff, Medical School
	
	
	

	
	Director, ________ Health Service
	
	
	

	
	Executive Vice Provost and Vice President for Faculty and Academic Programs
	
	
	


________ Health Services

	Name
	Position
	Office Phone
	Cell Phone
	Pager

	
	Director
	
	
	

	
	
	
	
	


Department of Environmental Health and Safety

	Name
	Position
	Office Phone
	Cell Phone
	Pager

	
	Director
	
	
	

	
	Assistant Director
	
	
	


Counseling & Consulting Service

	Name
	Position
	Phone 1
	Phone 2

	
	Director
	
	

	
	Senior Psychologist
	
	

	
	Senior Psychologist
	
	


Other Links

State Department of Health

State Homeland Security and Emergency Management Website

Centers for Disease Control and Prevention

________ Center for Infectious Disease Research and Policy
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Search & Rescue -- Administration

Purpose

The purpose of this document is to describe how a search at the University of _________ will be conducted, if the University is the primary agency coordinating the efforts.

Responsibilities;
Primary

The overall responsibility for search and rescue is the University Police Department, local law enforcement, county sheriff’s office and area Fire Departments for performing search and rescue.


Supporting

· University resources and or an organized student body effort

· The Civil Air Patrol may be available to assist in looking for missing persons.

· The National Guard may be available to assist in rescuing snowbound travelers or other search details

· The following government and/or volunteer organization(s) may be available to assist with a major search and rescue operation:

· Boy Scouts of America

· ARES Amateur Radio

· SARDA (Search and Rescue Dog Association)

· County Communications

· North Star Search and Rescue

· Local Service Organizations

Search and Rescue – Operations

Law Enforcement, Fire Departments, Ambulance services and other agencies responsible for conducting or participating in a search and rescue operation will develop and maintain whatever standard operating procedures (SOPs) they may need. Such SOPs may include guidance and instructions for performing search and rescue following an explosion, missing person or an accident/incident involving hazardous materials (depending on the level of HAZMAT response training received). 

Search and Rescue operations must be done in a coordinated and systematic approach. This will be accomplished utilizing the incident management system as discussed in the basic plan. Search operations will be conducted in a variety of manners depending on the circumstances of the search and rescue. 

The following are the key points to Search and Rescue operations:

· Utilize the Incident Management System

· Assess Resources needed for the incident (Private, public, specialized, etc.)

· Set up a command post

· Search areas in a coordinated approach

· Perform effective communications

· Perform effective documentation (written, photos, etc.)

· Account for individuals and agencies operating at the incident

· Provide Media/Communications liaison

Search and Rescue -- Incident Management

Pre-Planning

First Notice

· Initial Investigation 

· Determine Urgency
· Begin: Formation of ICS
· Confinement
· Callout of Hasty Team Resources
· Strategy Development 

· Detailed Investigation 

· Determine Search Area & Segment 

· Determine POAs & Prioritize Segments 
· Develop Search Action Plan 
· Prepare Assignments & Briefings
· Tactics/Operations
· Passive: Investigation, confinement, attraction 

· Active: Field searching, tracking, dog teams 
· Hasty Search 
· Efficient Search 
· Thorough Search
· Plan Strategy for Subsequent Operational Periods
· Suspend Operations & Demobilize

· Critique

S&R BRIEFING/DEBRIEFING CHECKLISTS
 BRIEFING TOPICS

 FORMCHECKBOX 

Incident Action Plan - what it is and how I fit in
 FORMCHECKBOX 

Situation status and predictions
 FORMCHECKBOX 

Objectives and strategies (specific)
 FORMCHECKBOX 

Tactical assignments with explicit Instructions
 FORMCHECKBOX 

Weather - present and forecast
 FORMCHECKBOX 

Specific equipment needs (learn and personal)
 FORMCHECKBOX 

Communications details:
· Frequencies to be used
· Designators and codes
· Contact persons and times
· What to do if comm. problems arise
· Emergency communications (whistle?)
 FORMCHECKBOX 

Transportation details (if needed)
 FORMCHECKBOX 

Reporting locations and times
 FORMCHECKBOX 

How to deal with media/family - where to refer
 FORMCHECKBOX 

Where to be at what times
 FORMCHECKBOX 

Possible hazards and safety Instructions
 FORMCHECKBOX 

Debriefing procedures:
· Where to debrief and with whom

· When to debrief

· What info will be expected or needed
· What format should the debrief be in -- (oral, written, sketches, maps, etc.)
A briefing should last less than 30 minutes and should be held before the beginning of the shift. Combinations of written and oral briefings are most successful. TAKE NOTES AND ASK QUESTIONS.

DEBRIEFING TOPICS

 FORMCHECKBOX 

Explicit description of area covered and activities carried out
 FORMCHECKBOX 

Probability of detection estimate - "If there were 10 clues of varying size in the area you were assigned to
search, how many would you have found?" (2 = 20%. 4.5 = 45%, etc.)
 FORMCHECKBOX 

Location of any clues found, regardless of how insignificant they may seem, (use map. sketches, etc.)
 FORMCHECKBOX 

Gaps in area searched or any other problems with the search at all
 FORMCHECKBOX 

Specific difficulties encountered. (Communications, terrain, weather, fitness, injuries, etc.)
 FORMCHECKBOX 

Hazards in the area - be specific with respect to location and description
 FORMCHECKBOX 

Suggestions, recommendations, and ideas for further activity in the area searched

Proper info conveyed in the debriefing is absolutely essential for an effective search. Use any means to convey what you want to say about the area searched. (i.e. sketches, maps, briefing reports, notes, etc.)
Debriefing should be done in writing if possible. Consider using an open-ended questionnaire for personnel coming out of the field. All debriefings should be performed one-at-a-time, on an individual basis. The above lists include a minimum of the S&R Fundamentals  

Search and Rescue – Resources

Supporting Organizations/Agencies Contact Numbers

	Agency
	Contact Person
	Phone #

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Mass Casualties -- Administration

Purpose

To provide emergency medical examiner services required during a mass fatality situation including recovery, identification, examination and storage of remains until family members can be contacted.

A mass fatality incident is defined as an occurrence of multiple deaths that overwhelms the usual routine capability of the Medical Examiner (ME). The ME will define and therefore implement this plan when ten or more deaths occur at one given location. The plan may also be implemented for an incident involving fewer deaths but a prolonged or more involved scene commitment.

Scope

The ME will investigate those deaths occurring in ________ or ______ County that are due to disaster(s) in accordance with State Statute (specify)

Organization

The ME responsibilities during an emergency will be carried out with existing ME personnel, augmented as necessary by public and private services.

Functions of the ME would be similar to those performed daily, but greatly expanded in the event of a mass fatality situation. Staff will be organized to allow for increased caseload during these situations. This will require specialized units and augmented staff to accomplish activities such as recovery, identification, examination and record keeping.

Mass Casualties -- Operations

Location

For disasters that involve less than 30 dead in one location, the bodies will be transported to the ME for further examination. If the physical structure of the ME has been impaired, the ____________ Airport Commission will be contacted per agreement and a temporary morgue with associated services will be utilized on that property. That property is also to be used when the size of the disaster exceeds available space at the ME.

Line of Succession

The Chief Medical Examiner (CME) will be in charge of overall disaster services to the dead. In the event the CME is not available, the Assistant Chief Medical Examiner will perform those duties.

Responsibilities

General 

The ME will coordinate emergency medical examiner services with the appropriate County and the University. 
Family Assistance Center (FAC)

The FAC is responsible for taking care of the families which includes: gathering ante-mortem information; sharing information with the families; developing a notification procedure; and, to help provide information and services to family members that they may need in the days following the incident.

Site Selection - It is extremely important that the site selected be functional for the incident, i.e., if the families are coming from out-of-town the site may be a hotel or motel. For a local incident churches, business offices and schools should be considered. The location should not be close to the actual scene but should be easily accessible to the families. Parking should be a consideration depending on the number of families expected. 
CDC- Medical Examiners, Coroners, and Biologic Terrorism
Mass Casualties -- Resources

_______________ County Medical Examiners Office 

	Name
	Position
	Office Phone
	Cell Phone
	Pager

	Main Number
	Staffed 24 hrs
	
	
	

	
	
	
	
	

	
	
	
	
	


_______________ County Medical Examiners Office

	Name
	Position
	Office Phone
	Cell Phone
	Pager

	
	Chief Investigator
	
	
	

	
	
	
	
	

	
	
	
	
	


General Counsel -- Administration
Purpose

To provide an overview of how legal considerations and decisions are made during a disaster at the University Campus. 

Responsibilities
Primary

Legal guidance at the University is the responsibility of The Office of the General Counsel. All legal issues will be coordinated through the Legal Officer in the EOC 

Supporting

Other University Legal Officers will support the overall operations and ensure accountability of University assets. Outside agencies may choose to consult with their own legal counsel in lieu of using the University’s Legal Officer.

Communications
Communications regarding legal issues will be coordinated through the EOC. If there are Legal Officers in the field, cell phones will be utilized for communications. 

General Counsel -- Operations

Notification

If it appears that emergency legal authorizations may be needed, the EOC should notify the General Counsel of the University.

The Legal Officer, or the first subsequent official to respond, will make an assessment of the impact to the University and make an initial assessment of all apparent legal considerations related to the incident.

Preparation

It is the responsibility of the General Counsel or the designated successor to the EOC to be, at all times, familiar with the University Emergency Operations Plan

· The General Counsel shall regularly review the University’s Emergency Operations Plan and update the General Counsel annex to the plan as needed, including lines of succession in the Office of General Counsel in relation to the EOC. Contact information for all staff to the EOC shall be kept current at all times. All changes or amendments shall be immediately sent to the Department of Emergency Management for updating and tracking

· The University’s General Counsel shall develop and maintain a contact list of legal counsel for all other local, state and federal agencies that may have concurrent or similar jurisdiction in the event of a disaster

· The University’s General Counsel shall ensure that all staff on the line of succession to the EOC is equipped with the necessary communications equipment so that immediate contact can be made with the appropriate staff person

Responsibilities

Upon activation of the EOC, the University’s General Counsel or designated successor to the EOC shall:

· Immediately report to the location of the EOC, or remain on an on-call status, as directed by the contact from the EOC, and upon arrival at the EOC, designate a departmental area of operation for staff

· Immediately determine the level of General Counsel staff necessary to assist in carrying out the responsibilities of the Office of the General Counsels in relation to the activation and operations of the EOC, and notify such staff of the disaster situation and plan for further action

· Provide legal advice, or other advice as requested, to the Officer of the Day, the Director of Emergency Management and the EOC staff, or their designated successors to the EOC regarding issues that arise during a disaster, including but not limited to, quarantine or other personal restriction issues, inter-jurisdictional authority issues, the interplay of the University’s EOC with all other local, state, interstate or federal government agencies

· Coordinate a “Declaration of Emergency” with the County Emergency Manager in accordance with state/county procedures
General Counsel -- Resources

Office of the General Counsel

	Name
	Position
	Office Phone
	Cell Phone
	Pager

	
	General Counsel
	
	
	

	
	AGC
	
	
	

	
	AGC
	
	
	

	
	
	
	
	

	
	
	
	
	


Emergency Incidents involving International Students 

In the event of an emergency incident or disaster involving any or all of the students of this University, the Emergency Operations Plan will provide the appropriate guidelines to the response by the University. This will also apply to the University’s international student population. However, numerous issues of an international nature require specialized attention. These include cultural, religious, language, and legal concerns as well as complications associated with the distance between them and their families around the world. 

To ensure appropriate and sensitive care, emergency/crisis coordination for international students shall be the responsibility of the International Initiatives Office, and in particular, the International Student Advisor. 

Important Note: The primary responsibility for dealing with the conditions related to the international student(s) will reside under provisions of the University Emergency Operations Plan until the IMT deems it appropriate to shift that responsibility to the IOC under the Emergency Preparedness Plan for International Students (EPPIS).

For any additional information please refer to the Emergency Preparedness Plan for International Students. 

In the event an emergency incident or disaster involves an international student(s) notify the Office of International Initiatives at: 

Campus phone ext.
Public phone: 

Emergency Support Function Annex #5

Information and Planning Management
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ESF #5: 
Information and Planning Management

This ESF will explain the information flow and management during an emergency or disaster, specifically how and when the EOC is activated and activities that go on in the EOC.

Lead Department:


Business Affairs






(Assoc. VCBA – Business and Support Services)

Supporting Departments:


EH&S






University Police






Telecommunications






Student Affairs






Office of Facilities






Human Resources






University Relations






Computing Services

External Supporting Departments:

___________ County Department of Emergency






Management






National Weather Service






University Office of the President

(The following information has been extracted as a sample policy extracted from the Minnesota Emergency Management Plan v. 4)

Emergency Planning Program and Policy
Overview: HSEM Support of Local Emergency Planning
The Minnesota Department of Public Safety, Division of Homeland Security and Emergency Management (HSEM) has staff and guidance materials available to support the emergency planning efforts of local governments, business and industry, and others. This support is intended to facilitate the development and maintenance of emergency plans which address both local needs and state and federal planning requirements. Available guidance materials include the following:

1.
Facility Emergency Planning Outline

This outline was developed to aid local planners in assisting facilities in their jurisdictions. The committee that developed the outline consisted of representatives from local, county and state agencies, as well as representatives from responders and regulated facilities. It is intended to meet all current requirements. It does not address the requirements of the Oil Pollution Act of 1990 due to the complexity of that legislation. All agencies which have emergency planning requirements have had input into the outline and endorse its use. 

Copies of the outline are available through city and county emergency management directors or by contacting a HSEM regional program coordinator.

2.
Prototype Local Emergency Operations Plans

HSEM has developed prototype emergency operations plans (EOPs) in order to provide local jurisdictions with a suggested EOP format that is operationally workable and addresses state and federal planning requirements. These prototypes are all-hazard in scope and consist of a basic plan and a series of functionally based annexes (notification and warning, fire protection, debris clearance, etc). In addition, some of the prototypes contain sample standard operating procedures and a sample resource manual. Although these prototype-planning documents were developed many years ago, they may still be helpful to jurisdictions that are looking for ideas and different approaches to planning.

3. Example Local Emergency Operations Plans


HSEM intends to maintain copies of one or more locally developed EOPs that adequately address the MNWALK requirements (see item 6. below), and that it believes are logical in terms of their format, organization, etc.

4. HSEM Planning Principles Relative to Local Emergency Operations Plans


These principles serve as the foundation for the HSEM Local Emergency Operations Planning Policy.

5.
HSEM Local Emergency Operations Planning Policy

This Policy contains the emergency operations planning requirements (including those relating to plan content, plan development, and plan review) for local governments in Minnesota.

6.
MNWALK (Plan Review Document)

This document is a cross-reference tool which lists all required local government EOP content items and includes blank spaces for identifying the location of those items in a completed EOP. The MNWALK also has a checklist for reviewers and a space for their comments.

7.
Emergency/Disaster Preparedness: A Planning Guide for Schools

This guide is intended to serve as a tool for developing or updating a school emergency plan. It addresses fires, bomb threats, terrorism, hazardous materials incidents, natural disasters, and other threats/hazards.


This guide is to be used with a companion document developed by the Department of Children, Families and Learning entitled “Model Crisis Management Policy.”

8.
Emergency Planning Guide for Nursing Home Administrators

This guide can be used to develop a new plan or to update an existing plan. It covers many of the same hazards as addressed in the planning guide for school administrators.


Local emergency management directors who would like to obtain copies of the above-referenced guidance materials, or who have questions pertaining to the development of their jurisdiction's EOP, are encouraged to contact their HSEM regional program coordinator.

HSEM Planning Principles Relative to Local Emergency Operations Plans (EOPs)

1. As a general rule, every jurisdiction should have its own EOP. However, HSEM recognizes that adjacent jurisdictions may choose to develop a joint plan (e.g., a county/county seat, two cities, or two counties). The EOPs of cities that rely heavily on other jurisdictions (e.g., small cities that contract with counties) to provide certain critical services should reflect the responsibility of those other jurisdictions to provide the services in question.

2. As a general rule, the more complex a jurisdiction is, (i.e., the larger its population and the greater the number of services it provides) the more extensive its EOP will need to be. Extremely brief EOPs may be perfectly adequate for very small communities.

3. Local EOPs should be all-hazard in scope, and they must be if they are intended to be in compliance with State of Minnesota and federal planning requirements. 

4. All local EOPs should include certain minimum content items, and they must do so if they are intended to be in compliance with State of Minnesota and federal planning requirements. 

5. Local EOPs do not need to follow any particular format, and HSEM does not establish any format requirements. However, through the use of prototype plans, examples of plans produced by others or both, HSEM should make one or more prototype/example plans available to counties and to cities. At least one of these documents should address the minimum plan content items listed in the MNWALK.

6. Documents that HSEM staff wants to use as prototype plans, example plans, or planning guidance must be reviewed and approved by the HSEM planning team and the HSEM management group before they are recommended and/or presented to local governments.

7. In Minnesota, authority to approve (or disapprove) a local EOP rests with the following individuals, in the order listed:

a. The mayor or county board of commissioners, as applicable. (He/she/they approve/disapprove it based on whether or not it adequately addresses the city’s/county’s needs.)

b. The applicable HSEM regional program coordinator. (He/she approves/disapproves it based on whether or not it adequately addresses State of Minnesota and federal requirements.)

8. When a regional program coordinator reviews a local EOP, he/she is, among other things, acting as an agent on behalf of the Minnesota Department of Natural Resources and the Minnesota Office of Pipeline Safety.

Local Emergency Operations Planning Policy

Revision 3 (03/01/00)
I.
PURPOSE


The purpose of this document is to describe the state and federal government requirements pertaining to local government emergency operations plans in Minnesota. It is directed at those individuals involved in the development and maintenance of such plans: local emergency management directors, HSEM staff, regional review committees, planning advisory committees, community awareness and emergency response groups, and other similar groups.

II. 
OVERVIEW OF FEDERAL AND STATE PLANNING REQUIREMENTS


The following is a list of federal and state emergency planning requirements for counties and cities in the State of Minnesota:

A.
Federal Planning Requirements

Federal Emergency Management Agency (FEMA)

1.
To be eligible to receive an Emergency Management Performance Grant or other non-disaster funds made available by FEMA, counties and cities must have an approved emergency operations plan (EOP).

2.
Those local political jurisdictions within a 50-mile radius of either the Monticello or Prairie Island Nuclear Power Plant must address the "protection of the human food chain, including animal feeds and water, which may be contaminated by a radioactive release from a commercial nuclear power plant." (Guidance Memorandum IN-1, "The Ingestion Exposure Pathway" - a joint USDA, NRC, DHHS/FDA, FEMA document dated February 26, 1988.)

B.
State Planning Requirements

1.
Minnesota Division of Homeland Security and Emergency Management (HSEM)

a.)
Minnesota Statutes, Chapter 12, as amended (The Minnesota Emergency Management Act of 1996) stipulates that HSEM "shall coordinate the development and maintenance of emergency operations plans and emergency management programs by the political subdivisions of this state, with the plans and programs integrated into and coordinated with the emergency operations plan and emergency management program of this state to the fullest possible extent." It also stipulates that county emergency management organizations shall plan for the emergency operations of county government.

b.)
Minnesota Statutes, Section 299K.05 stipulate that "Political subdivisions should prepare emergency plans that adequately address the requirements contained in ... the federal act." The "federal act" is the Emergency Planning and Community Right to Know Act, otherwise known as Title III of the Superfund Amendments and Reauthorization Act (SARA) of 1986. SARA Title III includes several requirements regarding the development, exercising, and updating of a local emergency plan.

2.
Minnesota State Fire Marshal, Office of Pipeline Safety


Minnesota Statutes, Section 299J.10 require a county or home rule charter city having a pipeline (as defined in the statute) within its jurisdiction to prepare an emergency operations plan and supporting documentation that will include appropriate pipeline safety information. "The format and content of the plan... must be in agreement with the guidance and prototype planning documents provided by HSEM."

3.
Minnesota Department of Natural Resources


Minnesota Statutes, Section 103F.155 require communities having emergency flood measures (levees) to develop a plan adequate to provide protection in the event of levee failure.

III.
SPECIFIC LOCAL GOVERNMENT PLANNING REQUIREMENTS

A.
Emergency Management Performance Grant (EMPG) Participating Counties and Cities


To meet all of the federal and state planning requirements referenced above, the following specific emergency planning requirements have been established for all EMPG-participating counties and cities:

1.
Emergency Operations Plan


All counties and cities participating in the EMPG program must have an all-hazard emergency operations plan which addresses the items listed in the MNWALK provided by HSEM. (The MNWALK is a cross-reference tool which lists all required plan content items and includes blank spaces for identifying the location of those items in a completed plan.) Counties and cities may meet this requirement by utilizing a prototype emergency operations plan available from HSEM, or by developing a plan of their own design.
2.
Plan Maintenance and Review Schedule

a.
Maintenance (Upgrades and Updates)

A plan upgrade means the preparation of a revised plan as the result of a comprehensive review of the entire document. In some cases, the county or city may choose to develop an all-new plan. At a minimum, the upgraded plan must have a new date and a new signature of approval page signed by the chief elected official.

A plan update means changes made to individual pages or sections of the plan to maintain the accuracy of the information contained therein. Whenever a page/section of the plan has been changed, the revision number, and date of revision should be reflected in the plan's Record of Revision.

Plan upgrade and update activities are to be coordinated with an annual functional or full-scale emergency exercise (see Attachment 1), or as a result of an actual disaster event.
b.
Maintenance and Review Schedule ("The Four-Year Cycle")

Every year, at least 25% of the EMPG-participating counties and cities in each HSEM region will upgrade their EOP and 75% will update their EOP. The upgrade/update schedule will be in accord with the four-year planning cycle described below (and shown on Attachment 1). The HSEM regional program coordinator will work with the emergency management director and other appropriate parties to determine the schedule for each jurisdiction.

Year 1: Upgrade and present the revised or all-new emergency operations plan to the county board of commissioners (or city council, if applicable) for review and approval. If it has not already done so, the board/council must officially approve the plan, via resolution. Once the plan is approved, the chair of the county board/mayor should sign the plan signature of approval page. A copy of the plan is then to be submitted to the applicable HSEM regional program coordinator.

Year 2: Update and present the emergency operations plan, a completed MNWALK, and the Local EOP Review Sheet to the plan review group used by that county/city. The plan review group may be a regional review committee (RRC), planning advisory committee (PAC), community awareness and emergency response (CAER) group, etc. A copy of the updated plan pages is also to be sent to the applicable HSEM regional program coordinator. After review, the review group chair will send a copy of the MNWALK and the completed Review Sheet to the emergency management director, who will forward a copy to the HSEM regional program coordinator.

Year 3: Update and present the emergency operations plan, a completed MNWALK, and the Local EOP Review Sheet to the peer review group selected by that county/city for plan review. The peer review group may be a neighboring county/city emergency management director, public group, or other review group. A copy of the updated plan pages are also to be sent to the HSEM regional program coordinator. After review, the peer review group chairperson will send a copy of the MNWALK and the completed Review Sheet to the emergency management director, who will forward a copy to the HSEM regional program coordinator.

Year 4: Update and submit the updated pages, a completed MNWALK, and the Local EOP Review Sheet to the applicable HSEM regional program coordinator for review and approval. After review and approval, the regional program coordinator will return a copy of the MNWALK and the completed Review Sheet to the emergency management director.

B.
Non-EMPG Participating Counties and Cities

1.
Emergency Operations Plan


Non-EMPG participating counties and cities that want to be in compliance with the state and federal planning requirements must have an all-hazard emergency operations plan which addresses the items listed in the MNWALK. Counties and cities may meet this requirement by utilizing a prototype emergency operations plan available from HSEM, or by developing a plan of their own design.

2.
Plan Maintenance and Review Schedule


Non-EMPG participating counties and cities are encouraged to follow the plan maintenance and review schedule described above for EMPG-participating jurisdictions.
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Local Emergency Operations Plan Review Sheet
	INSTRUCTIONS


This Review Sheet documents the findings of a local emergency operations plan (EOP) review. In accordance with the Minnesota Division of Homeland Security and Emergency Management (HSEM) Local Emergency Operations Planning Policy, the local emergency management director submits a revised EOP, a completed MNWALK cross-reference, and this sheet to the appropriate review group. After review, the review group chair will complete this sheet and attach it to the MNWALK. A copy of this page and of the MNWALK must be returned to the local director, who will forward a copy to the applicable HSEM regional program coordinator.

Questions about this Review Sheet or the EOP review process should be directed to the HSEM regional program coordinator or to the HSEM central office in Saint Paul at xxx-xxx-xxxx. 
	REVIEW SUMMARY


Name of jurisdiction:




Emergency Management Director's name:

	
	


(check one:)

 FORMCHECKBOX 

We have reviewed the Emergency Operations Plan for this jurisdiction and found that it adequately addresses the reviewed planning requirements, as noted in the attached MNWALK.

 FORMCHECKBOX 

We have reviewed the Emergency Operations Plan for this jurisdiction and found that it does not adequately address the reviewed planning requirements. Further revision is needed to address the comments made in the attached MNWALK.

Review group:









Date of review:

	
	


 ___________________________________________________
 ___________________

Signature of review group chair





 Date

	FOR HSEM USE ONLY:


 FORMCHECKBOX 

This plan adequately addresses all state and federal planning requirements and is approved.

 FORMCHECKBOX 

This plan does not adequately address all state and federal planning requirements and is not approved. Further revision is needed to address the comments made in the attached MNWALK.

 ______________________________________________________
 ___________________

HSEM Regional Program Coordinator




 Date

Attachment 1

Four-Year Planning/Exercise Cycle

Year 1

Functional or Full-Scale Exercise1

Type: Based on Needs Assessment2

Upgrade EOP

County Board/City Council Review

Year 2

Functional or Full-Scale Exercise

Type: Based on Needs Assessment

Update EOP
RRC/PAC/CAER Group/Local Review

[image: image2.wmf]
[image: image3.wmf]
[image: image4.wmf]
Year 4

Functional or Full-Scale Exercise

Type: Based on Needs Assessment

Update EOP
HSEM Regional Coordinator Review

[image: image5.wmf]
Article II. Year 3

Year 3

Functional or Full-Scale Exercise

Type: Based on Needs Assessment

Update EOP
Peer/Public/Other Review3
1
Jurisdictions are required to conduct at least one full-scale exercise during the four-year cycle. The other three exercises in the cycle may be either functional or full-scale, or an actual emergency event.

2
It is recommended that jurisdictions conduct more than one type of exercise during the four-year cycle. The types of exercises include: natural disaster, technological disaster, and national security emergency.

3
This review may be conducted by a peer group, public body, or other group at the option of the jurisdiction.

Local Emergency Operations Plan Crosswalk:

The MNWALK

	Name of jurisdiction:






Revised 01/13/05

	SARA, Title III Items


	Planning Requirements
	Location in plan

(document[s], section[s], e.g., IX.A.1)
	Meets criteria, reviewer only

	(i) GENERAL ITEMS

	
	1. Signature page showing approval of emergency plan by chief elected official.
	
	(Yes  (No

( see comments

	
	2. Date of plan development/revision on cover page.
	
	(Yes  (No

( see comments

	
	3. Include table of contents, and a record of revision(s), including dates.
	
	(Yes  (No

( see comments

	
	4. Identify the organization(s) and/or individual(s) (by title) responsible for coordinating plan development and maintenance.
	
	(Yes  (No

( see comments

	
	5. Cite the legal basis (laws, statutes, ordinances, executive orders, regulations, proclamations, etc.) for planning for and conducting all-hazard emergency operations.
	
	(Yes  (No

( see comments

	
	6. List and prioritize hazards that potentially face your jurisdiction; such as: natural, technological and manmade hazards, and terrorism incidents. Identify location(s) of maps showing the areas at risk.
	
	(Yes  (No

( see comments

	*
	7. Identify a community emergency coordinator (Emergency Management Director) who shall make determinations necessary to implement the plan.
	
	(Yes  (No

( see comments

	
	8. Show (in a chart, matrix or table) emergency responsibilities assigned to each department, agency, and organization in support of emergency operations in the jurisdiction.
	
	(Yes  (No

( see comments

	
	9. Assign all emergency response organizations the responsibility to prepare and maintain current SOGs, resource lists, and checklists required to support those organization’s operations.
	
	(Yes  (No

( see comments

	*
	10. Reference training programs, including schedules for training of local emergency response and medical personnel.
	
	(Yes  (No

( see comments

	*
	11. Include methods and schedules for exercising the emergency plan.
	
	(Yes  (No

( see comments

	CONTINUITY OF OPERATIONS – CONTINUITY OF GOVERNMENT ITEMS

	
	12. Describe the arrangements made to protect records deemed essential for continuing governmental functions, conducting emergency operations, and reconstituting of the government (i.e., laws and regulations, tax records, birth and death certificates, vital statistics, etc.).
	
	(Yes  (No

( see comments

	
	13.
Describe your jurisdiction’s line of succession for key leadership positions, to include the chief elected official(s) and the emergency management director.
	
	(Yes  (No

( see comments

	
	14.
List and prioritize essential facilities for utility restoration.
	
	(Yes  (No

( see comments

	1) NOTIFICATION AND WARNING ITEMS

	
	15. Describe the methods and procedures used to notify key government officials and emergency response organizations of emergency alerts and warnings.
	
	(Yes  (No

( see comments

	
	16. Describe procedures and warning methods used to disseminate emergency alerts and warnings to the public, including special facilities (i.e., schools, hospitals, nursing homes, etc.) and special needs populations (e.g., hearing impaired, blind, non-English speaking, etc.).
	
	(Yes  (No

( see comments

	
	17. Identify the organization(s) and/or individual(s) (by title) authorized to activate the Emergency Alert System (EAS) and describe procedures for activation.
	
	(Yes  (No

( see comments

	*
	18. Describe procedures providing reliable, effective, and timely notification by the facility emergency coordinators to persons designated in the emergency plan, and to the public, that a release has occurred (consistent with the emergency notification requirements of SARA Title III, Section 304).
	
	(Yes  (No

( see comments

	*
	19. Describe procedures providing reliable, effective and timely notification by the community emergency coordinator to persons designated in the emergency plan, and to the public, that a release has occurred (consistent with the emergency notification requirements of SARA Title III, Section 304).
	
	(Yes  (No

( see comments

	INCIDENT MANAGEMENT ITEMS

	
	20. Describe the primary and backup methods of communication (radio, telephone, etc.) among emergency response organizations, critical facilities (e.g., utilities, water treatment plants, hospitals, etc.), and the EOC/alternate EOC.
	
	(Yes  (No

( see comments

	
	21. Describe your jurisdiction’s Incident Management System and its relationship to your EOC.
	
	(Yes  (No

( see comments

	
	22. Identify the primary and alternate EOCs and the amount of time for each to become fully operational.
	
	(Yes  (No

( see comments

	
	23. Describe the capabilities of the EOC, including: emergency power, security, fuel reserves, water, sanitation, ventilation, etc.
	
	(Yes  (No

( see comments

	
	24. Identify the personnel and organizations, by title that will be expected to report to your jurisdiction’s EOC in the event of a major emergency/disaster; and describe how 24-hour staffing of the EOC would be accomplished.


	
	(Yes  (No

( see comments

	PUBLIC INFORMATION ITEMS

	
	25. Identify your jurisdiction’s Public Information Officer (by title or position). Describe how the PIO will coordinate the release of public information.
	
	(Yes  (No

( see comments

	
	26. Designate an information center to be the single official location for the media during an emergency.
	
	(Yes  (No

( see comments

	
	27. Identify the organization(s) and/or individual(s) (by title) responsible for public inquiries and rumor control regarding an emergency situation.
	
	(Yes  (No

( see comments

	
	28. Include a listing of available media resources (call letters, names of stations, addresses, and telephone numbers) that will disseminate information to the public.
	
	(Yes  (No

( see comments

	SEARCH AND RESCUE ITEMS

	
	29. Identify the organization(s) and/or individual(s) (by title) responsible for coordinating all search and rescue activities.
	
	(Yes  (No

( see comments

	HEALTH PROTECTION ITEMS

	
	30. Identify the organization(s) and/or individual(s) (by title) responsible for providing emergency medical services and for tracking injured disaster victims during and after an emergency.
	
	(Yes  (No

( see comments

	
	31. Identify the organization(s) and/or individual(s) (by title) responsible for providing health and medical care, transportation, and other related support to special needs populations during emergencies.
	
	(Yes  (No

( see comments

	
	32. Identify medical facilities with the capability to decontaminate radiologically, biologically, and/or chemically contaminated casualties.
	
	(Yes  (No

( see comments

	
	33. Identify potential facilities that can be converted to emergency treatment centers for victims of mass casualties and disease outbreak.
	
	(Yes  (No

( see comments

	
	1. Identify the organization(s) and/or individual(s) (by title) responsible for providing health/medical care at mass care facilities.
	
	(Yes  (No

( see comments

	
	2. Identify organization(s) and/or individual(s) (by title) responsible for coordinating mortuary services, operating temporary morgues, and identifying victims. Describe arrangements made to coordinate the response to a mass fatalities incident.
	
	(Yes  (No

( see comments

	
	3. Identify the organization(s) and/or individual(s) (by title) responsible for assessing and coordinating appropriate health protection measures, including public health and agriculture (e.g., controlling disease-bearing pests, decontaminating, detecting potential biological, chemical, and radioactive agents, detecting/monitoring food contamination, respiratory protection, mass clinics, and water purification). Resources may be local, regional, state, and/or federal.
	
	(Yes  (No

( see comments

	2) 
	37.
Identify organization(s) and/or individual(s) (by title) responsible for arranging for and coordinating crisis counseling (e.g., Critical Incident Stress Debriefing, mental health treatment, and grief counseling) for emergency workers and victims.
	3) 
	(Yes  (No

( see comments

	4) EVACUATION, TRAFFIC CONTROL, AND SECURITY ITEMS

	*
	38. Identify the organization(s) and/or individual(s), primary and backup, (by title) responsible for determining the need to shelter-in-place, evacuate, and/or return, and for issuing recommendations.
	
	(Yes  (No

( see comments

	
	39. Identify the organization(s) and/or individual(s) (by title) responsible for coordinating an evacuation.
	
	(Yes  (No

( see comments

	
	40. Identify the organization(s) and/or individual(s) (by title) responsible for direction and control of traffic during emergencies.
	
	(Yes  (No

( see comments

	
	41. Identify the organization(s) and/or individual(s) (by title) responsible for providing security in the affected area in order to protect private and public property.
	
	(Yes  (No

( see comments

	
	42. Identify the organization(s) and/or individual(s) (by title) responsible for coordinating all private and public transportation resources.
	
	(Yes  (No

( see comments

	
	43. Identify the organization(s) and/or individual(s) (by title) responsible for evacuating special needs and institutionalized populations.
	
	(Yes  (No

( see comments

	
	44. Identify the organization(s) and/or individual(s) (by title) responsible for coordinating pet evacuation and sheltering.
	
	(Yes  (No

( see comments

	*
	45. Incorporate evacuation plans (procedures), including those for a precautionary evacuation and alternate traffic routes.
	
	(Yes  (No

( see comments

	5) FIRE PROTECTION ITEMS

	
	46. Identify for your jurisdiction the organization(s) that provide fire protection, and their capabilities (e.g., fire suppression, hazmat, search/rescue).
	
	(Yes  (No

( see comments

	6) DAMAGE ASSESSMENT ITEMS

	
	47. List organization(s) and/or individual(s) (by title), and its/their

Area of responsibility for conducting damage assessment within your jurisdiction.
	
	(Yes  (No

( see comments


	7) MASS CARE ITEMS

	
	48. Identify the organization(s) and/or individual(s) (by title) responsible for coordinating mass care.
	
	(Yes  (No

( see comments

	
	49. Identify the organization(s) and/or individual(s) (by title) responsible for coordinating the various mass care services for victims (registration, emergency housing, feeding, clothing, waste management, counseling, inquiry and referral, etc.).
	
	(Yes  (No

( see comments

	8) DEBRIS MANAGEMENT ITEMS

	
	50. Identify the organization(s) and/or individual(s) (by title) responsible for coordinating debris management operations.
	
	(Yes  (No

( see comments

	
	51. Briefly summarize how your jurisdiction will accomplish the following debris management-related tasks: sorting, collecting, establishing emergency routes, disposing of debris from private property, disposing of debris that contains hazardous materials, disposing of carcasses, and using contractors.
	
	(Yes  (No

( see comments

	
	52. Indicate possible locations/facilities for temporary storage and final disposition of debris.
	
	(Yes  (No

( see comments

	9) PUBLIC WORKS/UTILITIES RESTORATION ITEMS

	
	53. Identify all public and private utilities providing services to your jurisdiction, and reference location of 24-hour emergency telephone numbers for those utilities.
	
	(Yes  (No

( see comments

	
	54. Identify the organization(s) and/or individual(s) (by title) responsible for continuing sanitation service during an emergency and for restoring sources of potable water and sanitary sewage systems from the effects of potential hazards.
	
	(Yes  (No

( see comments

	10) ENVIRONMENTAL HAZARD RESPONSE

	*
	55. Identify facility emergency coordinators who shall make determinations necessary to implement their plan.
	
	(Yes  (No

( see comments

	*
	56. Identify facilities subject to the requirements of SARA Title III, Section 302 that are within the emergency planning district.
	
	(Yes  (No

( see comments

	*
	57. Identify routes likely to be used for the transportation of substances on the list of extremely hazardous substances referred to in SARA Title III, Section 302(a).
	
	(Yes  (No

( see comments

	*
	58. Identify additional facilities contributing additional risk due to their proximity to facilities subject to the requirements of SARA Title III, Section 302, such as natural gas facilities.
	
	(Yes  (No

( see comments

	*
	59. Identify additional facilities subject to additional risk due to their proximity to facilities subject to the requirements of SARA Title III, Section 302, such as hospitals.
	
	(Yes  (No

( see comments

	*
	60. Describe methods and procedures to be followed by facility owners and operators to respond to any release of such substances.
	
	(Yes  (No

( see comments

	*
	61. Describe methods and procedures to be followed by local emergency and medical personnel to respond to any release of such substances.
	
	(Yes  (No

( see comments

	*
	62. Describe methods for determining the occurrence of a release.
	
	(Yes  (No

( see comments

	*
	63. Describe methods for determining the area or populations likely to be affected by such a release.
	
	(Yes  (No

( see comments

	
	64. Include a map showing the location of pipelines carrying hazardous materials in the jurisdiction and list pipeline emergency information.
	
	(Yes  (No

( see comments


	RESOURCE MANAGEMENT ITEMS

	
	65. List agencies or organizations with which your jurisdiction has mutual aid agreements, memoranda of understanding, and letters of agreement.
	
	(Yes  (No

( see comments

	
	66. Identify the organization(s) and/or individual(s) (by title) that are potential sources of critical emergency resources, to include: biological, chemical, and radiological decontamination/detection/monitoring, protective equipment, supplies, trained personnel, bomb squads, generators, medical supplies (such as chemical agents antidotes, drugs, and antibiotics), potable water, pumps, sandbags, and sandbagging machines. Resources may be local, regional, state, and/or federal.
	
	(Yes  (No

( see comments

	*
	67. Describe emergency equipment, facilities, and medical facilities in the community, and identify the individuals responsible for such equipment and facilities.
	
	(Yes  (No

( see comments

	*
	68. Describe emergency equipment and facilities at each facility in the community subject to the requirements of SARA Title III, Section 302, and identify the persons responsible for such equipment and facilities.
	
	(Yes  (No

( see comments

	
	69. Describe your process for managing volunteer resources and donations.
	
	(Yes  (No

( see comments


* SARA, Title III item, worded as it appears in the statute.

Local Emergency Operations Plan Crosswalk:

The MNWALK

a) Recommended, but not required items:
	1. Siren coverage map for your jurisdiction.

	2. A chart of the ICS/MIMS used by your jurisdiction

	3. Identify of staging areas.

	4. Prepare materials that describe the health risks associated with each identified hazard, the appropriate self-help or first aid action, and other survival measures.

	5. Describe the capabilities of the alternate EOC facilities, such as: emergency power, 

  security, fuel reserves, water, sanitation, ventilation, etc.

	6. Define all EOP words, phrases, acronyms, and abbreviations that have special meaning relevant to emergency management.

	7. Identify the location of maps showing critical infrastructure/facilities in your 

  jurisdiction, including: 
(  airports, bridges, dams, pipelines, ports, rail yards, reservoirs, water treatment and supply facilities, lift stations, electrical plants, telephone switching centers

(  petroleum/chemical/fertilizer/pesticide manufacturing and/or storage facilities, gas storage/distribution facilities 

(  hospitals/medical facilities, pharmaceutical facilities, nursing homes, housing facilities for the elderly, day care centers, schools, colleges, sports arenas, correctional facilities

(  emergency operating centers, fire and police stations, military installations 

	8. Identify how and where the following specialized search and rescue services/resources

  will be obtained: aerial searches, collapsed structure rescue (if applicable) ground 

  searches, urban search and rescue teams (if applicable), search and rescue dogs, etc.


Revised 1/24/03

(The following form is to be used to assign responsibilities for Planning Coordinators)

Emergency Preparedness Coordinators List

	Building

Number
	Building

Location
	Office

Location
	Emergency Planning Coordinator
	E-mail Address

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Emergency Preparedness Coordinators List (Cont.)

	Building

Number
	Building

Location
	Office

Location
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HAZARD-SPECIFIC INFORMATION

(The following document provides planning information for people in business and industry about some of the most common hazards, such as: 1 )

· Fire 

· Hazardous Materials Incidents 

· Floods and Flash Floods 

· Hurricanes 

· Tornadoes 

· Severe Winter Storms 

· Earthquakes 

· Technological Emergencies 

FIRE
Fire is the most common of all the hazards. Every year fires cause thousands of deaths and injuries and billions of dollars in property damage. 

Planning Considerations

Consider the following when developing your plan:

· Meet with the fire department to talk about the community's fire response capabilities. Talk about your operations. Identify processes and materials that could cause or fuel a fire, or contaminate the environment in a fire

· Have your facility inspected for fire hazards. Ask about fire codes and regulations

· Ask your insurance carrier to recommend fire prevention and protection measures. Your carrier may also offer training

· Distribute fire safety information to employees: how to prevent fires in the workplace, how to contain a fire, how to evacuate the facility, where to report a fire

· Instruct personnel to use the stairs -- not elevators -- in a fire. Instruct them to crawl on their hands and knees when escaping a hot or smoke-filled area

· Conduct evacuation drills. Post maps of evacuation routes in prominent places. Keep evacuation routes including stairways and doorways clear of debris

· Assign fire wardens for each area to monitor shutdown and evacuation procedures

· Establish procedures for the safe handling and storage of flammable liquids and gases

· Establish procedures to prevent the accumulation of combustible materials

· Provide for the safe disposal of smoking materials

· Establish a preventive maintenance schedule to keep equipment operating safely

· Place fire extinguishers in appropriate locations

· Train employees in use of fire extinguishers

· Install smoke detectors. Check smoke detectors once a month, change batteries at least once a year

· Establish a system for warning personnel of a fire. Consider installing a fire alarm with automatic notification to the fire department

· Consider installing a sprinkler system, fire hoses and fire-resistant walls and doors

· Ensure that key personnel are familiar with all fire safety systems

· Identify and mark all utility shutoffs so that electrical power, gas or water can be shut off quickly by fire wardens or responding personnel

Determine the level of response your facility will take if a fire occurs. Among the options are:

· Option 1
Immediate evacuation of all personnel on alarm. 

· Option 2
All personnel are trained in fire extinguisher use. Personnel in the immediate area of a fire attempt to control it. If they cannot, the fire alarm is sounded and all personnel evacuate. 

· Option 3
Only designated personnel are trained in fire extinguisher use. 

· Option 4
A fire team is trained to fight incipient-stage fires that can be controlled without protective equipment or breathing apparatus. Beyond this level fire, the team evacuates. 

· Option 5
A fire team is trained and equipped to fight structural fires using protective equipment and breathing apparatus. 

1 FEMA Library, Emergency Management Guide for Business and Industry, Section 3: Hazard Specific Information, at the following active link: www.fema.gov/library/biz3.shtm 

HAZARDOUS MATERIALS INCIDENTS

Hazardous materials are substances that are either flammable, combustible, explosive, toxic, noxious, corrosive, oxidizing, an irritant or radioactive. 

A hazardous material spill or release can pose a risk to life, health or property. An incident can result in the evacuation of a few people, a section of a facility or an entire neighborhood.

There are a number of Federal laws that regulate hazardous materials, including: the Superfund Amendments and Reauthorization Act of 1986 (SARA), the Resource Conservation and Recovery Act of 1976 (RCRA), the Hazardous Materials Transportation Act (HMTA), the Occupational Safety and Health Act (OSHA), the Toxic Substances Control Act (TSCA) and the Clean Air Act.

Title III of SARA regulates the packaging, labeling, handling, storage and transportation of hazardous materials. The law requires facilities to furnish information about the quantities and health effects of materials used at the facility, and to promptly notify local and State officials whenever a significant release of hazardous materials occurs.

In addition to on-site hazards, you should be aware of the potential for an off-site incident affecting your operations. You should also be aware of hazardous materials used in facility processes and in the construction of the physical plant. Detailed definitions as well as lists of hazardous materials can be obtained from the Environmental Protection Agency (EPA) and the Occupational Safety and Health Administration (OSHA).

Planning Considerations

Consider the following when developing your plan:

· Identify and label all hazardous materials stored, handled, produced and disposed of by your facility. Follow government regulations that apply to your facility. Obtain material safety data sheets (MSDS) for all hazardous materials at your location. 

· Ask the local fire department for assistance in developing appropriate response procedures. 

· Train employees to recognize and report hazardous material spills and releases. Train employees in proper handling and storage. 

· Establish a hazardous material response plan:

· Establish procedures to notify management and emergency response organizations of an incident. 

· Establish procedures to warn employees of an incident. 

· Establish evacuation procedures. 

· Depending on your operations, organize and train an emergency response team to confine and control hazardous material spills in accordance with applicable regulations. 

· Identify other facilities in your area that use hazardous materials. Determine whether an incident could affect your facility. 

· Identify highways, railroads and waterways near your facility used for the transportation of hazardous materials. Determine how a transportation accident near your facility could affect your operations. 

FLOODS AND FLASH FLOODS.

Floods are the most common and widespread of all natural disasters. Most communities in the United States can experience some degree of flooding after spring rains, heavy thunderstorms or winter snow thaws. 

Most floods develop slowly over a period of days. Flash floods, however, are like walls of water that develop in a matter of minutes. Flash floods can be caused by intense storms or dam failure.

Planning Considerations

Consider the following when preparing for floods:

· Ask your local emergency management office whether your facility is located in a flood plain. Learn the history of flooding in your area. Learn the elevation of your facility in relation to steams, rivers and dams. 

· Review the community's emergency plan. Learn the community's evacuation routes. Know where to find higher ground in case of a flood. 

· Establish warning and evacuation procedures for the facility. Make plans for assisting employees who may need transportation. 

· Inspect areas in your facility subject to flooding. Identify records and equipment that can be moved to a higher location. Make plans to move records and equipment in case of flood. 

· Purchase a NOAA Weather Radio with a warning alarm tone and battery backup. Listen for flood watches and warnings. 

· Flood Watch -- Flooding is possible. Stay tuned to NOAA radio. Be prepared to evacuate. Tune to local radio and television stations for additional information. 

· Flood Warning -- Flooding is already occurring or will occur soon. Take precautions at once. Be prepared to go to higher ground. If advised, evacuate immediately. 

· Ask your insurance carrier for information about flood insurance. Regular property and casualty insurance does not cover flooding. 

· Consider the feasibility of flood proofing your facility. There are three basic types of methods. 

Permanent flood proofing measures are taken before a flood occurs and require no human intervention when floodwaters rise, as follows:

· Filling windows, doors or other openings with water-resistant materials such as concrete blocks or bricks. This approach assumes the structure is strong enough to withstand floodwaters. 

· Installing check valves to prevent water from entering where utility and sewer lines enter the facility. 

· Reinforcing walls to resist water pressure. Sealing walls to prevent or reduce seepage. 

· Building watertight walls around equipment or work areas within the facility that are particularly susceptible to flood damage.

· Constructing floodwalls or levees outside the facility to keep flood waters away. 

· Elevating the facility on walls, columns or compacted fill. This approach is most applicable to new construction, though many types of buildings can be elevated. 


Contingent flood proofing measures are also taken before a flood but require some additional action when flooding occurs. These measures include:

· Installing watertight barriers called flood shields to prevent the passage of water through doors, windows, ventilation shafts or other openings 

· Installing permanent watertight doors 

· Constructing movable floodwalls 

· Installing permanent pumps to remove flood waters 


Emergency flood proofing measures are generally less expensive than those listed above, though they require substantial advance warning and do not satisfy the minimum requirements for watertight flood proofing as set forth by the National Flood Insurance Program (NFIP). They include:

· Building walls with sandbags 

· Constructing a double row of walls with boards and posts to create a "crib," then filling the crib with soil 

· Constructing a single wall by stacking small beams or planks on top of each other 

· Consider the need for backup systems:

· Portable pumps to remove flood water 

· Alternate power sources such as generators or gasoline-powered pumps 

· Battery-powered emergency lighting 

· Participate in community flood control projects. 

HURRICANES.
Hurricanes are severe tropical storms with sustained winds of 74 miles per hour or greater. Hurricane winds can reach 160 miles per hour and extend inland for hundreds of miles. 

Hurricanes bring torrential rains and a storm surge of ocean water that crashes into land as the storm approaches. Hurricanes also spawn tornadoes.

Hurricane advisories are issued by the National Weather Service as soon as a hurricane appears to be a threat. The hurricane season lasts from June through November.

Planning Considerations

· Ask your local emergency management office about community evacuation plans. 

· Establish facility shutdown procedures. Establish warning and evacuation procedures. Make plans for assisting employees who may need transportation. 

· Make plans for communicating with employees' families before and after a hurricane. 

· Purchase a NOAA Weather Radio with a warning alarm tone and battery backup. 

· Listen for hurricane watches and warnings. 

· Hurricane Watch -- A hurricane is possible within 24 to 36 hours. Stay tuned for additional advisories. Tune to local radio and television stations for additional information. An evacuation may be necessary. 

· Hurricane Warning -- A hurricane will hit land within 24 hours. Take precautions at once. If advised, evacuate immediately. 

· Survey your facility. Make plans to protect outside equipment and structures. 

· Make plans to protect windows. Permanent storm shutters offer the best protection. 

· Covering windows with 5/8' marine plywood is a second option. 

· Consider the need for backup systems:

· Portable pumps to remove flood water 

· Alternate power sources such as generators or gasoline-powered pumps 

· Battery-powered emergency lighting 

· Prepare to move records, computers and other items within your facility or to another location.

TORNADOES.
Tornadoes are incredibly violent local storms that extend to the ground with whirling winds that can reach 300 mph. 

Spawned from powerful thunderstorms, tornadoes can uproot trees and buildings and turn harmless objects into deadly missiles in a matter of seconds. Damage paths can be in excess of one mile wide and 50 miles long.

Tornadoes can occur in any state but occur more frequently in the Midwest, Southeast and Southwest. They occur with little or no warning.

Planning Considerations

The following are considerations when planning for tornadoes:

· Ask your local emergency management office about the community's tornado warning system. 

· Purchase a NOAA Weather Radio with a warning alarm tone and battery backup. Listen for tornado watches and warnings. 

· Tornado Watch -- Tornadoes are likely. Be ready to take shelter. Stay tuned to radio and television stations for additional information. 

· Tornado Warning -- A tornado has been sighted in the area or is indicated by radar. Take shelter immediately. 

· Establish procedures to inform personnel when tornado warnings are posted. Consider the need for spotters to be responsible for looking out for approaching storms. 

· Work with a structural engineer or architect to designate shelter areas in your facility. Ask your local emergency management office or National Weather Service office for guidance. 

· Consider the amount of space you will need. Adults require about six square feet of space; nursing home and hospital patients require more. 

· The best protection in a tornado is usually an underground area. If an underground area is not available, consider:

· Small interior rooms on the lowest floor and without windows 

· Hallways on the lowest floor away from doors and windows 

· Rooms constructed with reinforced concrete, brick or block with no windows and a heavy concrete floor or roof system overhead 

· Protected areas away from doors and windows 

Note: Auditoriums, cafeterias and gymnasiums that are covered with a flat, wide-span roof are not considered safe.

· Make plans for evacuating personnel away from lightweight modular offices or mobile home-size buildings. These structures offer no protection from tornadoes. 

· Conduct tornado drills. 

· Once in the shelter, personnel should protect their heads with their arms and crouch down. 

SEVERE WINTER STORMS.
Severe winter storms bring heavy snow, ice, strong winds and freezing rain. Winter storms can prevent employees and customers from reaching the facility, leading to a temporary shutdown until roads are cleared. Heavy snow and ice can also cause structural damage and power outages. 

Planning Considerations

The following are considerations for preparing for winter storms:

· Listen to NOAA Weather Radio and local radio and television stations for weather information: 

· Winter Storm Watch -- Severe winter weather is possible. 

· Winter Storm Warning -- Severe winter weather is expected. 

· Blizzard Warning -- Severe winter weather with sustained winds of at least 35 mph is expected. 

· Traveler's Advisory -- Severe winter conditions may make driving difficult or dangerous. 

· Establish procedures for facility shutdown and early release of employees. 

· Store food, water, blankets, battery-powered radios with extra batteries and other emergency supplies for employees who become stranded at the facility. 

· Provide a backup power source for critical operations. 

· Arrange for snow and ice removal from parking lots, walkways, loading docks, etc. 

EARTHQUAKES.
Earthquakes occur most frequently west of the Rocky Mountains, although historically the most violent earthquakes have occurred in the central United States. Earthquakes occur suddenly and without warning. 

Earthquakes can seriously damage buildings and their contents; disrupt gas, electric and telephone services; and trigger landslides, avalanches, flash floods, fires and huge ocean waves called tsunamis. Aftershocks can occur for weeks following an earthquake. In many buildings, the greatest danger to people in an earthquake is when equipment and non-structural elements such as ceilings, partitions, windows and lighting fixtures shake loose.

Planning Considerations

The following are guidelines for preparing for earthquakes:

· Assess your facility's vulnerability to earthquakes. Ask local government agencies for seismic information for your area. 

· Have your facility inspected by a structural engineer. Develop and prioritize strengthening measures. These may include:

· Adding steel bracing to frames 

· Adding sheer walls to frames 

· Strengthening columns and building foundations 

· Replacing unreinforced brick filler walls 

· Follow safety codes when constructing a facility or making major renovations. 

· Inspect non-structural systems such as air conditioning, communications and pollution control systems. Assess the potential for damage. Prioritize measures to prevent damages. 

· Inspect your facility for any item that could fall, spill, break or move during an earthquake. Take steps to reduce these hazards: 

· Move large and heavy objects to lower shelves or the floor. Hang heavy items away from where people work. 

· Secure shelves, filing cabinets, tall furniture, desktop equipment, computers, printers, copiers and light fixtures. 

· Secure fixed equipment and heavy machinery to the floor. Larger equipment can be placed on casters and attached to tethers which attach to the wall. 

· Add bracing to suspended ceilings, if necessary. 

· Install safety glass where appropriate. 

· Secure large utility and process piping. 

· Keep copies of design drawings of the facility to be used in assessing the facility's safety after an earthquake. 

· Review processes for handling and storing hazardous materials. Have incompatible chemicals stored separately. 

· Ask your insurance carrier about earthquake insurance and mitigation techniques. 

· Establish procedures to determine whether an evacuation is necessary after an earthquake. 

· Designate areas in the facility away from exterior walls and windows where occupants should gather after an earthquake if an evacuation is not necessary. 

· Conduct earthquake drills. Provide personnel with the following safety information: 

· In an earthquake, if indoors, stay there. Take cover under a sturdy piece of furniture or counter, or brace yourself against an inside wall. Protect your head and neck. 

· If outdoors, move into the open, away from buildings, streetlights and utility wires. 

· After an earthquake, stay away from windows, skylights and items that could fall. Do not use the elevators. 

· Use stairways to leave the building if it is determined that a building evacuation is necessary. 

TECHNOLOGICAL EMERGENCIES.
Technological emergencies include any interruption or loss of a utility service, power source, life support system, information system or equipment needed to keep the business in operation. 

Planning Considerations

The following are suggestions for planning for technological emergencies. Identify all critical operations, including:

· Utilities including electric power, gas, water, hydraulics, compressed air, municipal and internal sewer systems, wastewater treatment services 

· Security and alarm systems, elevators, lighting, life support systems, heating, ventilation and air conditioning systems, electrical distribution system. 

· Manufacturing equipment, pollution control equipment 

· Communication systems, both data and voice computer networks 

· Transportation systems including air, highway, railroad and waterway 

Determine the impact of service disruption.

Ensure that key safety and maintenance personnel are thoroughly familiar with all building systems. 

Establish procedures for restoring systems. Determine need for backup systems. 

Establish preventive maintenance schedules for all systems and equipment. 
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ESF #6: 
Mass Care and Shelter

This ESF will explain processes and procedures needed for mass care of students and emergency personnel, if there is a need for them to stay on campus for an extended period of time. This ESF will address shelter-in-place procedures and emergency personnel care and placement during an emergency.

Lead Department:


Housing and Residence Life

Supporting Departments:


EH&S






Dean of Students






Student Health






Campus Recreation






University Union






Auxiliary Services






University Police






Purchasing






Human Resources






Athletics

External Supporting Departments:

American Red Cross






___________ Cty. Department of Social Services






Salvation Army

Congregate Care- Administration

Purpose:

This section is intended to provide the general information and guidance necessary to allow the University to meet the congregate care needs of students, faculty, staff and (potential) incoming evacuees from other areas. 

(Detail whom or what agency is responsible for sheltering, including food services. List contact names and all available telephone numbers, include pagers, cellular telephones, fax numbers, e-mail addresses, and any other contact information known as incidents may occur at any time.)

Responsibilities


Primary

The primary direction and control for congregate care operations will be through Auxiliary Services at the University. The primary agencies involved are:

· University Services- Auxiliary Services;

· Parking & Transportation- Emergency Busing/ Evacuation

· Housing and Residential Life- Emergency Housing

· University Dining Services- Emergency Food

· Office for Student Affairs- Emergency Housing


Support

The agencies that will provide support at the University for Congregate Care are;

· Campus Health Service- Non-Emergency Health Care/ Clinic

· Academic Health Center- Mass Care Assistance

· Counseling and Consulting Services- Crisis Counseling

· Research Animal Resources- Animal Care

· Recreational Sports- Emergency Housing

· Campus Student Unions- Emergency Housing

During a disaster the following agencies can and will provide support to the University and will work closely with the primary University departments to provide care.

· Red Cross- Congregate Care Operations

· Salvation Army- Congregate Care Support

Continuity of operations is essential among all of these departments. A Unified Command approach through the Emergency Operations Center will be used to provide the best care to the University. 
Congregate Care- Operations

Congregate Care Facilities – At the University, approximately 170 buildings are potentially available to provide temporarily shelter.

Congregate Care Information

General
Facilities in the University that could be used as reception and registration centers for incoming evacuees/disaster victims have been pre-identified. These facilities are listed in the Evacuation, Traffic Control, and Security Operations Annex of the Emergency Operations Plan.

· A listing of congregate care facilities is included in the Resource section.

· The congregate care facilities in the University/city that would be the most appropriate for housing institutionalized or special-needs groups have been pre-identified. Such facilities are identified in the Resource section.

· For certain types of disasters, evacuees/victims may need to be decontaminated prior to their entry into a shelter. (See Hazardous Materials Protection Annex)

· A listing of the (primary) government agencies/voluntary agencies in University that are responsible for meeting congregate care needs are shown under the Resources section.

Emergency Transportation

University Parking and Transportation Services (PTS) would be the foundation for the movement of people. In the event of an evacuation, PTS can provide emergency busing.

· PTS maintains contracts with providers of mass transit and will coordinate transportation needs with First Student Metro Transit.

· The coordination of the evacuation routes and locations will be coordinated by Auxiliary Services in the Emergency Operations Center. 
· Transportation Services would be the foundation for the movement of people. Should the movement of people require needs beyond the capabilities of the bus service; cars, vans, or trucks could be made available from Fleet Services with the needed operating procedures.

· PTS maintains contracts with providers of mass transit and will coordinate transportation needs with Metro Transit and First Student.

Emergency Housing

Available resources and facilities – Relocation of University Residents

Office for Student Affairs maintains an Operational Continuity Plan that addresses the possibility of the need to relocate residence hall residents. The Director of Office for Student Affairs will determine the availability of space within residence halls. He/she will consult with DEHS, Facilities Management, the Building Codes Official and HSEM regarding the selection of facilities. In the event that residence halls are not used as shelter sites, the expertise of the director will still be utilized to ensure the best possible site selection.

In the event of a need to provide Mass Care for residents of University owned housing, the Vice President for University Services and the Directors of Office for Student Affairs and University Dining Services will coordinate work with other agencies (for instance Recreational Sports, the Athletics Departments, ROTC) at the University to identify sites for reception, mass feeding, and/or shelter on our campus. 
The primary site will be _______ Memorial Union at the main campus and Student Center on the ________ campus.

The Associate Vice President for Student Affairs will be consulted in the event that shelters are established on campus either by internal determination of need or due to request for shelter space by outside agencies (e.g. Red Cross). In addition, s/he will be kept informed of the locations and status of off-campus shelters established for the benefit of Campus residents.

Requests for Assistance

The American Red Cross and the Salvation Army are experts in the establishment and operation of shelter and reception facilities. Requests to or from these agencies will be transmitted through the Department of Emergency Management. The Emergency Procedures Manual contains instructions for handling requests from the Red Cross or Salvation Army.

Emergency Food
University Dining Service (UDS) will be the primary agency providing direction for emergency food resources on the University Campus. UDS will work closely with the Red Cross and Salvation Army for food delivery operations and resources.

Counseling and Support;
The University Counseling and Consulting Services department (UCCS) and Campus Health Service Mental Health Clinic are available to provide immediate crisis intervention therapy for surviving victims, family members and disaster personnel following a disaster.

UCCS and Campus Health Service are prepared to provide brief crisis intervention to individuals as soon as practical after an emergency. The goals of this service are to provide victims the opportunity to talk over their concerns with trained mental health personnel to provide symptom relief, to aid in the restoration of the individual’s adaptive techniques to the pre-crisis level, and to help individuals arrive at immediate, adaptive ways of dealing with life situations brought on by the crisis. Providing crisis intervention services to individuals after traumatic experiences serves to relieve their symptoms of distress, enabling them to cope more effectively with the problems, and preventing the occurrence of more disabling psychological problems.

The crisis intervention service would be initiated immediately following the report of a crisis at the University. Some crisis intervention professionals would report to designated areas at the University while others on standby would await referrals. The service includes the following three elements:

Triage Center

One goal of the service is to provide emergency psychological assistance to victims of a disaster near the site of a disaster. The major focus of the professionals at the Triage Center would be to provide the opportunity for victims to relate their experiences and concerns and to provide emotional support to individuals disturbed by the situation.

Family Center

Another goal is to provide emergency emotional support to waiting families and friends who would report to a designated area. Volunteers will be called immediately following a disaster, and would report to designated areas. These volunteers would be available for emotional support with family members or disaster workers and would be available to receive telephone inquiries from family members who are away from the University. In addition, these professional volunteers might, if time permits, make telephone calls to relatives of victims.

The major focus of the emergency emotional support at the Family Center would be:

· To provide psychological assistance—e.g., grief counseling to individuals who have lost a family member in the disaster;

· To provide telephone support for family members who are not at the University;

· To provide information to family members and, if needed, to serve as a liaison for them;

· To serve as a referral source for various community services—e.g., legal aid, social services, etc.; and,

· To provide referral to a therapist if additional psychological attention is required.

Standby Crisis Intervention 

An important goal of the crisis intervention program is to provide free, immediately accessible psychological support to disaster victims and emergency personnel in need of attention in the aftermath of a disaster. Those on standby will be mental health professionals who volunteer to serve on a short-term emergency basis. They would be initially contacted, as needed, by administrative personnel or crisis intervention professionals.

A listing of professional organizations that might supply volunteer mental health professionals will be kept on file with Counseling and Consulting Services. Campus Ministry personnel will be on call to assist crisis intervention counselors as back up and to assist victims and families as needed.

Critical Incident Stress Debriefing/Crisis teams (CISD) for emergency responders are available by contacting the local community service (e.g. to arrange for CISD intervention for UPD personnel, UPD will contact local police).

Possible reception centers for the counseling and support operations are _______ Memorial Union and Recreational Sports for the main campus and the Student Center on the ________ campus.

Special Needs Populations

The Director of the Office of Disability Services should be consulted regarding special needs persons. The coordination of the evacuation and shelter needs will be identified in cooperation with the local Red Cross Chapter. 
Parking and Transportation Services can supply handicap accessible busses for transportation and or their resources.

Health and medical care will be coordinated through the Vice President of Academic Health and local Emergency Medical Service agencies. 

Congregate Care for Research and Domestic Animals;
The Department of Research Animal Resources (RAR) for the University is the primary caregiver for the protection of and relocation for any research animal at the University.

The relocation of animals during a disaster at the University will follow the operational guidelines set forth by Research Animal Resources (See Operational Continuity Plan). The University has a Research Emergency Response Team (RERT) that will coordinate with RAR for the care of the research animals. 

Assistance may be provided by a 3rd party under the direction and control of Research Animal Resources.

During a disaster the evacuation of the animals is considered a high priority due to the importance in research. Refer to the Research Animal Resources Animal Care Program Emergency Guide for additional assistance and information.

For the care of domestic animals, Research Animal Resources will assist in the coordination and arrangement of care for those animals. Veterinary Sciences/ Medicine will be the primary agency for the care of any sick and injured animals. 
Checklist for Opening Shelters

The following is a checklist of responsibilities and actions to be taken by the Emergency Management Director or his/her designee during evacuation situations:

The American Red Cross or the Salvation Army can be designated the responsibility for this area.

 FORMCHECKBOX 

Arrange for opening the shelters with owners; also, assign personnel to run shelters once opened.

 FORMCHECKBOX 

Coordinate assistance from the Red Cross, Salvation Army, religious groups and other volunteers.

 FORMCHECKBOX 

Coordinate the allocation of local congregate care space.

 FORMCHECKBOX 

Assign personnel and volunteers to congregate care facilities.

 FORMCHECKBOX 

Advise the University Relations to release information on the occupancy of congregate care facilities/mass care facilities.

 FORMCHECKBOX 

Allocate evacuees proportionately, keeping media informed of the situation and the persons who ca be contacted for information on evacuees.

 FORMCHECKBOX 

Distribute necessary supplies and services to each facility.

 FORMCHECKBOX 

Keep the chief elected official informed of actions taken, and any assistance needed from fire, law enforcement, or health officials.

 FORMCHECKBOX 

Issue information and instructions to evacuees regarding sheltering, lodging, feeding, health, and sanitation. 
 FORMCHECKBOX 

During a major evacuation, assign personnel to staging areas to determine transportation needs.

Volunteer Resources Coordinator

Coordination of volunteers will be conducted by; __________________________________

Contact Person: Office of Human Resources


Work:

Cell:

Duties include:

· Overall Coordination of volunteers

· Overall Recruitment of Volunteers

· Signatures

· Releases

· Job Duties

· Orientation and ongoing training

· Appropriate duties

· Phone network

· Coordination

· Work locations

Donated Goods Coordinator

The___________ will conduct coordination of donated goods. 

Contact Person: University Relations



Work:

Cell:

Duties Include:

· Overall coordination of donated goods

· Signatures

· Job Duties

· Training

· Appropriate duties




· Phone network

· Coordination

· Storage location

· Inventory

· Log

· Staffing

THE AMERICAN RED CROSS

(This section and the next refer to specific ARC and Salvation Army operations in one locality. Determine from your state or local Red Cross or the local Salvation Army organization as to what services and capabilities they can provide in regard to feeding, housing, and other support services that can be offered to persons in need.)

The American Red Cross Disaster Services can provide several direct client services, depending on the nature, the scope, and the needs caused by the specific event.

All Red Cross Chapters nationwide are expected to be able to initiate an appropriate response to begin these services for a disaster of any size. The following basic information briefly describes the services available. For detailed information on services and procedures, please refer to the American Red Cross Disaster Plan.

Emergency Housing (Red Cross terminology: Mass Shelter or Mass Care)

As soon as it becomes evident that a shelter may be needed to house disaster victims, the city or the Red Cross volunteers already at the scene should notify the Red Cross duty officer immediately. Generally our local policy has been to consider opening a shelter when there are at least 30 people who need temporary housing. Fewer numbers may be individually housed in hotels or motels. Because opening and maintaining a shelter commits considerable financial and personnel resources, only the Red Cross duty officer can authorize this action.

When the Red Cross operates a disaster shelter, certain basic services are provided to all clients. If any special care facility (nursing home, group home, homeless shelter) is affected by the disaster and sends its residents to a Red Cross shelter, the professional staff from that facility must accompany and stay with the residents to care for their particular needs.

The Red Cross maintains facility agreements with various public buildings for use as disaster shelters or service centers. A current list of these buildings in the city is attached to this section. In order to assume responsibility for any given disaster shelter, The Red Cross must open and operate the shelter in accordance with American Red Cross national policies, regulations, and procedures.

Emergency Feeding (Red Cross term: Mass Feeding or Mass Care)

Red Cross volunteer teams will initiate appropriate emergency feeding as soon as possible after a large-scale disaster strikes. The type of feeding and the location will depend on the time of day and the needs of the people affected. All pertinent public health regulations will be observed. The need for special diets is referred internally to Red Cross Disaster Health Services.

Emergency Clothing (Red Cross term: Family Service)

Red Cross Family Service provides financial assistance on a case-by-case basis to individuals and households affected by small and large-scale disasters. Assistance is based on verified disaster-caused need and is provided in the form of Red Cross disbursing orders (vouchers) made out to the retail store where the client wishes to obtain new clothing. Other items of assistance that may be provided by Family Service include shoes, beds and other essential household items, and occupational supplies.

If there is an urgent need for clothing for large numbers of disaster victims housed in a Red Cross shelter or other facility, the Red Cross will contact other members of local volunteer organizations, who are prepared to supply used clothing in mass quantities. Red Cross does not accept or distribute used clothing or household items.

Counseling

The Red Cross provides victim counseling in several ways, depending on the need. Red Cross Family Service workers are trained in basic interviewing skills. In addition, Red Cross Disaster Health Services volunteers are available to provide Red Cross health services coverage in Red Cross shelters and to interview individual clients regarding their disaster-caused or disaster-aggravated health needs. These volunteers include nurses, EMTs, paramedics and physicians. Red Cross Disaster Mental Health workers, all trained professionals, also are available on an individual or group basis to provide crisis intervention and immediate screening when needed. The Red Cross will provide disaster mental health coverage for Red Cross shelters and service centers as needed. Disaster clients with long-term or existing mental health needs will be referred to community providers. If supplemental counselors, such as chaplains, are needed in a Red Cross facility, the Red Cross will contact other members for assistance.

Information and Referral

The Red Cross provides client information and referral as part of its direct service to disaster victims in Red Cross shelters and service centers. In addition, personnel at the Red Cross Chapter are available by telephone to provide general information and referral services.

Callers may choose to contact the Red Cross or any of a number of other agencies or city departments. Sharing of resource information through the city EOC is essential. The Red Cross representative at the city EOC will share appropriate information with other member organizations.

Disaster Welfare Information

After disaster victims feel assured that their immediate needs for food, clothing, shelter, and medical attention are addressed, they typically experience considerable anxiety arising from concern that their family members and close friends may be unaware of their whereabouts and well-being. Persons outside the disaster area experience similar anxiety about the welfare of relatives and friends who may be disaster victims.

The purpose of Red Cross Disaster Welfare Information (DWI) is to provide services that alleviate such anxiety. DWI acts as a contact between disaster victims and their family members when disaster-caused displacement of people or disruption of normal communications precludes direct communication. Generally, the majority of the inquiries originate with people in other parts of the country calling their local Red Cross for information about a disaster elsewhere.

Following a sizable disaster, the Red Cross typically places a 48-hour moratorium on the acceptance and handling of Disaster Welfare Inquiries. During this time, priority is given to establishing shelter and feeding operations and to conducting a damage assessment.

The many alternatives of modern electronic communications have greatly decreased the need for and the numbers of disaster welfare inquires. Nevertheless, Red Cross nationwide will provide as much information as quickly as possible to inquirers through its own communications systems. Sharing of information on damage assessments, established shelters, evacuated areas, casualties, and medical facilities becomes essential not only within Red Cross but across agency lines. If possible, information about areas not affected should be communicated not only within the EOC but also to the public through the media. Such information decreases the anxiety of many potential callers and numbers of actual calls to the Red Cross and other organizations.

DISASTER SERVICES

· Emergency Housing

· Emergency Feeding

· Emergency Clothing

· Counseling

· Information and Referral

· Disaster Welfare Inquiry

THE SALVATION ARMY
The Salvation Army is capable of providing a variety of services to the faculty, staff, students, residents and emergency responders of the University. Some of these services are available for short-term emergencies (e.g. fires, SWAT actions, missing person searches, large community events, etc.) as well as longer-term disasters. However, the ability of The Salvation Army to provide the services and/or resources outlined below is dependent upon several factors that include, but are not necessarily limited to:

· the severity and nature of the emergency or disaster at the University

· the severity and nature of other emergencies, disasters or events occurring outside of the University community that place demands upon, or limit the resources available to the Salvation Army.

Mobile and Fixed Food Service:

With its Canteens (mobile kitchens – see Available Equipment below), The Salvation Army is capable of cooking and/or delivering hot food on scene to any emergency or disaster. These vehicles come with a crew of trained volunteers capable of serving food in a manner that is compliant with all state health regulations.

Shelter and Shelter Management: 
The Salvation Army can provide shelter in any one of many Corps buildings scattered throughout the area. The Salvation Army can also operate shelters in other facilities, as needed. The Salvation Army also works cooperatively with other agencies such as the American Red Cross. Shelter supplies are located at their headquarters. 

Chaplaincy/Ministerial Support: 
All Salvation Army officers (men and women) are ordained ministers in The Salvation Army church, an evangelical protestant denomination. For short-term emergencies, there is a Chaplain on call to support the Emergency Disaster Services. The Salvation Army also works with a metro-wide chaplaincy mutual aid group and several county chaplaincy groups.

Critical Incident Stress Management (CISM):

The Salvation Army has staff and volunteers trained in providing Critical Incident Stress Management (CISM) to individuals, volunteers, small community groups, or large community gatherings. The Salvation Army will not provide CISM services to professional responders (fire, law enforcement, EMS) because there are professional peer CISM groups available that are more appropriate for such work. The Salvation Army is also a leading agency in CISM Consortium and, therefore, has access to a number of other CISM groups available throughout the state.

Social Services: 
The Salvation Army has a number of trained and accredited social workers and intake staff members in the _______ metro area capable of operating Disaster Assistance Centers. Social Services provides vouchers for clothing, food, gas, medicine and other important immediate emergency basic needs to disaster victims. We also have agreements with other agencies, such as The American Red Cross, to help meet the needs of victims that cannot be met by those other agencies.

Donations Management / Distribution Centers
The Salvation Army can accept, process, and distribute new and used donated goods to disaster victims through Salvation Army Warehouses and Distribution Centers. The Salvation Army is a primary member of, and works closely with, the State Donations Coordination Team.
Volunteers and Volunteer Coordination
In cooperation with local government and other agencies, The Salvation Army can provide coordination of spontaneous, unaffiliated volunteers who come to assist with cleanup and other tasks after a major disaster. The Salvation Army can also provide trained consultants that help communities establish their own emergency volunteer coordination center.

Long-Term Recovery Assistance
Depending upon the needs of the affected community and the resources available, The Salvation Army can provide staff and volunteers to continue the operation of Distribution Centers, Social Service offices, etc., to assist with the long-term recovery of the community long after the initial emergency/disaster. The Salvation Army is committed to working with interfaith groups and Long Term Recovery Committees after major disasters.

Inter-Agency Cooperation

The Salvation Army strives to work closely with emergency management, fire departments, law enforcement and other government and voluntary agencies and organizations. At the national, state and local level, The Salvation Army is a leader in the efforts of Voluntary Organizations Active in Disaster (VOAD) to create opportunities for all voluntary organizations to communicate, cooperate, coordinate, collaborate with each other to develop partnerships that lessen duplication of services and identify service gaps during emergencies and major disasters. The Salvation Army regularly meets and works cooperatively with many other organizations, including the Minnesota Division of Homeland Security and Emergency Management, the American Red Cross, Catholic Charities, Lutheran Disaster Response, NECHAMA - Jewish Disaster Response, and more than 30 other voluntary organizations.

Congregate Care- Resources

(List as much contact information as can be determined. Thoroughness in preparation can mean a great deal as to results when an incident does occur. Accurately list the materials and services that can be supplied and the name of the responsible party along with as much contact information as possible.)

AMERICAN RED CROSS DISASTER SERVICES

24 Hour Number: 

Back-up Number: (Digital pager carried by staff person on call after hours)

Paid Personnel Directory: Office Phone numbers

	Position
	Name
	Telephone

	Director:
	
	

	Manager:
	
	

	Specialists:
	
	

	Administrative Assistant:
	
	


Services delivered by trained volunteer and paid staff.

Specialties:

· Mass Care (feeding and sheltering)

· Family Service (casework and financial assistance)

· Disaster Health Services (physical health

· Disaster Mental Health Services

· Disaster Welfare Inquiries

· Damage Assessment

· Other specialties supportive to Red Cross response

Equipment:

· Approximately 200 cots, 400 blankets for Red Cross shelters

· Comfort kits (toiletries)

· One feeding vehicles (ERV)

Materials & Supplies:

· Forms and supplies supporting delivery of American Red Cross Disaster Services.

· List of established facility agreements

Depending on size of disaster, the ___________ Area Chapter of the American Red Cross can request additional personnel and equipment through Red Cross channels.

University Congregate Care Shelter Capacity

(Briefly describe an inventory of sheltering spaces that are available and designate where they are. Drills and tabletop exercises can work out some of the difficulties that may come into play.)

Campus Student Union

7, 131

Campus Student Center

3, 370

Recreation Center:

Gyms:



2,000

Lounge areas:


  100

Total:



2100

_____ Hall:

Gyms



 250

Group Ex.



  75

Classrooms



  135

Pool 15 bleachers


  850
(Bleachers are condemned for use, but an official emergency may be an 






exception)

Total:


     
1,310

Field house:

With Code restrictions:

1,500

(With all doors opened)

5,000

Total:



5,000 max.

Aquatic Center:

Seating + tip and roll


2,550

Aquatic Lobby

 
 125

Total:



2,675

________ Gym:

Gymnasium



 560

Multi-Use rooms


 173

Total:



  733

Grand Total:



11,818

Additional Resources

Vans

Buses

Equipment & Resources:

(Describe adequately the equipment and resources that can be brought into play locally, statewide, and regionally.)

Canteens (Mobile Kitchens)

Metro Area Canteens: 

Three (3) mobile kitchens equipped with a stove, coffee maker, microwave oven, 7 KW generator, emergency floodlights, weather awning and two-way radio. These Canteens are capable of serving hot food, hot & cold liquids and snacks to several hundred people either in a fixed or mobile deployment.

Additional Canteens:

In the event of a major disaster, The Salvation Army, Northern Division, has ten (10) other Canteens, two (2) Canteen Trailers and one (1) Field Kitchen (a large, self-contained mobile commercial kitchen) deployed throughout Minnesota and North Dakota. In addition, The Salvation Army, Central Territory (the central 11 states) has more Canteens available, as do the other three (Eastern, Western and Southern) Territories.

Other Equipment/Supplies:
Equipment: 
The Salvation Army has a Disaster Warehouse located at its Divisional Headquarters in _________ stocked with a variety of emergency equipment such as generators, power washers, sump pumps, hand tools, food storage containers, two (2) portable emergency communications systems, etc.

Supplies: 
The Disaster Warehouse is also stocked with approximately 500 blankets, 250 cots or sleeping mats, 700 disaster cleanup kits, feeding supplies (cups, plates, napkins, etc.) and other supplies needed immediately during an emergency or disaster.

Communications:
Amateur Radio: 

The Salvation Army has communications that cover anything from local to international communications through the Salvation Army Team Emergency Radio Network (SATERN). SATERN is a volunteer group of Amateur Radio operators who assist The Salvation Army with a wide variety of radio, telephone and computer communications and technical skills. The Divisional Headquarters has a fully functional Amateur Radio station capable of local, state, national and international communications. The Disaster Warehouse also has one (1) portable Amateur Radio station that can be deployed outside of Headquarters and agreements with several Amateur Radio organizations to provide additional communications resources.

Business Band: 

With the help of its SATERN members, The Salvation Army also maintains two (2) completely portable UHF business band communications systems with repeaters capable of being transported and set up to support The Salvation Army any where in the Division within a few hours of arriving on scene. In addition, the _______ SATERN group has a permanently installed UHF business-band communications system that covers the entire seven county metro area allowing for both mobile and hand-held communications between of all of The Salvation Army’s vehicles and personnel.

Metropolitan Area Facilities:

University Emergency Vendors

Auxiliary Services- Shelter & Food

	Name
	Position
	Phone 1
	Phone 2

	
	Assoc. VP
	
	

	
	
	
	

	
	
	
	


Campus Health Services

	Name
	Position
	Phone 1
	Phone 2

	
	Director
	
	

	
	
	
	

	
	
	
	


Academic Health Center Emergency Response Team

	Name
	Position
	Office Phone
	Cell Phone
	Pager

	
	Public Health Officer
	
	
	

	
	Senior Vice President for Health Sciences;

Chair, AHC-ERT
	
	
	

	
	Director, AHC Emergency Preparedness
	
	
	

	
	Dean, Medical School
	
	
	

	
	Associate Dean, Medical School
	
	
	

	
	Director, CIDRAP
	
	
	

	
	AHC-ERT, Medical School
	
	
	

	
	Director, Center for Animal Health and Food Safety
	
	
	

	
	Director, AHC Communications
	
	
	

	
	Chief of Staff, Medical School
	
	
	

	
	Director, _______ Health Service
	
	
	

	
	Executive Vice Provost and Vice President for Faculty and Academic Programs
	
	
	


Buses: Parking and Transportation Services, University

	Name
	Position
	Phone 1
	Phone 2

	
	Transit Manager
	
	

	
	Transit Supervisor
	
	

	
	
	
	


Buses:

	Name
	Position
	Phone 1
	Phone 2

	
	Mgr. First Student Inc.
	
	

	
	Sup. First Student Inc.
	
	


Traffic Signs/ Control: Parking and Transportation, University

	Name
	Position
	Phone 1
	Phone 2

	
	Asst. Dir. Facilities
	
	

	
	Project Coordinator
	
	

	
	
	
	


Campus Student Unions

	Name
	Position
	Phone 1
	Phone 2

	
	Director
	
	

	
	Sr. Asst Director
	
	

	
	Asst. Dir. Facilities & Operations
	
	


Recreational Sports

	Name
	Position
	Phone 1
	Phone 2

	
	Director
	
	

	
	Sr. Asst Director
	
	

	
	Asst. Dir. Facilities
	
	

	
	Director, Aquatics
	
	

	
	Facilities Manager, Gym
	
	


Counseling & Consulting Service

	Name
	Position
	Phone 1
	Phone 2

	
	Director
	
	

	
	Senior Psychologist
	
	

	
	Senior Psychologist
	
	


General Evacuation Procedures

A power outage does not necessarily call for the evacuation of a building. The overall safety of the building must first be evaluated: lighting, hazardous materials, ventilation systems, and other hazardous operations. If the building can be safely occupied, evacuation is not necessary. If evacuation is ordered, follow these procedures:

Stay calm, do not rush, and do not panic

Safely stop your work

Gather your personal belongings if it is safe to do so. (Reminder: take prescription medications out with you if at all possible; it may be hours before you are allowed back in the building.)

If safe, take all quickly accessible personal property, close your office door and window, but do not lock them
Use the nearest safe stairs and proceed to the nearest exit. Do not use the elevator

Proceed to the designated Emergency Assembly Area (EAA) and report to your roll taker

Be attentive to any instructions from emergency responders

Do not re-enter the building or work area until you have been instructed to do so by the emergency responders

Evacuation, Shelter-in-place and Relocation

Due to incidents or emergencies, The University or city, county, state or Federal agencies may require partial or complete evacuation or shelter-in-place procedures.

Evacuation is the time-critical movement of personnel away from danger or contaminated areas.

Shelter-in-place involves taking shelter in secure areas of buildings or other infrastructure until hazardous material dissipates or the danger passes. Shelter-in-place may be ordered for those unable to evacuate or if it is decided that this is the optimum procedure for reducing exposure to hazardous materials.

Relocation refers to the movement of personnel to temporary housing due to damage or contamination of such infrastructure.

Evacuations

Evacuations may involve a single building, multiple buildings, a general evacuation (with essential personnel remaining) or a complete evacuation of the campus. The Office of the Director, Homeland Security will be responsible for developing and updating plans for each type of evacuation.

General and Complete Campus Evacuation Plans

Because the release of hazardous materials may involve a dangerous plume that moves according to environmental conditions especially wind currents, it is necessary to have several plans for evacuation. The objective is to avoid evacuation of personnel into the anticipated plume areas. The choice of which plan will depend on environmental conditions. Each plan must have one or more rally points where personnel report that they have successfully evacuated and may receive further instructions.

Multiple means of transportation will be used in evacuation to include:

· Walk/Bicycle

· Personal Vehicle

· Stinger Buses

· Other campus Vehicles (Vans)

· Busses/Trains

· Commercial Transportation (Buses, Trains and Airlines)

Relocation Plans

The Director of Homeland Security Staff, as part of the University Critical Incident Response Team, will develop relocation plans. Arrangements for temporary housing may involve movement:

· From closed building/area to other open buildings/areas on campus outside of threat area, i.e., Coliseum and SAC for large numbers, other safe academic/administrative buildings not in use for smaller numbers.

· From campus to employee/student homes.

· From campus to available commercial facilities (hotels, motels).

· From on-campus campus facilities to off-campus campus facilities.

· From campus to other University System facilities.

· From campus to other County designated shelter areas.

· From campus to other State designated shelter facilities.

Communications Methods for Evacuation, Shelter-in-place, Quarantine and Relocation

Communications from The University emergency officials to students and staff will involve all available means to include:

· Telephone to Building Managers with phone, public address word of mouth within each building.

· Internet List serve and WWW page disseminated by hardwire or wireless.

· Campus cable television.

· Campus radio.

· Reverse 911 telephones.

· Pre-positioned street signs providing directions or electronic kiosks that provide voice and electronic signage.

· Megaphones by UPD or Building Managers

Communications from students and staff to emergency officials at rally points will communicate by providing name and identification number on preprinted forms and/or collection of such information by portable card readers.

Continuity of Operations Plans

Each campus organization shall have a reconstitution plan for their operations that should involve preserving duplicate copies of records, software, etc. at a second location. The Office of Homeland Security will assist and approve such plans.

Campus Emergency Evacuation Guidelines

An evacuation is defined as the emptying of an occupied area and the transference of its occupants to a safe location. A critical element of any evacuation is transportation. In many campuses and communities, auto-dependent commuters congest roadways to the point of “gridlock.” The dense urban population, high number of resident students, and use of transportation alternatives at the University must be taken into account when planning the steps necessary to evacuate all campus occupants, whether they arrived by public transit, single-occupant auto, carpool, vanpool, or bicycle.

The character and immediacy of the emergency directly affects the means by which people will leave their building or area of campus. There are two stages of evacuation:

Stage 1

Emergency Preparedness Coordinators (EPCs) will ensure that all members of their responsible department/unit (and any related students or visitors) will proceed to the Emergency Assembly Area (EAA) for their particular building. The Department/Unit Safety Coordinator (if applicable) serves as liaison with the EPC to ensure that the building is appropriately secured and that all known personnel are accounted for, utilizing available resources and information.

Stage 2
In a campus-wide emergency, EPCs or their designees will report to their respective EMA command posts and deliver a status report on their individual buildings and occupants to the Incident Commander. Resources and emergency response teams will be coordinated from each EMA command post.

In a major emergency, the decision to implement evacuation procedures generally rests with the Chair of the Policy Group. In situations requiring immediate action, public safety responders (Police, Fire, EH&S) can also order an evacuation. When evaluating the possible evacuation, consideration will be given to the specific threat (bomb, fire, storm, explosion, hazardous materials release, etc.), its context (time of day, likelihood, etc.), and the recommendation of the public safety officials. 
In building-specific emergencies, follow these evacuation guidelines: 

When a fire alarm sounds everyone must evacuate, in accordance with State of _______ and the _______ Board of Regents regulations. 
In the event of a bomb threat, the campus Security and Police Department has sole authority to assess the credibility of the threat and to determine whether to evacuate the site. 
For incidents involving hazardous materials, established department protocols for notification and response should be followed.

Emergency Preparedness Guidelines for People with Disabilities

· Make your environment fire safe (make sure your exit route is clear).

· Keep sufficient emergency supplies to last three days (include food, water, prescription medicines and any other supplies you might need)

· Become familiar with alternate routes in buildings you use frequently

· Learn what may constitute a safe area in buildings you use frequently

· If these “Emergency Procedures” guidelines do not apply to you, develop other strategies for your protection. For example, if you use a wheelchair and cannot duck and cover under a table: 

· Protect your head as much as possible

· Move away from windows, filing cabinets, bookcases, light fixtures, and heavy objects that could shatter, fall, or tip over

· Engage the electronic brake or wheel locks on your wheelchair

· Consider various disaster scenarios and decided ahead of time what you would do in different emergencies. 

For example, people with power wheelchairs should consider the following:

· In evacuations, it is standard practice to evacuate disabled people without their wheelchairs. Where should you be located while waiting for your wheelchair?

· Are there certain medications or support systems that you need?

· Do you have access to another wheelchair if yours cannot be evacuated?

· Know your limitations and be aware of your needs in different emergencies.

· If you need assistance, ask for it. People may not be aware of your circumstances or know how they can help.

· Consider how people will give you emergency information and how you will communicate your needs if you have impaired speaking, hearing, or sight.

· Consider arranging a buddy system with friends or colleagues so that someone will check with you, alert you as necessary, and see whether you need any assistance.

· If you need to be evacuated, help yourself and rescuers by providing them with information about your needs and the best ways to assist you.

Campus Evacuation Policy for People with Disabilities

The following guidelines have been adopted by the University to assist in planning for the evacuation of people with physical disabilities.

In all emergencies:

AFTER AN EVACUATION HAS BEEN ORDERED:

· Evacuate people with disabilities if possible

· DO NOT use elevators, unless authorized to do so by police or fire personnel. Elevators could fail during a fire or major earthquake

· If the situation is life threatening, call 9-1-1

· Check on people with special needs during an evacuation. A “buddy system,” where people with disabilities arrange for volunteers (co-workers/neighbors) alert them and assist them in an emergency, is a good method

· Attempt a rescue evacuation ONLY if you have had rescue training or the person is in immediate danger and cannot wait for professional assistance

· Always ASK someone with a disability how you can help BEFORE attempting any rescue technique or giving assistance. Ask how he or she can best be assisted or moved, and whether there are any special considerations or items that need to come with the person

RESPONSES TO EMERGENCIES
Blindness or Visual Impairment
Bomb Threat, Fire, Hazardous Materials Releases, and Power Outages:

· Give verbal instructions to advise about safest route or direction using compass directions, estimated distances, and directional terms

· DO NOT grasp a visually impaired person’s arm. Ask if he or she would like to hold onto your arm as you exit, especially if there is debris or a crowd present

· Give other verbal instructions or information (i.e. the elevators cannot be used)

Deafness or Hearing Loss

Bomb threat, Fire, Hazardous Materials Releases, and Power Outages:

· Get the attention of a person with a hearing disability by touch and eye contact. Clearly state the problem. Gestures and pointing are helpful, but be prepared to write a brief statement if the person does not seem to understand

· Offer visual instructions to advise of safest route or direction by pointing toward exits or evacuation maps

Mobility Impairment
Bomb Threat, Fire, and Hazardous Materials Releases:

· It may be necessary to help clear the exit route of debris (if possible) so that the person with a disability can move out or to a safer area

· If people with mobility impairments cannot exit, they should move to a safer area, e.g.

· Most enclosed stairwells

· An office with the door shut with is a good distance from the hazard (and away from falling debris in the case of earthquakes)

· If you do not know the safer areas in your building, call the Building Manager as designated through this plan

· Notify police or fire personnel immediately about any people remaining in the building and their locations

· Police or fire personnel with decide whether people are safe where they are, and will evacuate them as necessary. The Fire Department may determine that it is safe to override the rule against using elevators

· If people are in immediate danger and cannot be moved to a safer area to wait for assistance, it may be necessary to evacuate them using an evacuation chair or a carry technique

Power Outages:

If an outage occurs during the day and people with disabilities choose to wait in the building for electricity to be restored, they can move near a window where there is natural light and access to a working telephone. During regular building hours, Building Managers should be notified so they can advise emergency personnel

If people would like to leave and an evacuation has been ordered, or if the outage occurs at night, call the UPD at 911 from a campus telephone to request evacuation assistance from the Fire Department

EMERGENCY EVACUATION OF PEOPLE WITH DISABILITIES
Evacuate a disabled or injured person alone only as a last resort. Consider your options and the risks of injuring yourself and others in an evacuation attempt. Do not make an emergency situation worse.

Evacuation is difficult and uncomfortable for both the rescuers and people being assisted. Some people have conditions that can be aggravated or triggered if they are moved incorrectly. Remember that environmental conditions (smoke, debris, loss of electricity) will complicate evacuation efforts.

The following guidelines are general and may not apply in every circumstance:

· Occupants should be invited to volunteer ahead of time to assist disabled people in an emergency. If volunteers are not available, designate someone to assist who is willing to accept the responsibility

· Volunteers should obtain evacuation training for certain types of lifting techniques, if available

· Two or more trained volunteers, if available, should conduct the evacuation

· DO NOT evacuate disabled people in their wheelchairs. This is standard practice to ensure the safety of disabled people and volunteers. Wheelchairs will be evacuated later if possible

· Always ASK disabled people how you can help BEFORE attempting any rescue technique or giving assistance. Ask how they can best be assisted or moved, and if there are any special considerations or items that need to come with them

· Before attempting an evacuation, volunteers and the people being assisted should discuss how any lifting will be done and where they are going

· Proper lifting techniques (e.g. bending the knees, keeping the back straight, holding the person close before lifting, and using leg muscles to lift) should be used to avoid injury to rescuer’s backs. Ask permission of the evacuee if an evacuation chair or similar device is being considered as an aid in an evacuation. When using such devices, make sure the person is secured properly. Be careful on stairs and rest at landings if necessary

· Certain lifts may need to be modified depending on the disabilities of the people

SUMMARY
Prepare occupants in your building ahead of time for emergency evacuations. Know your building occupants. Train staff, faculty, and students to be away of the needs of people with disabilities and to know how to offer assistance. Hold evacuation drills in which occupants participate, and evaluate drills to identify areas that need improvement. Plans must cover regular working hours, after hours, and weekends.

Every person needs to take responsibility for preparing for emergencies. People with disabilities would consider what they would do and whether they need to take additional steps to prepare.

This page intentionally left blank.

(The following section is actually a template for a Building Emergency Plan, also known as an Emergency Action Plan. Copy this as a separate document and then go to the Tools Menu and Protect the BEP document as a “Form” after inserting all your telephone numbers and incident specific information.)

Instructions for Completing the Building Emergency Plan Template (EAP)

The Building Emergency Plan (BEP) Template was created by Environmental Health and Public Safety (EH&PS). This is intended to be a tool to identify the specifics of your building and information required for your BEP.

Instructions

Some of the information requested may not be available or necessary for your building. Similarly, you may know of additional information in your building that would be of assistance to your occupants in an emergency. Feel free to adapt this document in the way that best serves YOU!

Enter your building’s specific information into the corresponding text form fields (i.e..      ) by using the mouse pointer (double click on the text form field) or use the "Tab" key to navigate to the next field. The entire field will then become highlighted and you can start typing requested information as normal text. Do not worry about any default instructional text that may already be in the form fields, it will disappear when you start typing in your new information. Some of the information requested may not be available or necessary for your building. Similarly, you may know of additional information in your building that would be of assistance to your occupants in an emergency. If you need to customize the template by adding more information or removing unavailable or unnecessary requested information you must first unprotect the document. To unprotect the document click Tools on the menu bar then click Unprotect Document. When you unprotect the document, you can make any other edits that you wish. 
After you have completed your Building Emergency Plan (BEP), and it has been reviewed by all of the departments located in your building, please send a copy to EH&PS at LMSB for our files. 
The next step is to put the program into action. Send a copy of the BEP to one person in each department that has employees in your building for distribution.

If you need assistance in preparing this template, please contact:

Please Note: You need to review the BEP at least annually and revise it when there are changes. Send an updated copy to a member of each department in your building.

This page intentionally left blank.

Insert institutional logo Here

Insert Your Building Name Here:

Emergency Action Plan

Date Adopted: 

Date Revised: 

Prepared By: Name
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YOUR BUILDING EMERGENCY action PLAN

As a member of the University Community, you should be familiar with the University Emergency Procedures Handbook. This manual describes the procedures to follow in a variety of emergencies.

As a building occupant, you need to be familiar with your specific building emergency plan. Read it carefully. If you have any questions, consult your Department Safety Coordinator or Safety Committee representative. Keep the following in mind as you read this document:

· Evacuation routes, exit points, and where to report for roll call after evacuating the building

· When and how to evacuate the building

· Locations of emergency materials that may be needed in an emergency, such as fire extinguishers and fire pull alarms

· Proper procedures for notifying emergency responders about an emergency in the building or work area (dial 911)

· Additional responsibilities, specific to your building

Building Information

	Building Name:


	     

	Building Deputy (BD):


	     
	Email:
	     

	BD Campus Address:


	     

	BD Telephone No.:


	     
	FAX No.:
	     

	Alternate BD:


	     
	Email:
	     

	Alternate BD Campus Address:


	     

	Alternate BD Telephone No.:


	     
	FAX No.:
	     


Building Description:

Describe the building (e.g., number of floors, major uses of building) here.
EAA* Location:

Describe the Emergency Assembly Area location here.
Departments

List all departments with employees in your building.

	Department
	Safety Coordinator
	Phone
	Building
	Room

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Building Safety Committee

All departments with employees in your building should be represented on your committee. List Committee members and positions (chair, vice-chair, other officers, members, etc.).

	Name & Position
	Department
	Phone
	Building
	Room

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Critical Operations

In this section, include information about critical operations that require special care during an emergency. Be sure to check with each department before completing this section. Employees may need to notify University Fire about the following critical operations: 

	Operation
	Room
	Department
	Responsible Person
	Phone

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


· EMERGENCY PROCEDURES

If you are at an off-campus facility, please list any other relevant telephone numbers, including the closest medical facility.

Immediate Emergency Notification

In a life-threatening emergency dial 911 from a public or campus telephone.

Information Numbers

Department Phone Number: Insert your department phone number here.
Fire: UFD xxx-xxxx (if applicable)

Police: UPD xxx-xxxx 
Closest Medical Facility: If you are at an off-campus facility enter the closest medical facility telephone number here.
Radiological and Environmental Management: xxx-xxxx

Physical Facilities Services: xxx-xxxx

Physical Facilities Services Zone: Insert your zone telephone number here.
Building Alarm(s)

Indicate all of the alarms that occupants should be able to identify. There may be several alarms in or near your building, such as elevator alarms, evacuation alarms, biosafety hood or fume hood alarms. Describe the different sounds, the significance of each alarm, and the appropriate occupant response to each alarm. Add other steps, actions, or precautions specific to your building or work area.

Insert your Building Alarm infrmation here. You can enter as much informatiion as needed.
Evacuation Plan

This plan can be developed with input from the Director of Emergency Planning, taking into specific building and occupant needs. He can be reached at 4-9923. Add other steps, actions, or precautions specific to your building or work area.  Determine a meeting (head count) area, away from the building and in a location that will not interfere with emergency personnel. 

Insert your Evacuation Plan here. You can enter as much informatiion as needed.
Fire Procedures

A building occupant is required by law to evacuate the building when the fire alarm sounds. Do not re-enter the building or work area until you have been instructed to do so by the emergency responders. Add other steps, action, or precautions specific to your building or work area.

Insert additional fire procedures here. You can enter as much informatiion as needed.
Tornado

A building occupant is required by law to evacuate the building when the fire alarm sounds. (?)

A tornado is defined as a violent rotating column of air extending to the ground. The most violent tornadoes are capable of tremendous destruction with wind speeds of 250 mph or more. Damage paths can be in excess of one mile wide and 50 miles long. Tornados may occur with little or no advanced warning or siren activation. In some circumstances, it may be necessary to move to a concrete building.

List all appropriate take cover areas here.
Medical Emergencies

Fire Department personnel are trained certified Emergency Medical Technicians. They will respond to medical emergencies on campus. Any injury occurring as a result of an existing hazardous condition should be reported to the University Police Department.

Illness or Injury to Students

During operational hours, graduate student staff, undergraduate student, administrative and professional assistants, and ROTC personnel are eligible for full care at the Student Health Center. Students with minor illnesses or injuries may be referred to the Student Health Center. 
Illness or Injury to Faculty/Staff

Emergency treatment for job-related injury or medical illness may be obtained by calling the University Emergency Dispatch Center at 494-8221 or 911. The Center will dispatch the appropriate emergency response personnel. The Police Department and Fire Department will respond and arrange for transportation if required.

An Employer’s Report of Injury/Illness of Employee form must be completed for all incidents of job related illness and injury. Please call the Compensation and Benefits section of Personnel Services for forms and assistance.

Illness or Injury to Visitors or Guests

Request emergency medical assistance by calling the Emergency Dispatch Center at 911.

First Aid

If you provide first aid, consider the following:

· Is immediate action needed in order to save a life?

· Will I place myself in harm or jeopardy?

FIRST AID IS FIRST AID ONLY!! DO NOT JEOPARDIZE YOUR HEALTH OR THE HEALTH OF THE PATIENT. WAIT FOR PROFESSIONAL HELP IF YOU ARE NOT ABLE TO PROVIDE FIRST AID SAFELY OR ARE NOT TRAINED IN FIRST AID.

To obtain prompt professional emergency medical treatment, you should request the University ambulance. The following is a brief summary of the procedures for requesting the University ambulance.

1. Dial 911.

2. Provide:

A. Your name and telephone number.

B. Location of the emergency (Building and Room Number).

C. The extent of the accident/injury and number of people involved.

D. Location where someone will meet the ambulance for directing personnel to the injured.

3. Notify the supervisor in the area immediately.


The individual making the call should continue to stay on the phone with the dispatcher and answer as many questions as possible regarding the condition of the injured person so that information can be forwarded to the responding emergency personnel.

The University Fire Department maintains an Advanced Life Support Transport Service. Medical emergencies should not be transported in personal or University vehicles. The ambulance is on call 24 hours a day.

	Section 2.2 

EMERGENCY ACTION

	1.
	Call 911 or use Emergency Call Box and report incident.

	2.
	Do not move the patient unless safety dictates.

	
	

	
	

	
	


 -( - - Add other steps, action or precautions specific to your building or work area.

Crime and Violent Behavior

	Section 2.3 



EMERGENCY ACTION

	In Progress Incidents:

	1.
	(a) Protect yourself first

	2.
	(b) Call 911

	Give your name and location. The dispatcher should be told that the incident is in progress.


The University Police Department, located in _____ House, is staffed 24 hours a day for your assistance and protection. They are available seven days a week all year long.

REPORTING CRIMES IN PROGRESS

If you are a victim or a witness to any in-progress criminal offense, report the incident as soon as possible to the appropriate Police Department serving your area. You should attempt to provide as much of the following information as possible.

1. Nature of the incident. MAKE SURE the dispatcher understands that the incident is in progress!

2. Location of the incident.

3. Description of suspects involved.

4. Injuries that have occurred.

5. Description of any weapons involved.

6. Description of property involved.

Stay on the line with the dispatcher until help arrives. Keep the dispatcher updated on any changes so responding units can be updated. Even if you cannot communicate, keep the line open. The dispatcher may be able to learn more about what is happening.

REPORTING CRIMES NOT IN PROGRESS

If you have become a victim of a crime and it is not an emergency or life-threatening situation, telephone the local jurisdictional Police Department and be prepared to provide at least the following information:

1. Your name.

2. Your address.

3. Your telephone number.

4. A brief synopsis of what occurred.

5. Your exact location at the time of the call (room #, apartment #, campus building, etc.).

EMERGENCY TELEPHONE SYSTEM

Located at almost every street intersection and other strategic locations on the University Campus are emergency telephone call boxes we call “ETS” (Emergency Telephone System) boxes. The ETS boxes are painted yellow, have a yellow light on top and are marked “EMERGENCY”.

In the event of an emergency, to use the Emergency Telephone System:

· open the door

· push the button

In a matter of only a few seconds, University Police Headquarters will answer.

Stay on the line with the dispatcher until help arrives. Keep the dispatcher updated on any changes so responding units can be updated. Even if you cannot communicate, keep the line open. The dispatcher may be able to learn more about what is happening.

Psychological Crisis

A psychological crisis exists when an individual is threatening harm to themselves, or is agitated and disruptive.

If a psychological crisis occurs:

1.
Students:
Contact Counseling and Psychological Services (CAPS) at xxx-xxxx or xxx-xxxx Monday - Friday between 8 a.m. and 5 p.m.

During the academic year, after hours call xxx-xxxx Monday – Friday from 5 – 11 p.m. and Saturday and Sunday between 10 a.m. – 6 p.m.

	Section 2.4 


EMERGENCY ACTION

	Call 911
	(If the situation becomes violent or life threatening)

	Counseling and Psychological Services
xxx-xxxx

	Employee Assistance Program
xxx-xxxx

	Crisis Center
xxx-xxxx


2. Faculty and Staff:
Contact the Employee Assistance Program (EAP) at xxx-xxxx Monday - Friday from 8 a.m. – 12 p.m. and 1 p.m. – 5 p.m.

3. After hours, contact University Police at 911.

4. At any time, contact the Crisis Center at xxx-xxxx.

In an unusual or potentially dangerous situation, remember the following:

1.
Never try to handle a situation that you feel might be dangerous. Call CAPS, EAP, or the University Police for help.

2.
Notify University Police at 911 and clearly state that you need immediate assistance. Give your name, location, and state the nature of the problem.

Bomb Threats

All bomb threats must be treated as a serious matter. To ensure the safety of the faculty, staff, students, and the general public, bomb threats must be considered real until proven otherwise. In most cases, bomb threats are meant to disrupt normal activities. However, building evacuation is not a decision for anyone to make except the proper authorities. The procedures described below should be implemented regardless of whether the bomb threat appears real or not.

	Section 2.5 
EMERGENCY ACTION

	1.
	Call 911 or use Emergency Call Box and report incident.

	If a suspicious object is observed:

	1.
	Don’t touch it!

	2.
	Evacuate the area.


All personnel should acquaint themselves with the following procedures:

A. If a suspicious object or potential bomb is discovered, DO NOT HANDLE THE OBJECT, CLEAR THE AREA, AND CALL 911. Be sure to include the location and appearance of the object when reporting.

B. If a phone call bomb threat is received, ask the caller the following questions and record the answers:

1. When is the bomb going to explode?

2. Where is the bomb located?

3. What kind of bomb is it?

4. What does it look like?

5. Why did you place the bomb?

Keep the caller talking as long as possible and try to determine and record the following information also:

1. Time of call.

2. Age and sex of caller.

3. Speech pattern, accent, possible nationality, etc.
4. Emotional state of caller.

5. Background noise.
DO NOT HANG UP THE PHONE THAT THE CALL CAME IN ON. USE ANOTHER PHONE TO CALL 911.

If an evacuation alarm sounds, follow established building evacuation procedures (See BUILDING EVACUATION.

	Section 2.6 
EMERGENCY ACTION

	1.
	Take cover.

	2.
	Call 911.

	
	


Explosion

In the event of an explosion or similar emergency, take the following action:

A. Immediately take cover under tables, desks, etc., which will provide protection from falling glass or debris.

B. Phone 911.

Provide the following information:

1. Location.

2. Area where explosion occurred.

3. Cause of explosion, if known.

4. Number and type of Injuries.

BEFORE YOU HANG UP, MAKE SURE THE EMERGENCY SERVICES DISPATCHER HAS ALL THE INFORMATION NEEDED.

C. Evacuate the area as soon as it is safe to do so, following established building evacuation procedures (See BUILDING EVACUATION).

Hazardous Material Spill/Release

	Section 2.7 


EMERGENCY ACTION

	Call 911 or Use Emergency Call Box and report incident.

	Secure the area.

	Assist the injured.

	Evacuate if necessary.


For spills, releases or incidents requiring special training, procedures, equipment (PPE) that is beyond the abilities of present personnel, take the following steps:

A. Immediately notify affected personnel and evacuate the spill area. Pull the fire alarm if building evacuation is required.

B. Call 911 to report the incident.

C.
Give the operator the following information:

1.
Your name, telephone number, and location.

2.
Time and type of incident.

3.
Name and quantity of the material, if known.

4.
Extent of injuries or damage, if any.

D.
The key person on site should evacuate the affected area at once and seal it off to prevent further contamination of others until the arrival of emergency personnel.

E.
Anyone who is contaminated by the spill should avoid contact with others as much as possible; remain in the vicinity, and give his/her name to the emergency personnel.  Washing off contamination and any required first aid should be started immediately.

F.
No effort to contain or clean up spills and or releases should be made unless you have been trained.

G.
Take appropriate steps to make sure no one evacuates through the contaminated area.

H.
If an alarm sounds, follow established building evacuation procedures (see Building Evacuation).

I.
A campus Emergency Command Post may be set up near the emergency site. Keep clear of the command post unless you have official business.

J.
Do not re-enter the area until directed by emergency personnel.

Earthquake

Unlike other emergencies, the procedures to deal with an earthquake are much less specific. Since earthquake magnitude cannot be predetermined, everyone must initiate emergency precautions within a few seconds after the initial tremor is felt, assuming the worst possible case.

The best earthquake instruction is to take precautions before the earthquake (e.g., secure or remove objects above you that could fall during an earthquake).

	Section 2.8 EMERGENCY ACTION

	1.
	Take cover.

	2.
	Call 911 or use Emergency Call Box if emergency assistance is necessary.

	3.
	Evacuate if alarm sounds or if told to do so by emergency personnel.


A.
During the earthquake:

1. Remain calm and ACT, don’t react.

2. If indoors, seek refuge under a desk or table or in a doorway and hold on. Stay way from windows, shelves, and heavy equipment.

3. If outdoors, move quickly away from buildings, utility poles, overhead wires, and other structures. CAUTION: Avoid downed power or utility lines as they may be energized. Do not attempt to enter buildings until you are advised to do so by the proper authorities.

4. If in an automobile, stop in the safest place available, preferably an open area away from power lines and trees. Stop as quickly as safety permits and stay in the vehicle for the shelter it provides.

B.
After the initial shock:

1. Be prepared for aftershocks. Aftershocks are usually less intense than the main quake, but can cause further structural damage.

2. Protect yourself at all times.

3. Evaluate the situation and call 911 for emergency assistance, if necessary.

4. Do not use lanterns, torches, lighted cigarettes, or open flames, since gas leaks could be present.

5. Open windows, etc., to ventilate the building. Watch out for broken glass.

6. If a fire is caused by the earthquake, implement the FIRE PROCEDURES.

7. Determine whether or not anyone has been caught in the elevators or was trapped by falling objects. If so, call 911.

8. If the structural integrity appears to be deteriorating rapidly, evacuate the building.

DO NOT USE THE TELEPHONE UNLESS IT IS ABSOLUTELY NECESSARY FOR EMERGENCIES. Heavy use of the telephone will tie up the lines and prevent emergency calls from going out.

C. Damaged facilities should be reported to Public Safety. (NOTE: Gas leaks and power failures create special hazards. Please refer to the section of the handbook on UTILITY/ELEVATOR FAILURE.)

D. If an emergency exists, call 911.

E. If the evacuation alarm sounds, follow established building evacuation procedures (see BUILDING EVACUATION).

F. Should you become trapped in a building, DO NOT PANIC!

1. If a window is available, place an article of clothing (shirt, coat, etc.) outside the window as a marker for rescue crews.

2. If there is no window, tap on the wall at regular intervals to alert emergency crews of your location.

3. Emergency Personnel will check buildings immediately after a major quake. 
Custodial Services

Indicate here who provides custodial services to your building, along with contact information. A schedule of custodial services in this building may be obtained by contacting Physical Facilities Buildings and Grounds.
Training and Documentation

Training is an integral part of the safety and preparedness program for your building. It is the responsibility of each department to ensure all their employees are trained on the Building Emergency Plan for the building(s) they occupy. It is the responsibility of the occupant to become familiar with the Building Emergency Plan, to know evacuation routes and assembly areas, and to attend training(s) given by their department.

Departments can request fire extinguisher training from Fire Equipment Services at: xxx-xxxx.

· Drills

Building evacuation drills are optional (with the exception of the residence halls). If your building wishes to have a drill, the Building Deputy may coordinate the drill and document it. The University Fire Department can help you in your planning: xxx-xxxx
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Appendicies

APPENDIX A: Acronyms and Term Definitions

Acronyms

BD: Building Deputy

BEP: Building Emergency Plan

EAA: Emergency/Evacuation Assembly Area

UFD: University Fire Department

UPD: University Police Department

REM: Radiological and Environmental Management

Term Definitions

Building Deputy: The building deputy is a University employee who has a defined role in each campus building. In an emergency, the Building Deputy should report to the Incident Command location to provide building information to emergency responders. The “all clear” information will typically be communicated to the Building Deputy, when it is safe to return to the building, so that the occupants can be notified.

Building Emergency Plan: The plan is a document that consists of emergency procedures, activities for preparing for emergencies, and roles and responsibilities of building occupants.

Building Safety Committee: A group composed of members of each department in the building, generally chaired by the Building Deputy or other employee, charged with overseeing building safety concerns.

Department Safety Coordinator: This coordinator is a University employee who assists department management in coordinating, implementing, and documenting the department’s safety program. This includes ensuring that the Department Safety Committee meets regularly, conducting periodic workplace inspections, and becomes or remains a participant in the Integrated Safety Program.

Department Safety Committee: A group composed of department representatives from each major unit of the department. If a department occupies different buildings, ideally, representatives from each building serve on the committee. Primary functions include:

· Serve as a forum for department employees to report and discuss safety or environmental improvements needed 

· Identify employee needs for safety training and request training sessions accordingly

· Coordinating Safety Self Audits on a regular basis; assisting department management in prioritizing actions to address safety concerns

· Disseminating Information about requirements concerning workplace health, safety, and environmental protection

EAA (Emergency Assembly Area): A pre-designated safe location near a building where building occupants assemble and report to the Roll Taker(s) after evacuating their building.

Emergency Responder(s): Person(s) who provide assistance in an emergency (or potential emergency) situation in a building. They are not building occupants and may be from University Police, University Fire department, REM, Physical Facilities, etc. In critical situations, they may take charge of the building and have full authority over activities in and around the building.

Roll Taker: A building occupant assigned to take roll at the emergency assembly area (EAA) after a building evacuation.

Appendix B: Resource List

Radiological and Environmental Management: xxx-xxx-xxxx

Information on various safety topics, including hazard evaluations and employee training can be found online at:

Physical Facilities: xxx-xxx-xxxx

Installation and repair of facility safety equipment; maintenance services can be found online at 

University Police: xxx-xxx-xxxx

Information on personal safety in the workplace can be found online at:

University Fire: xxx-xxx-xxxx

Information on training and services cand be found @:

Emergency Support Function Annex #7
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ESF #7: 
Finance and Resource Management

This ESF will explain how resources are obtained and given, both within the university and outside the university through ___________ County. This ESF will also describe how finances are managed during and following an emergency or disaster, including how to handle FEMA reimbursements.

Lead Department:


Business Affairs (Associate VCBA – Business and Support Services)

Supporting Departments:

Human Resources

Accounting

Purchasing

Risk Management

Office of Facilities

External Supporting Departments:
___________ County Office of Emergency Management

Finance -- Administration
Purpose

To provide an overview of how financial accountability is maintained during a disaster at the University Campus. 

Responsibilities

Refer to Direction and Control Annex for transferring of authorities and duties 

Primary – Finance operations during an emergency at the University is the responsibility of The Officer of the Day and the individual assigned to the Financial Officer position in the EOC. All financial operations will be coordinated through the Finance Officer in the EOC 

Supporting – Other University Financial Officers will support the overall operations and ensure accountability of University assets.

Communications
Communications regarding finance operations will be coordinated through the EOC. If there are financial officers in the field, cell phones will be utilized for communications. 

Finance -- Operations

Notification

If it appears that emergency financial authorizations may be needed, EOC will coordinate approval through the Officer of the Day.

The Finance Officer will be assigned by the Officer of the Day, or the first subsequent official to respond, will make an assessment of the impact on the Finance Department and notify appropriate personnel.

Disaster Phase Responsibilities

· Authorization of emergency purchases and leases.

· Assist in location of vendors.

· Authorization of emergency payments.

· Determine impact of disaster on safety of financial assets in Department custody.

· Determine impact of disaster on departmental operations in terms of disaster location, systems failures, death or injury to department personnel.

· Restore departmental operations as appropriate.

· As appropriate for circumstances, assist and advise in EOC.

Additional Disaster Phase Response for Disaster Involving University Facilities

· Assist with emergency space, furniture, and equipment leases for relocating University departments, if required.

· Determine security issues in cash handling areas.

· Determine Finance employee casualty status.

· Determine systems status and if needed implement backup plans.

· Printing payroll checks: Current Depository Bank maintains 90 days of transmissions within their backup/off-site process. With this ability, Finance will be able to utilize six payroll’s worth of both direct deposit and check information to be able to reprocess a semi-accurate payroll during a disaster.

· Determine need for alternative work sites for Finance with Lands and Buildings, Space and Asset Manager, and Building Commission, as appropriate.

· Notify Finance employees of when and where to report to work; this will be done by working with the Public Information Officer.

· Notify the public (through PIO) of finance related items (parking meters not enforced, etc.).

Post-Disaster Response

· Determine short-term economic impact of disaster.

· Determine revenues affected (no parking tickets issued, reduced meter revenue, etc.).

· Determine unbudgeted expenditures for material, overtime and temporary workers.

· Advise rating agencies of any debt service impact of disaster.

· Establish cost documentation and recovery processes for FEMA, corporate liability, etc. and advise accounting personnel of cost accounting procedures.

· Establish alternative location space, furniture, equipment leases.

· Notify public, vendors, etc. of changes of address, phones, e-mails, etc.

· Hire temporary employees as required.

Finance -- Resources

	Name
	Position
	Office Phone
	Cell Phone
	Pager

	
	CFO- U-Services
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ESF #8: 
Health, Mental Health, and Medical Services

This ESF will describe the actions taken by student health services, including mental health services, in a disaster or emergency. It will also describe actions taken on campus for a major medical emergency and information regarding Critical Incident Stress Debriefings for emergency personnel.

Lead Department:


Student Development Services

Supporting Departments:


Dean of Students

Housing and Residence Life

Campus Recreation

Psychology

University Library

Nursing

Human Resources

External Supporting Departments:

___________ County Health Department

___________ Health Network

___________ Cty. Department of Emergency Management

PHRST

American Red Cross

___________ County EMS

Health and Medical-Administration

Purpose
The University campuses are subject to emergencies that can pose a significant risk to students, staff, faculty, and visitors. Examples include infectious disease outbreaks, incidents of bioterrorism, or other natural or man-made disasters. This annex describes a coordinated response to public health emergencies, which will enable the University campuses to continue operation; to protect the public’s health and the environment; and to prevent the occurrence and transmission of disease.

Scope
The Academic Health Center, in collaboration with other University departments (outlined below), relevant city/county health departments and the State Department of Health, will have responsibility to ensure a coordinated and effective response to public health emergencies on campus. The responsibilities and procedures outlined in this annex pertain to emergency situations only. The University Health Center has primary responsibility for routine public health programs on campus (e.g. student/staff wellness programs, annual influenza vaccinations) and maintains separate plans and procedures for those efforts.

Responsibilities
Primary - The University Public Health Officer for Preparedness and Emergency Response (Public Health Officer) or his/her designee will provide leadership and oversight for these activities. 

The Academic Health Center (AHC) Emergency Response Team serves as the core group of advisors to the Public Health Officer. This team consists of AHC officials representing administration, medicine, public health and communications; as well as the Director of The University Health Center Service and the Executive Vice Provost and Vice President for Faculty and Academic Programs. The AHC Emergency Response Team will be activated at the time of a health-related emergency on campus or if the University is called upon to assist with a state or regional public health emergency. The Public Health Officer will ensure rapid and effective communication and coordination with city/county health departments and the State Department of Health during all phases of investigation, response, and recovery.

Supporting – Depending upon the nature of the emergency, additional departments with specific responsibilities during a public health emergency include The University Health Center Service, University Police Department, University Environmental Health and Safety, Department of Emergency Management, Counseling and Consulting Services Department, and Research and Animal Protection.

Health and Medical-Operations

Outbreak Investigations: 
Infectious disease outbreak investigations will be conducted by the State Department of Health or city/county health department in collaboration with the AHC Emergency Response Team. Standard protocols for outbreak investigation will be followed including case finding; collecting information about cases and contacts; collecting specimens as needed; analyzing findings to time, person and place; and executing control and prevention measures. Disease specific protocols will be used to enhance the standard approach. In the event of a bioterrorist event, all investigative activities will be coordinated with the FBI and other appropriate law enforcement agencies at the state and local level.

Public Health Response Recommendations: 
During public health emergencies, the Public Health Officer will develop response recommendations for the Officer of the Day following consultation with the AHC Emergency Response Team and external agencies including the State Department of Health and city/county health departments. Depending upon the nature of the event, recommendations may include canceling classes/events, mass clinics, evacuating or closing buildings, or closing the campus.

Mass Dispensing Sites: 
Mass clinics may be used to administer vaccine or distribute antimicrobial agents such as a prophylaxis or treatment measure to prevent or control additional cases of disease or illness. The AHC Emergency Response Team will coordinate with city/county health departments to establish mass dispensing sites on campus when needed. Mass dispensing site operational guidelines have been developed by the State Department of Health Strategic National Stockpile Mass Dispensing Workgroup. Depending upon the nature and scope of the emergency, the State Department of Health and Centers for Disease Control and Prevention will offer assistance as necessary. For large-scale events, vaccines and prophylactic antibiotics may be available through the Metropolitan Medical Response System (SRS) or the State Department of Health. Coordination of scene security and traffic control will be the responsibility of the University Police Department (UPD).

The SRS and the Mass Dispensing Site Workgroup staff have surveyed the campus for possible mass dispensing/mass care sites. University facilities have not been identified as primary sites for a county-level response; however, the Sports Pavilion and Union Great Hall have been identified as possible secondary or specialized sites. The Emergency Management Policy Committee will review any requests for use of these or other campus facilities.

Medical Reserve Corp of the University:
The AHC (which includes the School of Public Health, School of Dentistry, College of Pharmacy, College of Veterinary Medicine, School of Nursing, and Medical School) and The University Health Center Service) represents a significant collection of resources which could be activated during a public health or medical emergency on campus, or a large scale emergency at the local, state, regional, or national level. Depending upon the nature of the emergency, AHC and BHS personnel may be called upon to provide assistance such as:

· Screener, vaccinator, educator or triage staff in mass dispensing or vaccination clinics

· Screener, intake, or educator staff for epidemiologic case or contact investigations

· Health educator or referral staff on an emergency phone bank or hotline

· Direct patient care staff within a local hospital or off site care facility

· Laboratory surge capacity support

· Administrative support in the activation and support of other volunteers

The Medical Reserve Corps of the University is comprised of students, staff, and faculty from the AHC and BHS and is designed to:

· Provide the essential conduit for University health professionals (students, staff, and faculty) to efficiently volunteer their expertise during public health emergencies; and

· Prepare University volunteers for their roles in advance, enabling a prompt and effective emergency response.

The Medical Reserve Corps of the University will be deployed as authorized by the University Public Health Officer following a specific request for assistance from the University Emergency Response Team, Regional Hospital Resource Center, State Departments of Health or Public Safety, County Community Health Department, various city Departments of Public Health, or any other local public health agency.

Medical Care: 

First Response/Emergency Medical Services – A complete plan for Emergency Medical Services can be found in Annex E- Emergency Medical Service.

In general, first aid and pre-hospital care will be provided by the UPD, the local fire department and the ambulance service. UPD is the first response agency for medical emergencies on campus. UPD sworn personnel are trained to the State First Responder level or above; are equipped with and trained to operate automated external defibrillators, oxygen, and basic life support medical equipment. In the event of a large emergency or disaster in which UPD personnel are dedicated to other roles, local fire department personnel will handle first response to medical emergencies. 
Ambulance transportation will be provided by the ambulance service licensed by the State Emergency Medical Services Regulatory Board to provide service in that area. The primary ambulance service for the Campus is the County Ambulance Service; the primary ambulance service for the Campus is the _______ Fire Department. Both services have mutual aid agreements in place with neighboring services for both routine and disaster response.

Patients will be transported to the hospital of their choice unless their condition dictates they be taken to the nearest facility or a specialized facility (e.g. trauma center). In the event of a disaster that results in multiple injuries, the local Medical Resource Control Center (MRCC) will route patients to various metropolitan hospitals based on bed availability as outlined in mass casualty disaster plans developed and maintained by the MRCC. Per those plans, patients will be routed to hospitals outside the immediate vicinity of a disaster to allow vicinity hospitals to accommodate self-presenting patients. 
On campus medical facilities include The University Health Center Service (urgent care facility) and University Medical Center (emergency department). 
Mass Casualty Disasters

An emergency on campus with large number of victims requiring coordination among metro-area hospitals will activate the Metropolitan Hospital Compact. The Regional Hospital Resource Center (RHRC), administered by County Medical Center, will have responsibility for overall communication and coordination among all hospitals in the metropolitan area.

Some emergencies (e.g. explosion with multiple minor injuries, mass chemical exposure) may require the establishment of a Triage and Treatment Point on campus. The local fire department (EMS Branch Command) will have responsibility for establishing a Triage and Treatment Point. The RHRC will have responsibility for emergent medical staffing through the Metropolitan Hospital Compact. 
Non-emergency medical care for students is provided by or coordinated through the University Health Center Service. In the event of emergency, The University Health Center Service facilities will be available to meet on-campus needs for urgent care. 
Decontamination Capabilities: 

Local fire departments will take responsibility for on-scene decontamination, in coordination with DEHS. Hospitals have the capacity and the written procedures to decontaminate individuals who have been exposed to chemical or radiological contamination who present to emergency departments. In extreme situations, University facilities with shower and water containment capability may be considered as possible mass decontamination sites. Sample Emergency Decontamination System.

Tracking Disaster Victims: 
Local ambulance providers and hospitals maintain plans for tracking victims of disaster. In addition, University Relations will interface with these agencies to track the location of injured students, staff, and faculty and communicate this information to the families of the victims. 

Mortuary Services: 
If a disaster results in one or more deaths, the County Medical Examiner’s offices are responsible for disposition of remains and all emergency mortuary operations. County emergency plans detail mass casualty responsibilities and procedures.

Environmental Health and Safety: 

The Department of Environmental Health and Safety (DEHS) is responsible for assessing the environmental hazards posed by various situations. A complete plan for Environmental Hazards can be found in Annex M- Hazardous Materials. 
If environmental contaminants are suspected, the DEHS will coordinate sample collection and analysis with the State Department of Health and appropriate city/county health departments. In the event of a bioterrorist event, all sampling activities will be coordinated with the FBI and other appropriate law enforcement agencies at the state and local level.

In the event of chemical or radiological incidents, DEHS staff will assess atmospheric and surface contamination or concentration levels and, whenever possible, confirm such readings when outside agencies are involved. This information will guide decisions regarding evacuation, sheltering-in-place, and/or return to given locations. In the event of biologic hazards, DEHS staff will provide technical assistance to the AHC Emergency Response Team and the Public Health Officer.

Crisis Counseling:

The University Counseling and Consulting Services Department will provide immediate crisis intervention therapy for victims, family members, and disaster personnel following a disaster.

Research and Animal Protection: 

The Veterinary Hospital plays a major role in the care of sick and injured animals in State. In case of a disaster, it is anticipated that the staff of the hospital and the College of Veterinary Medicine will be called upon to assist in the care of animals affected by the event.

After Action Reports:

An After Action Report/Debriefing will be completed after all major public health incidents on the University Campuses, and minor incidents as deemed appropriate by the Public Health Officer. The objective of the debriefings is to: 

· Identify the facts from the incident;

· Identify assets that enhanced response efforts;

· Identify challenges/barriers to the response;

· Identify items for future operational changes or training;

· Identify issues needing short or long term follow-up (e.g. mental health issues)

The debriefings will be documented and kept on file with the University of State, Department of Emergency Management and copies will be given to all participating agencies.

Health and Medical-Resources

Academic Health Center Emergency Response Team

	Name

	Position
	Office Phone
	Cell Phone
	Pager

	
	Public Health Officer
	
	
	

	
	Senior Vice President for Health Sciences;

Chair, AHC-ERT
	
	
	

	
	Director, AHC Emergency Preparedness
	
	
	

	
	Dean, Medical School
	
	
	

	
	Associate Dean, Medical School
	
	
	

	
	Director, CIDRAP
	
	
	

	
	AHC-ERT, Medical School
	
	
	

	
	Director, Center for Animal Health and Food Safety
	
	
	

	
	Director, AHC Communications
	
	
	

	
	Chief of Staff, Medical School
	
	
	

	
	Director, The University Health Center Service
	
	
	

	
	Executive Vice Provost and Vice President for Faculty and Academic Programs
	
	
	


The University Health Center Service

	Name
	Position
	Office Phone
	Cell Phone
	Pager

	
	Director
	
	
	

	
	
	
	
	


Department of Environmental Health and Safety

	Name
	Position
	Office Phone
	Cell Phone
	Pager

	
	Director
	
	
	

	
	Assistant Director
	
	
	


Counseling & Consulting Service

	Name
	Position
	Phone 1
	Phone 2

	
	Director
	
	

	
	Senior Psychologist
	
	

	
	Senior Psychologist
	
	


Other Links;

State Department of Health
State Homeland Security and Emergency Management Website
Centers for Disease Control and Prevention
Center for Infectious Disease Research and Policy
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ESF #9: 
Animal Care

This ESF will describe what actions need to be taken to support all research animals on campus during an emergency or disaster. 

Lead Department:


Institutional Animal Care and Use Committee

Supporting Departments:


Office of Sponsored Programs



Physical Plant



Biological Sciences



Psychology



Center for Marine Science

External Supporting Departments:

PHRST



Humane Society



Local veterinarians



___________ County Health Department – Animal Control Division



___________ Veterinary School

(The following section is taken from the GIT EOP. This and other sections can be adapted and used to formulate policy toward dealing with and safeguarding animals that might be found on campus.)

ESCAPED ANIMALS

Response Summary

	Discovery
	

	Initial assessment (do not spend undue time assessing)
	1. Note injuries.

2. Note species and appearance (e.g., coloration).

3. Estimate number of escaped animals.

4. Identify special concerns, if known, such as infectious diseases, aggressive disposition, genetic alterations, etc.

	Notification
	1. GTSAPD (404) 894-2500 (on-campus extension…4-2500)

2. Animal and Rabies Control (404) 794-0358 (Fulton County Government)

3. Ambulance services (if necessary) 911 (on-campus extension…9-911)

4. Vivarium in IBB building (404) 385-1547 (on-campus extension…5-1547)

5. Lead researcher and/or PI



	Source control
	Close cages, pens, etc. if other animals remain (beware of aggressive animals).

	Mitigation and removal
	Aid Animal Control personnel with any special knowledge or personal rapport with escaped animal.

	Critique and follow-up
	1. Account for injuries and property damage.

2. Modify procedures

	Available on-site equipment
	


Escaped Animals—Response Detail (This section was drafted from the University of Minnesota EOP.)

Wear gloves (use thick gloves as appropriate), eye protection, and/or a respirator for handling diseased animals. Use a thick towel to wrap small animals to trap their legs and cover their eyes and mouth.

If an animal injures a person, he/she should wash the wound with soap and water. Leave the wound open to bleed and seek immediate medical care. Animals that have bitten persons must be captured and quarantined for rabies. Animal Control determines the need for testing the animal for rabies. Be aware that in addition to infectious disease from bites (e.g., rabies), there could be allergic (possibly severe) reactions to bites, scratches, or casual contact with specific animals or insects.

Other concerns could include genetically altered insects. Consult a pest control professional and the lead researcher to determine the best strategy for mitigating associated risks with such creatures.

Emergency/Threat to Animals
In the event of an emergency or threatening situation that involves an area that houses animals, initiate the response specified elsewhere in this manual for the emergency type. If there is no special response specified, provide standard University Police Department response and:

2. Contact Emergency Management Pager 612-640-xxxx
a. Individual contact information

i. General Office (business hours) 625-xxxx

ii. Greg H. (p) 612-650-xxxx (h) 952-361-xxxx (c) 612- 685-xxxx
3. Contact Dr. Richard B. 625-xxxx (p) 612-899-xxxx
a. After Hours
i. Home – 612-379-xxxx

ii. Cell #1 612-961-xxxx

iii. Cell #2 612-865-xxxx

iv. Cabin (summer only) 218-729-xxxx

Examples of situations requiring this special notification include (but are not limited to):

· Protest/civil disobedience

· Threats of violence to facilities or personnel

· Break-in to these areas

· Fire, explosion, etc.

· Power failures

The ANIMAL CARE/CONTROL COORDINATOR (Title of individual to serve in this capacity.):

When notified of an emergency situation, sends a representative to the EOC, if appropriate.

Manage public and private sector efforts to meet the animal service needs that arise including:

· Rescue and capture of animals that have escaped confinement, and been displaced.

· Wildlife.

· Evacuation.

· Sheltering.

· Care of the injured, sick, and stray.

· Disposal of dead animals.

· Activates emergency response teams (evacuation, shelter, medical treatment, search and rescue, etc.) as needed.

· Prepares a resource list that identifies the agencies/organizations that are responsible for providing the supplies (medical, food, and other necessary items) needed to treat and care for injured and sick animals during large-scale emergencies and disasters.

· Coordinates response activities with the appropriate representatives in the EOC (EOC Manager, Evacuation Coordinator, Shelter/Mass Care Coordinator, Red Cross, Public Information Officer, Health Director, Resources Manager, etc.).

· Coordinates the rescue of injured or endangered animals with fish and game divisions, wildlife organizations, cooperative extension offices, veterinarians, etc.

ANIMAL CONTROL

Purpose

To control, impound, shelter and ensure recovery of domestic animals as needed in the event of a disaster.

Responsibilities

· Provide emergency animal control operations for the City of ___________.

· Determine the priorities and commitments of animal control resources.

· Support law enforcement agencies as needed and directed.

· Control and impound dangerous domestic animals.

· Evacuate and shelter endangered, injured and diseased domestic animals.

· Impound and shelter animals taken to Red Cross shelters.

· Establish temporary holding facilities for impounded domestic animals.

· Coordinate the return of animals to owners or appropriate custodians.

· Manage the disposition of injured, diseased, infirm and unclaimed animals.

· Coordinate with metro area and state animal care and control organizations.

Reporting

Animals endangering the public; animals interfering with relief activities; all animal bites to a human; stray and stranded animals; and injured, diseased and deceased animals.

Notification

	Position
	Contact Information*

	Animal Control Office
	612-370-xxxx

Mon -Fri 7:00 a.m. – 10:00 p.m.

Sat & Sun 8:00 a.m. – 4:30 p.m.

	On Call Animal Control Warden
	612-348-xxxx 

Mon – Fri 10:00 p.m. – 7:00 a.m.

Sat & Sun 4:30 p.m. – 8:00 a.m.

	Manager
	

	Assistant Supervisors
	


Names and all contact phone numbers can be found in the supplemental document “Emergency Contact Information” which is on file in the Office of Emergency Preparedness and in the Emergency Operations Center.

Response

1. Animals posing risks to the public or interfering with relief activities.

· Control animals endangering the public or interfering with relief efforts.

· Initiate rabies quarantines or testing for reported animal bites.

· Take appropriate enforcement action in these circumstances.

2. Control and care for stray and stranded domestic animals.

· Impound and shelter stray and stranded animals.

· Impound and shelter animals brought to Red Cross shelters.

· Provide veterinary care for injured or diseased animals.

3. Ensure availability of necessary human and material resources.

· Schedule animal control staff (20 in total) and veterinarian.

· Coordinate with contract veterinarians.

· Organize vehicles (7) and animal control equipment.

· Organize animal care resources, e.g., food and veterinary supplies.

· Coordinate with other agencies and humane societies (as needed).

4. Ensure adequate holding facilities for impounded animals.

· Identify alternative sheltering sites and/or facilities (as needed).

· Coordinate with other agencies and humane societies (as needed).

Recovery

1. Publicize holding facilities and hold periods for impounded animals.

2. Facilitate the recovery of animals by owners or appropriate custodians using a system for identifying and tracking animals.

3. Manage the disposition of unclaimed animals using established criteria for hold periods and appropriate euthanasia standards.

1. Department of Agriculture (SDA)

SDAs primary responsibilities include: to coordinate and support the appropriate agencies to protect the public from disease or injury from animals or animal industry negatively impacted by an emergency or disaster. This will also include facilitating the evacuation and sheltering of animals and owners. SDA will also supply personnel and technical expertise in conjunction with DPH in the event of an agro-terrorism situation.

Animal Issues

Dealing with animal issues during emergencies is vital to human public safety efforts. People who have pets or that work with or care for animals sometimes react very differently to emergency instructions (evacuation orders, etc), than those that don’t have an “animal” connection. As with donations and volunteer management, local jurisdictions should address animal issues in their emergency plans.

A sample Animal Disaster Plan has been developed by a group of local and state emergency managers, animal control officers, and animal welfare organization personnel for use by local emergency managers. It is available through the Volunteer Resource Coordinator. The plan is offered as a sample only and is not a required plan format.

Agro terrorism is the malicious use of plant insect pests or pathogens or animal pathogens to cause devastating damage in the agricultural sector. Anti-livestock pathogens are of the greatest concern because they can be introduced relatively easily and spread quickly. The insect pests and plant pathogens designed to attack existing crops are thought to be less effective weapons because they spread slowly and unreliably and are highly influenced by weather. It would be difficult to cause the widespread destruction of a crop because most crops are not grown in isolation and have already been exposed to many pathogens, thereby increasing their resistance to infection. The infection of seed may also be a source of introduction. There are several factors that increase the state and nation’s vulnerability to Agro terrorism: 1) there are many agents that are lethal and highly contagious to animals, many of which we do not vaccinate against, 2) many of these agents are non-zoonotic and can be transported by a terrorist without any special personal precautions or training, 3) antibiotic and steroid programs and husbandry programs designed to improve quality and quantity of meat have made U.S. livestock more susceptible to exotic disease, 4) animal populations are highly concentrated, and large herds make ideal targets for infection and contagion, 5) animal populations are highly mobile creating conditions where animals that are incubating disease during movement can increase the spread of disease, 6) agricultural facilities are not highly secure, and the U.S. currently has limited detection capabilities. The main impacts of an Agro terrorism attack would be the economic impact of agricultural losses and subsequent impacts to our economy. In addition, a successful Agro terrorism attack would undermine confidence in our ability to protect the citizens of this country.
(The following article addresses EOP planning in regard to research animal facilities. This document can be found on the Internet at the following link: http://www.nal.usda.gov/awic/newsletters/v11n1/11n1heat.htm)

Disaster Planning for Research and Laboratory Animal Facilities

by

Sebastian E. Heath, VetMB, Ph.D., DACVIM, DACVPM

Introduction

Since 1996, the Institute of Laboratory Animal Resources (ILAR) Guide for Care and Use of Laboratory Animals recommends that research and laboratory animal facilities have a disaster preparedness plan. This is a prudent recommendation, because over US$10 billion a year are spent at nearly 2,000 facilities on biological research involving animals in the United States. Protecting this huge investment in biological research is vital if the United States is to remain at the forefront of biological research in the world. 

The value of disaster preparedness to laboratory animal facilities has been highlighted in recent years, because of several large-scale disasters that have impacted the U.S. research investment. Examples of recent large scale disasters that have impacted research facilities include the Northridge, California, earthquake (1994), Hurricane Opal (1995) (1), Red River, Minnesota, floods (1996)(2), New York heat wave (1997)(3), Bowling Green, Kentucky, tornadoes (1998)(4), west central Indiana blizzards (1999), and a break-in by animal rights activists in Puyallup, Washington (1999)(5). In addition to these incidents, several forums at national meetings (6) and publications (7) have raised awareness of the need for disaster preparedness in research animal facilities. 

Since 1998 the Federal Emergency Management Agency (FEMA) has supported the Disaster Resistant Universities initiatives (8). FEMA has made this commitment also in an attempt to protect Federal investment in U.S. research. The Disaster Resistant Universities initiative is currently in its second year of funding. To date the focus of this program has been on protecting human safety; providing continuity of research, teaching, and service activities; and sustaining community economies 

Clearly, ILAR and FEMA have similar interests in protecting research; however, they have different priorities. The emphasis of the Disaster Resistant Universities initiative has been on strengthening critical infrastructure, the benefits of which are distributed over long periods of time. By contrast, the emphasis for the care of research animals in disasters is to save animal lives and ongoing research, which may only be possible within a short (12-48 hours) window of time. There are also differences in expertise in disaster preparedness. Since the late 1970's emergency management has emerged as a profession with a mission and track record of systematically increasing the level of disaster resistance of communities and businesses. By comparison, there is still a critical need in the (biological) research community for guidelines on how to develop and implement effective Emergency Operations Plans (EOPs) 

The purpose of this article is to exemplify how the principles of emergency management apply to emergency operations planning at research animal facilities. This summary is also intended to provide a pragmatic basis for EOP development by persons responsible for developing disaster preparedness plans at laboratory and research animal facilities. 

The Application of Emergency Management Concepts to Laboratory and Research Facilities

Legal Concepts

Emergency Operations Plans are mandated 

Most EOPs have a legal basis. In a formal EOP, the legal basis for the plan is stated in references to documents that contain the mandate for having a plan and identify any parties that play a role in the disaster response and preparedness. Legal references relevant to research animal facilities include obligations to comply with the Animal Welfare Act, ILAR guidelines to have a disaster preparedness plan, Association for the Accreditation and Assessment of Laboratory Animal Care International (AAALAC) certification standards, institutional environmental health and safety or Occupational Safety and Health Administration (OSHA) standards, and other institutional documents, such as mission statements to perform research, teaching and service activities, and empowerment of institutional security and fire departments. 

The importance of legal statements goes beyond establishing the authority under which an EOP exists. By having a formal (signed) representation in a plan, multiple stakeholders are given the opportunity to contribute to planning for and responding to disasters. This buy-in increases the practicality of a plan and reduces grounds for liability litigation in the event of a disaster. 

Concepts of Disaster Preparedness

Regardless of the cause of most disasters the impacts are similar 

Although large-scale incidents attract widespread attention, emergency management agencies have long recognized that regardless of the cause (and scale) of most disasters their impacts are often similar. For example, many different causes of natural and technological disasters can lead to common impacts, such as power failures, failure of heating and cooling systems, chemical spills, insufficient staff, security breaches, and animal escapes. 

Because the impacts of many disasters are similar, emergency managers have adopted an "all-hazards" approach to disaster preparedness and response. All-hazards preparedness focuses on preventing likely and common effects from any type of disaster, and on reducing the likely consequences resulting from these effects. 

Disasters invariably lead to functional (operational) disruptions 

The impacts of disasters in turn lead to predictable disruptions (consequences) in functions that are necessary to maintain an appropriate standard of animal care and research continuity. Examples of disruptions in research animal facilities include injury and death of animals, contamination of tissue cultures, temperature fluctuations in incubators, inadvertent thawing of specimens stored in freezers and refrigerators, deviations from research protocols, and loss and corruption of data. 

Effective EOPs, therefore, aim to minimize the risk of disruptions due to any cause. This approach is called function-based planning. Function-based planning is different and more effective than incident-based planning. Incident-based plans are frequently developed in response to a disaster or prepared for a limited number of scenarios--for example, hurricanes and floods, but not fires-- and, therefore, increase vulnerability to unexpected disasters. 

Everyday preparedness is the best protection against extraordinary events 

Understanding that disasters manifest themselves principally as functional disruptions, it is not hard to imagine that disasters affect the weakest function first. Examples of the weakest functions are minor inconveniences and disruptions that are often tolerated, such as unexpected staff absenteeism; short term failure of power, heating, or cooling; and security breaches. However, when disaster strikes, these minor inconveniences frequently preoccupy response and recovery efforts. 

Therefore, a useful initial step in disaster preparedness planning is to identify and correct common causes of disruption first. The elimination of existing and common causes of everyday disruptions is an effective way to increase the threshold at which disasters lead to major disruptions. Once common causes of disruptions have been addressed, further attention can be given to identifying and preventing cataclysmic (and often hypothetical) events. 

Effective preparedness is hierarchical 
Effective preparedness starts with personal preparedness (personal safety, preparedness at home, ability to come to work), followed by worksite preparedness (continuity of animal care and research, meeting environmental and health safety and OSHA standards), and culminates in community preparedness. 

Personal preparedness is the first step in creating a culture of disaster preparedness in the workplace. Materials that promote personal disaster preparedness are published by the American Red Cross and FEMA (9). These publications can be distributed to employees and researchers. The relevance of these materials is to convey an understanding that personal disaster preparedness is the basis for providing animal care in a disaster as well as sustaining research activities. 

Disaster preparedness in the workplace seeks to reduce direct and indirect losses resulting from disasters. Direct losses include injury and death of humans and animals, damage to buildings and equipment, loss of research data, and delays in the publication of scientific data. Indirect losses from disasters include a loss of competitive edge in research, loss of institutional reputation, and decreased local economy as trade with local vendors is reduced. Reducing direct and indirect losses should be the overall goal of an EOP. Losses are smallest when the disruptions to animal care and research are minimized. 

When disasters shut down research facilities, the disaster also indirectly affects the institution as a whole and the community that provides services and supplies to the institution. Therefore, the community in which a research facility is located is the ultimate beneficiary of better disaster preparedness. Community preparedness involves an integrated approach to planning involving personal preparedness among staff and researchers, workplace and institutional preparedness, and contingency plans to sustain community economies involved in providing services and supplies. FEMA initiatives, such as "Disaster Resistant Universities" and "Project Impact" (10), have greatly enhanced community disaster resistance and serve as models for community preparedness. 

Training consists of sequential exercises that build on one another 

Similar to the hierarchical basis for effective preparedness, effective disaster preparedness training is progressive. The simplest and first level of exercise is an orientation, followed by tabletop exercises and drills, then functional and full-scale exercises. FEMA recommends a Comprehensive Exercise Program with a progressive sequence of exercises of increasing complexity, which is repeated every 2 to 4 years (11). 

A common mistake in designing exercises is to let enthusiasm take over and to plan for a full-scale exercise early in the planning process. Overzealous full-scale exercises often accomplish little, because they lack specific objectives and goals. The goal of all exercises is to improve on weak areas that have been identified in previous exercises and incidents. 

Identifying specific objectives for training and exercises is part of exercise design and planning. Objectives can be as simple as a review of procedures or more complex, such as testing specific functions (drills) such as establishing communications or evacuating animals in cages along fire escape routes. Courses on how to prepare exercises are available through most states' public safety training institutes or emergency management agencies. It is highly recommended that training in exercise design be sought before planning more than an orientation. 

It is not a matter of if disasters will occur, but of when they will occur 

This assumption (and years of experiences) has led emergency managers to the understanding that disasters are cyclical events (12) (fig. 1). The importance of this cyclical concept is that facilities are always in at least one of the four phases of a disaster: mitigation, preparedness, response, or recovery. The cyclical nature of disasters implies that planning does not end with the publication of a document (plan). Disaster preparedness is a continual effort in which the phases of the cycle of emergency management are constantly being anticipated, reviewed, and improved. 

	Figure 1. The cycle of emergency management.
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Mitigation: Measures that prevent or reduce the impact of disasters.

Preparedness: Planning, training, and educational activities for things that cannot be mitigated.

Response: The immediate aftermath of a disaster, when business is not as usual.

Recovery: The long-term aftermath of a disaster, when restoration efforts are in addition to regular services.


Concepts of Disaster Response

Disaster-related responsibilities should be assigned to positions not persons
Function-based planning includes assigning planning and response responsibilities to positions rather than individual persons. People go on vacation, leave, or can be otherwise unavailable, whereas their position and their responsibilities generally do not. 

To ensure that planning and response responsibilities are met by positions rather than persons, these responsibilities have to be defined in employees' job descriptions. Job descriptions should also include methods to transfer responsibilities when people go on leave. When positions fulfill critical functions, such as feeding and watering research animals, these jobs should be defined as "essential" within the institution. By making these positions essential, in the event of a large-scale disaster, qualified persons will be allowed access to the facilities and be able to complete their duties. 

The best responders perform similar duties in disasters as they do every day
The most effective persons to respond to disrupted operations at an animal care or research facility are the same persons who regularly perform these duties. By contrast, the least effective persons to respond to disasters are those who get called only in a disaster. Personnel who regularly work in a particular area are also usually the most experienced at effective problem solving in that area. 

The reliance on experienced persons to respond to disasters also reduces the need for developing extensive Standard Operating Procedures (SOPs) for special use in disasters, because these SOPs have usually already been established for other circumstances. For example, there is little need for specific guidelines for feeding and maintaining laboratory animals in disasters, if these tasks can be completed by already competent staff. However, to ensure that qualified persons can complete these tasks, an EOP would specify that regular care providers are the designated care providers for animals in disasters, and they perform these duties by being given access to the facilities and by relying on existing SOPs. Much time in writing a plan can be saved by incorporating existing SOPs as appendixes to the EOP. 

During the response (immediate aftermath) phase of a disaster not all issues can receive equal attention
In most cases, the losses associated with disasters are caused by: loss of data (for example, animals, records), lack of access (for example, to facilities, animals, and data), and shortage of personnel (for example, staff cannot come to work or are overwhelmed by the number of tasks placed on them). Because of predictable multiple causes of losses, planning should address each potential cause and establish criteria to prioritize areas in which greatest losses should be minimized first. 

The decision on where to focus efforts in an attempt to selectively reduce losses is not easy. In animal research facilities, disasters may necessitate making decisions that balance animal welfare with scientific progress. For example, the appropriateness of saving a few unique transgenic animals or animals in the end phase of a long-term study may need to be weighed against saving a large number of standardized animals not currently in a trial. Criteria used to decide priorities for response are best identified in collaboration with appropriate stake holders, including health and safety officers, laboratory animal veterinarians, researchers, and representatives of the Animal Care and Use Committee. 

The Incident Management (Command) System is the most effective method to coordinate the response to a disaster 
During the response phase to a disaster, there will be competition for scarce resources. Decisions on how to prioritize use of resources may seem overwhelming. However, the burden of choices is greatly reduced through prior planning and by using a centralized structure for communications, chain of authority, and decision making during the response. 

Emergency managers make effective decisions by using the Incident Management System. The Incident Management System consists of an Incident Manager (Commander), who has on-site decision-making power over the use of resources. Answerable to the Incident Manager are Chiefs of Operations, Planning, Logistics, and Finance. These sections are responsible for executing orders, gathering intelligence, supporting responders, and procuring resources, respectively. In addition, a Safety Officer oversees human safety and can intervene whenever human safety is at risk. A Public Information Officer handles all communications between the Incident Manager and the public and the media. 

Some hospitals have adapted the ICS, the Hospital Incident Command System (HICS), to meet specific issues arising in medical facilities during disasters. In these institutions, emergency programs for laboratory animals should be integrated into the HICS already in use. 

Training in incident management is available from State and local emergency management agencies, as well as many institutional fire and law enforcement (security) departments. 

A manageable span of control prevents over-extension of responsibilities in a disaster
Demands on personnel at all levels can be overwhelming in a disaster, even when planning has occurred. A common shortcoming in response to disasters is that responders take on more responsibilities than they can manage. This is particularly true for animal care providers, many of whom will risk personal harm to prevent animal injuries or loss of animal life. As a result of being over-extended, staff may not be able to perform any of their tasks adequately. 

Emergency managers prevent over-extension by imposing a manageable span of control. 

A manageable span of control dictates that one person does not oversee more than five others. A manageable span of control, therefore, determines the basic structure of the Incident Management System. 

During the recovery (long-term aftermath) phase of a disaster, multiple activities need to be accomplished
During the recovery phase of a disaster, staff often takes on additional duties and activities in addition to their regular jobs. These extra duties consist of activities needed to return service back to normal and are in addition to the service and research activities provided before the disaster. Because of this extra workload, many employees feel most pressured during the recovery period. Frustrations and complaints escalate, frequently leading to employees leaving their jobs, resulting in costly staff turnover and retraining of new employees. 

Prior planning will alleviate some of the stress of the recovery period. However, in addition to an increased work load, the psychological impact of a disaster associated with loss of animal life, animal suffering, combined with feelings of a limited ability to do anything about it may need to be addressed. Emergency managers use critical incident stress debriefing (13) and Red Cross mental health counseling services to help them deal with these stresses. Stress counseling is most effective when it has been incorporated as part of regular disaster preparedness efforts. 

Activities to Initiate Emergency Operations Planning

The goal of emergency operations planning is to increase the level of resistance to disasters. Emergency response is most effective when it has been planned and regularly exercised. By adhering to the principles outlined in this article and by making a diligent effort to constantly improve disaster preparedness plans and response procedures, liability can also be reduced. Following are specific activities that research facility planners can use to start developing an EOP for their institution. 

Establish an advisory committee

To ensure that disaster preparedness plans and the response to disasters are compliant with the many policies and regulations that govern animal care in research and laboratory facilities, a planning advisory committee should be established. This committee should consist of representatives of all groups responsible for creating and enforcing these policies and regulations, as well as animal care providers. This committee should meet regularly to review the planning progress and to ensure that disaster preparedness plans comply with the regulations and polices governing the care of animals in research. 

The advisory committee should also act as a resource in a disaster to ensure that decisions made to protect animals and research activities comply with existing regulations. To ensure that the members of the committee can be a resource in a disaster, a method for contacting all committee members should be established and tested early in the planning process. 

In a large-scale disaster, members of the planning committee may assemble at an emergency operations center (EOC). Representatives of the institution's legal, executive, and administrative branches are located at the EOC. The role of the EOC is to be an informational resource on institutional regulations and policy and resource procurement for the Incident Manager. As part of planning, it should be determined who has access to the EOC in a disaster, because an EOC usually has restricted access. 

Alternatively, a virtual EOC can be established, in which the Incident Manager knows where he or she can obtain appropriate information to make decisions in a disaster that comply with regulations. A carefully selected planning committee and reliable methods to contact them may suffice as a virtual EOC. 

Conduct a vulnerability assessment

Efficient use of time and resources is as important to emergency operations planning as it is to any other aspect of research and business. Therefore, it is important to systematically prioritize planning efforts. A vulnerability assessment is the process by which to prioritize disaster preparedness efforts. 

A vulnerability assessment is a four-step process. The first step is to identify hazards and other causes of disruptions to animal care. The second is to identify resources that minimize disruptions. The third step is to quantify potential losses. The fourth step uses the information gathered in the previous steps to create a risk index. 

In many research facilities with a large variety of animals and facilities, it may be necessary to initially consider the vulnerability of each type of animal husbandry system separately. 

Identifying hazards and other causes of disruption to animal care and research

This process consists of identifying and preventing potential causes of catastrophic loss, as well as other likely causes of disruption. The goal of this part of the vulnerability assessment is to rank animal care and research units based on the likely frequency and duration of disruptions. 

Identifying and preventing catastrophic losses

Identifying and preventing catastrophic losses should be the initial focus of a vulnerability assessment. Areas in which catastrophic losses can occur are best identified by inspecting each facility with emergency response and preparedness personnel, such as fire marshals, safety officers, and architects. During these inspections, the vulnerability to catastrophic losses to humans, animals, and research data can be ascertained by considering worst-case scenarios, such as fires, floods, or prolonged power outages, and trying to recognize threats to human (staff and responders) and animal safety during evacuations. 

Typical examples of facilities that are vulnerable to catastrophic loss include buildings that do not meet current standards of construction to withstand likely regional geophysical hazards, such as earthquakes, floods, and hurricanes; rooms without fire suppression systems; and animal care facilities that can only be accessed via an elevator. If these or similar vulnerabilities to catastrophic loss are identified, then appropriate mitigation measures can be taken, for example, to retrofit or rebuild the facilities, or to relocate animals. Preparedness activities that protect against catastrophic loss of data include repeated reminders to researchers to make multiple copies of their records and to store data at multiple sites. 

Identifying and prioritizing other causes of disruption

The two most common causes of disruption to animal care and research are a failure of infrastructure (primary and backup utilities, access and egress routes) and a shortage of personnel (flu epidemics, inability to access work). Hazards and other causes of disruptions to animal care can be identified from a number of sources. Data on the frequency and duration of disruptions are available from local emergency management agencies and institutions. These usually have records that summarize major geophysical events that have disrupted the community, such as dates and duration of weather advisories and conditions that led to traffic curfews, or business, school, and university closures. Institutional sources of information include animal care logs and surveys of the animal care staff. 

Identifying resources that minimize disruptions

The goal of this part of the vulnerability assessment is to rank animal care and research units according to their dependence on backup utilities. Examples of resources that minimize losses include generators that provide backup power, heating and cooling; alternative housing facilities; feed reserves; and current data backup. 

Resources that minimize disruptions to animal care can be identified during inspections of individual husbandry facilities. The effectiveness of backup resources should be viewed in the context of the types of animals and their husbandry needs. For example, species that live in controlled environments depend on a reliable source of heating and cooling. Lack of backup utilities to sustain their environment makes these animals and related research vulnerable to disasters. By comparison, range cattle may not depend on a controlled environment, but in severe weather rely on staff being able to access their paddocks to provide feed and water. In this case the inability to access pastures would put these animals and related research projects at risk. 

An estimation of the costs of disasters

An estimation of the costs of disasters involves compiling an inventory of animals, supplies, and research investments. The cost of disruptions and loss of data can be subjective, because it includes losses associated with death and injury of research animals, some of which may be priceless if they promise to lead to patents, progress in research, and future funding and, last but not least, have potential to contribute to fulfilling the perceived priorities of the institution. Additional losses are associated with economic impacts of reduced trade with service and supplies vendors in the community. 

The risk index

The risk index, then, is the product of the rank of disruptions, the rank of dependence on backup utilities, and the cost of potential losses for all animal care and research units. The higher the risk index, the higher should be the priority for disaster preparedness efforts in that area. The risk index is also a useful tool for convincing reluctant administrators to support disaster-planning activities. 

Attend emergency management classes

Emergency planners at research animal facilities can gain a professional insight into emergency preparedness via their State's emergency management agency. Most States offer free training in emergency management and welcome new professions to participate. It is recommended that laboratory animal facility staff take the "Animals in Disasters" Independent Study courses by FEMA (14) and attend professional courses on emergency operations planning, incident command, exercise design, and critical incident stress debriefing (13). 

Construct potential disaster scenarios

An effective method to start preparing a formal EOP is to develop disaster scenarios using the "problem, needs, task, and resource" approach. This concept is based on the principles of all-hazards planning, in which it is assumed that the loss of function is more or less independent of the cause of the disaster (the incident). The definitions of these terms are: 

· Problem: Functions that become disrupted in a disaster. 

· Needs: Actions that will remedy the problem. 

· Task: Specific intervention to meet the needs. 

· Resource: Persons, materials, and policies required to complete the task. 

Table 1 gives some examples of how the "problem, needs, task, and resource" concept can be used to develop an EOP. Emergency Operations Plans can also be formatted using the "problem, needs, task, and resource" approach. 

Develop an Emergency Operations Plan

An EOP should include at least the following sections: 

· Reference to the plan's legal basis 

· Assumptions under which the plan is activated 

· Concept of operations 

Compiling appendices, in which resources (physical personnel and policies), SOPs, and reference materials are summarized, is another constructive activity to increase awareness of the resources available for disaster response. 

State emergency management agencies offer professional courses that will help laboratory animal managers become proficient at developing an EOP for their institution. 

Legal references

The first section of a formal EOP should contain references to the legal basis for having a plan. Legal references should be approved and signed by appropriate representatives. 

Plan activation (assumptions)

A formal plan should include a statement that clarifies under which conditions the plan is activated. Such a statement may include a phrase such as "any cause that threatens the implementation of the legal mandates and any potential or actual disruption to animal care and continuity of research, teaching, and service." Examples of these threats and causes of disruption include geophysical and technological hazards and security breaches. 

Concept of Operations

Once some potential disaster scenarios have been developed and a vulnerability assessment has been completed, a Concept of Operations can be written. The Concept of Operations section is the core of the plan. Here, causes of function disruptions (problems) and their remediation (needs) are defined and tasks needed to correct any problems and resources to complete these tasks are identified. Primary and support Emergency Support Functions (ESFs) are grouped into operations, emergency services, and consequence management (Figure 2, Table 1). 

Writing the Concepts of Operations requires time and thought, and should be a collaborative effort. However, a Concept of Operations section does not have to be long, and it should be simple to read and understand. Initial attention should be given to functions that have been identified to be common and realistic causes of disruption. 

Plan review

The EOP should be reviewed at least annually in a meeting involving all possible stakeholders. Regular review of an EOP is intended to review procedures and availability of resources and can serve as a starting point for higher-level exercises. A successful review of an EOP will identify areas that can be improved upon and, by correcting these areas, will increase the threshold of resistance to disasters. 

Conclusions

ILAR and FEMA have similar interests in mitigating the impact of disasters on the research community. Many of the concepts used by emergency managers are transferable to emergency preparedness programs in laboratory animal facilities, and can be used when developing an EOP and for training. Progressive disaster preparedness activities that institutions can engage in are: establish a disaster planning committee, identify a legal basis for an EOP, define the assumptions under which a plan would be activated, conduct a vulnerability assessment, define and organize Emergency Support Functions, and train. There is a critical need in the biological research community for comprehensive guidelines on how to develop and implement effective EOPs. 

	Table 1. Examples of a Concept of Operations for an Emergency Operations Plan for animal research facilities.1

	Problem
	Need
	Task
	Resources 2
	Primary Emergency Support Function

	Heating or cooling failure
	Prevent animals from overheating or cooling
	Restore heating or cooling
	Back-up generator; building maintenance crew; procedure for contacting appropriate personnel
	Public works and engineering (refrigeration, heating)

	Personnel snowed in at home
	Prevent respiratory disease
	Provide personnel with access to building
	Snowplows; local police (to escort staff to work); job description defining animal care staff as "essential"
	Animal health and medical

	Power failure
	Access to tissue cultures is essential within 2 hours time window
	Electronic key access to building needs to be overridden
	Mechanical key backup; institutional security; procedure for ensuring that security is maintained.
	Public works and engineering (electric power)

	Rumors of horrific acts against animals
	Control rumors
	Hold press conference and clarify facts
	Press conference; public liaison officer; media tour of facilities prior to incidents
	Public information

	Exposure of response personnel
	Evacuation of animals in a trial using carcinogenic or radioactive compounds
	Provide response personnel with appropriate information to protect safety
	Up-to-date signs through building; environmental management/OSHA staff; evacuation procedure for animals in trials
	Hazard specific (chemical, radiation)

	Feed and water has become contaminated
	Continue nutritional study
	Identify alternative feed and water supplies
	Inventory of feed on campus; animal care staff, laboratory animal veterinarian; principal investigator; research protocol
	Research continuity

	1. This part of the EOP is a living document that should be continuously reviewed. Note that the problems, needs, tasks, and resources are more or less independent of the cause of the disaster.

2. Examples given are for physical, personnel, policy resources


Figure 2. Emergency functions represented in an Emergency Operations Plan for animal research facilities. 
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(The following section is extracted from the Columbia University Medical Center Emergency Management Plan. It assigns responsibility for the development of the animal component of the Plan.)

Animal Care
The Director of the Institute of Comparative Medicine (ICM) or his/her designee shall oversee the emergency operations of the animal care facilities on the campus. The Director of ICM shall develop a plan for protecting the health and safety of animals. This plan will be discussed with senior members of the response team.

As needed, the Director will be provided with a radio to facilitate communications with the Command Center, and will give periodic updates to the Command Center about the conditions in the animal care facilities.
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ESF #10: 
Hazardous Materials

This ESF will describe how to handle hazardous materials on campus during a disaster or emergency and also how the campus will respond to a hazardous materials incident.
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Hazardous Materials Protection -- Administration

Purpose
The Department of Environmental Health and Safety (DEHS) has the responsibility of evaluation, inspection, education, and regulatory action for the University in areas of health, safety and the environment. In the fulfillment of this responsibility there is a necessary component directed to mitigation of emergencies.

There are four divisions of DEHS:

· Industrial Hygiene & Safety Division

· Radiation Protection Division

· Public & Occupational Health Division

· Hazardous Waste Division

Emergency Incidents of Concern and Response:

· Hazardous Chemicals

· Radioactive Materials

· Biological/Infectious Agents

· Fire – arson or accidental

· Explosion – human caused or accidental

· Major accidents – personal injury or property damage

· Public Health

· Act of Terrorism, involving hazardous materials

The National Fire Protection Association (NFPA) 471, Recommended Practice for Responding to Hazardous Materials Incidents, Section 3.3.13, defines an “Emergency” as: “A fire, explosion or hazardous condition that poses an immediate threat to the safety of life or damage to property”.
Responsibilities

a. Primary

The initial responsibility of the University Police Department (UPD) is to provide direction and control at incidents involving the release of a hazardous material. In conjunction with UPD, the Department of Environmental Health and Safety (DEHS) will provide direction, evaluation and mitigation at a release of a hazardous material. The State Incident Management System (IMS) will be implemented at every scene.

b. Supporting

If the incident is beyond the capabilities of DEHS, then the local fire department will be requested. Through the local fire department, a HAZMAT team from the State of Minnesota may also be utilized. Outside agencies will follow their specific operational guidelines and EOPs while operating at a University facility.

During incident operations, representatives from the local agencies as well as representatives from the University will use a Unified Command System to stabilize, mitigate and recover from incidents involving the release of a hazardous material. 
Emergency Management personnel may be used at hazardous materials emergencies to assist in the coordination of response agencies and to provide support to the command post.

At the University campuses, the following officials will recommend evacuations:

· Fire Chief or designee – fire/radiological/HAZMAT incidents

· Police Chief or designee – all others

· University Officer of the Day

The Police Department will be responsible for:

· Providing and coordinating security in the affected areas of a critical incident and evacuation areas to protect private and public property.

· Providing security in the affected incident area and evacuation area to insure the personal safety of the public and emergency response personnel.

· Providing security to congregate care facilities as resources are available and required.

· Providing assistance and coordination of evacuations requested by the affected Municipal Emergency Responders.

· Providing traffic control for critical incidents and all evacuations.

· Providing coordination of assistance to evacuated individuals with disabled vehicles and mobility-impaired persons.

· Providing assistance and coordination of any subsequent criminal investigation including evidence preservation & collection, crime scene processing, interviewing and interrogation, and other investigative functions.

Hazardous Materials Protection -- Operations

Purpose
The purpose of this operating guideline is to describe, in general terms, how University officials will respond to a serious hazardous materials incident/accident, whether it occurs within or outside of the University.

During all incidents involving a hazardous material, individuals operating at the scene will follow the response guidelines set forth in 29 CFR 1910.120 and National Fire Protection Association (NFPA) 471, as applicable.

Response to Hazardous Materials Incidents
A.
Identification and Analysis of Risk
In response to the requirements and recommendations contained in the Superfund Amendments and Reauthorization Act (SARA) of 1986, Title III, as well as other legislation, the following facilities/locations within the university has been pre-identified:

· “Covered” facilities or facilities that possess extremely hazardous substances
 (See Resources, 302 Facilities)(See Hazardous Materials Locations )

· Other facilities that may contribute to additional risk due to their proximity to “covered facilities” (See Resources, Other Hazardous Materials Facilities)

· Facilities (schools, hospitals, nursing homes, etc.) at risk due to their proximity to facilities with extremely hazardous substances. (See Resources, Facilities in Proximity to HAZMAT locations)

· Transportation routes (highway, railroad lines, rivers, etc.) for extremely hazardous substances (See Resources, Transportation Routes).

· Pipelines (as defined in State Statutes, Section ____). (See Resources, Pipelines)

The Department of Environmental Health and Safety will develop, maintain, review, and update data, operating procedures, and guides to ensure successful responses and recoveries.

· Methods for determining release within 302-regulated facilities

· Sensors for chlorine release are in place at ____, Aquatics Center, and the XYZ Gymnasium. DEHS has a hand-held monitor for determining a release and its extent.

· Sensors for ammonia are in place at Food Science and Nutrition mechanical areas. For occupied spaces, occupants call Facilities Management or 9-1-1. Facilities Management has hand-held monitors for determining a release. DEHS has a hand-held monitor for determining a release and its extent. 

· For facilities utilizing ammonia (NH3), procedure for large releases is to call 9-1-1

· For all other releases, procedure is to call 9-1-1. See UPD Emergency Procedures Manual, and EHS AHERPS manual for response procedures.

· For spill response equipment lists, see DEHS City Response plans.

· For locations of facilities potentially impacted by releases at either 302-regulated facilities or transportation routes, maps are maintained at the University Emergency Operations Center.

B.
Determination that a release of Hazardous Materials has occurred:

Facilities

Facilities located within the University that use, store, manufacture or transport hazardous materials are responsible for developing systems and training their employees so as to be able to promptly determine and report that a release of hazardous materials has occurred. Facilities located at University Campuses have developed and maintain emergency response plans as specified in 29 CFR 1910.120 or emergency action plans as specified in 29 CFR 1910.38(a) that employees will follow in the event of a release of those materials. Copies of these plans are maintained also in the Department of Environmental Services. 

Emergency Responders

Similarly, University employees who respond to hazardous materials incidents have received training designed to help them properly respond to such incidents. At the minimum, personnel are trained at the First Responder Awareness level, as defined in 29 CFR 1910.120 and National Fire Protection Association (NFPA) 472, as applicable. 
C.
Response to a Release of Hazardous Materials:

The University has conducted a hazard analysis to determine potential populations and facilities that might be affected by a hazardous materials emergency. The resource methodology used to determine the area of the University likely to be affected includes the following: the U.S. DOT Emergency Response Guidebook, and CAMEO computer software system.

1. University Emergency Response Plan for Chemical Releases, for compliance with OSHA 29 CFR 1910.120. This document is available in the office of the Emergency Coordinator for Chemical Releases, ____________ Center for Environmental Management, @ ___________________; it is also available with the spill response equipment at the same location.

2. University Large Quantity Generator Hazardous Waste Contingency Plan. This document is available in Rooms 100 and 100C Center for Environmental Management, at _______________________________.

3. After Hours Emergency Response Pager System Manual. This document is available in Rm. 100C at the Center for Environmental Management, as well as copies for each of the on-call Environmental Health and Safety staff; and details the University’s system for notifications required for 302 facilities for releases of extremely hazardous substances. This document assures 24-hour responsiveness to chemical releases.

Facilities within the University that possess extremely hazardous substances are required to develop and maintain emergency response plans as specified in 29 CFR 1910.120, or in Emergency Action Plans as specified in 29 CFR 1910.38(a) that their employees will follow in the event of a release of those materials. At the minimum, facilities are required by law to immediately notify the following in the event of an accidental emergency release, where applicable:


Local Authorities

(Dial 911)


State Duty Officer

___________


National Response Center
1-800-424-8802

D.
Hazardous Materials Response Capabilities.
Police and Emergency Medical Service personnel are trained at the first responder awareness level. Some individuals may be trained at a higher level. However, they will only operate at a hazardous materials incident at the level their organization responds to.

DEHS hazardous materials response units are equipped with monitoring equipment for the most anticipated organic and inorganic compounds. Maintenance records and specific capability specifications are available from the DEHS offices at xxx-xxx-xxxx or at the Center for Environmental Management, Tel. _______.

Both the ___________ and ___________Fire Departments are staffed such that the first responding fire personnel are trained at least to the first responder operations level with a commander trained at the hazardous material technician level; both groups have direct access to HAZMAT teams trained at the hazardous material specialist level, with many trained as incident commanders. The ________ Fire Department operates one of the regional State Chemical Assessment Teams. Both departments maintain highly trained and experienced Hazardous Materials response units.

The University’s hazardous material responders are trained, at a minimum, at the hazardous material technician level. Many are trained at the hazardous material specialist level and all emergency coordinators from Environmental Health & Safety at the incident command level. DEHS provides continuous training to the emergency responders who respond to hazardous materials releases. Training records are kept on file in the DEHS office located at the _________ Center for Environmental Management, _________________.

DEHS has a fully functioning, industrial-scale HAZMAT team available only during workday hours. After hours, DEHS’ role is incident management with understandings in place with ___________ and _______ Fire Departments, as well as environmental contractors, for hands-on responses. 
DEHS and first responders will begin their determination of the area affected by a hazardous materials release by identifying/verifying the hazardous material(s) involved. For the most part, they will then rely on the following methodology to determine the need for evacuation, and the area of the University to evacuate:

· Material Safety Data Sheets (MSDS)

· DOT Emergency Response Guide Books

· Previous Hazard Analysis

· Cameo Software

· IAQX software developed by EPA for indoor spills

· NIOSH Pocket Guide

· Hazardous Materials Guide for First responders
E.
Hazardous Materials Equipment

A listing of the emergency equipment and facilities is available for use for response to a hazardous materials accident and is located with DEHS staff.

A listing of emergency equipment and facilities owned by private agencies available for use in response to a hazardous materials accident is also located in the resources area of this section and the University’s Emergency Response Plan for Chemical Releases

F. Evacuation / Shelter in Place, Guideline for Evacuation
Guideline for Sheltering In-Place

A description of the evacuation/shelter-in-place procedures, information to be used for the protection of the public in the event of a hazardous materials release is contained in the Annex _- Evacuation/Traffic Control/Security Section.

The decision on evacuation/ shelter in place will be made by the on-scene incident commander. If the EOC is operating the decision will be made in the EOC.

STATE SUPPORT

In the event of hazardous materials incident that is beyond the capabilities of the University, assistance from State agencies can be requested. Such requests should be submitted to the State Duty Officer.

FEDERAL SUPPORT

A.
In the event of a hazardous materials incident that is beyond the capabilities of the University, local responders and state government, the National Regional Response Team can be requested through the State Pollution Control Agency (PCA). Requests for such assistance should be submitted to the HSEM Duty Officer.

B.
Reimbursement of costs for a hazardous materials response may be available. To be eligible for reimbursement, contact the National Response Center (1-800-424-8802) and the State PCA within 24 hours of the incident, and subsequently submit an application for reimbursement.

Response to Radiological Incidents

Purpose

It is recognized that radiological incidents could develop both from University related uses of radioactive materials in medical and research applications, and from non-University related incidents (e.g. dirty bomb, nuclear detonation, major nuclear power plant accident or nuclear fuels transportation incident). The existing University Hazardous Materials Emergency Response Plan incorporates notification and response procedures for University related radiological incidents.

NOTE: Because the activity level and volume of radioactive material used in research and medical applications at the University is very small, our history of incidents has shown that essentially all University related radiological incidents fall within the “Level 1” hazardous incident classification listed below (page M-11). This section describes responsibilities for planning, coordination, response, monitoring and mitigation in the event of radiological incidents at the University. 

Radiation Protection Division

The University Radiation Safety Officer (RSO) directs the efforts of the University Radiation Protection Division within DEHS. The RSO is responsible for assuring that skills, knowledge, data and information needed to minimize the effects of the University related radiological incidents are made available and utilized. The RSO will oversee preparedness and mitigation efforts and will coordinate radiation monitoring, decontamination and restoration in the event of a University related radiological incident. With respect to University related radiological incidents, the RSO will ensure that appropriate records are maintained and actions taken to ensure compliance with state and federal regulations as they relate to these incidents.

DEHS is responsible for:

· Assuring that skills and knowledge, data and information (e.g., radiation readings, damage reports, response requirements, chemical properties, exposure estimates), and materials needed to minimize the effects of University related radiological accidents or threats are available and utilized in time of emergency.

· Coordination of the University’s overall radiological preparedness efforts including planning, training, exercising, and developing radiological resources. 
· Coordination of the University’s overall radiological response and recovery efforts including monitoring, reporting, assessment, containment, decontamination and protective actions.

UPD is responsible for supporting radiological monitoring and decontamination operations within the University. 

The local fire department when called is responsible for:

· Supporting emergency operations during radiological incidents.

· Assisting in the decontamination process areas.

In the event of a widespread radiological incident that affects the University (e.g. nuclear detonation, dirty bomb detonation, major nuclear power plant accident or nuclear fuels transportation incident); the State and/or Federal hazardous materials teams will be called upon for instrumentation, guidance, monitoring, decontamination, remediation and medical evaluation. University’s RPD staff will respond, if available, to assist in the execution of this responsibility.

University Facilities Management, if available, will assist with the decontamination of, or arrange for decontamination of University buildings, roads and bridges, and assist with the safe evacuation of people. (NOTE: this is only in the event of a widespread radiological incident and should be coordinated with any State of __ Plan that covers such incidents.)

The State Agricultural University’s Extension Director and the USDA Director are responsible for assisting with the dissemination of public information on radiological recovery to the agricultural community, primarily with regard to protection of the food chain. (NOTE: again this is only in the event of a widespread radiological event. The State already covers this responsibility under its Nuclear Power Plant Emergency Response Plan as part of the operating procedures of the State Dept. of Agriculture.)

Operations Policies

University related radiological response operations will be directed and controlled at the scene during a small-scale radiological incident. During a large-scale University related radiological incident, operations will be directed from the University’s Emergency Operations Center (EOC). If there is a significant probability that the University could be a nuclear hazard area, radiological protection operations will be moved to an alternate location.

During a widespread radiological incident, information will be obtained from state and regional EOCs when adequate communication exists. The primary center of University radiological operations shall be the University’s EOC.

Hazardous Incident Materials Planning

Objectives

· Establish an operational structure that has the ability to function not only within the University, but also during “off-site” emergencies affecting the University.

· Identify the necessary authorities, responsibilities, and actions of federal, state, local and private sector agencies so as to minimize damage to people, the environment, and property, and to aid in mitigating the hazard.

· Describe the operational concepts, organization, and support systems required to respond appropriately to a hazardous materials incident/accident.

Scope

Geographical Factors

This guideline is directed at both hazardous materials incidents that occur inside/outside the University and require a mutual aid response.

The Hazard

The hazard shall include actual or potential fires, spills, leaks, ruptures, or contamination.

The Hazardous Material

The hazardous material may include: explosives, flammables, combustibles, compressed gases, cryogenics, poisons, toxins, reactive agents, oxidizing agents, radioactive materials, corrosives, carcinogenic, etiological agents, or any combination thereof.
The Incident

This guideline is to be followed in the event of a hazardous materials incident associated with any type of transportation vehicle, industrial facility and/or storage site or waste disposal site.
Hazardous Materials Incident Classification
There are three (3) hazardous materials incident classification levels. These three levels are for general guidance only and do not directly correlate to any activation criteria for University response agencies or other resources. Refer to the Emergency Procedures Guide for specific department notifications. The basis used for determining the classification level of a hazardous materials incident is as follows:

· Level of technical expertise required to mitigate the incident

· Extent of the University, local, state, and federal government involvement.

· Extent of required civilian evacuation

· Extent of injuries and/or deaths.

· Extent of complexity of decontamination procedures.


A.
Level 1 Incident- DEHS HAZMAT Response Team Only
Spills, leaks, ruptures, and/or fires involving hazardous materials that can be contained, extinguished, and/or abated using equipment, supplies, and resources immediately available to workers in the immediate area or by trained responders as maintenance activities.

Hazardous material incidents that do not require evacuation of civilians outside of the immediate area.


B.
Level 2 Incident- DEHS HAZMAT Response Team (Non-Emergency), Local Fire/ HAZMAT Team (Emergency)

Hazardous materials incidents that can only be identified, tested, sampled, contained, extinguished, and/or mitigated using the resources of a Technician trained Hazardous Materials Response Team: a hazardous materials incident that requires the use of Chemical protective clothing and equipment.

Hazardous materials incidents that require evacuation of civilians within the immediate area of the incident.

C.
Level 3 Incident- Local Fire/ HAZMAT Team, DEHS Support Emergency Operations.

Spills, leaks, and/or ruptures that can be contained and/or mitigated using the highly specialized equipment and supplies available to a Technician trained hazardous materials response team with capabilities beyond the University’s team capabilities under the circumstances.

Fires involving hazardous materials that are allowed to burn due to the ineffectiveness or dangers associated with the use of extinguishing agents, or the unavailability of an extinguishing agent: and/or there is a real threat of container failure: and/or an explosion, detonation, BLEVE, or a container failure has occurred.

Hazardous materials incident that requires evacuation of civilians beyond the immediate area of the incident: extending across jurisdictional boundaries and/or there are serious civilian injuries and/or deaths as a result of the release.

Hazardous materials incident that requires a hazardous materials response team: and/or decontamination of civilians or personnel is required at the scene.

Hazardous materials incident that has become one of multi-agency/multi-jurisdictional involvement of large proportions.

Fires involving hazardous materials that allow for controlled burning for a defined period of time, or are allowed to burn until the fuel load is exhausted. NOTE: For fires at the University, refer to the Annex H- Fire Protection. 
Scene Management:
All University responders and other public safety agencies responding to a hazardous materials incident shall function under the Incident Management System (IMS) adopted by the University in which jurisdiction the incident is located.

All hazardous materials incidents at the will be managed following the guidelines set forth in the Direction and Control Annex of the Emergency Operations Plan. 

Organizational Roles & Responsibilities

1. Communications

DEHS staff is notified of emergency response needs by telephone and pager. During regular work hours, UPD 9-1-1 dispatch center calls DEHS at ______. After hours, the UPD 9-1-1-dispatch center notifies the “After Hours Emergency Response Pager System (AHERPS).” Notification procedures are detailed in the Emergency Operations Manual.

DEHS staff has access to two-way hand-held radios with UPD frequencies, pagers, and cell phones.

2. Fire Department & EMS

Approach the scene from Upwind and Uphill. Set/ follow the established control zones/ corridors. Coordinate with the Incident Commander for specific scene operations.

The fire department will be the local incident commander of the incident, when on the scene.

3. Incident Commander Responsibilities

The incident commander (IC) shall be responsible for supervising the mitigation of hazards at the scene of a hazardous materials incident. Upon the IC’s arrival, he/she shall secure and maintain control at the scene until properly relieved.

· Responsibilities of the IC may be carried out from remote locations, such as an EOC during large, complex or multi-jurisdictional incidents.

· Notify appropriate University, city, state, and federal agencies. One call to the State Duty Officer at ______________ or 1-800-_________ will ensure that all appropriate state agencies are notified.

· Work with the fire departments designated safety officers to identify and establish a restricted zone, and ensure that non-essential personnel are removed and kept out of that zone.

· Upgrade the level of the incident as required.

4. Safety Officer

A University safety officer shall be designated at the scene of all hazardous materials incidents when University personnel are involved. The safety officer is responsible for the safety of all personnel at the incident scene: this includes first responders from outside the University’s, mutual aid responders, and the public. The safety officer shall work directly with the IC and Hazardous Materials Team (HMT). The safety officer shall inform the IC, or HMT leader of any unsafe action taken at the incident scene and may make recommendations to alter or terminate actions being taken. (The safety officer has authority to terminate actions that are not safe). Will outside responders recognize the authority of the University safety officer?
5. University Police Department

Upon arriving at the scene, responding UPD officer will determine the level of the incident and will provide assistance with incident management, traffic control, evacuation and other incident needs. 

6. Remediation Agencies

The remediation response (i.e. clean-up contractor) agencies will assist in the mitigation of a hazardous materials incident upon the request of the local incident commander.

7. Emergency Management

Upon the arrival of the Emergency Manager (EM), the IC will brief the EM as to actions already taken and the plan to stabilize and/or mitigate the hazard. The EM may elect at that time to serve as overall resource coordinator for the incident. Other personnel will remain under the direct command of their senior officers at the scene.

8. State Agency of Jurisdiction

In the case of major hazardous materials incidents/accidents, the state agency(s) having jurisdiction over the regulated commodity/product involved, cleanup and site restoration may send representatives to the scene. Upon their arrival, the IC should brief them as to the status of the incident, actions taken, name of the responsible party, etc. The IC should work closely with the state agency representative(s) from that point to further response actions to be taken. However, all parties must keep in mind that the University and local emergency responders will remain responsible for both general public and first responder safety.

9. State Hazardous Materials Regional Response Teams 

In the event that the requirements of the incident exceed the capability of local resources, assistance from the State HAZMAT Regional Response Teams may be requested, by the Incident Commander. (Local government requests for such assistance should be submitted through state duty officer). On their arrival, RRT representatives will coordinate on-scene activities with the incident commander. The RRT will not assume command of the incident. The IC or his/her designee will work closely with the RRT in use of local resources, public and responder safety.

10. Federal Regional Response Team EPA Region # __

In the event that the requirements of the incident exceed the capability of state and local resources, assistance from the (federal) regional response team (RRT) may be requested, by the MPCA, from EPA region V. (Local government requests for such assistance should be submitted through state duty officer). On their arrival, RRT representatives will assume on-scene coordinator duties. The IC or his/her designee will work closely with the RRT in use of local resources, public and responder safety.

Isolation Control Zones

A.
Hot Zone
The hot zone is the area immediately dangerous to life and health that requires complete, appropriate protective clothing and equipment based on hazard analysis. Entry requires approval of the operations officer, hazardous materials team leader and/or the safety officer. Complete back-up/rescue teams and decontamination must be in place before entry operations begin. Only those with a specific job assignment (and appropriate training) may enter for the amount of time specified by the safety officer.

B.
Warm Zone

The Warm Zone is the area located between the Hot Zone and the Cold Zone and is considered a buffer where less personnel protection is required. The Warm Zone shall be utilized for entry team decontamination and may be used for gross decontamination of victims. The Warm Zone is restricted to operational and support personnel essential to hands-on work performance in the Hot Zone.

Identification of a Warm Zone shall be the responsibility of the IC. The Warm Zone may be modified by the safety officer as appropriate.

C.
Cold Zone

The Cold Zone is an area of relative safety for those agencies directly involved in the operation at the scene. This may include the IC, command post personnel, representatives from appropriate state, federal, or local agencies and the media.

Identification of the Cold Zone shall be the decision of the IC, in consultation with hazardous materials specialists and the safety officer. The Cold Zone may be modified by the safety officer as appropriate.

General Procedures for Handling a Hazardous Materials Incident
The following general guidance applies to all personnel responding to a hazardous material incident:

Initial Response Action in the Open
· Stop a safe distance upwind and uphill from the incident.

· Identify the conditions involved with the scene: smoke, fire, leakage, colors, vapors, etc.

· Identify topographic influences: hills, curbs, waterways, culverts, etc.

· Identify any potential life hazard locations in the area: schools, nursing homes, hospitals, day cares, etc.

· Identify the product before beginning operations.

Initial Response Action inside a Structure

· For Level 3 Incidents, keep all apparatus a safe distance from the building and upwind.

· For Level 1 & Level 2 incidents, where ventilation is known or controlled to allow closer access, set up down the corridor or from adjoining floors.

· Identify the product before entering the affected area.

· Responders may, with proper protective clothing and equipment (PPE), can enter to assess the situation, with the assistance of one qualified representative of the occupant/ company or department when available. Additional personnel in equal (PPE) will back up the initial entry personnel.

· Decontamination must be established prior to any entry operations.

Identification of Product Involved
· From the DOT placard.

· From the UN identification number

· From the product label.

· From the STCC number.

· From the company or departmental representative

· From the driver of a transport.

· From the engineer/conductor of a train.

Secure Area and Ensure Personnel Safety
· Do not allow access to immediate area.

· Do not remove any material from the scene.

· Allow only qualified personnel to enter the incident area wearing proper PPE.

Determine Potential Harm through appropriate Reference Materials

· DOT Emergency Response Guidebook

· NFPA Fire Protection Guide on Hazardous Materials.

· NIOSH/OSHA Pocket Guide

· MSDS

· Cameo program

· Internet resources

· CHEMTREC

· IAQX Spill Software (EPA)

Establish a Command Post and Communications System
· Set up command post in an isolated area and a safe distance from the scene: preferably upwind and uphill for outdoor releases.

· Communications center should have capability of communicating with all participating agencies and jurisdictions.

· Incident Command may be transferred to the EOC in accord with the University’s plan. (See Direction and Control annex).
Establish an Emergency Medical Services (EMS) Area

DEHS staff is involved in assessing the hazards posed by various situations. In the event of chemical or radiological incidents, DEHS staff will assess atmospheric and surface contamination or concentration levels and, whenever appropriate, confirm such readings when outside agencies are involved. This information will be used to decide issues regarding evacuation sheltering-in-place and/or return to given locations.

In the event of biologic hazards, DEHS staff will consult with experts including the State Department of Health, the _______ Health Service and/or others and make recommendations to the EOC. 

Coordinate with local EMS provider to establish an EMS area at the incident that provides easy entrance and exit, yet remains remote from hazardous operations.

Establish an Action Plan (Responsibility of IC)

Evacuation or Shelter in Place

Along with HSEM and Building Codes, DEHS staff is involved in pre-planning activities for the possible evacuation of the campus. In addition, DEHS and Building Codes staff is involved in developing plans and procedures for evacuation of individual facilities.

In the event of hazardous material situations, DEHS staff will assist in determining the need to evacuate and whether it is safer to evacuate or to shelter in place. The senior DEHS staff member on the scene of an emergency will coordinate these recommendations through the IC. At the Emergency Operations Center (EOC) the Director of University Health and Safety (or his/her designee) will contribute to the University’s decision-making process in this regard. 

In the event University facilities are requested for shelter space (either by outside agencies or internal departments), DEHS staff will be involved in selecting the facilities to be used and ensure that such facilities are safe for occupancy. 
· Secure the perimeter of the area.

· Arrange transportation for evacuation.

· Move people to a designated site (See Evacuation, Traffic Control, and Security Section).
· Calculate downwind/downhill hazard, and notify occupants of potential hazards and to prepare for evacuation.

· Large-scale evacuation should be considered when:

· Potential exists for a possible life-threatening toxic release, but the release has not taken place.

· Discharge has taken place but people are sufficiently downwind to allow evacuation.

· People are threatened by a wind shift.

· Benefits of evacuation out-weigh the safety hazard of evacuation, and

· Shelter in place will not sufficiently protect people.

· Shelter in place should be considered when:

· The incident will be of short duration and is of low human health hazard.

· Vapors or gases released have vapor specific gravity of less than 1.0.

· If there is not sufficient time to evacuate, or the path of a toxic cloud will not allow for evacuation.

Rescue

· If the victims are still alive, every attempt will be made to affect a rescue if the appropriate PPE is available.

· If the Hot Zone entry is to be made, victim removal will take priority over all other Hot Zone missions.

· Ensure that decontamination station is established and ready to receive victims prior to making entry. Notify receiving medical facility of type and length of exposure.

Containment
Only those personnel trained at the appropriate level, and wearing appropriate PPE will participate in containment activities.

Determine Additional Resources

· Determine need for higher level HazMat Response and request as needed. Authority for request rests with the IC

· Notify Appropriate University’s, local and State Agencies.

· Determine need for mutual aid for additional personnel or equipment.

· Request cleanup contractor as soon as possible. If non-University entities are involved, responsible party should be part of the decision.

Initiate the Action Plan

· Execute Evacuation/Shelter In-Place

· Initiate Control Measures According to Site Safety Plan.

· Begin Containment

· Extinguishment (If possible and recommended)

· Clean-up, disposal, and site restoration (generally the responsibility of the responsible party).

The IC shall attempt to identify the responsible party. When in the opinion of appropriate University, local, state or federal technical personnel, the substance must be cleaned up according to appropriate statutes or regulations, the responsible party or their representative must arrange with a reputable and licensed hazardous waste handler for clean-up and disposal services.

In the event the responsible party refuses to cooperate or cannot be found, the incident commander should contact the state agency having jurisdiction to arrange for clean-up and removal of any chemical, hazardous material or waste released or deposited upon university property. University personnel may standby at the scene for as long as necessary to ensure the safety of the public and shall oversee the clean-up in an advisory capacity.

Media Relations

The Public Information Officer (PIO) for the University will be assigned by the University News Service. It is anticipated that in many situations, a spokesperson from DEHS will be desirable. In that case, the spokesperson will be selected by the director of DEHS or Senior DEHS staff and will coordinate with the PIO and the University Services Associate Director of Communications.

The Director of Emergency Management and the Director of Environmental Health, and Safety, or their designees, will be responsible for the preparation of instructions for people who must evacuate from a high-risk area, and instructions for sheltering in place. This information will be developed and released in coordination with the Department of University Relations.

Evaluate Progress

Safety of Personnel

· Continuously check to ensure that all personnel are operating in appropriate PPE.

· Ensure personnel are operating in safe area and using safe procedures.

Evaluation of Tactical Procedures

· Verify that all savable persons have been rescued.

· Verify that the evacuation is complete and that persons evacuated have been sheltered.

· Ensure that HazMat products are still the same as originally identified. Determine if chemical properties have changed, if product hotter or colder, or if it has mixed with another substance.

· Verify that the command post is functional, proper agencies have been contacted and these agencies have received updated reports.

· Verify that current weather data has been obtained and that any change is taken into consideration.

· Verify that the product is isolated and contained and that the scene is secure.

· Verify that vapor is suppressed or diluted and that periodic application is scheduled.

· Verify status of expendable supplies and that additional equipment meets the needs of the incident.

· Verify that the decontamination station is functioning properly and that it is being used.

· Verify that cleanup arrangements have been made and determine if fire department support will be required.

· Ensure that a roster is kept of all personnel involved at the scene for subsequent medical evaluation of those personnel.

Decontamination:

Purpose

Decontamination is the reduction or removal of hazardous substance. The objective is to reduce exposure to an acceptable level.

Responsibility:

The University’s Decontamination Officer shall be responsible for decontamination activities for the Universities Hazardous Materials Team.

Determine who is to be the University’s Decontamination Officer

The local fire department will be in charge of the decontamination of patients and victims and emergency responders from a hazardous materials emergency.

In a widespread hazardous materials emergency, decontamination of personnel engaged in recovery operations will be the responsibility of the various operational services, such as fire departments, police departments, etc. Many persons would be responsible for decontamination of themselves, their families, personal property, and equipment. Decontamination instructions may be issued over the emergency broadcast system by state and federal government officials.

Equipment:

Equipment for decontamination shall be that which is integral to the University or other facilities. i.e., showers, soap, i.e., housekeeping mops and brooms, etc.

Decontamination equipment for outside the facilities will be furnished by the agency conducting such operations, i.e., fire departments, highway departments, cleaning contractors, etc.

Hazardous Materials Protection -- Resources

Release Determination Procedures Facilities

Most hazardous chemical facilities in University rely on employee observation as the established method of determining that a release of a hazardous substance has occurred. A few facilities have monitor capabilities for release information. These monitors are monitored by different means. Some monitors are 24 hours a day by an alarm company and some are vicinity only.

Facilities are required to notify local authorities of the incident to insure proper response. This is sometimes done directly or through the State Duty Officer.

Population/Area at Risk

The hazard analysis conducted for the University has determined the greatest risk to the residents of the University to be from transportation accidents. It is impossible to determine the substance due to the extreme versatility of chemicals passing through the area by highway and railway. Maps of the Highway and Railway corridors in this section of attachments have included the estimated boundaries of the areas of greatest risks.

The population at risk for the University as a result of these corridors would vary depending on corridors involved, location, chemical involved, and wind direction. Potentially the entire population of these communities could be at risk. Areas outside of incorporated municipalities within the University’s are not densely populated and the number of individuals at risk would be low.

In addition to transportation hazards, hazard analysis indicates potential from agricultural, industrial and residential accidents. Facilities would present the next highest hazard with agricultural and residential presenting the final areas of concern. 

Facilities/ Populations which cause a concern are:

· ________________ Rail Yard

· University Medical Center

· University Riverside Hospital

· Masonic Memorial Hospital

· Child Care Center


HAZARDOUS MATERIALS EXPOSURE TO THE UNIVERSITY

· Transportation (Highway/Pipeline/Rail)

· Industry

· Agricultural

· Residential

· Gas, Propane, Corrosives, Chlorine, Anhydrous Ammonia

· Light and Heavy Industry

· Laboratories

· Warehousing

SARA 302 “COVERED FACILITIES"
The following is a list of covered facilities according to SARA. Map, hazard information, and contact information is on file at the local municipal fire departments, local medical facilities, Department of Environmental Health and Safety and the Emergency Management Office. 
Department of Public Safety

Emergency Response Commission

Listing of 302/312 Facilities and 312 Chemicals

Emergency Management Report

	Facility Name and Address
	Status
	Contact Name and Phone Number

	University Campus
	Active
	

	Chemicals On 
Max
Ave
Days
Storage  Y 
 2000 
1994

CHLORINE*
03
03
365
L24
NA
NA
NA

DIESEL FUEL
05
05
365
A14
B14
C14
D14

FREON             04
04
365
R26
NA
NA
NA

(22 MONOCHLORODIFLUOROMETHANE)

GASOLINE
04
03
365
B14
F14
NA
NA

LEAD, METAL
04
04
365
R14
NA
NA
NA

NITROGEN
04
04
365
A27
NA
NA
NA

(REFRIGERATED LIQUID)

SULFURIC ACID*
04
04
365
R14
M14
NA
NA



	University– Heating Plant 
 

Active
	Active
	

	Chemicals On 


Max

Ave
Days
Storage  Y  
 2000
1994

LIMESTONE


05

04
365
H14
   NA
NA
 NA

CALCIUM OXIDE


04

04
365
H14
   NA
NA
 NA

COAL



07

07
365     
H14
   R14
Q14
 NA

DIESEL FUEL #2


06

06
365
A14
   C14
A14
 NA

SODIUM HYDOXIDE
04

03    
365
A14
   NA
NA
 NA

SULFURIC ACID*
04
03
          365        C14
     NA    
  NA  
    NA

TURBINE OIL

04
04
          365        C14 
     NA
  NA 
    NA



	UNIVERSITY STORES 
	Active
	

	Chemicals On
    Max
Ave

Days
Storage   
Y
2000

1994

SULFURIC ACID*    03
03
    365
   R14 

NA
 NA

NA



	SUPER COMPUTER CENTER 


	Active
	

	Chemicals On     Max    Ave   Days    Storage   N     2000
1994

DIESEL FUEL      04       04       365        B14     NA       NA
  NA




Additional Facilities of Concern

The following are populations of concern. Each has emergency response and evacuation plans in place.

· University Medical Center

· University Child Care Center

· University Laboratory School – Child Development Building

Release Scenario's

The following scenarios were completed using the CAMEO, ALOHA, and Marplot programs. The scenarios are estimated quantities from 1 container.


Chlorine Rail Car- Off Campus

150 lb Chlorine Cylinder- On Campus


Ammonia Leak- On Campus

Pipelines


General Information (tel. & Location)
Natural Gas Co.

Pipeline Co.

Gas Co.

Map Pages

On separate pages place a map showing the following categories of information:

· University’s Evacuation Corridor

· Major Road Evacuation Routes 

· Pipe Line Route

· Rail Corridors

· Air Routes- Departures
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Synopsis of Security for Hazardous Materials, Science Laboratories, and Research Facilities Presentation

August 16, 2005

Presenter: Peter A. Reinhardt, Director of Environment, Health and Safety

University of North Carolina at Chapel Hill

Laboratory Security…In the Spotlight

· Fall 2001 Anthrax Attacks—many universities received subpoenas although source is still unknown

· 2002 New Select Agent laws versus surge in new grant monies for bio-defense research

· January 2003-Missing plague incident at Texas Tech University

· February 2003-FBI calls universities “soft targets” for terrorist attacks

· September 2003-USDA Audit Report highlights security deficiencies at universities

· 2003/4 NRC security directives for sealed sources

2003 USDA Report Funds Significant Deficiencies

· 104 labs at USDA funded institutions

· No centralized databases with locations and risk levels: CDC select agent in unsecured freezer, not inventoried since 1994 

· No consistent policies on background checks and on screening employees

· Security measures at 20 out of 104 labs not commensurate with risk of select agents

· 6 of 11 USDA funded institutions had no formal procedures for reporting missing select agents

Other Security Risks of Hazardous Materials

· Illicit use or theft for making illicit drugs, terrorism, or other malicious acts

· Poisons (e.g., cyanides)

· Illicit drug use (e.g., nitrous oxide)

· Solvents and other chemical precursors and for illicit drug production

· Explosives, reactives, oxidizers, igniters, or detonators

· Radioactive sources

Hazardous Material Security Toolbox

· Administrative Controls

· Demonstrable commitment and active supervision

· Policies, standard operating procedures, rules

· Information restrictions

· Use review use, pre-approval and denial

· Access authorization

· Background checks

· Training

· Inspections and monitoring of work practices

· Corrective action

Effective Policies, Standard Operating Procedures and Rules are Challenging

Security policies and plans should be:

· Comprehensive

· Risk-based

· Consistent

· Reasonable

Therefore, easier to comply with.

Difficult decision: Who enforces them?

Federal Agencies that Administer Hazardous Materials Security Laws

· Nuclear Regulatory Commission (NRC) for radioactive materials

· Health and Human Services (HHS) and Department of Agriculture (USDA) for select agents

· Drug Enforcement Agency (DEA) for controlled substances

· Environmental Protection Agency (EPA) for hazardous waste

· Department of Transportation (DOT) for hazardous materials

· Center for Disease Control and Prevention (CDC) for biohazards

Security and Emergency Response Guidance for Laboratories Working with Select Agents

(MMWR, CDC, 12/6/02)

· Risk assessment

· Facility security plans

· Security policies for personnel

· Access control

· Agent accountability

· Receiving 

· Transfer and shipping

· Emergency response plans

· Incident reporting

42 CFR 73 Security Plan Requirements

· Inventory control procedures

· Minimal education and experience criteria

· Physical security

· Cyber security

· Provisions for routine cleaning, maintenance, repairs, security training

· Protocols for changing access following staff changes

· Procedures for the loss or compromise of keys, passwords, combinations, etc.

· Procedures for reporting suspicious persons or activities, loss, theft or release, or alteration of inventory records

· Security training

· Procedures for reporting and removing unauthorized persons

· Procedures for securing the area when no SRA-approved individual is present.

University Security Issues in Contrast to Government and Industry

· Government and industry have fences, guards, central check-in, ID badges, escorts, but…

· Universities are characterized by physical openness and general public access to many areas

· Decentralized management, faculty governance and collegial culture at universities resists changing security policies and implementing increased security measures.

· Openness facilitates research and teaching by encouraging undergraduate exposure to research, as well as interaction between scientists and different scientific disciplines

· For example, leading research universities have hundreds of laboratories that use many tens of thousands different types of biological agents, radio nuclides and chemicals

· Unfortunately, this open nature of college campuses makes them a vulnerable target for thefts, vandalism and/or terrorist attacks

Security Improvements

Hardening

· Harder to obtain information about what hazardous materials are present

· Discrete signage

· Emergency planning discretion

· Harder to obtain a copy of floor plans or obtain other location information

· Conspicuous physical security measures

· Harder to defeat physical security system

Strategic Plan for Campus Hazardous Materials Security

· Assess security threats

· A campus wide vulnerability assessment

· Set security priorities

· Harden security risks by implementing elements of a campus hazardous materials security system

Nine elements of a Campus Hazardous Security System

· Threat assessment

· Institutional use authorization

· Trustworthy students and employees

· Secure chain of custody

· Security facilities

· Hazardous materials accounting

· Secure sensitive information

· Incident and discrepancy reporting procedure

· Emergency planning

Hazardous Materials Threats

Theft:

· Personal use

· Illicit drugs

· Drug precursors

· Criminal intent

Vandalism

Terrorism

Campus Locations of Hazardous Materials with Security Risks

	HazMat
	Location
	Threat

	Mercury
	Laboratories
	Vandalism

	Chlorine gas
	Swimming pools
	Vandalism

	Anhydrous ammonia
	Laboratories
	Precursor for illicit drugs

	Radioactive materials
	Research or medical irradiators
	Terrorism


Controlled substances in research labs

· Barbital

· Chloral hydrate

· Codeine

· Pentobarbital

· Certain depressants, stimulants, and minor tranquilizers

Methamphetamine-Making Chemicals Found on Campus

Various methamphetamine recipes including combinations of volatile organic compounds (VOCs), acids, bases, metals, solvents and salts

	Types
	Common Methamphetamine Chemicals

	Solvents
	Acetone, ether, Freon, hexane, methanol, toluene, xylene

	Corrosives/acids/bases
	Anhydrous ammonia, hydriodic acid, hydrochloric acid, phosphine, sodium hydroxide, sulfuric acid

	Metals/salts
	Iodine, lithium metal, red phosphorous, yellow phosphorous, sodium metal


Controlled Technologies

· For reasons of national security, regulates access to strategically important products, services, and information by foreign nationals

· Inherently military technologies (ITAR) or civilian “dual use” technologies (EAR)

· On-campus access is “deemed export”

· Found in laboratories and engineering campuses

Authorization for Research with Biological Agents and Toxins

SEC. 817 of the USA Patriot Act: (Uniting and Strengthening America by Providing Appropriate Tools Required to Intercept and Obstruct Terrorism)

“Whoever knowingly possesses any biological agent, toxin, or delivery system of a type or in a quantity that, under the circumstances, is not reasonably justified by a prophylactic, protective, bona fide research, or other peaceful purpose, shall be fined under this title, imprisoned not for more than 10 years, or both.”

Examples of Regulated Select Agents

HHS-only

· Ebola viruses

· Herpes B virus

· Variola major virus (smallpox virus) and Variola minor virus (Alastrim)

· Conotoxins

· Ricin

· Saxotoxin

· Tetrodotoxin

HHS-USDA Overlap

· Bacillus antrhacis

· Botulinum neurotoxin producing species of Clostridium

· Francisella tularensis

· Venezuelan Equine Encephalitis virus

· Botulinum neurotoxins

NRC Report on Dual Use Research 

Report of the National Research Council of the National Academies

“Biotechnology Research in an Age of Terrorism: Confronting the Dual Use Dilemma,” October 2003. Gerald Fink, committee chair.

New Experiments of Concern for the Institutional Biosafety Committee (IBC)

· Would demonstrate how to render a vaccine ineffective.

· Would confer resistance to therapeutically useful antibiotics or antiviral agents.

· Would enhance the virulence of a pathogen or render a pathogen virulent.

· Would increase transmissibility of a pathogen.

· Would alter the host range of a pathogen.

· Would enable the evasion of diagnostic/detection modalities.

· Would enable the weaponization of a biological agent or toxin.

Nine Elements of Campus Hazardous Materials Security System

How Can We Ensure Trustworthy Students and Employees?

“Honest, reliable, and conscientious workers represent the foundation of an effective security program.”

No access without authorization


Valid reason for access (within scope of employment)


Background checks?

Scientific Code of Conduct (See “Ethics: A Weapon to Counter Bioterrorism,” Science, March 25, 2005)

42 CFR 73 – Required complete security risk assessments (background checks) for those individuals with “access” to select agents and security plans for facilities

· When Use is Authorized

· Authorized User-Responsible faculty member

· Authorized Worker

· Authorization of individuals by Responsible Official, supervisor and card office

· Oversight of authorization policies and procedures by institutional public safety committee

· “Secure Area”-where authorization is required-is defined in the Security Plan.

Hazardous Materials Security Toolbox

Personal Authorizations

· Keys/cards

· Combinations

· Passwords

· ID Badges

· Fingerprint/retinal scans

DOT on Hazardous Materials Security

Covers offerors and transporters of hazardous materials that meet any one of seven criteria

Security plan must include:

· Assessment of transportation security risks

· Personnel security

· Unauthorized access

· En route security

Radioactive Material and Select Agent Security at UNC

Environment Health & Safety (EHS) witnesses packing and final destruction

Security procedures:

· Transfer and registration requirements

· Chain of custody for receipt

· Inventory system “to account for all vials…origin and destination…signing in and out” of agent

· Destruction procedures

· Security of sensitive information

Hazardous Materials Security Toolbox

Engineering Controls

· Physical barriers (e.g., fences, gates, buffer zones)

· Locks

· Security guards

· Card systems

· Security cameras

· Alarm system

Select Agent Security-Example

· After normal business hours, card access to building for authorized personnel only.

· 24-hour card access for BSL3 lab. Only those authorized for lab may enter.

· EHS authorization is required for BSL3 access.

· Hardening of BSL3 lab and building exterior.

· Security cameras for building and BSL3 entrances

· Visitors must sign logbook, wear temporary badges and be escorted at all times

U.S. Nuclear Regulatory Commission Ordered Protective Measures

Enhanced Security Measures for Certain Radioactive Materials Licensees

· Control access

· Monitor, detect, assess and respond

· Transportation security

· Additional control to secure mobile devices

· Document retention

Security Alarms (To be implemented in 2005)

· Break in/forced entry

· Motion detection after hours

· Video surveillance disabled

· Door open for more than 3 minutes

· Repeated card system failures

Managing Video Surveillance

Video records are likely to be useful only for:

· Unauthorized entry

· Comparing video records with access cards (including access card reports)

Archival video records are difficult and expensive

Make sure you can pull a record (not a loop system). Determine record your length.

Active monitoring options

· In-building monitoring requires security staff

· Security center surveillance, or only when alarm is activated

Card System Management Issues

· Who issues cards? Under what criteria?

· What is the procedure for visitors? Do they get temporary cards? If so, under what criteria?

· Can a card be turned off? Under what criteria? What is the procedure?

· Can an area be secured? Who has the authority? When secured, who still has access?

· Are entries monitored and occupants tracked in real time?

· Are failed entry attempts monitored?

· If not, when are entries reviewed, and by whom?

Card System Failures

· Stolen cards

· Lost cards

· Loaned cards

· Are visitors issued cards? Is the card system used to record all area access?

· Piggybacking/tailgating-following someone inside

· Revolving door-entering upon someone else’s exit

· Blocking doors open

· Innocent piggybacking-entry by multiple cardholders following single swipe (no record of cardholders who don’t swipe)

Security training is required!

Card system costs:

Building terminal server=$800

ADA door (two proximity readers), including control panel (two door capacity)=$4,027.

Extra door=$325

Non-ADA door, including control panel (two door capacity)=$1,720.

2002 Sample Security Costs

for one building, 

one>1,000 sq. ft. lab

Card access

$260,000

Replace glazing

$43,500

CCTV surveillance
$50,500

Alarms; motion, etc.
$5,000

Training for staff

$25,000

Contingency 5%

$18,000

Design


$40,000

Total Project Cost
$442,000

Other Costs to Date and Future Costs

· Issuing Photo IDs

· Cost of alarms were much higher than $5,000

· Additional cost for connecting alarms to UNC Department of Public Safety 911 Center

· Cost of responding to alarms from blocking doors open (occupants, maintenance, delivery personnel)

· Cost of system monitoring, testing and maintenance

HHS Estimated First Year Costs

Small commercial entity with a BSL3 laboratory

$23,400

Medium university with a BSL2-3



$723,400

Planning for Secure Laboratories

$400 per square foot cost for a secure BSL3 laboratory

Plan to focus secure biosafety research into 1-2 floors of a single building

Issue: secure research done by multiple disciplines

Hazardous Materials Accounting

Agent tracking added to EHS information system (PI, agent, location, staff)

EHS annually inspects lab to verify locations, staff and security and safety measures

Annually perform a physical inventory and verify that it matches the inventory in the information system

Physical inventory issues

· Misplaced vials

· Misrecorded information

· It will happen!

Physical Inventory Issues

5,000 micro centrifuge tubes for one Principal Investigator

What’s inside? What can you see through the frost?

Annual joint EHS-PI physical inventories are incredibly time consuming

5,001 micro centrifuge tubes?

4,999 micro centrifuge tubes?

If a tube is missing, who took it? Inventory records probably won’t help

Select Agent Tracking System

“to account for all vials origin and destination”

Cyber Security

Identify sensitive information (e.g., inventories, locations, floor plans)

Location of systems holding sensitive information

Backups

Restricting system access


Password management


Monitoring failed entry attempts


Preventing remote access

Restricting physical access to Workstations and Servers

Informational Security Issues

· Who Should Know?

· Identity of investigators?

· Agents they use?
Location of their laboratories

· Where paper records are kept? Are they secure?

· Where electronic records are kept? Are they secure?

· Is the Security Plan a public document?

· Who should have access to select agent records?

· What information is inappropriate for e-mail?

Who “Needs to Know?”

· What hazardous material? Who is using it? Where is it located?

· EHS staff who inspect labs and respond to campus emergencies

· Building and department managers

· Campus Chief of Police, building security guards, police that respond to emergencies and security alarms, and 9-1-1 operators

· Senior administrators

· Staff who issue security cards

· Fire department responders

· Institutional Biosafety Committee members

· Public members of Institutional Biosafety Committee.

· Would background checks be prudent for these people?

Emergency Response

Common agreement on hazmat and laboratory signage that give appropriate and adequate warning to first responders

Fire and flood plans for secure areas

· Most common emergencies

· To ensure appropriate and prompt response

· Local Fire Department

· Facilities staff

· Security Center/Public Safety

Laboratory Security at a large campus

· High risk biohazards and radioactive materials have been identified

· For those areas, security measures have been implemented. In many cases, we have gone beyond what is required by law.

· Additional security measures for high risk areas include background checks, material inventories that area audited by EHS, card-key access, alarms, and closed circuit TV.

· For some materials, purchase and acquisition restrictions have been added.

· Staff has received information on improving security of biohazards, radioactive materials, and hazardous chemicals in their laboratories.

Emergency Support Function Annex #11

Food
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ESF #11:
Food

This ESF will describe how food services are handled during a disaster or emergency, for both students and emergency personnel, and the University community if necessary.

Lead Department:


Auxiliary Services

Supporting Departments:


Housing and Residence Life






University Union






Office of Facilities

External Supporting Departments:

Aramark Services






American Red Cross






Salvation Army

Primary Support Services

The Director of Auxiliary Services shall coordinate the following services on a 24-hour basis for at least the first three days of any declared emergency: 

· Provision of meals for resident students, faculty and staff and other emergency responders

· Temporary Housing, rest and recuperation facilities for emergency staff and responders

The Director of Auxiliary Services shall arrange for continuation of the above services After the initial 72 hour period by coordinating with the following providers as needed:

· Aramark Services

· The American Red Cross

· The Salvation Army

· County Emergency Management Resources

Secondary services

The Director of Auxiliary Services shall also prearrange for the following contingencies:

· The existence of emergency generators or other sources of electrical power to maintain stored food sources so as to prevent spoilage of food supplies during any emergency

· Proper storage of food stuffs to enable sufficient supplies to maintain the foreseeable demand for food services for an initial 72 hour period

· Food service staffing of 12 hour shifts for the duration of the emergency

(Or consider the following on page 267)
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ANNEX B - FOOD SERVICES

1. Upon alert, food service managers and supervisors should report to their respective operations and await instructions from the Director of Food Services. 

2. The Director of Food Services will be responsible for having at least the following food items on hand, in sufficient quantities to provide at least two daily meals daily to persons on campus during the emergency: 

· Instant coffee 

· Cookies 

· Instant tea 

· Canned soup 

· Assorted Condiments 

· Canned meats 

· Powdered non dairy products 

· Sliced cheese 

· Plastic flatware 

· Canned vegetables 

· Paper cups 

· Canned fruits 

· Paper plates and napkins 

· Distilled water 

· Individual packs of crackers 

3. The delivery of food items to remote sites will be coordinated with the University Police Department and Facilities Services. 

(Or consider the following on page 266)
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Food Services Annex

Logistics Section: Food Services: Provides supplies and distribution systems for food and drinking water. 

Unit Leader: Primarily responsible for providing food and liquids to incident personnel and for potable water support to the incident and the community. Reports to the Logistics Section Leader and may supervise caterers, cooks and kitchen staffs.

a. Obtain incident briefing from the Incident Commander.

b. Put on position identification vest.

c. READ ENTIRE DUTY CHECKLIST.

d. Assess incident situation.

e. Appoint and brief staff, as needed.

f. Participate in Logistics Section planning.

g. Determine location of working assignments and number of personnel assigned to each location.

h. Confirm feeding times and locations with Planning and Operations Section leaders.

i. Determine best method of feeding for each situation.

j. Obtain necessary equipment and supplies to operate food service facilities.

k. Ensure food services equipment is set up (supervise caterer).

l. Order food through Purchasing unit and pick up or arrange delivery of food from approved vendors.

m. Keep inventory of food on hand, check in food orders.

n. Ensure that sufficient potable water is available to meet all incident needs.

o. Ensure food service provider provides incident personnel with well-balanced meals.

p. Ensure that all appropriate health and safety measures are taken.

q. Maintain unit log.

(The following section discusses an approach to lessen the dangers of radiological exposure of food in the distribution supply chain)

APPENDIX 1
RADIOLOGICAL EMERGENCY RESPONSE INGESTION EXPOSURE PATHWAY EPZ

A. 
PURPOSE

The purpose of this Appendix is to describe the means to be used in ___________ County in minimizing the effects of radioactive contamination of the human food chain, including animal feeds and water, resulting from an incident at a nuclear power plant.

B.
SITUATION

1. Portions of ___________ County lie within the 50-mile ingestion exposure pathway EPZs of two nuclear power plants located beyond the boundaries of the State of ________.

2. The Peach Bottom Atomic Power Station, which is located in Delta, Pennsylvania, is the closest nuclear facility to the county and ___________ County is totally within the Ingestion Exposure Pathway EPZ.

3. The Three Mile Island Nuclear Generating Station, which is located near Harrisburg, Pennsylvania, is another facility that could affect ___________ County. The entire northern portion of ___________ County is within the Ingestion Exposure Pathway EPZ.

4. In the event of a radioactive release from the above mentioned nuclear power plants, the deposition of radio contaminants on crops, other vegetation, bodies of surface water and ground surfaces could occur and result in the ingestion of contaminated food products, milk and water.

5. ___________ County has the responsibility to take protective actions in the event that a radiological incident causes contamination of human food and animal feeds.

C. 
CONCEPT OF OPERATIONS

1. 
General

a.
Emergency response operations within the ingestion exposure pathway EPZ involves the identification of areas in which food and/or water may have become contaminated. Once contaminated areas are identified, protective actions will be taken to minimize further contamination in those areas and to place restrictions, appropriate for protecting the public health, upon the use of contaminated food or water.

b.
The Secretary, Department of the Environment, or alternate, is in charge of Ingestion Zone emergency operations. The DHMH, MDA, and DNR will support MDE in assessing the potential for and/or extent of radioactive contamination to food, water, milk, and livestock feed and also the determination of the need to restrict consumption of certain products. The APP1-2 DHMH and MDA will designate the locations within the Ingestion EPZ for the sampling of farm produce, water supplies, and livestock feed for analysis.

c.
At the County Level, the County OEP serves as the operative arm in responding to and recovering from the ingestion exposure problem. The USDA Services located in the county - Farm Service Agency (FSA), Cooperative Extension Service (CES), and the Natural Resources Conservation Service (NRCS) - will provide assistance in the form of personnel and agricultural expertise. Collectively, these services comprise the county Food and Agriculture Council (FAC). The term County Emergency Board (CEB) is used to denote these services in their emergency work to assist the agricultural community within the county. A member of the CEB (usually the FSA County Executive Director) serves as the Agricultural Staff Officer on the County EOC staff. In this document, the terms FAC and CEB will be used interchangeably.

2.
 Protective Actions

a.
The United States Food and Drug Administration (FDA) recommends two levels of protective response which apply to all food pathways. They are: 

1)
Preventive protective actions - Actions taken to prevent or reduce contamination of milk and food products.

2) 
Emergency protective actions - Actions taken by public officials to isolate food to prevent its introduction into commerce and to determine whether condemnation or other disposition is appropriate.

b.
Protective actions, as announced by MDE, may require modifications of food production, processing, and distribution cycle pathways in affected areas both within and outside of the ingestion exposure pathway EPZ.

c.
Protective actions will be based upon known releases to the environment, radiological measurements, laboratory analyses, and/or integrated dose projections.

d.
Protective actions will not be taken without verification by MEMA in coordination with MDE and other appropriate State and Federal agencies involved, of the measured levels for both preventive or emergency protective actions and a consideration of the health, economic, and social impacts of such actions.

e.
In this attachment "protective action" is used in the generic sense unless specifically referred to as "preventive" or "emergency" protective action. APP1-3

3.
 Notification

The public in the ingestion pathway exposure EPZ will be notified about initial preventive and emergency protective actions through a system of EAS messages, public service announcements on local radio and television stations, NOAA Weather Radio, and the print media.

4. 
Target Audiences

Target audiences for public information concerning radioactive contamination through ingestion exposure will be the general public, farmers, processors and distributors in the food production process and water suppliers within the ingestion exposure pathway EPZ.

D. 
ORGANIZATION AND RESPONSIBILITIES

1. 
Organization

a. ________ Emergency Management Agency 

The ________ Emergency Management Agency serves as the lead state agency in coordination with State and Federal agencies in the public education of and response to problems associated with the ingestion exposure pathway EPZ. MEMA also provides direction and control over the ingestion response and recovery activities.

b. ________ Department of the Environment (MDE)

The MDE provides accident assessment and ingestion exposure information as it relates and pertains to the food chain to MEMA, and other appropriate agencies. MDE also reviews laboratory test results and consults with MEMA in developing ingestion protective action recommendations.

c. ___________ County OEP

The ___________ County OEP serves as the lead county agency in coordination with state and county agencies in the public education of and response to problems associated with the ingestion exposure pathway emergency planning zone.

d. ___________ County Emergency Board

The ___________ County Emergency Board is chaired by the FSA County Executive Director and assists and provides agricultural information to local governments in the event of a radiological incident. The CEB also coordinates emergency programs at the local level. The FSA County Executive Director (or his/her designated representative) serves as the Agricultural Staff Officer on the ___________ County EOC staff. In this capacity, he/she assists and provides information to county government officials and coordinates USDA radiological emergency programs at the county level. He/she is also the primary emergency contact for county officials in the event that State CEB agricultural assistance is required.

2.
Responsibilities

a. ________ Emergency Management Agency

1)
Act as lead agency in coordination with Federal and Commonwealth agencies and departments in public education of and response to problems associated with the ingestion exposure pathway EPZ.

2)
Provide overall direction and control during ingestion response and recovery operations.

3) 
Establish procedures and the capability to disseminate information on preventive and emergency protective actions to cope with the effects of radiological contamination of human food, water and animal feed. This will be accomplished annually for risk counties.

4)
In coordination with MDE issue guidance to ingestion-exposure pathway counties on procedures and actions necessary to prevent or mitigate radioactive contamination of milk, food and water.

b. ________ Department of the Environment

1)
Provide to MEMA and other appropriate agencies accident assessment and ingestion exposure information as it relates and pertains to the food chain.

2)
Prioritize the analytic and sampling efforts to be conducted.

3)
Develop and issue guidance (through MEMA) to ingestion exposure pathway counties regarding initial and continuing agricultural product sampling.

4) 
Review laboratory test results and consult with MEMA in developing protective action recommendations.

5) 
Develop and issue guidance (through MEMA) to ingestion exposure counties regarding actions necessary to prevent or mitigate radioactive contamination of milk, food and water.

6)
Recommend preventive or emergency protective actions, if required, to be taken within the ingestion exposure pathway EPZ.

7)
Prepare (in coordination with MEMA) public education information about radiation hazards in the ingestion exposure pathway EPZ. 

c.
Department of Health and Mental Hygiene 

The DHMH is responsible for the analysis of food, water, milk, and livestock feed samples and will utilize the personnel and vehicles of the support agencies to accomplish its assigned tasks. The DHMH (through its sub-divisions) will ensure that all truck and dairy farms, milk processing centers, and potable water supplies are controlled to prohibit public consumption if necessary.

d.
Fisheries Service, Department of Natural Resources

The Fisheries Service (FS) of the Department of Natural Resources, under the direction of the MDE, will support in controlling the harvesting of contaminated shellfish. FS personnel and equipment will be deployed to provide samples of shellfish and finfish for MDE analysis.

e. 
________ Department of Agriculture

The ________ Department of Agriculture will support the MDE by prohibiting the use of land for pasture, by quarantining animals or plants, and by prohibiting the sale and distribution of contaminated food, if deemed necessary by the MDE.

f. ___________ County OEP

1)
Act as lead county agency in coordination with State and County agencies and departments in public education of the response to problems associated with portions of the county located within the ingestion exposure EPZ.

2)
Provide overall direction and control during county ingestion response and recovery operations.

3)
Develop/maintain a working relationship with the County Emergency Board.

4)
Understand the capabilities available from the USDA Services which comprise the CEB.

5)
Develop a working knowledge of the agricultural entities within the county which could be affected by the introduction/deposition of radionuclides.

6)
Maintain (in coordination with the CEB) files cross-indexed to maps showing the location of all farms, dairies, slaughter houses and meat processing plants within the ingestion exposure EPZ. This information should be contained in the appropriate electronic database (i.e., EMIS-c/e) and backed-up with hard copy media.

7)
Maintain (in coordination with the CEB) files cross-indexed to maps showing the names and locations of all facilities processing milk products, large amounts of food or agricultural products (to include fertilizer, feed or seed) within the ingestion exposure EPZ. This information should be contained in the appropriate electronic database (i.e., EMIS-c/e) and backed-up with hard copy media.

8)
Establish (in coordination with MEMA and the CEB) procedures and the capability to disseminate information on preventive and emergency protective actions to cope with the effects of radiological contamination of human food, water and animal feed.

9)
Issue (in coordination with MEMA and the CEB) guidance on procedures and actions necessary to prevent or mitigate radiological contamination of human food, water and animal feed.

10)
Issue (in coordination with MEMA and the CEB) instructions concerning the control and disposition of radioactively, contaminated agricultural, dairy and food products.

11)
Assist the CEB, when applicable, in the registration of farmers requesting authorization to reenter restricted areas for the purpose of tending livestock.

12)
Assist the agricultural sampling effort by:

a)
Providing a radiological situation report for incoming agricultural samplers.

b) 
Providing incoming agricultural samplers with a mobile communications source.

c) 
Providing a guide to assist incoming agricultural samplers with navigation.

d) 
Providing sample-taking equipment (plastic bags, bottles), if necessary.

e)
Designating/coordinating agricultural sample drop-off points with MEMA and MDE.

f)
County Emergency Board

1) 
Farm Service Agency (FSA)

a) 
Develop and maintain a working relationship with the ___________ County OEP.

b)
Develop and maintain files cross-indexed to maps showing the names and locations of all farms, dairies, slaughterhouses and meat processing plants within the county. Ensure the County OEP has access to same.

c)
Develop and maintain files cross-indexed to maps showing the names and locations of all facilities processing milk products, large amounts of food or agricultural products (to include fertilizer, feed or seed) within the county. Ensure the County OEP has access to same.

d)
Maintain local information on crop production, acreage and farm capability.

e)
Develop and maintain a list of food, feed or seed processing facilities located within the county which receive raw materials from sources located outside the county. Identify the location of those sources.

f)
Maintain contact with local food processing storage and wholesale distribution facilities and determine availability and disposition of supplies.

g)
Provide an Agricultural Staff Officer to the County EOC upon request.

h)
Designate (if required) local FAC personnel to assist in agricultural sampling of the affected area.

i)
Serve as the primary point of contact for incoming agricultural sample-taking personnel and assist the sampling effort by: 

(1)
Ensuring sample takers understand their mission instructions and have the necessary equipment.

(2)
Providing pertinent information concerning sample locations (name of owner, location of farm, point of contact, etc.)

(3)
Contacting sample location owners and informing him/her that sample takers are enroute.

2)
Cooperative Extension Service (CES)

a)
Disseminate (in coordination with the County OEP) guidance to the agricultural community concerning response procedures and actions necessary to prevent radioactive contamination.

b)
Disseminate (in coordination with the County OEP) guidance to the agricultural community concerning the control and disposition of radiologically contaminated agricultural, dairy and food products.

c)
Disseminate (in coordination with the County OEP) information to the agricultural community concerning radiation hazards in the ingestion exposure pathway EPZ and the protective actions that should be taken.

3)
___________ Soil Conservation District (BSCD)


Estimate in coordination with MDE the effects of radiation on soils and the agricultural water supply.

E.
REFERENCES

Federal Guidelines

1. 
Federal Register, October 22, 1982, pages 47073-47083 Department of Health and Human Services, Food and Drug Administration: Accidental Radioactive Contamination of Human Food and Animal Feeds and Recommendations for State and Local Governments.

2.
U.S. Department of Health and Human Services:

Background for Protective Action Recommendations: Accidental Radioactive Contamination of Food and Animal Feeds, HHS Publication, FDA 82-8196, August 1982.

3.
U.S. Environmental Protection Agency:

National Interim Primary Drinking Water Regulation, EPA Publication 57019-76- 003, Appendix B.

4.
Federal Emergency Management Agency:

Guidance on Offsite Emergency Radiation Measurement Systems, Phase I - Airborne Release, FEMA-REP-2, July 1987.

Guidance on Offsite Emergency Radiation Measurement Systems, Phase 2 – The Milk Pathway, FEMA REP - 12 September 1987.

Guidance on Offsite Emergency Radiation Measurement Systems, Phase 3, Water and Non-Dairy Food Pathway, WINCO - 1012, October 1984.*

Guidance Memorandum IN-1: The Ingestion Exposure Pathway, February 26, 1988.

F.
DEFINITIONS AND TERMS (See Basic Plan)

1. FAC: Food and Agricultural Council. Another name for the County Emergency Board.

2. FRMAC: Federal Radiological Monitoring and Assessment Center.

3. PDA: ________ Department of Agriculture.

*WINCO is the acronym for Westinghouse _____ Nuclear Company.

4. Radio assay: To analyze something for radioactivity content; to determine what radioactivity and how much radioactivity. Accomplished by field sampling and laboratory analysis.

G.
ATTACHMENTS

1. Food Protection

2. Preventive and Emergency Protective Actions

3. Information for Farmers and Food Processors
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ATTACHMENT 1 TO APPENDIX 1

FOOD PROTECTION

A.
INTRODUCTION

This attachment will serve as guidance and information for an emergency. It contains protective action information which the general public may use as a precaution to minimize exposure to contaminated agricultural, dairy and other food products through ingestion. When considering public information releases on food protection measures, careful thought should be given to the possibility of arousing undue and unnecessary public concern regarding the suitability of consumption of food. On the other hand, where food contamination has occurred, the public must be warned and issued appropriate protective action information.

B.
GENERAL INFORMATION

1.
Foods stored in the home will virtually always be free of radio contamination and therefore be suitable for immediate use. This pertains to food stored in a normal manner (i.e., food stored in the refrigerator, cabinets and containers or packages), but not necessarily to foods in the open such as fruit, cookies or candy in uncovered dishes. Therefore, unless advised otherwise, the public can assume that no special measures are necessary in preparing stored foods for consumption.

2.
Food not stored indoors or similarly protected, such as garden vegetables, fruit on trees, or food products obtained outside the home after the incident, could be contaminated. Contamination, however, does not render such foods unusable. Most foods can easily be decontaminated by fairly simple food preparation procedures.

3.
In fixed nuclear facility incidents involving the release of radioactive iodine, cows may ingest the contaminant and produce milk with some degree of contamination. Only milk produced after any exposure of the cows to contaminated feed (not milk stored in the home or already packaged milk at the dairy or store) is subject to radioactive iodine contamination.

4.
The following procedures for various food types are generally considered to be effective protective measures in assuring that food is free of contamination and suitable for consumption.

TYPE OF FOOD RECOMMENDED PROTECTIVE ACTION

Root crops (potatoes, carrots, etc.) Thoroughly wash, brush, scrub or peel to remove surface contamination. Root crops are the least susceptible to contamination since the soil protects the edible portion from immediate contamination.

Care should be taken in digging and storing to prevent contact with contaminated surfaces.

Fruits and vegetables

Thoroughly wash, brush, scrub or peel to remove surface contamination. These food products are susceptible to contamination due to the exposed surface area of the edible portion.

Canned or packaged foods

Thoroughly clean the surface of the package by washing, vacuuming or using a damp cloth to remove surface contamination prior to opening.

Frozen foods

Frozen foods package prior to an incident involving radio contamination will be safe as long as they were kept in a freezer. If the surface becomes contaminated or is suspected of being contaminated, it should be thoroughly cleaned off prior to opening to prevent contaminating the contents.

Unpackaged stored foods

These foods will be safe to eat if outside air has been excluded from the storage area. If the storage area has become contaminated, they may be able to be salvaged by washing, scrubbing, peeling, etc. This will depend upon the type of food item involved.

ATTACHMENT 2 TO APPENDIX 1

PREVENTIVE AND EMERGENCY PROTECTIVE ACTIONS

A.
INTRODUCTION

1. 
Protective Actions for the ingestion exposure pathway EPZ are designed to reduce opportunities for consumption of radiologically contaminated food and water by humans and livestock.

2.
The need to apply protective actions in the event of a fixed nuclear facility incident will be determined on a case-by case basis.

3.
Protective action recommendations are designed to be implemented within hours or days from the time the incident is recognized. The recommended actions should be continued long enough to avoid most of the projected dose.

4.
Determination of when to cease a protective action must be made on a case-by-case basis considering the nuclear incident and the food supply contaminated.

B.
GENERAL INFORMATION

1.
Protective Action Guides (PAGs)

a.
PAGs represent FDA judgments on the level of food contamination resulting from radiation incidents at which protective action should be taken to protect public health.

b.
A basic assumption in the development of protective actions is that the condition requiring their implementation is unusual and should not occur frequently.

c.
A Protective Action Guide never implies an acceptable dose. The PAG is based on a dose and is used to minimize the risk from an event. If an event has occurred, PAGs should be implemented to ameliorate the impact on already exposed or yet to be exposed populations. The minimization of effects implies that the radiation exposure under consideration is avoidable. Protective actions should be implemented as soon as possible to be most effective.

d.
To permit flexibility of actions in reducing radiation exposure to the public via the food pathway caused by a nuclear incident, the FDA (47 FR 47073, October 22, 1982) adopted Preventive and Emergency PAGs for an exposed individual in the population.

2.
Response Levels Equivalent to PAGs

a.
The basic PAG recommendations are given in terms of projected dose equivalents. It is more convenient to use specific radionuclide concentrations upon which to initiate protective actions. The Food and Drug Administration (FDA) derived response levels equivalent to the PAGs for radionuclides of interest in the ingestion exposure pathway EPZ. They are accepted by the State and will be used in any ingestion exposure incident for both Preventive and Emergency PAGs.

1)
Response levels for Preventive PAGs:

Preventive PAGs for the ingestion of food, water and milk are 0.1 Rem projected dose to the whole body, bone marrow, or other organ, and 1.5 Rem projected dose to the thyroid.

2)
Response levels for Emergency PAGs:

Emergency PAGs for the ingestion of food, water, and milk are 5 Rem projected dose to the whole body, bone marrow, or other organ and 15 Rem projected dose to the thyroid. For these PAGs the infant values are used for the general population, while the adult values are offered to permit flexibility in cases where the higher exposures can be limited to adults only.

3)
Response levels for Drinking Water PAGs

The basis for criteria for drinking water concentration is the USEPA National Interim Primary Drinking Water Regulations, EPA-570/9- 76-003, Appendix B.

3.
Implementation

MDE will perform the procedure for estimating projected total intake for targeted radionuclides and recommend the implementation of preventive or emergency protective actions as necessary.

4.
Implementing Protective Actions when PAGs exceeded:

Actions are appropriate when the health benefit associated with the achievable reduction in dose outweighs the undesirable health, economic, and social factors.

Protective actions listed below should be considered for implementation in order to reduce the consequences in the ingestion pathway if the preventive or emergency PAGs are exceeded. Several of the actions are easily implemented and may be considered for implementation as precautionary measures during the time period when post-plume data are being evaluated, or when it is reasonable to assume from early field data that the level of radioactive material in the environment is likely to approach or exceed the PAGs. Once protective actions are initiated, they continue for a time period sufficient to mitigate the radiological consequences via the ingestion pathway.

a. 
Preventive Protective Actions

1)
For pasture: Removal of lactating dairy cows from contaminated pastures and substitute uncontaminated stored feed. Substitute source of covered uncontaminated water. Do not use surface waters.

2)
For milk: Withholding of contaminated milk from the market. Disposition of the milk would be addressed depending upon the situation at the time of the incident and after evaluation by MDE and the Department of Agriculture in coordination with MEMA. Storage for prolonged times at reduced temperatures also is feasible provided ultrahigh temperature pasteurization techniques are employed for processing.

3)
For fruits and vegetables: Washing, brushing, scrubbing, or peeling to remove surface contamination. Preservation by canning, freezing, and dehydration or storage to permit radioactive decay of short-lived radionuclides.

4)
For grains: Milling and polishing.

5)
For drinking water: Avoid use of surface water (streams, lakes, ponds) for human and animal consumption. Limit ingestion of potable water until source has been approved for consumption.  Use bottled water and canned beverages and juices as water sources.

6)
For other food products: Process to remove surface contamination.

7)
For meat and meat products: Intake of Cesium-134 and Cesium-137 by an adult via the meat pathway may exceed that of the milk pathway; therefore, levels of cesium in milk which approach the "response level" should cause surveillance and protective actions for meat as appropriate.

8)
For animal feed other than pasture: Action should be on a case-by-case basis taking into consideration the relationship between the radionuclide concentration in the animal feed and the concentration of the radionuclide in human food.

9)
For fish and shellfish: Suspend fishing operations of commercial fish firms and charter fishing boats until resumption is recommended. Check the catch made on the day of the accident.

b.
Emergency Protective Actions

Responsible officials from the Department of Agriculture will isolate food containing radioactive material to prevent its introduction into commerce and determine whether condemnation or another disposition is appropriate. Before taking this action, the following factors will be considered.

1)
The availability of other possible protective actions.

2)
The relative proportion of the total diet by weight represented by the item in question.

3)
The importance of the particular food in nutrition and the availability of uncontaminated food or substitutes having the same nutritional properties.

4)
The relative contribution of other foods and other radionuclides to the total projected dose.

5)
The time and effort required to implement corrective action.

5.
Recovery

Consideration will be given to removing restrictions on harvesting, processing and consumption of food, and consumption of water, on a case-by-case basis.

Criteria include termination of the release on a measurable and consistent decline in concentrations and commodities. Removal of restrictions will be directed by the Governor or his designee, based upon recommendations from MEMA in coordination with MDE. In addition, the assistance of Federal Agencies, including EPA and FDA, will be used, as needed.

ATTACHMENT 3 TO APPENDIX 1

INFORMATION FOR FARMERS AND FOOD PROCESSORS

This section provides information for farmers and food processors that will assist in protecting livestock, crops and food products from radiological contamination.

A.
GENERAL INFORMATION

1.
The ________ Emergency Management Agency (MEMA), in coordination with the licensee, ________ Department of Environment (MDE), and other state agencies, will provide specific information following an incident concerning amounts and types of radio contaminant releases. This information will contain available warning time, the probable duration and quantities, and the mix of radio contaminant discharge. Generally, in a fixed nuclear site incident radioiodine will be the major contaminant, although it is possible that other radio contaminants also will be released.

2.
Experience has shown that the time from the depositing of radio iodides on the pasture to the appearance of significant quantities of radioiodine in cow's milk may be as short as the time lapse between milkings (12 hours). It is extremely important, therefore, that actions to minimize milk contamination be taken as early as possible.

3. 
Several options are available for the protection of the public from exposure to radioiodine through the milk food chain.

a.
Remove dairy cattle and other milk-producing animals from the pasture in the affected area as soon as possible and provide feed and water from sources that are not contaminated.

b.
Dispose of contaminated milk, as determined by a sample to be taken by the appropriate state agency.

4.
These are suggested priorities for sheltering and feeding farm animals with stored food and water:

a.
Dairy cattle and other milk-producing animals

b.
Egg-producing fowl

c.
Breeding stock

d.
Other livestock and poultry

5.
No attempts should be made to evacuate farm animals from the 10-mile or 50-mile EPZ; priority for evacuation will be given to the public.

6.
A shelter can be a barn, shed, garage or other building. If these are not available, a roadway underpass or a wooded area is better than no cover at all.

7.
Crops that have been harvested before the accident should be covered or put in a covered area, if possible. An emergency supply of water should also be kept in covered containers, e.g., barrels, cisterns and wells.

8.
The EAS will broadcast advisories and guidance.

B.
Information for Food Processors


The primary objective of the food processor must be to prevent the contamination of the public through the processing of contaminated food. The burden of protecting the public from contamination through ingestion of contaminated foods provided by the food processors rests directly on the processors. They must take whatever actions are necessary to ensure that the foods processed for consumption by the public are not contaminated.
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Emergency Support Function Annex #12

Technology Systems
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ESF #12:
Technology Systems

This ESF will describe how computer systems are cared for during an emergency or disaster and how they are restored once the disaster is over.

Lead Department:


ITSD

Supporting Departments:


Office of Facilities






Auxiliary Services






Business Applications

External Supporting Departments:

Office of the President

Information Technology- Administration
Purpose

To provide an overview of how telecommunications and electronic information is directed and shared at the University during an emergency. 

Responsibilities
A
Primary; 

The primary direction and control for voice, data and video communications at the University is; 

· Office of Information Technology (OIT)

· Networking and Telecommunication Systems (NTS)

Communications:
The University’s communication capabilities to directly link to non-University, local authorities/on-scene Incident Commanders is limited. A University liaison will be available to assist and bridge the communications gap between the University and local/state/federal authorities.

The University has access to a variety of shared information, communication tools and media. During an emergency, the University is committed to using this information to assist in managing these operations and providing a method of communications. 

Large Scale Disasters:
In the event of a large-scale disaster at the University, a representative is required in the EOC.

Information Technology- Operations

I. Response:

Office of Information Technology (OIT)

The Office of Information Technology has overall responsibility for voice and data communications, central computing services, and computer maintenance. The telephony and data communications roles are so specialized that they are covered under a separate document to this Plan. OIT departments provide support in the following manner: 

Central Computing Operations provides the University with centralized information management systems and services, supporting both administrative and academic computing by providing operations, production and technical services, database administration, and Internet (e-mail, directory, and authentication) services.

· Academic and Distributed Computing Services (ADCS) has, among its varied responsibilities, first call help desk for all OIT technology services, distribution of group e-mail, and the task of establishing and maintaining video conferencing capabilities.

· OIT Security and Assurance provides support for computer system and network security. 

· University Computer Services (UCS) provides PC, microcomputer, and workstation maintenance and upgrade services to the University community. Warranty services, annual service contracts, and service on a "time and materials" basis are available. UCS also sells, installs, and supports computer upgrade products.

· Other OIT departments provide support and systems development, etc., and may be provide data or voice communications and data services during an emergency or disaster. The Associate Vice President for OIT (and Chief Information Officer) is responsible for coordinating these diverse needs during such a situation.

Networking and Telecommunications Services (NTS)-

The Networking and Telecommunications Services Department provides voice and data connectivity for the University, the State, and several private organizations. This equipment includes much of the alarm and emergency communication and notification systems at the University. Emergency related tasks carried out by NTS include:

· Maintenance of EOC Communications Equipment

· Emergency telephone communications, including 9-1-1

· Cellular and digital wireless communications during an emergency

· Maintenance of wiring, etc. needed for the transmission of alarms within structures to Building Systems Automation Center (BSAC)

· Coordination and integration of data communications infrastructure, including e-mail and web, during an emergency

To accomplish these tasks, NTS coordinates with local and long distance telecommunications companies and state and federal regulators. NTS employs administrative and technical personnel skilled in all aspects of installation, operation, maintenance, and repair of equipment and infrastructure related to the transmission of voice and data (landline and wireless).

Incident Management:

In order to provide a continuity of operations at every scene involving University property or assets, an Incident Command System (ICS) shall be used. Each affected agency will have a representative at the EOC during a disaster. 
All agencies will operate within the ICS system using a Unified Command approach. 
InIformation Technology- Resources

Office of Information Technology
	Name
	Position
	Office Phone
	Cell Phone
	Pager

	OIT Help
	24X7 Helpdesk
	
	
	

	
	
	
	
	

	
	
	
	
	


Networking and Telecommunication Systems

	Name
	Position
	Office Phone
	Cell Phone
	Pager

	OIT Help
	24X7 Helpdesk
	
	
	

	
	
	
	
	

	
	
	
	
	


(This next section is an example of information that could be used to develop a technology based IT Annex)
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Part 1: Disaster Recovery Expectations

Overview

In the event of an IT service outage, it is important that central service units and collegiate/departmental units agree on their respective roles and responsibilities. A common understanding allows IT service owners to plan for a timely and orderly restoration of service.

In the context of this document, we distinguish between an incident and a disaster. Expectations vary between the two.

· An incident typically impacts a specific service or server. Examples of incidents include a compromised service resulting from a hacking attack or the loss of a server due to an electrical problem isolated to that server.

· A disaster event is a significant or unusual incident that has long-term implications. An example of a disaster event would be the loss of a data center due to a catastrophic fire.

In the context of this document, central facilities staff refers to Facilities Management (FM) and central IT staff refers to Information Technology Services (ITS). Major exceptions include any departments who currently receive such support from other service units (e.g., hospital, outlying buildings).

Each area has an obligation to the University to ensure it can continue to function, or restore function, at a basic level in the event of a disaster. University administration has expectations that each area will assume full responsibility for the following:

Expectations – Prior to an Incident Occurrence

Collegiate/Departmental units are expected to:

· Have identified an alternate server in the case of the loss of a server.

· Be able to perform a restoration from the ground up.

· Restore service to operational status which is fully patched and compliant with IT policy.

Central facilities staff is expected to:

· Assist with problem identification in the case of an electrical or HVAC failure.

· Provide advice on environmental-monitoring and building security options.

Central IT staff is expected to:

· Maintain a central web site for IT policies and best practices.

· Assist with problem identification and provide general recommendations. Service-specific issues are beyond the scope of central IT support unless previously agreed upon via a Service Level Agreement or Memo of Understanding.

· Provide central controls (e.g., virus blocking, port blocking) when applicable.

· Notify other work units if the incident could spread elsewhere.

Expectations – Prior to a Disaster Occurrence

Incident expectations are applicable to a disaster event, too. Given the scope of a disaster, there are additional expectations.

Collegiate/Departmental units are expected to have the following documented:

· Services prioritized as to importance and order of restoration.

· Identified person(s) with the authority to declare a disaster.

· Estimate the number of days for service restoration, and identify and document alternative service plans for that length of time, as well as the resources needed (people and equipment) for restoration.

· Identified multiple staff capable of restoring IT services.

· Location and process for retrieving backup media from remote site.

· Identification of a source for the quick acquisition of IT servers and workstations, including, if necessary, written or contractual agreements with outside entities.

· Procedure for the annual review of the unit plan, including education of all staff to ensure they are aware of and understand the plan.

Central facilities staff is expected to:

· Assist in finding alternate facilities with appropriate space, electrical, and HVAC identified, for sustaining servers, workstations, and staff.

· Provide advice on fire suppression, uninterruptible power supply (UPS), alternative power sources (e.g., motor generators, redundant electrical feeds), HVAC, and physical security.

Central IT staff is expected to:

· Work with central facilities to have processes in place for identifying alternate space for servers and workstations that has sufficient network infrastructure and bandwidth.

· Identify available sources for IT servers and workstations.

· Identify available sources for IT staff with qualifications unique to Higher Ed.

· Have central facility (data center, network infrastructure) disaster plans1 in place.

Part 2: Disaster Recovery Responsibilities

Decision-Making Process - During an Incident or Disaster

Identification of a Threat

The decision-making process begins with identifying an impending, or existing, threat. This can occur in many ways, but basically involves awareness something will happen, or is happening, which could plausibly be defined as a “critical incident” by the University (see The University of ________ Operations Manual, Part V, Chapter 16, Section 16.3). At this point, the threat is not yet classified as a disaster.

Notification of Authority

Immediately following identification is notification of the appropriate authority of the threat. At the highest level, the University president or his designee (the VP of Student Services) is the appropriate authority. For campus-wide IT-related disasters, this is the University Chief Information Officer and/or the University IT Security Officer, or their designees. Below the VP level—that is, assuming the scope of an incident is determined to be contained wholly within a single department or unit—the authority is defined as the dean or department head, or his designee. It is assumed that a chain of communication exists within each college/department, from senior IT management up to it’s head, to facilitate the decision-making process.

Declaration of a Disaster Event

A threat is defined as a disaster only when the designated authority (see above) has declared that a disaster condition exists. This will likely include consultation with staff within the department who are directly involved with the affected areas/services. It may also include consultation with central IT security staff.

Determination of Response

Those persons who have predefined roles to carry out in the event of a disaster (see below), will then meet to determine the appropriate course of action, based on the area’s predefined disaster plan, and proceed from there.

Who Does What - During an Incident or Disaster

Definition of Roles

Each area will have specific needs. However it is recommended that within each unit, each area identify primary, and secondary, people who will be expected to carry out the following basic roles after a disaster situation has been declared by the designated authority:

Coordination – coordinates activities and makes command decisions, as related to the disaster, within the scope of the area. This person is essentially in charge of the disaster recovery.

Restoration – works with other staff and/or outside vendors to restore computers, or other technical systems, to a functionality needed for the area to operate, at a minimum, it’s critical services. This person may coordinate efforts of other technical staff.

Communication – handles communication with departmental staff and outside entities.

In larger areas, these roles are typically represented by one or more existing positions on the organizational charts. However, smaller units may not have such formally defined positions. It is imperative that all departments have in place a plan that clearly identifies who will perform what role in the event of a disaster. At the same time, flexibility in this regard is important, as it cannot be predicted who will be present when a disaster does occur.

Part 3: Communications Processes

The University Operations manual, Part V, Chapter 16 describes the Critical Incident Management Plan2 (CIMP) which outlines the communications processes which will be invoked should a university wide crisis situation occur. It is important that each unit understand how communications at the top level of the university will operate should such an event occur. It is further recommended that units review and understand the CIMP in its entirety. Relevant to issues concerning information technology are the following excerpts:

Part IV: “With any crisis situation it is understood that a state of emergency may need to be declared. The authority to declare a campus state of emergency rests with the University President or a designee; in most cases the Vice President for Student Services will be the designee if the President is unavailable.”

Part V: “In the event of an emergency or a disaster, the University of ________ Department of Public Safety has primary responsibility for immediate response, and shall cooperate and coordinate with official emergency response authorities and University Administration, in accordance with established policies and procedures.”

Part XIII (Infrastructure Failure): “The first responders, either FM or ITS, will determine whether a critical incidents exists, will report to the appropriate department heads and, in the event that a critical incident exists, the Director of Public Safety will notify the Vice President for Student Services who will convene the Critical Incident Management Team (CIMT).

IT Disaster Communication Plan

The IT Disaster Communication Plan is designed to provide an orderly flow of accurate, effective and timely information to the campus through colleges and departments during the onset of a crisis situation, or a situation of potential crisis affecting the University of ________ campus telephone, data network and, computer and information systems.

In the event of an information technology (IT) emergency, the IT Security Office has primary responsibility for immediate communication response, and shall cooperate and coordinate with official emergency response authorities and University Administration, in accordance with established policies and procedures (i.e., the CIMP).

IT Emergency Communications

During a campus IT emergency, defined as a serious situation not (or perhaps not yet) having been declared a disaster, the following process will be invoked for communication in conjunction with campus response initiatives as outlined in this document.

· Each college or department has a primary and alternate contact for receiving messages and taking action.

· All emergency IT messages will be sent via email, if available, to both the primary and alternate contact by the University IT Security Officer.

· The contacts are obligated to send the message, if directed to do so, to their organizational users with the same text or with revisions, if it is deemed necessary that instructions be customized for their organization. This message must contain a carbon copy CC: to the itsecurity-msg@u________.edu, to provide a feedback mechanism that the message has been sent.

· Each emergency message from the IT Security Office will identify a “must forward by” time interval for the organizational contacts to send the message out to their users. If the CC: is not received by the IT Security Office by the time the interval has elapsed, ITS will send the message to that organization’s staff directly (without customization).

· If ITS sends the message to the organization’s staff (the exception, not the rule), the message will be a brief description of the problem, with basic instruction to contact the organization’s help area. The message will not include instructions to take specific actions. This places responsibility for dealing with IT emergencies on the local campus organization.

· Student messages will be sent by ITS after the pre-identified time interval has elapsed. This will be a generic message that may direct people to an ITS maintained web page with specific instructions. 

· This web page will contain a few sentences of “boiler plate” language that basically instructs students closely aligned with a certain college to work with the IT staff in that college on the issue.

This process is dependent on the e-mail system working. In the event that e-mail is not available, the list of organizational representatives will be contacted using alternative methods, such as direct phone calls, fax, pagers, or as a last resort, in person.

(Insert IT Emergency Communications Flowchart here)

IT Incident Escalation and Communications

In the event of an attack on University IT resources, the IT Security Incident Escalation Policy3 provides guidance in determining the proper response. It documents when to involve University administration, judicial representatives, and legal representatives. It also documents the individuals designated for these responsibilities, and procedural details, which depend on the severity and source of the problem.

The entity responsible for support of a system or network which is under attack, or which is experiencing a natural or technological problem, is expected to:

· Report the problem to the University IT Security Officer

· Block or prevent escalation of the attack, if possible

· Repair the resulting damage

· Restore service to its former level, if possible

· Preserve evidence, where appropriate

Part 4: 
Disaster Prevention

Disaster prevention is in a literal sense avoiding disaster, but in practice it’s reducing the impact of problems by minimizing recovery time and effort, to keep an incident from escalating into a disaster event. A clear definition of “disaster” for individual units is important. The basic definition of a disaster focuses on physical events such as flood, fire, tornado, or a bomb. A broader and more appropriate definition of disaster includes some technical problems and issues, where preventive controls can and should be considered. The goal of preventive measures is to decrease recovery time, eventually to zero. It’s not economically feasible, in most instances, to apply enough controls to eliminate all technical disaster events, but it is desirable to reduce their probability and impact.

The purpose of every security control is to protect the availability, integrity, and/or the confidentiality of systems and information. For the purposes of this discussion, we will focus on preventive controls which contribute to the availability of systems and information. Further, if the intent is to prevent incidents from escalating to disaster events, two crucial goals are detecting problems as early as possible, and immediately notifying the persons capable of dealing with them. Automating the monitoring of systems and notification process is probably one of the best investments towards disaster prevention that can be made.

Disaster Prevention Measures for Critical Applications/Systems

1.
Physical Protections

· Fire detection and suppression

· Backup power supply (uninterruptible power supply, generator)

· Heating, Ventilation, and Air Conditioning controls

· Secure doors and windows, and facility space

· Intruder alarm systems and motion sensors

· Staff who are trained on emergency procedures

2.
Technical Redundancies

· Mirror data at a 2nd location, and store additional backup copies of data off-site in a secure location

· Install systems in multiple physical locations, with separate power sources and network connectivity

· Purchase key equipment replacement items (spares), and consider reserve space at a 2nd location for emergency installation of equipment

· Ensure that technical personnel are cross trained, to eliminate key person dependencies (i.e., situation where only one person knows “how”) 

· Identify alternate spaces for personnel to work, including workstation and telephone requirements. Consider emergency work-at-home arrangements, perhaps by supplying workstations, software, and other equipment at employee residences.

· Provide key employees with cell phones.

3.
Implement a monitoring and intrusion detection system to automate the review and/or testing of normal system functions which will generate alerts to technical support personnel.

4.
Perform periodic site and system security reviews to identify flaws in the security controls as implemented. Document and test data and system backup and recovery procedures.

5.
Ensure that at least one complete backup is available at a secure off-site location, and that a minimum of three backup copies of data are maintained, and are kept for a minimum of 30 days. Use incremental, differential, or full backups, and the media type(s) as necessary, depending on the volatility of the information and the recovery time constraints you need to operate within.

6.
Set up a contingency communication plan that assumes normal electronic communications, including telephones, will not work. Plan for face-to-face communication at the local level and the possibility of inappropriate or inaccurate disaster information. Determine who will be the decision maker(s), and contingent decision maker(s).

Part 5:
Unit Disaster Planning

Overview

Each unit must produce and maintain a Disaster Recovery Plan in order to be prepared to continue doing business in the event of a severe disruption or disaster, and effectively respond to an interruption in services, by implementation of the plan to restore critical business functions. The focus of the plan is on actions needed to restore services and necessary operations in the event of a loss of critical functions. While units may not be able to prevent all disaster events from occurring, prior planning will allow them to resume critical operations in a minimum amount of time.

The Disaster Recovery Planning process consists of three main areas of activity:

· Identify common elements of conceivable disruptions that might cause severe disruptions to critical or important unit operations.

· Project the impacts and effects that would likely result from these operational disruptions.

· Develop and document contingent responses so that recovery from interruptions occurs as quickly as possible.

The result of the planning process will be a Unit Disaster Recovery Plan providing the following benefits:

· Establishes the criteria and severity of a disruption based on the impact it will have on the unit’s critical functions.

· Determines what the critical functions and systems are and the timeframes required for recovery.

· Determines the resources needed to support the critical functions and systems, and defines the requirements for a recovery site.

· Identifies the people, skills, resources, and supplies necessary to assist in the recovery process.

· Identifies the unit’s vital records, which must be stored offsite to support resumption of unit operation.

· Documents the appropriate procedures and information required for recovery.

· Provides for periodic review and updating of the plan to keep it current.

· Provides for testing of the documented procedures to ensure that they are complete and accurate.

Developing a Disaster Plan - Process Outline

I.
Information Gathering

· Organize the project by appointing coordinator and project team.

· Conduct business impact analysis and prioritize business processes.

· Conduct risk assessment to identify and minimize threat exposure.

· Develop strategic outline for recovery to minimize adverse impact.

· Review on-site and offsite backup and recovery procedures.

· Select alternate operating facility for recovery efforts.

II.
Writing and Testing the Plan

· Develop the recovery plan and document it.

· Test the plan and change as necessary.

III.
Maintaining and Auditing the Plan (Ongoing)

· Keep plan up-to-date.

· Perform periodic audit to ensure it still meets the unit’s needs.

Part 6: Detailed Guide for Unit Disaster Recovery Planning

There is no one best way to write a Disaster Recovery Plan. The following step-by-step guide was created using best practice information, and is intended to help units create their plans as easily and efficiently as possible. The level of unit IT activity will dictate which of the following steps are necessary and to what extent they should be completed. Note: If the Unit currently has a Disaster Recovery Plan in place there is no need to recreate it, but the plan should be reviewed and compared to this guide to ensure the information is complete and current.

Information Gathering

Step One – Organize the Project

Performed by a college dean, director, or the senior administrator (DEO) of the unit.

· Appoint coordinator/project leader, if the leader is not the dean or DEO.

· Determine the most appropriate plan organization for the unit (e.g., single plan at the college level or individual plan at the unit level)

· Identify and convene planning team and sub-teams as appropriate.

· At the college and/or unit level agree on scope (the area covered by the disaster recovery plan), objectives (what is being worked toward and the course of action that the unit intends to follow), and assumptions (what is being taken for granted or accepted as true without proof)

· Set project timetable

· Draft project plan, including assignment of task responsibilities.

· Obtain Dean’s approval of scope, assumptions, and project plan, if the leader is not the dean.

Step Two – Conduct Business Impact Analysis

Performed by the coordinator/project leader in conjunction with functional unit administrators.

In order to complete the business impact analysis, most units will perform the following steps:

· Identify functions, processes, and systems

· Interview information systems support personnel

· Interview business unit personnel

· Analyze results to determine critical systems, applications, and business processes

If, after conducting the business impact analysis within a unit, it is determined that no business or operational critical systems, applications, or business processes are directly supported by information technology within the unit, the process can be terminated.

Step Three – Conduct Risk Assessment

The planning team will want to consult with technical and security personnel as appropriate to complete this step. The risk assessment will assist in determining the probability of a critical system becoming severely disrupted and documenting the acceptability of these risks to a unit.

For each critical system, application, and process as identified in Step 2:

· Review physical security (e.g. secure office, building access after hours, etc.)

· Review backup systems

· Review data security

· Review policies on personnel termination and transfer

· Identify systems supporting mission critical functions

· Identify Vulnerabilities (such as flood, tornado, physical attacks, etc.)

· Assess probability of system failure or disruption

· Prepare risk and security analysis

Step Four – Develop Strategic Outline for Recovery

Task 1, 2, 3, and 4 below will be mainly applicable to units using or managing technology systems to process critical functions. The coordinator/project leader and the functional unit may wish to appoint the appropriate people (e.g. functional subject matter experts) to perform the subsequent tasks in Step 4.

1.
Assemble groups as appropriate for:

· Hardware and operating systems

· Communications

· Applications

· Facilities

· Other critical functions and business processes as identified in the Business Impact Analysis

2.
For each system/application/process above, quantify the following processing requirements:

· Light, normal, and heavy processing days

· Transaction volumes

· Dollar volume (if any)

· Estimated processing time

· Allowable delay (days, hours, minutes, etc.)

3.
Detail all the steps in your workflow for each critical business function (each step that must be completed, and the order they must be completed in).

4. 
Identify systems and applications

· Component name and technical ID (if any)

· Type (interactive, batch process, script)

· Frequency

· Run time

· Allowable delay (days, hours, minutes, etc.)

5.
Identify vital records (e.g. libraries, processing schedules, procedures, research, advising records, etc.)

· Name and description

· Type (e.g. backup, original, master, history, etc.)

· Where are they stored

· Source of item record

· Can the record be easily replaced from another source (e.g. reference materials)

· Backup

· Backup generation frequency

· Number of backup generations available onsite

· Number of backup generations available offsite

· Location of backups

· Media type

· Retention period

· Rotation cycle

· Who is authorized to retrieve the backups?

6. 
Identify if a severe disruption occurred what would be the minimum requirements (replacement needs) to perform the critical function during the disruption.

· Type (e.g. server hardware, software, research materials, etc.)

· Item name and description

· Quantity required

· Location of inventory, alternative, or offsite storage

· Vendor/supplier

7. 
Identify if alternate methods of processing either exist or could be developed, quantifying where possible, impact on processing (Include manual processes).

8.
Identify person(s) who supports the system application.

9.
Identify primary person to contact if system or application cannot function as normal

10.
Identify secondary person to contact if system or application cannot function as normal

11.
Identify all vendors associated with the system or application

12. 
Document unit strategy during recovery (conceptually how will the unit function?)

13. 
Quantify resources required for recovery by timeframe (e.g. 1 PC per day, 3 people per hour, etc.)

14. 
Develop and document recovery strategy, including:

· Priorities for recovering system/function components

· Recovery schedule

Step Five – Review Onsite and Offsite Backup and Recovery Procedures

The planning team as identified in Step 1, Task 3, would normally perform this task.

· Review current records (OS, Code, System Instructions, documented processes, etc.) requiring protection

· Review current offsite storage facility or arrange for one

· Review backup and offsite storage policy or create one

· Present to unit leader for approval

Step Six – Select Alternate Facility

The planning team as identified in Step 1, Task 3, would normally perform this task.

Alternate Site: A location, other than the normal facility, used to process data and/or conduct critical business functions in the event of a disaster.

· Determine resource requirements

· Assess platform uniqueness of unit systems (e.g. Macintosh, PC, Oracle database, Windows, etc.)

· Identify alternative facilities

· Review cost/benefit

· Evaluate and make recommendation

· Present to unit leader for approval

· Make selection

Writing and Testing the Plan

Step Seven – Develop Recovery Plan

This step would ordinarily be completed by the Coordinator/Project Manager working with the planning team. The steps for developing the Recovery Plan are listed below in outline form to demonstrate how a unit may choose to organize their Disaster Recovery Plan.

1.
Objective

The objective may have been documented in the Information Gathering Step 1 “Plan Organization”.

· Establish unit information

2.
Plan Assumptions

3.
Criteria for Invoking the Plan

· Document emergency response procedures to occur during and after an emergency (i.e. ensure evacuation of all individuals, call the fire department, after the emergency check the building before allowing individuals to return)

· Document procedures for assessment and declaring a state of emergency

· Document notification procedures for alerting unit and University officials

· Document notification procedures for alerting vendors

· Document notification procedures for alerting unit staff and notify of alternate work procedures or locations

4.
Roles, Responsibilities, and Authorities

· Identify unit personnel

· Recovery team description and charge

· Recovery team staffing

· Transportation schedules for media and teams

5.
Procedures for Operating in Contingency Mode

· Process descriptions

· Minimum processing requirements

· Determine categories for vital records

· Identify location of vital records

· Identify forms requirements

· Document critical forms

· Establish equipment descriptions

· Document equipment – in the recovery site

· Document equipment – in the unit

· Software descriptions

· Software used in recovery

· Software used in production

· Produce logical drawings of communication and data networks in the unit

· Produce logical drawings of communication and data networks during recovery

· Vendor list

· Review vendor restrictions

· Miscellaneous inventory

· Communication needs – production

· Communication needs – in the recovery

6.
Resource Plan for Operating in Contingency Mode

7.
Criteria for Returning to Normal Operating Mode

8.
Procedures for Returning to Normal Operating Mode

9.
Procedures for Recovering Lost or Damaged Data

10.
Testing and Training

· Document Testing Dates

· Complete disaster/disruption scenarios

· Develop action plans for each scenario

11. 
Plan Maintenance

· Document Maintenance Review Schedule (yearly, quarterly, etc.)

· Maintenance Review action plans

· Maintenance Review recovery teams

· Maintenance Review team activities

· Maintenance Review/revise tasks

· Maintenance Review/revise documentation

12. 
Appendices for Inclusion

· Inventory and report forms

· Maintenance forms, hardware lists, and serial numbers

· Software lists and license numbers

· Contact lists for vendors

· Contact lists for staff with home and work numbers

· Contact list for other interfacing departments

· Network schematic diagrams

· Equipment room floor grid diagrams

· Contract and maintenance agreements

· Special operating instructions for sensitive equipment

· Cellular telephone inventory and agreements

Step Eight – Test the Plan

· Develop test strategy

· Develop test plan

· Conduct tests

· Modify the plan as necessary

Maintaining and Auditing the Plan

Step Nine – Maintain the Plan

Dean/Director/DEO will be responsible for overseeing this.

· Review changes in the environment, technology, and procedures

· Develop maintenance triggers and procedures

· Submit changes for systems development procedures

· Modify unit change management procedures

· Produce plan updates and distribute

Step Ten – Perform Periodic Audit -- Establish periodic review and update procedures

Appendix: References and Sample Forms

(1) ITS Disaster Plan

http://cio.u________.edu/ITplanning/Plans/ITSdisasterPrep.htm
(2) The University of ________ Critical Incident Management Plan

http://www.u________.edu/~pubsfty/dsp.htm
(3) IT Security Incident Escalation Policy

http://cio.u________.edu/policy/IT%20Security%20Incident%20Escalation.htm
(4) Unit Planning Form Samples

Michigan State University’s Disaster Recovery Planning website

http://drp.su.edu
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Emergency Support Function Annex #13

Law Enforcement
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ESF #13:
Law Enforcement

This ESF will describe how law enforcement is handled during a disaster or emergency, especially if the emergency deals with an event requiring immediate law enforcement action.

Lead Department



University Police Department

Supporting Departments:


Dean of Students






University Relations

External Supporting Departments:

__________ Police Department






___________ County Sheriff’s Department






State Bureau of Investigation






Bureau of Alcohol, Tobacco, and Fire Arms






State Alcohol Law Enforcement






Federal Bureau of Investigation






State Highway Patrol






___________ County Office of Emergency Management

(This section provides a model presentation of the capabilities of the primary law enforcement agency for any college or university. When a Public Safety component does not have primary police jurisdiction or full police powers within the institution, then it is important that MOAs and/or MOUs are in place with a supporting police agency that does have the desired capabilities. Listed below are the desired capabilities derived from Chapter 46, Critical Incidents, Special Operations, and Homeland Security of the IACLEA Manual, Standards for Campus Public Safety Departments, Rev. May 2004.)

iaclea 46.1.2

An Emergency Response Plan is maintained

The agency has a written plan for responding to natural or manmade disasters, and other unusual occurrences, which plan includes policies and procedures for at least the following incidents and responsibilities:

iaclea 46.1.3

Mass Arrests

The agency has a written plan for effecting mass arrests as required with consideration for:

· arrest, processing and confinement procedures

· handling juvenile offenders

· transportation

· detention facilities

· evidence collection

· security

· identification’

· interagency agreements

· defense counsel visits

· court and prosecutor liaison

· media relations/public information

· food, water, and sanitation

· medical treatment

iaclea 46.1.4

Hostage/Barricaded Persons Capabilities

The agency has a written plan for handling a hostage or barricaded person situation to include, at a minimum, provisions for the following:

· attempts to avoid confrontation in favor of controlling and containing the situation until the arrival of trained tactical and/or hostage negotiation personnel

· notification of tactical and hostage negotiation personnel, if these functions exist

· interaction between tactical and hostage negotiation personnel and the responsibilities of each

· notification of appropriate persons within and outside the agency, such as command officers, dog handlers, or helicopter pilots

· communications with other agencies

· establishment of inner and outer perimeters

· evacuation of bystanders

· evacuation of injured persons

· establishment of a central command post and appropriate chain of command

· request for ambulance, rescue, fire, and surveillance equipment

· authorization for news media access and news media policy

· authorization for use of force and chemical agents

· use of trained negotiation and support staff

· pursuit/surveillance vehicles and control of travel routes, and

· an After Action Report

iaclea 46.1.5

Bomb Threats/Bomb Emergencies

The agency has a written plan for handling a bomb threat or bomb emergency and for gaining access to a bomb disposal unit.

iaclea 46.1.6

Equipment Inspections

Agency equipment designated for use in unusual occurrences situation is inspected at least once each month for operational readiness.

iaclea 46.1.7

Emergency Operations Plan Accessibility

Emergency Operations Plans are accessible to all command personnel and are reviewed and updated as necessary.

iaclea 46.1.8

Emergency Mobilization Plan

The agency has a written emergency mobilization plan, to include provisions for:

· communications

· alert stages

· primary and alternate assembly areas

· equipment distribution

· special task force activation

· key personnel designations

· coordination with emergency management personnel

· transportation requirements

· management control measures, and

· rehearsals

iaclea 46.1.9

VIP Security

The agency has a written plan for handling the security of VIPs to include, at a minimum, provisions for the following:

· designation of a single person or position as supervisor or coordinator of any given security detail

· equipment requirements, to include consideration of vehicles, body armor for VIPs and security officers, and weapons for officers

· instructions for planning and reconnoitering travel routes and alternates

· advance inspection for gathering intelligence information

· coordination of operations within the agency and with outside agencies

· identification of emergency first-aid, ambulance, and medical facilities

· communications, and

· identification by designation, e.g., lapel pins

iaclea 46.1.10

Special Events

The agency has a written plan for handling special events to include, at a minimum, provisions for the following:

· designation of a single person or position as supervisor and coordinator for the coverage of a given event

· written estimate of traffic, crowd control, and crime problems expected for any given event

· contingency plan for traffic direction and control

· use of special operations personnel, if any

· logistical requirements

· coordination inside and outside the agency, and 

· After Action Report

iaclea 46.2.1

Special Operations

A written directive establishes procedures for the following special operations activities at a minimum, either on a part-time or full-time basis:

a.
Deployment of tactical teams to supplement other operational components, and

b.
Coordination and cooperation between tactical teams and other operational components.

iaclea 46.2.2

Tactical Operations Selection

If the agency conducts tactical operations, either on a part-time or full-time basis, a written directive establishes criteria for the selection of officers assigned to those operations.

iaclea 46.2.3

Tactical Team Equipment

If the agency has a part-time or full-time tactical team, the agency provides specialized equipment for its operations.

iaclea 46.2.4

Hostage Negotiator Selection

If the agency has hostage negotiators, a written directive specifies criteria for selection to those positions.

iaclea 46.2.5

Search and Rescue Operations

If an agency performs search and rescue missions, a written directive defines the scope and procedures for their activities.

(The following section provides a format for when the primary law enforcement agency is assumed by the county. If UPD or a local law enforcement agency is the agency of primary jurisdiction, then this section could be changed to reflect that.)

1.
Purpose

To preserve the peace; provide protection of life and property; enforcement of laws, rules and ordinances; regulation and control of traffic; enforce Federal, State laws and local ordinances and rules; prevent sabotage and subversive activity (conduct explosive ordinance and hazardous materials reconnaissance); investigate causes of manmade disasters and domestic terrorism; and coordinate search and rescue operations within the County.

2.
Scope

The Sheriff’s Office is the primary provider of law enforcement services to various communities the County and provides law enforcement advice and assistance to all county governmental offices and departments. Municipalities within the county generally receive various levels of assistance from their own police department. The Sheriff‘s Office may provide assistance to local law enforcement agencies on a case-by-case basis or by previously negotiated Memorandum of Understanding (MOU) or Mutual Aid Agreement requests.

3.
Organization

Law enforcement services, law enforcement activities, crime scene processing, traffic control and coordination of rescue activities will be carried out by the Sheriff's Office, and such auxiliary services as deemed necessary, using the incident command system (ICS) organization as standardized in the State as SIMS.

4.
Control

Law Enforcement functions will be coordinated and directed from locations as designated in the Sheriff’s Office response plan and procedures, or as directed by the Sheriff or the Sheriff’s designee. 

The Sheriff’s Office initial line of succession to responsibility for law enforcement and rescue operations is:

· Sheriff 

· Chief Deputy

· Inspector - Enforcement Services

· Inspector - Support Services

· Inspector - Administrative Services 

· Patrol Captain

Further succession will be designated by the Sheriff.

5.
Responsibilities

General 

The Sheriff’s Office is responsible for the coordination and supervision of the county level law enforcement, traffic control and rescue activities within the County.

County EOC Activation

When the County EOC is activated, the Sheriff’s Office will activate and staff their designated areas. The nature and extent of the catastrophe will determine if representation other than security is required on a continuing basis at the County EOC or if an on call status is sufficient at the time. The Sheriff may elect to activate Law Enforcement/Public Safety EOC(s), as necessary, with or without county EOC activation.

The Sheriff’s Office is responsible to:

· Coordinate all planning and operations between county and local communities for the regular and reserve police and rescue elements in the County and provide primary law enforcement services directly to the municipalities of (specify all)

· Maintain an inventory of all police and rescue resources, manpower, and equipment within the County

· Ensure that all Sheriff's Office first responders to hazardous materials incidents receive the required training as prescribed by SARA Title III

· Direct the emergency assignments of all divisions of the Sheriff’s Office and determine mutual aid requirements. See Appendix A- Mutual Aid

· Develop such Special Deputy and auxiliary units as deemed necessary and establish such standards of uniform, discipline and training so that these special deputies, when committed in either law enforcement or rescue operations, may do so effectively

· Provide staff assistance in the coordination of law enforcement and rescue activities with other operating and supporting services

· Recommend activation of the County EOC and/or Office EOCs, as conditions dictate

· Provide coordination for security to HCMC, The County Government Center, other county facilities, installations, and public utilities, which are critical to the county, including the County EOC

· Ensure security for continuity of County Government

· Assist in coordinating traffic control along emergency routes

· Coordinate law enforcement, rescue activities and public safety services with adjacent counties and communities

· Coordinate with emergency health, medical, public works, social services and other departments for law enforcement and rescue assistance

· Maintain Command Post vehicles for use as designated by the Sheriff or Sheriff’s designee

· Maintain a personnel alerting procedure for each division of the Sheriff's Office

· Conduct training for selected personnel pertaining to response for disaster/WMD situations

· Conduct training relative to incident management for all licensed, detention and dispatch supervisors

· Conduct periodic inventory of emergency equipment

· Establish and maintain an Emergency Pass System to provide controlled or limited access and security to the area affected by the emergency, the command area, Office EOCs and the County EOC. Once use of the pass system has been initiated, no one is allowed within a perimeter or secured area without a valid pass

· Provide if available, an Emergency Pass Kit to local jurisdictions on request

· Provide security to the temporary morgue and/or to the County ME’s facility in the event of a mass fatalities incident

Evacuation

Establish traffic control points.

· Establish assembly areas for individuals requiring evacuation assistance

· Coordinate transportation needs for individuals at the assembly areas through CMED

· Coordinate, generally with EMS providers, evacuation assistance to mobility impaired individuals unable to evacuate themselves

· Coordinate assistance to any official vehicles having mechanical problems during evacuation or any vehicle obstructing/impeding any evacuation

· Coordinate, generally with the local jurisdiction’s law enforcement agency, security to each congregate care facility

· Coordinate traffic control and public safety activities for an orderly return of evacuees

· Coordinate security in the evacuated areas to protect private and public property

· Pet owners are responsible for removing and arranging care for the animals, unless the local jurisdiction has prior arrangements with kennels or veterinarians. Pet evacuation and sheltering assistance can be obtained from:

· American Humane Association (AHA)

· Humane Society of the United States (HSUS)

· State Animal Disaster Coalition (SADC)

· State Animal Control Association (SACA)

· State Horse Council (horse issues only)

These agencies can be reached through SVOAD, which can be paged via the State Duty Officer.

The local jurisdiction Incident Commander, usually the fire or police chief, is responsible for determining the need to shelter in place or evacuate. He/she also determines when it is safe for evacuees to return. Evacuation plans and procedures are located in the local emergency operations plans.

Supplies and Equipment

Supplies and equipment will be procured through normal supply channels or through special arrangements with County Purchasing. Adequate supplies and equipment should be available for emergency use.

All regularly assigned county vehicles will be under the jurisdiction of the Sheriff's Office. Police Departments in each political subdivision will utilize their own transportation to the fullest extent. Requests for transportation other than that provided will be made to the Equipment Division.

Communication

Commercial landline, available radio frequencies, cellular telephone, mobile data terminal (MDT), and TRP-1000 will be used as primary means of communication. Additional communications assistance will be requested from the County Sheriff’s Office Communications Division, as necessary.

Review

This plan is reviewed on an annual basis. Revisions and documentation of the completion of the review are forwarded to EPD.
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(The materials on the following pages provide a sample law-enforcement annex as a component of a school or school district plan. While it was developed for a public education organization, it could also be adapted to the functioning of a campus police or public safety department.)

ANNEX G:
LAW ENFORCEMENT

___________________________

[District/school]
APPROVAL AND IMPLEMENTATION

Annex G

LAW ENFORCEMENT

Signature
Date

Signature
Date

NOTE: The signature(s) will be based upon local administrative practices. Typically, the individual having primary responsibility for this emergency function signs the annex in the first block and the second signature block is used by the [superintendent/principal].  Alternatively, each person assigned tasks within the annex may sign the annex.
RECORD OF CHANGES

Annex G
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ANNEX G
LAW ENFORCEMENT/SECURITY 

I. AUTHORITY

See Basic Plan, Section I.

II. PURPOSE

The purpose of this annex is to provide policies and guidance as well as direction and control for school district personnel for emergencies at any [district name] facility that will require a response from local law enforcement. 
In the event of a disaster [district/school] must be prepared to provide security for the school building and its grounds and prepare to take care of the students until such time as parents or their designated representative can safely pick up the students.

III. EXPLANATION OF TERMS

A. Acronyms

EMC
Emergency Management Coordinator

EMS
Emergency Medical Services

EOC
Emergency Operations Center

ICP
Incident Command Post

ICS
Incident Command System

PIO
Public Information Officer

SOPs
Standard Operating Procedures

B. Definitions 

1. Anti-terrorism Activities

Use of defensive methods, including intelligence collection, investigation, passive protection of facilities, implementation of physical and personnel security programs, and emergency planning, to combat terrorism.

2. Consequence Management

Measures taken to protect public health and safety, restore essential government services, and provide emergency relief to governments, businesses, and individuals affected by the consequences of terrorism. Emergency management agencies normally have the lead role in consequence management.

3. Hazmat

Hazardous materials.

4. Terrorist Incident

A violent act, or an act dangerous to human life, in violation of the criminal laws of the United States or of any state, to intimidate or coerce a government, the civilian population, or any segment thereof, in furtherance of political and social objectives.

IV. SITUATION & ASSUMPTIONS

A. Situation 

1. [District/School name] is susceptible to both internal and external incidents that may require law enforcement assistance. While the nature of the emergencies may vary, it is important to quickly notify not only the appropriate law enforcement agency, but also the affected [district/school] staff and maintain control of a situation until assistance arrives.

2. The [Name of local law enforcement/school based law enforcement] is the agency responsible for law enforcement within the boundaries of [school district name]. 

B. Assumptions 

1. The initial response to an emergency involving law enforcement assistance will come from various [district/school] personnel. It is important that the school staff initially involved in the emergency stay calm and take whatever action is necessary to protect students and staff and oversee the initial response to any type of internal or external safety/security situation

2. While emergencies may be either internal or external or large or small in scope, they all require a coordinated and sequential response. Incidents such as a bomb threat or domestic violence situation require a special response. Procedures for these types of incidents as well as other law enforcement incidents (such as theft, assault or weapons possession) follow.

3. During large-scale emergency situations, some normal law enforcement activities may be temporarily reduced in order to provide resources to respond to the emergency situation. 

4. During large-scale evacuations, law enforcement support may be needed to control traffic. In the aftermath of an evacuation, security must be provided for areas that have been evacuated to protect property and deter theft.

V. CONCEPT OF OPERATIONS

In the event of an emergency in [District/school name], the basic concept of operations will entail the immediate assessment of the nature of the emergency by the [superintendent/principal/designee]. The prompt notification of the [name of local law enforcement/school based law enforcement] will occur via 911.

Depending on the nature and location of the emergency, [district/school] staff will provide the immediate response to the situation. Regardless of the nature of the emergency, any immediate response must utilize sound judgment and not endanger the individual taking the initial action. The protection of students, staff, responders and visitors is of the utmost importance. 

Following the conclusion of any emergency, the appropriate reports/forms should be completed as soon as practical and contain a detailed report on the nature of the emergency and the [district/school] response.

VI. ORGANIZATION & ASSIGNMENT OF RESPONSIBLITIES

A. Task Assignments

1. [Superintendent/designee] will: 

a. Serve as initial Incident Commander during district – wide emergency

b. Ensure notification of appropriate agency has occurred

c. Oversee interface with the media.

d. Provide assistance as requested by the school(s)

e. As deemed appropriate, file report with school board

f. Provide qualified individuals to staff the Incident Command Post when activated.

g. Support other emergency functions as necessary. 

2. [Principal/designee] will:

a. Serve as initial Incident Commander during campus emergency

b. Ensure notification of local law enforcement and district office

c. Provide teachers or other personnel with assistance as requested 

d. Activate emergency response teams depending on the nature of the emergency

e. Transfer Incident Command Post to local law enforcement upon arrival on the scene

f. Assist local law enforcement as requested upon their arrival on the scene

g. Provide periodic updates to the district office

3. [Teachers and Support Staff] will:

a. Provide initial response to the incident while keeping students safe and calm

b. Provide the office with initial assessment of the incident

c. Request any additional assistance in dealing with the event

d. Provide assistance as requested to local law enforcement

e. Ensure student accountability

f. Perform specified duties for emergency response teams if tasked

4.  The Incident Commander will: 

a. Establish an ICP and control and direct emergency response resources at the incident scene until local law enforcement arrives and takes control.

b. Provide an initial incident assessment and requests additional resources if needed

c. Determine and implement initial protective actions for school students and staff in the vicinity of the incident site.

VII. DIRECTION & CONTROL

A. General

1. Routine law enforcement operations may continue during some emergency situations. Direction and control of such operations will be by those that normally direct and control day-to-day operations.

2. For most emergency situations, an Incident Commander will establish an Incident Command Post at the scene and direct and control emergency operations at the incident site from that command post. Once law enforcement arrives on the scene, the command of the ICP will be transferred to the senior law enforcement officer present. The Incident Commander will be assisted by a staff with the expertise and of a size required for the tasks to be performed. 

3. External response agencies are expected to conform to the general guidance provided by the senior decision-makers and carry out mission assignments directed by the Incident Commander. However, organized response units will normally work under the immediate control of their own supervisors.

B. Continuity of Government

The line of succession for the [School-based law enforcement] is:

1. _____

2. _____

3. _____ 

VIII. READINESS LEVELS

A. Green-Low 

See the mitigation and preparedness activities of this annex.

B. Blue-Normal

1. Review and update plans and SOPs.

2. Maintain list of law enforcement resources.

3. Develop and update a list of key facilities that may require security during emergency situations. 

4. Maintain and periodically test equipment.

5. Conduct appropriate training, drills, and exercises.

6. Identify potential evacuation, traffic control and security issues and estimate law enforcement requirements.

7. Develop tentative task assignments and identify potential resource shortfalls.

C. Yellow-Significant

1. Check readiness of law enforcement equipment, supplies and facilities.

2. Correct equipment and facility deficiencies.

3. Correct shortages of essential supplies.

4. Update incident notification and staff recall rosters.

5. Notify key personnel of possible emergency operations.

6. Update information on key facilities and related security requirements.

7. If evacuation of correctional facilities may be required, review procedures for relocating prisoners and determine availability of required specialized equipment.

D. Orange-High

1. Alert personnel to the possibility of emergency duty.

2. Place selected personnel and equipment on standby.

3. Alert reserve/auxiliary personnel.

4. Identify personnel to staff the EOC and ICP if those facilities are activated.

5. Alert external resources covered by inter-local agreements.

E. Red-Severe

1. Mobilize selected law enforcement personnel.

2. Consider precautionary deployment of equipment and personnel to enhance response time.

3. If an evacuation has been recommended or spontaneous evacuation is taking place, activate traffic control plans and deploy traffic control resources.

4. Dispatch law enforcement representative(s) to the EOC when activated.

5. Provide increased security at key facilities if needed. 

IX. ADMINISTRATION & SUPPORT

A. Reporting

In addition to reports that may be required by the district, school-based and local law enforcement elements participating in emergency operations should provide appropriate situation reports to the Incident Commander, or if an incident command operation has not been established, to the Emergency Operations Center. The Incident Commander will forward periodic reports to the EOC. Pertinent information will be incorporated into the Initial Emergency Report and the periodic Situation Report that is prepared and disseminated to key officials, other affected districts/schools, and state agencies during major emergency operations. 

Records

1. Activity Logs

The Incident Commander shall maintain accurate logs recording significant operational activities, the commitment of resources, and other information relating to emergency response and recovery operations. 

Documentation of Costs

Expenses incurred in carrying out emergency response operations for certain hazards, such as radiological accidents or hazardous materials incidents, may be recoverable from the responsible party. Hence, all departments and agencies will maintain records of personnel and equipment used and supplies consumed during large-scale law emergency operations.

B. Post Incident Review

For large-scale emergency operations, the [District/school] shall organize and conduct a review of emergency operations in accordance with the guidance provided in Section IX.E of the Basic Plan. The purpose of this review is to identify needed improvements in this annex, procedures, facilities, and equipment. Law enforcement personnel who participated in the operations should participate in the review.

C. Communications 

General emergency communications capabilities and connectivity are discussed and depicted in Annex B, Communications. 

D. Resources 

A listing of law enforcement resources is provided in Annex M, Resource Management.

E. Key Facilities 

A listing of key facilities that may require security during emergency situations is provided in Appendix 1 to this annex.

X. ANNEX DEVELOPMENT & MAINTENANCE

A. The [School-based law enforcement or local law enforcement] is responsible for developing and maintaining this annex. Recommended changes to this annex should be forwarded as needs become apparent.

B. This annex will be revised annually and updated in accordance with the schedule outlined in Section X of the Basic Plan.

C. Departments and agencies assigned responsibilities in this annex are responsible for developing and maintaining SOPs covering those responsibilities.

XI. REFERENCES

1. Annex A (Warning) 

2. Annex E (Evacuation) 

3. Annex G (Law Enforcement) 

4. Annex V (Terrorist Incident Response) 

5. XII. APPENDICES

Appendix 1 
Key Facilities

APPENDIX 1
KEY FACILITIES 

	FACILITY NAME
	ADDRESS
	POINT OF CONTACT
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APPENDIX 3
Checklist 

LAW ENFORCEMENT/SECURITY TEAM CHECKLIST


A. Law Enforcement/Security Team Members:

Team Leader(s) _________________________________________________



  _________________________________________________

Team Members __________________________________________________



 __________________________________________________



 __________________________________________________

B. Assure evacuation assembly areas are safe

C. If needed, prepare sanitation areas

D. Prepare to receive neighbors and other volunteers

E. Secure school and grounds

F. Prepare tool box

_____1.
Master keys

_____2.
Two-way radios 

_____3.
Barricades, ropes, tape

_____4.
Pre-written placards and signs

_____5.
Site diagrams

_____6.
Volunteer job descriptions

_____7.
Toilet facilities - poles, black polyethylene sheeting, portable johns, spare bags, 5 gal. urinal buckets, toilet paper and holders, disposable hand wipes

Emergency Support Function Annex #14

Media Relations and Community Outreach
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ESF #14: 
Media Relations and Community Outreach

This ESF will describe how media relations are handled during a disaster or emergency and also how the campus community is notified of events and kept up to date of developments during the disaster or emergency.

Lead Department:


University Relations (Assistant to the Chancellor






for University Relations)

Supporting Departments:


Business Affairs (Associate VCBA – Business and






Support Services)






ITSD






Dean of Students






Human Resources






University Union






University TV

External Supporting Departments:

___________ County Public Information Officer






Local Radio and TV stations






Daily and weekly newspapers






Cable and Government Cable Access






___ Office of the President

(The information below was accessed from the Internet at the following link: http://www.fema.gov/library/bizindex.shtm. It discusses the topics of Community Outreach and Media Relations, as follows(
FUNCTION: COMMUNITY OUTREACH.
Your facility's relationship with the community will influence your ability to protect personnel and property and return to normal operations. 

This section describes ways to involve outside organizations in the emergency management plan.

1. Involve the Community

Maintain a dialogue with community leaders, first responders, government agencies, community organizations and utilities, including: 

· Appointed and elected leaders 

· Fire, police and emergency medical services personnel 

· Local Emergency Planning Committee (LEPC) members 

· Emergency management director 

· Public Works Department 

· American Red Cross 

· Hospitals 

· Telephone company 

· Electric utility 

· Neighborhood groups 


Have regular meetings with community emergency personnel to review emergency plans and procedures. Talk about what you're doing to prepare for and prevent emergencies. Explain your concern for the community's welfare.

Identify ways your facility could help the community in a community-wide emergency.

Look for common interests and concerns. Identify opportunities for sharing resources and information.

Conduct confidence-building activities such as facility tours. Do a facility walk-through with community response groups.

Involve community fire, police and emergency management personnel in drills and exercises.

Meet with your neighbors to determine how you could assist each other in an emergency.

2. Enter into Mutual Aid Agreements

To avoid confusion and conflict in an emergency, establish mutual aid agreements with local response agencies and businesses. 

These agreements should:

· Define the type of assistance 

· Identify the chain of command for activating the agreement 

· Define communications procedures 


Include these agencies in facility training exercises whenever possible.


Mutual aid agreements can address any number of activities or resources that might be needed in an emergency. For example:

· Providing for firefighting and HAZMAT response. 

· Providing shelter space, emergency storage, emergency supplies, medical support. 

· Businesses allowing neighbors to use their property to account for personnel after an evacuation. 

3. Community Service

In community-wide emergencies, business and industry are often needed to assist the community with:

· Personnel 

· Equipment 

· Shelter 

· Training 

· Storage 

· Feeding facilities 

· EOC facilities 

· Food, clothing, building materials 

· Funding 

· Transportation 

While there is no way to predict what demands will be placed on your company's resources, give some thought to how the community's needs might influence your corporate responsibilities in an emergency. Also, consider the opportunities for community service before an emergency occurs.

4. Public Information

When site emergencies expand beyond the facility, the community will want to know the nature of the incident, whether the public's safety or health is in danger, what is being done to resolve the problem and what was done to prevent the situation from happening. 

Determine the audiences that may be affected by an emergency and identify their information needs. Include:

· The public 

· The media 

· Employees and retirees 

· Unions 

· Contractors and suppliers 

· Customers 

· Shareholders 

· Emergency response organizations 

· Regulatory agencies 

· Appointed and elected officials 

· Special interest groups 

· Neighbors 

The community wants to know:

· What does the facility do? 

· What are the hazards? 

· What programs are in place to respond to emergencies? 

· How could a site emergency affect the community? 

· What assistance will be required from the community? 

5. Media Relations

In an emergency, the media are the most important link to the public. Try to develop and maintain positive relations with media outlets in your area. Determine their particular needs and interests. Explain your plan for protecting personnel and preventing emergencies. 

Determine how you would communicate important public information through the media in an emergency. Designate a trained spokesperson and an alternate spokesperson. Set up a media briefing area. Establish security procedures. Establish procedures for ensuring that information is complete, accurate and approved for public release. Determine an appropriate and useful way of communicating technical information. Prepare background information about the facility.

When providing information to the media during an emergency:

Do's

· Give all media equal access to information. 

· When appropriate, conduct press briefings and interviews. Give local and national media equal time. 

· Try to observe media deadlines. 

· Escort media representatives to ensure safety. 

· Keep records of information released. 

· Provide press releases when possible. 


Don'ts

· Do not speculate about the incident. 

· Do not permit unauthorized personnel to release information. 

· Do not cover up facts or mislead the media. 

· Do not place blame for the incident. 

Press releases about facility-generated emergencies should describe who is involved in the incident and what happened, including when, where, why and how.
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(The following pages provide a synopsis of the City of Washington, DC ESF-14 document as an example to use to format a similar document for your jurisdiction. This document was found on the Internet at the following link: http://dcema.dc.gov/dcema/cwp/view,a,1226,q,537141.asp)

Washington D.C.

Emergency Support Function #14

Media Relations and Community Outreach 

Primary District Agency:
Executive Office of the Mayor 

Support District Agencies: 
DC Fire and Emergency Medical Services Department 

DC Public Schools 

Department of Health 

Department of Human Services 

Department of Mental Health 

Department of Public Works 

District Department of Transportation 

Emergency Management Agency 

Metropolitan Police Department 

Office of Asian and Pacific Islander Affairs 





Office of Cable Television and Telecommunications 


Office of Communications 


Office of Community Outreach 

Office of Latino Affairs 


Office of National and Community Service 

Office of the Corporation Counsel 

Lead Federal Agency:

Federal Emergency Management Agency 

I. Introduction 
A. 
Purpose 
ESF #14—Media Relations and Community Outreach provides guidance on the media relations and community outreach function to expedite the District of Columbia’s (DC) ability to help citizens recover from the effects of a public emergency. This function supports DC agencies, as needed, after a public emergency in gathering and disseminating information. ESF #14 serves as a direct link to media outlets, community leaders, and DC residents and works in close coordination with other program elements to develop and deliver critical information during and immediately following a public emergency. 

In the event of an public emergency involving the activation of federal response plans (e.g., the Federal Response Plan (FRP), the National Contingency Plan, etc.), ESF #14 will coordinate with the federal community and other District response agencies to support information collection and dissemination to the public, the media, and other interested parties. Similarly, in the event of a multi-jurisdictional event involving both the District and surrounding areas, ESF #14 will coordinate and collaborate with media, community, and public information personnel from these jurisdictions to support communities and provide the media and public with needed and useful information. 

B. 
Scope 

This annex discusses the policies, responsibilities, and concept of operations for the ESF #14 elements in a potential, imminent, or declared disaster. The mission of ESF #14 is to contribute to the well-being of the community following a public emergency by disseminating accurate, consistent, timely, and easy-to-understand information. 

Specific objectives are to: 

· Assess and convey the nature of the emergency to the public quickly in a form that is accessible, factually accurate, and easily understood. 

· Provide critical information to the media and general public concerning the District’s response to the emergency. 

· Provide critical information concerning the public emergency support assistance, including shelter information, recovery assistance, and District and federal assistance availability. 

· Provide accurate authoritative information to minimize rumors and false information. 

II. 
Policies 

A.

This ESF is responsible for assessing and documenting the social, political, and cultural aspects of a disaster area that might affect the public emergency response and recovery effort. 

B.

This ESF is designed to ensure that affected citizens are aware of available District and/or federal disaster assistance programs and how to access them. 

C.
All information being disseminated to the public must follow the guidelines established by the Mayor’s Office of Communications. 

D.
This ESF will establish and staff the Joint Information Center (JIC) as needed. 

III. 
Situation 

A. 
Disaster Conditions

1.
After a public emergency, normal means of communications in the affected area may be destroyed or severely disrupted; therefore, only limited and incomplete information may be expected from the area until communications can be restored. 

2.
The period immediately following a public emergency is critical in setting up the large and complex mechanism that will be needed to respond to the emergency public information and news requirements generated. 

3.
After a public emergency, District and federal assistance may be available and a need will exist to inform the public on the types of assistance being offered. 

B. 
Planning Assumptions 

1.
ESF #14 personnel will deploy simultaneously with other initial disaster response elements as warranted by the situation. 

2.
Up-to-date and pre-programmed resource databases will be available to provide established contacts, relationships, and rosters of District government officials, media, and appropriate community groups and organizations. 

3.
ESF #14 will coordinate with all elements of the District’s government to ensure that information disseminated in the field is accurate, timely, and consistent. 

IV. Concept of Operations 

A. 
General 

1. 
Preparation by Emergency Management Agency (EMA) staff for an anticipated or actual event will include coordinating with District response agencies, collecting relevant information on the situation, alerting required staff, and deploying ESF #14 personnel to the Emergency Operations Center (EOC), the Executive Office of the Mayor (EOM), and any mobile command center (DC10) in or near the affected area. 

2. 
In coordination with other staff elements, an initial media relations and community outreach plan, with disaster-specific guidance and objectives, will be prepared jointly by the Director of Communications and the Deputy Chief of Staff for Community Affairs and representatives of the appropriate District agencies at the beginning of each public emergency operation. 

3. 
This ESF will be performed jointly by personnel from the various involved District organizations and other involved organizations (e.g., the American Red Cross (ARC), other neighboring states, and the federal government), as appropriate, working to achieve the objectives specified in the Media Relations and Community Outreach Plan. 

4.
As needed, field personnel will be organized and dispersed throughout the affected area. They will include trained personnel who know the community. The cultural, racial, and ethnic makeup of the affected population (including languages spoken) will be taken into consideration to the extent possible when making field team assignments. 

5.
The Community Outreach element coordinates closely with affected District response agencies to identify community leaders (e.g., grassroots, political, religious, educational, business, labor, ethnic) and neighborhood advocacy groups that will assist to rapidly disseminate information, identify unmet needs, establish ongoing dialogue and information exchange, and facilitate collaborative multi-organizational and multi-level planning and mutual support for public emergency recovery (e.g., federal and/or District, as appropriate based on the conditions surrounding the public emergency). 

B. 
Organization 

1. 
The Chief of Staff has designated the Director of Communications and the Deputy Chief of Staff for Community Affairs as the lead ESF #14 coordinators to support public and community information dissemination at the earliest possible moment upon District awareness that a public emergency is imminent or has occurred. 

2.
The Community Outreach element is responsible for organizing and managing the field component, which interfaces with response entities, community organizations, and emergency victims. The field component may be divided into geographic areas and sectors, depending on the size and nature of the public emergency. Area managers are assigned to disasters that affect a large geographic area and/or have a large number of sector teams. Area managers assist in the supervision of sector teams to maintain an appropriate management span of control and enhance day-to-day communications. Each Community Outreach sector will have an assigned sector manager who reports to the Community Outreach Coordinator or designee located at the EOC. 

C.
Notification 

In response to an anticipated or actual event, ESF #14 critical staff will be notified, activated, and deployed. Staff from other District agencies and departments may be used to augment operations in public emergency, as needed. 

D.
Response Actions 

1. 
Initial Actions of Media Personnel 

a.
Direction of and decision-making about media relations and public information operations at the JIC will be the responsibility of the Mayor’s Director of Communications. 

b. 
An individual at the JIC will be designated to take the lead on all housekeeping activities (maintenance, equipment supplies). 

c.
A coordination desk will be established in the public information work area, staffed by public information officers. This will serve as a central point from which all information (announcements, status reports, responses to queries, plans for briefings, etc.) will be disseminated. 

d.
An initial news release will be issued no later than one hour from the time a readiness level 3 condition has been declared. 

2. 
Initial Actions of Outreach Personnel 

a.
Direction of and decision-making about community outreach activities will be the responsibility of the Department, Chief of Staff, or his or her designee. 

b.
Establish contact via fax/phone with Ward Based Emergency Command Centers and key community leaders (Faith, Asian, and Latino). 

c.
Establish contact via fax/phone with DC Council members; Members of Congress, including Members from the region, Congressional leadership and members of the House and Senate District Committees, and the Governors of Virginia and ________. 

d.
Receive status reports from Ward Command Center personnel concerning emergencies and casualties in the neighborhoods. 

e.
Translate media advisories and press releases into foreign language for dissemination. 

f.
Determine need to engage volunteer corps, and in which specific areas.

3. 
Continuing Actions of Media Personnel 

a.
In an emergency, oral communications (e.g., briefings and responses to queries) become the primary method of informing the news media. 

b.
News briefings will be conducted on a regular basis or as events dictate. All official news briefings shall be conducted by senior officials, preferably by the Mayor and shall be held at the EOC whenever possible. Technical briefers and well-versed public information officers will be available to handle queries by phone and in person between news briefings. 

c.
Organizations wishing to speak at news briefings will coordinate with the JIC. 

d.
Mass distribution channels will be used by JIC staff for distribution of information (fax, email, broadcast) that is available in writing. 

e.
Significant rumors that surface in calls from the public or news media should be reported to the JIC, particularly if a pattern is observed which indicates that an erroneous rumor is circulating. Accurate information on the subject will then be provided by the coordination desk to all organizations and to the news media at the JIC. 

f.
Emergency advisories utilizing Channel 16 or Channel 13 may be activated to provide additional emergency information as it becomes available. The Office of Cable Television and Telecommunications will coordinate with the appropriate local radio stations to broadcast emergency advisories. 

g.
Use of the Federal Emergency Alert System can be activated if needed upon direction of the mayor or his designee. 

h.
The District’s Web site, as a critical source of information for the news media and the public, will be updated every 30 minutes or as needed. 

i.
Additional agency public information officers will be identified and may be located at non-JIC response sites. 

4.

Continuing Actions of Outreach Personnel

a.
Maintain a two-way exchange of information between JIC Personnel and Ward Command Center Personnel. 

b.
Provide updated information (via fax and phone) to key community and civic leaders, JIC media personnel, DC Council members, Members of Congress, Governors of ________ and Virginia and necessary ESFs. 

c.
Communicate needs of communities with service providing agency contacts such as: Department of Health (medical), Department of Human Services (food), Department of Parks and Recreation (shelter). 

d.
As necessary, engage volunteer corps. Direct to various staging centers throughout the city in accord with needs assessed by Ward Command Center Personnel. 

V. 
Responsibilities 

A. 
Primary District Agency 

Executive Office of the Mayor (EOM)—The EOM will ensure that the ESF #14 function promotes equal access to disaster assistance consistent with appropriate District and federal laws, regulations, mandates, and policies (e.g., Title VI of the Civil Rights Act, American with Disabilities Act). 

Under ESF #14, the EOM will establish and adhere to standardized procedures that provide for an effective level of community relations services to disaster victims, the public, the media, and other interested and involved organizations. The EOM, with support from representatives from other District offices and organizations, volunteer organizations, and other sources, will prepare briefings, communication plans, press releases, fact sheets, newsletters, pamphlets, and other communications and outreach materials. These actions will take place through the JIC. Furthermore, other assistance related to outreach functions will be provided (e.g., creating and updating District Web sites, conducting public meetings, providing translators to visitors/tourists impacted by the disaster) as needed. 

In the event of a public emergency involving a District and/or federal government response, the Media Relations Coordinator will collaborate with Federal Public Information Officers from the Federal Emergency Management Agency (FEMA) and other organizations to ensure timely, reliable, consistent, and accurate information is made available to the public, affected communities, and other relevant parties. This collaboration will take place through the JIC, located at the Reeves Center, which will be activated by the Chief of Staff. Responsibilities of the JIC include, but are not limited to:

· Monitoring news reports and media outlets to track information concerning the event, ensure accuracy of reporting, and take action to correct misinformation and incorrect information concerning the disaster response, recovery, and mitigation operations that appear in the news media; 

· Maintaining contact with and gathering information from federal, District, and voluntary organizations taking part in disaster response operations; 

· Handling news conferences and press operations for disaster area tours by government officials and the press; 

· Coordinating with the Logistics Section to provide basic facilities, such as communications, office space, and supplies, to help the news media disseminate information to the public; and 

· Providing staff and other resources for a JIC operation 

B. 
Support District Agencies 

Each District entity has specific responsibilities to provide timely, effective, accurate information to the citizens and visitors of the District. In the event of a public emergency, each District entity shall coordinate the distribution of information to ESF #14 for dissemination to the public, the media, and other involved organizations through the Office of Communications to ensure accurate, consistent, timely, and reliable information. 

The following District entities will provide staff and resources to support the collection of information and the dissemination of messages and information to disaster victims and the general public to promote public health and safety: 

· DC Fire and Emergency Medical Services Department 

· DC Public Schools 

· Department of Health 

· Department of Human Services 

· Department of Mental Health 

· Department of Public Works 

· District Department of Transportation 

· Emergency Management Agency 

· Metropolitan Police Department 

· Office of Asian and Pacific Islander Affairs 

· Office of Cable Television and Telecommunications 

· Office of Communications 

· Office of Community Outreach 

· Office of Latino Affairs 

· Office of National and Community Service 

· Office of the Corporation Counsel 

C.
Lead Federal Agency 

Federal Emergency Management Agency (FEMA)—Although there is not a coinciding ESF #14 in the Federal Response Plan, a public affairs annex does exist in the FRP to act as a guide. FEMA is the lead federal agency for coordination of federal agency public information in a disaster. FEMA will provide direct, technical, and other support to the District through the District’s ESF #14, in conjunction with ESF #5—Information and Planning. 

Upon the declaration of an emergency or major disaster by the President under the authority of the Robert T. Stafford Disaster Relief Act as Amended, April 1999, the FRP will be implemented by FEMA and other federal departments and agencies. Initially, these agencies will operate out of the FEMA Regional Operations Center. Later, when the Disaster Field Office (DFO) is established near the disaster area, the agency ESF representatives who comprise the Emergency Response Team will be in the DFO. Wherever FEMA chooses to establish its operation, there will be a JIC established to coordinate the joint federal-District message to the public. 
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(This section also poses an approach to explain emergency telecommunications structure and usage during an emergency)

Emergency Communications Systems

There are a number of communication methods employed by the campus to transmit urgent messages to all or certain large portions of the faculty, staff, and students. The precise method or combination of methods employed for a specific situation is dependent upon a number of factors, including the availability of the various communication methods. These include:

a)
The Telephone Alert System, a pyramided telephone-calling schedule to be used during business hours.

b)
The Emergency Electronic Mail System, which allows emergency messages to be placed in all student, faculty, and staff electronic mailboxes.

c)
The Emergency Notification System, which is used to contact those individuals who have responsibilities for directing various campus operations during emergencies.

d)
The Emergency Telephone Message System, which provides timely information about critical incidents to those calling the information number.

e)
University of ________ home page

f)
Local radio and television broadcasts, including W___ AM 580 and W___ FM 90.0, as well as other local broadcast stations.

The Telephone Alert System

This system will be used by the Office of the Chancellor when it is necessary to transmit brief urgent messages to all or certain large portions of the faculty, staff, and students.

The Telephone Alert System is a means of transmitting special messages throughout the campus in a quick and efficient manner by means of a pyramided telephone-calling schedule. It can be referred to as the Telephone Alert System Directory.

The Telephone Alert System Directory is updated and issued annually by the Division of Public Safety and distributed to all offices on campus having a responsibility to receive and/or relay messages pursuant to this system. Messages transmitted using the Telephone Alert System typically include information concerning emergency weather conditions, energy alerts, and other urgent concerns affecting the entire campus. These messages are initiated in the Office of the Chancellor and are usually worded as follows:

"This is Ms. or Mr. __________ at Extension 3-XXXX in the [Campus office] with the following Telephone Alert message: __________ Please relay this information in accordance with the Telephone Alert System."

The message should then be relayed as quickly as possible to all appropriate individuals under the jurisdiction of the unit receiving the call.

Should there be any suspicion of misrepresentation, doubt as to the identity of the caller, or question as to the legitimacy of the call, verification should be made by calling the Executive Director of Public Safety at xxxx. Questions relating to the content of the message should also be directed to that number.

Each department shall ensure that individuals under its supervision are aware of the Telephone Alert System, including how the messages received are to be transmitted to other offices under its jurisdiction.

Further questions concerning this policy statement should be directed to the Executive Director of Public Safety, xxx-xxxx.

The Emergency Electronic Mail System

The Emergency Electronic Mail System will reach students, faculty and staff through the placement of an electronic email message in all inboxes. The system can be accessed only after authorization from a member of the CEOC core group and is used on rare occasions when it is imperative to transmit critical emergency or safety information to a wide segment of the campus. The Campus Information Technologies and Educational Services will maintain the system.

The Emergency Notification System

The Emergency Notification System will be used when there is a critical incident on the campus. The notification list includes those individuals who have responsibilities for directing various campus operations during emergencies. These major events are defined as those situations which involve, or have the potential to cause, major injury or death, or loss of material resources, or major disruption to the campus community. The notification list includes the name of the person and the primary back-up contact, their office, and the office, home and pager numbers of these individuals.

The Campus Risk Management Office is responsible for updating and distributing the notification list to telecommunicators in the Division of Public Safety and to the individuals who are on the notification list. Telecommunicators in the Division of Public Safety will notify these individuals according to the type of event.

Questions about the Emergency Notification System should be addressed to the Executive Director of Public Safety at xxx-xxxx.

The Emergency Telephone Message System

The campus has established an emergency telephone message system to provide timely information about the nature, scope and actions that staff and/or students could or should take in the event of a critical incident. The telephone number is xxx-xxxx (xxx-xxPD). Following is an outline of how the message system will be activated:

· Once an event has been declared an emergency, Public Safety telecommunicators will be notified.

· Public Safety telecommunicators will contact Public Affairs to request a telephone message script. 

· Public Affairs will draft the message, obtain approval from the CEOC management team, and indicate if it is necessary to post the message and additional information on the web or send mass e-mail. 

· Once the message is approved, Public Affairs staff will fax and/or email the message to Public Safety telecommunicators, and to the webmaster if necessary. Public Affairs will also phone and email the message to University telephone operators. 

· The message will return to the non-emergency message once the CEOC management team declares the incident to be over. 

Questions about the Emergency Telephone Message System should be addressed to the Associate Chancellor for Public Affairs at xxx-xxxx.

Emergency Support Function Annex #15

Damage Assessment and Recovery
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ESF #15:
Damage Assessment and Recovery

This ESF will describe damage assessment and recovery procedures that will take place following a major event.

Lead Department: 


Office of Facilities

Supporting Departments:


DEHS






Center for Marine Science






University Police






Human Resources






Housing and Residence Life






Athletics






Risk Management

External Supporting Departments:

Private Contractors






___________ County Building Inspections






State Construction Office






State Department of Insurance

Damage Assessment -- Administration
Purpose

To assist in identifying, assessing, securing and potentially removing dangerous and hazardous buildings to protect public safety following a disaster at any of the University buildings.

Responsibilities

· Assess extent of structural damage to each building.

· Determine whether the building can be occupied or partially occupied.

· Post the building accordingly and notify the University Police Department.

· Maintain a record of the assessment event along with any photos.

· Communicate with incident commanders(s).

· Participate in committee decision regarding emergency demolition

Damage Assessment -- Operations
Notifications

If damage is limited to a few buildings

Position

Building Official

Building Inspector 

Fire Inspector

Plans Examiner


Contact Information
Names and all contact phone numbers can be found in the Emergency Manual located in the Fire Resistive file in the University Building Code office.

If there is damage to a number of buildings and/or multiple areas of the University:

Position


Building Official

Building Inspector 

Fire Inspector

Plans Examiner

Contact Information
Names and all contact phone numbers can be found in the Emergency Manual located in the Fire Resistive file in the University Building Code office.

Damage Assessment -- Resources
Resources

C. Nine (9) personal vehicles

D. Cell phones

E. Safety equipment (hard hats, reflective vests, safety shoes/glasses)

F. Flashlights

G. Assessment report forms and warning placards:

Keep out – Uninhabitable

Habitable – Repairs Necessary

Limited entry – owner may enter at Own risk to remove property

Safe for occupancy

Damage reports

H. Cameras – 35 mm, Polaroid and digital

Other Resources

Procedure for Emergency Demolition

· Determine if the building is hazardous to the public.

· Verify if the building is “Historical.” If so, do not proceed without their approval. Take appropriate action to secure the area.

· Report to the Building Official regarding findings and actions to be taken

· In fire cases, call fire inspector and involve fire investigation for permission to proceed with demolition.

· In gas line explosions, contact local gas Supply Company for permission to proceed with demolition.

· Contact local campus to arrange for demolition contractor to secure emergency permit and demolish the building.

· Send report of action taken to Director of University Health and Safety, Emergency Management and Vice President for University Services.

(An alternative approach in the writing below places initial responsibilities on UPD and addresses relocation to other work spaces, as follows)

5. Departmental Notification 

The Department of Public Safety shall be responsible for securing the incident site and notifying the designated representative (or alternate in designee’s absence) of the following departments:

· Business Office

· Risk Manager

· Business Manager, Alternate

· Facilities Services Group

· Director, Operations and Maintenance

· Director, Utilities

· Director, Administrative Services

· Director, Design and Constructions Services

· Director, Space Planning and Utilization

· Director, Campus Planning Services

· Alternate - Associate Vice President, Facilities Services 

· Office of External Relations - Director, Communications and Outreach

· Alternate - Vice President, External Relations 

Individuals so notified shall immediately respond, meeting for the purpose of determining the extent of damages, recovery activities, relocation needs, and public information needs that are immediately required.

To the extent that hazardous materials or chemicals are involved, the Department of Public Safety shall notify the University Environmental Manager and the Health Protection Office. 
All emergency clean-up and recovery activities shall be subject to instructions of the Environmental Manager and the Health Protection Office in accordance with the requirements of public authorities.

2.
Departmental Responsibilities

To the extent that damage is minimal and relocation of activities is not required, the Facilities Services Group (FSG) shall be responsible for all site clean-up, debris removal, and emergency or minor repairs. In the event that major remodeling or rebuilding is necessary, FSG shall be responsible for preparation of plans, specifications or cost estimates for building remodeling, and equipment repair/replacement.

3. 
Property Loss Reporting Requirements

Preliminary reports regarding the cause of the loss, the extent of damage, and the plans for recovery and relocation shall be provided to the University Business Manager by the Risk Manager within 24 hours.

All losses shall be reported by the Business Manager’s Office to the State Board of Regents Office.

DEALING WITH A DISRUPTED WORK OR ACADEMIC ENVIRONMENTS

The University seeks to provide a work environment that supports the people and the business of the University. 

In that situation that, due to equipment malfunction, weather, or other crisis situations, workspace is uninhabitable because of heat, cold, water, smoke, or other conditions that make the work site unsafe or uninhabitable, supervisors will make a decision relative to continuation of services at that location.

If the supervisor, based on consultation with appropriate University officials, his/her knowledge of the term and severity of the condition, and based on a reasonable person standard, decides to vacate the work site, he/she shall use the following information for guidance:

· If possible, services to students, faculty, staff and the public should be continued at an alternate work location within the college, vice-presidential area, or hospital unit/clinic. Supervisors should identify these alternate work locations in advance and advise faculty and staff of the location and the situations which would require relocation to the alternate work site (i.e., lack of heat, fumes, threats to safety/security)

· If space is not available in locations noted above for all or a portion of the affected staff, they should meet at public facilities on campus, i.e. IMU, Library. To the extent possible, normal workflow should be maintained. If computers, phones, and other necessary equipment are not available, staff should engage in planning, evaluation, or training activities, which require staff presence but not operational equipment

· If the options listed above are not feasible, the supervisor can authorize staff to work at home (if appropriate) or they may approve an alternate work schedule to make up the time

· If none of the above options is feasible, staff may be required to utilize paid leave (vacation) or unpaid leave, during periods of disruption. It is the University’s intent to avoid this option if possible

Supervisors are responsible for monitoring the availability of the original workspace and for notifying staff and faculty when it is appropriate to return to the regular work area.

Determinations as regards classes will be made by the academic units in coordination with the Provost’s Office.

Debris Management

Disasters create large amounts of debris. There are preparations that a jurisdiction can make before an event that will make debris removal and disposal go more smoothly. In preparing the community’s emergency plan, a variety of hazards should be examined with an assessment of what types of debris would be generated by each. Once the likely types of debris have been identified, a debris plan can be developed. The plan would include the naming of a debris management team, tentative site identification for storage (both temporary and permanent), reduction methods, a list of qualified contractors, sample contract language if permitted by the city/county attorney, and any environmental issues identified.

Local elected officials should decide ahead of time to what extent the jurisdiction will be responsible for debris including how much will be picked up and paid for by the local government. They are also involved in decisions on demolishing structures made unsafe by the disaster as their demolition will change the very face of the community. They must take into consideration in making these decisions the fact that federal help may not be available.

Sorting Debris

The proper sorting of debris at designated collection points can save time and money. If citizens have sorting information early in the event, they can put items at the curb in appropriate piles. This practice avoids mixed loads that can be not only costly but can legally be refused at demolition landfills. Sanitary landfills are much more expensive to use than demolition ones but may be the only appropriate ones for unsorted loads.

The public information officer (PIO) should prescript public service announcements (PSAs) advising the public on how to sort its debris, when debris will be picked up, where there are drop-off sites, and other pertinent information. 

Once a debris-generating event has happened, it is critical to disseminate the PSAs as soon as possible. Sorting categories include:

· • Trees and brush

· • Demolition (construction materials)

· • Household garbage (what is collected on a normal trash day)

· • Household hazardous waste

· • White goods (refrigerators, water heaters, etc.)

· • Metal

The State Pollution Control Agency (PCA) plays a significant role in granting permits and advising local officials and landfill operators on disaster-generated debris. If a temporary storage site is used, PCA can help a community determine how to restore it to its original condition as well as re-evaluate its landfill capacity after an event.

FEMA Assistance

If the disaster event is significant enough to warrant a Presidential declaration of a major disaster, the local emergency manager should contact HSEM as soon as possible for advice on handling debris and demolition of structures. If a jurisdiction is to qualify for federal reimbursement for removing debris, the methods and expenditures must meet certain eligibility requirements. Most homeowners’ insurance policies contain some coverage for demolition and disposal of a structure and have to be factored into cost estimates for debris removal. Eligibility for debris removal, demolition of structures, and contracting methods are under FEMA scrutiny.

It is advisable for all aspects of the debris issue to meet federal standards, regardless of the possibility of a declaration. HSEM Public Assistance staff can provide the latest information on current FEMA standards. The Division also sponsors the FEMA G202 Debris Management Course. Consult the HSEM Training Officer or the annual training calendar for dates, times, and places.

Supplies to keep on Hand (in your home, office or car)

Campus departments may want to buy emergency kits for their buildings or departments. The Office of Homeland Security also has a list of vendors of emergency goods and services and can be found on their web site at _________________________ In developing your own personal disaster supply kit, be sure to include:

· Flashlight and spare batteries 

· Food and water (for three days) 

· First Aid Kit 

· Battery-powered AM/FM radio 

· Whistle 

· Money (small bills and change) 

· 3-day supply of prescription medicines 

· Extra prescription glasses, contact lenses and solution 

· Heavy work gloves (with leather palms) 

· Blanket or coat 

· Durable, comfortable shoes 

· Out-of-State emergency contact phone numbers 

Business Continuity Activities

All departments critical to the University’s continued operation shall establish formal Operational Continuity Plans.

The elements of each plan include:

· Identification of local mission critical processes, based on the primary mission(s) and business function(s) of each unit.

· Development of procedures for recovering all or part of the highest priority functions.

· Determination of whether each process could be suspended or degraded — or, whether it must be fully functional.

· Identification of alternate work sites or other temporary facilities for the most critical functions.

· Ongoing back-up of critical data and protection of critical equipment.

· Assignment of local business resumption roles, responsibilities, and authority.

· Procedures for recovering impacted operations.

· Criteria for returning to normal business.

· Procedures and criteria for helping other departments return to normal business.

All departments engaged in business continuity activities are encouraged to make use of the National Fire Protection Association (NFPA) Code NFPA 1600 Standard On Disaster/Emergency Management and Business Continuity Programs, 2004 Edition or later, available through NFPA on the Internet at the following link: 

http://www.nfpa.org/categoryList.asp?categoryID=124&URL=Codes%20and%20Standards&cookie%5Ftest=1
NFPA 1600 itself may also accessed from the Internet by use of the following link: 

http://www.nfpa.org/PDF/nfpa1600.pdf?src=nfpa
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ESF #16:
Transportation and Roadways

This Emergency Support Function Annex will explain what transportation actions may take place in an emergency, when these actions will take place, and who is responsible for these actions. This ESF will include tasks such as directing traffic, closing entrances, and blocking roadways, parking lots, or intersections during an emergency or disaster. 

This ESF will also contain pertinent transportation and roadways information concerning pertinent major route lane reversal plans.

Lead Department:


University Police

Supporting Departments:


Physical Plant






Auxiliary Services

External Supporting Departments:

State Department of Transportation






__________ Police Department






__________ Transit Authority






___________ County Transportation Services

Purpose 

To outline how evacuation, traffic control, and security will be carried out if required due to an emergency or disaster at the University.

Responsibilities

Primary

The primary direction and control for Evacuation, Traffic Control and Security operations will be;

· University Police Department

· University Parking and Transportation Services

· Local Law Enforcement

Supporting:
The agencies that will provide support at the University for Evacuation, Traffic Control and Security operations are;

· Department of Central Security

· Parking Enforcement

· Facilities Management

Supporting Documents

· The evacuation, traffic control, and security operating procedures to this plan contain detailed evacuation-related information. (See Operations area of this section)

· The Resource area of the Congregate Care section has a listing of facilities and shelters available.

Standard Operating Procedure

Purpose

This SOP is intended to provide specific guidance for both a (potential) evacuation of residents out of buildings and off of University properties.

I.
General Information
The University Police Department (UPD) is a full time agency responsible for all law enforcement activities. It employs administrators, officers of rank, detectives, dispatchers, patrol persons, student monitors and security technicians. UPD utilizes vehicles, radios, protective gear and emergency medical equipment. They are trained in required police activities plus OSHA requirements, Sky warn and emergency medical services activities. UPD officers provide first response to all medical emergencies, and will most likely be the first to respond to any and all emergency and disaster situations applicable to this plan.

UPD operates the University’s Public Safety Answering Point (PSAP) or “9-1-1 Dispatch Center.” The PSAP employs full-time professional dispatchers and utilizes enhanced 9-1-1 Voice and Computer Aided Dispatch. UPD also employs Information Technology professionals to service and maintain their mobile (vehicle) and fixed computerized equipment.

The Officer of the Day, Asst. Chief of Public Safety, the Police Chief, Emergency Management Director and local emergency response officials will jointly prepare in advance for a potential evacuation of county/city residents. This preparation will include a hazard analysis and vulnerability assessment of the various hazards located on the campus and within surrounding areas, and a determination of appropriate evacuation routes and traffic control. Assistance will be provided by local emergency response agencies.

Evacuation plans for key facilities (i.e. Residential dormitories & large occupancy buildings) will be kept on file in the campus Department of Emergency Management.

Pre-identified primary and secondary evacuation routes for the population at risk for each facility will be the responsibility of the Incident Commander and will be individually determined at each incident, based on, but not limited to the following factors:

· Wind speed and direction

· Severity of incident

· Population of area involved

· Identification of the Hazard type

A. University Relations will prepare instructions for people who must evacuate from high-risk areas. These instructions will include identification of all centrally located staging areas and pickup points for evacuees who are without private automobiles or other means of evacuation.

B. The Emergency Management Director will have primary responsibility for ensuring that the affected University residents and facilities are notified of the need to evacuate.

C. The Vice President of Academic Health will have primary responsibility for assisting impaired persons including the elderly, mobility-impaired and other individuals unable to evacuate themselves.

D. UPD and/or volunteers obtained through the Emergency Operations Center will establish and staff any traffic control points that are considered necessary.

E. UPD will maintain access control and security for the evacuated areas. The Department of Central Security will assist in monitoring areas through video and control building access points using the card access system.

F. Facilities Management and local public works workers will oversee removal of debris, obstructions, or roadway impediments, including stalled vehicles so that evacuation routes remain open.

G. In consultation with Department of Environmental Health and Safety, hazardous materials specialists will determine when evacuees can safely return to their residences.

H. The selection of specific evacuation routes will be based on the extent of the evacuation required, weather and road conditions, and other factors.

I. A listing of both the congregate care facilities and the fallout shelter facilities that can be used to house evacuees is included in Annex A: Congregate Care.

J. Highways that could be main routes of transportation for the University Campus are:

Main Campus (specify all)

K. Depending on which highways are used for evacuation purposes, traffic control points and reception and registration centers will be established at pre-identified locations. These locations can be found in Annex A: Congregate Care.

L. A shelter-in-place will be the PRIMARY tactic used on the campus due to the large population. Areas of the campus (i.e. a specific building) may be evacuated.

II.
Evacuation – Hazardous Materials Incident
A.
302 Facility - Release (SARA Title III)


1.
The potential “population at risk” that could need to be evacuated in the event of an accidental release from Section 302 university facilities has been pre-identified. 

2.
Pre-identified primary and secondary evacuation routes for the “population at risk” for each Section 302 facility are included in this area of this section. (See Attachments)

B.
Other Hazardous Materials Incidents - Evacuation may be required due to a hazardous materials release not involving a (Sara Title III) 302 facility. Such a determination will be made some time following the initial response to the incident, and following an assessment of the current and potential threat to public safety.

III. Building Security

Department of Central Security (DCS)

The Department of Central Security (DCS) can provide assistance in access control and video surveillance around the University.

The emergency related tasks DCS can provide are:

· Providing real time video images of the campus fed into the EOC.

· Control access to specific buildings around the University.

· Provide key support of specific buildings, officers, and areas.

· Monitor alarm (non-fire) points around the University

· Assist in the technical issues relating to computer and software.

Evacuation Maps

(Insert maps on this page and additional pages as necessary.)

Evacuation, Traffic Control, and Security -- Operational Guidelines

General Information Guideline for Evacuation
University residents will be advised by radio and/or TV; door-to-door contact; or route alerting from Law Enforcement personnel that there is a need to evacuate. Some facilities such as schools, hospitals, nursing homes, etc. may be contacted by telephone or Tone Alert Radios to notify of the need to evacuate.

The selection of specific evacuation routes will be based on the extent of the evacuation required, weather, road conditions, and other pertinent factors.

Determination of congregate care requirements and facilities to be used for shelters for evacuees should be made in cooperation with the Emergency Operations Center and the Red Cross.

Evacuation Due to a Hazardous Materials Release

Release from a fixed facility

The potential “populations at risk” that may require evacuation due to a hazardous materials release from a specific (section 302) facilities at the University have been pre—identified. See HAZMAT section of this plan.

Pre-identified primary and secondary evacuation routes for the “populations at risk” for specific facilities are included in the HAZMAT section of this plan.

Evacuation may be required due to hazardous materials spills/releases that do not involve a Section 302 facility. Transportation accidents involving trucks, trains, and aircraft present risks, which could cause evacuation. An assessment by on-scene personnel will determine the appropriate area and populations to be considered for evacuation.

Once it has been determined that evacuation of an area is necessary:

Establish a command post.

· Identify wind and weather conditions.

· Establish perimeter security control.

· Identify areas for evacuees to gather (e.g. parking lots, playgrounds, etc.).

· Arrange for transportation for evacuees.

· Use squad cars with sirens and PA Systems or other means of alerting residents to evacuate.

· In areas not in immediate danger use available personnel to go door to door (in addition to #6 above).

· Evacuated homes should be identified; a mark on the driveway, barricade tape tied on the front door or rag, cloth or towel in the door handle may be used.

· Consider special problems: handicapped persons, young children with no supervision, persons without transportation, pets, nursing homes, schools, etc.

· If anyone refuses to leave, record their address and move on.

· Anticipate changing weather conditions.

Sheltering-In-Place

Situations may arise where the best means of protection of life and property is to recommend “shelter-in-place” procedures. If conditions are present which do not allow adequate time for evacuation or where the risk from the emergency incident will be minimal or for a very short duration officials should consider “shelter-in-place” options. Emergency actions such as taping doors, windows, shutting off outside air intake from fans, air conditioners, or other means may be the best available option to protect public health and safety.

Sample Evacuation Proclamation and Sample Evacuation Notice

Sample Evacuation Proclamation

Whereas, a disaster proclamation has been issued, and

Whereas, the disaster has resulted in a State of Emergency at the University of ___________, and

Whereas, it is reasonable to believe that a threat to the lives and health of our citizens exists,

Now, Therefore, I do declare that the area bordered by _______________________________on the North, 

by __________________________ on the South, by _________________________ on the West, and by 

____________________________________ on the East be immediately evacuated.

This proclamation is in effect until further notice.

Done at ____________ this ________ day of __________________, 20______.

Attest to:

Sample Evacuation Notice

Attention:

There has been an accident involving___________________ at ______________________. 

This material (gas/liquid/solid, etc.) is dangerous and you are in the DANGER AREA.

DO NOT DELAY. LEAVE IMMEDIATELY. Take with you items that you may require such as eyeglasses, 

medicine, special foods, baby needs, and pet items. Listen to the Radio for more information as you leave. 

Do not remain in the area and do not return until you have been told to do so.

Leave immediately and follow instructions. If you need transportation, walk to ______________. A place to 

stay will be provided for you. Please act now for your safety. 

Thank you.

Law Enforcement/Fire Department Evacuation Guidelines

If because of a hazardous materials spill or similar incident, it would be necessary to evacuate residents of an entire city, part of a city or rural area, the following items should be considered:

· Toxicity of the material. Need to call Chem-Trec. Obtain reference books, bills of lading or manifests for information on type of material or chemical. 

· Find out the prevailing winds in the area affected. Put up a windsock or cloth on wind apparatus and call the National Weather Service.

· Have an inventory of P.A. systems with people knowledgeable in their use.

· Identify evacuation routes and the locations where traffic control points need to be established. 
· Know average populations of special facilities such as day care centers, schools and nursing homes.

· Provide transportation for people without cars. Make prior arrange​ments with school bus operators.

· Consider a reception center where the evacuee's will go. Be able to gain access to schools and churches day or night.

· Consider requesting police, fire and ambulance mutual aid IMMEDIATE​LY. Evacuations usually must be done quickly and all resources are needed. 

· Consider using outdoor warning sirens to alert the majority of the population. Remember the media must be informed as to what the problem is before you sound the sirens. This can be done by activating the Emergency Alert System. The UPD Communications Center has the procedures.

· Consider calling the County/State Red Cross or other volunteer agency for food, clothing and shel​ter issues.

· Consider method for marking houses that have been evacuated so that this activity is not repeated unnecessarily. 

· STATE DUTY OFFICER - (___) ___-____, must be notified to assure necessary notifica​tions and to request aid from State Agencies such as DOT, Department of Agriculture, PCA, or DNR.

· Follow "RULE OF THUMB" evacuation distances in DOT Emergency Response Guidebook and Emergency Action Guide for selected Hazardous Materials. 
· REMEMBER: Explosive Danger- evacuate equally in all directions. Toxic Clouds - egg shaped evacuation in direction of wind.

Annex D
Evacuation/Traffic Control/Security -- Resources

Buses: Parking and Transportation Services, University of Minnesota
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(An additional treatment related to evacuation plans are found on this and the next page.)

EVACUATION AND RELOCATION

Transportation of persons shall be coordinated with appropriate Department of Public Safety and Parking/Transportation Department personnel for the purpose of evacuation and relocation of persons threatened by or displaced by the incident. A temporary shelter or facility such as _____ Hall, the Student Union, the Field House, or ____________ Arena will be selected if needed. Coordination for assistance, equipment, and supplies will be determined at the relocation site as needed.

Immediate medical assistance shall be requested for injured persons. When mass injuries occur the _______ County Community-Wide Disaster Plan will be activated.

The primary responsibility for the protection of property, assessment of damage, and restoration of normal operations shall be given to the appropriate University service unit. These University service units will include:

Facilities Services Group:

· Coordinates all services for the restoration of electrical, plumbing, heating, and other support systems as well as structural integrity.

· Assesses damage and makes a prognosis for occupancy of the structure affected by the disaster.

· Manages periods of minimal building occupancy.

Information Technology Services:

· Coordinates support for data processing resources at the main data center and the designated recovery sites; provides alternate voice and data communications capability in the event normal telecommunication lines and equipment are disrupted by the disaster.

· Evaluates the requirements and selects appropriate means of backing up the ITS telecommunications network.

Department of Public Safety:

· Provides safety and security for people and facilities, as well as emergency support to affected areas, and notification mechanisms for problems that are or could be disasters. Extends a security perimeter around the functional area affected by the disaster.


Evacuation/Refuge Plan for Persons with Disabilities

Even though emergency personnel are usually available to assist with evacuation, this may not always be the case. Those with mobility concerns or other concerns that would make independent evacuation difficult are encouraged to make alternative plans and arrangements in advance which will increase the likelihood that individuals will be able to exit a building safely in the event of an emergency.

Every individual must quickly become familiar with their area by locating exits, stairwells, elevators, fire fighting equipment, fire alarms, and possible areas of rescue.

NOTE

Possible areas of rescue can be in a stairwell/fire escape, areas adjacent to a stairwell or fire escape, a window facing the outside or a room within the structure; attempt to select a room with a phone. It is understood that older structures may not have adequate landings within the stairwells to accommodate wheelchairs. Individuals are encouraged to use protected stairwells for exiting if possible. 

For those who have difficulty speaking or those with hearing impairments who have difficulty judging volume, it may be useful to carry a whistle or a similar device for the purpose of announcing your location to emergency services personnel who will be attempting to search for those in need of assistance. Individuals are encouraged to carry personal cell phones to contact emergency services personnel if in need of assistance. Contact University Public Safety by phoning ________ (NOTE: when calling a university number from a cell phone you must press all seven digits. Depending on your phone service you may also have to include the area code.) The routine number for the _________ Fire Department is ________. In case of an emergency phone 911. Be prepared to give your name, your building, floor and location, the reason why you are calling and your particular needs. 

Advise others (supervisors, administrators, instructors, colleagues, fellow students) about any concerns that you may have related to emergency exiting and how they can assist you in the event of an emergency. This can include assistance to exits, possible areas of rescue and alerting emergency services of your location.

(For exiting concerns related to Tornadoes or Bomb Threats, please see the appropriate Appendix herein.)
Assisting Those with Disabilities, Evacuation Guidelines
It is recommended that each Department establish a “buddy” system in which volunteers and alternates are recruited and paired with persons who have self-identified disabilities that would create special evacuation needs. Volunteers should become familiar with the special evacuation needs of their buddies and plan to alert and assist them if an evacuation is ordered. Volunteers should keep in mind that many people with disabilities can assist in their evacuation.

Persons With Visual Impairments 
During any emergency, tell the person the nature of the emergency and offer to guide him/her. As you walk, tell the person where you are and advise of any obstacles. Do not grasp a visually impaired person’s arm. Offer your arm for them to hold onto.

Persons With Hearing Impairments 
Not all fire systems have a flashing light. Most use audible alarms. Therefore, persons with impaired hearing may not perceive emergency alarms and an alternative warning technique is required. Two methods of warning are:

· Write a note telling what the emergency is and where the nearest evacuation route/safe staging area is.

· Tap the person on the shoulder or turn a light switch on and off to gain attention, then indicate through gestures or in writing what is happening and what to do.

Persons Using Crutches, Canes, or Walkers 
If a person is having difficulty exiting, treat him/her as if they were injured for evacuation purposes. Carrying options include using a two-person, lock-arm position, or having the person sit in a sturdy chair, preferably with arms. For level travel, an office chair with wheels could be used.

Non-Ambulatory Persons 
The needs and preferences of non-ambulatory persons will vary. Most non-ambulatory persons will be able to exit safely without assistance if located on the ground floor. Some people have minimal ability to move and lifting them may be painful or injurious. Frequently, non-ambulatory persons have respiratory complications. Remove them away from smoke or fume exposure immediately. 

Always consult the person as to his/her preference with regard to: 

· Ways of being removed from a wheelchair. 

· The number of people usually necessary for assistance. 

· Whether to extend or position extremities when lifting due to pain, catheter bags, or braces, etc.

· Whether a seat cushion or pad should be used if he/she is removed from the chair.

· Being carried in a forward or backward facing position on a flight of stairs. 

· After-care, if removed from the wheelchair.
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(An additional treatment related to evacuation plans are found on this and the next page.)

EVACUATION AND RELOCATION

Transportation of persons shall be coordinated with appropriate Department of Public Safety and Parking/Transportation Department personnel for the purpose of evacuation and relocation of persons threatened by or displaced by the incident. A temporary shelter or facility such as _____ Hall, the Student Union, the Field House, or ____________ Arena will be selected if needed. Coordination for assistance, equipment, and supplies will be determined at the relocation site as needed.

Immediate medical assistance shall be requested for injured persons. When mass injuries occur, the _______ County Community-Wide Disaster Plan will be activated.

The primary responsibility for the protection of property, assessment of damage, and restoration of normal operations shall be given to the appropriate University service unit. These University service units will include:

Facilities Services Group:
· Coordinates all services for the restoration of electrical, plumbing, heating, and other support systems as well as structural integrity.

· Assesses damage and makes a prognosis for occupancy of the structure affected by the disaster.

· Manages periods of minimal building occupancy.

Information Technology Services:
· Coordinates support for data processing resources at the main data center and the designated recovery sites; provides alternate voice and data communications capability in the event normal telecommunication lines and equipment are disrupted by the disaster.

· Evaluates the requirements and selects appropriate means of backing up the ITS telecommunications network.

Department of Public Safety:
· Provides safety and security for people and facilities, as well as emergency support to affected areas, and notification mechanisms for problems that are or could be disasters. Extends a security perimeter around the functional area affected by the disaster.


Evacuation/Refuge Plan for Persons with Disabilities

Even though emergency personnel are usually available to assist with evacuation, this may not always be the case. Those with mobility concerns or other concerns that would make independent evacuation difficult are encouraged to make alternative plans and arrangements in advance which will increase the likelihood that individuals will be able to exit a building safely in the event of an emergency.
Every individual must quickly become familiar with their area by locating exits, stairwells, elevators, fire fighting equipment, fire alarms, and possible areas of rescue.

NOTE

Possible areas of rescue can be in a stairwell/fire escape, areas adjacent to a stairwell or fire escape, a window facing the outside or a room within the structure; attempt to select a room with a phone. It is understood that older structures may not have adequate landings within the stairwells to accommodate wheelchairs. Individuals are encouraged to use protected stairwells for exiting if possible. 

For those who have difficulty speaking or those with hearing impairments who have difficulty judging volume, it may be useful to carry a whistle or a similar device for the purpose of announcing your location to emergency services personnel who will be attempting to search for those in need of assistance. Individuals are encouraged to carry personal cell phones to contact emergency services personnel if in need of assistance. Contact University Public Safety by phoning ________ (NOTE: when calling a university number from a cell phone you must press all seven digits. Depending on your phone service you may also have to include the area code.) The routine number for the _________ Fire Department is ________. In case of an emergency phone 911. Be prepared to give your name, your building, floor and location, the reason why you are calling and your particular needs. 

Advise others (supervisors, administrators, instructors, colleagues, fellow students) about any concerns that you may have related to emergency exiting and how they can assist you in the event of an emergency. This can include assistance to exits, possible areas of rescue and alerting emergency services of your location.

(For exiting concerns related to Tornadoes or Bomb Threats, please see the appropriate Appendix herein.)
Assisting Those with Disabilities, Evacuation Guidelines
It is recommended that each Department establish a “buddy” system in which volunteers and alternates are recruited and paired with persons who have self identified disabilities that would create special evacuation needs. Volunteers should become familiar with the special evacuation needs of their buddies and plan to alert and assist them if an evacuation is ordered. Volunteers should keep in mind that many people with disabilities can assist in their evacuation.

Persons With Visual Impairments 
During any emergency, tell the person the nature of the emergency and offer to guide him/her. As you walk, tell the person where you are and advise of any obstacles. Do not grasp a visually impaired person’s arm. Offer your arm for them to hold onto.

Persons With Hearing Impairments 
Not all fire systems have a flashing light. Most use audible alarms. Therefore, persons with impaired hearing may not perceive emergency alarms and an alternative warning technique is required. Two methods of warning are:

· Writing a note telling what the emergency is and the nearest evacuation route/safe staging area.

· Tap the person on the shoulder or turn the light switch on and off to gain attention, then indicating through gestures, or in writing, what is happening and what to do.

Persons Using Crutches, Canes, or Walkers 
If a person is having difficulty exiting, treat him/her as if they were injured for evacuation purposes. Carrying options include using a two-person, lock-arm position, or having the person sit in a sturdy chair, preferably with arms. For level travel, an office chair with wheels could be used.

Non-Ambulatory Persons 
The needs and preferences of non-ambulatory persons will vary. Most non-ambulatory persons will be able to exit safely without assistance if located on the ground floor. Some people have minimal ability to move and lifting them may be painful or injurious. Frequently, non-ambulatory persons have respiratory complications. Remove them away from smoke or fume exposure immediately. 

Always consult the person as to his/her preference with regard to: 
· Ways of being removed from a wheelchair. 

· The number of people usually necessary for assistance. 

· Whether to extend or position extremities when lifting due to pain, catheter bags, braces, etc.

· Whether a seat cushion or pad should be used if he/she is removed from the chair.

· Being carried in a forward or backward facing position on a flight of stairs. 

· After-care, if removed from the wheelchair.
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(The Appendices listed above tend to be directed at audiences that include college or university employees, students, and others who may be present on campus during an incident. The appendices provide guidelines to mitigate the effects of specific emergencies by providing information to those exposed to the incident to use for their self protection and for the immediate protection of others prior to and during an incident.. For campus emergency responders, these guidelines would supplement standard SOPs that should already exist. The appendices listed above could be drafted by emergency planners in any combination, i.e., Appendix G, Natural Disasters might incorporate any or all of inclusive subject areas included under other listed appendices including hurricanes, tornados, floods, earthquakes, etc. However, the higher potential for an incident in some localities, along with the need for a more extensive treatment of the subject matter, would probably require an independent appendix, such as for an earthquake in an earthquake prone area This is as opposed to another campus where an earthquake is less likely to occur. The particular grouping listed above is present because some campuses have chosen to address certain types of problem in certain ways as opposed to others.)
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Appendix A: 
Civil Disturbances & Demonstrations

Most campus demonstrations are peaceful and people not involved should attempt to carry on business as usual. Avoid provoking or obstructing demonstrators. Should a disturbance occur, call the University Security and/or Police by dialing 911.

If a disturbance seems to threaten the occupants of the building, report it immediately and take the following actions:

· Alert all persons in the area of the situation

· Lock all doors and windows

· Close blinds to prevent flying glass

If necessary, your department may decide to cease work operations.

If necessary to evacuate, follow directions from police.

If evacuation occurs, meet at the location designated as your building Emergency Assembly Area (EAA) and wait for additional instructions and information (see General Evacuation Procedures).

(The following section provides a more detailed example of what to do when confronted by a demonstration)

Peaceful, Non-Obstructive Demonstrations

(1)
Generally, demonstrations of this kind should not be interrupted. Demonstrations should not be obstructed or provoked. Efforts should be made to conduct college business as normally as possible. 

(2)
If demonstrators are asked to leave but refuse to leave by regular facility closing time:

a.
Arrangements will be made by the Director of Public Safety to monitor the situation during non-business hours, or 

b.
Treat the situation as a violation of regular closing hours and, thus a disruptive demonstration. (See section on non-violent, disruptive demonstrations below)

Non-violent, Disruptive Demonstrations

In the event that a demonstration blocks access to college facilities or interferes with the operation of the college: 

(1)
Demonstrators will be asked by the Director of Public Safety or his/her designee to terminate the disruptive activity. 

(2)
The Director of Public Safety or his/her designee will consider having a photographer available. 

(3)
Key College personnel and student leaders may be asked by the Director of Public Safety or his/her designee to go to the area and persuade the demonstrators to discontinue their activities. 

(4)
If the demonstrators persist in the disruptive activity, they will be apprised that failure to discontinue the specified action within a determined length of time may result in disciplinary action, including suspension and/or expulsion or possible intervention by civil authorities (see Attachment A) except in extreme emergencies. The College President will be consulted before Civil Authorities are brought onto campus. 

(5)
Efforts should be made to secure positive identification of demonstrators in violation to facilitate later testimony, including photographs if deemed advisable.

(6)
The College President, in consultation with TBR Legal Counsel, and the Director of Public Safety, will determine the possible need for a court injunction.

Violent, Disruptive Demonstrations

In the event that a violent demonstration in which injury to persons or property occurs or appears imminent, the College President or his/her designee and the Director of Public Safety will be notified. 

(1)
During Business Hours:

a.
The Department of Public Safety will contact the appropriate police Department. 

b.
The Department of Public Safety will then call a photographer to report to an advantageous location for photographing the demonstrators. 

c.
The Public Safety Department will provide an officer with a radio for communication between the college and police Department as needed. 

(2)
After Business Hours: 

a.
The Department of Public Safety should be immediately notified of the disturbance. 

b.
The Public Safety Department will investigate the disruption and report and notify the Director of Public Safety. 

c.
The Director of Public Safety will report the circumstances to the College President. 

d.
The Director of Public Safety will notify key administrators and if appropriate, the administrator responsible for the building area. e. If necessary, the Director of Public Safety will call for police Department assistance.

DIRECTIVE TO IMMEDIATELY TERMINATE DEMONSTRATION (SAMPLE LANGUAGE)

“This assembly and the conduct of each participant are disrupting the operations of the college and is in violation of the rules and regulations of this college. You have previously been called upon to disperse and terminate this demonstration.” “You have been given the opportunity to discuss your grievances in the manner appropriate to the college administration. In no event will the Administration accede to demands backed by force.” “Accordingly, you are directed to terminate this demonstration. If you have not done so within 15 minutes, I will take whatever measures are necessary to restore order. Any individual who continues to participate in this demonstration may be subject to possible arrest for criminal violations.

DIRECTIVE TO IMMEDIATELY TERMINATE DEMONSTRATION WITH THE ASSISTANCE OF POLICE (SAMPLE LANGUAGE)

“You have previously been directed to terminate this demonstration and you have been put on notice as to the consequences of your failure to do so. Since you have chosen to remain in violation of the rules and regulations of this college, each of you is hereby placed on interim suspension.” “The Police will now be called to assist the college by dispersing this assembly. Those who fail to leave immediately will be subject to arrest, (for such things as Criminal Trespass, Destruction of Property, Breach of Peace, etc.)”

(The section that follows below is another treatment of how to address campus disturbances and demonstrations.)

Civil Disturbance or Demonstration

SITUATION:

Most campus demonstrations such as marches, meetings, picketing and rallies will be peaceful and non-obstructive. If possible, a student demonstration should not be disrupted unless one or more of the following conditions exists as a result of the demonstration:

1)
THREAT of physical harm to persons and/or damage to University facilities.

2)
PREVENTION of access to office, buildings and/or other University facilities.

3)
INTERFERENCE with the normal operations of the University.

IMMEDIATE ACTION

1)
Call Security Services at (786) 9235.

2)
Follow subsequent procedures depending on type.

DECISION(S) TO BE MADE

· When or if to call for outside assistance

· Who needs to be notified and how

· When or if to cancel classes/work

· When or if to evacuate campus (and who).

· Whether to exercise communication plan.

DECISION MAKER

Emergency Planning Coordinator in consultation with the President, the Vice-President (Finance & Administration) and the Director of Security Services.

SUBSEQUENT PROCEDURES

A. 
PEACEFUL, NON-OBSTRUCTIVE DEMONSTRATIONS

1)
Generally, demonstrations of this kind should not be interrupted. Demonstrations should not be obstructed or provoked, and efforts should be made to conduct University business as normally as possible. Security Services and/or Police should be called for standby in the event that the demonstration suddenly becomes violent.

2)
If demonstrators are asked to leave but refuse to leave by regular facility closing time:

a)
arrangements will be made by the Director of Security Services to monitor the situation during non-business hours; and/or

b)
determination will be made to treat the violation of regular closing hours as a disruptive demonstration.

B.
NON-VIOLENT, DISRUPTIVE DEMONSTRATIONS

In the event that a demonstration blocks access to University facilities or interferes with the operation of the University:

1)
Demonstrators will be asked to terminate the disruptive activity by the President or a designee.

2)
The Emergency Planning Coordinator will consider having a videographer available.

3)
Key University personnel and student leaders may be asked by the Vice-President (Finance and Administration) to go to the area and persuade the demonstrators to desist.

4)
The Vice-President (Finance and Administration) or designate will go to the area and ask the demonstrators to leave or to discontinue the disruptive activities.

5)
If the demonstrators persist in the disruptive activity they will be apprised that failure to discontinue the specified action within a determined length of time may result in disciplinary action including suspension or expulsion and/or possible intervention by civil authorities. Except in extreme emergencies, the President will be consulted before such disciplinary actions are taken.

6)
Efforts should be made to secure positive identification of demonstrators in violation, to facilitate later testimony, including photographs and video tape.

7)
After consultation with the President, the Vice-President (Finance & Administration), and the Director of Security Services, the Emergency Planning Coordinator will determine the need for intervention of civil authorities.

8)
If determination is made to seek the intervention of civil authorities, the demonstrators should be so informed. Upon arrival of the Police Service, the demonstrators may be warned by Police of the intention to arrest.

C.
VIOLENT, DISRUPTIVE DEMONSTRATIONS

In the event that a violent demonstration in which injury to persons or property occurs or appears imminent, the President and the Emergency Planning Coordinator will be notified.

During Business Hours

1)
In coordination with the Emergency Planning Coordinator, Security Services will contact the ________ Police Service.

2)
Emergency Planning Coordinator will arrange for a videographer to report to an advantageous location for photographing the demonstrators.

3)
The President, in consultation with the Emergency Planning Coordinator and the Director of Security Services, will determine the possible need for an injunction.

After Business Hours

1)
Security Services should be notified immediately of the disturbance.

2)
Security Services will investigate the disruption and notify the Director of Security Services and the Emergency Planning Coordinator.

3)
The Emergency Planning Coordinator will: 

i)
Advise Security Services of the need to initiate the emergency call-out list.

ii)
Report the circumstances to the President.

iii)
Notify the Director of Communications.

iv)
Arrange for a videographer.

v)
If necessary, the President or the Emergency Planning Coordinator will call for ________ Police Service assistance.

NOTE: Security Services reserves the right to call for police assistance without counsel from others if it is deemed to be of paramount importance to the safety of persons involved.

PROVISIONAL PLAN

COMMENTS:

If faculty is involved in the demonstration, the Emergency Planning Coordinator will consult with the appropriate Dean(s).

ANGRY/BELLIGERENT/VIOLENT INDIVIDUAL

Use the following steps when communicating with an angry or violent individual:

· Be courteous and confident.

· Remain Calm.

· Allow the opportunity for the person to express feeling and concerns. Listen respectively and objectively

· Alert supervisor, division chair, Campus Security Authority or Crisis Management Team member and Contact switchboard/front desk to dial 9-1-1 if an imminent threat exists

DO NOT:

· Corner or crowd the hostile individual.

· Attempt to touch the individual.

· Blame anyone.

· "Blow off" the hostile individual.

Sample Defusing Questions:

How can I help you? Tell me more about this. What is your goal?

Further action may include:

· Keep at a safe distance.

· Move to a neutral location with more than one exit, if possible.

· Leave door open and/or have another person join you.

· Alert counseling or advising staff who may help with the persons concern, maintaining professional confidences.

· Provide additional support services as indicated.

After the situation has been controlled:

· Administration may convene Crisis Management Team and individuals involved to evaluate outcomes and procedures.

· If situation has involved a criminal act or outside authorities were called the ______ Designee will prepare the ______ report and update the ______ log within 24 hours.

· For References and additional information see the KCTCS Student Code of Conduct Articles IV and V and KCTCS Policy 3.3.25 entitled: Workplace Violence Policy
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Appendix B:
Criminal or Violent Behavior

Everyone is asked to assist in making the campus a safe place by being alert to suspicious situations and promptly reporting them.

If you observe a criminal act or are a victim, immediately notify the University Police via phone or emergency call box at: 

· Campus phone ext. ______,

· Public phone: _______________________

· Blue Light Emergency Phones 

The University Police headquarters is located at ________________, in the University Police/Public Safety Building and provides 24-hour help and protection. This service is provided seven days a week on a year-round basis. 

1.
When notifying the police of an incident provide the following information: 

• Nature of the incident. 

• Location of the incident. 

• Description of person(s) involved. 

• Description of property involved. 

2.
Assist the officers when they arrive by supplying them with all additional information and ask others to cooperate. 

3.
In the event of gunfire or discharged explosives take cover immediately using all available cover. After the disturbance, seek emergency first aid if necessary. 
(The following section is an example of a plan that addresses what to do in the event violent or criminal behavior is experienced.)

Violent or Criminal Behavior

Public Safety is located in the basement of the Campus Center (C-115) and provides you with 24-hour assistance and protection. This service is provided seven (7) days a week on a year round basis. On Campus Emergencies, Dial: 3911, 3595, or 3596.

(1)
Everyone is asked to assist in making the campus a safe place by being alert to suspicious situations and promptly reporting them.

a.
If you are a victim or witness to a crime, you must promptly notify Public Safety as soon as possible and report the incident. Include the following:

1.
Nature of incident 

2.
Location of incident 

3.
Description of person(s) involved 

4.
Description of property involved

b.
If you observe a criminal act or observe a suspicious person on campus, immediately notify Public Safety and report it.

c.
Assist the officers when they arrive by supplying them with all additional information and asking others to cooperate.

(2)
Should gunfire or explosives be discharged on campus, you should take cover immediately using all available concealment. After the disturbance, seek emergency first aid if necessary and then notify Public Safety.

(3)
WHAT TO DO IF TAKEN HOSTAGE:

a.
Be patient. Time is on your side. Avoid drastic action. 

b.
The initial 45 minutes are the most dangerous. Follow instructions and be alert. Do not make mistakes which could endanger your well-being. 

c.
Don’t speak unless spoken to and then only when necessary. Do not talk down to the captor who may be in an agitated state. Avoid appearing hostile. Maintain eye contact with the captor at all times if possible, but do not stare. Treat the captor like royalty. 

d.
Remain calm. Avoid speculating. Comply with instructions best as you can. Avoid arguments. Expect the unexpected. 

e.
Be observant. You may be released or escape. The personal safety of others may depend on your memory.

f.
Be prepared to answer the Police on the phone. Be patient and wait. Attempt to establish rapport with the captor. If medications, first aid, or restroom privileges are needed by anyone, say so. The captors in all probability do not want to harm the persons held by them. Such direct action further implicates the captor in additional offenses.

(The following section provides another approach to criminal or violent behavior)

Bomb Threats 

A.
Remain Calm and do not panic others. 

B.
If a written message is received, keep track of the following information: 

· Who found it 

· Who else was present 

· Where was it found or how was it delivered 

· When was it found or delivered 

· Who touched it 

· Have any previous threats been received?

C.
If the threat is received by telephone, in a calm voice, try to obtain as much information as possible about the bomb and the caller: (KEEP A BOMB THREAT CARD UNDER YOUR PHONE AND USE IT IF A CALL COMES IN!) 

· Date and exact time of call

· Time set to explode 

· Which building is it in 

· Where it is 

· Type of bomb 

· Estimated age and gender of the caller 

· Emotional state: agitated, calm, excited 

· Background noises: traffic, music, voices 

· Why it was set 

· Who is the target 

· Who is the caller

D.
If practical, do not hang up the phone, but phone the police from a different telephone. Call 9-911 and report the threat. 

E.
The Administration, with the assistance of Campus Police and other local authorities, will determine a plan of action. A decision on whether or not to evacuate will be based on all available information received. 

F.
If the decision is made to evacuate, instruct occupants to take lunches, purses, personal packages (they could be mistaken for concealed explosives) and EXIT the building. 

G.
If ordered to evacuate, move at least 300 feet away from the building to designated evacuation area and wait for instructions. Stay away from glass. 

Bomb Threat: Identifying Suspicious Items 

A.
Look closely around work area when you arrive for work. This will help you if you are called on to identify unusual or suspicious items later. 

B.
Report potential safety or security problems to University Police (X2222). 

C.
Be on the lookout for anything unusual, particularly packages or large items seemingly left behind or thrown out. Note time and location of anything odd. 

D.
If asked to assist in a search for a bomb: 

· Be thorough 

· DO NOT USE 2-way RADIOS 

· Do not touch anything you suspect 

· If necessary move people away from the suspicious item 

· Look for anything and everything that might conceal a bomb 

· Do not panic persons in the area

E.
Follow all instructions from the police.

Identifying Suspicious Mail Packages

· No Return Address 

· Insufficient postage 

· Is addressee familiar with name and address of sender? 

· Is addressee expecting package/letter? If so, verify contents. 

· Return address and postmark are not from same area. 

· Wrapped In Brown paper w/ twine 

· Grease stains or discoloration on paper 

· Strange odors 

· Foreign Mail, Air Mail and Special Delivery 

· Restrictive markings such as Confidential, Personal, etc. 

· Excessive Postage 

· Hand written or poorly typed addresses 

· Incorrect Titles 

· Titles but no names 

· Misspellings of common words 

· Excessive weight 

· Rigid Envelope 

· Lopsided or Uneven envelope 

· Protruding wires or tinfoil 

· Excessive securing material such as masking tape, string, etc. 

· Visual Distractions

Fumes/Vapors

Toxic fumes can infiltrate into or though a building from various sources---improperly stored chemicals, faulty refrigeration equipment fires, and gasoline engines operated near air intakes, terrorist acts, etc. 

If the presence of toxic fumes is suspected, the area or areas affected should be vacated. Use a telephone away from this area and always call 9-911 if it is an emergency, or x2200 (Physical Plant) if is not an emergency. If it is during non-business hours call x2222 and notify a university police officer. 

Ventilate the contaminated area(s) 

It may be possible to clear an affected area by opening windows and/or activating exhaust fans, provided such action is undertaken by trained personnel. 

EMERGENCY TREATMENT: 

· Do not endanger yourself or others. 

· Remove victims from area only if safely possible. 

· Call 9-911 for Police/Ambulance Services 

· Assist victims as necessary.

ACTIONS TO TAKE:

· All violent/criminal behavior should be reported by calling 9-911 immediately. 

· To report threats and other crime reports notify the University Police Officers at X2222. 

· Practice crime prevention and learn self-defense techniques. If you do, the likelihood of being involved as a victim of violent or criminal behavior will be greatly reduced. Do not just leave the job of preventing crime to others; you can be your own best security. 

PREVENTIVE MEASURES: 

· Protect yourself! Be aware of your surroundings. Walk in well-lit areas, and do not walk alone. Consider carrying pepper spray for self-protection or carry a personal security alarm to alert others if you have trouble. Learn self-defense techniques. 

· Lock your doors. 

· Keep inventory of your valuables and engrave them. 

· Register your bike with the City of _________ Police Department and use a good lock to protect your bicycle. 

· Lock your vehicle and do not leave valuables inside of it in plain sight.

EXPLOSION ON CAMPUS 

· Report any explosion by calling 9-911 immediately! 

· If necessary, or when directed to do so, activate the building alarm. 

· When the building evacuation alarm is sounded, an emergency exists. All rooms should be evacuated. Closing doors will help contain a fire. DO NOT LOCK DOORS. 

· ASSIST THE DISABLED TO AN ENCLOSED STAIRWELL LANDING AND NOTIFY POLICE OR FIRE PERSONNEL OF THEIR LOCATION. 

· DO NOT USE THE ELEVATORS.

 CAUTION: The building alarms ring only INSIDE the building. The alarm system does not automatically notify an emergency dispatcher. Someone must report the emergency via telephone (9-911). 

Medical Emergency & Community Health Issues

· Report any serious injury or illness by calling 9-911 immediately! 

· Non-emergency injuries or illness should be reported to University Police (X2222). 

· Begin first aid if qualified, or seek someone who can. University Police Officers and/or trained personnel (Ambulance, _________ Fire Department, _________ Police Officers, etc.) will respond shortly however do not wait to start necessary first aid treatment. 

· Community health responses will be coordinated by University Health Services (X1314). 

· Personal safety is your first priority. Use protective equipment when in contact with the victim's blood or any bodily fluids. 

· Time should be allowed for training of employees in emergency techniques, if the job requires it.

· Contact Safety and Risk Management (X1793) to coordinate trainings. 

(Another treatment dealing with criminal or suspicious behaviors follows:)

Criminal or Suspicious Behavior

Everyone is asked to assist in making the campus a safe place by being alert to suspicious situations and promptly reporting them.

Promptly notify Department of Campus Safety at X5566 to report the incident, including the following:

· Nature of the incident. 

· Location of the incident. 

· Description of person(s) involved. 

· Description of property involved. 

If you observe a criminal act, or whenever you observe a suspicious person on campus:

1. Immediately notify the Department of Campus Safety at X5566. You may also use the confidential TIPS line (8477) to report suspicious activity. 

2. Assist the officers when they arrive by supplying them with all additional information and ask others to cooperate. 

3. If there is gunfire or an explosion, you should take cover immediately using all available concealment. After the disturbance, seek emergency first aid if necessary. 


What to Do If Taken Hostage
The initial 45 minutes period is the most dangerous. Follow instructions, be alert-and stay alive. The captor is likely to be emotionally imbalanced. 

· Do not speak unless spoken to and then only when necessary. Do not talk down to the captor who may be in an agitated state. Avoid appearing hostile. 

· Try to rest. Avoid speculating. Comply with instructions as best you can. Avoid arguments. Expect the unexpected. 

· Be observant. You may be released or have the opportunity to escape. The personal safety of others may depend on your memory. 

· Be prepared to answer the police on the phone. Be patient, wait. If the opportunity presents itself, attempt to establish rapport with the captor. If medications, first aid, or rest room privileges are needed by anyone, say so. In all probability, the captors do not want to harm persons held by them. Such direct action further implicates the captor in additional offenses. 


Contact with suspect

· Officer should not approach unless completely safe. As a rule, wait for local law enforcement. 

· Maintain cover and be deliberate in action. 

· Be aware of a possible hostage situation. 

· Direct suspect to a position that allows officers to establish control and protect bystanders. 

· Determine if there are other suspects, weapons, explosives, etc. 

· Officers looking for suspects in peripheral area should estimate the distance they might be able to travel in a given time after crime occurred. Variables such as whether the suspect is on foot, in a vehicle, in campus buildings, time of day, traffic, weather conditions, classes are in session, campus is closed, and other considerations may affect the distance the suspect may be from the scene. 

· Units should place themselves in a position where they may intercept fleeing suspects if safe to do so. 

· After the suspect is removed from the area/building, the entire location should be completely searched for possible additional suspect(s) or victims. 

Hostile Intruder(s) on the Grounds of the College

This is a police response situation. Responding Campus Safety Officers are not usually trained or equipped to confront an armed suspect, but they will make every effort to assist with the police response and take every action possible to assist with evacuation and intelligence on the situation.

When a hostile person(s) is actively causing death or serious physical injury or the threat of imminent death or serious physical injury to person(s) on the campus, we recommend the following procedures be implemented:

· Run away from the threat if you can, as fast as you can. 

· Contact Campus Safety at X5566 if possible or dial 911 on a cell phone. 

· Do not run in a straight line. 

· Keep vehicles, bushes, trees, and anything that could possibly block your view from the hostile person(s) while you are running. 

· If you can get away from the immediate area of danger, summon help and warn others. 

· If you decide to hide, take into consideration the area in which you are hiding. Will I be found here? Is this really a good spot to remain hidden? 

· If the person(s) is causing death or serious physical injury to others and you are unable to run or hide you may choose to play dead if other victims are around you. 

· The last option you have if caught in an open area outside may be to fight back. This is dangerous, but depending on your situation, this could be your last option. 

· If you are caught by the intruder and you are not going to fight back, do not look the intruder in the eyes, and obey all commands.  Do not appear to pose a challenge—be submissive. 

· Once the police arrive, obey all commands. This may involve your being handcuffed or made to put your hands in the air. This is done for safety reasons, and once circumstances are evaluated by the police, they will give you further directions to follow. 

This training guide cannot cover every possible situation that might occur but it is a training tool that can reduce the number of injuries or death if put into action as soon as a situation develops. Time is the most important factor in the optimal management of these types of situations.


Hostile Intruder in a Non-Residence Hall Building
When a hostile person(s) is actively causing death or serious bodily injury or the threat of imminent death or serious bodily injury to person(s) within a building, we recommend the following procedures be implemented. 


While the guide refers primarily to academic buildings, it should be stated that these procedures are also relevant to administrative buildings and other common buildings on the campus:

· Faculty should immediately lock the students and themselves in the classroom if possible. Cover any windows or openings that have a direct line of sight into the hallway. 

· If communication is available, call X5566. 

· Do not sound the fire alarm. A fire alarm would signal the occupants to evacuate the building and thus place them in potential harm as they attempted to exit. 

· Lock the windows and close blinds or curtains. 

· Stay away from the windows. 

· Turn off lights and all audio equipment. 

· Try to remain as calm as possible. 

· Keep everyone together. 

· Keep classrooms secure until police arrive and give you directions. 

· If you are not in a classroom, try to get to a classroom or an office. 

· Stay out of open areas and be as quiet as possible. 

· If for some reason you are caught in an open area such as a hallway or lounge, you must decide what you are going to do. This is a very crucial time and it can possibly mean life or death. 

1. You can try to hide, but make sure it is a well-hidden space or you may be found as the intruder moves through the building looking for victims. 

2. If you think you can safely make it out of the building by running, do so. If you decide to run, do not run in a straight line. Attempt to keep objects such as, desks, cabinets, fixtures, etc. between you and the hostile person(s). Once outside, do not run in a straight line. Use trees, vehicles, and other objects to block you from the view of intruders. 

3. If the person(s) are causing death or serious physical injury to others and you are unable to run or hide, you may choose to play dead if other victims are around you. 

4. Your last option if you are caught in an open area in a building may be to fight back. This is dangerous, but depending on your situation, this could be your last option. 

5. If you are caught by the intruder and are not going to fight back, obey all commands and do not look the intruder in the eyes. 

6. Once the police arrive, obey all commands. This may involve your being handcuffed, or keeping your hands in the air. This is done for safety reasons, and once circumstances are evaluated by the police, they will give you further directions to follow. 

Hostile Intruder(s) in a Residence Hall
When a hostile person(s) is actively causing deadly harm or the imminent threat of deadly harm within the residence hall, we recommend the following procedures be implemented:

· Lock yourself in your room. 

· If communication is available, call X5566. 

· If away from your room, join others in a room that can be locked. 

· Do not stay in the open hall. 

· Do not sound the fire alarm. A fire alarm would signal the occupants in the rooms to evacuate the building and thus place them in potential harm as they attempted to exit. 

· Barricade yourself in your room with desks, beds, or anything you can push against the door. 

· Lock your window and close blinds or curtains. 

· Stay away from the window. 

· Turn all lights and audio equipment off. 

· Try to stay calm and be as quiet as possible. 

· If you are caught in the open such as hallways and lounge areas, you must decide what you are going to do. This is a very crucial time and can possibly mean life or death depending on your actions. 

1. You can try to hide, but make sure it is a well-hidden space or you may be found as the intruder moves through the dorm looking for more victims. 

2. If you think you can safely make it out of the building by running, do so. If you decide to run, do not run in a straight line. Keep any objects you can between you and the hostile person (s) while in the building. Once outside, do not run in a straight line. 

3. If the person(s) are causing death or serious physical injury to others and you are unable to run or hide, you may choose to play dead if other victims are around you. 

4. The last option you have if caught in an open area in the dorm maybe to fight back. This is dangerous, but depending on your situation, this could be your last option. 

5. If you are caught by the intruder and are not going to fight back, obey all commands and do not look the intruder in the eyes. 

6. Once the police arrive, obey all commands. This may involve your being handcuffed or made to put your hands in the air. This is done for safety reasons, and once circumstances are evaluated by the police, they will give you further directions to follow. 

Active Shooters
An active shooter is a suspect that causes death and/or serious bodily injury through the use of a firearm. It involves a dynamic situation that usually evolves rapidly, and demands immediate deployment of law enforcement resources to terminate a life-threatening situation. Immediate deployment will involve the first officers on the scene taking aggressive action to find and stop the killing. The goal is to contain and isolate the individual with the gun, and to facilitate the safe release of any hostages or threatened persons.

Follow the steps below:
· As a general rule, DO NOT approach the person with the weapon

· Move immediately out the area to a safe location if you can
· Notify others of the danger as you leave the area

· Call 911 (on campus dial 2HOTT (2-4688) and inform them of the situation

· Do not reenter the area, and take steps to prevent others from doing so until authorities arrive

· Once you are in a safe area, do not leave unless a police officer escorts you out

· Remain as calm and as quiet as you can 

· Do not attempt to rescue others unless you have been trained, or can reach them in a safe manner

· Above all, do not endanger yourself.

Once notified of an active shooter, campus or local police will likely be the first responders on the scene. Police are trained to respond to an active shooting incident by proceeding to the origin of audible gunfire. This may be in an open area such as a Parking Lot or inside a building. The police will move quickly into the affected area until the shooter is located and stopped or is no longer a threat to life or safety. If you are wounded or with someone who may be wounded, expect the officers to bypass you in their search as they must find the shooter and eliminate the threat. 
To assist police, please remain calm and patient during this time, to prevent any interference with police operations. If you know where the suspect is, have his description, tell the police. Rescue teams will follow shortly to aid you and others. 
If shooter enters your class or office:
· There is no set procedure in this situation. If possible call 911, or dial (2-4688) and talk to the police dispatcher. If you cannot speak, leave the line open so police can hear what is going on.

· Use common sense. If you are hiding and flight is impossible, attempts to negotiate with the individual may be successful.

· Attempting to overcome the individual with force is a last resort that should only be initiated in extreme circumstances.

· If the shooter exits your area and you are able to escape, leave the area immediately or barricade yourself inside using desks, chairs, or other heavy objects.
· Do not count on walls or doors to be sufficient protection from bullets.
HOSTAGE SITUATIONS

This information could prove helpful if you find yourself a hostage:

· Be patient. Time is on your side. Avoid drastic action.

· The initial 45 minutes are the most dangerous. Follow instructions and be alert. The captor may be emotionally imbalanced. Do not make mistakes that could jeopardize your well-being.

· Do not speak unless spoken to and then only when necessary. Do not talk down to the captor, who may be in an agitated state. Avoid appearing hostile. Try to maintain eye contact with the captor at all times, but do not stare. Treat the captor as friendly as possible.

· Avoid speculating. Comply with the instructions as well as you can.

· Avoid arguments. Expect the unexpected.

· Be observant. Try to remember all distinguishable characteristics of your captor (tattoo, scar, teeth missing, etc.). You may be released or escape. The personal safety of the others may depend on your memory.

· Be prepared to answer the police on the phone should a line be patched through to your location. Be patient, wait. If medication or first aid is needed by anyone, say so. The captor in all probability will not harm persons being held.

As with any crime, awareness of your surroundings and events is the biggest potential deterrent to a criminal terrorist act. Please report any suspicious activities or behavior to campus police - dial 2HOTT (2-4688). This may include:

· Suspicious vehicles on and around campus

· Suspicious persons in and around buildings

· Persons taking photographs or videotaping students or facility and staff in locations unusual for their duties or responsibilities

· Suspicious packages around the building perimeter and or in any of the buildings and suspicious by unknown visitors or phone calls.
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Appendix C:
Explosion or Bomb Threat Procedures
(Although some of this material has been included in the previous annex, it can be used here or another subject area annex can be incorporated in its place.)

A suspicious-looking box, package, object or container in or near your work area may be a bomb or explosive material. Do not handle or touch the object. Move to a safe area and call the University Security and/or Police immediately at 911. Use a telephone in a safe area. Do not operate any power switch, and do not activate the fire alarm.

If there is an explosion:

· Take cover under sturdy furniture, or leave the building if directed to do so by emergency responders

· Stay away from windows

· Do not light matches

· Move well away from the site of the hazard to a safe location

· Use stairs only; do not use elevators

· Call 911 from a campus telephone or 911 from a public telephone if no one has called. Follow Emergency Notification Procedures

If you receive a bomb threat (via the telephone):

· Stay calm and keep your voice calm

· Pay close attention to details. Talk to the caller to obtain as much information as possible

· Take notes. Ask questions:

· When will it explode? 

· Where is it right now? 

· What does it look like? 

· What kind of bomb is it? 

· Where did you leave it? 

· Did you place the bomb? 

· Who is the target? 

· Why did you plant it? 

· What is your address? 

· What is your name? 

· Observe the caller’s: 

· Speech patterns (accent, tone) 

· Emotional state (angry, agitated, calm, etc.) 

· Background noise (traffic, people talking and accents, music and type, etc.) 

· Age and gender 

· Write down other data: 

· Date and time of call 

· How threat was received (letter, note, telephone) 

· Call the UPD and submit your notes from the telephone call or the bomb threat letter or note to UPD

· Follow Police instructions

If you are told by emergency responders to evacuate the building (see General Evacuation Procedures):

· Check your work area for unfamiliar items. Do not touch suspicious items; report them to campus authorities

· Take personal belongings when you leave

· Leave doors and windows open; do not turn light switches on or off

· Use stairs only; do not use elevators

· Move well away from the building and follow instructions from emergency responders

(The following table represents a standard “Bomb Card” which represents the amount of explosives that can be concealed within certain types of vehicles and predicts lethal air-blast range, minimum evacuation distances and the distance for hazard due to falling glass.)
	vehicle bomb explosion hazard and

evacuation distance table



	if you suspect unlawful possession or use of explosives or bombs

call the police @ 1-800-xxx-xxxx


	Minimum evacuation distance is the range at which a life-threatening injury from blast or fragment hazards is unlikely. However, non-threatening injury or temporary hearing loss may occur.

Hazard distances are based on open, level terrain.

Minimum evacuation distance may be less whenever the explosion is confined within a structure.

Falling glass hazard range is dependent on line-of-sight from explosion source to window. Hazard is from falling shards of broken glass.

Metric equivalent values are mathematically calculated.

Explosion confined within a structure may cause structural collapse or building debris hazards.

Additional hazards include vehicle debris.




	vehicle type
	vehicle description
	maximum

capacity of

explosives
	lethal

air blast

range
	minimum

evacuation

distance
	falling glass

hazard

range
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	compact

sedan
	500 pounds
227 kilos

(in trunk)
	100 feet

30 meters
	1,500 feet

457 meters
	1,250 feet

381 meters
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	full size

sedan
	1,000 pounds

455 kilos

(in trunk)
	125 feet

38 meters
	1,750 feet

534 meters
	1,750 feet

534 meters
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	passenger van or cargo van
	4,000 pounds

1,818 kilos
	200 feet

61 meters
	2,750 feet

838 meters
	2,750 feet

838 meters
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	small box van

14 ft box
	10,000 pounds

4,545 kilos
	300 feet

91 meters
	3,750 feet

1,143 meters
	3,750 feet

1,143 meters
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	box van or water/fuel truck
	30,000 pounds

13,636 kilos
	450 feet

137 meters
	6,500 feet

1,982 meters
	6,500 feet

1,982 meters

	[image: image13.wmf]
	tractor trailer combination
	60,000 pounds

27,273 kilos
	600 feet

183 meters
	7,000 feet

2,134 meters
	7,000 feet

2,134 meters


(The following material is another piece of information that can be used to address this subject area.)

Explosion on Campus

In the event an explosion, take the following action:
1. Immediately take cover under a table, desk, or other object that will give protection against falling glass or debris. 
2. After the immediate effects of the explosion and/or fire have subsided, notify the Department of Campus Safety X5566. 

3. Give your name and describe the location and nature of the emergency. 

4. If necessary, or when directed to do so, activate the building alarm (fire alarm). (Refer to the section on Evacuation Procedures.) 

5. When the building evacuation alarm is sounded or when you are told by College officials to leave, walk quickly to the nearest marked exit and advise others to do the same. Assist those with disabilities in exiting the building! Remember that elevators are reserved for them. Do not use elevators in case of fire. 

6. Once outside, move to a clear area that is at least 500 feet away from the affected building. Keep streets and walkways clear for emergency vehicles and crews. Report to your Emergency Assembly Point as soon as possible. 

7. If requested, assist emergency crews as necessary. 

8. A Command Post may be set up near the disaster site. Keep clear of the Command Post unless you have official business. 

9. Do not return to an evacuated building unless told to do so by a College official. 
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Appendix D: 
Fire Procedures

A building occupant is required by law to evacuate the building when the fire alarm sounds. 

(depending on jurisdiction)
If there is a fire in your work area:

· If you have been trained and are able to safely extinguish the fire, do so. However, make sure that you have a safe exit from the fire area

· If you are unable to extinguish the fire, leave the area immediately and pull the fire alarm. From a safe location on campus, call 911, 9-911 or 911 from a public telephone; (no coins needed) and report the fire (See “Emergency Notification Procedures”)

· Evacuate the building as soon as the alarm sounds and proceed to the designated Emergency Assembly Area (EAA) (see “General Evacuation Procedures”)

· On your way out, warn others nearby

· Move away from fire and smoke. Close doors and windows if time permits

· Touch closed doors. Do not open them if they are hot. Use stairs only; do not use elevators. Elevator shafts and stairwells can produce a chimney effect that draws up heat and smoke. The elevator should be programmed to go to a pre-designated floor when the fire alarm is activated to be available to emergency responders using manual controls

· Move well away from the building and go to your building’s designated Emergency Assembly Area

· Do not re-enter the building or work area until you have been instructed to do so by the emergency responders

· If the route does not contain excessive smoke and heat, proceed with evacuation.

· If there is excessive smoke and heat, or the door is warm or hot to the touch, remain in the room and follow these procedures:

· Stuff the cracks around the door with towels, lab coats, throw rugs, etc. to keep out as much smoke as possible.

· Go to the window, and if it is clear outside (no smoke or flames), open the window at the top (to exhaust any heat or smoke in the room) and at the bottom (for a source of outdoor air). Signal for help by hanging a “flag” (sheet, jacket, etc.) out of the window. If a telephone is available, call 911, 9-911 (or 911 as appropriate) and the GSAPD and inform them of the situation. Never attempt to jump from the upper floors of a multi-story building—jumps from heights of 3 floors or more are usually fatal. 

Fire Fighting in Pesticide Storage Areas

Fires in pesticide storage areas can be very dangerous because of the hazards of poisons combined with fire. All personnel associated with pesticide operations should be trained in proper fire fighting procedures. To minimize danger to the Fire Department and other personnel, the following protective measures are suggested:

· Call 9-911 from a safe location and call UPD at 911. Be sure to identify the pesticide(s) involved in the fire, if possible.

· Avoid breathing fumes and smoke from the fire; a self-contained breathing apparatus (SCBA) must be worn.

· Prevent skin contact; wear rubber gloves, hats, suits, and boots. When fire fighting has ended, protective clothing should be washed before being removed. All individuals involved should shower thoroughly and change to clean clothes.

· A person knowledgeable about the pesticides shall identify himself to the emergency response officials to provide MSDS information.

· Persons should avoid being in areas downwind of a fire involving pesticides. Residential areas downwind subject to potentially toxic smoke and runoff should be evacuated. If migration of poisonous gas is a concern, refer to Section 3.13.

· Emergency response and other personnel should be warned to stay a safe distance from containers that could rupture violently if they become overheated. There is a greater danger if the pesticide is in a petroleum derivative solvent base or emulsion. Finely ground powders (e.g., wet able powders such as sulfur) could flash if expelled into the air during a fire.

· When pesticides are involved in a fire, runoff water should be contained to prevent entering storm sewer and storm drainage systems.

Fire Fighting in Classified Controlled Access Areas

· Fire fighters will be given emergency access to classified controlled access areas when emergency access is needed to prevent spreading into other areas or protection of life within the area.

· All non-authorized personnel entering the controlled access area will be briefed after having extinguished the fire and rendered the location safe. Non-disclosure agreements will be signed by all personnel and witnessed by the Director of the Research Department (DoR) or a designated representative.

· After action reports relative to the access, destruction of materials, etc. will be performed by the DoR relative to the classified activities.

(In the materials presented below and on the following pages is another treatment of fire procedures that may be followed, modified, or considered from a state college and university system perspective.)
FIRE SAFETY AND PROTECTION

PURPOSE 

To describe how fire safety and suppression is accomplished at _____________ State College and University campuses and the Office of the Chancellor.

1.
The potential for loss of life or injury from a fire-related incident can be a serious risk on campus. In addition, few occurrences on campus represent a greater potential for property loss than a serious fire or explosion. 

2.
Fire safety is an important area of concern for every college and campus. Every institution of higher education should have a comprehensive fire safety program. The program should take a proactive approach to recognize and evaluate fire safety risks and institute appropriate steps to remove or reduce them.

3.
An effective fire safety program requires sufficient resources to attain code compliance, education of the campus community in fire safety practices, and enforcement to correct fire safety violations. Beyond basic life-safety code compliance, fire safety should be a primary component in the design and construction of new or renovated campus buildings. Equally important are the inspection, testing and maintenance of alarm systems, sprinkler systems, emergency signs, and lighting, inspection of smoke detectors, and maintenance of fire suppression equipment. Fire risk analyses coupled with fire prevention programs are additional key components of a comprehensive fire safety program.

4.
This plan is designed to provide guidelines for identifying, monitoring, and addressing fire safety issues at _____________ State Colleges and Universities. The manual describes emergency procedures, fire safety equipment, drills, inspections, training, and procedures that will reduce the possibility of fires. This section of the Manual is evaluated and revised annually by the Office of The Chancellor’s Fire/EMS/Safety Center.

5.
The rules, regulations, and recommendations in this manual are in conformity with current local, state, and national codes established by the legislature of the State of _____________. 

ORGANIZATION OF THE FIRE SAFETY AND PROTECTION PLAN

The _____________ State Colleges and Universities Appendix D: Fire Safety & Protection Plan is divided into two major parts, a basic plan, and appendixes along with supporting standard operating guidelines. Each Campus and the Office of the Chancellor can use this plan as a template from which they will review and/or develop their individual campus or Office of the Chancellor plans. Appendices that apply to your university or college shall be part of your plan.
Basic Plan

The basic plan focuses on the assignment of fire safety and protection responsibilities and general operating guidelines. It is directed primarily at parties responsible for overall fire safety and protection responsibility, such as the Chancellor and College or University and College Presidents.

Purpose
This is a statement of official policy for the reporting of fire emergencies and for the evacuation of campus buildings during fire emergencies, in compliance with local, state, and federal regulations.

Policy
A fire emergency exists whenever:

· A building fire evacuation alarm is sounding;

· An uncontrolled fire or imminent fire hazard occurs in any building or area of the campus;

· There is the presence of smoke, or the odor of burning;

· There is spontaneous or abnormal heating of any material, an uncontrolled release of combustible or toxic gas or other material, or a flammable liquid spill.

Procedures

1.
Campus buildings shall be immediately and totally evacuated whenever the building evacuation alarm is sounding.

2.
Upon discovery of evidence that a fire emergency exists, an individual shall accomplish, or cause to be accomplished, the following actions:

· SOUND AN ALARM. Activate the building fire alarm in buildings equipped with a manual fire alarm system. Shout a warning and knock on doors as you evacuate in buildings not equipped with a fire alarm.

· SHUT OFF ALL MACHINERY AND EQUIPMENT IN YOUR AREA.

· LEAVE THE BUILDING AT ONCE.

· CALL THE FIRE DEPARTMENT FROM A SAFE PLACE.

· On-Campus phones DIAL _________

· Off-Campus phones and campus pay phones DIAL 9-1-1

· Use Campus emergency phones;

· Indoors - _______(color) wall phones with red “EMERGENCY” markings (some corridors)

· Outdoors - _______ (color) phone boxes with red “EMERGENCY” markings, under blue lights.

3.
When the emergency operator answers, ask for the fire department, give as much specific information as possible. State that you are calling from _________ college or university and include the proper name of the building and room number, floor, or other specific area. Do not hang up until released by the dispatcher. A PHONE CALL MUST BE MADE! ALL BUILDING FIRE ALARMS DO NOT NOTIFY THE FIRE DEPARTMENT.

· MEET THE FIRE DEPARTMENT OUTSIDE AND DIRECT THEM TO THE EMERGENCY.

· ALL FIRES, EVEN IF EXTINGUISHED OR FOUND EXTINGUISHED, MUST BE REPORTED.

· ALL FIRE ALARMS, EVEN IF SUSPECTED TO BE FALSE OR ACCIDENTAL, MUST BE REPORTED TO THE FIRE DEPARTMENT.

Evacuation Procedures

The evacuation procedures shall be as follows:

· It shall be the responsibility of every person to immediately leave campus buildings whenever the fire alarm is activated or a fire emergency exists.

· All students, faculty, and staff are required to leave the building and remain outside until the emergency is over. No one shall restrict or impede the evacuation.

· Department heads are expected to review annually fire prevention and fire survival information with faculty and staff, or to schedule such a presentation with the college Fire Program Manager or the Office of The Chancellor’s Fire/EMS/Safety Center. Such information is available from the Office of The Chancellor’s Fire/EMS/Safety Center for use and distribution.

Fire Watches

Whenever it is brought to the attention of the staff of residential buildings, or departmental personnel, that the fire alarm or sprinkler system is inoperable or has been placed out of service, a fire watch shall be established.

· Responsible personnel (residential staff, safety committee, etc.) shall be assigned to the fire watch.

· The entire building shall be toured at least one time during each hour of the fire watch.

· The emergency dispatcher (___-___-____) shall be notified each hour that the watch has been performed.

· The fire watch shall be maintained at all times that the building is occupied until the fire protection system is repaired.

INTERRUPTION OF FIRE ALARM:

· No person may shut off any fire protection or alarm system during a fire emergency incident without the permission of the fire department officer in charge.

· No person may shut off any fire protection or alarm system during a bomb threat emergency without the permission of the police officer in charge.

· It shall be the responsibility of Physical Plant personnel to reset or cause to be repaired, any fire protection or alarm system after an emergency incident when notified by the fire or police department in charge. Physical Plant personnel shall inspect each system immediately after every emergency incident and place the system in serviceable condition.

· The fire and police departments may reset an alarm system only if there is no damage to the system and when it is within their technical capabilities to do so.

· Any person desiring to interrupt service to any fire protection or alarm system must obtain permission from Physical Plant personnel, Campus Safety and Security Office (___-___-____) which shall notify the fire and police departments of every such interruption.

· Fire or police department must request Physical Plant personnel to repair or rest a fire protection system, via Physical Plant personnel, Campus Safety and Security Office (___-___-____).

INFORMATION RELEASE TO MEDIA AND THE PUBLIC:

All information regarding fires will be released through the President in cooperation with the Public Information Office. No other agency or employee may release official statements regarding the cause, origin, or nature of campus fires.

Appendices

The appendices elaborate on the fire safety and protection assignments made in the basic plan. Appendices that apply to your college shall be part of your college plan. A synopsis of appendix contents follows:

Appendix D00: 
DEFINITIONS

Appendix D01: 
FIRE SAFETY INSPECTION CHECKLIST ITEMS

Appendix D02:
FIRE DETECTION AND WARNING EQUIPMENT

Appendix D03:
SMOKE DETECTORS

Appendix D04:
HEAT DETECTORS

Appendix D05:
FIRE SUPPRESSION EQUIPMENT

Appendix D06:
PORTABLE FIRE EXTINGUISHERS

Appendix D07:
FOOD SERVICES FIRE PROTECTION SYSTEMS
Appendix D08:
STANDPIPES

Appendix D09:
AUTOMATIC SPRINKLER SYSTEMS

Appendix D11:
FIRE SAFETY INSPECTIONS

Appendix D11:
FIRE HAZARDS IN CAMPUS BUILDINGS

Appendix D12:
FLAMMABLE LIQUIDS

Appendix D13:
FLAMMABLE GAS CYLINDERS

Appendix D14:
For Future Use

Appendix D15:
HOT WORK OPERATIONS

Appendix D16:
FIRE DRILLS AND EVACUATIONS

Appendix D17:
LOCAL FIRE DEPARTMENT ACCESS

Appendix D18:
SAFE REFUGE DURING AN EMERGENCY FOR INDIVIDUALS WITH DISABILITIES

Appendix D19:
LIVE FIRE OR OPEN FLAMES TRAINING

Appendix D20:
EXIT, STAIRWELL, HALLWAY, CORRIDOR FIRE SAFETY GUIDELINES

Appendix D21:
GUIDELINES FOR THE USE OF TENTS
Appendix D22:
FIRE WATCH PROCEDURES FOR FACILITIES
Appendix D23:
FIRE SAFETY REGULATIONS FOR INDOOR DISPLAY OF EVERGREEN TREES

Appendix D24:
BONFIRES

Appendix D25:
For Future Use

Appendix D26:
For Future Use

Appendix D27:
For Future Use

Appendix D28:
For Future Use

LEGAL BASIS AND BACKGROUND OF THE PLAN

Having fiduciary responsibility of the college campuses, the State Colleges and University Boards of Trustees and Systems Offices have set a goal that will “create and sustain a system that excels in providing higher education for the future”. 

Assistance in meeting that goal is provided by State Colleges and Universities Board Policy, Chapter 5, Part 2. It identifies the responsibility of “effectively managing risks in order to conserve and manage the assets of the system office, colleges, and universities and minimize the adverse impacts of risks or losses”.

One of the major risks that all institutions must consider is the devastating impact of fire. Ignoring fire safety issues may negatively influence staff and student confidence, result in destroyed facilities, and devastate budgets. In order to adequately address the fire safety requirements of State Colleges and Universities campuses including State Colleges, Community Colleges and Technical College we will attempt to categorize the fire safety issues so that a standard for each type of campus may be developed.

This project will draw information from the standards and rules that the State Department of Labor and Industry enforces as well as the Federal Occupational Standards and Health Administration rules, with additional information coming from the National Fire Protection Agency (NFPA) standards and other college fire safety programs.

We will attempt to build flexibility into this project so that all campuses will be able to organize their program, training, inspection, and abatement to meet their specific needs.

Fire safety and suppression at State Colleges and Universities campuses and the Office of the Chancellor is accomplished by collaborating with the local fire departments having jurisdiction on campus. 

These local fire departments will have other responsibilities in the event of a disaster such as:

· Extinguishing fires

· Assisting with warning and notification.

· Assisting with evacuation.

· Coordinating search and rescue operations.

· Responding to hazardous materials incidents, within their level of training.

· Providing first responder and Emergency Medical Services (EMS)

MUTUAL AID AGREEMENTS
All fire departments covering State Colleges and Universities facilities should have a mutual aid agreement with neighboring fire departments in the event that they would need assistance. The local State Colleges and Universities Emergency Preparedness Coordinator may request a copy of the agreement for State Colleges and Universities files.

RESPONSIBILITIES
The primary provider of fire suppression and search rescue for an incident/accident at any State Colleges and Universities campus or the Office of the Chancellor is responsible for:

· Sending a representative to meet with the State Colleges and Universities representatives for a briefing and standby for other operations.

· Providing fire, emergency medical, and rescue services to State Colleges and Universities campuses and the Office of the Chancellor.

· Evacuating mobility impaired residents at the State Colleges and Universities campuses and the Office of the Chancellor using either a Basic Life Support or Advanced Life Support Ambulance.

· Monitoring and decontaminating emergency workers and vehicles.

DISSEMINATION OF THIS MATERIAL
In preparing for eventual dissemination of this material we have proposed the following outline for referencing fire safety issues:

Personnel

· Employees

· Faculty

· Staff

· Students

· Visitors

· Contractors

Property

· Facilities

· Administration

· Classroom

· Academic

· Labs

· Sports/Recreational

· Campus Housing

· Vehicles/Motorized Equipment

REQUIRED FIRE SAFETY INSTRUCTION COMPONENTS

FOR EMPLOYEES

· All employees are required to follow the Emergency Action Plan (EAP) in order to provide the safest possible response to emergencies.

· Faculty members are required to instruct each class on the appropriate evacuation routes assigned to the room in which their class is being held.

· Staff are required to respond to emergencies based upon their assigned duties and training.

· NO ONE will be asked or required to place them self in harms way.

· IF IT IS DANGEROUS TO YOU – LEAVE!
· Provisions must be made to assist challenged individuals.

· (Customize as per campus requirements)

FOR STUDENTS

· In the event of an emergency, students are expected to comply with all directions given by college personnel in order to effect a safe and orderly evacuation.

· Students will be given instruction as to what is expected of them in each class should an emergency occur.

· (Customize as per campus requirements)

FOR VISITORS

· In the event of an emergency, visitors are expected to comply with the direction given by college direction in order to effect a safe and orderly evacuation. Your cooperation and understanding is appreciated in this matter.

· (Customize as per campus requirements)

FOR CONTRACTORS

· Contractors are required to adhere to all current codes, standards and safety rules that are in effect at the time of the work being performed. These include (but are not limited to) building codes, plumbing codes, electrical codes, safety codes and college personnel/property protection codes.

· (Customize as per campus requirements)

FOR ADMINISTRATION OFFICES

· Evacuation plans are to be posted.

· Evacuation plans are to be communicated to all personnel in the area.

· Aisles are to be maintained free and clear.

· Exit signs are to be visible from all areas of the room.

· Doors are to be kept unlocked when the room is occupied.

· Sprinkler heads are to be kept unobstructed – no storage of anything within 18”.

· Fire alarm pull boxes should be kept free and clear for instant access.

· Fire extinguishers should be kept free and clear for instant access.

· Covers on electrical switches and receptacles are not broken or discolored.

· Electrical plug in stripes are plugged into wall receptacles and not into each other or extension cords.

· Extension cords are to be used for temporary power – not to exceed 90 days.

· All employee provided appliances (fans, coffee makers, lights, etc.) must comply with campus standards.

· Storage of material must not present an overhead hazard.

· When leaving for the day (or in an emergency) the area supervisor shall turn off all appliances and lights and close/lock the door.

· (Customize as per campus requirements)

FOR ACADEMIC CLASSROOMS

· Evacuation plans are to be posted.

· Evacuation plans are to be communicated to all personnel in the area.

· Isle ways are to be maintained free and clear.

· Exit signs are to be visible from all areas of the room.

· Doors are to be kept unlocked when the room is occupied.

· Sprinkler heads are to be kept unobstructed – no storage of anything within 18”.

· Fire alarm pull boxes should be accessible.

· Fire extinguishers should be accessible.

· Covers on electrical switches and receptacles are not broken or discolored.

· Electrical plug in stripes are plugged into wall receptacles and not into each other or extension cords.

· Extension cords are to be used for temporary power – not to exceed 90 days.

· All employee provided appliances (fans, coffee makers, lights, etc.) must comply with campus standards.

· Storage of material must not present an overhead hazard.

· When leaving for the day (or in an emergency) the faculty member shall turn off all appliances and lights and close/lock the door.

· (Customize as per campus requirements)

FOR LABORATORY CLASSROOMS

· Evacuation plans are to be posted.

· Evacuation plans are to be communicated to all personnel in the area.

· Isle ways are to be maintained free and clear.

· Exit signs are to be visible from all areas of the room.

· Doors are to be kept unlocked when the room is occupied.

· Sprinkler heads are to be kept unobstructed – no storage of anything within 18”.

· Fire alarm pull boxes should be accessible for instant access.

· Fire extinguishers should be accessible for instant access.

· Covers on electrical switches and receptacles are not broken or discolored.

· Electrical plug in stripes are plugged into wall receptacles and not into each other or extension cords.

· Extension cords are to be used for temporary power – not to exceed 90 days.

· All employee provided appliances (fans, coffee makers, lights, etc.) must comply with campus standards.

· Storage of material must not present an overhead hazard.

· Ensure that all chemical containers are labeled as to content and hazards.

· DO NOT STORE CHEMICALS ALPHABETICALLY, except within a hazard class. Hazard classes that shall be stored separately include:

· Caustics (bases)

· Inorganic acids

· Organic acids

· Oxidizing acids

· Flammable/combustible material

· Oxidizing materials

· Pyrophoric materials

· Radioactive materials

· Water reactive materials

· Poisons (Generally laboratory reagents separated into organic and inorganic groups)

· Provide physical separation between hazard classes.

· Store flammable liquids in approved flammable liquid storage containers.

· Store oxidizers well away from flammables.

· Compressed flammable gasses shall be stored 20’ from oxidizing gasses or by a physical barrier having a 1.5-hour fire rating.

· (Customize as per campus requirements)

FOR SPORTS AND RECREATIONAL FACILITIES

· Prior to events – general instruction to attendees on emergency evacuation will be provided.

· Prior to use as an instructional area – staff will instruct students in the appropriate Emergency Action Plan.

· (Customize as per campus requirements)

FOR CAMPUS HOUSING

· Smoking policy

· Barbecue fire safety policy

· Candle usage policy

· Cooking policy

· Emergency Action Plan (EAP) – post/train/practice

· (Customize as per campus requirements)

FOR VEHICLES/MOTORIZED EQUIPMENT

· Only authorized campus employees shall be allowed to operate campus vehicles/equipment.

· No Smoking when fueling vehicles/equipment.

· Employees must follow all fueling directions in order to prevent fires.

· Employees must follow proper battery disconnecting/connecting procedures in order to prevent fires.

· Only approved portable safety containers will be used for transporting flammable liquids.

· Approved safety containers will be placed on the ground when filling.

· (Customize as per campus requirements)

FOR MAINTENANCE

· Maintenance employees by the nature of their jobs have a wide range of responsibilities that affect fire safety on school campuses. They will be involved in all levels of the fire safety program including hazard identification, hazard elimination, and emergency response.

· Maintenance employees will be trained in fire safety issues for the entire campus.

· Maintenance employees will provide information assistance to the local fire department in the event of an emergency.

· (Customize as per campus requirements)

(The following materials represent another fire plan)

Fire

· Know the location of fire exits, alarm systems in your area, and know how to use them. 

· If you discover a minor fire, immediately contact the Department of Campus Safety at X5566. 

· Activate the building alarm (fire alarm) on your way out of the building. 

· If you are in a room when the alarm sounds, FEEL THE DOOR FOR HEAT. 

· If the door is not hot, evacuate 

· If the door is hot, DO NOT OPEN IT. Go to a phone or window and contact someone for help. Place wet towels under the door and stay low where the air is better. 

· Close all doors to confine the fire and reduce oxygen available to it. Do not lock doors. 

· When the building evacuation alarm is sounded, assume an emergency exists. Walk quickly to the nearest marked exit and alert others to do the same. 

· Proceed quickly to the predetermined emergency assembly point. 

· Assist people with disabilities in exiting the building! 

· Do not use the elevators during a fire. 

· Smoke is the greatest danger in a fire, so stay near the floor where the air will be less toxic. 

· Once outside, move to a clear area at least 500 feet away from the affected building to the designated assembly area. Keep streets, fire lanes, hydrants, and walkways clear for emergency vehicles and crews. 

· If requested, assist emergency crews as necessary. 

· A temporary command post may be set up near the emergency site. Keep clear of the Command Post unless you have official business. 

· Do not return to an evacuated building unless told to do so by a College official. 

Note: If you become trapped in a building during a fire and a window is available, place an article of clothing (shirt, coat, etc.) outside the window, as a marker for rescue crews. If there are no windows, stay near the floor where the air will be less toxic. Shout at regular intervals to alert emergency crews of your location.

Do not jump. Response time by the local Fire Department is excellent. If necessary, wet towels and place them under doorways. 
Appendix E: Hazardous Materials Incidents
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Appendix E: 
Hazardous Materials Incidents
If you witness a hazardous materials spill, evacuate the spill site and warn others to stay away. 911 from campus or 911 from a public telephone if you believe the spill may be life-threatening. If you can determine that the spill is not life threatening, follow the procedures outlined below. If you are a hazardous material user, you should be trained by your supervisor on proper use and storage of hazardous materials. This training should include hazard information, proper procedures for preventing spills, and emergency procedures when a spill happens.

If, as a user, you spill a hazardous material or materials:

· Leave the area of the spill first and proceed to a safe location nearby. Then assess if you have the proper training and protective gear to clean up the spill

· If you are able to clean up the spill, follow proper cleanup procedures and use proper personal protection. Manage the generated waste as appropriate. Consult your supervisor if necessary

· Isolate the spill area to keep everyone away, and post signs as necessary

If you require assistance to clean up the spill:

· During normal business hours (8 AM-5 PM, M-F), you can call Environmental Health & Safety (EH&S) directly at ___________________

· During off-hours, call the University Security and Police Department (911). Campus Police will call EH&S (Emergency Health& Safety). 

If you suspect or witness a release of a hazardous material to the environment (air, water, ground) call the UPD at 911.

Minor( Chemical Spills

Response Summary

	Discovery
	

	Initial assessment (do not spend undue time assessing)
	1. Look for injured personnel; use safety shower and/or eyewash, as needed

2. Identify chemical(s) and location

3. Identify physical state and quantity spilled

4. Identify situational hazards (e.g., water near water-reactive chemical)

5. Evacuate, close area, alert others, and call for help

6. Consult MSDS for detailed information

	Notification
	1. UPD (xxx) xxxx (on-campus extension…911)

2. EH&S (xxx) xxx-xxxx (on-campus extension…x-xxxx)

3. Poison Control Center (800) xxx-xxxx

	Source control
	1. Turn off control valves

2. Contain spill with spill kits

	Mitigation and removal
	1. Continue utilization of spill kits

2. Decontaminate or neutralize material

3. Containerize residual materials including spill kits, rinsates, and clean-up supplies

	Critique and follow-up
	1. Account for injuries and property damage

2. Modify procedures to prevent future recurrence

	Available on-site equipment
	


This EAP should not be activated for the chemical user with available clean-up materials and protective equipment/procedures who normally cleans up minor chemical spills. Notifying UPD is recommended to ensure that EH&S and the Poison Control Center are notified, as appropriate. EH&S typically does not respond to contain or clean-up minor chemical spills. EH&S will provide guidance, coordinate assistance, and provide site assessment to verify clean up prior to re-occupancy of the affected space(s).

Responders will wear protective clothing appropriate to the type and quantity of chemical spilled, and they shall avoid breathing excessive gases/vapors/fumes to the greatest degree possible. Personnel with detailed knowledge of the spilled material should identify neutralization opportunities; they should refer to the MSDS for this type of information. The areas affected by the chemical spill shall be decontaminated with appropriate materials finishing with soap-and-water final clean up. Residues from containment and clean up shall be collected in containers for disposal as hazardous chemical waste. EH&S will provide hazardous chemical waste disposal guidance and services.

Skin and eyes directly exposed to the chemical shall be flushed with water for a minimum of 15 minutes. Expose persons should be medically examined; guidance can be obtained from the Poison Control Center.

Consult the Laboratory Safety Manual for additional information.


Major( Chemical Spills

Response Summary

	Discovery
	

	Initial assessment (do not spend undue time assessing)
	1. Look for injured personnel; use safety shower and/or eyewash, as needed

2. Identify chemical(s) and location

3. Identify physical state and quantity spilled

4. Identify situational hazards (e.g., water near water-reactive chemical)

5. Evacuate, close area, alert others, and call for help

6. Consult MSDS for detailed information

	Notification
	1. UPD (on-campus extension…911)

2. _______ Fire Department or other emergency services 911 (on-campus extension…9-911)

3. Poison Control Center (800) 282-5846

Spill clean-up contractor—HEPACO (800) xxx-xxxx

	Source control
	1. If trained personnel are present, utilize available spill kits to contain spill and control run-off

2. Close open valves contributing to spill

3. Shut off natural gas utility

4. Close doors, hoods, etc. to limit spread of vapors

	Mitigation and removal
	Coordinate with EH&S and spill clean-up contractor

	Critique and follow-up
	1. Account for injuries and property damage

2. Modify procedures to prevent future recurrence

	Available on-site equipment
	


Major Petroleum Spills—Response Summary
Major petroleum spills typically involve more than 40 gallons of product. EH&S will provide guidance, coordinate assistance, and provide site assessment to verify clean up prior to re-occupancy of the affected space(s) (see Spill Prevention, Countermeasures, and Control Plan in Volume II).

Responders should wear appropriate protective equipment, and should avoid breathing vapors from the spill. Use spill kit absorbents to contain and confine the spill. Typical absorbents include socks/pigs (tubes of absorbent material that can be looped around petroleum product spills), pillows and fluff (used to soak up and hold petroleum products), and clays/minerals (also used to soak up and hold petroleum products). Booms (e.g., plastic barriers) can be used to contain spills on smooth hard surfaces or on water. 
Heavy equipment and vacuum trucks can be used in final removal operations. All safe efforts should be made to prevent the spill from entering the storm water sewer or other drainage system.

Coordinate cleanup and disposal of residual materials including excavated soil with EH&S and the spill contractor.

(Here is another approach to chemical and HAZMAT spills and exposures.)

Chemical/HazMat Spill
· Any spillage of a hazardous chemical or radioactive material is to be reported immediately to Campus Safety at X5566 and Facilities Services at X5860. 

· When reporting, be specific about the nature of the involved material and exact location. Campus Safety will contact the necessary specialized authorities and medical personnel. 

	Note: The College possesses spill kits, and procedures for
training and usage of these kits is currently being formulated.
Facilities Services will contact outside vendors for cleanup.


· The key person on site should vacate the affected area at once and seal it off to prevent further contamination of other areas until the arrival of Campus Safety personnel. 

· Anyone who may have been contaminated by the spill is to avoid contact with others as much as possible, remain in the vicinity and give their names to Campus Safety. Required first aid and cleanup by specialized authorities should be started at once. 

· If an emergency exists, activate the building alarm. Caution: the building alarm only rings in the building; you must also report the emergency by phone. Refer to the section on Evacuation Procedures for further details. 

· When the building evacuation alarm is sounded, an emergency exists. Walk quickly to the nearest marked exit and alert others to do the same. 

· Assist those with disabilities in exiting the building! Remember that elevators are reserved for them. Do not use elevators in case of fire. Do not panic! 

· Once outside, move to a clear area at least 500 feet away from the affected building(s). Keep streets, fire lanes, hydrants, and walkways clear for emergency vehicles and crews. 

· If requested, assist emergency crews as necessary. 

· A Campus Emergency Command Post may be set up near the emergency site. Keep clear of the Command Post unless you have official business. 

· Do not return to an evacuated building unless told to do so by College officials. Important: After evacuating the building, report to your designated Emergency Assembly Point. Stay there until an accurate headcount has been taken. The Department Chair or designate will take attendance and assist in accounting for all building occupants. 

· If required, Facilities Services will contact the appropriate contract companies for clean up and regulatory agencies regarding spills (EPA, OSHA, NYS ENCON). 

Blood Borne Pathogens

EXPOSURE INCIDENT 

An exposure incident is defined as “specific eye, mouth, other mucus membrane, non-intact skin, or parenteral contact with blood or other potentially infectious materials that results from the performance of an employee’s duties.”

THE FOLLOWING STEPS ARE TO BE TAKEN AFTER EACH EXPOSURE INCIDENT:

1.
Employee will be administered first aid.

2.
Each incident is to be reported to the supervisor immediately.

3.
The supervisor and the employee will complete an Incident Report as soon as possible after the exposure incident.

4.
Each incident is to be evaluated by a licensed health care professional. At Skidmore College, the health care professionals are in the Corporate Health Services Program, located at Wilton Medial Arts. Once it has been determined that an exposure has occurred, Corporate Health Services will determine the necessary follow up. For non-unionized employees, their primary car provider may serve as this health care professional.

5.
When the source individual is known, the source individual’s blood may be tested for the Hepatitis B virus. The individual may also be tested for HIV once informed consent has been obtained. If consent cannot be obtained from the source individual, and the employee requests that HIV testing be performed, Skidmore College will assist the employee to whatever the degree necessary to obtain consent. In this event, state regulatory procedures shall be followed. The result of any evaluation is part of the employee’s medical record. The employee shall be given information pertinent to the source individual as needed to make an informed decision concerning appropriate follow up measures.

6.
When appropriate, the exposed employee’s blood will be tested for Hepatitis B and for HIV. The Corporate Health Services will provide the test results to the exposed employee and provide counseling as medically indicated, including referral to an infectious disease specialist, if indicated.

· Earthquake

Unlike other emergencies, the procedures to deal with an earthquake are much less specific. Since earthquake magnitude cannot be predetermined, everyone must initiate emergency precautions within a few seconds after the initial tremor is felt, assuming the worst possible case.

The best earthquake instruction is to take precautions before the earthquake (e.g., secure or remove objects above you that could fall during an earthquake).

	Section 2.9 EMERGENCY ACTION

	1.
	Take cover.

	2.
	Call 911 or use Emergency Call Box if emergency assistance is necessary.

	3.
	Evacuate if alarm sounds or if told to do so by emergency personnel.


A.
During the earthquake:

5. Remain calm and ACT, don’t react.

6. If indoors, seek refuge under a desk or table or in a doorway and hold on. Stay way from windows, shelves, and heavy equipment.

7. If outdoors, move quickly away from buildings, utility poles, overhead wires, and other structures. CAUTION: Avoid downed power or utility lines as they may be energized. Do not attempt to enter buildings until you are advised to do so by the proper authorities.

8. If in an automobile, stop in the safest place available, preferably an open area away from power lines and trees. Stop as quickly as safety permits and stay in the vehicle for the shelter it provides.

B.
After the initial shock:

9. Be prepared for aftershocks. Aftershocks are usually less intense than the main quake, but can cause further structural damage.

10. Protect yourself at all times.

11. Evaluate the situation and call 911 for emergency assistance, if necessary.

12. Do not use lanterns, torches, lighted cigarettes, or open flames, since gas leaks could be present.

13. Open windows, etc., to ventilate the building. Watch out for broken glass.

14. If a fire is caused by the earthquake, implement the FIRE PROCEDURES.

15. Determine whether or not anyone has been caught in the elevators or was trapped by falling objects. If so, call 911.

16. If the structural integrity appears to be deteriorating rapidly, evacuate the building.

DO NOT USE THE TELEPHONE UNLESS IT IS ABSOLUTELY NECESSARY FOR EMERGENCIES. Heavy use of the telephone will tie up the lines and prevent emergency calls from going out.

G. Damaged facilities should be reported to Public Safety. (NOTE: Gas leaks and power failures create special hazards. Please refer to the section of the handbook on UTILITY/ELEVATOR FAILURE.)

H. If an emergency exists, call 911.

I. If the evacuation alarm sounds, follow established building evacuation procedures (see BUILDING EVACUATION).

J. Should you become trapped in a building, DO NOT PANIC!

4. If a window is available, place an article of clothing (shirt, coat, etc.) outside the window as a marker for rescue crews.

5. If there is no window, tap on the wall at regular intervals to alert emergency crews of your location.

6. Emergency Personnel will check buildings immediately after a major quake. 

· Custodial Services

Indicate here who provides custodial services to your building, along with contact information.  A schedule of custodial services in this building may be obtained by contacting Physical Facilities Buildings and Grounds.
· Training and Documentation

Training is an integral part of the safety and preparedness program for your building. It is the responsibility of each department to ensure all their employees are trained on the Building Emergency Plan for the building(s) they occupy. It is the responsibility of the occupant to become familiar with the Building Emergency Plan, to know evacuation routes and assembly areas, and to attend training(s) given by their department.

Departments can request fire extinguisher training from Fire Equipment Services at: xxx-xxxx.

· Drills

Building evacuation drills are optional (with the exception of the residence halls). If your building wishes to have a drill, the Building Deputy may coordinate the drill and document it. The University Fire Department can help you in your planning: xxx-xxxx
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Appendix F: 
Utility Failures
In the event of a major utility failure, notify Facilities by contacting your Facilities Building Manager (Emergency Preparedness Coordinator, if same) or the established method for reporting. Before 8:00 AM and after 5:00 PM, or on weekends and holidays, notify the University Security and Police Department at 911 or 1 911.

Evacuate the building if the fire alarm sounds and/or upon notification by the police (see General Evacuation Procedures).

A major power outage may not in itself be destructive, but a possible resulting panic or fire could endanger life and property. Panic can be partially avoided by an immediate decision whether or not to cancel classes and meetings in progress or to evacuate the building (see General Evacuation Procedures).

In laboratory buildings, fume hoods do not operate during a power outage and most laboratories should not be used until the ventilation is properly.

(The following materials present additional information related to utility failures)

Utility Failures

In the event of an electrical power outage, the Incident Management Team shall be assembled by the Administrative Duty Officer. All or portions of the Campus Emergency Response Team (CERT) may be activated, depending on the duration, size, and scope of the outage. 

In the event of partial power loss to a portion of the campus, it may become necessary to shut down power to the entire campus in order to restore power. It is important that all personnel that will be affected be notified of this procedure, should the need arise. Portable generators may be utilized for the protection of lab animals, freezers, or research projects that may be jeopardized by the loss of electrical power. 

Procedures 

In response to any electrical outage, regardless of the duration:

· Facilities and Residence Hall staff will check all impacted buildings to ensure that there is no one trapped in any elevators. 

· Residence Life personnel will identify the possible location of all of all persons with known disabilities and/or other impairments. 

· Residence Hall staff will check on all faculty, staff, and students who require the use of any electrical device for basic needs, and mobility. 

· During the outage Facilities personnel must provide timely updates and reports to the EOC as requested. These reports shall enable any affected faculty and researchers to adjust or cancel classes and protect any vulnerable research. 

· Upon the restoration of electrical power, Facilities personnel will conduct building inspections to verify that all systems are restored and functioning properly. They will also clear the building for re-entry by all persons. 

Power Outage Notification 

1.
In the event of a major utility failure occurring during regular working hours (8:00 a.m. through 4:00 p.m., Monday through Friday), immediately notify the University Police along with Facilities and Planning at: 

University Police phone ext. 

Public phone ____________

Facilities and Planning Campus phone ext.-xxxx 

Public phone: _____________________


If there is potential danger to building occupants, or if the utility failure occurs after hours, weekends or holidays, notify the University Police at: 


Campus phone ext. or Public phone:

2.
In the event of an electrical power outage, be aware that all residence halls, the Student Union, and Recreation Center have emergency power and lighting, and therefore can be used as a staging area for affected individuals. 

3.
If a vapor, fume, or gas leak is apparent, leave the area immediately. Post a DO NOT ENTER sign on all doors. Be sure police are aware of the situation. 

4.
If an emergency exists, activate the building alarm. CAUTION: If the alarm fails to go off, report the emergency by telephone.

5.
All building(s) evacuations will occur when the alarm sounds continuously and/or when an emergency exists. 

6.
ASSIST THE DISABLED IN EXITING THE BUILDING! Remember that elevators are reserved for the handicapped person’s use. DO NOT USE ELEVATORS IN CASE OF FIRE.

7.
If requested, assist the emergency crews as necessary. 

8.
An Emergency Site Command Post (ESCP) may be set up near the emergency site. Keep clear of the Coordination Post unless you have official business. 

9.
DO NOT RETURN TO AN EVACUATED BUILDING until told to do so by a University Police Officer. 

10.
If possible check elevators to be sure no one is trapped. If people are trapped, notify the University Police. 

(Another treatment related to Utility Failure is presented below:)

UTILITY FAILURE

1. In the event of a major utility failure occurring during regular working hours (8:00 A.M. through 4:30 P.M., Monday through Friday) immediately notify the Maintenance Department at extension # 7179 or # 7180 from any College telephone. 

2. If there is potential danger to building occupants, or if the utility failure occurs after hours, weekends or holidays, notify the security/safety officer on duty by dialing “0”, or extension # 7146 from any College telephone. 

3. If an emergency exists, activate the building alarm. CAUTION, the building alarm will ring only within the building, you must report the emergency by telephone. 

4. All building evacuations will occur when an alarm sounds continuously and/or an emergency exists. 

5. Assist the handicapped in exiting the building! Remember that the elevators are reserved for handicapped persons. DO NOT USE THE ELEVATORS IN CASE OF FIRE. DO NOT PANIC. 

6. Once outside, move to a clear area at least 500 feet away from the affected area, or building(s). Keep the streets, walkways, fire lanes and hydrants clear for emergency vehicles and crews. 

7. If requested, assist the emergency crews as necessary. 

8. A Campus Emergency Command Post may be set up near the emergency site. Keep clear of the Command Post unless you have official business. 

9. DO NOT RETURN TO AN EVACUATED BUILDING unless you are told to do so by a College official. 

ADDITIONAL INFORMATION AND PROCEDURES DURING UTILITY FAILURES

1. Always observe steps “1” and “2” whenever the following utility emergencies arise. 

2. ELECTRICAL/LIGHT FAILURE: At present campus building lighting may not provide sufficient illumination in corridors and stairs for safe exiting. It is therefore advisable to have a flashlight and portable radios available for emergencies. 

3. ELEVATOR FAILURE: If you are trapped in the elevator, use the emergency telephone to notify the security/safety officer on duty. If the elevator does not have an emergency telephone, turn on the emergency alarm (located on the front panel) which will signal for help. 

4. PLUMBING FAILURE / FLOODING: Cease using all electrical equipment. Notify the security/safety officer on duty by dialing “0”, or extension # 7146 from any College telephone. If necessary, vacate the area, or building. 

5. GAS LEAK: Cease all operations, DO NOT SWITCH ON/OFF LIGHTS, OR ANY ELECTRICAL EQUIPMENT. Remember that electrical arcing can trigger an explosion! Notify the security/safety officer on duty by dialing “0”, or extension # 7146 from any College telephone. 

6. STEAM LINE FAILURE: Immediately notify the security/safety officer on duty, or the Maintenance Department. 

7. VENTILATION PROBLEM: If smoke odors come from the ventilation system, immediately notify the security/safety officer on duty by dialing extension # 7146, or the Maintenance Department at extension # 7179 or # 7180. If necessary cease all operations and vacate the area. 

Disruption of Services (Utility)

Utility failure:

If there is a utility failure (electric, natural gas, sewage, water, elevator or fire alarm), notify the Office of Facilities Management at extension 3010 during normal business hours, for telephone failures notify Office of Telecommunications at extension 3456 during normal business hours, after hours notify the Office of Safety and Security at extension 3333. In addition, use the following information for dealing with the failure:

Electricity - Some buildings do not have emergency battery powered lights. If this is the case, use flashlights, light sticks, or battery-powered lanterns. Heating will probably be affected. If cold, use blankets and coats to keep warm until power is restored or you are relocated to another building. 

Natural Gas

Turn off all gas equipment. 

Sewage

Do not flush toilets or use water. Use facilities in other buildings until system is corrected. 

Telephones

Use cellular telephones for communication. 

Water

Conserve water, use bottled water for drinking. Be sure to turn off water in sinks. 

Elevators

Do not attempt to remove trapped persons, wait for Facilities Management or Security personnel to arrive. Do not use elevators during fires or natural disasters. 

Fire Alarm

Smoking should be discontinued in residents' rooms until the alarm system is back in service.
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Appendix G:
Natural Disasters

Response Summary

	Discovery
	Response

	Initial assessment (do not spend undue time assessing)
	Assessment of impending natural disaster is typically performed by experts and distributed via mass media. Be alert to weather conditions, but do not stand next to windows searching the sky for tornadoes or other dangerous weather.



	Notification
	If the building is equipped with an intercom system, notify occupants of the situation and proper safety measures/sheltering areas. Key University officials will receive emergency notification via Community Messengers. (see Appendix F)



	Source control
	While the actual disaster cannot be controlled, systems that might prove to be hazardous if damaged and/or left unattended should be locked down/shut down. Shut off gas mains.



	Mitigation and removal
	Follow appropriate safety procedures for the specific natural disaster occurring or potentially occurring: move to sheltering areas for storms/tornadoes and earthquakes, or evacuate for floods as necessary. Open windows during tornadoes. Be aware of potential for riot or looting in the wake of the disaster.



	Critique and follow-up
	1. Account for injuries and property damage.

2. Modify procedures.

3. 

	Available on-site equipment
	


Natural Disaster—Response Detail
If the building has an internal emergency receiver or a weather alert radio, a call list to other buildings not so equipped may exist. Such telephone numbers should be added to the notification list.

Disaster basics are presented in the remainder of this section.

Tornadoes, Hurricanes, and Other Strong Storms

If a tornado “watch” is issued for your area, if means that a tornado is “possible.” If a tornado “warning” is issued, it means that a tornado has actually been spotted, or is strongly indicated on radar, and it is time to seek shelter immediately. Be alert to what is happening outside, but do not place yourself in jeopardy by standing next to windows. Some common observations during a tornado include:

· Sickly greenish or greenish-black color to the sky

· Hail should be considered a danger sign (hail can be common in some areas that has no tornado activity associated with it)

· Strange quiet that occurs within or shortly after a thunderstorm

· Fast moving clouds especially in a rotating pattern or converging toward one area of the sky

· Sound like a waterfall or rushing air at first but turning into a roar as it comes closer (the sound of a tornado has been likened to that of both railroad trains and jets)

· Debris dropping from the sky

· Obvious funnel shaped cloud that is rotating

· Debris being pulled upwards even if no funnel cloud is visible

During a tornado warning or tornado occurrence, persons should go to interior rooms and halls on the lowest floor; avoid halls that open to the outside in any direction. If there are no interior hallways, avoid those that open to the southwest, south, or west…these are the directions that tornadoes will come from. Persons are advised to stay away from glass, both in windows and doors. Persons should crouch down to make as small a “target” as possible, and should cover their heads with hands or something protective, if available.

Hurricanes typically allow enough warning for evacuation; however, if there are personnel remaining at University facilities during a hurricane, follow the general tornado guidance. Persons should be cognizant of the added concern of flooding and avoid sheltering in areas that might collect water.

Earthquakes

Persons are advised to seek shelter in sturdy structural areas similar to those described for tornadoes. Persons should not attempt to move a great distance or between floors (falling while attempting to walk might cause severe injury). Shelter should be sought under a sturdy table or doorway provides improved safety.

(This page and the following pages portray a more amplified “earthquake” procedure in a school setting, including the use of various response teams and the stockpiling of supplies.)

Earthquake Procedures

DURING AN EARTHQUAKE

If indoors:

· Stay inside, move away from windows, shelves, heavy objects or furniture which may fall over. Take cover under a table or desk. Instruct the students to "DUCK-COVER-HOLD".

· In halls, stairways, or other areas where cover is not available, move to an interior wall.

· In library, immediately move away from windows and bookshelves. Take appropriate cover.

· In laboratories, all burners should be extinguished (if possible) before taking cover. Stay clear of hazardous chemicals, which may spill.

· In the multi-use room, take cover under the tables or move close to the interior walls away from windows.

If outdoors:

· Move to an open space, away from buildings and overhead power lines. Lie down or crouch low to the ground (legs will not be steady). Keep looking around to be aware of dangers, which may demand movement.

· On the school bus, stop the bus away from power lines, bridges, overpasses, and buildings. Students should remain in their seats and hold on.

NOTE:

· Doorways may become blocked if the door slams shut as the building shifts during an earthquake. If the door becomes jammed, it may be necessary to use the pry bar and gloves (in emergency backpack) to open the door or break windows to exit the classroom. If it is still not possible to exit the classroom, blow the whistle (in emergency backpack) to alert rescuers.

· Teachers should be organized in a "Buddy System". If one teacher is injured, the “buddy” teacher should evacuate both classes according to the earthquake evacuation procedure.

Post Earthquake Procedures

Responsibilities

· Staff 1. Evacuate students from the building (refer to p.40). Take class roster, emergency backpack and student kits. Check to be sure all students have left the school building. Tag the room with a green search and rescue tag if everyone is accounted for and is able to evacuate the room. If there are trapped or injured left in the room, tag the room with a red search and rescue tag to alert search and rescue teams.

· Staff 2. Students are not to be left unattended at any time during evacuation process. Students are to remain quiet during evacuation.

· Staff 3. Upon arrival at prearranged safe site, take roll and report attendance to Principal/designee immediately.

· Principal (or designee) 4. Set up Emergency Operations Center with your Emergency Operations Center Team.

· Principal 5. Notify police and fire (dial 911) if you have trapped or missing individuals. Organize Search and Rescue (SAR) teams, consisting of adults, to search for missing or trapped people.

· Search & Rescue Teams 6. Begin a search of the entire school building. Search rooms tagged with red Search and rescue tags for missing, trapped, or injured people. When everyone has been removed from the room, change the red tag to a green tag. Check rooms with green Search and Rescue tags to be sure no one is left in the rooms. Report activities to Principal or designee. After each room is searched and no one is left in the room, close and lock the door if possible.

· Principal 7. Organize the other Emergency Response Teams: the First Aid Team, Security/Damage Assessment Team, Student Release Team, and the Support Team.

· Security/Damage Teams 8. Inspect all utilities for leaks. Shut off the mains of any known or suspected leaking utilities. Notify Principal/designee of actions.

· Principal 9. Notify utility companies of any break or suspected break in utility lines as reported from Security/Damage Assessment Team.

· First Aid Teams 10. Set up the treatment area. Categorize patient injuries. Care for the injured. Report casualties and injuries to the Principal/designee.

· Support Team 11. Provide for the welfare and positive morale of the student population. Set up the cooking area to prepare food service for the students and staff. Maintain the food and water supplies. Provide for sanitation needs.

· Student Release Team 12. Students should be released only to authorized adults. Fill out student release forms for each student allowed to leave. 

Evacuation of a School Building

Before evacuating the building after an earthquake, consider the following: 

· There may be dangers outside of the building, which you must consider before evacuating the students.

· There may be no safe assembly area in the immediate vicinity.

· There may be no clear route out of the building to evacuate the students. Primary or alternate evacuation routes may need to be cleared before the students can be evacuated.

· The lighting inside the building will probably be out; it will be dark.

Before evacuating students, perform the following tasks:

· Assess the situation. Coordinate with your Buddy teacher.

· Determine if the primary or alternate building evacuation routes (refer to p.14) are clear. If not, coordinate with other staff to have them cleared of dangers.

· Determine if the assembly site is safe. If not, select an alternative assembly site.

· If wires are down, they should be avoided.

· Areas near chain link fences should be avoided; they are an electric shock hazard if live wires do not touch them.

· Do not forget to consider students with disabilities as you determine your evacuation routes.

After you have determined it is safe to do so, proceed with the evacuation of the school building.

If this was a Severe Earthquake

The school site may have to care for children up to three days after the event. The following supplies should be accumulated before an earthquake and stored in a shed separated from the school building. Having minimally these supplies will help in the aftermath of a severe earthquake. Remember: Prepare to be isolated for up to 72 hours.

Earthquake supplies

Immediately Accessible Supplies:

Portable radio and batteries

Map of utility shut-offs and emergency areas (color coordinated)

Flashlights and batteries

Bullhorn or megaphone

Radio communication system such as HAM equipment

Utility shut off wrench--1/utility

Storage containers for disaster supplies-Aluminum or wood sheds

Water: 1/2 gallon/person/three days

3 1/2 oz. paper, biodegradable cups for water distribution--5 cups/day/person appropriate tool for dispensing water from container into cup

Sanitation supplies:

Toilet--buckets with plastic bags

Privacy shelter--1 per 25 people

Toilet paper--20 rolls per 100 people

Wet wipes--300 per 100 people

Plastic bags, ties--10 per 100 people

Food and Food Related Items:

(Non-perishable foods such as canned vegetables and fruits preferred. Avoid salty foods.)

Cooking supplies--can opener, pots/pans, camp stove, fuel for cooking, paper plates, cups, paper towels, aluminum foil, matches, Instant coffee, hard candies, Fruit roll-ups, other snacks

The following can be collected by asking each child to bring in one "Costco"-sized can of the following items. Divide assignments up by grade level e.g. each first grade student brings 1 large box of soda crackers.

40 oz. cans of beef stew

Boxes of unsalted soda crackers

Large cans of fruit cocktail

Large cans of peaches

Large cans of pork-n-beans

Canned stews

46 oz. Cans of canned juices

Cans of vegetable soup

First Aid Items:

4x4 compress--1000 per 500 students

8x10 compress--150 per 500 students

Sterile ABD pads 5"x9"--25 per campus

Sterile non-stick Telfa pads 3"x4"--400 per campus

Gauze rolls, non-sterile--60 rolls of 3" by 10 yards

Kerlix bandaging--1 per student

Ace wrap 2 inch--12 per campus

Ace wrap 4 inch--12 per campus

Triangular bandages--24 per campus

Cardboard splints, small--24 per campus

Cardboard splints, medium--24 per campus

Cardboard splints, large--24 per campus

Aqua-Blox--0.016 x students/staff=number of cases

Band-Aids, 3/4 inch size--300 per campus

Extra large Band-Aids--50 per campus

Butterfly bandages--50 each per campus

Hydrogen peroxide--10 pints per campus

Backboard with straps--1.5 per 100 students

scissors (paramedic)--4 per campus

Tweezers--3 assorted per campus

Triage tags--50 per 500 students

latex gloves--100 per 500 students

oval eye patch--1 box of 50 per campus

1 inch cloth tapes--50 rolls per campus

2 inch cloth tapes--24 rolls per campus

Dust masks--24 per 100 students

Disposable Richter highway blankets--10 per 100 students

First Aid books, standard--2 per campus

First Aid books, advanced--2 per campus

Space Blankets--1 per student/staff

Two 20 feet by 20 feet ground covers for first aid station

Waterproof signs for "Immediate Care" "Delayed Care" Crisis Counseling" and "Morgue"

Clipboard, paper, report forms

Self-inflating resuscitation bag and mask

Tourniquets--25

Cervical Collars--5

Sterile saline solution--30 1000 ml bottles

Irrigation trays-8

Hydrogen peroxide

Burn packs, 3"x3"--40 per campus

Cold packs--20 per campus

Medications (Need to be dated and rotated):

10 Ammonia inhalants

4 64 oz Powdered Gatorade or other oral electrolytes

1000 antacid tablets

1000 325 mg Tylenol

150 25 mg Benadryl capsules

2 Dramamine (for motion sickness from ground shaking)

2 bottles Imodium or Kaopectate

Neosporin--box of 144 squeeze packs per campus

15 pints alcohol

12 rolls paper towels

12-33 gallon plastic bags

40 small plastic bags

200 pre moistened towelettes

2 packages safety pins

20 packets of tissues

30 blankets

30 foam sleeping pads

2 thermometers

Other items:

Feminine hygiene products

Teddy Bears/other stuffed animals (for 1/4 school population) for crisis counseling

10 Body bags

Miscellaneous tools for uses additional to search and rescue

Utility shut off wrench--1/utility

Pry bars, five to six feet--2 per campus

Pick ax 6#--1 per campus

Sledge hammer--1 per campus

Square shovel--1 per campus

Round shovel--1 per campus

Barrier tape 3 inches x 1000 feet--3 per campus

Street grade broom--1 per campus

2x4 wooden cribbing--18 per campus

4x4 wooden cribbing--15 per campus

Wedges--6 per campus

Flat and Phillips screwdrivers

Miscellaneous:

Games and activities for kids

Tents (for first aid station, cooking area, and student shelter from elements)

Fire extinguishers

Optional Items:

Generator

Search and rescue (SAR) equipment:

Protective gear for SAR teams:

Develop 5 member SAR teams--number based upon per classroom needed to search school site within 20 minutes.

Hardhat--1/team member

Vest--1/team member

Gloves with leather palms--1/team member

Safety goggles--1/team member

Dust mask--1/team member

Whistles--1/team member

Keys--one set/SAR team or one set/assigned area

Basic SAR tools

Adjustable 10-inch pliers--1 per campus

8 inch lineman pliers-- 1 per campus

Pry bar 24 inches--1 per campus

Mini folding hacksaw--1 per campus

18 inch bolt cutters--1 per campus

Hammer, 3#--1 per campus

Duct tape--1 roll per campus

Plastic bags--6 per campus

Folding shovel--1 per campus

Angle head flashlight--1 per campus

6 inch screwdriver--1 per campus

4 inch Phillips screwdriver--1 per campus

Utility knife--1 per campus

Container to hold tools--1 per campus

Rope--20 feet

SAR tags (red and green)

Additional flashlights

Batteries for flashlights (at least 2 sets per flashlight)

Emergency lanterns

8'x10' heavy tarp

1 Stretcher/team

EMERGENCY RESPONSE TEAMS

The most important part of the school emergency plan is to account for all students, their safety and well-being, and release them as soon as possible to their parent or designated guardian. Documentation is a key element for all team activity. These teams should be set up at the beginning of the school year to ensure the readiness of the school site to respond to a major earthquake.

REMEMBER: BE PREPARED TO BE ISOLATED FOR 72 HOURS.

1.
Emergency Operations Center Team


The principal or designee should head this team. The Emergency Operations Center Team will coordinate the formation and actions of the other teams. They will communicate directly with Emergency Response personnel and the District Office. All activities from the other teams should be reported to the Emergency Operations Center. A person on this team should be designated as responsible for communication.

2.
Search and Rescue Team


One or more groups of staff and/or parent volunteers (a team of adults) designated to "sweep" through the school building quickly. They are to rescue trapped or injured students and staff. One member of each group should have some first aid training. These team members should also be trained in fire suppression. This team's efforts should be coordinated with the First Aid Team. All activities should be reported back to the Emergency Operation Center.

3.
First Aid Team


This team of staff, students, and/or parent volunteers should be trained in First Aid and CPR. They are to establish the First Aid treatment area. They are responsible for categorizing the casualties and the injured. This team is also to supply care for the injured. This team's efforts should be coordinated with the Search and Rescue Team. All activities should be reported back to the Emergency Operation Center.

4.
Security/Damage Assessment Team


This team of staff and/or parent volunteers (a team of adults) shuts off utilities, assists in fire fighting efforts, secures the campus and puts up signs to direct parents to student release areas. All activities should be reported back to the Emergency Operation Center. After the immediate danger has passed, they will do a preliminary assessment of the buildings and report the nature and extent of damages to the Emergency Operation Center.

5.
Student Release Team


This team of staff is crucial to the timely and accurate release of students to their parents. This team coordinates with teachers to have orderly release of the students. Often the school secretary will head up this team. A report should be given to the Emergency Operation Center.

6.
Support Team


This team of staff, students, or parent volunteers is not an immediate response team. They will provide the support essential to the welfare and positive morale of the student population. Their main purpose is to secure, prepare, and serve food to students and staff. They are also responsible for the maintenance of the food and water supplies. The sanitation needs of the school population are also their responsibility. All activities provided should be reported back to the Emergency Operation Center.

EMERGENCY OPERATIONS CENTER TEAM

Responsibilities

Duties: the principal or designee should head this team. The Emergency Operations Center (EOC) Team will coordinate the formation and actions of the other teams. They will communicate directly with Emergency Response personnel and the District Office. All activities from the other teams should be reported to the EOC. This team is responsible for personnel issues. This team should document any costs incurred during this emergency. Who could do this job? Minimally a team of 4 staff or parent volunteers should be developed to serve as the EOC Team. A larger school may need a larger team. The Principal or designee should head the team. One person on the team should be responsible for communications. One person on the team should be responsible for accounting for students and staff.

1.
Team Leader


The Principal or designee is the Team Leader. This person is responsible for all activities on the school site and should determine the schedule for their emergency teams. Avoid overworking personnel, it is generally recommended that people should not be working longer than a 12-hour shift plus shift transition periods.

2.
Assistant to Team Leader (Shadow)


This person serves as the liaison for the team leader and the other team members. If the team leader is in the field, this person provides communication between the EOC and the team leader.

3.
Communications Team Member


This person is responsible for communications between the emergency response teams. They are also responsible for communication to the outside world, such as the district office, emergency response personnel, the Red Cross, parents, etc. The communications person should prioritize communication in the following manner: 1) life threatening, 2) property threatening, 3) non-emergency. If you have a larger school, more than one person may need to do this job.

4.
Enumeration Team Member


This person is responsible for accounting for all students and staff. He or she should have the roll call list from the teachers to determine if any students are missing. Lists from Search and Rescue Teams and the First Aid team should also be given to this person. The Student Release Team reports should also be given to this person. The member should be able to determine if all staff and students are accounted for; the status of their health, and whether or not they have been released to go home. If you have a larger school, more than one person may be needed to do this job.

Before the Earthquake

Determine how communications, rosters, and costs will be documented. In order to be reimbursed for costs from FEMA, Standardized Emergency Management System (SEMS) Training may be required. Contact your superintendent or the County Office of Emergency Services if you are interested in this training.

SEARCH AND RESCUE TEAM

Responsibilities

Duties: This team will need to sweep quickly through the school buildings to identify location of trapped or injured students and staff. They will rescue the trapped and the injured and assist the First Aid Team in treating the injured. In addition, they should help suppress fires. Who could do this job? Teams of 5 staff or parent volunteers should be developed as needed for the size of the school. This team should only consist of adults. 

Students should not be assisting search and rescue efforts. Custodians may not be a good choice for this team as they will be needed to assist with other urgent tasks such as shutting off utilities.

Before the Earthquake:

· Each team member should be assigned to be primarily responsible for either search or rescue. This is to prevent team members being torn between stopping to rescue people and continuing the search for other injured. Each team should designate who will serve as the leader and back-up to the leader.

· Teachers who are part of this team should coordinate with their "buddy" teachers, so that both they and their "buddy" are not both assigned to high priority roles during the first hours after the disaster.

· Obtain or develop a resource list of neighborhood people trained in search and rescue, who would be willing to report to the school site after a major earthquake. Keep this list current.

· Annually check the search and rescue supplies on site. 

· Team members should be trained in search and rescue techniques, first aid, and fire suppression.

· Team members should also cross-train with the Security/Damage Assessment team so these teams can serve as back up to one another.

· Establish a pattern for searching the school site.

· Check fire extinguishers annually.

Immediately After the Earthquake:

· Complete evacuation priorities. If responsible for students, turn their care over to buddy teacher, aide or other staff.

· Report to earthquake supply shed for search and rescue equipment.

· Sweep through the school buildings following a pre-established pattern to quickly identify who is trapped or injured.

· Note tags on classroom doors. Green=OK, Red=trapped or injured people.

· Check every room in the school visually, vocally and physically as part of the initial sweep of the building. Make notes on the tags if additional trapped or injured are found.

· Rescue trapped or injured individuals. The injured should be transported to the first aid area.

· While searching buildings, look for obvious structural problems and/or significant structural damage. Avoid unsafe areas.

· Report to the Emergency Operations Center about the number and status of trapped victims. Request additional help as needed.

FIRST AID TEAM

Responsibilities

Duties: This team should establish the first aid treatment areas, triage, and provide first aid to people arriving at these areas. This team will need to coordinate with the Search and Rescue Team. Who could do this job? Teams of staff, students, or parent volunteers should be developed as needed for the size of the school. These individuals should be trained in First Aid and CPR.

Before the Earthquake:

· Assume that emergency medical personnel will be unable to respond to the school for the first 72 hours or longer after a major earthquake.

· Team members should be currently certified in First Aid and CPR.

· Teachers who are part of this team should coordinate with their “buddy” teachers, so that both they and their buddy are not both assigned to high priority roles during the first hours after the disaster.

· Obtain or develop a resource list of medically trained volunteers in the neighborhood, who are willing to report to the school after a major earthquake. Keep this list current.

· Annually check to be sure that the first aid supplies are complete and up-to-date. Date all medical items so that age may quickly be determined.

· Develop an area plan for the First Aid Station.

First Aid Station Areas:

Minor Care

Have the teacher of each class group handle minor care. Advantages: This will provide security for children and avoids overloading the first aid station. Disadvantage: May overwhelm teacher.

Triage

Locate triage (injury sorting area) at the entry of the First Aid Station. This area is for the injured to be quickly evaluated for severity of injury and directed to the appropriate treatment area.

Immediate Care

For people with life and limb threatening injuries that require immediate attention, such as difficulty breathing, severe bleeding, major burns, and shock. Locate immediate care in an area out of sight of most students and staff, which is accessible to emergency vehicles.

Delayed Care

This level of care is for injuries that do not require immediate attention, usually within the first hour. These injuries may be lacerations, broken bones, wounds beyond a teacher's capabilities to handle, and for people needing medication. Locate near the immediate care area, but shield from the sight of the injured in immediate care area.

Crisis Counseling First Aid

Mild to moderate anxiety is best handled by teachers in class groups. Severe anxiety warrants special attention in a secluded area away from other first aid areas, since the sight of injured people may worsen the hysteria. This area should also be away from the student population because hysteria is contagious and can rapidly get out of control.

Morgue

Locate in an area out of sight of the students. This area should also be distant from the food supply and accessible by emergency vehicles. Use body bags or sheets to cover bodies being transported.

Immediately after the earthquake:

· Complete evacuation priorities. If responsible for students, turn their care over to buddy teacher, aide or other staff.

· Report immediately to the Emergency First Aid station area.

· Organize and establish the triage area first.

· Organize and establish the immediate care area.

· Organize and establish the delayed care area.

· Organize and establish the crisis counseling first aid area.

· Organize and establish the morgue as needed.

· Triage injured brought to the first aid station.

· Administer first aid to the injured.

· Coordinate with the Search and Rescue Team. Provide first aid to the trapped or injured as they are rescued. If necessary be prepared to assist Search and Rescue Team to provide first aid to the injured while they are trapped.

· Keep emergency card with each injured person.

· Record all cases on a central log in triage. If possible, assign an extra person to serve as record keeper. All injured released from the first aid station should also be recorded in the central log, including to whom they were released and their destination. If the injured was transported by emergency response personnel, note the destination of the transport.

· A team member should routinely check the student population in the evacuated area to see if anyone needs attention. If so, bring them back to the first aid station.

· Notify the Emergency Operations Center of number of injured and status of first aid treatment.

SECURITY/DAMAGE ASSESSMENT TEAM

Responsibilities

General Duties: Team members should be responsible for checking utilities and performing initial assessment of damage to buildings. This team should help suppress fires and coordinate with Search and Rescue Team. In addition, they should secure the campus to minimize unauthorized access or exit and direct parents to student release area.  Who could do this job? A team of staff or parent volunteers should be developed as needed for the size of the school. Custodians would be a good choice for this team. Team members should have access to master keys and should be trained to backup the Search and Rescue Team.

Before the Earthquake:

· Team members should be trained to know when, how and where to shut off utilities, gas, electricity and water, as required.

· Check supplies to be sure the necessary tools to shut off utilities are there.

· Obtain the name and phone number of a structural engineer who is willing to report to your school site after the disaster.

· Check utility map of the school site for accuracy and completeness.

· Obtain training in emergency damage assessment.

· Go through the Hazard Assessment of the school site. Remove or correct any of the problems identified by the hazard assessment if possible.

· Team members should cross train with Search and Rescue Teams so they can back-up one another.

· Check fire extinguishers annually.

Immediately after the earthquake:

· Report to the earthquake supply shed for necessary supplies.

· A methodical sweep of the campus should be performed. Rapidly inspect all areas for the odor of leaking gas, electrical shorts or leaking water. If necessary, turn off the gas main, electricity, and/or water main. Do not enter damaged structures.

· Assist Search and Rescue Team as needed in fire suppression or other activity.

· Check the perimeter of the school site for damage such as downed wires.

· Post a team member at the school main entrance to direct emergency vehicles, traffic, and parents. Only emergency vehicles should be allowed on school grounds. All others must walk onsite. This point should be stressed to parents in the annual emergency procedure letter to them.

· Activities of the team should be reported to the Emergency Operations Center.

STUDENT RELEASE TEAM

Responsibilities

Duties: This team should document and assist the teachers in the release of students to parents and designated adults. Who could do this job? A team of staff or parent volunteers supervised by the school secretary would be a likely choice for this team.

Before the Earthquake:

· A letter should be sent home to parents at the beginning of each school year with the student emergency card, which explains the emergency plans of the school site. This letter should also explain what parents need to supply for their children and what procedures they should follow during a disaster.

· All student information should be in triplicate. One copy should be in the individual student kit, one copy in the teacher's emergency backpack and one copy should be kept in the office.

· Determine which site will be the emergency student release area. Develop the procedure to be used for releasing students.

· During the annual earthquake drill, test the student release procedure.

Immediately after the earthquake:

· Evacuate the office and bring emergency cards

· Set up Student Release Area.

· Have parents/designated adults sign-out students. The time and destination of the sign-out should be recorded.

· Coordinate with the Emergency Operations Center so it is known which students are trapped or injured.

· Report all activities to the Emergency Operations Center.

SUPPORT TEAM

Responsibilities

This team should facilitate and coordinate food supplies, meal preparation, meal distribution, water distribution, and sanitation set-up. Who could do this job? A team of staff, student, or parent volunteers sufficient for the school size.

Before the Earthquake:

· Inventory all food, water, cooking, and sanitation supplies. Check expiration dates, replace out-dated supplies.

· At the beginning of the school year, all children should be asked to bring the zip lock bag containing their emergency kit supplies. In addition, each child should bring some canned or dry foodstuffs listed in supplies.

· Determine the best location of food preparation, food service, and water distribution. In addition, determine a location for the sanitation tents or shelters away from the food preparation area.

· Develop a food consumption plan for the school population, i.e. Students consume supplies in zip lock bag first. Remember the first hours after the earthquake will largely be spent rescuing the trapped and injured.

Immediately after the earthquake:

· Report to the Emergency Operations Center. Coordinate with the Principal/designee.

· Set up cooking area, water distribution area and sanitation areas. Do not allow waste from sanitation area to come within 200 feet of students or food/water supplies.

· Set up sheltering tents as necessary to protect the students from the elements.
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Appendix H: 
Earthquakes

During an Earthquake
If indoors:

· Stay inside, move away from windows, shelves, heavy objects or furniture which may fall over. Take cover under a table or desk. Instruct the students to "DUCK-COVER-HOLD".

· In halls, stairways, or other areas where cover is not available, move to an interior wall.

· In library, immediately move away from windows and bookshelves. Take appropriate cover.

· In laboratories, all burners should be extinguished (if possible) before taking cover. Stay clear of hazardous chemicals, which may spill.

· In the multi-use room, take cover under the tables or move close to the interior walls away from windows.

If outdoors:

· Move to an open space, away from buildings and overhead power lines. Lie down or crouch low to the ground (legs will not be steady). Keep looking around to be aware of dangers, which may demand movement.

· On the school bus, stop the bus away from power lines, bridges, overpasses, and buildings. Students should remain in their seats and hold on.

NOTE:

· Doorways may become blocked if the door slams shut as the building shifts during an earthquake. If the door becomes jammed, it may be necessary to use the pry bar and gloves (in emergency backpack) to open the door or break windows to exit the classroom. If it is still not possible to exit the classroom, blow the whistle (in emergency backpack) to alert rescuers.

· Teachers should be organized in a "Buddy System". If one teacher is injured, the "buddy" teacher should evacuate both classes according to the earthquake evacuation procedure.

Post Earthquake Procedures

Responsibilities

· Staff 1. Evacuate students from the building (refer to p.40). Take class roster, emergency backpack and student kits. Check to be sure all students have left the school building. Tag the room with a green search and rescue tag if everyone is accounted for and is able to evacuate the room. If there are trapped or injured left in the room, tag the room with a red search and rescue tag to alert search and rescue teams.

· Staff 2. Students are not to be left unattended at any time during evacuation process. Students are to remain quiet during evacuation.

· Staff 3. Upon arrival at prearranged safe site, take roll and report attendance to Principal/designee immediately.

· Principal (or designee) 4. Set up Emergency Operations Center with your Emergency Operations Center Team.

· Principal 5. Notify police and fire (dial 911) if you have trapped or missing individuals. Organize Search and Rescue (SAR) teams, consisting of adults, to search for missing or trapped people.

· Search & Rescue Teams 6. Begin a search of the entire school building. Search rooms tagged with red Search and rescue tags for missing, trapped, or injured people. When everyone has been removed from the room, change the red tag to a green tag. Check rooms with green Search and Rescue tags to be sure no one is left in the rooms. Report activities to Principal or designee. After each room is searched and no one is left in the room, close and lock the door if possible.

· Principal 7. Organize the other Emergency Response Teams: the First Aid Team, Security/Damage Assessment Team, Student Release Team, and the Support Team.

· Security/Damage Teams 8. Inspect all utilities for leaks. Shut off the mains of any known or suspected leaking utilities. Notify Principal/designee of actions.

· Principal 9. Notify utility companies of any break or suspected break in utility lines as reported from Security/Damage Assessment Team.

· First Aid Teams 10. Set up the treatment area. Categorize patient injuries. Care for the injured. Report casualties and injuries to the Principal/designee.

· Support Team 11. Provide for the welfare and positive morale of the student population. Set up the cooking area to prepare food service for the students and staff. Maintain the food and water supplies. Provide for sanitation needs.

· Student Release Team 12. Students should be released only to authorized adults. Fill out student release forms for each student allowed to leave. 

Evacuation of a School Building

Before evacuating the building after an earthquake, consider the following: 

· There may be dangers outside of the building, which you must consider before evacuating the students.

· There may be no safe assembly area in the immediate vicinity.

· There may be no clear route out of the building to evacuate the students. Primary or alternate evacuation routes may need to be cleared before the students can be evacuated.

· The lighting inside the building will probably be out; it will be dark.

Before evacuating students, perform the following tasks:

· Assess the situation. Coordinate with your Buddy teacher.

· Determine if the primary or alternate building evacuation routes (refer to p.14) are clear. If not, coordinate with other staff to have them cleared of dangers.

· Determine if the assembly site is safe. If not, select an alternative assembly site.

· If wires are down, they should be avoided.

· Areas near chain link fences should be avoided; they are an electric shock hazard if live wires touch them.

· Do not forget to consider students with disabilities as you determine your evacuation routes.

After you have determined it is safe to do so, proceed with the evacuation of the school building.

If this was a Severe Earthquake

The school site may have to care for children up to three days after the event. The following supplies should be accumulated before an earthquake and stored in a shed separated from the school building. Having minimally these supplies will help in the aftermath of a severe earthquake. Remember: Prepare to be isolated for up to 72 hours.

Earthquake supplies

Immediately Accessible Supplies:

· Portable radio and batteries

· Map of utility shut-offs and emergency areas (color coordinated)

· Flashlights and batteries

· Bullhorn or megaphone

· Radio communication system such as HAM equipment

· utility shut off wrench--1/utility

· Storage containers for disaster supplies--Aluminum or wood sheds

· Water: 1/2 gallon/person/three days

· 3 1/2 oz. paper, biodegradable cups for water distribution--5 cups/day/person appropriate tool for dispensing water from container into cup

Sanitation supplies:

· Toilet--buckets with plastic bags

· Privacy shelter--1 per 25 people

· Toilet paper--20 rolls per 100 people

· Wet wipes--300 per 100 people

· Plastic bags, ties--10 per 100 people

Food and Food Related Items:

· (Non-perishable foods such as canned vegetables and fruits preferred. Avoid salty foods.)

· Cooking supplies--can opener, pots/pans, camp stove, fuel for cooking, paper plates, cups, paper towels, aluminum foil, matches

· Instant coffee

· Hard candies, Fruit roll-ups, other snacks

The following can be collected by asking each child to bring in one "Costco"-sized can of the following items. Divide assignments up by grade level e.g. each first grade student brings 1 large box of soda crackers.

· 40 oz. cans of beef stew

· Boxes of unsalted soda crackers

· Large cans of fruit cocktail

· Large cans of peaches

· Large cans of pork-n-beans

· Canned stews

· 46 oz. Cans of canned juices

· Cans of vegetable soup

First Aid Items:

· 4x4 compress--1000 per 500 students

· 8x10 compress--150 per 500 students

· Sterile ABD combine pads 5"x9"--25 per campus

· Sterile non stick Telfa pads 3"x4"--400 per campus

· Gauze rolls, non sterile--60 rolls of 3" by 10 yards

· Kerlix bandaging--1 per student

· Ace wrap 2 inch--12 per campus

· Ace wrap 4 inch--12 per campus

· Triangular bandages--24 per campus

· Cardboard splints, small--24 per campus

· Cardboard splints, medium--24 per campus

· Cardboard splints, large--24 per campus

· Aqua-Blox--0.016 x students/staff=number of cases

· Band-Aids, 3/4 inch size--300 per campus

· Extra large Band-Aids--50 per campus

· Butterfly bandages--50 each per campus

· Hydrogen peroxide--10 pints per campus

· Backboard with straps--1.5 per 100 students

· scissors (paramedic)--4 per campus

· Tweezers--3 assorted per campus

· Triage tags--50 per 500 students

· latex gloves--100 per 500 students

· oval eye patch--1 box of 50 per campus

· 1 inch cloth tapes--50 rolls per campus

· 2 inch cloth tapes--24 rolls per campus

· Dust masks--24 per 100 students

· Disposable Richter highway blankets--10 per 100 students

· First Aid books, standard--2 per campus

· First Aid books, advanced--2 per campus

· Space Blankets--1 per student/staff

· Two 20 feet by 20 feet ground covers for first aid station

· Waterproof signs for "Immediate Care" "Delayed Care" Crisis Counseling" and "Morgue"

· Clipboard, paper, report forms

· Self-inflating resuscitation bag and mask

· Tourniquets--25

· Cervical Collars--5

· Sterile saline solution--30 1000 ml bottles

· Irrigation trays-8

· Hydrogen peroxide

· Burn Packs, 3"x3"--40 per campus

· Cold packs--20 per campus

· Medications (Need to be dated and rotated):

· 10 Ammonia inhalants

· 4 64 oz Powdered Gatorade or other oral electrolytes

· 1000 antacid tablets

· 1000 325 mg Tylenol

· 150 25 mg Benadryl capsules

First Aid Items: (cont.)
· 2 Dramamine (for motion sickness from ground shaking)

· 2 bottles Imodium or Kaopectate

· Neosporin--box of 144 squeeze packs per campus

· 15 pints alcohol

· 12 rolls paper towels

· 12-33 gallon plastic bags

· 40 small plastic bags

· 200 pre moistened towelettes

· 2 packages safety pins

· 20 packets of tissues

· 30 blankets

· 30 foam sleeping pads

· 2 thermometers

Other items:

· Feminine hygiene products

· Teddy Bears/other stuffed animals (for 1/4 school population) for crisis counseling

· 10 Body bags

· Miscellaneous tools for uses other than search and rescue

· Utility shut off wrench--1/utility

· Pry bars, five to six feet--2 per campus

· Pick ax 6#--1 per campus

· Sledge hammer--1 per campus

· Square shovel--1 per campus

· Round shovel--1 per campus

· Barrier tape 3 inches x 1000 feet--3 per campus

· Street grade broom--1 per campus

· 2x4 wooden cribbing--18 per campus

· 4x4 wooden cribbing--15 per campus

· Wedges--6 per campus

· Flat and Phillips screwdrivers

Miscellaneous Items:

· Games and activities for kids

· Tents (for first aid station, cooking area and student shelter from elements)

· Fire extinguishers

Optional Items:

· Generator

· Search and rescue (SAR) equipment:

· Protective gear for SAR teams:

· Develop 5 member SAR teams--number based upon per classroom needed to search school site within 20 minutes.

· Hard hat--1/team member

· vest--1/team member

· gloves with leather palms--1/team member

· safety goggles--1/team member

· dust mask--1/team member

· whistles--1/team member

· Keys--one set/SAR team or one set/assigned area

· Basic SAR tools

· adjustable 10 inch pliers--1 per campus

· 8 inch lineman pliers-- 1 per campus

· Pry bar 24 inches--1 per campus

· mini folding hacksaw--1 per campus

· 18 inch bolt cutters--1 per campus

Optional Items: (cont.)

· hammer, 3#--1 per campus

· duct tape--1 roll per campus

· plastic bags--6 per campus

· folding shovel--1 per campus

· angle head flashlight--1 per campus

· 6 inch screwdriver--1 per campus

· 4 inch Phillips screwdriver--1 per campus

· Utility knife--1 per campus

· Container to hold tools--1 per campus

· Rope--20 feet

· SAR tags (red and green)

· Additional flashlights

· Batteries for flashlights (at least 2 sets per flashlight)

· Emergency lanterns

· 8'x10' heavy tarp

· 1 stretcher/team

EMERGENCY RESPONSE TEAMS

The most important part of the school emergency plan is to account for all students, their safety and well-being, and release them as soon as possible to their parent or designated guardian. Documentation is a key element for all team activity. These teams should be set up at the beginning of the school year to ensure the readiness of the school site to respond to a major earthquake.

+++++ REMEMBER: BE PREPARED TO BE ISOLATED FOR UP TO 72 HOURS +++++

1.
Emergency Operations Center Team


The principal or designee should head this team. The Emergency Operations Center Team will coordinate the formation and actions of the other teams. They will communicate directly with Emergency Response personnel and the District Office. All activities from the other teams should be reported to the Emergency Operations Center. A person on this team should be designated as responsible for communication.

2.
Search and Rescue Team


One or more groups of staff and/or parent volunteers (a team of adults) designated to "sweep" through the school building quickly. They are to rescue trapped or injured students and staff. One member of each group should have some first aid training. These team members should also be trained in fire suppression. This team's efforts should be coordinated with the First Aid Team. All activities should be reported back to the Emergency Operation Center.

3.
First Aid Team


This team of staff, students, and/or parent volunteers should be trained in First Aid and CPR. They are to establish the First Aid treatment area. They are responsible for categorizing the casualties and the injured. This team is also to supply care for the injured. This team's efforts should be coordinated with the Search and Rescue Team. All activities should be reported back to the Emergency Operation Center.

4.
Security/Damage Assessment Team


This team of staff and/or parent volunteers (a team of adults) shuts off utilities, assists in fire fighting efforts, secures the campus and puts up signs to direct parents to student release areas. All activities should be reported back to the Emergency Operation Center. After the immediate danger has passed, they will do a preliminary assessment of the buildings and report the nature and extent of damages to the Emergency Operation Center.

5.
Student Release Team


This team of staff is crucial to the timely and accurate release of students to their parents. This team coordinates with teachers to have orderly release of the students. Often the school secretary will head up this team. A report should be given to the Emergency Operation Center.

6.
Support Team


This team of staff, students, or parent volunteers is not an immediate response team. They will provide the support essential to the welfare and positive morale of the student population. Their main purpose is to secure, prepare, and serve food to students and staff. They are also responsible for the maintenance of the food and water supplies. The sanitation needs of the school population are also their responsibility. All activities provided should be reported back to the Emergency Operation Center.

EMERGENCY OPERATIONS CENTER TEAM

Responsibilities

Duties: the principal or designee should head this team. The Emergency Operations Center (EOC) Team will coordinate the formation and actions of the other teams. They will communicate directly with Emergency Response personnel and the District Office. All activities from the other teams should be reported to the EOC. This team is responsible for personnel issues. This team should document any costs incurred during this emergency. Who could do this job? Minimally a team of 4 staff or parent volunteers should be developed to serve as the EOC Team. A larger school may need a larger team. The Principal or designee should head the team. One person on the team should be responsible for communications. One person on the team should be responsible for accounting for students and staff.

1.
Team Leader


The Principal or a designee is the Team Leader. This person is responsible for all activities on the school site. This person should determine the schedule for their emergency teams. Avoid overworking personnel, it is generally recommended that people should not be working longer than a 12-hour shift plus shift transition periods.

2.
Assistant to Team Leader (Shadow)


This person serves as the liaison for the team leader and the other team members. If the team leader is in the field, this person provides communication between the EOC and the team leader.

3.
Communications Team Member


This person is responsible for communications between the emergency response teams. They are also responsible for communication to the outside world, such as the district office, emergency response personnel, the Red Cross, parents, etc. The communications person should prioritize communication in the following manner: 1) life threatening, 2) property threatening, 3) non-emergency. If you have a larger school, more than one person may need to do this job.

4.
Enumeration's Team Member


This person is responsible for accounting for all students and staff. They should have the roll call from the teachers in order to determine if any students are missing. Lists from Search and Rescue Teams and the First Aid team should also be given to this person. The Student Release Team should reports should also be given to this person. They should be able to determine if all staff and students are accounted for, the status of their health, and whether they were released to go home. If you have a larger school, more than one person may need to do this job.

Before the Earthquake: Determine how communications, rosters, and costs will be documented. In order to be reimbursed for costs from FEMA, Standardized Emergency Management System (SEMS) Training may be required. Contact your superintendent or the County Office of Emergency Services if you are interested in this training.

SEARCH AND RESCUE TEAM

Responsibilities

Duties: This team will need to sweep quickly through the school buildings to identify location of trapped or injured students and staff. They will rescue the trapped and the injured and assist the First Aid Team in treating the injured. In addition, they should help suppress fires. Who could do this job? Teams of 5 staff or parent volunteers should be developed as needed for the size of the school. This team should only consist of adults. 

Students should not be assisting search and rescue efforts. Custodians may not be a good choice for this team as they will be needed to assist with other urgent tasks such as shutting off utilities.

Before the Earthquake:

· Each team member should be assigned to be primarily responsible for either search or rescue. This is to prevent team members being torn between stopping to rescue people and continuing the search for other injured. Each team should designate who will serve as the leader and back-up to the leader.

· Teachers who are part of this team should coordinate with their "buddy" teachers, so that both they and their buddy are not both assigned to high priority roles during the first hours after the disaster.

· Obtain/Develop a resource list of neighborhood people trained in search and rescue, who would be willing to report to the school site after a major earthquake. Keep this list current.

· Annually check the search and rescue supplies on site. 

· Team members should be trained in search and rescue techniques, first aid, and fire suppression.

· Team members should also cross-train with the Security/Damage Assessment team so these teams can serve as back up to one another.

· Establish a pattern for searching the school site.

· Check fire extinguishers annually.

Immediately After the Earthquake:

· Complete evacuation priorities. If responsible for students, turn their care over to buddy teacher, aide or other staff.

· Report to earthquake supply shed for search and rescue equipment.

· Sweep through the school buildings following a pre-established pattern to quickly identify who is trapped or injured.

· Note tags on classroom doors. Green=OK, Red=trapped or injured people.

· Check every room in the school visually, vocally and physically as part of the initial sweep of the building. Make notes on the tags if additional trapped or injured are found.

· Rescue trapped or injured individuals. The injured should be transported to the first aid area.

· While searching buildings, look for obvious structural problems and/or significant structural damage. Avoid unsafe areas.

· Report to the Emergency Operations Center about the number and status of trapped victims. Request additional help as needed.

FIRST AID TEAM

Responsibilities

Duties: This team should establish the first aid treatment areas, triage, and provide first aid to people arriving at these areas. This team will need to coordinate with the Search and Rescue Team. Who could do this job? Teams of staff, students, or parent volunteers should be developed as needed for the size of the school. These individuals should be trained in First Aid and CPR.

Before the Earthquake:

· Assume that emergency medical personnel will be unable to respond to the school for the first 72 hours or longer after a major earthquake.

· Team members should be currently certified in First Aid and CPR.

· Teachers who are part of this team should coordinate with their buddy teachers, so that both they and their buddy are not both assigned to high priority roles during the first hours after the disaster.

· Obtain/develop a resource list of medically trained volunteers in the neighborhood who are willing to report to the school after a major earthquake. Keep this list current.

· Annually check to be sure that the first aid supplies are complete and up-to-date. Date all medical items so that age may quickly be determined.

· Develop an area plan for the First Aid Station.

First Aid Station Areas:

Minor Care

Have the teacher of each class group handle minor care. Advantages: This will provide security for children and avoids overloading the first aid station. Disadvantage: May overwhelm teacher.

Triage

Locate triage (injury sorting area) at the entry of the First Aid Station. This area is for the injured to be quickly evaluated for severity of injury and directed to the appropriate treatment area.

Immediate Care

For people with life and limb threatening injuries that require immediate attention, such as difficulty breathing, severe bleeding, major burns, and shock. Locate immediate care in an area out of sight of most students and staff, which is accessible to emergency vehicles.

Delayed Care

This level of care is for injuries that do not require immediate attention, usually within the first hour. These injuries may be lacerations, broken bones, wounds beyond a teacher's capabilities to handle, and for people needing medication. Locate near the immediate care area, but shield from the sight of the injured in immediate care area.

Crisis Counseling First Aid

Mild to moderate anxiety is best handled by teachers in class groups. Severe anxiety warrants special attention in a secluded area away from other first aid areas, since the sight of injured people may worsen the hysteria. This area should also be away from the student population because hysteria is contagious and can rapidly get out of control.

Morgue

Locate in an area out of sight of the students. This area should also be distant from the food supply and accessible by emergency vehicles. Use body bags or sheets to cover bodies being transported.

Immediately after the earthquake:

· Complete evacuation priorities. If responsible for students, turn their care over to buddy teacher, aide or other staff.

· Report immediately to the Emergency First Aid station area.

· Organize and establish the triage area first.

· Organize and establish the immediate care area.

· Organize and establish the delayed care area.

· Organize and establish the crisis counseling first aid area.

· Organize and establish the morgue as needed.

· Triage injured brought to the first aid station.

· Administer first aid to the injured.

· Coordinate with the Search and Rescue Team. Provide first aid to the trapped injured as they are rescued. If necessary be prepared to assist Search and Rescue Team provide first aid to the injured while they are trapped.

· Keep emergency card with each injured person.

· Record all cases on a central log in triage. If possible, assign an extra person to serve as record keeper. All injured released from the first aid station should also be recorded in the central log, including to whom they were released and their destination. If the injured was transported by emergency response personnel, note the destination of the transport.

· A team member should routinely check the student population in the evacuated area to see if anyone needs attention. If so, bring them back to the first aid station.

· Notify the Emergency Operations Center of number of injured and status of first aid treatment.

SECURITY/DAMAGE ASSESSMENT TEAM

Responsibilities

General Duties: Team members should be responsible for checking utilities and performing initial assessment of damage to buildings. This team should help suppress fires and coordinate with Search and Rescue Team. In addition, they should secure the campus to minimize unauthorized access or exit and direct parents to student release area.

Who could do this job? A team of staff or parent volunteers should be developed as needed for the size of the school. Custodians would be a good choice for this team. Team members should have access to master keys and should be trained as backup to the Search and Rescue Team.

Before the Earthquake:

· Team members should be trained to know when, how and where to shut off utilities, gas, electricity and water, as required.

· Check supplies to be sure the necessary tools to shut off utilities are there.

· Obtain the name and phone number of a structural engineer who is willing to report to your school site after the disaster.

· Check utility map of the school site for accuracy and completeness.

· Obtain training in emergency damage assessment.

· Go through the Hazard Assessment of the school site. Remove or correct any of the problems identified by the hazard assessment if possible.

· Team members should cross train with Search and Rescue Teams so that these teams can serve as back up to one another.

· Check fire extinguishers annually.

Immediately after the earthquake:

· Report to the earthquake supply shed for necessary supplies.

· A methodical sweep of the campus should be performed. Rapidly inspect all areas for the odor of leaking gas, electrical shorts or leaking water. If necessary, turn off the gas main, electricity, and/or water main. Do not enter damaged structures.

· Assist Search and Rescue Team as needed in fire suppression or other activity.

· Check the perimeter of the school site for damage such as downed wires.

· Post a team member at the school main entrance to direct emergency vehicles, traffic, and parents. Only emergency vehicles should be allowed on school grounds. All others must walk onsite. This point should be stressed to parents in the annual emergency procedure letter to them.

· Activities of the team should be reported to the Emergency Operations Center.

STUDENT RELEASE TEAM

Responsibilities

Duties: This team should document and assist the teachers in the release of students to parents and designated adults. Who could do this job? A team of staff or parent volunteers supervised by the school secretary would be a likely choice for this team.

Before the Earthquake:

· A letter should be sent home to parents at the beginning of each school year with the student emergency card, which explains the emergency plans of the school site. This letter should also explain what parents need to supply for their children and what procedures they should follow during a disaster.

· All student information should be in triplicate. One copy should be in the individual student kit, one copy in the teacher's emergency backpack and one copy should be kept in the office.

· Determine which site will be the emergency student release area. Develop the procedure to be used for releasing students.

· During the annual earthquake drill, test the student release procedure.

Immediately after the earthquake:

· Evacuate the office and bring emergency cards

· Set up Student Release Area.

· Have parents/designated adults sign-out students. The time and destination of the sign-out should be recorded.

· Coordinate with the Emergency Operations Center so it is known which students are trapped or injured.

· Report all activities to the Emergency Operations Center.

SUPPORT TEAM

Responsibilities

Duties: This team should facilitate and coordinate food supplies, meal preparation, meal distribution, water distribution, and sanitation set-up. 

Who could do this job? Ideally, a team of staff, student, or parent volunteers sufficient for the school size.

Before the Earthquake:

· Inventory all food, water, and cooking and sanitation supplies. Check expiration dates, replace out-dated supplies.

· At the beginning of the school year, all children should be asked to bring the zip lock bag containing their emergency kit supplies. In addition, each child should bring some canned or dry foodstuffs listed in supplies.

· Determine the best location of food preparation, food service, and water distribution. In addition, determine a location for the sanitation tents or shelters away from the food preparation area.

· Develop a food consumption plan for the school population, i.e. Students consume supplies in zip lock bag first. Remember the first hours after the earthquake will largely be spent rescuing the trapped and injured.

Immediately after the earthquake:

· Report to the Emergency Operations Center. Coordinate with the Principal/designee.

· Set up cooking area, water distribution area and sanitation areas. Do not allow waste from sanitation area to come within 200 feet of students or food/water supplies.

· Set up sheltering tents as necessary to protect the students from the elements.

(Another piece related to Earthquake procedure follows below:)

Earthquake
During an earthquake, remain calm and quickly follow the steps outlined below.

· If indoors, seek refuge in a doorway or under a desk or table. Stay away from glass windows, shelves, and heavy equipment. 

· If outdoors, move quickly away from buildings, utility poles, and other structures. Caution: Always avoid power or utility lines as they may be energized. 

· If in an automobile, stop in the safest place available, preferably away from power lines and trees. Stop as quickly as safety permits, but stay in the vehicle for the shelter it offers. 

· After the initial shock, evaluate the situation. If emergency help is necessary, call the Department of Campus Safety at X5566 if on campus, or 911 if off campus. Protect yourself at all times and be prepared for aftershocks. 

· Damaged facilities should be reported to the Department of Campus Safety at X5566 and Facilities Services at X5860. NOTE: Gas leaks and power failures create special hazards. Please refer to the section on Utility Failures. 

· If an emergency exists, activate the building alarm (fire alarm). 

· When the building evacuation alarm is sounded, walk to the nearest marked exit and ask others to do the same. 

· Move quickly to your Designated Emergency Assembly Point. 

· Assist those with disabilities in exiting the building! Remember that elevators are reserved for their use. Do not use elevators in case of fire. 

· Once outside, move to a clear area at least 500 feet away from the affected building(s). Keep streets, fire lanes, hydrants, and walkways clear for emergency vehicles and crews. 

· If requested, assist emergency crews as necessary. 

· A Campus Emergency Command Post may be set up near the emergency site. Keep clear of the Command Post unless you have official business. 

· Do not return to an evacuated building unless told to do so by a College official. 

Campus Closure, Delayed Openings, and Early Release

· The Director of Human Resources confers with the Vice President for Business Affairs and makes the decision after input from Campus Safety and Facilities Services. 

· The decision is relayed to Campus Safety, Facilities, the Director of College Relations, and President's Staff. 

· The automated voice-mail system is used to relay information to employees. CITS provides technical assistance. 

In the event of campus closure or delayed opening, announcements will be sent to the following media and internal communications from the Office of College Relations: 

· Radio Stations: W__, W___, and ____ 

· Television Stations: W___ (13), W___ (6) and W___ (10) 

· Electronic email messages to employees and students 

· Automated telephone message on 580-SNOW through Campus Safety 

· Messages on departmental phones as directors see fit 

In the event of an early release, Human Resources will use the voice-mail system to relay information to employees. Employees are required to confirm that they are released from work with their supervisor prior to leaving campus.
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Appendix I: 
Hurricanes 1
(The following plan as adapted from the Hurricane Operations Plan of The Citadel, is an example of a very comprehensive incident plan. Most institutional plans won’t be this detailed, but this is an example of one approach to a hurricane incident.)

(Original-12 Sep 1995) (Revised July 2001)

Hurricane Operations Plan (OPLAN)

References:

a.
The Citadel Safety and Emergency Policies and Procedures Program.

b. 
South Carolina Emergency Operations Plan

c. 
Emergency Operation Plan, Charleston County EPD

Task Organization:
See Annex A

Assumptions: County and/or State Emergency Preparedness organizations will provide early warning of a pending hurricane. Emergency assistance will not be available.

President's Intent: Preclude the loss of life; minimize damage to property, equipment, utility systems and facilities; and, return to normal operations as quickly as possible.

1.
Situation


A hurricane is expected to make landfall in the Charleston area.

2. 
Mission


The Citadel takes actions necessary to preclude loss of life and to minimize damage to property, equipment, utility systems, and facilities as a result of a hurricane striking the Charleston, SC area; and, prepares to conduct recovery operations to restore essential services and return to normal operations.

3.
Concept of Operations:


a.
Tropical Storm/Hurricane Operational Conditions (OPCONs) are at Annex B.



Upon notification of an OPCON IV condition, all activities having responsibilities as outlined in this plan will begin making necessary preparations to execute their responsibilities, and the Hurricane Phase of operations will begin.



Upon notification of an OPCON III condition and/or upon direction of the President, acting President or Vice President for Facilities and Engineering (VPFE), the Emergency Operations Center (EOC) will be partially activated and consist of the Director of Public Safety, and a minimum of two action officers provided by the Commandant of Cadets. The Council (EC), less the President, will meet within two hours from notification of OPCON III, or upon call of the VPFE, to discuss the hurricane threat situation, the status of preparations, and critical decisions to be rendered. 



Upon notification of an OPCON II hurricane condition, the EOC will be fully activated with four additional action officers provided by The Commandant of Cadets, and/or the Vice President for Academic Affairs, to facilitate 24- hour per day operations. Other personnel listed in Annex A will be provided on call and/or attend EOC meetings scheduled by the VPFE. The full EC will meet within two hours of OPCON II notification, and at noon each day thereafter, or upon call of the VPFE, to review the status of planning and to render critical decisions. This Task organization will be maintained through OPCON I (Evacuation), until the effects of a hurricane occur or the threat is lifted. After impact of the hurricane, or as directed by the VPFE, the Director of Physical Plant will assume the responsibility of Deputy Commander of the EOC. At this point, the Recovery Phase of operations will start. The EOC will continue to function until it is inactivated by the VPFE. Once activated, all information and announcements related to the hurricane will be disseminated and/or approved by the EOC/VPFE. 

 The Citadel, Charleston, S.C., 12 Sep 95, as amended



Notification of OPCON conditions will be received by Public Safety via the Emergency Communications Network and conveyed immediately to the VPFE. This information will be further disseminated by the most expedient means available to all Citadel activities, and the faculty and staff. A bed-down facility for faculty and staff requiring shelter will be activated at OPCON II. A Notification Hour (N-Hour) sequence of critical actions during each OPCON of the hurricane threat is provided at Annex B.


b.
Tasks



(1)
President




(a)
Provide overall guidance and supervision for the emergency.




(b)
Chair the Emergency Council.



(2)
Vice President for Academic Affairs (VPAA)




(a)
Serve as Vice Chairman of the Emergency Council.




(b)
Assume the responsibilities of the President in his absence.




(c) 
Develop plans and procedures for the safeguard of records, artifacts and museum items.




(d)
In coordination with the Vice President for Communications, keep faculty members informed on the status of hurricane activities.




(e)
Provide faculty members to the EOC Commander to serve as action officers per Paragraph 3.a. above.



(3)
Commandant of Cadets (CC)




(a)
Serve as a member of the Emergency Council.




(b)
In coordination with the VPAA, VPFE, VPFA and Director of Athletics, develop plans for the bed down and/or evacuation of 
Citadel Cadets as Annex D to this OPLAN.




(c)
Supervise operations associated with the bed down of Citadel faculty and staff members seeking shelter.




(d)
Provide a liaison officer to the EOC, as required or requested by the EOC Commander.




(e)
Provide cadets/military personnel to the EOC Commander to serve as action officers per Paragraph 3.a. above.



(4)
Vice President for Facilities and Engineering (VPFE) 




(a)
Serve as a member of the Emergency Council.




(b)
Serve as EOC/Incident Commander and direct operation of the EOC.




(c)
Overall responsible for development and implementation of this OPLAN.




(d)
Responsible to receive input and prepare an after-action report.




(e)
Overall responsible for supervising emergency actions and recovery efforts.




(f)
Responsible for establishing work efforts and priorities associated with hurricane preparation and recovery.




(g)
Be prepared to coordinate bed-down requirements for the South Carolina National Guard, Volunteer Technical Assistance Group, and others to assist with recovery efforts.



(5)
Vice President for Finance and Business Affairs (VPFA) 




(a)
Serve as a member of the Emergency Council.




(b)
Develop plans to provide personnel, medical, food service, procurement, and financial support for the emergency as Annex C to this OPLAN.




(c)
Provide personnel, medical, food service and contracting liaison personnel to serve as point of contact for the EOC Commander.




(d)
Develop plans and procedures to issue paychecks and handle disbursements for emergency services as part of Annex C.




(e)
Develop plans and procedures to account for costs associated 
with the 





emergency as part of Annex C.




(f)
Declare an emergency for appropriate procurement actions to facilitate utilizing Emergency procedures outlined in the State Procurement Code.



(6)
Director of Athletics (DA)




(a)
Serve as a member of the Emergency Council.




(b)
Provide facilities for the bed down of personnel and the secure 
storage of equipment.




(c)
Provide a liaison officer to the EOC. as required or requested by the EOC Commander.




(d)
Be prepared to provide athletes and Athletic Department personnel to the EOC to assist with preparation and/or recovery operations.



(7)
Executive Assistant to the President




(a)
Serve as a member of the Emergency Council.




(b)
Assume responsibility for operation of the Emergency Council Chamber in the Executive Conference Room.




(c)
Ensure a recorder is provided to take minutes of Emergency Council meetings.



(8)
Director of Governmental and Community Affairs




(a)
Serves as a member of the Emergency Council.




(b)
Serve as liaison to the County Emergency Preparedness Division, and render reports to the VPFE/EC.




(c)
Coordinate and maintain communications with local community groups, and other State and Federal organizations that have an interest in the emergency.




(d)
Oversee the dissemination of information to the media and be responsible for broadcasting Citadel information on the hurricane via the DAWG Line.



(9)
Vice President for Communications




(a)
Serves as a member of the Emergency Council.




(b)
Oversee the dissemination of information to the media and all campus faculties and staff members.




(c)
Establish the DAWG Line for the emergency and be responsible for the dissemination of all information through this means of communication and The 
Citadel's Internet web sites. All official communications concerning the emergency will first be approved by the Emergency Council, the President, or the President's successor in the chain of command.



(10)
Other Special Staff Personnel of the Emergency Council: Other special staff personnel identified as members of the Emergency Council will assist and provide advice to the Emergency Council in their areas of expertise.



(11) 
Director of Physical Plant




(a)
Serve as Deputy EOC Commander during the Recovery Phase.




(b) 
Develop plans to minimize wind and water damage to State real property and equipment, facilitate the continuity of operations, and execute cleanup and recovery efforts as Annex E to this OPLAN. Include procedures to protect The Citadel Beach House as part of this Annex.




(c) 
Be prepared to provide emergency water, fuel and electrical power to the EOC/Public Safety Office, Emergency Council Chamber, Coward Hall bed-down facilities, and the Physical Plant buildings. Ensure personnel are available to operate emergency power generation equipment.




(d)
Be prepared to evacuate State vehicles, equipment and boats to a safe location.




(e)
Maintain information on the track and status of the hurricane.




(f) 
Provide "walkie-talkie" radios to those EOC/EC personnel remaining on campus, as directed.




(g) 
Pre-position mattresses in the Coward Hall bed-down facility.




(h) 
Pre-position and/or provide materials to minimize wind and water damage.



(12)
Director of Public Safety




(a) 
Serve as Deputy EOC Commander during the Hurricane Phase of operations.




(b) 
Provide law enforcement plans and services to include traffic control, evacuation and the security of campus facilities.




(c)
Maintain contact with other law enforcement activities and emergency services. Develop procedures to handle looting in coordination with these activities.




(d) 
Maintain radio contact with the EOC and ensure OPCON condition notifications are recorded and conveyed to the VPFE/EOC.




(e) 
Develop priorities for debris removal and establish traffic control points to facilitate vehicular movement.




(f) 
Prepare Annex I, Security Services, to this plan covering, as a minimum, the specific responsibilities indicated above.




(g) 
Review The Citadel Safety and Emergency Procedures Program dated February 1992 (Reference a.) and ensure it is consistent with procedures outlined in this 
document. Recommend changes if required.




(h) 
Maintain accountability of personnel residing on campus to the 
extent possible.




(i) 
Disseminate hurricane information provided through emergency notification channels or as directed by the President and/or Commander of the EOC.




(j) 
Secure and be prepared to provide direction for use of the parking garage on Hagood Avenue.



(13) 
Director of Human Resources




(a) 
Maintain the master Citadel Emergency Notification List.




(b) 
In coordination with VP for Communications, keep staff members informed on the status of hurricane activities.




(c) 
Provide direction and advice as required on all personnel matters.




(d) 
Identify personnel to assist in operation of the EOC and/or Emergency Council Chamber.



(14) 
Director of Auxiliary Services




(a) 
Ensure communications circuits and instruments are available in the EOC and Emergency Council Chamber to conduct business.




(b) 
Provide a liaison officer to the EOC as required or requested by the VPFE.




(c) 
Develop a phone directory for elements of the EOC and Emergency Council at Annex J to this OPLAN.




(d) 
Be prepared to provide food services and/or supplies for the emergency as required or directed.



(15) 
Director of Procurement Services




Be prepared to administer emergency procurement activities associated with hurricane preparation and recovery.



(16) 
Resident Architect




Be prepared to supervise and/or coordinate matters related to contract construction and/or a construction management agent.



(17) 
Director of Information Technology Services (ITS)




(a) 
Be prepared to provide computer support to the EOC and campus users. Publish appropriate guidance to protect equipment as Annex H to this OPLAN.




(b) 
Be prepared to effect recovery operations to bring computer equipment on-line.



(18) 
Other representatives identified above or in the Task Organization:




(a) 
Be available in the EOC as directed by the EOC Commander.




(b) 
Provide information, advice, and effect coordination in areas of expertise.

4.
Coordinating Instructions:


a.
This OPLAN will become an Operations Order (OPORD) for execution upon the decision of the President. Planning and the development of Annexes will be continuous. Annexes and their updates will be submitted to the VPFA.


b.
All Senior Faculty and Staff personnel and Building Coordinators will take necessary actions to preclude the loss of life, and minimize damage to equipment and facilities they are responsible for.


c.
Individuals remaining at The Citadel during the hurricane will report to their specific location or designated bed-down sites with sleep gear, personal items and a three-day supply of food and water. Generally, only Public Safety will be required to remain on campus during the impact of a hurricane, along with the President or EOC Commander and volunteer EOC support personnel.


d.
The EOC will be staffed and prepared to conduct business 24 hours per day commencing at OPCON II.


e.
Supervisors and department heads will maintain accountability of assigned personnel and be able to identify, to the extent possible, their evacuation location, phone number and/or campus location. This information, to include that on the supervisor/department head, will be transmitted to the EOC within 24 hours subsequent to partial activation of the EOC. Updates will be given as necessary. Guidance on hazardous weather and emergency leave is provided in Annex C.


f.
All Executive Staff members will ensure that they and their departments/directorates maintain a current alert notification roster and assist in maintaining accountability of their personnel. The updated roster will be forwarded to the EOC upon notification of OPCON 4. They will also provide the names of individuals remaining on campus during a hurricane to the Emergency Operations Center.


g.
If a decision is made to evacuate, individuals desiring to remain on campus throughout the hurricane emergency will notify their supervisors and the EOC. Individuals in campus housing who choose to remain in their quarters will do so at their own risk. No priority for assistance or recovery will be given to housing occupants. Bed-down facilities are as specified in the OPLAN. Only State or Federal support/assistance activities, students, faculty, staff and other Citadel employees and their immediate families are authorized to use specified bed-down facilities on campus, unless otherwise approved by the President. Personnel occupying the bed-down facility will be prepared to evacuate if the situation changes and the President orders it. Personnel occupying bed-down facilities cannot assume that The Citadel will have food or bedding items available. 


h.
To protect records, the following steps will be taken:



(1) 
Box records not in file cabinets.



(2) 
Take records out of bottom file drawers and box them.



(3) 
Place microfilm and fiche in plastic bags.



(4) 
Place boxes and plastic bags on desktop or file cabinets.



(5)
Cover file cabinets and boxes with plastic.


i.
All activities/departments will submit after-action report items to the VPFA within five days following closure of the EOC. Format for each topic/issue is: Topic/Issue, Discussion, Recommendation.


j.
Upon closure of the Infirmary, medical activities will be handled out of Coward Hall to the extent possible. Those remaining on campus must assume that no professional medical support will be immediately available during the hurricane threat or through recovery efforts.

5.
Service Support:


a.
Personnel bed down facilities are: Coward Hall (faculty and staff), Deas Hall, barracks and McAlister Field House, in priority. McAlister Field House and Deas Hall will not be used during the actual hurricane as a bed-down facility.


b.
Equipment bed down locations are:



(1)
Critical vehicles and rolling equipment, in priority - under/in barracks, under stadium seating, behind Mark Clark Hall, inside McAlister Field House.



(2) 
Excess and private vehicles and equipment -in the multi- level parking garage on Hagood Avenue.



(3)
Boats - in or under the stadium.


c.
Priorities for protection and continuity of facilities are:



(1)
Bond Hall Communication Room, 2nd floor.



(2)
Public Safety Office



(3) 
Coward Hall



(4) 
Physical Plant Office



(5) 
Infirmary



(6) 
Other bed down locations.



(7) 
Boiler Plant.



(8) 
Other facilities.


d. 
Power Generation Equipment Requirements.



(1) 
Bond Hall Communications Room-Office of Information Resources generator.



(2) 
Bond Hall Emergency Council Chamber- hand portable generator, lights only.



(3) 
Coward Hall-TBD (400 KVA generator).



(4) 
Public Safety Office-2 KVA portable generator.



(5) 
McAlister Field House-installed generator.



(6) 
Boiler Plant-TBD (100 KVA requirement).



(7) 
Infirmary-TBD (40 KVA requirement).



(8) 
Deas Hall-TBD (300 KVA requirement).



(9) 
President’s House -5 KVA requirement, refrigeration only.



(10) 
Physical Plant Offices-TBD (65 KVA requirement, use organic 100 KVA).



(11) 
Seignious Hall-TBD (150 KVA requirement).



(12) 
President’s Hallway-TBD (65 KVA requirement).


e. 
Supplies.



(1)
CL I (Food): VPFA responsibility. Individuals bring three-day supply.



(2) 
CL II (Clothing, tools, housekeeping): Individual and Physical Plant responsibility.



(3) 
CL III (Fuel, oil, lubricants): Physical Plant responsibility. Vehicles will be stored for the emergency with full fuel tanks.



(4) 
CL IV (Construction materials): Physical Plant responsibility.



(5)
CL V (Ammunition): Public Safety responsibility. Check special ammunition requirements to control looting.



(6)
CL VI (Personal items): Individual responsibility.



(7) 
CL VII (Major Equipment): Physical Plant responsibility.



(8)
CL VIII (Medical): VPFA responsibility.



(9) 
CL IX (Repair Parts): Physical Plant responsibility.



(10) 
Water: Physical Plant responsibility. An organic water storage container will be secured in vicinity of Coward Hall. Priorities for other facilities are the Infirmary, bed down sites, Deas Hall, McAlister Field House and Bond Hall.


f.
All procurement actions associated with the hurricane will be administered under the purview of the Director of Procurement Services. Contract administration and construction management efforts will be supervised by the Resident Architect. To the extent possible, contract administration and construction management support will be provided by contractors currently performing work at The Citadel (i.e., Davis and Floyd - Tom LaRoach, 554-8602, is the point of contact).


g.
Physical Plant will preposition a boat, chain saw, fuel and other equipment requested by Public Safety.

6.
Command and Signal:


a.
Command Post is the EOC located in the Public Safety Office. Alternate Command Post is the Physical Plant Office.


b. 
Emergency Council will meet in the Executive Conference Room in Bond Hall, the Emergency Council Chamber. Alternate meeting area is the Achurch Room in Capers Hall.


c. 
The succession of command during implementation of this OPLAN will be the President, the Vice President for Academic Affairs, the Commandant of Cadets, the Vice President for Facilities and Engineering, the Vice President for Finance and Business Affairs, the Director of Athletics and the Executive Assistant to the President.


d.
The EOC, Emergency Council and Public Safety will be capable of maintaining contact with external activities via the South Carolina Emergency Communications Network.


e. 
Individuals/activities calling the EOC will use the telephone number 843-953-7023/4/5. The FAX number is 953-7022. The phone number for the DAWG Line is 953-3294 (953-DAWG). Other telephone numbers will be made available as required.

FOR THE PRESIDENT

OFFICIAL 






D. M. Tomasik









Colonel, USA, Retired









Vice President for Facilities and









Engineering

DISTRIBUTION:

A

ANNEXES:

A. Task Organization

B. Operational Conditions (OPCONs) and Notification Hour Sequence

C. Personnel, Medical, Food Service, Financial, Procurement (VPFA)

D. Bed down and Evacuation of Cadets (Commandant)

E. Physical Plant Preparation and Recovery Operations (Physical Plant)

F. Public Affairs (Public Affairs)

G. Omitted

H. Information Technology Services Guidance (ITS)

I. Security Services (Public Safety)

J. Phone Directory (Admin Services)

K. Omitted

Annex A: Task Organization

Emergency Council

President


Vice President for Academic Affairs


Commandant of Cadets


Vice President for Facilities and Engineering


Vice President for Business and Financial Affairs


Executive Assistant to the President


Vice President for Communications


Director of Athletics


Assistant to the President (Legal)


Director of Governmental and Community Affairs


Other Administrative Personnel

Emergency Operations Center

Hurricane Phase


Vice President for Facilities and Engineering



Director of Public Safety




Six Action Officers (On Call)




Director of Procurement Services




Resident Architect




Director of Physical Plant




Safety Officer




Public Relations Officer




Commandant of Cadets Liaison




Athletics Department Liaison




Director of Auxiliary Activities




Director of Information Technology Services




Other Administrative Personnel




VPFA Representative(s)





Dining Services





Finance





Medical



Director of Human Resources




Faculty Liaison

Recovery Phase

Vice President for Facilities and Engineering


Director of Physical Plant


Six Action Officers



 (On Call)



Director of Procurement Services



Resident Architect



Public Safety Liaison



Dean of Undergraduate Studies



Director of Human Resources



Safety Officer



Public Relations Officer



Commandant of Cadets Liaison



Athletics Department Liaison



Director of Auxiliary Activities



Director of Information Technology Services



Other Administrative Personnel



VPFA Representative(s)




Dining Services




Finance




Medical



Director of Human Resources




Faculty Liaison
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Annex B: TROPICAL STORM/HURRICANE OPERATIONAL CONDITIONS (OPCONs)

OPCON 5:
Hurricane Season Entered

· OPCON 5 starts on 1 June unless an early season storm places us in this condition earlier.

· All storm plans and SOPs should be reviewed including Home Plans.

· Points of Contact and Telephone Numbers verified.

· All storms are tracked and monitored.

OPCON 4:
Notification and Alert

· Local officials notified that a storm could possibly be a threat to South Carolina.

· EOC will be under a "Limited Activation", primarily staffed by EPD personnel.

· All county departments, public safety agencies, hospitals, and response organizations notified.

· 800 Radio Pager Warning Network activated for this and subsequent OPCON upgrades

OPCON 3:
Stand-By

· Storm poses a significant threat to South Carolina.

· EOCs "Partially Activated" with EPD staff and Key Agency representatives.

· Pre-evacuation conferences held with Police, Shelter teams and other agencies impacted.

· Emergency Council Meeting conducted to discuss Voluntary Relocation, County Evacuation, as well as a Governor-ordered mandatory evacuation.

· Key personnel Not Activated at this time will complete personal preparation for duty and keep their location and phone number known.

OPCON 2: 
Full Alert and Preparation

· Decision to evacuate automatically moves response teams to OPCON 2.

· EOC will be at "Full Activation" with necessary personnel to effect Evacuation, Sheltering, Response and Initial Recovery.

· Moving to OPCON 2 commits substantial amounts of local and state monies to the storm effort.

· Evacuation preparation for Law Enforcement and Shelter Teams requires approximately five hours.

OPCON 1: 
Evacuation

· Once Decision to Evacuate is Announced, OPCON 1 will be established and maintained until an All-Clear is announced.

NOTIFICATION HOUR (N-HOUR) SEQUENCE

OPCON V

· Review Plans

· Verify Phone Number Listing and Points of Contact

· Review/Identify Emergency Equipment, Material and Supply Requirements

OPCON IV

· Prepare to Execute Responsibilities Outlined in This Plan

· Liaison Established with EPD (VPIA and Public Safety)

· Planning Meeting of all EOC Members Listed in Task Organization

· Preliminary Guidance Published to Faculty, Staff, Students Via Fax, Dawg Line.

· Coordinate Occupancy/Use of Facilities

· Install Communications Instruments in EOC and Emergency Council Chamber (Admin Serv)

· Identify Venders for Emergency Equipment and Supplies (Procurement)

· Updated Alert Notification Rosters Provided to EOC

OPCON III

· EOC Partially Activated

· EC (Less President) Meets Within Two Hours

· Prepare to Execute Plans for Bed Down and Evacuation

· Pre-position Emergency Equipment, Material and Supplies

· Verify Availability of Facilities for Bed Down and Storage

· Prepare to Execute Contracts for Emergency Equipment and Supplies (Procurement)

OPCON II

· EOC Fully Activated

· EC Meets Within Two Hours

· Decision Made to Evacuate/Store Boats and Vehicles (VPFA)

· Decision Made to Procure Emergency Equipment (VPFA)

· Guidance Published to Faculty, Staff, Students Via VAX, DAWG Line (EOC)

· Bed Down Facilities Available for Faculty and Staff (If determined)

· Decision Made to Bed Down Cadets/Students/Campers (Commandant)

· Decision Made to Board/Sandbag/Secure Structures and Store Loose Items (VPFE)

· Guidance Given on Work Schedule (VPFA through EOC)

· Plans to Evacuate Finalized

OPCON I

· Decision Made to Evacuate

· Improvements Made to Secure Structures and Equipment

· Prepare to Maintain Continuity of Utility Services

· Prepare for Recovery Operations
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ANNEX C:
Medical Support/Food Service Support/Procurement Support/Financial Support Personnel Support (Leave Guidance)

Medical Support

Medical support provided during a hurricane will depend upon whether the Corps of Cadets will be on campus or evacuated.

Cadet Evacuation

In the event of cadet evacuation, the Infirmary will be closed and its staff will follow the directions provided for college nonessential staff. Drugs requiring refrigeration will be taken to Coward Hall and placed in a secure refrigerator. Coward Hall is expected to have emergency power during the storm and its aftermath.

Cadets Not Evacuated

If the Corps of Cadets is not evacuated, the Infirmary will maintain its operational schedule. The decision to move ill cadets to another area will be made by the college physician.

Food Service

Coward Hall will be provided with emergency generators in the event of a hurricane. Actions taken by the food service provide will differ between an evacuation of the Corps of Cadets and no evacuation.

All Cases

The Director of Dining Services will coordinate with the Physical Plant to begin lowering the temperature in refrigerators with OPCON 3 (Standby) is issued. Space for a refrigerator for Infirmary drugs will be set aside.

Cadet Evacuation

In the event of cadet evacuation, the Dining Service will close and send its employees home during the storm.

After the storm, individuals designated by the Director, such as cooks, will be considered as essential personnel and will be required to come to the campus to provide food service as required.

All campus residents are responsible for maintaining their own hurricane readiness, just as off-campus residents are. On-campus residents should stock up on water and food as indicated by information coming from television, radio, and the emergency preparedness services. They should be prepared to be able to provide for their own existence should electricity and water not be available. They should not plan to rely solely on the food service provider, since the provider may have difficulty getting its own personnel back to the campus.

As soon as possible after a hurricane, the Director of Dining Services will provide meals at cost to individuals. Meals may be basic and may be cold. Any member of The Citadel family, if sponsored by a current Citadel employee, may partake of any meals provided. All personnel eating will be required to print their name, their Citadel sponsor’s name, and the sponsor’s social security number for each meal eaten. The attached sign-in sheet will be used for each meal. The Citadel sponsor will be billed for all meals provided.

Cadets Not Evacuated

In the event cadets are not evacuated, the Director of Dining Services will make every attempt to keep with the current schedule. In some instances, cold meals will have to be substituted for hot meals.

Annex C

Meals Served to Non-Cadets During Hurricanes or Other Natural Disasters

DAY: __________________



 DATE: ___________________________

MEAL: ______________________________

COST PER MEAL: __________________

	Name of Guest


	Name of Sponsoring Person
	Guest Social Security No.
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Procurement Services

Procurement Services provides the necessary guidance and direction for the procurement of pre-/post-hurricane supplies, services, and repairs. The Director of Procurement Services will participate as a member of the Emergency Operations Center on an as needed basis during the Hurricane and Recovery Phases.


1.
Procurement Services will ensure that hard copy purchasing documents, departmental orders, purchasing requisitions/orders are available for use in the event that the central computer is inoperative.


2.
Upon notification that a hurricane is eminent, Procurement Services will attempt to place contractors/service providers on a “will call” contract basis.


3.
Upon declaration of an emergency by the President or Vice President for Finance and Business Affairs, Procurement Services will comply with the Emergency Procurement Procedures of the South Carolina Consolidated Procurement Code.


4.
Procurement Officers will staff the purchasing office as soon as possible after the hurricane to begin the recovery phase. If telephone service is available, the Purchasing Office’s primary phone number will be 953-5279. All campus purchasing actions will be directed by the Purchasing Office.


5.
Upon notification that the emergency condition has been canceled, the Procurement Office will return to normal operations under the Procurement Code.

Financial Services

Payroll Checks:

Procedures to prepare payroll checks during an emergency differ depending on where we are in the payroll cycle and how much advance warning we have of the emergency. If we have distributed time sheets and have several days notice of an impending emergency, we can notify departments to complete time sheets (estimating time if necessary), and run payroll and print checks before the emergency occurs. If we have no time to run the payroll, we can use the prior payroll net pay figures to prepare hand checks for all Citadel employees. On the next payroll run, we will calculate pay for the current period and prior period, and deduct the amount paid on the hand check prepared after the emergency (following our established manual check payback procedures).

Accounts Payable Checks:

Accounts Payable checks should not be a problem during an emergency. If we have advance warning of an emergency, we can notify departments to complete receiving on items that have been received, and then we can pay all appropriate invoices. Even if we have no warning of an impending emergency situation, we should have no problem with accounts payable checks because we are paying all vendors on a current basis. Most local vendors will accept Citadel purchase orders or credit card charges. We can issue hand checks in any situation where a check is required. However, maximum use should be made of the credit cards.
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Disaster Reimbursement Process

1.0 
Introduction


When a major disaster strikes, state agencies may be eligible for reimbursement for expenses by means of insurance and federal funds provided through FEMA. This policy assigns responsibility within The Citadel in order that the insurance and FEMA reimbursements can be handled efficiently and effectively. A coordinated effort is required if that is to happen.

2.0 
Responsibilities


A.
The Vice President for Finance and Business Affairs will be the college’s certifying official for all federal documents and requested insurance reimbursements.


B. 
The Director, Financial Services, is responsible for overall coordination of the efforts associated with documenting costs and claiming reimbursement. This individual will rely heavily upon Physical Plant and Facilities Engineering staffs (both professional and clerical) to provide the detailed documentation and support of the reimbursement process. The Director, Financial Services, is assigned this responsibility because past experience with Hurricane Hugo indicated primary weaknesses in having a non-finance person coordinate the cost documentation and fund recovery effort.

· A central contact point for FEMA must be on campus.

· One individual needs to understand the reimbursement requirements and see that those requirements are met.

· A finance person needs to establish accounts and direct workers to ensure they report costs to the proper account.

· A finance person needs to be able to associate the various DSRs with the accounts being used and direct changes as soon as errors are noted or additional information becomes available or needs to be made available.

· One person needs to coordinate the movement of insurance and federal funds into the proper accounts.

The Director, Financial Services, will coordinate the signing of all documents by the Chief Financial Officer and Certifying Official for the college.

The Director, Financial Services, will assembly vendor payment documentation (not cost documentation) for costs incurred by the college. 


C. 
The Vice President for Facilities and Engineering will be responsible for assigning specific individuals to work with insurance and FEMA inspectors to:

· Investigate and document damage

· Estimate costs for repair

· File damage claims with the State Insurance Reserve

· Prepare DSR forms as required by FEMA

· Properly document actual charges to the various DSRs

3.0 
Procedure


A. 
The Director, Financial Services, will attend and coordinate the attendance of other required personnel at meetings called by the Governor’s Disaster Recovery Staff. 


B. 
The Director, Financial Services, will prepare the “Notice of Interest” and “Designation of Applicant’s Agent” for each disaster for which federal reimbursement is possible.


C. 
The Director, Financial Services, will coordinate the arrival of FEMA/Insurance inspectors on campus with the designee(s) of the Vice President for Facilities and Engineering.


D. 
The Buildings Division Chief will be the college’s representative to coordinate the inspection and estimation of costs with FEMA/Insurance inspectors. This person will rely heavily upon other members of the Physical Plant staff to assist in preparing detailed, accurate estimates of the damages.
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E. 
The Safety Office/Risk Manager will be responsible for preparing the DSRs based on the data provided by the Chief of Building Division. Preparation of DSRs must be closely coordinated with insurance reimbursements that are going on at the same time. Clerical help will be provided by the Physical Plant staff. All completed DSR forms and insurance claim forms will be coordinated through the Director, Financial Services, prior to signature by any college official.


F. 
The Physical Plant Business Manager will be responsible for documenting all costs associated with each DSR. Actual costs will be required. This is no different than what this position does for insurance claims at this time.

· Items pulled from shop stock will have to reference a voucher paid by the college’s accounts payable department to verify the actual costs of the items used.

· Actual labor costs, not shop rates , will be required to be charged to work orders.

· Work orders will be prepared based on estimated eligible costs. For example, Citadel full-time employees’ regular time is not an eligible cost for disaster preparation while the regular time for temporary employees is eligible. Overtime costs are eligible. The Physical Plant Business Office will only charge the eligible overtime costs to a work order that involves preparing for a disaster. It will be the responsibility of that office to separate costs charged to an account between eligible and non-eligible labor.

· Supply costs will be much easier to document, but a tie to the source purchase order will be required for each supply item. The Physical Plant Business Manager may have to review vouchers pulled by Accounts Payable to determine the costs of various shop stock charged to a DSR. Actual purchase requisitions charged to a DSR will be much easier to document and will be used whenever it is possible.

· Administrative costs are not included in the costs charged to DSRs.

Hazardous Weather and Emergency Leave

I. 
Policy


A. 
This document sets forth The Citadel policy on hazardous weather and emergency leave for all employees including temporary and student employees, pursuant to regulations of the South Carolina Office of Human Resources.


B.
"Emergency Condition" means circumstances that would expose Citadel employees to harmful or unsafe conditions, as determined by the Governor's Office.


C.
Declaration of Emergency



1.
 The Governor has sole authority to excuse employees of State government from reporting to work during extreme weather or other emergency conditions. The Governor will issue a Declaration of Emergency stating that, because of extreme weather or other specified emergency conditions, employees should not report to work. Unless a Declaration of Emergency has been issued, all State government employees are expected to report for work.



2.
A Declaration of Emergency may be applicable to all employees in the entire State, or only to those employees in one geographical region of the State, or a combination of geographical regions. Non-essential employees who live or work within the regions specified will not be expected to report to work and compensation will be determined in accordance with Section I. D. of this policy.



3.
During a Declaration of Emergency, all essential and direct care services will be maintained. The President, Vice President, Commandant, Director of Athletics, Deans and All Department Heads will identify essential employees by position, classification or internal title and will post a list thereof. To the extent possible, no change of the essential employee roster should be made after the Declaration of Emergency.



4.
No provision of the Hazardous Weather and Emergency Leave policy will preclude the necessary, immediate evacuation of a facility by an authorized supervisor in the interest of personal safety.
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D.
 Compensation During Declaration of Emergency



1.
Employees who do not report to work or who report late during a Declaration of Emergency will use annual or compensatory leave, take leave without pay or be allowed to make up time lost from work.



2.
Employees will be given the option of making up the time lost from work; however, the time will be made up and/or scheduled according to the business needs of the College. Making up the lost time should be done in a reasonable length of time, preferably within a 30 day calendar period. Make up time should be scheduled at a time so that an overtime situation does not occur.

II. Procedure


A.
Notification - Regular Working Hours



1.
Once a decision for a closing has been made, it will be transmitted by telephone from the Governor’s Office to the State Office of Human Resources.



2.
The State Office of Human Resources or his/her designee, will transmit the message to The Citadel Director of Public Safety in accordance with the Declaration of Emergency list. The Citadel will ensure that this list current.



3.
The Governor’s Office will issue a statement to the news media concerning the release of State employees due to the emergency.



4.
 The official opening and closing schedule will be published by The Citadel Human Resources Director, via e-mail and the DAWG line (953-3294 or 953-DAWG). It is the responsibility of the supervisors and/or department heads to keep their employees informed and up-to-date on all schedules.


B.
Notification - Off-Duty Hours



1.
Between the hours of 5:00 p.m. and 8:00 a.m., all Declarations of Emergency will be transmitted by the Governor's Office to the news media.



2.
Employees will assume individual responsibility for responding in an appropriate manner to closings as they may be announced.
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Annex D to Hurricane Operations Plan (OPLAN)

Bed-down of Citadel Faculty and Staff and Evacuation/Bed-down of Corps of Cadets

Situation

A hurricane is expected to make landfall in the Charleston area in the next 72 hours.

Mission

The Commandant takes necessary action to bed-down The Citadel faculty and staff and the Corps of Cadets on campus should an evacuation not be ordered or to effect an orderly evacuation of the Corps of Cadets.

Concept of the Operation:

The Commandant’s Department, supported by The Citadel staff, provides the necessary guidance, education and direction for the protection of the Corps of Cadets prior to, during, and after a hurricane. Specifically the Commandant will bed-down The Citadel faculty and staff who seek shelter in on-campus buildings when an evacuation has not been directed and a hurricane is expected to make landfall in the Charleston area. The Commandant will supervise the bed-down of the Corps of Cadets in the barracks when evacuation has not been directed and a hurricane is expected to make landfall in the Charleston area. The Commandant will plan and supervise an evacuation of the Corps of Cadets upon declaration of OPCON 1.

Tasks:

(1)
Actions at OPCON 5. Hurricane Season Start


(a)
The Commandant reviews operational plans and conducts training to insure that all members of the Corps of Cadets are familiar with bed-down and evacuation requirements.


(b)
All Citadel staff review the bed-down and evacuation support requirements and take actions necessary for the provision of support.


(c)
Physical Plant will review campus building capacities for bed-down numbers based on Red Cross recommendations, and advise Commandant of any changes to Appendix 4.


(d)
Commandant will use Appendix 4 to assign numbers of bed-down personnel to each campus building, other than barracks.


(e)
Commandant will decide what barracks rooms will be used for bed-down, and add those numbers to the totals in Appendix 4.

(2)
Actions at OPCON 4. Notification and Alert (Normally 72 hours prior to Storm Landfall)


(a)
The Commandant insures that cadet commander initiate the Company evacuation plan by updating the cadet tracking/ accountability roster (example at appendix 1). All unit personnel must be listed.


(b)
TAC Officers check tracking/accountability rosters to insure that all company personnel are included and have a form of transportation out of the evacuation area. Local cadets who will evacuate with their family will also be included on an accountability roster with their family member shown as the driver.


(c)
The Citadel staff should make final preparations required to support bed-down or evacuation as required. The Commandant, working through Staff Vice Presidents, takes action to determine those faculty and staff members who will seek bed-down support on The Citadel campus during a hurricane non-evacuation situation. These lists shall have number and names of personnel, phone numbers, ages, gender, vehicle storage requirements, and special health considerations. 

NO PETS ARE ALLOWED
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(3)
Actions at OPCON 3. Stand By (Normally 48 hours prior to Landfall).


(a)
The Commandant requires the Corps of Cadets to submit updated cadet tracking/accountability rosters.


(b)
The Commandant’s Staff checks the rosters for completeness.


(c)
Cadets with cars conduct maintenance checks and insure their car fuel tanks are full.


(d)
Cadet commanders issue copies of Corps of Cadets bed-down/evacuation procedures (appendix 2) and make sure all cadets are familiar with actions to be taken.


(e)
Regimental staff insures accomplishment of required coordination with campus activities (mess hall, public safety, physical plant, infirmary).


(f)
The Commandant takes action to confirm those faculty and staff members who will seek bed-down support on The Citadel campus during a hurricane no evacuation situation. Determine number of personnel, ages, gender, vehicle storage requirements, and special health considerations. 


(g)
The Commandant coordinates required faculty and staff bed-down support, emergency meals support, and equipment and power support.


(h)
Commandant issues Faculty/Staff bed-down instructions to those who indicate they desire bed-down support (appendix 3).


(i)
Commandant appoints a bed-down facility manager.


(j)
Corps of Cadets turns-in rifles.


(k)
The Commandant directs that the Regimental Operations Officer establishes a 24-hour phone watch on his phone (x-2305) to facilitate the passing of current storm information to the Corps of Cadets. This phone watch will be maintained until the Corps is evacuated, or the storm passes and OPCON is reduced to category 4.

(4)
Actions at OPCON 2. Full Alert and Preparation (Normally 24 hours prior to Storm Landfall)


(a)
Decision on evacuation should be made at this time. The President of The Citadel is the only official of the college authorized to make the evacuation decision.


(b)
Sophomores move their cars to Kovats Field.


(c)
The Corps of Cadets is restricted to campus.


(d)
Cadets with cars make contact with their families and someone at their evacuation location if the evacuation location is not home.


(e)
Local cadets without cars make contact with family members who will pick them up in the event of an evacuation. Decision will be made concerning local cadets being allowed to go home before OPCON 1 is declared.


(f)
Based upon space available, cadets be prepared to move private vehicles to parking garage on Hagood Avenue in the event an evacuation is not directed but a storm strike is imminent.


(g)
Commandant issues specific instructions to the faculty and staff concerning reporting to bed-down locations.


(h)
Bed-down facility manager opens facility and begins check-in of personnel using Appendix 4 forms.
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(5)
Actions at OPCON 1. Evacuation (Normally 12 hours prior to Storm Landfall)


(a)
Commandant prescribes departure uniform and the Corps of Cadets is released by battalion.


(b)
Commandant’s Department personnel secure barracks and Jenkins Hall.


(c)
Mark Clark Hall Lounge is designated as the collection point for cadets who have not yet been picked up by family at the time of barracks closure. The Commandant will designate a representative to account for and monitor the pickup of these cadets.


(d)
If the Corps of Cadets is evacuated the bed-down facility will not be activated.

Coordinating Instructions: Omitted.

Service Support: See basic plan.

FOR THE COMMANDANT

George W. Powers

COL, USA, Retired

Assistant Commandant of Cadets For Operations & Training

OFFICIAL DISTRIBUTION: Basic Plan

APPENDICES:

1. Cadet Emergency Evacuation Roster (example)

2. Corps of Cadets Bed-down/Evacuation Procedures

3. Faculty Staff Bed-down Procedures

4. Building (Other than Barracks) Bed-down Capacities

5. CC Form 114 Faculty and Staff Bed-down Facility Check-in Sheet
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Appendix 1 to Annex D

Cadet Emergency Evacuation Roster

	name
	ssn
	destination
	telephone @

destination
	driver/company

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Note: Under name: last, first, middle initial

Under destination: city and state
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Appendix 2 to Annex D:

BED DOWN/EVACUATION PROCEDURES FOR THE CORPS OF CADETS

1.
These instructions pertain to a situation when a hurricane will likely make landfall in the Charleston area. In this event the Corps of Cadets will either be evacuated from the area or will be required to “bed-down” in the barracks.

2.
General:


a.
Cadets will be restricted to campus as the threat becomes imminent. (Normally 24 hours prior to Storm Landfall)


b.
Local cadets may be authorized to go home by the Commandant. The cadet emergency evacuation rosters will be used to account for local cadets who are allowed to go home prior to an evacuation decision.


c.
Cadet commanders will maintain strict accountability of their cadets.

3.
Barracks:


a.
Cadets remaining on campus will be restricted to the barracks as the hurricane approaches landfall.


b.
Once restricted to the barracks cadets shall stay inside a room as the storm passes.


c.
All windows and doors shall be closed and secured.


d.
All moveable items on the galleries shall be moved inside. (Trash cans, brooms, extra items of furniture)


e.
Bicycles shall be moved into cadet rooms.


f.
Cadets shall listen to the radio for storm updates.


g.
Accountability remains extremely important especially should an evacuation be ordered. Keep your chain of command notified as to your location at all times.


h.
Cadets should be prepared for an evacuation decision as a hurricane approaches; i.e., have an evacuation bag packed, call someone at your evacuation destination, make contact with other cadets who will ride with you, and find a ride if you do not have one.

4. Mess:


a.
Meal times will be adjusted based upon the predicted landfall of the hurricane.


b.
Cadets are authorized to keep food items in their rooms during OPCON 3 and 2.

5.
Cars:


a.
Cadets will be provided special instructions regarding their cars. Sophomores will move their cars to Kovats Field.


b.
Cadets will be released by battalion once an evacuation decision is made.


c.
As a hurricane approaches Charleston, cadets should insure their car fuel tanks are full due to possible evacuation and the possibility of power loss in the area.
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Appendix 3
Faculty and Staff Bed-Down Procedures to Annex D


1.
Faculty and staff members requiring bed-down support will be asked to submit requirements to the Commandant at OPCON 3. Due to the short notice scenario normally associated with hurricane landfall predictions The Commandant will use e-mail, telephones, and posted signs and notices to get the word out to the Faculty and Staff. 


2.
Bed-down of faculty and staff members and their families will be accomplished in Coward Hall using the Band rehearsal hall, the Corps Squad mess and if necessary a portion of the main dining room.


3.
The Commandant of Cadets will provide a bed-down facility manager who will be responsible for admitting faculty and staff members and their families to the bed down area and enforcing bed-down area rules.


4.
Personnel admitted to the bed-down area will be allowed to bring one large suitcase sized container for each family member. In addition personal bedding items and pillows should be brought. Household goods and valuables other than what will fit in the authorized container will not be brought to the bed-down facility.


5.
Small amounts of non-spoiling food and drink may be brought into the facility; i.e., snack food, baby food, etc.


6.
No alcoholic beverages are authorized.


7.
No pets are authorized.


8.
Instructions on car storage will be issued at check-in to the bed-down facility. This will normally be the parking garage on Hagood Avenue.


9.
Personnel with special requirements should make them known to the Commandant’s facility manager as soon as possible before reporting to the facility; i.e., handicapped, small babies, elderly family members, medical problems. Phone 953-5003/1855. E-mail Commandant@Citadel.edu.


10.
The phone number of the facility manager upon activation of the bed-down area is 953-6889/6888.
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Appendix 4
Building (Other than Barracks) Bed-down Capacities

Building


Area

Square Footage


Bed-down Capacity *

McAlister Field House
Arena

2,100



550

Deas Hall

Main Gym 
4,500 



360

Coward Hall 

Dining Room 
2,600 



560









Total
1,470

*Capacities generated by Physical Plant based Red Cross recommendations of 40 square feet per person for shelters. In extreme emergency, Red Cross recommends no less than 20 square feet per person.
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Appendix 5
Faculty and Staff Bed-down facility Check-in Sheet

1.
Name of Faculty/Staff Member.

_____________________________________________________________________________

_____________________________________________________________________________

2.
Names of other family members:

___________________________________________________________ Age _____ Sex_____

___________________________________________________________ Age _____ Sex_____

___________________________________________________________ Age _____ Sex_____

___________________________________________________________ Age _____ Sex_____

3.
Local Address:

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

4. 
Phone ________________________________________

5.
Special Considerations (i.e., handicapped, babies, elderly, family members, medical considerations):

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

6.
Family cars to be stored on campus:

Type/color ____________________License plate #_____________

Type/color ____________________License plate #_____________

Type/color ____________________License plate #_____________
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Annex E

Physical Plant Hurricane Preparation Plan

This plan is designed to provide a list of tasks and duties that should be accomplished by the Physical Plant in the preparation for hurricane.

Before June 1

· Review Hurricane Plan.

· Review current stocks of hurricane supplies and order those items that have a long lead time.

· Test run all owned generators make repairs as necessary.

· Arrange for “On -call” contractors to respond after the storm (Roofers, GC, Utility, Tree)

96 to 120 hours prior:

1. Close monitoring of storm for arrival time and location.

2. Check supplies for building preparation/repair/recovery for all shops.

3. Order and stock supplies that are high priority, high demand –

A.
Plywood


K.
Tape

B.
Gasoline


I. 
Rope and chain

C.
Diesel


J. 
Electrical supplies

E.
2 x 4s, 2 x 6s 

L. 
Nails, screws

F. 
Roll Plastic 

M. 
Gloves

G. 
Batteries 

N. 
Hand tools

H. 
Foul weather gear 
O. 
Chain saws

I. 
Flash lights

4.
Check availability of rental generators - 150 - 400 KVA, boom truck, flatbed, man lift.

5.
Crank and test run owned generators.

6. 
Inspect Command center - test phones, inventory supplies and replace as needed.

7. 
Review on call list for contractors, utility repair and engineering services.

72 to 96 hours prior:

1.
Hold meeting of Physical Plant EOC personnel to review procedures and determine if alternate or replacement personnel are needed. ID those relocating to campus and where.

2.
Inspection of campus for unusual or difficult items that will require removal or special considerations for securing - make arrangements.

3. 
Roof and roof drain inspections and cleaning.

4. 
Initial cleanup of campus.

5. 
Have sand delivered - fill and palletize bags.

6. 
Inspect high voltage lines, remove necessary overhanging tree limbs.

48 to 72 hours prior:

1. 
Relocation of boats and excess PPE equipment to stadium or other secure area.

2. 
Relocation of unnecessary vehicles (leased/Interagency) to stadium or MUSC and City parking garage.

3. 
Begin boarding of exposed glass areas, exposed double doors and any known weak vulnerable structures.

4. 
HVAC and Zone team member inspect all roof mounted equipment - secure any loose panels, doors, hoods, etc.

5. 
Secure rental generators - complete hookups and test. Assign personnel to service and fuel each.

6. 
Secure rental equipment, trucks and gear.

7. 
Order bottled water if sufficient storage capacity is not available. (EOC will have to determine quantities.)

8. 
Check operation of sump pumps.

9. 
Notify residents they may come to Carpenter shop for materials to board their windows. Have sizes of materials called, or emailed to office prior to pickup.
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36 to 24 hours prior:

1.
Check all buildings to ensure windows; doors and roof hatches are secured.

2.
Shutdown all unnecessary buildings and building systems, close air louvers and secure.

3.
Final campus inspection, cleanup and securing of items that can be wind blown.

4.
Presaging of equipment and supplies - generators, chainsaws, plastic, tape, etc.

5.
Fuel all vehicles and portable fuel containers. (Portable containers must be located in secure and no flooding location.

6.
Move to a secure location valuable equipment, supplies, records, etc. if flooding of shops or PPE is likely. Items that cannot be relocated must be elevated to preclude flooding.

7.
Hazardous materials such as drums of oil, waste oil, refrigerants must be relocated to more secure areas if flooding is likely.

8. 
Fill all water tanks (fire and water buffaloes) and pool.

9. 
Backup any computer data not kept on VAX and cover equipment with plastic.

10. 
Deliver john boat, motor, fuel and safety gear to Public Safety.

24 to 0 hours prior:

1.
Inspection of campus for (as long as conditions permit):


A. 
Removal of wind blown debris.


B.
Windows/doors that have blown open


C. Flooding from rising water or rain

2.
Shutdown campus electrical system as conditions deteriorate to prevent system damage and to speed recovery. Estimated wind conditions of 40 + knots.

3.
Secure list of PPE personnel that are staying through the storm and their location on the campus.

4.
Assign walkie-talkies to critical personnel.

0 to 24 hours after:

1. 
Inspection and damage assessment of campus and structures – assign personnel to specific buildings with inspection sheets.

2. 
Begin cleanup efforts starting with clearing roads.

3. 
Begin temporary repairs to secure and prevent further damage.

4. 
Meeting with EOC to determine courses of action.

5. 
Contact outside contractors.

See Appendix 1 to Annex E for McCormick Beach House Plan

See Appendix 2 to Annex E for Boat Center Plan
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McCormick Beach House Hurricane Preparation Plan for Physical Plant

Physical Plant in conjunction with the Resident Architect has developed a method to secure the windows and doors at the Beach house. All operational windows and doors will be covered with plywood and bracing lumber. Drawings are available for reference. Fixed windows will have plywood secured to the window. The procedure for securing the Beach house is as follows:

· Charleston County has established an Emergency Management Plan in the event of a Hurricane threat. OPCON 5 - Hurricane season begins 1 June. The Physical Plant in coordination with the Resident Architect and Procurement will make contact with local contractors to arrange for assistance in securing the Beach house in the event the Physical Plant cannot complete the job. The contractors selected will be, as in the past, an organization located on or very near to the Beach house. This is essential in securing and for recovery due to the experiences of Hugo when locals are the last to leave and the first allowed to return.

· Once OPCON 4 - Notification and alert are established by Charleston County EOC. The Physical Plant will begin the planning labor assignment for the threat based upon expected landfall and time of landfall for the campus and the Beach house.

· At OPCON 3 - Stand by. The Physical Plant will have made determination as to labor availability and physical access to the Beach house. Labor will either be sent to the Beach house or one of the contractors contacted to provide labor to secure the Beach house. It is expected the Beach house caretaker will have begun securing all furniture and lose objects.

· At OPCON 2 - Full Alert and Preparation. The Physical Plant labor will have returned to campus to finalize preparations and evacuate as needed. The Beach house caretaker should have completed his responsibilities of securing the furniture and loose objects, shut off the valve to the propane tank, moving the elevator off of the ground floor and opening the main electrical breakers.

· OPCON - Evacuation. Evacuate the Beach house.

· ALL CLEAR - Return to the Beach house to remove all protection materials. Inspect for damage, make temporary repairs as practical. Begin recovery process.

Typical plan for securing windows at the McCormick Beach House

1. 
Fixed pane windows including rounds and half-rounds will be protected by screwing ½” plywood directly over the opening. The plywood will secured with #8 galvanized or stainless screws a minimum 1 ½” in length screwed into the exterior surrounding window trim. Where possible 3” screws will be used to secure through the trim into the window opening framework.

2. 
The double sash windows will be covered with ½” plywood held in place with 2” x 4” cross bars secured in place with 3/8” all-thread. If necessary foam insulation will be placed between the plywood and the exterior surface around the perimeter of the window to provide a gasket for sealing.

3. 
The window sashes will be opened to provide the minimum space necessary to allow the passage of the 3/8” all-thread through the window opening.
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Boat Center Hurricane Preparation Plan

72 to 96 hours prior:

1.
Check/order supplies of ropes, wire rope, chain, shackles and wire rope clips.

2.
Order fuel.

3.
Check condition of docks for weak chains and fittings – make necessary repairs.

4.
Cleanup around Boat Center - plan for relocation of material that cannot be secured in place or put into one of the existing buildings.

5.
Determine disposition of the dredge and all equipment. If in the water relocate out of the water. If this is not possible inspect anchor wires and rig for relocation away from the docks.

6. 
Reminder letters to all boat owners concerning responsibility for their boats.

48 to 36 hours prior:

1.
Relocate dredge if not out of the water.

2.
Begin relocation of small boats and material from the Boat Center to stadium and any available Physical Plant warehouse space.

3.
Remove any Citadel boats from the water and relocate to stadium (if possible) or to a protected area. For example a boat that does not have a trailer and must be off-loaded onto the ground.

36 to 24 hours prior:

1.
Complete all boat/trailer relocation.

2.
Secure all small sailboats to rack.

3.
Install ground anchors and secure tug on railway.

4.
Fill all portable fuel tanks with fuel and oil. Relocate all tanks, drums and containers of flammable liquids to warehouse or stadium.

5.
Complete relocation of materials that cannot be left in place. Such items a picnic tables, loose lumber, trash containers, items in the loft, etc.

6.
Remove valuable inventory and tools from shop and equipment storage area. Cover those items that cannot be moved.

7.
Relocate shop supplies and equipment to prevent flood/wind damage.

8.
Board vulnerable areas of Club House and workshop.

9. 
Turn of all utilities.

10. 
Purge fuel line to dispensing line on the dock.
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0 to 24 hours after:

1. 
Inspection and damage assessment of structures and docks.

2. 
Recover/salvage any boats sunk at the dock.

3. 
Begin cleanup.

4. 
Begin temporary repairs to secure and prevent further damage.

5. 
Meeting with EOC to determine courses of action.

6. 
Contact outside contractors.
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PUBLIC AFFAIRS ANNEX TO HURRICANE OPLAN

General

1.
Purpose. The purpose of this SOP is to establish procedures and guidelines for Public Affairs staff and augmentees to respond to informational requirements in the event of a hurricane or other natural disaster and subsequent accidents, incidents and queries from the media.

2. 
Concept. The Citadel has a responsibility to communicate up-to-date situational information to parents, faculty and staff, the news media, the local community and the Corps of Cadets. To maintain the credibility of the college, information must be quickly gathered and verified to respond to our various constituencies in a timely and responsive manner.

Vice President for Communications

1. 
Serves as a member of the Emergency Council.

2. 
Oversee the dissemination of information to the media and all campus faculty and staff members.

3. 
Establish the DAWG Line for the emergency and be responsible for the dissemination of all information through this means of communication and The Citadel’s Internet web sites. All official communications concerning the emergency will first be approved by the Emergency Council, the President, or the President’s successor in the chain of command.
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INFORMATION TECHNOLOGY SERVICES GUIDANCE

During the hurricane threat ITS will distribute plastic bags for you to use to protect the computers and printers in your work areas. If and when departments authorize employees to go home, you should cover your computer equipment. Power cords (NOT the phone/data cord) should be disconnected before you cover your equipment.

· It is recommended that you back up the data on your computer’s hard drive. You don’t need to back up programs (like WordPerfect and Reflection), just files that you have created.

· You should back up the data files on your hard disk to floppy diskettes. (If you have questions about how to do this, please call 953-HELP.) It is recommended that you take the diskettes home with you rather than store them in your office.

· Dependent on storm forecasts, the VAXs and other campus servers may be brought down before the hurricane reaches our area. One VAX may be left online for a long as possible. Should this occur, it may take a while to put everything back together when we return to campus.

· Please call 953-HELP for further information and assistance.
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ANNEX "I" TO THE CITADEL HURRICANE EMERGENCY OPERATIONS PLAN

(LAW ENFORCEMENT)

GENERAL


1.
 Purpose



To provide for the coordination and use of all Citadel Public Safety personnel and equipment on the campus during a disaster situation.


2. 
Authority



Charleston County Ordinance No. 485 dated July 5, 1983.



South Carolina Legislative Act Number 199, 1979.



South Carolina Legislative Act Number 223, 1967, with subsequent amendments.



4. Section 3792 of the Code of Laws of South Carolina, 1932.


3. 
Organization



The Director of Public Safety is The Citadel's Chief of Law Enforcement and is responsible for coordinating with law enforcement activities. A listing of activities and their telephone numbers is at Appendix 1 to Annex I.

SITUATION

The Citadel is subject to disasters - - natural, man-made, and war - - which may result in large numbers of deaths and/or injuries. The Responsibility for warning the public of impending disasters, coordinating rescue activities and maintaining a reporting capability fall within the functional areas of law enforcement. A disaster could tax the capability and resources of the Campus Public Safety office.

MISSION

Provide a well organized and equipped law enforcement organization that operates 24 hours per day for traffic control, crime prevention, security, road blocks and warning during a disaster situation.

EXECUTION


1. 
Concept of Operations



(a)
Activities will be directed by and coordinated with The Citadel Emergency Operations Center (EOC) located in the auditorium of Grimsley Hall. If the primary EOC is knocked out of action, another location will be determined by the Vice President for Facilities and Administration.



(b)
The Director of Public Safety has overall responsibility for the coordination of law enforcement and support forces during a disaster situation. State forces used in support of this Plan will be committed on a mission type basis.



(c)
The police chiefs of the City of Charleston, Charleston Aviation Authority, City of North Charleston, Folly Beach, Mt. Pleasant, Sullivan's Island, Isle of Palms, and Lincolnville will direct law enforcement operations in their respective jurisdictions.


2.
Tasks



The following actions are required prior to or immediately after a hurricane strike:



(a)
Direct and control traffic evacuation routes departing campus from all gates. Primary traffic control points are provided at Appendix 2 to Annex I.



(b)
Lock all buildings not in use.



(c)
Coordinate with the Medical University of South Carolina Public Safety for the Harbor View Towers parking garage for Citadel State vehicles.
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(d)
Assign liaison officer to the Emergency Operation Center.



(e)
Assist in the removal of debris hindering traffic flow on campus roads.



(f)
Provide vehicle public address system warning to areas requiring evacuation, advise of shelter locations, and assist in evacuation if required. A listing of shelter locations and their telephone numbers is provided at Appendix 3 to Annex I.



(g)
Maintain law and order, prevent looting, and enforce curfews.



(h)
Assist in rescue operations.



(i)
Maintain communication with the Campus EOC, other local police departments and the Highway Patrol.



(j)
Provide the EOC with campus damage and incident reports.

· Type of Incident/Emergency

· Location

· Damage Incurred

· Action Taken

· Casualties Incurred

· Nature and Extent of Assistance Required.


3
Logistics



Organic supplies, operational aids and transportation will be used. Additional supplies and transportation will be requested through The Citadel Emergency Operations Center.


4.
DIRECTION AND CONTROL



(a)
When conditions warrant activation of the EOC, coordination of law enforcement activities will be under the direction and control of the Director or Deputy Director of Public Safety. Coordination will be conducted from the Emergency Operations Center (EOC) unless a forward Command Post (CP) has been established in its place.



(b)
Communications




Law enforcement operations will be directed over the county law enforcement radio communications net and telephones.
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APPENDIX 1 TO ANNEX "I", LAW ENFORCEMENT - ALERT LIST CHARLESTON COUNTY

TITLE









TELEPHONE

Sheriff, Charleston County Sheriff's Office





554-4700

Chief, City of Charleston Police Department 





577-7434

Chief, of North Charleston Police Department 




554-9030

Chief, of Folly Beach Public Safety Department 




588-2433

Chief, Town of Mt. Pleasant Police Department 




884-4176

Chief, Town of Sullivan's Island Police Department 




883-9636

Chief, City of Isle of Palms Police Department 




886-6522

Captain, Charleston Aviation Authority Police Department 



767-1100

Senior Officer, Town of Lincolnville Police Department 



871-6220

U.S. Air Force Base Security 






554-2241

U.S. Coast Guard Base Law Enforcement 





724-4382

U.S. Naval Base Security







743-4890

S.C. Army National Guard 







884-2830

S.C. Highway Patrol 







747-5705

S.C. Wildlife Law Enforcement 




800-922-5431
794-6350

S.C. Law Enforcement Division (SLED) 




   803-737-9000

S.C. Alcohol Beverage Control Commission 




   803-758-2165

NOTE: PERSONAL NAMES AND HOME PHONE NUMBERS ARE MAINTAINED IN THE CHARLESTON COUNTY EOC ALERT LIST FOR LAW ENFORCEMENT
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APPENDIX 2 TO ANNEX "I", LAW ENFORCEMENT - PRIMARY TRAFFIC CONTROL POINTS (TCPs) FOR EVACUATION CHARLESTON COUNTY

East Cooper Area

Hwy 17 N at Hwy 45 



McClellanville

Hwy 17 N at Hwy 41

Hwy 41 at Hwy 45/17 A 



Jamestown

Hwy 45 at Hwy 52 



St. Stephen

Hwy 45 at Hwy 6/45

Hwy 45 at Hwys. 6 & 453 



Eutawville

Hwy 45 at Hwy 176 



Holly Hill

Hwy 703 and Jasper Blvd. 



Sullivan's Island

Hwy 17/701 Bus at Hwy 17/701 By-Pass

Peninsula City/North Area

Meeting Street at I-26 W 



City of Charleston

Ashley Phosphate Rd. at I-26 W 


North Charleston

Hwy 78 at I-26 W

I-26 at Hwy 301 




Orangeburg

West Ashley Area

Hwy 61 N. at Hwy 165

Hwy 61 N at Hwy 15

Hwy 61 N at I-95

I-95 at Hwy 178 




Rosieville

Hwy 178 at Hwy 210 



Bowman 

Hwy 171 At Maybank Hwy 



James Island

Hwy 171 at Hwy 17 S

Hwy 165 at Hwy 17S



Ravenel

Hwy 64 at 17A/63 



Walterboro

Hwy 64 at 17 Hwy 21 N

Hwy 21 at Hwy 61

Hwy 21 at Hwy 78 



Branchville

Hwy 174 at Hwy 17 S

Hwy 17 S at I-95 N
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APPENDIX 3 TO ANNEX "I": LAW ENFORCEMENT SHELTERS AND CONGREGATE FACILITIES
CHARLESTON COUNTY SHELTERS

No
NAME


ADDRESS

AREA


Phone No. 

1. 
Alice Birney

7750 Pinehurst St. 
Ashley Hgts. 

754-2212 1325

2. 
Angel Oak Elem. 

6134 Chisholm Rd. 
Johns Isl. 

559-0363 825

3.
Ronald E. McNair Elem 
3795 Spruill Ave. 

N. Charleston

745-7107 1150

4. 
C.C. Blaney Elem 
7184 Hwy 162 

Youngs Island 

889-8119 650

5. 
Brentwood Middle 
2685 Leeds Ave. 

Charleston Hgts

745-7094 1300

6. 
Burke High School 
244 President St 

Charleston 

724-7784 2000

7. 
Chicora Elem 

1912 Success Street 
N. Charleston 

745-7099 1175

8. 
E.B. Ellington Elem 
5800 Ellington Scl Rd.
Ravenel 


889-9411 400

9. 
Ft. Johnson Middle 
1825 Camp Road 
James Island 

762-2740 1000

10. 
W.J. Fraser Elem 
63 Columbus Street 
Charleston 

7247768 775

11. 
Frierson Elem

Wadmalaw Island 
Wadmalaw Island 
559-1182 300

12. 
Garrett High School 
31 Gordon Street 

N. Charleston 

745-7125 1450

13. 
Harborview Elem 

1576 Harborview Dr
James Island 

762-2749 425

14. 
Haut Gap Middle 

1861 Bohicket Road 
Johns Island 

559-9102 850

15. 
James Isl High School 
1000 Ft. Johnson Road 
James Island 

762-2754 2075

16. 
James Isl Middle 

1484 Camp Road 
James Island 

762-2786 900

17. 
James Simmons Elem 
741 King Street 

Charleston 

724-7763 875

18. 
Jane Edwards Elem 
Rt. 1 Box 557 

Edisto 


559-4171 325

19. 
Ladson Elem 

Ladson Road 

Ladson 


764-2225 875

20. 
Laing Middle 

2213 Highway 17 North
Mt. Pleasant 

849-2809 950

21. 
Lincoln High 

714 Lincoln School Road





Non Storm

McClellanville 

577-0970 1175

22. 
Mary Ford Elem 

3180 Azalea Road 
N. Charleston 

745-7131 900

23. 
Middleton High 

1776 Wm. Kennerty Dr
West Ashley 

763-1546 1675

24. 
Minnie Hughes Elem 
8548 Willtown Road 
Youngs Island 

889-2976 400

25. 
Moultrie Middle 

645 Coleman Blvd 
Mt. Pleasant 

849-2819 700

26. 
Murray-LaSaine Elem
691 Riverland Drive
James Island 

762-2764 800

27. 
No. Charleston Elem 
4921 Durant Ave 
North Charleston 


745-7121 825

28. 
No Charleston High 
1087 E. Montague Ave.
North Charleston 

745-7140 2925

29. 
Oakland Elem 

2728 Arlington Drive 
West Ashley 

763-1510 650

30. 
Pepperhill Elem 

3300 Creola Road 
North Charleston 

767-5905 850

31. 
Rivers Middle 

1002 King Street 
Charleston 


724-7789 1250

32. 
Schroder Middle 

7224 Highway 162 
Youngs Island 

889-2391 1400

33. 
Springfield Elem 

2741 Clover Street 
West Ashley 

763-1538 600

34. 
Stall High School 

7749 Pinehurst Street 
North Charleston 

764-2200 1250

35. 
St. Andrews Elem 
30 Chadwick Road 
West Ashley 

763-1503 725

36. 
St. Andrews High 
721 Wappoo Road 
West Ashley 

763-1533 1700

37. 
Stiles Point Elem 

883 Mikell Drive 
James Island 


762-2767 625

38. 
St. Johns High 

1518 Main Road 
Johns Island 


559-9115 1250

39. 
Norman Toole Middle 
2950 Carver Ave. 
North Charleston 

745-7102 1450

40. 
Ashley River Elem 
1871 Wallace Road 
West Ashley 

763-1555 825

41. 
Wando High School 
1560 Mathis Ferry Rd
Mt. Pleasant 

849-2830 2375

42. 
C.E. Williams Middle 
640 Butte Street 
West Ashley 


763-1529 1400

43. 
Drayton Hall Middle 
3183 Ashley River Rd
West Ashley 

763-1541 1400

44. 
St. James-Santee 
Hwy. 17 North 

McClellanville 

887-3491 825

45. 
Gaillard Auditorium 
77 Calhoun St. Post Storm Charleston 

577-7400 2000

46. 
Mt. Zion Elem 

3464 River Road 
Johns Island 


559-3841 425

47. 
Hunley Park Elem 
1000 Michigan Ave. 
North Charleston 

767-5914 625

48. 
Lambs Elem. 

6800 Dorchester Rd 
North Charleston 

757-5900 625

NOTE:
Shelter List is pending survey by State EPD personnel. Minimal shelter areas are available in Charleston County 

DAWG LINE:



953-3294 (953-DAWG)

County Emergency Preparedness Office
740-6300

SCE&G




554-6426/6428

SCTAG (Gen Spears)


(803) 806-4217
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Emergency Operations Center at The Citadel

LOCATION 


TELEPHONE NUMBER 


LINE TYPE

Public Safety 


Office South Carolina Emergency

Analog





Communications Network


NOTE: Number assigned 









by OIR, 










Columbia when activated.

Public Safety Office

953-7022 



Analog
--Fax Machine

Public Safety Office

953-7023 



Digital

Public Safety Office

953-7024 



Digital

Public Safety Office 

953-7025 



Digital

Physical Plant –Conference Room 
953-7026 



Digital

Grimsley Hall 


953-7027 



Digital

Grimsley Hall 


953-7028 



Digital

Bond Hall-President’s Office
South Carolina Emergency


Analog





Communications Network


NOTE: Number assigned 









by OIR, Columbia when 









activated.

Bond Hall Executive Conference
953-7030



Analog – Fax Machine

Room





Bond Hall Executive Conference
953-7032 



Digital

Room 






Bond Hall Executive Conference
953-7088 



Analog

Room 



Bed Down Location – Coward Hall,
 953-6889 



Analog

Band Area







Band Director’s Telephone

Physical Plant


South Carolina Emergency


Analog





Communications Network


NOTE: Number assigned 









by OIR, Columbia when 









activated.
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EMERGENCY PREPAREDNESS DIVISIONS BY COUNTY

COUNTY

24 HOUR PHONE # 
EOC CENTER PHONE # 
ECO CENTER FAX #

Beaufort County EPD
(843) 524-2777 

(843) 470-3100 

(843) 470-3102

P.O. Drawer 1228

2001 Duke Street

Beaufort, SC 29901

William Winn, Director

Berkeley County EPD
(843) 761-9000

(843) 719-4167

 (843) 723-3800

223 North Live Oak Drive
(843) 719-4187

Moncks Corner, SC 29461

Wes Blanchard , Director

Calhoun County EPD
(803) 874-9111 

(803) 974-3042 

(803) 655-7515

302 S. Fr Huff Drive, Suite 116

St. Matthews, SC 29135

Charleston County EPD
(843) 554-4700 

(843) 740-6400 

(843) 740-6408

3801 Rivers Avenue

Charleston, SC 29405-7040

Dennis Clark, Director

Collection County EDP
(843) 549-1911

(843) 549-2211

(843) 549-2529

P.O. Box 677 Hampton Street


(843) 549-5632 

Walterboro, SC 29488

Dorchester County Emer. Services. Dept.

212 Deming Way, Box 3
(843) 563-3511 

(843) 832-0341 

(843) 832-0343

Summerville, SC 29483-4751

Kenn Harrell, Director

Georgetown County EPD(843) 546-5101 

(843) 546-2597

(843) 527-7820

P. O. Drawer 1270



(843) 546-6869

Georgetown, SC 29442

Eddie Carraway, Director

Horry County Emergency Prep(843) 248-1326 
(843) 248-1225 

(843) 248-1228

2560 N. Main Street, Suite 4

Conway, SC 29526-3718

Lexington County EPD(803) 359-8230 

(803) 359-8342 

(803) 251-6271

C/O Public Safety Director



(803) 359-8141

212 S. Lake Drive

Lexington, SC 29072

Orangeburg County EPA
(803) 531-3020 

(803) 533-6265 

(803) 533-5899

P.O. Drawer 9000

190 Sunnyside Street

Orangeburg, SC 29116-9000

John Smith, Director

Richland County EPO
(803) 691-9000 

(803) 254-9696
(803) 254-2369 
(803) 748-5055

1410 Laurens Street

Columbia, SC 29204
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south carolina state agency telephone numbers

AGENCY

24 HOUR PHONE
AGENCY PHONE
AGENCY FAX #

SC Emergency Preparedness Division


1429 Senate Street
800-811-8045

(803) 734-8020

(803) 734-8062

Columbia, SC 29201

FEDERAL AGENCY EMERGENCY NUMBERS

AGENCY 
24 HOUR PHONE # 
AGENCY’S PHONE # 

AGENCY’S FAX #

USAF 437TH AWCES/CEX




967-0494 

963-5340 

963-5338

212 S. Graves Avenue

Charleston AFB, SC 29404 –5020

USAF Readiness Flight







953-5329 

963-5338

315th AW

212 S. Graves Avenue

Charleston AFB, SC 29404-5020

USN Emergency Preparedness




764-7901 

764-7205

764-7434







764-7202

Commander Officer – Code 10

Weapons Station Charleston

2316 Redbank Road, Suite 100

Goose Creek, SC 29445

FAA/ATC Tower




744-5006 – Tower 
747-5285 

744-2235

5775 South Aviation Avenue

Charleston, SC 29406-6167

FEMA – Region IV




(770) 220-5200 

(770) 220-5200 

(770) 220-5230

3003 Chamblee Tucker Road

Atlanta, GA 30341

FEMA – Region IV






(912) 225-4612 


(912) 225-4587

Federal Regional Center

402 S. Pinetree Blvd.

Thomasville, GA 31792

EMI

National Emergency Training. Center






(301) 447-6771 


(301) 447-1497

Bldg. K, 16825 S. Seton Avenue

Emmitsburg, MD 21727

(Same for National Fire Academy)

National Transportation Safety Board 
10404-562-1666

60 Forsyth St., Suite 3m2s

Atlanta, GA 30303-3104
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TELEPHONE DIRECTORY FOR THE CITADEL

LISTING
 

DEPARTMENT 


OFFICE NUMBER 
HOME NUMBER

Bingham, LTC Sherman Public Safety Liaison

953-5145 

Pager: 219-4091

Walker, John 
Procurement Representative 953-5279 
871-1158

Carpenter, Col Dennis
Human Resources 

953-6922

Pager: 220-4311 577-8044

Charleston, City of




Storm Water Service 

724-7367




Streets and Sidewalks 

724-7366 




Department of Public Services 
724-3754

Charleston, County of




Deputy of Operations 

740-6400




Public Works 


202-7800 

FAX #: 202-7801 




Administrator 


958-4000

College of Charleston 




953-5507

Commissioners of Public Works 



727-6800

Corbet-Miller, Teresa
Telecommunications

953-6962

Cell 708-1693 884-6115

DAWG Line (Citadel) 




953-3294 (953-DAWG)

Department of Natural Resources Columbia Office

(803) 737-0800

Earhart, LTC Ralph P.
Dir., Financial Services 

953-5025 556-6268

Gardner, John E.

AIA Resident Architect 

953-6876









807-1449 

(843) 336-4112

Golden, Chaplain 

(COL) David O. Religious Activities



953-5049

Pager: 219-4116

Gordon, COL John W
Faculty Liaison Officer 

953-5016 723-8554

Grinalds, MGEN John S. President



953-5012 Cellular: 
729-7893 (Car)







Cellular: 729-9602 (Portable)
953-5125

Heidenberg, David 
Dir., Food Services

953-5055

219-4106 556-8683

Highway Patrol Administration Charleston

Office 24 Hour Dispatch




953-6010 

Office: 953-6000

Holland, COL Curtice E. 
Vice President for Finance & Business Affairs








953-5002

308-1679 579-9942

Williamson, Robert E.

Risk Management & Safety Officer








 953-4816

434-4622 797-1367

Annex J

LISTING
 

DEPARTMENT 


OFFICE NUMBER 
HOME NUMBER

Mace, BGEN J. Emory B.
Commandant of Cadets

953-3020






Cellular Phone: 870-0617
219-4099/
953-5126

McArver, Mrs. Patricia 

Vice President for Communications








 953-6965 l

Cell: 557-7335 805-7038

Robinson, Les 


Director of Athletics 
953-5030 883-5888

Office of Information Resources
Charleston
953-2600





Columbia:
1-800-922-1367

Powers, COL George W.
Assist. Commandant for

953-6928




Operations Training

Pager: 219-1957

 766-1777

Red Cross Charleston Office



 744-8021

Reger, COL Charles 

Executive Assistant to the President
953-5092





Cellular: 729-3936


Pager: 219-4739/881-6637

Robertson, Dr. Henry C. , III
Medical Representative
953-6847 

723-0100

SC TAG

(Gen. Spears) 

(803) 806-4217

SCE&G




 554-6426
554-6428

Conlon, Nurse Celeste
Medical Representative
953-6847
766-0522

Tomasik, COL Donald M.
Vice President for Facilities & Engineering








 953-5304

884-2455

Welch, Dr. Rod 


Director, Information Resource Mgt.





 953-2232

Pager: 807-3877 

795-6493

Whiteman, Ray


 Athletic Report Liaison 
953-5352

723-5111
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Appendix J:
Radioactivity Releases

Response Summary

	Discovery
	

	Initial assessment (do not spend undue time assessing)
	1. Look for injured personnel

2. Identify types of emitter(s) and location (e.g., direct radiation from X-ray overexposure, contamination from C14 spill, etc.)

3. Estimate amount of radiation released including quantity spilled

4. Evacuate, secure area, alert others (shout out ALARM), and call for help

5. Discard contaminated apparel/use safety shower, as needed

	Notification

(Use telephone at room’s edge)
	1. UPD (on-campus extension 911) for site security and if medical assistance is needed

2. Radiation Safety Office _____________ or ______________ (on-campus extension…_________________

3. Supervisor

4. Emergency telephone roster

	Source control
	1. Contain spilled material

2. Frisk personnel who were in the area of the spill; decontaminate as needed

3. Secure area

4. Turn off natural gas utility

	Mitigation and removal
	1. Exit room using “Step Off Pad”

2. Develop plan and/or implement spill procedures for decontamination and estimate of radiation dose.

3. Conduct surveys; RSO reviews results

4. Release room to supervisor when area is free of contamination.

	Critique and follow-up
	1. Account for injuries and property damage

2. Worker prepares incident report; supervisor reviews report to modify procedures to prevent recurrences.

3. Responding Health Physicist prepares safety report.

4. Radiation Safety Office reviews documentation and reports to Administration, Radiation Safety Committee, and to regulators.

5. Modify procedures to prevent future recurrence

	Available on-site equipment
	(specify)



__________ Nuclear Research Center

Response Summary

	Discovery
	

	Initial assessment (do not spend undue time assessing)
	1. Look for injured personnel

2. Identify types of emitter(s) and location

3. Estimate amount of radiation released including quantity spilled

4. Evacuate to designated assembly area, secure area, alert others (shout out ALARM), and call for help

	Notification
	1. UPD (on-campus extension 911) for site security and if medical assistance is needed

2. Radiation Safety Office 

	Source control
	1. Frisk personnel who were in the area of the spill; decontaminate as needed

2. Secure area

	Mitigation and removal
	1. Exit room using “Step Off Pad”

2. Identify Emergency Director.

3. Establish Command Center

4. Identify

a. Assistant Director for support (UPD person)

b. Assistant Director for communication

c. Internal Response Team

d. External Response Team

	Critique and follow-up
	1. Account for injuries and property damage

2. Emergency Director prepares accident report

3. RSO reviews documentation and reports to Administration, Radiation Safety Committee, and regulators

4. Modify procedures to prevent future recurrence

	Available on-site equipment
	(specify)


Radiation Emergency Response Basics

Policy Manual Highlights

· Primary GOAL is prevention of accidents and emergencies

· PRIORITIES: Public – Personnel – Property

Supporting Procedures

· General Rules and Guides for Handling Emergencies (6010)

· Response to Fire (6040)

· Response to Znbr leak in Hot Cell Window (6050)

· Response to CO60 Pool Water Drain (6060)

· Response to Loss of Integrity to CO60 Sources (6070)

· Personnel Monitoring in Emergency Situation (6090)

· Emergency Notification (6100)

· Response to Adverse Weather, Tornadoes, and Hurricanes (6110)

· Response to Bomb Threat (6120)

· Radioactive Material Spills (9303)
Office of Radiological Safety __________________

· Available Emergency Response Team

· Conducts annual emergency drill

· Trains faculty, staff, students, firemen, and police

Decontamination

Decontamination will take place on site under supervision of radiation safety staff except for medical emergencies.

Office of Radiological Safety Maintains Emergency Telephone Rosters

(The following pages are derived from a FEMA publication on the Internet that describes useful information for people located near a nuclear site. This publication can be accessed at: http://www.fema.gov/hazards/nuclear/radiolo.shtm.)

Nuclear Power Plant Emergency 1
Since 1980, each utility that owns a commercial nuclear power plant in the United States has been required to have both an onsite and offsite emergency response plan as a condition of obtaining and maintaining a license to operate that plant. Onsite emergency response plans are approved by the Nuclear Regulatory Commission (NRC). Offsite plans (which are closely coordinated with the utility's onsite emergency response plan) are evaluated by the Federal Emergency Management Agency (FEMA) and provided to the NRC, who must consider the FEMA findings when issuing or maintaining a license. 

Federal law establishes the criterion for determining the adequacy of offsite planning and preparedness, i.e.: "Plans and preparedness must be determined to adequately protect the public health and safety by providing reasonable assurance that appropriate measures can be taken offsite in the event of a radiological emergency." 

Although construction and operation of nuclear power plants are closely monitored and regulated by the NRC, an accident, though unlikely, is possible. The potential danger from an accident at a nuclear power plant is exposure to radiation. This exposure could come from the release of radioactive material from the plant into the environment, usually characterized by a plume (cloud-like) formation. The area the radioactive release may affect is determined by the amount released from the plant, wind direction and speed and weather conditions (i.e., rain, snow, etc.) which would quickly drive the radioactive material to the ground, hence causing increased deposition of radionuclides. 

If a release of radiation occurs, the levels of radioactivity will be monitored by authorities from Federal and State governments, and the utility, to determine the potential danger in order to protect the public. 

What Is Radiation?

Radiation is any form of energy propagated as rays, waves or energetic particles that travel through the air or a material medium. 

Radioactive materials are composed of atoms that are unstable. An unstable atom gives off its excess energy until it becomes stable. The energy emitted is radiation. The process by which an atom changes from an unstable state to a more stable state by emitting radiation is called radioactive decay or radioactivity. 

People receive some natural or background radiation exposure each day from the sun, radioactive elements in the soil and rocks, household appliances (like television sets and microwave ovens), and medical and dental x-rays. Even the human body itself emits radiation. These levels of natural and background radiation is normal. The average American receives 360 millirems of radiation each year, 300 from natural sources and 60 from man-made activities. (A rem is a unit of radiation exposure.) 

Radioactive materials--if handled improperly--or radiation accidentally released into the environment, can be dangerous because of the harmful effects of certain types of radiation on the body. The longer a person is exposed to radiation and the closer the person is to the radiation, the greater the risk. 

Although radiation cannot be detected by the senses (sight, smell, etc.), it is easily detected by scientists with sophisticated instruments that can detect even the smallest levels of radiation. 

Preparing For An Emergency

Federal, State and local officials work together to develop site-specific emergency response plans for nuclear power plant accidents. These plans are tested through exercises that include protective actions for schools and nursing homes. 

The plans also delineate evacuation routes, reception centers for those seeking radiological monitoring and location of congregate care centers for temporary lodging. 

State and local governments, with support from the Federal government and utilities, develop plans that include a plume emergency planning zone with a radius of 10 miles from the plant, and an ingestion planning zone within a radius of 50 miles from the plant. 

1 FEMA: Backgrounder: Nuclear Power Plant Emergency, 23 Oct 04

Residents within the 10-mile emergency planning zone are regularly disseminated emergency information materials (via brochures, the phone book, calendars, utility bills, etc.). These materials contain educational information on radiation, instructions for evacuation and sheltering, special arrangements for the handicapped, contacts for additional information, etc. Residents should be familiar with these emergency information materials. 

Radiological emergency plans call for a prompt Alert and Notification system. If needed, this prompt Alert and Notification System will be activated quickly to inform the public of any potential threat from natural or man-made events. This system uses either sirens, tone alert radios, route alerting (the "Paul Revere" method), or a combination to notify the public to tune their radios or television to an Emergency Alert System (EAS) station. 

The EAS stations will provide information and emergency instructions for the public to follow. If you are alerted, tune to your local EAS station which includes radio stations, television stations, NOAA weather radio, and the cable TV system.

Special plans must be made to assist and care for persons who are medically disabled or handicapped. If you or someone you know lives within ten miles of a nuclear facility, please notify and register with your local emergency management agency. Adequate assistance will be provided during an emergency.

In the most serious case, evacuations will be recommended based on particular plant conditions rather than waiting for the situation to deteriorate and an actual release of radionuclides to occur. 

Emergency Classification Levels

Preparedness for commercial nuclear power plants includes a system for notifying the public if a problem occurs at a plant. The emergency classification level of the problem is defined by these four categories: 

Notification of Unusual Event is the least serious of the four levels. The event poses no threat to you or to plant employees, but emergency officials are notified. No action by the public is necessary. 

Alert is declared when an event has occurred that could reduce the plant's level of safety, but backup plant systems still work. Emergency agencies are notified and kept informed, but no action by the public is necessary. 

Site Area Emergency is declared when an event involving major problems with the plant's safety systems has progressed to the point that a release of some radioactivity into the air or water is possible, but is not expected to exceed Environmental Protection Agency Protective Action Guidelines (PAGs) beyond the site boundary. Thus, no action by the public is necessary. 

General Emergency is the most serious of the four classifications and is declared when an event at the plant has caused a loss of safety systems. If such an event occurs, radiation could be released that would travel beyond the site boundary. State and local authorities will take action to protect the residents living near the plant. The alert and notification system will be sounded. People in the affected areas could be advised to evacuate promptly or, in some situations, to shelter in place. When the sirens are sounded, you should listen to your radio, television and tone alert radios for site-specific information and instructions. 

If You Are Alerted

Remember that hearing a siren or tone alert radio does not mean you should evacuate. It means you should promptly turn to an EAS station to determine whether it is only a test or an actual emergency. 

Tune to your local radio or television station for information. The warning siren could mean a nuclear power plant emergency or the sirens could be used as a warning for tornado, fire, flood, chemical spill, etc. 

Check on your neighbors. 

Do not call 911. Special rumor control numbers and information will be provided to the public for a nuclear power plant emergency, either during the EAS message, in the utilities' public information brochure, or both. 

In a nuclear power plant emergency, you may be advised to go indoors and, if so, to close all windows, doors, chimney dampers, other sources of outside air, and turn off forced air heating and cooling equipment, etc. 

If You Are Advised to Evacuate the Area

· Stay calm and do not rush 

· Listen to emergency information 

· Close and lock windows and doors 

· Turn off air conditioning, vents, fans, and furnace 

· Close fire place dampers 

· Take a few items with you. Gather personal items you or your family might need: 

· Flash light and extra batteries 

· Portable, battery operated radio and extra batteries 

· First aid kit and manual 

· Emergency food and water 

· Essential medicines 

· Cash and credit cards 

Use your own transportation or make arrangements to ride with a neighbor. Public transportation should be available for those who have not made arrangements. Keep car windows and air vents closed and listen to an EAS radio station. 

Follow the evacuation routes provided. If you need a place to stay, congregate care information will be provided.

If Advised to remain at Home

· Bring pets inside. 

· Close and lock windows and doors 

· Turn off air conditioning, vents, fans and furnace 

· Close fireplace dampers 

· Go to the basement or other underground area 

· Stay inside until authorities say it is safe 

When Coming In From Outdoors

· Shower and change clothing and shoes 

· Put items worn outdoors in a plastic bag and seal it. 

The thyroid gland is vulnerable to the uptake of radioactive iodine. If a radiological release occurs at a nuclear power plant, States may decide to provide the public with stable iodine, potassium iodide, which saturates the thyroid and protects it from the uptake of radioactive iodine. Such a protective action is at the option of State, and in some cases, local government. 

Remember your neighbors may require special assistance--infants, elderly people, and people with disabilities. 

School Evacuations

If an incident involving an actual or potential radiological release occurs, consideration is given to the safety of the children. If an emergency is declared, students in the 10-mile emergency planning zone will be relocated to designated facilities in a safe area. Usually, as a precautionary measure, school children are relocated prior to the evacuation of the general public. 

For Farmers and Home Gardeners

If a radiological incident occurs at the nuclear facility, periodic information concerning the safety of farm and home grown products will be provided. Information on actions you can take to protect crops and livestock is available from your agricultural extension agent. 

Crops

Normal harvesting and processing may still be possible if time permits. Unharvested crops are hard to protect. 

Crops already harvested should be stored inside if possible.

Wash and peel vegetables and fruits before use if they were not already harvested. 

Livestock

Provide as much shelter as possible. Take care of milk-producing animals. 

Provide plenty of food and water and make sure shelters are well-ventilated. Use stored feed and water, when possible. 

Three Ways to Minimize Radiation Exposure 

There are three factors that minimize radiation exposure to your body: Time, Distance, and Shielding. 

Time

Most radioactivity loses its strength fairly quickly. Limiting the time spent near the source of radiation reduces the amount of radiation exposure you will receive. Following an accident, local authorities will monitor any release of radiation and determine the level of protective actions and when the threat has passed. 

Distance

The more distance between you and the source of the radiation, the less radiation you will receive. In the most serious nuclear power plant accident, local officials will likely call for an evacuation, thereby increasing the distance between you and the radiation. 

Shielding

Like distance, the more heavy or dense materials between you and the source of the radiation, the better. This is why local officials could advise you to remain indoors if an accident occurs. In some cases, the walls in your home or workplace would be sufficient shielding to protect you for a short period of time.

What you can do to stay informed:

Attend public information meetings. You may also want to attend post-exercise meetings that include the media and the public. 

Contact local emergency management officials, who can provide information about radioactivity, safety precautions, and state, local, industry and federal plans. 

Ask about the hazards radiation may pose to your family, especially with respect to young children, pregnant women and the elderly. 

Ask where nuclear power plants are located. 

Learn your community's warning systems. 

Learn emergency plans for schools, day care centers, nursing homes--anywhere family members might be. 

Be familiar with emergency information materials that are regularly disseminated to your home (via brochures, the phone book, calendars, utility bills, etc.) These materials contain educational information on radiation, instructions for evacuation and sheltering, special arrangements for the handicapped, contacts for additional information, etc. 

Appendix K: Release of Hazardous Gas or Vapor
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Appendix K:
Release of Hazardous Gas or Vapor

Response Summary

	Discovery
	

	Initial assessment (do not spend undue time assessing)
	1. Note injuries.

2. Identify type of chemical and estimate release rate.

3. Identify emergency shut off devices.

4. Observe prevailing wind conditions and downwind receptors (e.g., schools, residential areas, public gatherings, etc.).



	Notification
	1. UPD (on-campus extension…911)

2. ________ Fire Department 911 (on campus extension…9-911) if LPG or other flammable gas/vapor is released

3. EH&S ______________ (on-campus extension…______)

4. Internal intercom for evacuation



	Source control
	1. If trained in response procedures and use of emergency PPE, don PPE and close control valves and air handler/hood vents to limit release.

2. If the release occurs indoors:

a. Close doors and windows

b. Turn off HVAC system

c. Tape/cover HVAC vents; seal doors with tape, cloth, or other available material

3. Shut off gas main.



	Mitigation and removal
	1. Evacuate area (building and downwind sites as needed).

2. Limit release by repairing hardware or correcting control software errors.

3. If vapor/gas is contained indoors, either filter/scrub the air or ensure adequate evacuation of surrounding area prior to exhausting residual vapors/gases. Mix as much outdoor make-up air as possible when exhausting.



	Critique and follow-up
	1. Account for injuries.

2. Modify procedures



	Available on-site equipment
	


Release of Hazardous Gas or Vapor—Response Detail
No one should attempt to control or effect repairs on a system leaking a hazardous gas or vapor without proper PPE, training, and clearance to use the PPE, and knowledge of and training on the hazards associated with the leaking material. PPE should include respiratory protection, as specified by EH&S, and chemical resistant gloves and suits. The type and level of protection of the gloves and suites vary according to chemical involved. Consult EH&S for guidance.

Note that the Fire Department utilizes SCBAs as a normal part of their turnout gear. Employ the Fire Department’s HAZMAT Team as appropriate.

LPG released from storage tanks at _____ Street facility or Heating Plant presents a significant explosion and/or fire potential. Immediate Fire Department response is critical to prevention of explosion/fire and containment of the danger.

EH&S should determine if a reportable quantity (RQ) was exceeded; if so, EH&S would report to the National Reporting Center.

Consult the Laboratory Safety Manual for additional guidance.

(The following section was extracted from the Internet and was modified to the extent that illustrations were deleted from it. It provides an illustration of the content of a good HAZMAT plan.)

Extracted Information from the

_______ College

Hazardous Materials Emergency Response Plan

Revised April 2003

I. 
Scope 

In accordance with the requirements of the Occupational Health and Safety Administration (OSHA), the Federal Environmental Protection Agency (EPA), the State Department of Environmental Protection (DEP) and the _______ College Environmental Health and Safety Committee, _______ College has designed, implemented and maintains this Emergency Management Plan in order to better prepare the campus and the community in cases of biological, chemical, and radioactive releases.

II. 
Purpose 

The Hazardous Material Emergency Response Plan (HMERP) is the standard operating guideline that _______ College shall use in the event of a hazardous material incident. The HMERP which is part of the more detailed _______ College Emergency Preparedness Plan is intended to assist the college and our emergency response agencies with an organized response to any incident that may involve the accidental release of biological, chemical, and radioactive material. The HMERP shall include not only the above referenced releases and spills, it will also address fires, personal injury accidents, acquisition and use of reference material including MSDS and the Incident Command System, both internal and external.

III. 
Applicability 

The Hazardous Material Emergency Response Plan shall be designed, used, and maintained by those members of the campus community whose responsibility it is to respond, evaluate, coordinate, organize, mitigate, and clean-up a release of a hazardous material that may adversely affect the health and safety of the _______ Community and /or the environment. 

Those departments and employees that are or have the potential to become part of the HMERP shall include, but are not limited to; _______ Fire and Police Departments, _______ College Campus Police, the departments of Biology, Chemistry, Geology and Physics, the Physical Plant Service Desk, Mechanical Shop, Grounds and Landscape Department, the Power Plant, Environmental Health and Safety and the _______ College Administrative Offices. The HMERP can apply to both incidental and large-scale incidents that could be handles in-house or with the aid of our local emergency services, respectively.

IV. 
Definitions: 

Acute Health Hazard: an illness or injury that is associated with a single exposure or multiple short-term exposures to a chemical, element or compound. 

Asbestos: is a naturally occurring hydrated mineral silicate with fibers or bundles of fine single crystal fibers. It is mined throughout the world in countries such as Africa, Australia, Canada, and even the United States. Once mined, the asbestos ore is crushed and ground into long thread-like fibers of material. It has for years been used for acoustical, decorative, and fireproofing surfacing, to cover pipes, boilers, and tanks and has also been used to bind materials together such as vinyl floor tiles, concrete, piping, fume hoods and interior / exterior siding.

Asbestos although banned for many reasons can still be found and manufactured in the United States. Friable asbestos containing material has > 1% asbestos and can be “crumbled or reduced to powder by hand pressure.” When asbestos is friable and air-borne it poses the most significant risk in terms of exposure. 

Chronic Health Hazard: an illness or injury that manifests itself after long-term exposure 
(single long duration or several short contacts) to a toxic material or substance. 

Compressed Gas: a gas or mixture of gases confined within a container and having an absolute pressure that exceeds 40 psi at 70 degrees Fahrenheit. 

Combustible Liquid: a liquid having a flash point at or above 100 deg. F, but less than 200 deg. F 

Corrosives: solids, liquids, or gases that burn or otherwise damage skin tissue at the site of contact. Corrosive material can be acids or bases with a pH of 0-5 or 9-14, respectively. 
· The pH of water (neutral) is approximately 7.0 

Emergency Planning and Community Right-To-Know Act: The Federal EPA requires facilities to provide information on the presence of hazardous chemicals and on releases, both accidental and routine, of such chemicals. This information is maintained and used by the state and local planning committees, which include hospitals, police, and fire departments, boards of health and emergency response teams. 

Explosives: These chemical substances detonate. The cause is typically an initiating mechanism such as shock or the localized concentration of heat 

Flammable Gas: any material that is a gas a 68 deg. F or less and 14.7 psi of pressure and is ignitable at 14.7 psi when in a mixture of 13% or less by volume with air, or any material whose vapor possesses a flammable range at 14.7 psi with air of at least 12%, regardless of the lower limit. 

Flammable Liquid: a liquid having a flash point below 100 deg. F 

· Class 1A has a flash point below 73 deg. F and a boiling point below 100 deg. F 

· Class 1B has a flash point below 73 deg. F and a boiling point at or above 100 deg. F 

· Class 1C has a flash point at or above 73 deg. F and below 100 deg. F 

Flammable Materials: Solid, liquid or gaseous materials that ignite easily and burn rapidly when exposed to an ignition source. 

Flammable Solid: are materials that will ignite if; 

· it is a wetted explosive 

· thermally unstable and can undergo a strong exothermic decomposition 

· a readily combustible solid 

Flash Point: the minimum temperature that a flammable liquid gives off sufficient vapor to first form an ignitable mixture with air at the surface of the liquid. 

Fire Point: as the temperature of a flammable liquid increases beyond the flash point, a temperature is reached that will support continuous combustion and be self-sustaining until the fuel source has been completely consumed. 

Hazard Class: a category assigned by the federal Dept. of Transportation (DOT) that identifies a material in shipment as being a flammable gas, flammable liquid, corrosive, poison, and dangerous when wet. 

Hazardous Materials: substances and materials that pose a risk to the safety and health of the community and the environment and has been identified and listed by the DOT. 

Hazardous Wastes: substances designated by the federal EPA as a hazardous material under the Resource Conservation and Recovery Act (RCRA) with properties that now make the material unusable because of age or contamination. 

Ignitability: a RCRA characteristic of a waste liquid that has a flash point less than or equal to 140 deg. F 

Immediately Dangerous to Life and Health (IDLH): the atmospheric concentration of any substance in a location that poses an immediate threat to life, causes irreversible or delayed adverse health effects, or interferes with an individual's ability to escape from said atmosphere during a 30-minute escape period. 

Liquid Natural Gas (LNG): Natural Gas 

Liquid Petroleum Gas (LPG): Propane 

Lower Explosive Limit (LEL / LFL): the concentration of a gas or vapor in the air below which it will not burn when exposed to an ignition source. 

Oxidizers: a substance that evolves or generates oxygen at ambient temperatures or when exposed to heat 

Permissible Exposure Level (PEL): the time weighted average threshold limit value of substances listed by OSHA to which workers can be exposed continuously for an eight-hour workday without suffering ill effects. 

pH: a means of expressing the hydrogen ion concentration of a solution. 

Radioactive Material: materials that emit radiation, exposure to which could cause adverse health risks. 

Reactivity: a RCRA characteristic of a waste that readily undergoes a violent change without detonating; reacts violently with water, forms potentially explosive mixtures with water, generates toxic gases, vapors, or fumes in quantities sufficient to present a danger to human health or the environment, is capable of detonation or an explosive reaction if it is subjected to a strong initiating source or if it is heated under confinement; is readily capable of detonation, explosive decomposition, or reaction at standard temperature and pressure, or is a forbidden explosive. 

Resource Conservation and Recovery Act (RCRA): a federal statute that empowers the EPA to regulate the treatment, storage, and disposal of hazardous wastes. 

Specific Gravity: the mass of a given volume of matter compared to the mass of an equal volume of water. 

Spontaneously Combustible: solid or liquid materials that ignite spontaneously without exposure to an ignition source. 

Threshold Limit Value (TLV): a guideline that was developed to help determine the airborne concentration of a substance to which nearly all workers can be exposed day after day without experiencing adverse health effects. 

Toxic Substances Control Act (TSCA): a federal statute that empowers EPA to obtain production and test data from industry on all small groups of toxic substances, other than pesticides and drugs whose manufacture, processing, distribution, use or disposal could present unreasonable risk of injury or damage to the environment. 

Toxic: the ability of a material to cause disease, injury, or death in exposed humans and animals at relatively low concentrations. 

Toxicity: RCRA characteristic of a waste, by which using a special test procedure, a representative sample of the waste is found to contain certain constituents identified by the EPA at a concentration equal to or greater than prescribed levels. 

Vapor Density: the mass of a vapor or gas compared to the mass of an equal volume of another gas or vapor, most likely air.

V. 
Ultimate Responsibility 

Under the direction of the _______ College President, Dean of Faculty, and the Treasurer, the Director of Facilities Management and Planning at the Physical Plant shall assume the responsibility of Emergency Director for all campus emergencies including hazardous material incidents. 

1. Working with the Campus Police Chief, Environmental Health & Safety Manager, Chemical Hygiene Officer, Assistant Directors, Engineers and the appropriate supervisors, the Emergency Director will be able to implement the appropriate emergency operations for incidental spills, discharges of oil and any other hazardous material incident that does not warrant the use of self-contained breathing apparatus and/or "Level B" or greater personal protective equipment. 

2. The Emergency Director for _______ College shall be ultimately responsible for the incident, including all aspects of control, hazard mitigation, health and safety, clean up, and the financial burden that will be placed upon the college. 

3. Provided the incident remains small and manageable, the _______ College Emergency Director shall coordinate, maintain and oversee a college specific Incident Command System. A flow chart has been attached to this program and the _______ College Emergency Preparedness Plan which outlines the Incident Command System for the College. The Incident Command System for _______ College maintains the appropriate span of control for the Emergency Director with the following administration, faculty and support staff only reporting directly to the ED: 

· _______ College Public Affairs Officer 

· _______ College Treasurer 

· Logistics Officer (coordinates contractors, Red Cross, housing and food services) 

· Environmental Health & Safety Manager 

· Chemical Hygiene Officer 

· Police Department 

· Physical Plant Services / Operations 

If the hazardous material incident involves a significant biological or chemical incident, fire, medical emergency or other occurrence which overtaxes the resources of _______ College, then the _______ College Director of Facilities Management and Planning, or their respective designee shall request that the _______ Fire Department shall be notified. 

1. In accordance with the requirements of the State Fire Prevention Code, 527 CMR 1.0, the head of the fire department or their designee shall assume the responsibility for the _______ College Incident Command System and shall convey the appropriate information to the on-site _______ College ED. 

2. At this point, the Director of Facilities Management and Planning or their designee will surrender the Incident Command system from in-house to the _______ Fire Department. 
*See Incident Command Flow Chart(s) in Appendix A

VI. 
Potential Incidents 

The most common hazardous material incidents that are likely to occur at _______ College would be: 


1. Incidental spills involving antifreeze, diesel fuel, gasoline and oil on the parking lots around the college campus 

2. Incidental spills involving chemicals within a laboratory 

3. Incidental release of natural or propane gas within a laboratory 

4. Incidental release of propane during refilling operations 

5. Incidental release of Freon during transfer or reclamation 

VII. 
Past Incidents 

1. Larger scale hazardous material releases and spills that have occurred in the past include: 

1. Oil discharge from an underground fuel oil tank at Alumni House 

2. Oil discharge from an underground fuel oil tank at Babbott House 

· discovered during tank removal 

3. Oil overfill at the fuel tanks, North of the Heating Plant 

4. Accidental release of ammonia underneath LeFrak Gymnasium 

5. Chemical spill resulting from a failure of shelving in Merrill Science Center 

VIII. 
Hazardous Material Sites and Contacts Department Building Contact Phone Numbers 


	

	Biology
	Life Sciences 
Floors 1-4
	Ron Herbert
	Office 542-2087 
Home 665-7683

	Chemistry
	Merrill Science 
Floors 1, 4- 5
	Jon Sanborn
	Office 542-2736 
Home 584-3722

	Dining Services
	Valentine Hall
	Robert Campbell
	Office 542-2220 
Home 527-4789

	Fine Arts
	Fayerweather 
Floors 1 - 4
	Richard Scorpio
	Office 542-5784 
Home 533-9692

	Geology
	Pratt Museum
	Tekla Harms
	Office 542-5784 
Homes 253-3247

	OAS 
Printing Shop
	College Hall 
Basement
	Barbara St. Onge
	Office 542-2820 
Home 584- 4198

	Physical Plant 
Athletics
	Caddyshack 
Orr Rink
	Bob Ball
	Office 542-8396 
Home

	Physical Plant 
Garage
	Garage
	Kim Steinbeck
	Office 
Home

	Physical Plant 
Grounds / Landscape
	Old Power Plant 
Garage
	Bob Shea
	

	Physical Plant 
Env. Health & Safety
	Haz-Store Building 
Bays 1-4
	Richard Mears
	

	Physical Plant 
Paint Shop
	Service Building 
Basement (North)
	Bob Thornton
	

	Physical Plant 
Power Plant
	Heating Plant
	Jeff Isabelle
	

	Physics
	Merrill Science 
Floors 1-2
	Bob Bartos
	

	Student Organizations
	Campus Center 
Pond, Pratt
	Carla Banas
	

	Theater & Dance
	Kirby / Webster
	Bob Colby
	


IX. 
Hazardous Material Locations (Site Specific) 


Locations at _______ College that pose the most significant risks to our emergency response agencies include

	Building
	Area/Room
	Hazardous Condition/Materials

	Caddyshack 
	Garage
	Pesticides

	Haz-Stor Bldg 
	Bay 3
	Batteries and PCB Ballast's 

	Haz-Stor Bldg 
	Bay 4
	Asbestos, Chemicals, Lead Paint, Paints & Oils 

	LeFrak Gym
	Exterior
	Ammonia Gas Tank 

	Life Sciences
	Entire Bldg
	Biology Research Laboratories 

	Merrill Science
	130A
	Gas Cylinders 

	Merrill Science
	130B
	Air/Water Reactives, Corrosives, Flammables

	Merrill Science 
	130C
	Hazardous Waste Main Accumulation Area 

	Merrill Science 
	130D
	Radioactive Materials (Univ. of Mass/_______) 

	Merrill Science 
	400A
	Flammable Liquid Storage Area 

	Merrill Science
	400B
	Corrosive Liquid Storage Area

	Merrill Science
	5th Floor
	Chemistry Research Laboratories 

	Old Power Plant
	Garage
	Pesticides

	Pratt Museum 
	11-23
	Geology Research Laboratories

	Pratt Pool
	Filter Room
	Chlorine and other Pool Chemicals 


X. 
Personal Protective Equipment 

Because _______ College is currently only capable of handling "incidental spills" involving chemicals, gasoline, oil and other similar materials, our personal protective equipment needs are limited. _______ College Hazardous Material Emergency Response Personnel have the necessary equipment to address an incident of level "C" or less. The equipment available consists of: 


1. Negative Pressure Respirators with combination cartridges 

2. Tyvek suits or similar with protective coatings to retard some chemicals and oil 

3. Nitrile Gloves and Boots 

4. Absorbent pads, pillows and socks for acids, flammable liquids and oils 

5. Sodium Bicarbonate (50 lb. bags) 

6. Plastic (spark resistant) tools including brooms, shovels and assorted tools 

7. Plastic and Steel Containment Drums - 5, 30 and 55 gallon sizes 

8. Assorted patches and plugs 

The above referenced equipment is located in the following areas;

· Hazardous / Universal Waste Storage Building (Bay 1) 2 East Dr. 

· Physical Plant Heating Plant 155 College St. 

· Merrill Science (Room 400) 15 Mead Dr. 

XI. 
Emergency Response Detection Equipment 

_______ College Physical Plant can initially respond to leaks, odors, and spills involving chemicals, gasoline, natural gas, propane, and other similar concerns with detection equipment currently available on site. The office of Environmental Health and Safety at Physical Plant has and maintains the following combustible gas detectors that are capable of detecting gases with a flammable range as well as oxygen, carbon monoxide and hydrogen sulfide: 

1. Industrial Scientific 4 Gas Monitors - Plumbing Shop 

2. Crowcon (4) Gas Monitors 2 Physical Plant, Rooms 003 / 105 

3. B&W (4) Gas Monitor 1 Heating Plant, Main Office 

_______ College Hazardous Material Emergency Response Personnel can also respond to issues of air quality that may involve the presence of carbon dioxide, oxides of nitrogen or sulfur. Environmental Health & Safety at Physical Plant has an indoor air quality monitor capable of identifying and quantifying the material referenced above. 

· Metrosonics Aq-5000 1 Physical Plant, Room 105 c. pH paper is also readily available in Physical Plant and Merrill Science Center 

A. Asbestos Incidents 

Incidents involving or believed to be asbestos should be immediately reported to the Environmental Health and Safety Manager. · The EH&S Manager shall, to the best of their ability mitigate the hazard until an outside contractor can be employed. If the EH&S manager can not be reached, the Physical Plant Service Desk or _______ College Campus Police must immediately contact the specified Asbestos Contractor; 

Abide Inc., 
Phone (413) 525-0644 
Pager (413) 263-1146

B. Corrosive Material 

1. Incidents involving corrosive chemicals should first be checked to determine pH. 

2. pH paper or similar shall be used to ascertain whether the chemical is acidic or basic 

3. Using the appropriate Personal Protective Equipment, the Hazardous Material Emergency Response Personnel should attempt to neutralize the material. 

4. Sodium Bicarbonate should be utilized for spills involving acids 

5. Acetic Acid / Vinegar should be used for spills involving bases 

C. Flammable Liquids 

Incidents involving flammable liquids should first be checked for the Lower Explosive Level, hereafter referred to as LEL to check the flammability or ignitability, the Hazardous Material Emergency Response Personnel should utilize the Flammable Gas 


Detection Device located at the Physical Plant. The AIM 3000 is located in the office of Environmental Health & Safety, room 105. 

1. If the gas detector indicates a level higher than 10% of the LEL, evacuate the building and contact the _______ Fire Department 

2. If the spilled material is not within the flammable range… 

· Absorb the material utilizing PIG’s Lite-Dri, Socks, Pads, or Speedy-Dry. 

· The material should then be double bagged, labeled and placed in the Main Accumulation Area for future pick-up. 

D. Poisons 

Incidents involving poisons most likely will not be able to be taken care of in-house. Respiratory protection will need to be worn in order to prevent or limit personnel over-exposure. 

· Contact _______ College Chemical Hygiene Officer, Environmental Health and Safety Mgr., or the Office of Environmental Health & Safety at the University of __________. 

XII. 
Emergency Response Agencies 

_______ College has previously identified Emergency Response Agencies that are able to assist in the mitigation of a hazardous material incident involving but not limited to asbestos, chemicals, gas leaks and odors, oil spills and other incidents that may adversely affect the college community, the general public and/or the environment. The agencies that are to be called upon include:

	Hazardous Material
	Company
	Telephone

	Asbestos
	Abide Inc.
	(413) 525-0644 
(413) 263-1146

	Asbestos
	DecTam Inc.
	(978) 470-2860 

	Chemical/Oil
	Environmental Health & Safety
	(413) 545-2682 
University of Mass/_______ (413) 545-2121

	Chemical/Oil
	Triumvirate Environmental
	(617) 628-8098

	Oil
	Cyn Environmental
	(413) 599-1900 
(800) 494-8394


An all-inclusive list of contractors is located at the end of the Emergency Response Plans (See appendix).

XIII.
_______ Fire Department 

The _______ Fire Department is staffed 24 hours a day, 7 days a week. There are (2) fire stations located within the 

Town of _______; 

1. Central Fire Station - 68 North Pleasant St. (413) 256-4086 

2. North Fire Station - 603 East Pleasant St. (413) 256-4085 

_______ College is primarily served by the Central Fire Station, which is located one block away from the college. The _______ Fire Department operates both the fire and emergency medical services for the town, which includes not only _______ College but _________ College and the University of _____ as well. There are at least (7) firefighter EMTs and/or Paramedics on duty at all times. 

· The on-duty firefighters operate an engine company or (2) ambulances from each station 

The _______ Fire Department is augmented by additional personnel; 

· 22 member paid on-call force of firefighter / EMTs 

· 16 member student / volunteer force of firefighter / EMTs that reside at the North Fire Station. 

In addition to staffing the ambulance and fire apparatus for the Town of _______, the fire department also serves as the initial hazardous material response team for _______ College, _________ College, and the University of _____________. The fire department currently has (2) members that are assigned to the regional hazardous material response team which is located in the ______ /____________ Area. 

· The Regional Hazardous Material Response Team operates / responds as needed in levels referred to as Tiers. Tier 1 involves the response of the _______ Fire Department supplemented by the (2) members of the department assigned to the regional team. Tier 2 (if required) increases the number of personnel and the necessary equipment from the district / regional hazardous material response team. 

If the _______ Fire Department is called upon to respond to _______ College for a fire or hazardous material incident, it must be understood that they assume the role of "incident command". The highest-ranking fire officer on the scene of the emergency is the "Incident Commander". 

· _______ College representatives, both administrative and support staff will assist the "Incident Commander" as needed. 

· The Emergency Director or his/her designee for _______ College should remain with the "Incident Commander" at all times for reasons of communication, continuity, monetary and personnel support. 

The Emergency Director or their designee should provide the following; 

1. Police Officers in a number sufficient to protect public and property 

2. Financial support as necessary to mitigate the hazard 

3. Public Affairs Officer to properly assist the media 

4. Support staff as necessary to properly manage the incident 

5. An area for rehabilitation (i.e. rest, food, water etc.) 

6. Recordkeeping staff to properly document the incident, expenditures and resources used. 

7. An Area for Incident Command, if necessary. 

XIV.
Incidental vs. Large Scale Spills 

In terms of size, _______ College has identified two levels of spills; 

1. Incidental Spills 

2. Large Scale Spills 

Any leak, odor or spill that has been identified as an incidental spill can and will be handled in house by our Hazardous Material Emergency Response Team using spill containment and personal protective equipment that is currently available. If personal protective equipment above level "C" is required, then the incident will no longer be considered "incidental." Under the direction of the _______ College Emergency Director, the Environmental Health & Safety Manager, and/or the Chemical Hygiene Officer, a spill no longer or not considered incidental will be referred to one or all of the following:

1. Environmental Health & Safety, U____ at _______ 

2. _______ Fire Department 

3. Cycle Chem/Clean Venture 

4. Triumvirate Environmental 

XV. 
Incidental Leaks, Releases, and Spills 

In accordance with the _______ College Hazardous Material Emergency Response Plan, an "incidental release or spill" shall mean a small scale discharge, leak, release or spill that can be absorbed, neutralized or otherwise controlled at the time of the incident by personnel at the college.

The personnel referenced here shall refer to laboratory staff familiar with the material, Academic Support Staff including the Chemical Hygiene Officer and his/her designee, Physical Plant Staff and Environmental Health and Safety Staff provided they have all received the necessary training. In order for the Hazardous Material discharge, leak, release, or spill to be considered incidental, there can be no potential health risks, potential for explosion or fire, and no risk of personal injury. In the event of an accident, explosion, fire, leak, release, or spill the first priority must be personal health and safety.

The following is the recommended practice that should be followed in the event of a hazardous material incident; 

1. Tell others in the area to evacuate 

2. Evacuate the area or room 

3. Call the _______ College Campus Police from a safe location at xxx-xxxx · Give the dispatcher as much information as possible: 

A. Your name 

B. Building and Room where the incident took place 

C. Where you are calling from 

D. What happened 

E. Number of injuries 

F. Name of the chemical involved 

A. INCIDENTAL CHEMICAL LEAK or SPILL 
Notify personnel in the room or Area 2. Contact the Chemical Hygiene Officer or Environmental Health and Safety by calling the _______ College Police at 542-2111. 

Tell the Police Dispatcher: 

1. You have a small chemical spill in the laboratory and that you are requesting; 

· Chemical Hygiene Officer, ___________, or 
Environmental Health and Safety, __________

2. the name of the chemical or hazardous material involved, and how much leaked or was spilled 

3. if anyone is injured, and the extent of the injuries 

4. whether or not personnel have evacuated the area/room 

5. if the door to the facility or laboratory is closed 

6. if the facility / laboratory is equipped with a fume hood 

7. what is being done to mitigate the hazard 

8. where you are calling from 

9. where the Police Officer, the Chemical Hygiene Officer or Environmental Health and Safety should meet you

B. LARGE SCALE CHEMICAL LEAK or SPILL 

1. Notify personnel in the area that the spill has occurred and to evacuate

2. Leave the room immediately 

3. Close the door to the laboratory as you leave 

4. Call the _______ College Campus Police from a safe location xxx-xxxx 

Tell the Dispatcher… 

1. your name 

2. phone number from where you are calling 

3. area, building and room number where the incident has occurred 

4. if there is or was an explosion or fire 

5. how many people are injured 

6. the extent of the injuries 

7. what is being done for those injured 

8. the name of the chemical or hazardous material involved 

9. how much was spilled 

10. has the material been contained 

11. who is in charge of the laboratory 

12. who will meet the ambulance, fire or police department at the main door 

13. your intended location, after you evacuate the building or area. 

C. PERSONAL INJURYCHEMICAL LEAK or SPILL 

Small Incident (no ambulance required) 

1. Immediately remove all clothing affected by spill 

2. Flush the area for at least 15 minutes 

3. Obtain a copy of the MSDS to determine additional first aid measures, if any

Eye Injury – Chemical 

1. Immediately flush the eye for at least 15 minutes. Affected eye should be lower than the uninjured eye 

2. Have someone else call for the _______ College Campus Police xxx-xxxx 

Large Incident - Ambulance Required 

1. Notify other personnel in the facility or laboratory 

2. With Personal Protective Equipment (gloves etc.) remove all clothing. Chemicals will pool in belts, pockets and shoes 

3. Have someone else call the _______ College Campus Police xxx-xxxx 

4. Flush the entire body, eye or face for at least 15 minutes or until the arrival of the _______ Ambulance 

D. EXPLOSION or FIRE 

1. Notify occupants of the area or room 

2. Evacuate the area, laboratory or room 

3. Close the door to the room as you exit 

4. Activate the building Fire Alarm 

5. Call the _______ College Campus Police from a safe location xxx-xxxx 

Tell the Dispatcher… 

1. Your name 

2. the number you are calling from 

3. the area, building and room number where the fire is located 

4. if there are any injuries 

· how many 

· the extent of injuries 

5. cause of the fire 

· chemical 

· electrical 

· gas 

6. if there are additional laboratory hazards in the area or room 

· flammable gases or liquids 

· poisons 

· radioactive or biological materials 

7. who will meet the _______ College Campus Police or _______ Fire Department at the main door 

8. your location, after evacuation from the building 

If trained and the fire is small… 

1. Select the appropriate fire extinguisher 

2. Check the door to the room (if cool), open it 

3. Extinguish the fire. After the extinguisher has been used, notify the Physical Plant at 542-2254. 

XVI. 
_______ College Campus Police Responsibilities 

The _______ College Campus Police Department is initially responsible for the health and safety of the _______ College Campus Community. They are responsible for: 

1. Monitoring the _______ College Fire Alarm System 

2. Receiving the initial report of chemical spill or fire and reporting it to the proper _______ College Personnel or the _______ Fire Department 

3. Determining the need for the ambulance or other emergency response personnel. 

4. Responding to the scene of the emergency 

5. Meeting with the calling party at the main door or other predetermined location. 

6. Establishing initial Incident Command until the arrival of the _______ Fire Department, _______ College Emergency Director, Environmental Health & Safety, or the Chemical Hygiene Officer. 

7. Establishing a cold zone (chemically safe area) 

8. Setting up site security and preventing unauthorized access to the leak or spill 

9. Assessing the scene of the emergency and requesting the necessary information, equipment and supplies 

10. Site accountability and whether or not all persons were safely evacuated 

11. Assisting the Incident Commander (_______ Fire Department or Physical Plant) with crowd control and public information 

12. Initiating the response of all necessary _______ College personnel including:

· Administration 

· Public Affairs 

· Additional Police Officers 

· Chemical Hygiene Officer 

· Physical Plant Director or Designee 

· Environmental Health & Safety 

· Engineering 

· Carpentry Shop 

· Custodial and Special Services 

· Electric Shop 

· Mechanical Shop - HVAC and Plumbing 

· Grounds 

· Service Desk Personnel 

· Dining Services 

XVII. 
Reporting Requirements 

As required, _______ College shall report any incident involving a chemical leak, release, or spill that is greater than or equal to the "reportable quantity" for that particular material. Reportable quantities will be reported to the State Department of Environmental Protection, and when necessary the National Response Center. Any incident involving a chemical discharge, leak, release or spill that cannot be handled in house shall be reported to the _______ Fire Department. Depending on the material or the severity of the incident, the Incident Commander can and may request the assistance of the Regional Hazardous Material Response Team.

XVIII. 
Critiques and Debriefing 

_______ College, under the direction of the Emergency Director or his/her designee will conduct critiques and debriefings soon after an incident, when deemed necessary. The critiques will aid in the identification of problems that were or will be encountered during the hazardous material incident. Our goal is to prevent the re-occurrence of problematic situations and to improve our overall response to any and all incidents.

XIX. 
Training 

All _______ College personnel that are involved in Hazardous Material Emergency Response are trained to at least the First Responder Awareness Level if not the Operations or Technician's Level in accordance with 29 CFR 910.120. · Personnel within the Physical Plant, Dining Services, Information Services, and in the Office of Admissions for the College are members of the _______ Fire Department. These individuals receive annual training on Hazardous Material Emergency Response through the above referenced response agency. Additionally, other members of the College who have been selected to respond to "incidental discharges, leaks, releases, and spills" have obtained the required training through the hazardous material waste contractor/hauler, a condition of our hazardous waste contract. 

· All training involving hazardous material response will occur at least annually. 

· A table top or mock drill will also occur annually to aid in the training process 

· Training records for the _______ College Hazardous Material Emergency Response team will be maintained by the Office of Environmental Health & Safety. 

XX. 
Medical Surveillance 

As required, all members of the _______ College Hazardous Material Response Team will receive medical surveillance and consultation with the Occupational Physician at the Department of Occupational Health, ______________ Hospital. The medical testing will be performed on all members of the team at least annually. A baseline medical examination will be performed as soon as possible to determine pre-existing conditions. Any overexposure will also be reported to the Emergency Director and the Office of Human Resources so that a follow-up medical evaluation can be performed.
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Appendix L:
Escaped Animals

Response Summary

	Discovery
	

	Initial assessment (do not spend undue time assessing)
	1. Note injuries.

2. Note species and appearance (e.g., coloration).

3. Estimate number of escaped animals.

4. Identify special concerns, if known, such as infectious diseases, aggressive disposition, genetic alterations, etc.



	Notification
	1. UPD (on-campus extension. 911)

2. Animal and Rabies Control _____________ (______ County)

3. Ambulance services (if necessary) 911 (on-campus extension…9-911)

4. Vivarium ___________________

5. Lead researcher and/or PI



	Source control
	Close cages, pens, etc. if other animals remain (beware of aggressive animals).



	Mitigation and removal
	Aid Animal Control personnel with any special knowledge or personal rapport with escaped animal.



	Critique and follow-up
	1. Account for injuries and property damage.

2. Modify procedures



	Available on-site equipment
	


Escaped Animals—Response Detail
Wear gloves (use thick gloves as appropriate), eye protection, and/or a respirator for handling diseased animals. Use a thick towel to wrap small animals to trap their legs and cover their eyes and mouth.

If an animal injures a person, he/she should wash the wound with soap and water. Leave the wound open to bleed and seek immediate medical care. Animals that have bitten persons must be captured and quarantined for rabies. Animal Control determines the need for testing the animal for rabies. Be aware that in addition to infectious disease from bites (e.g., rabies), there could be allergic (possibly severe) reactions to bites, scratches, or casual contact with specific animals or insects.

Other concerns could include genetically altered insects. Consult a pest control professional and the lead researcher to determine the best strategy for mitigating associated risks with such creatures.

Animal Science Research Center

University of ________

STANDARD OPERATING PROCEDURE

TITLE: DISASTER PLAN

Approval




Date
Approval 



Date
DISASTER PLANNING FOR UNIVERSITY OF MO - ANIMAL RESOURCE FACILITIES 
The Animal Science Research Center (ASRC) provides animal procurement, husbandry, health care, and scientific support for several programs using animals in teaching and research. The ASRC personnel are responsible for emergency planning and implementation with regard to the research animals. 

This manual will serve as an annex to the University of ________ Emergency Plan in addition to other Emergency Procedures (i.e. fire, flood, threats by animal activists, etc.) as established by the University of ________. 

Disasters that are big enough to affect a university will also affect the community and the county. Make sure you are aware of your own county's emergency plans because you will not be the only people wanting critical services restored. Most counties are posting these plans on the web. 

The basic description of research animal care and support for each emergency includes the following: 
· Animal Observation and Health Maintenance 

· Food & Water 

· Personnel to Care for Animals 

· Transportation & Communications 

· Environmental Support & Contamination Control 

· Security & Research Support 

Potential Emergencies covered by this plan: 
· Bomb Threat/Bombing 

· Break-In 

· Fire 

· Flooding 

· Protests by Animal Activists/Threats of Terrorism 

· Tornado 

FACILITIES: Animal housing areas under management of the ASRC: Unit B, C, D, and F of the ASRC and associated farms. 

ANIMAL OBSERVATION AND HEALTH MAINTENANCE 
The majority of animals within the ASRC are specifically bred for laboratory research. The health and welfare of these animals are the primary goal of this office. All other elements listed are necessary for adequate maintenance of the animals. The animal technicians and student employees observe the animals under their care on a daily basis and report abnormalities to the ASRC Animal Facility Manager or CAFNR Animal Resource Manager. Failure to observe the animals may result in conditions being left untreated. Personnel are needed to observe the animals in a timely manner, and adequate lighting and power is needed for proper observations to occur. 

FOOD and BEDDING 

Research animals must be ensured a continuous supply of food that maintains a constant nutrition formula. Several research projects use specialized diets that have been specifically altered or vary in only one ingredient. Animal bedding should be changed often enough to prevent odor and filth, and discomfort to the animals. There should be about two week’s supply of both food and bedding on hand at all times. 

WATER 

University of ________ campus water supply is linked to the city water plant, so that water from all animal facilities on campus is obtained from City of ________. There are five interconnected wells on campus. 

Water is also essential for washing animal caging equipment and for other sanitation purposes. 

Inadequate water pressure and temperatures adversely affects the level of sanitation by allowing bacteria and viruses to remain on the equipment and multiply. This will cause serious health problems for the animals and the technicians caring for them. Water is also needed for purposes such as flushing toilets and washing hands after working with the animals. 

Lack of adequate water supplies can cause life-threatening situations in the research populations. The availability of water is even more important for rodents that have a higher basal metabolic rate. Consistent water turnover in fish tanks provide optimum oxygen, nitrate and ammonia levels compatible with life. Lack of water would lead to dangerous depletion of oxygen and increases in ammonia, nitrates, and pathogenic bacteria. 

PERSONNEL TO CARE FOR ANIMALS 
Currently the animal care section includes Faculty Unit Supervisors, Attending Veterinarian, Animal Resource Manager, ASRC Animal Facility Manager, P.I.-specific technicians and student assistants. 

Failure to maintain this staff due to lack of transportation to work, the need to remain with and care for their families and homes, needed rest from working excessively long hours in the facility, and a lack of personal food and water supply, could result in difficulty in maintaining proper standards of animal care. 

TRANSPORTATION

The ASRC currently owns the following along with other vehicles: 

1991 Dodge Pickup


7’ X 18’ Cherokee Aluminum Livestock Trailer 

1992 Ford Pickup



6.5’ X 16.5’ Keefer Built Livestock Trailer 

1999 Dodge Van 



20’ X 6’ Smidley Livestock Trailer 

1986 Ford Truck 



20’ X 7’ Coose Livestock Trailer 

1986 Ford Pickup 


20’ X 7’ WW Horse Trailer 

1997 Ford Truck 

1985 Ford Pickup 

2000 Ford F550 

1989 Ford Van 

1994 Chevrolet Truck 

1996 Ford Truck 

2000 Ford Focus 

1999 Ford Truck 

1986 Ford Truck 

1988 Chevrolet Pickup 

1984 GMC Truck 

1991 Ford Escort 

1991 Ford Ranger 

1990 Ford cab and Chassis 

1999 Dodge Truck 

1993 Ford Escort 

1982 Ford Truck 

1981 GMC Pickup 

1983 Ford Truck 

1986 Plymouth Reliant 

1989 Dodge Ram 

1985 Dodge Ram Pickup 

350 Dodge Ram 

1988 Chevrolet Blazer 

1986 Chevrolet Pickup 

1998 Jeep 

Department trucks are needed to transport equipment, supplies, and animals to and from other facilities on and off campus for sanitation and research purposes. Each vehicle should be equipped with supplies such as fix-a-flats, jacks, spare tire, towropes, first-aid kits, and jumper cables. 

COMMUNICATIONS 
OAR veterinarians, facilities and farm managers carry pagers and are accessible during the normal workday. The animal technician supervisors and clinical veterinarian are accessible 24 hours a day. An animal technician supervisor provides weekend and holiday coverage. The phone numbers and pager numbers are listed by telephones in all facilities for weekend and holiday coverage. 

ENVIRONMENTAL SUPPORT 
Environmental support is dependent upon continuous electric power and a correctly functioning HVAC system. For emergency power outages, there is a back-up generator for the ASRC only. There are two portable generators available through the Campus Facilities desk. It is extremely important to maintain the temperature and humidity of the animal rooms within targeted thermo neutral zones. This is the environment at which the animals are best adapted physiologically, causing the least effect on animal metabolism and behavior. Currently the animal rooms are maintained at temperatures that range from 68 to 75 degrees F and a humidity level between 40 and 70 percent. Complete air exchanges range between 10 and 15 changes per hour. Light cycles vary from 10-hour light and 14-hour dark to 12-hr light and 12-hr dark. 

Failure in any one component of the environmental support can have adverse impact ranging from minor annoyance to death of animals. Extreme fluctuations/alterations in temperature and humidity will alter the physiologic parameters of the animal that can result in death. Alterations in light cycles may result in loss of or invalidation of important research data. HVAC system disruption may cause health problems (respiratory disease) in animals and employees as well as an accumulation of annoying odors and/or harmful fumes. 

CONTAMINATION CONTROL 
Contamination control is maintained by established sanitation procedures and the supply of 100% fresh air exchange. Equally important is proper storage of food supplies, refrigeration of carcasses, adequate clean water supply, and sewer support. 

Failure of contamination control could result in significant health problems in the animals and employees. Control is dependent upon personnel to follow established sanitation procedures. Power and water is needed to operate sanitizing equipment. 

SECURITY: Facility entrances and side doors are locked after business hours. A security system with access cards issued for workers listed on an approved protocol is in place at the ASRC. 

RESEARCH SUPPORT 
Research investigators are contacted when a problem arises with the condition of their animals such as health problems, power outages, and temperature changes. In the event of emergency situations, researchers are contacted as soon as possible. If contact with the investigator is not possible it may result in not having input from them as to necessary changes that may be needed to maintain proper animal care. This could result in loss of important data for research projects. 

BOMB THREAT/BOMBING

If a bomb threat is received, the call should be immediately reported to the University of ________ Police Department (UPD). 

The UPD will determine what action should be taken in the event of a bomb threat (evacuation of building, etc.). 

Animal Observation and Health Maintenance 
All animals will be checked as soon as the fire and police safety personnel permit access to the facility. Animals suffering from injuries or smoke inhalation will be examined as quickly as possible and treated or euthanized as necessary. Dead animals will be removed from cages or pens and placed in the cold room or taken to the Veterinary School necropsy cooler. If the bomb damages the cold room, the carcasses will be taken to a cold room in another facility and stored until arrangements for disposal can be made. 

I

If a bomb (or subsequent fire) has destroyed proper housing ability in any of the facilities, any remaining animals will be transported to another facility. Undamaged equipment and supplies will be moved to appropriate storage areas. 

Food 
Should a bomb or subsequent fire or water damage or destroy any or all of the feed supply, the local feed vendor will be contacted for immediate replacements. Any feed that cannot be obtained from the local vendor, will be ordered for overnight delivery from the distributor. Spoiled or contaminated feed will be discarded immediately. 

Water 
In a case where a bomb destroys the water supply or equipment, water will be brought in from other facilities. 

Personnel to Care for Animals 
If a bombing or a bomb threat occurs during normal working hours, all employees must vacate the facilities immediately, report to a predetermined place, and wait for further instructions. If a bombing occurs after regular operating hours an attempt will be made to notify all employees to report to work. The facility manager (or designee) and veterinarian on call will be notified of any bombing and report to assess any resulting damage. 

Environmental Support 
Physical plant is responsible for the operation of the ventilation systems and electrical power. Should power be lost for an extended period of time, the emergency generators will be activated. 

Contamination Control 
Contamination control will be handled by cleaning up of any bomb, smoke, and/or water damage. All carcasses will be placed in the cold room. If the air handling system is functioning, all air filters in the affected areas will be changed. 

Security 
Facility entrances and side doors are locked after business hours. 

Research Support 
Research investigators will be notified of the status of their animals as soon as possible and any alterations in routine plans of proper care for them (room or building relocation, etc.). 

BREAK IN 

Animal Observation and Health Maintenance 
Any animals that may be loose in the facility or on the farms will be captured, identified, and returned to cages or pens or they will be euthanized, depending on their condition. Any animals killed as a result of vandalism will be disposed of. If the cold room is damaged by vandalism, the dead animals will be taken to a cold room in another facility. 

Food 
If the feed is destroyed by an act of vandalism, an order will be placed immediately with the local vendor for replacement. Feed will be shipped in by overnight delivery if needed. 

Water 
If vandalism disrupts the water supply, fresh water will be brought in from other areas until repairs are made. 

Environmental Support 
Physical plant is responsible for the operation of the ventilation and heating/cooling systems. If vandalism disrupts any of these services, physical plant will be contacted and they will engage the emergency generators if needed. 

Contamination Control 
EH&S will be notified of any contamination may be the result of vandalism (e.g. chemicals being spilled). Spills will be cleaned up per EH&S instructions. Other possible sources of contamination such as standing water or spoiled feed will be cleaned up and disposed of. 

Security 
Facility entrances and side doors are locked after business hours. 

Research Support 
Attempts will be made to contact all research investigators to inform them of the status of their animals as soon as possible. 

FIRE 

Animal Observation and Health Maintenance 
All animals will be checked as soon as the fire safety personnel permit access to the facility. Dead animals will be removed from cages or pens and put in cold room or Veterinary School necropsy cooler. If the fire damages the cold room the animal carcasses will be taken to a cold room in another facility and stored until arrangements can be made for disposal. 

Animals that need to be relocated due to fire damage to the facility will be removed as soon as possible to another suitable housing facility. Animals suffering from smoke inhalation will be examined as quickly as possible and treated or euthanized as necessary. 

Food 
Should a fire or subsequent water damage destroy any or all of the feed supply we will have the local vendor deliver feed immediately. Feed may need to be overnight shipped to our facility to replace some of the damaged supply. 

Water 
In a case where a fire disrupts the regular tap water supply, water will be brought in from other areas until the main supply is determined to be safe again. 

Personnel to Care for Animals 
If a fire occurs during working hours all employees must vacate the facilities immediately, report to a predetermined place, and wait for further instructions. If a fire occurs after regular operating hours an attempt will made to notify all employees to report to work. The facility manager (or designee) and veterinarian on call will be notified of any fire and report to assess any resulting damage. 

Transportation 
If a fire destroys proper housing ability in any of the facilities, any remaining animals will be transported to another facility on campus. Undamaged equipment and supplies will also be relocated to another appropriate facility on campus for storage. 

Environmental Support 
Physical plant is responsible for the operation of the ventilation and heating/cooling systems. If fire disrupts any of these services, physical plant will be contacted and they will engage the emergency generators if needed. 

Contamination Control 
Contamination control will be handled by cleaning up any smoke and/or water damage and putting any dead animals in the cold room. All air filters in the affected area will be changed. 

Security 
Facility entrances and side doors are locked after business hours. 

Research Support 
Research investigators will be notified of the status of their animals as soon as possible and any alterations in routine plans of proper care for them (room or building relocation, etc.)

FLOODS

Animal Observation and Health Maintenance 
If potential flooding is expected animals will be relocated if possible. If relocation is not possible, animals with be moved to the highest row within their racks and monitored frequently. Farm animals will be relocated to areas of the farm or to another farm, located away from the flood endangered area. All animals will be checked as soon as access has been granted to a flooded building or farm. Dead animals will be removed from cages or pens and placed in cold room or transported to the Veterinary School necropsy cooler. If the cold room is damaged by the flooding the carcasses will be taken to another cold room on campus and stored until disposal. Animals suffering from exposure will be examined and treated as soon as possible. 

Food 
If a flood within any of the facilities should damage the feed supply, the local vendor will be contacted for delivery of new food immediately. Should we experience a prolong power outage due to the flood, all feed will be closely monitored for spoilage and discarded and replaced as necessary. 

Water 
Water will undergo quality testing if widespread flooding occurs. Bottled water may need to be purchased until the City of ________ has tested and proven that the water supply is once again safe for consumption. 

Transportation 
The transportation that is used for transportation of supplies and equipment will travel the safest route necessary to circumnavigate the flooded area, taking care not to travel over flooded roads. 

Environmental Support 
Sand bags will be provided by Physical Plant to aid in keeping water from coming in under the doors. 

Although the air handlers for the HVAC system are located outside of the facility, Physical Plant will monitor this system and provide emergency generators if needed. 

Contamination Control 
Any standing water will be cleaned up immediately. 

Security 
Facility entrances and side doors are locked after business hours. 

Research Support 
Attempts will be made to contact all research investigators to inform them of the status of their animals as soon as possible. 

PROTESTS AGAINST ANIMAL RESEARCH/ANIMAL ACTIVIST THREAT 

If an unscheduled protest, notice of an unscheduled protest, or animal activist threat occurs, the list of Crisis People to Contact and the University Police Department (UPD) should be notified immediately. They will determine what action should be taken in the event of a protest / animal activist threat and determine whether to initiate the Crisis Communication Plan. 

TORNADOS

Animal Observation and Health Maintenance 
All animals will be checked as soon as the safety personnel permit access to the facilities. Dead animals will be removed from cages or pens and put into a cold room. If the cold room is damaged by the tornado, the dead animals may be taken to a cold room in another facility and stored until arrangements for pick-up and disposal can be made. 

Animals that need to be relocated due to tornado damage to a facility will be moved as soon as possible to another suitable facility. 

Animals suffering from injury will be examined as quickly as possible and treated or euthanized as necessary. 

Food 
Should a tornado or subsequent water damage destroy any or all of the feed supply, the local vendor will be contacted for replacements. If needed, feed will be shipped by overnight delivery. Spoiled or contaminated feed will be discarded and replaced as soon as possible. 

Water 
In a case where a tornado disrupts the water supply to a facility, water will be transported in from other facilities on campus. 

Personnel to Care for Animals 
If a tornado occurs during working hours all employees in the outlying areas must vacate to a safe area immediately. Employees in the Animal Science Research Center are to remain within the building and wait for instructions. If a tornado occurs after regular working hours an attempt will be made to notify all employees to report to work. 

The facility manager (or designee) and veterinarian on call will be notified of any tornado and report to assess any resulting damage. 

Transportation 
If a tornado has destroyed proper housing ability in any facility, any remaining animals will be transported to another facility on campus. Undamaged equipment and supplies will be taken to storage areas within undamaged facilities. 

Environmental Support 
If needed, emergency generators will be requested from Physical Plant. 

Contamination Control 
Any dead animals will be removed from cages and put into a cold room. If the cold room is damaged, the animal carcasses will be taken to a cold room in another facility and stored until arrangements can be made for pick-up and disposal. 

Security 
Facility entrances and side doors are locked after business hours. 

Research Support 
Research investigators will be notified of the status of their animals as soon as possible and any alterations in routine plans of proper care for them (room or building relocation, etc.). 

EMERGENCY PHONE NUMBERS 

· Fire or Ambulance (from a campus phone): 9-911 

· Always call University of ________ Police after calling to report a fire or requesting an ambulance. 

· University of ________ Police (from a campus phone): 9-911 

· Main office dispatcher: xxx-xxxx 

· Capt. Jack _______: xxx-xxxx 

· Hospital and Clinics Security: xxx-xxxx 

· On-Call Supervisor for Weekends and Holidays: see posting on facility entry doors 

· On-Call Veterinarian for Weekends and Holidays: see posting by facility telephones 

· ______________ / ____________ (snakes): xxx-xxxx (work), xxx-xxxx (home). 

· Environmental Health And Safety (8:00 AM- 5:00 PM M-F): xxx-xxxx 

· Student Health Care Center (Infirmary): xxx-xxxx 

To Report Maintenance Problems 

Days: 
MSB: xxx-xxxx 

LAC: xxx-xxxx 

LAR: xxx-xxxx 

_______: xxx-xxxx 

ASRC: xxx-xxxx 

After hours and on weekends: 
xxx-xxxx

Emergency Response Team: 

ACUC: 

Supplies needed at all times: 

· Flashlights with batteries 

· Transistor radio with batteries 

· Fire extinguisher 

· Tarps or plastic 

· Rope or cord 

· Tape 

· Tools necessary to shut down equipment, tanks, etc. 

· Extension cords 

· First aid kits 

· Food and water to last for 1-2 weeks 

· Portable corrals for livestock 

· Collapsible cages or crates 

· Additional collars, leads, leashes, halters 

· Additional office supplies of those items used frequently 

· Weather alert radio 

· Police scanner 

· Fans 

· Space heaters 

· Walkie-talkies 
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Appendix M:
Pathogenic Microorganisms

Response Summary

	Discovery
	

	Initial assessment (do not spend undue time assessing)
	1. Note species and associated hazards.

2. Note location of release, and condition of containment and ventilation systems affected.

3. Identify personnel potentially exposed to infectious disease for treatment and/or quarantine, if necessary.



	Notification
	1. UPD (on-campus extension…911)

2. EH&S _____________(on-campus extension…__________

3. Chair, Biological, Etiological, and Pathological Organisms Committee ______________ (on-campus extension…______)

4. PI



	Source control
	1. If spilled in Laminar Flow Biological Safety Cabinet, continue the operation of the cabinet.

2. If spilled in an open lab or outside a biosafety cabinet, HVAC to the area should be turned off, and doors and windows closed.



	Mitigation and removal
	Protective equipment should be worn and the room disinfected with the proper agent. All contaminated clothing in the laboratory, including shoes, should be disinfected via sterilization (e.g., autoclaving) or incineration.



	Critique and follow-up
	1. Account for injuries.

2. Modify procedures



	Available on-site equipment
	


Release of Pathogenic Microorganisms—Response Detail

Primary responsibility for preventing and/or containing and cleaning up laboratory spills remains with the principle investigator or laboratory supervisor. Laboratory protocols should be carefully designated to prevent biological, chemical, and/or radiation spills.

When accidents occur that involve the uncontrolled release of biohazardous materials, the PI or laboratory supervisor must be notified immediately. Spills of high-risk organisms (i.e., select agents) shall be reported to the Biosafety Officer (EH&S ______________) for appropriate response, follow-up, and reporting to government agencies. All employees and/or students have an obligation to themselves, others, and the institute to report accidents immediately to minimize potential hazards.

When a biohazardous spill also involves radioactive materials, cleanup procedures might have to be modified. The extent of modification will depend on the level of radiation, the nature of the isotope, and the biological hazard. The RSO should be contacted (see Section 3.10) for guidance and assistance.
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Checklist

BIOHAZARD SPILL PROCEDURES FOR INSIDE LAMINAR FLOW

BIOLOGICAL SAFETY CABINETS (LFBSC)

 FORMCHECKBOX 

Keep the LFBSC on.

 FORMCHECKBOX 

Put on protective gloves.

 FORMCHECKBOX 

Spray/wipe walls, work surfaces, and equipment with decontamination solution.

 FORMCHECKBOX 

Fill tray top, drain pans, and catch basins with decontamination solution.

 FORMCHECKBOX 

Allow to stand for 20 minutes.

 FORMCHECKBOX 

Drain excess solution into cabinet base.

 FORMCHECKBOX 

Lift out tray and removable exhaust grille work.

 FORMCHECKBOX 

Clean top and bottom surfaces with sponge/cloth soaked in decontamination solution.

 FORMCHECKBOX 

Replace tray and grille work.

 FORMCHECKBOX 

Place gloves, sponge, cloth, etc. in autoclave pan.

 FORMCHECKBOX 

Drain decontamination solution from cabinet base into autoclavable containers.

 FORMCHECKBOX 

Autoclave.

 FORMCHECKBOX 

If gaseous decontamination is needed, call EH&S ______________.
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Checklist

BIOHAZARD SPILL PROCEDURES FOR OUTSIDE LAMINAR FLOW

BIOLOGICAL SAFETY CABINETS (LFBSC)

Minor spills—Class 2 organisms

 FORMCHECKBOX 

Wash hands and other contaminated body parts with soap and water.

 FORMCHECKBOX 

Post warning to keep non-essential personnel from the spill area.

 FORMCHECKBOX 

Put on protective gloves.

 FORMCHECKBOX 

Cover spill areas with paper towels soaked in decontamination solution.

 FORMCHECKBOX 

Wipe up spill with soaked paper towels.

 FORMCHECKBOX 

Place used paper towels in autoclave pan.

 FORMCHECKBOX 

Pour decontamination solution around and on the spill area.

 FORMCHECKBOX 

Let solution stand for 20 minutes.

 FORMCHECKBOX 

Wipe up with paper towels.

 FORMCHECKBOX 

Place used paper towels and gloves in autoclave pan.

 FORMCHECKBOX 

Wash hands with soap and water.

 FORMCHECKBOX 

Autoclave.
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Checklist

BIOHAZARD SPILL PROCEDURES FOR OUTSIDE LAMINAR FLOW

BIOLOGICAL SAFETY CABINETS (LFBSC)

Major spills—Class 2 and Class 3 organisms

 FORMCHECKBOX 

Wash hands and other contaminated body parts with soap and water.

 FORMCHECKBOX 

Post warning signs and close laboratory door.

 FORMCHECKBOX 

Report spill to supervisor and Biosafety Officer (EH&S).

 FORMCHECKBOX 

Remove contaminated clothing.

 FORMCHECKBOX 

Place contaminated clothing in autoclave container.

 FORMCHECKBOX 

Put on clean clothing.

 FORMCHECKBOX 

Leave laboratory for 20 minutes.

 FORMCHECKBOX 

Check to see that the laboratory doors are closed and warning signs displayed upon returning to lab.

 FORMCHECKBOX 

Put on personal protective equipment (e.g., gloves, respirators, etc.).

 FORMCHECKBOX 

Place paper towels soaked with decontamination solution over the spill.

 FORMCHECKBOX 

Pour decontamination solution around the spill—allow solution to flow into the spill.

 FORMCHECKBOX 

Do not pour decontamination solution directly into the spill.
 FORMCHECKBOX 

Let stand for at least 20 minutes.

 FORMCHECKBOX 

Transfer contaminated clean up materials to autoclave container using autoclavable dustpan and squeegee.

 FORMCHECKBOX 

Place dustpan and squeegee in autoclave container.

 FORMCHECKBOX 

Remove gloves and other protective clothing, and place in autoclave container.

 FORMCHECKBOX 

Wash face, hands, and other contaminated body parts.

 FORMCHECKBOX 

Autoclave all materials.
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Appendix N: 
Terrorism Incidents

Terrorism Incident Annex -- Administration

Purpose

This Terrorism Incident Annex (TIA) provides additional communication and coordination mechanisms that applies to all annexes when the cause of the emergency is determined by the federal government to be a terrorist act and when that determination is made, under the authority of the National Response Plan and Homeland Security Presidential Directive-8 (HSPD-8)

Coordination and communication processes outlined in this annex do not supersede or replace existing local operational systems, but instead provide supplemental mechanisms to insure timely and complete links from the lead federal agencies to key decision makers in each participating jurisdiction.

Scope

The Terrorism Annex is intended to focus on enhancing existing communications and coordination processes for potential or actual terrorist events at the University that require inter-jurisdictional coordination and information sharing.

Responsibilities

Primary

The initial responsibility of the University Police Department (UPD) is to provide direction and control at incidents involving possible acts of terrorism. In conjunction with UPD, local law enforcement or fire department will operate in a Unified Command System using the State Incident Management System (SIMS). Once federal agencies arrive, then UPD will take a supportive role in the command structure. The overall incident will follow the National Response Plan once federal agencies arrive and assume overall command of the incident response.

Supporting Agencies

Mutual-aid resources will be used at the large-scale incidents involving terrorism. All responders will operate within the IMS. This annex will support the communication of timely and appropriate incident information before, during, and after an incident to support local jurisdictions and organizations in determining appropriate actions based on the collective regional knowledge of the situation. The Terrorism Annex will also support information sharing among jurisdictions related to the need for local, regional, state, or federal assistance.

Supporting agencies include;

· Local Law Enforcement, Fire & EMS agencies

· State Hazardous Materials Teams

· Civil Support Team

Supporting Documents
UNIVERSITY CAPABILITIES AND RISK ANALYSIS

Please refer to the University Threat and Vulnerability Assessment and the Annex M- Hazardous Materials Protection in the Emergency Operations Plan.

The National Response Plan (NRP) will be referenced by the University to ensure proper coordination with federal assets. 

Terrorism Incident Annex -- Operations

General

A terrorist event within the University will necessitate timely and comprehensive coordination among local, state, and the federal government and other agencies.

Weapons of Mass Destruction

Title 18, U.S.C. 2332a, defines a weapon of mass destruction as: (1) any destructive device as defined in section 921 of this title, [which reads] any explosive, incendiary, or poison gas, bomb, grenade, rocket having a propellant charge of more than four ounces, missile having an explosive or incendiary charge of more than one-quarter ounce, mine or device similar to the above; (2) poison gas; (3) any weapon involving a disease organism; or (4) any weapon that is designed to release radiation or radioactivity at a level dangerous to human life.

Consequence Management

FEMA defines consequence management as measures to protect public health and safety, restore essential government services, and provide emergency relief to governments, businesses, and individuals affected by the consequences of terrorism.

Crisis Management

The FBI defines crisis management as measures to identify, acquire, and plan the use of resources needed to anticipate, prevent, and/or resolve a threat or act of terrorism.

Terrorism Incident Assumptions

To enable all first responders to conduct a safe and effective initial response to a terrorism incident, and to allow the University to respond to the consequences presented as the act of terrorism unfolds, the following assumptions are established:

The event can and will be both a disaster and a crime scene.

The event will ultimately come under federal jurisdiction. The response phase may take several hours to several days to complete. Local and regional resources will be needed to maintain security of the incident and to maintain the integrity of the crime scene while mitigation efforts are in progress.

The progression of the incident response will be dynamic. The response of numerous emergency response personnel may overwhelm the scene, and the personnel dealing with the effects of the incident.

The terrorist may observe the response and recovery processes and behaviors, taking notes and identifying potential weaknesses within the system.

A secondary device and hazard may be present. 

At an incident involving an explosion, all patients and victims will be searched for a secondary device. Secondary devices will be mitigated by a bomb squad. Teams of Fire, EMS, Law Enforcement, and Bomb Squad personnel may be put together to help minimize the risk for an accidental secondary device activation.

Consequence management may take an extensive period of time to complete. The University views the roles of crisis response management and consequence management as mutually supportive and largely sequential. In the case of a terrorism event, fire, EMS, law enforcement, and health and medical facilities should expect to function without federal support. A full federal response and support could take 24 hours or longer to be operational. Local and regional resources will need to respond accordingly. No single agency, at the local, state, federal, or private sector level, possesses the expertise to act unilaterally on the many difficult issues that may arise in response to a threat or act of terrorism, particularly if a WMD is used.

Notification (Pre- Incident)
· The University will use the alert level system to help identify pre-incident actions to minimize the impact from a potential terrorist act. 

· The University’s terrorism alert level system will coincide with the State Department of Homeland Security and the Emergency Management Alert System. (Refer to the Terrorism Alert Level-Non Public, Terrorism Alert Level-Public Charts).

Notification (Incident Response)
· When UPD or the local authorities believe an incident involves an act of terrorism, they will notify the FBI through the State Duty Officer

· When the FBI determines that terrorist response authorities are to be exercised, this determination will be distributed via the State Incident Management System. To the extent possible, and with consideration of national security issues, FBI will utilize the SIMS system to provide critical information to state and local jurisdictions

· When FEMA determines that terrorist response authorities for consequence management are to be exercised, this determination will be conveyed to and distributed through the SIMS system. FEMA will manage Consequence Management operations through the NRP, and, to the extent possible, utilize SIMS for conveying critical information to affected state and local jurisdictions
Coordination

· A field command post will be utilized to coordinate all “on-scene” agencies. When deemed necessary, the Emergency Operations Center (EOC) may be opened. The EOC will assist in the coordination of resources for the “on-scene” incident commander. 

· The Office of Homeland Security will be responsible for coordinating the non-NRP activities and information from Federal agencies, such as determinations to evacuate federal buildings or to exercise continuity of operations plans.
Crime Scene Activities at a Terrorism Incident

The response to an incident involving a chemical agent will follow the Annex I- Hazardous Materials Protection in the EOP. However, the incident will be considered a “crime scene”. Once the threat to the public has been contained by hazmat teams and the patients removed from the scene, the incident will be sealed off from further actions and properly processed.

The UPD will be a part of the investigation through the command post. However, will not be the primary lead investigative agency for most of the incident.

Planning Cycle

The key to a successful incident response is in the proper pre-incident planning and training.

The Planning Cycle is a means of assuring a high level of readiness through a continuous improvement cycle. This cycle begins with sound planning practices, followed by training of personnel who will be engaged in executing operational plans and concludes with tabletops, exercises or simulations designed to check planning assumptions against a range of scenarios. The performance of the respective organizations is evaluated as a means of refining plans, and the cycle repeats. 

Planning

· The State Department of Homeland Security and Emergency Management (HSEM) along with UPD are responsible for coordinating planning under the Terrorism Annex, including review and revisions of the Terrorism Annex. All University departments that could be potentially involved in a terrorism response will contribute to this planning effort.

· Planning will include a comprehensive assessment of the current capabilities of the University Departments and local jurisdictions to respond to and recovery from a terrorist attack.

Training

Ongoing and scheduled training related to EOP will be developed and carried out by the University, local, regional, state, and federal agencies and/or organizations.

Exercises

In order for the EOP to be effective, a series of simulations/exercises are to be conducted on a regularly scheduled basis. The exercise series is comprised of tabletop exercises, functional communications and coordination drills, and field exercises conducted by COG or other organizations.

Evaluation

To ensure continuous improvement in this Annex and in the EOP, the plans, policies, and procedures are evaluated through real world experience and exercises.

After Action Reports

Lessons learned from training, exercises and incidents will be captured in After Action Reports and the issues tracked to ensure that they are resolved and incorporated into plan revisions as appropriate.

Terrorism Incident Annex -- Resources

State Department of Emergency Management

	Name
	Position
	Office Phone
	Cell Phone
	Pager

	
	Director
	
	
	

	
	Assistant Director
	
	
	

	
	EM Coordinator

EM Coordinator

Coordinate Campuses
	
	
	


University Police Department
	Name
	Position
	Office Phone
	Cell Phone
	Pager

	
	Chief
	
	
	

	
	Deputy Chief
	
	
	

	
	
	
	
	

	
	
	
	
	


State Duty Officer (xxx) xxx-xxxx & 1 800 xxx-xxxx

Homeland Security and Emergency Management- Duty Officer: _______________________

Hazard-Unique Planning Considerations 1
Attachment G – Terrorism
A.
PURPOSE

The purpose of this attachment is to aid State and local emergency planners in developing and maintaining a Terrorist Incident Appendix (TIA) to an Emergency Operations Plan (EOP) for incidents involving terrorist-initiated weapons of mass destruction (WMD). The planning guidance in this Attachment was prepared with the assistance of the Departments of Defense, Energy, Agriculture, Health and Human Services, Justice, and Veterans Affairs; the Environ​mental Protection Agency; the Nuclear Regulatory Commission; the National Emergency Management Association; and the International Association of Emergency Managers. 

State and local governments have primary responsibility in planning for and managing the consequences of a terrorist incident using available resources in the critical hours before Federal assistance can arrive. The information presented in this Attachment should help planners develop a TIA that integrates the Federal, State, and local responses. The TIA resulting from this guidance should supplement existing State and local EOPs. A suggested format for a TIA is shown in Tab A. 

Federal departments and agencies have developed plans and capabilities for an integrated Federal response to a WMD incident. This Attachment summarizes that response for State and local planners. The Federal Response Plan (FRP), including its Terrorism Incident Annex, provides additional information. 

While primarily intended for the use of planners, this Attachment contains information that may be of value to first responders. Planners should consider whether, and how best, to incorporate such information into their plans, procedures, and training materials for first responders.

B.
THE HAZARD

The TIA should identify and discuss the nature of the WMD hazard(s), the hazard agents, potential targets, and release areas, as described below.

1. Nature of the Hazard. The hazard may be chemical, biological, nuclear/radiological, and/or explosive.

a.
Initial Warning. While specific events may vary, the emergency response and the protocol followed should remain consistent. When an overt WMD incident has occurred, the initial call for help will likely come through the local 911 center. This caller probably will not identify the incident as a terrorist incident, but rather state that there was an explosion, a major “accident,” or a mass casualty event. Information relayed through the dispatcher prior to arrival of first responders on scene, as well as the initial assessment, will provide first responders with the basic data to begin responding to the incident. With increased awareness and training about WMD incidents, first responders should recognize that a WMD incident has occurred. The information provided in this Attachment applies where it becomes obvious or strongly suspected that an incident has been intentionally perpetrated to harm people, compromise the public’s safety and well-being, disrupt essential government services, or damage the area’s economy or environment.

b.
Initial Detection. The initial detection of a WMD terrorist attack will likely occur at the local level by either first responders or private entities (e.g., hospitals, corporations, etc.). Consequently, first responders and members of the medical community—both public and private—should be trained to identify hazardous agents and take appropriate actions. State and local health departments, as well as local emergency first responders, will be relied upon to identify unusual symptoms, patterns of symptom occurrence, and any additional cases of symptoms as the effects spread throughout the community and beyond. First responders must be protected from the hazard prior to treating victims. Tab D contains an overview of first responder concerns and indicators related to chemical, biological, and nuclear/radiological WMDs.

1 SLG 101: Guide for All-Hazard Emergency Operations Planning, Chapter 6, Annex G, pp. 3-18, FEMA, April 2001
The detection of a terrorism incident involving covert biological agents (as well as some chemical agents) will most likely occur through the recognition of similar symptoms or syndromes by clinicians in hospital or clinical settings. Detection of biological agents could occur days or weeks after exposed individuals have left the site of the release. Instead, the “scene” will shift to public health facilities receiving unusual numbers of patients, the majority of whom will self-transport. 

c.
Investigation and Containment of Hazards. Local first responders will provide initial assessment or scene surveillance of a hazard caused by an act of WMD terrorism. The proper local, State, and Federal authorities capable of dealing with and containing the hazard should be alerted to a suspected WMD attack after State/local health departments recognize the occurrence of symptoms that are highly unusual or of an unknown cause. Consequently, State and local emergency responders must be able to assess the situation and request assistance as quickly as possible. For a list of Federal departments and agencies with counterterrorism-specific roles, see Tab B; for telephone and online resources from selected organizations, see Tab C.

2.
Hazard Agents
a.
Chemical. Chemical agents are intended to kill, seriously injure, or incapacitate people through physiological effects. A terrorist incident involving a chemical agent will demand immediate reaction from emergency responders—fire departments, police, hazardous materials (HazMat) teams, emergency medical services (EMS), and emergency room staff—who will need adequate training and equipment. Hazardous chemicals, including industrial chemicals and agents, can be introduced via aerosol devices (e.g., munitions, sprayers, or aerosol generators), breaking containers, or covert dissemination. Such an attack might involve the release of a chemical warfare agent, such as a nerve or blister agent or an industrial chemical, which may have serious consequences. Some indicators of the possible use of chemical agents are listed in Table 1. 


Early in an investigation, it may not be obvious whether an outbreak was caused by an infectious agent or a hazardous chemical; however, most chemical attacks will be localized, and their effects will be evident within a few minutes. There are both persistent and nonpersistent chemical agents. Persistent agents remain in the affected area for hours, days, or weeks. Nonpersistent agents have high evaporation rates, are lighter than air, and disperse rapidly, thereby losing their ability to cause casualties after 10 to 15 minutes, although they may be more persistent in small, unventilated areas.

Table 1. General Indicators of Possible Chemical Agent Use

	Stated Threat to Release a Chemical Agent

	Unusual Occurrence of Dead or Dying Animals

· For example, lack of insects, dead birds



	Unexplained Casualties

· Multiple victims

· Surge of similar 911 calls

· Serious illnesses

· Nausea, disorientation, difficulty breathing, or convulsions

· Definite casualty patterns



	Unusual Liquid, Spray, or Vapor

· Droplets, oily film

· Unexplained odor

· Low-lying clouds/fog unrelated to weather



	Suspicious Devices or Packages

· Unusual metal debris
· Abandoned spray devices
· Unexplained munitions


b.
Biological. Recognition of a biological hazard can occur through several methods, including identification of a credible threat, discovery of bioterrorism evidence (devices, agent, clandestine lab), diagnosis (identification of a disease caused by an agent identified as a possible bioterrorism agent), and detection (gathering and interpretation of public health surveillance data).

When people are exposed to a pathogen such as anthrax or smallpox, they may not know that they have been exposed, and those who are infected, or subsequently become infected, may not feel sick for some time. This delay between exposure and onset of illness, or incubation period, is character​istic of infectious diseases. The incubation period may range from several hours to a few weeks, depending on the exposure and pathogen. Unlike acute incidents involving explosives or some hazardous chemicals, the initial response to a biological attack on civilians is likely to be made by direct patient care providers and the public health community. 

Terrorists could also employ a biological agent that would affect agricultural commodities over a large area (e.g., wheat rust or a virus affecting livestock), potentially devastating the local or even national economy. The response to agricultural bioterrorism should also be considered during the planning process. 

Responders should be familiar with the characteristics of the biological agents of greatest concern for use in a bioterrorism event (see Tab C for resources). Unlike victims of exposure to chemical or radiological agents, victims of biological agent attack may serve as carriers of the disease with the capability of infecting others (e.g., smallpox, plague). Some indicators of biological attack are given in Table 2.

Table 2. General Indicators of Possible Biological Agent Use

	Stated Threat to Release a Biological Agent

	Unusual Occurrence of Dead or Dying Animals

	Unusual Casualties

· Unusual illness for region/area

· Definite pattern inconsistent with natural disease

	Unusual Liquid, Spray, or Vapor

· Spraying and suspicious devices or packages


c.
Nuclear/Radiological. The difficulty of responding to a nuclear or radio​logical incident is compounded by the nature of radiation itself. In an explosion, the fact that radioactive material was involved may or may not be obvious, depending upon the nature of the explosive device used. Unless confirmed by radiological detection equipment, the presence of a radiation hazard is difficult to ascertain. Although many detection devices exist, most are designed to detect specific types and levels of radiation and may not be appropriate for measuring or ruling out the presence of radiological hazards. Table 3 lists some indicators of a radiological release.
Table 3. General Indicators of Possible Nuclear Weapon/Radiological Agent Use 

	· A stated threat to deploy a nuclear or radiological device

	· The presence of nuclear or radiological equipment (e.g., spent fuel canisters or nuclear transport vehicles)

	· Nuclear placards or warning materials along with otherwise unexplained casualties


The scenarios constituting an intentional nuclear/radio​logical emergency include the following:

(1)
Use of an Improvised Nuclear Device (IND) includes any explosive device designed to cause a nuclear yield. Depending on the type of trigger device used, either uranium or plutonium isotopes can fuel these devices. While “weapons-grade” material increases the efficiency of a given device, materials of less than weapons grade can still be used.

(2)
Use of a Radiological Dispersal Device (RDD) includes any explosive device utilized to spread radioactive material upon detonation. Any improvised explo​sive device could be used by placing it in close proximity to radioactive material.

(3)
Use of a Simple RDD that spreads radiological material without the use of an explosive. Any nuclear material (including medical isotopes or waste) can be used in this manner.

d.
Conventional Explosive Devices. The easiest to obtain and use of all weapons is still a conventional explosive device, or improvised bomb, which may be used to cause massive local destruction or to disperse chemical, biological, or radiological agents. The components are readily available, as are detailed instructions to construct such a device. Improvised explosive devices are categorized as being explosive or incendiary, employing high or low filler explosive materials to explode and/or cause fires. Bombs and firebombs are cheap and easily constructed, involve low technology, and are the terrorist weapon most likely to be encountered. Large, powerful devices can be outfitted with timed or remotely triggered detonators and can be designed to be activated by light, pressure, movement, or radio transmission. The potential exists for single or multiple bombing incidents in single or multiple municipalities. Historically, less than five percent of actual or attempted bombings were preceded by a threat. Explosive materials can be employed covertly with little signature, and are not readily detectable. Secondary devices may be targeted against responders.
e.
Combined Hazards. WMD agents can be combined to achieve a synergistic effect—greater in total effect than the sum of their individual effects. They may be combined to achieve both immediate and delayed consequences. Mixed infections or intoxications may occur, thereby complicating or delaying diagnosis. Casualties of multiple agents may exist; casualties may also suffer from multiple effects, such as trauma and burns from an explosion, which exacerbate the likelihood of agent contamination. Attacks may be planned and executed so as to take advantage of the reduced effectiveness of protective measures produced by employment of an initial WMD agent. Finally, the potential exists for multiple incidents in single or multiple municipalities.

3.
Potential Targets. In determining the risk areas within a jurisdiction (and in multiple jurisdiction areas participating in an emergency response), the vulnerabilities of potential targets should be identified, and the targets themselves should be prepared to respond to a WMD incident. In-depth vulnerability assessments are needed for determining a response to such an incident. For examples of vulnerability areas to be considered, see Tab E. In addition, reference Risk Management Plans and Emergency Planning and Community Right-to-Know Act (EPCRA) Plans, which include potential target areas and information on industrial chemical facilities, can be obtained from the Local Emergency Planning Committee (LEPC) in your area.

4.
Release Area. Standard models are available for estimating the effects of a nuclear, chemical, or biological release, including the area affected and consequences to population, resources, and infrastructure. Some of these models include databases on infrastructure that can be useful in preparing the TIA. A good source of information on available Federal government models is the Directory of Atmospheric Transport and Diffusion Consequence Assessment Models, published by the Office of the Federal Coordinator for Meteorology (OFCM). The directory is available both in print and online on OFCM’s web page, http://www.ofcm.gov (select “Publications,” then “Publications Available Online,” then the directory). The directory includes information on the capabilities and limitations of each model, technical requirements, and points of contact. 
C.
SITUATION AND ASSUMPTIONS

1.
Situation. The situation section of a TIA should discuss what constitutes a potential or actual WMD incident. It should present a concise, clear, and accurate overview of potential events and discuss a general concept of operations for response. Any information already included in the EOP need not be duplicated in the TIA. The situation overview should include as much information as possible that is unique to WMD response actions, including the suggested elements listed in Table 4.

WMD situation planning should include provisions for working with Federal crisis and consequence management agencies. The key to successful emergency response involves smooth coordination with multiple agencies and officials from various jurisdictions regarding all aspects of the response.

2.
Assumptions. Although situations may vary, planning assumptions remain the same.

a.
The first responder (e.g., local emergency or law enforcement personnel) or health and medical personnel will in most cases initially detect and evaluate the potential or actual incident, assess casualties (if any), and determine whether assistance is required. If so, State support will be requested and provided. This assessment will be based on warning or notification of a WMD incident that may be received from law enforcement, emergency response agencies, or the public.

b.
The incident may require Federal support. To ensure that there is one overall Lead Federal Agency (LFA), the Federal Emergency Management Agency (FEMA) is authorized to support the Department of Justice (DOJ) (as delegated to the Federal Bureau of Investigation [FBI]) until the Attorney General transfers the overall LFA role to FEMA. (Source: FRP, Terrorism Incident Annex) In addition, FEMA is designated as the lead agency for consequence management within the United States and its territories. FEMA retains authority and responsibility to act as the lead agency for consequence management throughout the Federal response. In this capacity, FEMA will coordinate Federal assistance requested through State authorities using normal FRP mechanisms.

c.
Federal response will include experts in the identification, containment, and recovery of WMD (chemical, biological, or nuclear/radiological).

d.
Federal consequence management response will entail the involvement of FEMA, additional FRP departments and agencies, and the American Red Cross as required.

Table 4. Suggested Emergency Operations Plan Elements

	Maps
	· Use detailed, current maps and charts.

· Include demographic information.

· Use natural and manmade boundaries and structures to identify risk areas.

· Annotate evacuation routes and alternatives.

· Annotate in-place sheltering locations.

	Environmenta
	· Determine response routes and times.

· Include bodies of water with dams or levees (these could become contaminated).

· Specify special weather and climate features that could alter the effects of a WMD (e.g., strong winds, heavy rains, etc.).

	Populationb
	· Identify those most susceptible to WMD effects or otherwise hindered or unable to care for themselves.

· Identify areas where large concentrations of the population might be located, such as sports arenas and major transportation centers.

· List areas that may include retirement communities.

· Note location of correctional facilities.

· Note locations of hospitals/medical centers/schools/day care centers where multiple evacuees may need assistance.

· Identify non-English-speaking populations.

	Metropolitan
	· Identify multi-jurisdictional perimeters and boundaries.

· Identify potentially overlapping areas for response.

· Identify rural, urban, suburban, and city (e.g., city-sprawl/surroundings) mutual risk areas.

· Identify specific or unique characteristics such as interchanges, choke points, traffic lights, traffic schemes and patterns, access roads, tunnels, bridges, railroad crossings, and overpasses and/or cloverleaves.


a 
The Environmental Protection Agency (EPA) will work with local and State officials on environmental planning issues.

b 
The Department of Veterans Affairs (VA), in close cooperation with the Department of Health and Human Services (HHS), will work with State and local officials on these issues.
e.
Jurisdictional areas of responsibility and working perimeters defined by local, State, and Federal departments and agencies may overlap. Perimeters may be used to control access to the affected area, target public information messages, assign operational sectors among responding organizations, and assess potential effects on the population and the environment. Control of these perimeters may be enforced by different authorities, which will impede the overall response if adequate coordination is not established.

D.
CONCEPT OF OPERATIONS


The TIA should include a concept of operations section to explain the jurisdiction’s overall concept for responding to a WMD incident. Topics should include division of local, State, Federal, and any intermediate interjurisdictional responsibilities; activation of the EOP; and the other elements set forth in Chaper 4 (Basic Plan Content) of State and Local Guide (SLG) 101. A suggested format for a TIA is given in Tab A.
1.
Direction and Control. Local government emergency response organizations will respond to the incident scene(s) and make appropriate and rapid notifications to local and State authorities (Table 5).
 Control of the incident scene(s) most likely will be established by local first responders from either fire or police. The Incident Command System (ICS) that was initially established likely will transition into a Unified Command System (UCS) as mutual-aid partners and State and Federal responders arrive to augment the local responders. It is recommended that local, State, and Federal regional law enforcement officials develop consensus “rules of engagement” early in the planning process to smooth the transition from ICS to UCS. This UC structure will facilitate both crisis management and consequence management activities. The UC structure used at the scene will expand as support units and agency representatives arrive to support crisis and consequence management operations. The site of a terrorist incident is a crime scene as well as a disaster scene, although the protection of lives, health, and safety remains the top priority. 

Figure 1 summarizes the coordination relationships between the UC and other response entities. It is assumed that normal disaster coordination accomplished at State and local emergency operations centers (EOCs) and other locations away from the scene would be addressed in the basic EOP. Any special concerns relating to State and local coordination with Federal organizations should be addressed in the TIA.


Local, State, and Federal interface with the FBI On-Scene Commander (OSC) is coordinated through the Joint Operations Center (JOC). FEMA (represented in the command group) will recommend joint operational priorities to the FBI based on consultation with the FEMA-led consequence management group in the JOC. The FBI, working with local and State officials in the command group at the JOC, will establish operational priorities.

Response to any terrorist event requires direction and control. The planner must consider the unique characteristics of the event, identify the likely stage at which coordinated resources will be required, and tailor the direction and control process to merge into the ongoing public health response.
Table 5. 
Responses to a WMD Incident and the Participants Involved

	Events


	Participants

	
	

	1.
Incident occurs.
	

	2.
911 center receives calls, elicits information, dispatches first responders, relays information to first responders prior to their arrival on scene, makes notifications, and consults existing databases of chemical hazards in the community, as required.
	911 Center, first responders.

	3.
First responders arrive on scene and make initial assessment. Establish Incident Command. Determine potential weapon of mass destruction (WMD) incident and possible terrorist involvement; warn additional responders to scene of potential secondary hazards/devices. Perform any obvious rescues as incident permits. Establish security perimeter. Determine needs for additional assistance. Begin triage and treatment of victims. Begin hazard agent identification.
	Incident Command: Fire, Law Enforcement, Emergency Medical Services (EMS), and HazMat unit(s).

	4.
Incident Command manages incident response; notifies medical facility, emergency management (EM), and other local organizations outlined in Emergency Operations Plan; requests notification of Federal Bureau of Investigation (FBI) Field Office.
	Incident Command.


Table 5 (cont.)

	Events
	Participants



	5.
Special Agent in Charge (SAC) assesses information, supports local law enforcement, and determines WMD terrorist incident has occurred. Notifies Strategic Information and Operations Center (SIOC), activates Joint Operations Center (JOC), coordinates the crisis management aspects of WMD incident, and acts as the Federal on-scene manager for the U.S. government while FBI is Lead Federal Agency (LFA).
	FBI Field Office: SAC.

	6.
Local Emergency Operations Center (EOC) activated. Supports Incident Command, as required by Incident Commander (IC). Coordinates consequence management activities (e.g., mass care). Local authorities declare state of emergency. Coordinates with State EOC, State, and Federal agencies, as required. Requests State and Federal assistance, as necessary.
	Local EOC: Local agencies, as identified in basic Emergency Operations Plan (EOP). 

	7.
Strategic local coordination of crisis management activities. Brief President, National Security Council (NSC), and Attorney General. Provide Headquarters support to JOC. Domestic Emergency Support Team (DEST) may be deployed. Notification of FEMA by FBI/SIOC triggers FEMA actions.a
	SIOC: FBI, Department of Justice (DOJ), Department of Energy (DOE), Federal Emergency Management Agency (FEMA), Department of Defense (DoD), Department of Health and Human Services (HHS), and Environmental Protection Agency (EPA).

	8.
Manage criminal investigation. Establish Joint Information Center (JIC). State and local agencies and FEMA ensure coordination of consequence management activities.
	FBI; other Federal, State, and local law enforcement agencies. Local Emergency Management (EM) representatives. FEMA, DoD, DOE, HHS, EPA, and other Federal Response Plan (FRP) agencies, as required.

	9.
State EMS support local consequence management. Brief Governor. Declare state of emergency. Develop/coordinate requests for Federal assistance through FEMA Regional Operations Center (ROC). Coordinate State request for Federal consequence management assistance. 
	State EOC: State EMS and State agencies, as outlined in EOP.

	10.
DEST provides assistance to FBI SAC. Merges into JOC, as appropriate.
	DEST: DoD, DOJ, HHS, FEMA, EPA, and DOE.


	11.
FEMA representative coordinates Consequence Management Group. Expedites Federal consequence management activities and monitors crisis management response to advise on areas of decision that could impact consequence management response.
	FBI, FEMA, EPA, DoD, DOE, HHS, and other FRP agencies.

	12.
Crisis management response activities to incident may continue.
	FBI, Incident Command System (ICS), Special Operations, Hazardous Materials Response Unit (HMRU), Joint Technical Operations Team, Joint Inter-Agency Intelligence Support, and additional authorities, as needed.

	13.
Federal response efforts coordinated and mission assignments determined. A consequence management support team deploys to incident site. All EOCs coordinate.
	ROC and regional-level agencies.

	14.
An Emergency Response Team - Advance Element (ERT-A) deploys to State EOC and incident site, as needed. Base installation sites identified for mobilization centers. Liaisons from WMD-related agencies requested for Emergency Support Team (EST) and ROC. Disaster Field Office (DFO) liaisons as needed (may be after extended response phase).
	ERT-A: Regional-level FEMA and FRP primary support agencies, as needed.

	15.
A consequence management support team provides operational technical assistance to Unified Command.
	FEMA, DOE, DoD, HHS, EPA, and FBI.

	16.
Recovery operations. Transition of LFA from FBI to FEMA.
	


a FEMA may initiate FRP response prior to any FBI/SIOC notification.
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FIGURE 1 Coordination Relationships in Terrorism Incident Response (Source: FRP, Figure TI-4, p. TI-9)

2.
Communications. In the event of a WMD incident, rapid and secure communi​ca​​tion is crucial to ensure a prompt and coordinated response. Strengthening communi​ca​tions among first responders, clinicians, emergency rooms, hospitals, mass care providers, and emergency management personnel must be given top priority in planning.

3.
Warning. Every incident is different. There may or may not be warning of a potential WMD incident. Factors involved range from intelligence gathered from various law enforcement or intelligence agency sources to an actual notification from the terrorist organization or individual. The EOP should have HazMat facilities and transportation routes already mapped, along with emergency procedures necessary to respond.

a.
The warning or notification of a potential WMD terrorist incident could come from many sources; therefore, open communication among local, State, and Federal law enforcement agencies and emergency response officials is critical. The local FBI Field Office must be notified of any suspected terrorist threats or incidents.

b.
Threat Level. The FBI operates with a four-tier threat level system:

(1)
Level Four (Minimal Threat). Received threats do not warrant actions beyond normal liaison notifications or placing assets or resources on a heightened alert.

(2)
Level Three (Potential Threat). Intelligence or an articulated threat indicates the potential for a terrorist incident; however, this threat has not yet been assessed as credible.

(3)
Level Two (Credible Threat). A threat assessment indicates that a potential threat is credible and confirms the involvement of WMD in a developing terrorist incident. The threat increases in significance when the presence of an explosive device or WMD capable of causing a significant destructive event, prior or actual injury or loss is confirmed or when intelligence and circumstances indicate a high probability that a device exists.
(4)
Level One (WMD Incident). A WMD terrorism incident has occurred resulting in mass casualties that requires immediate Federal planning and preparation to provide support to State and local authorities. The Federal response is primarily directed toward the safety and welfare of the public and the preservation of human life.
4.
Emergency Public Information. Accurate and expedited dissemination of information is critical when a WMD incident has occurred. Preservation of life and property may hinge on instruc​tions and directions given by authorized officials. In the event of a terrorist attack, the public and the media must be provided with accurate and timely information on emergency operations. Establishing and maintaining an effective rumor control mechanism will help clarify emergency information for the public. Initial interaction with the media is likely to be implemented by an information officer, as directed by the Incident Commander. To facilitate the release of information, the FBI may establish a Joint Information Center (JIC) comprised of representatives from Federal, State, and local authorities for the purpose of managing the dissemination of information to the public, media, and businesses potentially affected by the incident. An act of terrorism is likely to cause widespread panic, and ongoing communication of accurate and up-to-date information will help calm fears and limit collateral effects of the attack.

5.
Protective Actions. Evacuation may be required from inside the perimeter of the scene to guard against further casualties, either from contamination by an agent released or the possibility that additional WMD or secondary devices targeting emergency responders are present. “In‑place sheltering” may be required if the area must be contained because of the need for quarantine or if it is determined to be safer for individuals to remain in place. The TIA should be flexible enough to accommodate either contingency. As with any emergency, State and local officials must be involved in making protective action decisions. Multi-jurisdictional issues regarding mass care, sheltering, and evacuation should be pre‑coordinated and included in the TIA.

6.
Mass Care. The location of mass care facilities will be based partly on the hazard agent involved. Decontamination, if it is necessary, may need to precede sheltering and other needs of the victims to prevent further damage from the hazard agent, either to the victims themselves or to the care providers. The American Red Cross (the primary agency for mass care), the Department of Health and Human Services, and the Department of Veterans Affairs should be actively involved with the planning process to determine both in-place and mobile mass care systems for the TIA. A “mid-point” or intermediary station may be needed to move victims out of the way of immediate harm. This would allow responders to provide critical attention (e.g., decontamination and medical services) and general lifesaving support, and then evacuate victims to a mass care location for further attention. General issues to consider for inclusion in the TIA are: 

a.
Location, setup, and equipment for decontamination stations, if any.

b.
Mobile triage support and qualified personnel.

c.
Supplies and personnel to support in‑place sheltering.

d.
Evacuation to an intermediary location to provide decontamination and medical attention.

e.
Determination of safety perimeters (based on agent).

7.
Health and Medical. The basic EOP should already contain a Health and Medical Annex. Issues that may be different during a WMD incident and that should be addressed in the TIA include decontamination, safety of victims and responders, in-place sheltering versus evacuation, and multi-hazard/multi-agent triage. Planning should anticipate the need to handle large numbers of people who may or may not be contaminated but who are fearful about their medical well-being.


The response to a bioterrorism incident will require the active collaboration of the clinicians and local public health authorities responsible for disease monitoring and outbreak investigation. Their activities should be factored into the overall response process. 

8.
Resources Management. The following considerations are highly relevant to WMD incidents and should be addressed, if appropriate, in one or more appendixes to a resource management annex:

a.
Nuclear, biological, and chemical response resources available through interjurisdictional agreements (e.g., interstate pacts).

b.
Unique resources available through State authorities (e.g., National Guard units).

c.
Unique resources available to State and local jurisdictions through Federal authorities (e.g., the National Pharmaceutical Stockpile, a national asset providing delivery of antibiotics, antidotes, and medical supplies to the scene of a WMD incident).

d.
Unique expertise available through academic, research, or private organizations.

E.
ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES

As with any hazard-specific emergency, the organization of local response will vary for a WMD incident and it should be outlined in the TIA. The effects of a terrorist act involving a WMD has the potential to overwhelm local resources, which may require assistance from State or Federal governments. The following response roles and responsibilities should be articulated in the TIA.

1.
Local Emergency Responders. Local fire departments, law enforcement personnel, HazMat teams, and EMS will be among the first to respond to a WMD incident. As response efforts escalate, the local emergency management agency and health department will help coordinate needed services.

Primary Duties. The duties of local departments, such as fire, law enforcement, and EMS, along with those of the local emergency management agency and health department should be addressed in their respective EOPs. Any special duties necessary to respond to a suspected terrorist WMD incident should be set forth in the local TIA.

2.
Inter-jurisdictional Responsibilities. The formal arrangements and agreements for emergency response to a WMD incident among neighboring jurisdictions, State, Tribal, local, and neighboring States (and those jurisdictions physically located in those States) should be made prior to an incident. When coordinating and planning, the Risk Assessment and Risk Area sections of the TIA (areas where potential multiple jurisdictions could overlap and interplay) will be readily identifiable. Federal response is already predisposed for interagency and interdepartmental coordination.

3.
State Emergency Responders. If requested by local officials, the State emergency management agency has capabilities to support local emergency management authorities and the Incident Commander (IC). 

Primary Duties: The duties of all responding State agencies should be addressed in the State EOP. Any special duties necessary to respond to a WMD incident should be set forth in the State’s TIA.

4.
Local Emergency Planning Committees (LEPCs), State Emergency Response Commissions (SERCs), and Tribal Emergency Response Commissions (TERCs). These entities are established under the Superfund Amendments and Reauthorization Act of 1986 (SARA) Title III and the implementing regulations of the Environmental Protection Agency (EPA). LEPCs develop and maintain local hazardous material emergency plans and receive notifications of releases of hazardous substances. SERCs and TERCs supervise the operation of the LEPCs and administer the community right-to-know provisions of SARA Title III, including collection and distribution of information about facility inventories of hazardous substances, chemicals, and toxins. LEPCs will have detailed information about industrial chemicals within the community. It may be advisable for LEPCs, SERCs, and TERCs to establish Memoranda of Agreement (MOAs) with agencies and organizations to provide specialized resources and capabilities for response to WMD incidents.


Primary Duties. Any responsibilities germane to terrorism preparedness or response should be outlined in local, State and Tribal hazardous materials emergency response plans or the hazardous materials annex to the local emergency plan.

5.
Federal Emergency Responders. Upon determination of a credible WMD threat, or if such an incident actually occurs, the Federal government may respond through the appropriate departments and agencies. These departments and agencies may include FEMA, the Department of Justice (DOJ) and FBI, the Department of Defense (DoD), the Department of Energy (DOE), the Department of Health and Human Services (HHS), the EPA, the Department of Agriculture (USDA), the Nuclear Regulatory Commission (NRC), and possibly the American Red Cross and Department of Veterans Affairs. The roles and responsibilities for Federal departments and agencies participating in both crisis management and consequence management are discussed in more detail in Tab B. See the United States Government Interagency Domestic Terrorism Concept of Operations Plan and the Terrorism Incident Annex to the Federal Response Plan for information on the roles and responsibilities of Federal departments and agencies responding to terrorism incidents involving WMD.

Primary Duties. Upon determining that a WMD terrorist incident is credible, the FBI Special Agent in Charge (SAC), through the FBI Headquarters, will initiate liaison with other Federal agencies to activate their operations centers. The responsible FEMA region(s) may activate a Regional Operations Center (ROC) and deploy a representative(s) to the affected State(s). When the responsible FEMA region(s) activates a ROC, the region(s) will notify the responsible FBI Field Office(s) to request a liaison. If the FBI activates the Strategic Information and Operations Center (SIOC) at FBI Headquarters, then other Federal agencies, including FEMA, will deploy a representative(s) to the SIOC, as required. Once the FBI has determined the need to activate a Joint Operations Center (JOC) to support the incident site, Federal, State, and local agencies may be requested by FEMA to support the Consequence Management Group located at the JOC.

F.
ADMINISTRATION AND LOGISTICS

There are many factors that make response to a WMD terrorist incident unique. Unlike some natural disasters (e.g., hurricanes, floods, winter storms, drought, etc.), the adminstration and logistics for response to a WMD incident require special considerations. For example, there may be little or no forewarning, immediately obvious indicators, or WMD knowledge (lead-time) available to officials and citizens. Because the release of a WMD may not be immediately apparent, caregivers, emergency response personnel, and first responders are in imminent danger themselves of becoming casualties before the actual identification of the crime can be made. Incidents could escalate quickly from one scene to multiple locations and jurisdictions. 

SUGGESTED FORMAT FOR A TERRORIST INCIDENT APPENDIX TO A BASIC ALL-HAZARDS EMERGENCY PLAN

Supplement to a State or Local Basic Emergency Operations Plan

a.
Promulgation Document

b.
Signature Page

c.
Authorities and References

d.
Table of Contents

e.
Purpose

The purpose of the Terrorist Incident Appendix (TIA) is to develop a consequence management plan for responding to and recovering from a terrorist-initiated weapon of mass destruction (WMD) incident. The TIA supplements the Emergency Operations Plan (EOP) already in effect.

F.
THE HAZARD

1.
Nature of the Hazard {Identify WMD hazards that could potentially affect the jurisdiction.}

2.
Incident {Statement of the situations that would cause the consequence management plan for a WMD incident to go into operation.}

3.
Hazard Agents {Separate sections for each of the following hazards may be used, as risk area, treatment, etc., are unique to each incident. The plan for identification of the hazard agent may be included here, as well as an assessment of the risk and definition of the risk area.}

a.
Chemical {Statement on chemical terrorism. A Tab with the names of chemicals, composition, reference materials (activation, lethality, treatment, handling, mixture, etc.) may be created and included in the TIA.}

(1)
Assessment of risk

(2)
Risk area

b.
Biological {Statement on biological terrorism. Reference material (identification, handling, treatment, lethality, etc.,) may be created and included in the TIA in a Tab.}

(2) Assessment of risk

(3) Risk area

c.
Nuclear/Radiological {Statement on nuclear terrorism. Reference materials can be listed and may include lethality, handling, treatment, etc.}

(1)
Assessment of risk 

(2)
Risk area 

d.
Explosives {Statement on explosives terrorism. A Tab with the names of explosives, composition, reference materials (activation, lethality, treatment, handling, mixture, etc.) may be created and included in the TIA.}

(1) 
Assessment of risk

(2)
Risk area

G.
SITUATION AND ASSUMPTIONS

1.
Situation: Basic information on the terrorist incident threat or potential threat. Any description of the locale for which the plan is being written. Any information listed below that is already included in the EOP need not be duplicated here. A general description of the area may be given, with the following information in a Tab. Consideration should be given to maintaining information in a secure place. 

a.
Environment
(1)
Geographic conditions (terrain).

(2)
Weather (climate).

b.
Population: General and special needs individuals, retirement communities and nursing homes, schools, day care centers, correctional facilities, non-English-speaking communities, etc.

c.
Metropolitan: Rural/urban/suburban/city (city-sprawl/surroundings).

d.
Critical Infrastructure/Transportation: Major highways, secondary roads, tertiary roadways, dirt/gravel roads. Details may include interchanges, choke points, traffic lights, traffic schemes and patterns, access roads, tunnels, bridges, railroad crossings, overpasses/cloverleaves.

e.
Trucking/Transport Activity: Cargo loading/unloading facilities (type of cargo), waterways (ports, docks, harbors, rivers, streams, lakes, ocean, bays, reservoirs, pipelines, process/treatment facilities, dams, international roll-on/roll-off container shipments, HazMat [oil] flagged registry).

f.
Airports: Carriers, flight paths, airport layout (air traffic control tower, runways, passenger terminal, and parking).

g.
Trains/Subways: Physical rails, interchanges, terminals, tunnels, cargo/
passengers.

h.
Government Facilities: Post office, law enforcement, fire/rescue, town/city hall, local mayor/governor’s residences, Federal buildings, judicial personnel (i.e., judges, prosecutors, residences, offices).

i.
Recreation Facilities: Sports arenas, theaters, malls, theme parks.

j.
Other Facilities: Financial institutions (banking facilities/loan institutions), universities, colleges, hospitals, and research institutes (nuclear, biological, chemical, medical clinics).

k.
Military Installations
l.
HazMat Facilities: Emergency Planning and Community Right-to-Know Act (EPCRA) sites with Risk Management Plan requirements, Comprehensive Environmental Response, Compensation, and Liability Act (CERCLA) sites, nonreporting Resource Conservation and Recovery Act (RCRA) facilities (i.e., combustion sites, generating sites, and treatment, storage, and disposal [TSD] sites), facilities inventoried by the Toxic Release Inventory System (TRIS), utilities and nuclear facilities, chemical stockpile and/or manufacturing sites.
2.
Assumptions: This plan will go into effect when a WMD incident has occurred or a credible threat has been identified.
H.
CONCEPT OF OPERATIONS

1.
Direction and Control {Based on the above assessments, provide wiring diagram/flow chart showing the chain of command and control. These diagrams/charts may be specific to WMD or more generally pertinent to any incident.}

2.
Communications {May elaborate on communications described in the basic EOP.}

a.
Security of communications among responding organizations.

b.
Coordination of communications with Federal responders.
3.
Warning

4.
Emergency Public Information {The plan should identify specific methods (channels) to notify the public that an incident has occurred, direct their actions, and keep them informed as the situation progresses. Evacuation and sheltering in place are key actions that may need to be communicated to the public, and continuous updating will be required.}

5.
Protective Actions
a.
In-place sheltering.

b.
Evacuation routes/means of conveyance should be predetermined based on area and type of agent.

c.
Evacuation support.

6.
Mass Care
a.
Safe location of mass care facilities

b.
Structural safety

c.
Health and medical services

d.
Provisions for food and water

e.
Policy and procedures for pet care

7.
Health and Medical
8.
Resources Management

9.
Recovery Operations
I.
ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES

In concert with guidance already in existence, supplementing the EOP, the roles and responsibilities are outlined here for all jurisdictions and entities.

1.
Local

2.
Interjurisdictional Responsibilities

3.
State

4.
Tribal

5.
Federal

J.
ADMINISTRATION AND LOGISTICS

The administrative framework for WMD response operations is outlined here.

1.
General support requirements

2.
Availability of services

3.
Mutual aid agreements

4.
Emergency Management Assistance Compacts

5.
Administrative policies and procedures (e.g., financial record keeping) 

K.
TABS

1.
Acronyms.

2.
Key definitions.

3.
Points of contact.

4.
Each of the WMD hazard agents may have a separate Tab with subcategories and subsets of information specific to each, including the identification of departments and agencies that have authority and expertise relevant to incidents involving specific agents.

a.
Index of chemical agents.

b.
Index of biological agents.

c.
Index of nuclear/radiological materials.

Appendix O: Hazardous Weather Emergencies
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Appendix O:
Hazardous Weather Emergencies

Weather (or other emergency situations) may make it necessary for the University to declare either CLASSES CANCELED or CAMPUS CLOSED conditions. Which declaration is made will determine which employees are required to come to work. 

When the CLASSES CANCELED condition is in effect, all classes and instructional laboratories are canceled. Students and instructional faculty are not to report to campus. Administrative and research activities not directly tied to the instruction function will generally continue as normal, unless otherwise instructed by a supervisor. Other support employees may also be instructed not to report to work at the discretion of the administrator responsible for each major division (see attached list).

When a CAMPUS CLOSED condition is in effect, no employees are to report to work, except those previously designated as "emergency essential" by their department, or otherwise instructed by a supervisor

When the decision is made by the Senior Vice President for Administration and Finance (or alternate) to declare either CLASSES CANCELED or CAMPUS CLOSED, the Executive Director of Institute Communications and Public Affairs will immediately notify local radio and television stations (see attached list) and place the campus status decision on the Institute’s MAIN Web Page. The Campus Police will also immediately notify the administrators on the attached Hazardous Weather/Emergency Conditions Notification List (names and telephone numbers are maintained at the Campus Police Department). Each administrator will then notify appropriate people in their departments.

Since safety of employees and students is of primary concern, it is of utmost importance that a decision process and a notification process be established so those who might otherwise be traveling to campus will be notified of campus conditions prior to the time they would normally begin their morning commute. Conditions permitting, all decision processes and all notifications will be completed prior to 5:30 a.m. on the day for which the condition is to be in effect.

Employees and students should listen or watch the major radio and/or television media in the Atlanta area to learn about the campus’ status. For those with Internet access, the University home page will be the most reliable source of information. 

Tornado Safety Information

In the _______ metropolitan area, the period from March through May is normally the peak season for tornadoes. Tornado "Watch" and "Warning" information is announced over radio and television stations and weather alert radios, which are automatically tuned to the national weather, broadcast frequency.

It is recommended that each vice president, dean, director, department head, and lab director obtain a weather alert radio and have it located in an area which is occupied at all times during normal Institute working hours. These weather alert radios automatically broadcast information on all hazardous weather identified by the National Weather Service for the metropolitan area.

If a tornado warning is issued for this area, faculty, staff, and students should seek shelter in the basement or in the interior corridors, stairways, or rooms of the lowest floor of the building.

Hazardous Weather/Emergency Conditions Notification List
Upon being alerted to hazardous weather, weather-related hazardous conditions, or other emergency situations that affect the campus, the campus police will notify the Associate Vice President for Facilities (or designated alternates) of the hazardous weather, campus and area conditions, or other emergency factors.

After being notified of either a "CLASSES CANCELED" or "CAMPUS CLOSED" decision by the Senior Vice President for Administration and Finance (or alternate) for both the University - Main Campus and the University - ____ County Research Facility, campus police will then notify each of the following administrators (or designated alternates):

· Executive Assistant to the President

· Provost and Vice President for Academic Affairs

· Vice President, Student Affairs

· Vice Provost for Research and Dean of Graduate Studies

· Vice Provost for Undergraduate Studies and Academic Affairs

· Vice Provost for Distance Learning, Continuing Education and Outreach

· Vice President and Director, Research Institute

· Vice President, Development

· Dean, College of Architecture

· Dean, College of Computing

· Dean, College of Management

· Dean, College of Engineering

· Dean, __________ College

· Dean, College of Sciences

· Dean and Director of Libraries

· Director of Athletics

· Registrar

· Associate Vice President, Human Resources

· Associate Vice President, Auxiliary Services

· Associate Vice President, Financial Services

· Associate Vice President, Budget and Planning

· Associate Vice President/Associate Vice Provost, Information Technology

· Secretary to the Senior Vice President for Administration and Finance

· Institute of _____ Sciences & Technology

The administrators shown above should notify those administrative units reporting directly to them.

(The following materials dealing with flood procedures can be located in the hazardous weather annex or in the natural disaster appendix depending on whether it is likely that flooding is likely to be derived from weather or from a natural disaster such as a dam failure.)

Flood Procedures

Flood Characteristics

Floods are the most common and widespread of all natural disasters except for fire. 

Most communities in the United States can experience some kind of flooding after spring rains, heavy thunderstorms, or winter snow thaws. Floods can be slow rising (developing over several days) or fast rising (occurring in several minutes) depending on the situation and causes.

Flash floods usually result from intense storms dropping large amounts of rain within a brief period of time. They can occur with little or no warning and can reach full peak within a few minutes. Almost three-quarters of the approximately 92 deaths per year from floods are due to flash floods (Source – Federal Emergency Management Agency).

Floodwaters are powerful enough to roll boulders, tear out trees, and demolish houses. Even six inches of moving floodwater can knock you off your feet, and at a depth of two feet will float a car downstream. Nearly half of all floods fatalities are auto related. (Source U.S. Navy)

Terms defined by the American Red Cross: 

FLOOD WATCH OR FLASH FLOOD WATCH 

Flooding is possible within the designated area – be alert and ready to evacuate if so informed. 

FLOOD WARNING OR FLASH FLOOD WARNING 

Flooding is occurring, or is imminent, in the designated area. Take necessary precautions at once. Depending on how close you are to the designated area you should act quickly. You may only have minutes or a few seconds. 

URBAN AND SMALL STREAM FLOODING 

Flooding of small streams, streets, and low-lying areas, such as at railroad underpasses and in urban storm drains is occurring within the designated area. You should act quickly and move to higher ground.

IF FLOODING OCCURS, OR CONDITIONS EXIST THAT COULD CAUSE FLOODING TO OCCUR, OBSERVE THE FOLLOWING: 

1.)
Listen to the radio or watch television weather broadcasts to keep appraised of weather watches or warnings. 

2.)
Listen to National Weather Service/National Oceanic and Atmospheric Administration (NOAA) radio broadcasts if a weather radio is available. Local NOAA weather can be found at _________ MHz.

3.)
Go online to track the storm and be aware of weather alerts/warnings at http://www.nws.noaa.gov/nwr 
4.)
If a flood watch or warning occurs for the area you are in, move to higher ground immediately. Do not delay if a warning is posted. 

5.)
If you are in a campus building that begins to flood notify University Police immediately at: Campus phone ext. ---- Public phone: __________________, then leave the building for a facility that is not flooding. 

6.)
When traveling DO NOT drive through flooded roadways. Remember a relatively small amount of running water can sweep your car downstream. The depth of the water is not always obvious.

7.)
If a vehicle stalls in water, leave the vehicle immediately and move to higher ground. 

8.)
Be extra cautious when driving at night, for it is more difficult to recognize flood signs or water depth. 

9.)
During heavy rains or flood alerts, etc., do not park a vehicle near streams, rivers, or known flash flood areas. 

10.)
If caught outdoors, climb to high ground and stay there. 

11.)
DO NOT walk through or drink floodwater. Floodwater may contain fecal and other toxic matter from sewage, industrial chemicals, agricultural by-products and others sources. If you must come into contact with floodwater wash with soap and clean water as soon as possible after the contact. 

12.)
If told to evacuate, do so immediately. 

AFTER THE FLOOD 

1.)
Do not walk near flooded areas, buildings, etc., unseen dangers such as submerged electrical lines may be present. 

2.)
Be aware of abnormal animal activity, especially poisonous snakes that may have come into the area. Animals can be disoriented, defensive, or carry rabies. 

3.)
If walking into a building that has water damage be aware of loose plaster on ceilings, unstable door jams and floors, or walls that can cave in. 

4.)
Be aware of broken or leaking gas lines, electrical lines, flammable materials, and explosive materials that have been carried down from another area. 

5.)
Do not eat any food including canned goods that have come in contact with floodwaters. 

6.)
Be aware of cracked or damaged building foundations prior to entering a building. 

7.)
Notify University Police of any hazardous situation you observe at:


Campus phone ext._____

Public phone: __________________

(Another section is presented on this and the next page as Inclement Weather Procedures to provide information to be used to respond to weather emergencies)

Inclement Weather Procedures

This University and its off-campus locations will remain open in all but the most extreme circumstances. On occasion, due to severe inclement weather, or a lack of ability to provide essential services, the university may find it necessary to cancel classes. Cancellation of classes does not imply that the university is closed. Any class cancellations will apply to all university locations unless otherwise specified. Faculty members will be required to make up time for canceled classes. 

During hazardous weather conditions, students, faculty, and staff are urged to use their discretion in deciding whether they can safely commute to work or classes. Any university employee unable to reach campus should report off from work and request leave, using established procedures. Faculty should not penalize students who miss class because of severe weather conditions. Students should discuss any absences with their professors. 

Notification Procedures 

Any change to normal university operations will be announced as early as possible through the media. The following radio and television stations will be notified: 

Radio Stations 

 (List)

Television Stations 

(List)

A voice mail will be distributed to all university telephones and a recorded message will be placed on the following telephone contact number: The staff at the university’s main number will be notified so they can respond to inquires at: ___________ 

The main number greeting will inform callers of classes of class cancellations when that number is not staffed. 

Should the university cancel classes, essential functions must be maintained, and certain personnel may be required to report to work. Provisions will be made to keep the following operations open to provide services for students: 

(List)

For the purpose of interpretation, the following statement which may be provided to the media pertains to cancellation of classes only. “Classes are cancelled. All offices are open.” All support staff will be expected to report to work.

The university will be closed when the Governor declares a statewide State of Emergency. The university will abide by that directive and further instructions will be provided at that time. The university police and other appropriate offices will be notified.

Snow, Ice Storm

In the event of a severe winter storm, the University President determines whether or not the university will cancel classes. All staff will be notified through the appropriate division Vice-President, department heads, and through staff reporting lines. Class cancellation is normally reported through the news media. 

In the event that a severe and sudden storm prevents commuter students from leaving campus, the University shall supply basic needs such as housing, and meals, and any other needs determined to be appropriate. Students may be housed in either the Field House or the Student Union, depending on need.

(The following materials provide additional information related to a tornado.)

Tornado 

A campus-wide outdoor tornado siren/warning system is installed on campus. It will be tested monthly with a brief voice announcement followed by the warning siren for 15 to 30 seconds to develop recognition with the system. In the event of a tornado warning for anywhere in ______ County there will be a brief voice announcement followed by a three (3), one (1) minute warning blasts, then sounded when any additional warnings are issued. A brief voice announcement and all-clear signal will be sounded when all tornado warnings for the campus, surrounding community, and ______ County have expired. 

Employees should note that the tornado siren/warning system is an OUTDOOR system only. It is not intended to be audible inside of buildings. Since the tornado siren/warning system may not be audible inside of buildings there should be a weather radio available in the office of every department head and at the front desk of every residence hall. 

Tornado Facts 

· A tornado is a violently rotating column of air extending from a thunderstorm to the ground. 

· Tornadoes are capable of destroying dorms, homes, other structures, vehicles and can cause fatalities. 

· Tornadoes may appear nearly transparent until dust and debris are picked up or a cloud forms in the funnel. The average tornado moves SW to NE but have been known to move in any direction. 

· The average forward speed is 30 mph but may vary from stationary to 70 mph and have rotating winds in excess of 250 mph. 

· Tornadoes can accompany tropical storms and hurricanes as they move onto land. 

· Waterspouts are tornadoes that form over water. 

Note: It is crucial that all personnel know and understand their roles and responsibilities in the event of a tornado. This University is especially vulnerable to the typical tornado moving SW to NE, with most storms entering the campus from the S to SW. The significance of this pattern lies in the fact that all dormitories, along with the _____ Apartments, rest on this SW to NE path. 

Where and when they can occur 

· Tornadoes can occur at any time of year. 

· Tornadoes have occurred in every state, but they are most frequent east of the Rocky Mountains during spring and summer months. 

· In the southern states, peak tornado occurrence is March through May, while peak months in the northern states are during the late spring and early summer. 

· Tornadoes are most likely to occur between 3 and 9 p.m. but can happen at any time. 

Danger Signs 

Occasionally, tornadoes develop so rapidly that an advance warning may not be possible. 

Look for:

· A dark colored, often greenish sky 

· Large hailstones

· Wall cloud 

· A loud roar, similar to a freight train 

Caution: 

· Some tornadoes are clearly visible, while rain or nearby low-hanging clouds can obscure others. 

· Before a tornado hits, the wind may die down and the air may become very still. 

· A cloud of debris can mark the location of a tornado even if a funnel is not visible. 

· Tornadoes generally occur near the trailing edge of a thunderstorm. It is not uncommon to see clear, sunlit skies behind a tornado. 

Definitions 

Tornado Watch: 

A tornado watch is the first alert issued by the National Weather Service when tornadoes are possible in your area. This watch is issued when the conditions are favorable for the formation of a tornado. This specifies the potentially targeted area(s) and the time frame during which the formation of a tornado is possible. Remain alert for approaching storms, however you may continue with your routine, or any other activities. Turn on a battery-operated radio to stay alert of any developments. 

Tornado Warning: 

This warning is issued when a tornado has been sighted or indicated by weather radar. This warning will provide the location, time of detection, area of vulnerability, and the time period that the tornado will pass through. If a tornado warning has been issued and the sky becomes threatening, move to your pre-designated place of safety. If you actually see a tornado funnel, move to the nearest shelter immediately. Turn on a battery-operated radio and wait for further instructions. 

Safety Procedures

1.)
The best protection is an underground shelter or basement, or a substantial steel-framed or reinforced concrete building. (If none is available, take refuge in other parts as indicated below.) 

2.)
In any facility always go to the lowest floor possible. 

3.)
If your residence has no basement, take cover under heavy furniture on the ground floor in the center of the building, or in a small room on the ground floor that is away from outside walls and windows. (As a last resort, go outside to a nearby ditch, excavation, culvert, or ravine.) 

4.)
Stay away from windows to avoid flying debris. 

5.)
If you are outside in open country, drive away from the tornado’s path, at a right angle to it. If there is not time to do this – or if you are walking – take cover and lie flat in the nearest depression, such as a ditch, culvert, excavation, or ravine. 

6.)
SCHOOLS – If the school building is a good steel-framed or a reinforced concrete building, stay inside away from the windows and remain near an inside wall on the lower floors, if possible. 

7.)
The large brick buildings on this University campus are of reinforced construction and should provide adequate shelter. If in a smaller facility go to the basement or to the nearest brick-frame facility.

8.)
AVOID AUDITORIUMS AND GYMNASIUMS or large metal buildings with large, poorly supported roofs. 

9.)
OFFICE BUILDINGS – Go to an interior hallway on the lowest floor or to a designated shelter area. Stay away from windows. 

Emergency Warnings 

Emergency Evacuation: Three (3) 5-second blasts 

All Clear: One (1) 30-second steady blast 

The following warnings are also in place in the surrounding area:

Fire Siren – Three (3) 1-minute steady blasts. This will be repeated by local media sources. 

_____ City – No sirens. All warnings are by local media sources. 

______ County – No sirens. All warnings are by local media sources. 

For people living in other areas not mentioned, please check with your respective communities for this pertinent information needed. 
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(This working plan is a response by one university to assign responsibilities to campus emergency planners for the purposes of providing a framework from which to plan, coordinate, and communicate for the purposes of preparing for a potential pandemic occurrence. Additional planning could address quarantine, restrictions of movement, stockpiling food and water, preventive medical procedures, and the securing of personal shelters to reduce the spread of disease, etc.)

Appendix P:
Pandemic Incidents

Background

General Public Health Preparedness

In recent years, significant progress has been made toward increasing the University’s overall emergency response capabilities. New systems have been established for responding to public health emergencies, such as incidents of bioterrorism or infectious disease outbreaks, on campus. The Academic Health Center, through the Emergency Preparedness Program, has taken the lead in this area of preparedness planning and response on campus and is also working aggressively with local and state public health partners to explore and prepare for our potential role as responders in a larger local, state, or national emergency.
Components of the Emergency Preparedness Program include:

· Designated Public Health Officer for Emergency Response 

·  Emergency Response Team 

· U of M Medical Reserve Corps 

· Annual Public Health Tabletop Exercise 

· Online Training Modules for Medical Reserve Corps Volunteers 

· Active Participation in Local, State, and Regional Public Health Preparedness Planning 

Pandemic Influenza Preparedness Planning 

In 2005, the University developed and hosted a pandemic influenza tabletop exercise to explore the unique challenges faced in the university campus setting, and to further refine the respective response roles of the University, the State Health Department, local health departments, and the University Medical Center. Pandemic influenza preparedness objectives have been developed in the following ten areas based upon this exercise and a review of newly released federal guidelines:
· International Travel 

· Targeted Vaccine Distribution 

· Essential Personnel, Operations, and Services 

· Surveillance and Case Investigation 

· Healthcare Needs 

· Student Housing Needs 

· Communications 

· Internal Coordination 

· External Coordination 

· Providing Services to the Broader Community 

A preliminary assessment has been completed regarding each objective. A number of immediate action items have been identified and assigned to individuals or workgroups across the campus to further improve preparedness in each of these areas. This draft work plan was approved by ___________________ on _____________________, 2006.
Objectives

1.
International Travel 


The University will effectively develop and implement travel recommendations based on assessment of risks to travelers and/or CDC international travel guidelines. 
2.
Targeted Vaccine Distribution 


The University will be prepared to participate in state and county-level response activities relative to vaccine distribution to pre-determined priority groups. 
3.
Essential Personnel, Operations, and Services 


The University will establish a system to rapidly identify essential personnel, operations, and services relative to the University’s mission and objectives (human welfare, animal welfare, research, teaching, and outreach). 
4.
Surveillance and Case Investigation 


The University will participate in state and local case surveillance and investigation activities, and coordinate with our clinical partners, to ensure that animal and human cases on campus are identified quickly to reduce further transmission to the extent possible, and to ensure that those efforts are conducted in a manner that is most effective for a campus community. 
5.
Healthcare Needs 


The University will utilize all available resources to meet the outpatient healthcare needs of students, staff, and faculty as appropriate during an influenza pandemic. 
6.
Student Housing Needs 


In addition to healthcare needs, the University will meet other needs of students living on campus as appropriate during an influenza pandemic. 
7.
Communications 


The University will ensure that all stakeholders have access to accurate and timely information regarding our efforts to respond to pandemic influenza. 
8.
Internal Coordination 


The University’s pandemic influenza response efforts will be well coordinated internally as guided by the Emergency Operations Plan. Large-scale policy decisions will be made and implemented during the evolving and extended timeframe of a pandemic based upon a set of consistent and clearly articulated criteria developed through the Emergency Operations Center. 
9.
External Coordination 


The University’s pandemic influenza response efforts will be well coordinated externally with all relevant partners, including state and local health departments, state and local emergency managers, ________ Health System, and others. 
10.
Providing Service to the Broader Community 


To the extent possible, the University will assist in local, state, and federal pandemic influenza response efforts as appropriate and needed.
Action Items by Objective

Objective 1:
International Travel
The University will effectively develop and implement travel recommendations based on assessment of risks to travelers and/or CDC international travel guidelines.

Possible Scenario and Anticipated Events:

· Person-to-person spread of avian H5N1 influenza is reported in Asia. Within weeks, localized outbreaks involving person-to-person spread are reported. 

· The World Health Organization (WHO) will issue a Phase 5 Pandemic Alert which generally signals that an influenza pandemic is imminent. 

· The Centers for Disease Prevention and Control (CDC) will issue travel recommendations that will likely include the following: 


Inbound Travelers:
· Inform incoming travelers from high-risk areas about pandemic influenza, request that those travelers monitor their health for 10 days for fever and/or respiratory symptoms, and request those with symptoms to report that information to health authorities. 

· Public health evaluation of all travelers who report influenza-like symptoms during travel or during the 10-day monitoring period. 

· If the level of transmission in another country is high, the CDC will likely establish additional, more rigorous airport-based screening measures. 


Outbound Travelers: 
· Travel advisories will be issued based on the available information which will include information on reducing risk of exposure. 

· Travel restrictions may be imposed as needed. 
· The State Department of Health (State Health Department) will issue a Health Alert Network (HAN) message to public health departments and other partners throughout the state. 

· The University will receive the HAN message at _______ Health Services (during normal business hours) and at the Emergency Preparedness Program (24/7 notification via email, cell phone, and pager). 

· The Emergency Preparedness Program will notify the University Public Health Officer and the Senior Vice President for Health Sciences. 

· An Emergency Response Team meeting will likely be called and additional notifications will be made to the following: 

· Officer of the Day 

· Office of International Programs 

· Others as appropriate 

· A situation may also arise in which University officials have concerns about international travel in the absence of clear federal guidelines. University international travel policies can be developed or modified as needed by the International Travel Suspension Committee. 

Preparedness Planning Focus 

It is anticipated that the University will have an obligation and a responsibility to implement our own or the CDC’s travel recommendations (notification, education, health monitoring) as they apply to the following groups of individuals:

· Incoming students coming from H5N1-affected areas (approximately ___ new international students expected each fall; many from Asia). 

· Faculty, staff, and students studying and working abroad at the time of the WHO declaration. 

· Faculty, staff, and students scheduled to travel to affected areas. 

Responsible Departments: 
· Office of International Programs (policy development and notification) 

· _______ Health Service (health screening and healthcare) 

Issues to be Addressed:

· Notifying Incoming Students: 

· Incoming students are well documented by the Office of International Programs, International Student, and Scholar Services. Their exact date and location of entry into the country, however, is not documented, and students may arrive up to 30 days prior to the start of classes. 

· Although email is the preferred method of communication, it is unclear how many students could be reached quickly and reliably through email. 

· Action Item (1): An assessment will be completed regarding ability to reach incoming students with important health information in a timely and reliable fashion. 

· Responsible Individuals: 

· __________, International Student and Scholar Services 

· Notifying Traveling or Departing Students, Staff, and Faculty:

· There is no comprehensive and reliable process or system for tracking University faculty, staff, and students traveling outside of the country during the school year or during the summer. An international travel tracking system (based upon a successful system implemented at the University) was recommended to the Executive Committee by the Emergency Response Team and Emergency Management Policy Committee based upon SARS preparedness planning efforts. This recommendation was referred to the International Travel Suspension Committee and has not been acted upon to date. 

· Action Item (2): This international travel-tracking proposal should be reconsidered and either adopted, formally dismissed, or replaced by an alternate proposal. 

· Responsible Individuals: 

· _____________ Public Health Officer for Emergency Response 

· __________, Director, Office of International Programs 
· Health Screening of Incoming Students: 

· International students (and many of their dependents) are covered by University health insurance and receive healthcare from _______ Health Service. 
· Communication between _______ Health Service and incoming international students is almost exclusively email-based and that system is reported to work well. 

· Health screening is already required which includes mandatory PPD and immunizations as needed. _______ Health Service also provides immigration physicals to those students who need them. 

· This system could be used to provide education and health monitoring information to incoming students and their family members. 

· Action Item: None needed at this time per _______ Health Service. 

· Health Screening of Returning Students, Staff and Faculty: 

· There is no process or system for notifying and assessing the health of students, faculty, and staff returning from travel abroad (either during summer programs or during the regular school year) during a pandemic or other international health emergency, unless the individual chooses to utilize the international travel clinic. 

· Action Item: None at this time. _______ Health Service administrators are interested in developing a program through their Occupational Health Department should a travel tracking system be initiated and resources made available. 

Objective 2: 
Targeted Vaccine Distribution

The University will be prepared to participate in state and county-level response activities relative to vaccine distribution to pre-determined priority groups.

Possible Scenario and Anticipated Events:

· Vaccine against the novel H5N1 strain will not become available until approximately 4 months after the pandemic arrives in the United States. 

· When the vaccine becomes available, it will be distributed by CDC to State Health Departments in limited batches, with new batches arriving every 2 weeks. 

· In this state, the limited vaccine supplies will be distributed through the local public health system and will be provided to individuals in pre-determined priority groups (based upon health history for patients and position type for employees). 

· It is anticipated that ________ and ______ County will request an accounting of the number of patients served by _______ Health Service and University employees (and possibly students) in each of the priority groups. This same request will be made to cities, hospitals, and other employers. It will be important that the counts provided by the University are unduplicated counts in relation to other systems. For example, a single health care provider should not be counted by both University Medical Center and the University.
· Although unknown at this time, it is anticipated that the University will be provided with vaccine based upon the number of priority individuals identified, and may be asked to distribute that vaccine as appropriate. (See recommendations below regarding mass dispensing sites.) 

Preparedness Planning Focus 

The University should calculate priority group counts based upon the list of categories provided by State Health Department or CDC. These calculations should be reviewed and updated on an annual basis. 


Responsible Departments:

· Department of Emergency Management 

· Office of Human Resources 

· _______ Health Service 

·  Emergency Preparedness Program (particularly related to healthcare provider counts and coordination with ________ Health Systems and other health systems) 


Issues to be Addressed:

· Interim recommendations for prioritization of pandemic influenza vaccine have been developed by the Advisory Committee on Immunization Practices (ACIP) and the National Vaccine Advisory Committee (NVAC). Based upon these guidelines, state and local health departments have been tasked with:

· Developing state-specific modifications or refinements in priority groups depending on local circumstances
· Defining specific definitions for priority groups identifying occupational categories and sub-categories, as needed, within each broad priority
· Estimating the size of relevant priority groups
· Developing a plan for how persons in priority groups will be identified at vaccination clinics and how vaccine will most efficiently be provided to these groups, and
· Educating professional organizations and other stakeholders about the need for priority groups and the rationale for the groups recommended. To date, no state-specific definitions are available. 

· Action Item (3): Monitor the status of pandemic planning efforts at the local, state, and federal level; alert responsible departments when the official local list of priority group definitions becomes available. 

· Responsible Individuals: 

· ___________, Director, Emergency Preparedness Program 

· _________________, Medical Director, Emergency Preparedness Program 

Objective 3:
Essential Personnel, Operations, and Services

The University will establish a system to rapidly identify essential personnel, operations, and services relative to the University’s mission and objectives (human welfare, animal welfare, research, teaching, and outreach).

Possible Scenario and Anticipated Events:

· It is likely that the University will be faced with concerns about business continuity during the course of an influenza pandemic. Those concerns may be raised under a series of different scenarios including the following: 

· Due to public concern about influenza, students, staff, and faculty stop coming to work and school. Students return home voluntarily and possibly without notice. (See recommendations below regarding meeting student needs.) This scenario may play out even in the absence of a single case of disease in the state. 

· Following recommendations from the CDC or State Health Department, University officials decide to cancel all or some classes. 

· Following recommendation from the CDC or State Health Department, University officials decide to close all or some University operations. 

Preparedness Planning Focus
The University should develop an essential operations plan as part of pandemic planning. This plan should include a department by department assessment of which operations and services can be closed or canceled for both short and long durations, and which operations and services must be maintained (if any) to: 

· Protect or serve the human populations on campus 

· Care for the animal populations on campus 

· Assure the security of the campus 

· Address our core missions of teaching, research, and outreach 

This assessment should include a determination of the numbers and types of personnel necessary to maintain those operations and services. Some related questions include: 
· If an employee is deemed non-essential, but continues to come to work, are there consequences? If an employee is deemed essential, and does not come to work, are there consequences? 

· During a healthcare emergency situation, will the suspension vs. maintenance of healthcare education be handled differently than other types of education? 

· What is our capacity to support telecommuting for employees? 

· What is our capacity to support web-based education for students? 


Responsible Departments: 

· Department of Emergency Management (lead) 

· All University Departments 


Issues to be Addressed: 

· This is an important yet labor-intensive task, which will require extensive discussion and analyses across all departments on campus. 

· Action Item (4): Convene a workgroup to develop parameters and process for this campus-wide assessment and decision-making regarding basic infrastructure related to human welfare, animal welfare, and campus security. Existing business continuity plans can serve as a base for this assessment. 

· Responsible Individual:
· __________, Director, Department of Emergency Management
· ____________, Department of Emergency Management 

· Action Item (5): Convene a workgroup of University Administrative Officers to develop parameters and decision-making guidelines related to our core missions of teaching, research, and outreach. 

· Responsible Individuals:
· ___________, Senior Vice President for Health Sciences
· ________________, Vice President for University Services 

Objective 4: 
Surveillance and Case Investigation

The University will participate in state and local case surveillance and investigation activities to ensure that animal and human cases on campus are identified quickly to reduce further transmission to the extent possible, and to ensure that those efforts are conducted in a manner that is most effective for a campus community.

Possible Scenario and Anticipated Events:

· Suspected bird cases in the state will be confirmed through the State Board of Animal Health and the National Veterinary Services Laboratory in ____, ____. 

· If confirmed, State Health Department will order the disposal of infected flocks and quarantine of affected areas. 

· State Health Department will institute enhanced human disease surveillance activities at the first sign of a confirmed bird case in this state.
· It is anticipated that _______ Health Service clinicians will participate in that surveillance effort. 

· If a confirmed human case is identified on campus, the State Health Department or respective local health department will conduct contact-tracing interviews with all patients and contacts (primarily via phone). 

Preparedness Planning Focus 

The University should be fully engaged in partnership with local and state public health authorities related to case surveillance and case and contact investigation activities for animal and human cases. This is particularly important in relationship to human cases and contacts residing in residence halls. 


Responsible Departments (Animal Cases):

· Office of Regulatory Affairs 

· Research Animal Resources 

· Institutional Animal Care and Use Committee 

· Veterinary Medical Center (including considerations related to tissue digester) 

· Action Item (6): An assessment will be completed regarding avian influenza preparedness and protocols. 

· Responsible Individuals: 

· _______________, Research Animal Resources 

· ______________, Institutional Officer for Subject Protection 


Responsible Departments (Human Cases):

· _______ Health Service 

· University Physicians (UP) 

· University Health Center (UHC) 

· Family Practice Clinics 

· Dental Clinics 

· Action Item (7): An assessment will be completed regarding current and planned protocols and coordination in this area. 

· Responsible Individuals: 

· _________________, Emergency Preparedness Program 

· ____________, Emergency Response Team 

Objective 5:
Healthcare Needs 

The University will utilize all available resources to meet the outpatient healthcare needs of students, staff, and faculty as appropriate during an influenza pandemic.

Possible Scenario and Anticipated Events: 
· Public fears related to pandemic influenza may result in students returning home to their families independent of any determination by the University to cancel classes or close residence halls. In addition, staff may decide not to report to work. 

· In addition, as stated in their planning scenarios, the State Health Department may recommend the closing of schools and/or the cancellation of group gatherings. 

· It is anticipated that not all students may be able to return home rapidly, particularly ill out-of-state or international students. 

· Whether they are living on campus or not, students, and some faculty and staff rely on _______ Health Services for provision of outpatient healthcare. 

Preparedness Planning Focus 

Planning for outpatient health care needs will focus on the following key areas: 
· Ensuring that the University has plans and strategies to effectively triage and refer ill or worried students, staff, and faculty as appropriate. 

· Ensuring that the University has the ability to rapidly stage and implement mass dispensing, mass triage, or mass care sites on campus including: 

· Development of specific operational plans for those sites. 

· Identification and preparations of needed staff for those sites. 

· Identification and stockpiling of needed supplies. 

· Ensuring that the University has the ability to meet the outpatient monitoring and healthcare needs of persons possibly housed on campus under isolation and/or quarantine conditions. 

Responsible Departments:
· _______ Health Service 

·  Emergency Preparedness Program 

· Housing & Residential Life 

· University Medical Center 

· Action Item (8): Written patient triage and referral plans will be developed for the following:
· Phone-based triage 

· Clinic-based triage at _______ Health Service 

· Mass triage at the Memorial Union Hall 

· Web-based triage 

· Patient referral guidelines 

· Responsible Individuals: 

· ___________, Director, _______ Health Center 

· ____________, Director of Public Health and Marketing, _______ Health Service 

· _________________, Medical Director, Emergency Preparedness Program 

· ___________, Medical Director, Infection Control, University Medical Center 

· _____________, Emergency Response Team 
· Action Item (9): Continue the development of a University mass dispensing site operational plan. Once completed, this plan will be modified, as needed, for mass triage, or mass outpatient care. 

· Responsible Individuals: 

· _________, MRC Coordinator, Emergency Preparedness Program 

· ____________, Nursing and Training Coordinator, Emergency Preparedness Program 

· ______________, _______ Health Service 

· __________, Department of Emergency Management 

· _____________, Department of Emergency Management

· Action Item (10): Clarify the anticipated role of the University Medical Reserve Corps in assisting _______ Health Service in these efforts; train members as needed, and develop deployment procedures designed to meet specific predicted surge capacity needs. 
· Responsible Individuals: 

· __________, Coordinator, Medical Reserve Corps, Emergency Preparedness Program 

· __________, Nursing and Training Coordinator, Emergency Preparedness Program 

· ______________, Medical Director, Emergency Preparedness Program 

· _____________, _______ Health Service 

· _______________, ______ Health Service 
· Action Item (11): Identify, purchase and store a 12-month supply of those materials necessary for the successful implementation of this objective including: 

· Mass Dispensing Site “Go Kit” 

· Personal protective equipment (surgical masks, N-95 masks, and gloves) 

· Equipment to support emergency fit-testing capability 

· Infection control supplies (liquid hand sanitizer) 
· Responsible Individuals: (for documentation of supply types, quantities, and cost only): 

· _________, Coordinator, Medical Reserve Corps, Emergency Preparedness Program
· _____________, Medical Director, Emergency Preparedness Program 

· ________, Director, Public Health and Marketing, _______ Health Center 

· _____________, Director, Center for Infectious Disease Research and Policy 

· ____________, Director, Emergency Preparedness Program 

· _____________, Environmental Health and Safety 

· __________, Director, Department of Emergency Management 
· Action Item (12): Based upon DHHS guidelines, and in consultation with state and local public health officials, develop a written plan for meeting the monitoring and outpatient healthcare needs of persons possibly housed on campus under isolation and/or quarantine conditions. 

· Responsible Individuals: 

· ____________, Director, Public Health and Marketing, _______ Health Service 

· ______________, Medical Director, Emergency Preparedness Program 

· _________________, Director, Housing & Residential Life 

Objective 6:
Student Housing Needs 

The University will meet the needs of all students living on campus as appropriate during an influenza pandemic.

Possible Scenario and Anticipated Events: 
· Public fears related to pandemic influenza may result in students returning home to their families independent of any determination by the University to cancel classes or close residence halls. In addition, staff may decide not to report to work. 

· In addition, as stated in their planning scenarios, the State Health Department may recommend the closing or schools and/or the cancellation of group gatherings. 

· It is anticipated that not all students may be able to return home rapidly, particularly ill, out-of-state, or international students. Based upon current available housing data, Housing & Residential Life administrators estimate that 500 students, scattered across all residence halls, may need to continue living on campus for some period of time even if classes were cancelled or the residence halls were “closed”. These include international students, and out-of-state students with a drive time home of more than 8 hours.
Preparedness Planning Focus 
· Although multiple possible scenarios exist related to housing issues on campus, the University will be well positioned to rapidly respond to most anticipated situations if specific plans are in place for the following:
· Monitoring daily census in each residence hall. 

· Monitoring overall student health in each residence hall. 

· Monitoring staff absenteeism in the food services and other essential housing support positions. 

· Decision-making thresholds for closing/consolidating residence halls (due to staff absenteeism and/or efficiency rather than disease transmission issues). 

· Implementation plans for closing/consolidating residence halls based upon the recommendation of the Emergency Response Team and/or state public health officials. 

· Identifying housing options for isolation and quarantine that meet DHHS guidelines. 

· Risk communication messages for parents and others. 

· Responsible Departments: 

· Housing & Residential Life 

· University Dining Services

· Action Item (13): A written plan will be developed to address the eight issues outlined above for residence halls. Based upon that plan, an assessment will be completed regarding other on campus and near campus housing facilities. 

· Responsible Individuals:
· ______________, Assoc. Vice President, Auxiliary Services Admin. 

· ________________, Director, Housing & Residential Life 

· ___________, Director, University Dining Services Contract Administration

Objective 7:
Communications

The University will ensure that stakeholders have access to accurate and timely information regarding our efforts to respond to pandemic influenza.

Possible Scenario and Anticipated Events: 
· It is anticipated that the state will activate a Joint Information Center (JIC) in conjunction with activation of the state EOC. 

· In addition to the University Emergency Operations Plan, a Communicating in a Crisis plan has been developed; it is assumed that this plan will be implemented during a pandemic influenza crisis. 

Preparedness Planning Focus
· The CIDRAP website has been designated by the Senior Vice President for Health Sciences as the University’s primary source of scientific information on pandemic influenza and other infectious diseases. Seamlessly linking the information produced by CIDRAP to the broader University communication systems is an important issue that has not yet been addressed. 


Responsible Departments: 

· University News Service 

· Communications 

· Center for Infectious Disease Research and Policy (CIDRAP) 

· Action Item (14): Clarification and consensus is needed on the plan for providing web-based information to stakeholders during a public health crisis such as pandemic influenza. 

· Responsible Individuals: 

· _________, Director, University News Service 

· _______________, Communications Director, University Services 

· ___________, Director, Communications 

· ____________, Public Health Officer for Emergency Response 

· ___________, Director, Center for Infectious Disease Research and Policy 

· _____________, Editorial Director, Center for Infectious Disease Research and Policy 

Objective 8:
Internal Coordination 

The University’s pandemic influenza response efforts will be well coordinated internally as guided by the University Emergency Operations Plan. Large-scale policy decisions will be made and implemented during the evolving and extended duration of a pandemic based upon consistent and clearly articulated criteria developed through the Emergency Operations Center (EOC).

Possible Scenario and Anticipated Events: 
· It is anticipated that the Emergency Operations Center will be activated at the first indication that a coordinated campus response is warranted. 

· An incident command system will be established to ensure that appropriate decisions are made centrally, and through an agreed upon chain of command. 

· The University has not had an opportunity to utilize this system for such a large, complicated, and long-lasting event; it is unclear whether most employees are familiar with this system. 

Preparedness Planning Focus 

Example campus-wide policy questions for consideration:

· Will faculty be allowed to cancel classes based upon personal opinion? 

· Will those decisions be made at the Deans level? 

· How will those decisions be communicated? 

· What process will be used to ensure consistency and avoid confusion? 

· Action Item (15): The University Emergency Operations Plan will be reviewed with a specific eye toward its application during a long-term public health emergency such as pandemic influenza. 

· Responsible Individuals: 

· __________, Director, Department of Emergency Management 

· __________, Public Health Officer for Emergency Response 

· ________, Director, Emergency Preparedness Program 

· Action Item (16): Increase campus-wide awareness of the Campus Emergency Operations Plan and the policies and expectations that follow activation of the Emergency Operations Center. 

· Responsible Individuals: 

· __________, Director, Department of Emergency Management 

· _______________, Communications Director, University Services 

· Action Item (17): Establish Academic Health Center Emergency Coordination Center (ECC) that will serve as a link between the Emergency Response Team/ Emergency Preparedness Program and the University EOC and a link to state and county public health EOCs and ECCs. 

· Responsible Individuals: 

· __________, Director, Emergency Preparedness Program 

· ___________, Public Health Officer for Emergency Response 

· __________, Director, Department of Emergency Management 

Objective 9:
External Coordination 

The University’s pandemic influenza response efforts will be well coordinated externally with all relevant partners including state and local health departments, state and local emergency managers, _________ Health System, and others.

Possible Scenario and Anticipated Events:

· It is anticipated that as a pandemic unfolds, multiple EOCs and ECCs will be activated through public health, emergency management, and hospital systems. 

· Universities, in general, are often overlooked or forgotten within these broader systems, although a great deal of planning has been completed locally to ensure that the University is integrated effectively. 

· The sheer number of activated systems and the anticipated length of this particular response will pose communication and coordination challenges for all those involved. 

Preparedness Planning Focus

· Action Item (18): Develop an EOC organizational plan specific to pandemic influenza response for both the University EOC and the ECC. 

· Responsible Individuals: 

· __________, Director, Department of Emergency Management 

· _________, Director, Emergency Preparedness Program 

· Action Item (19): Install Polycom equipment in the EOC and ECC to allow for enhanced communication between the two and with external partners. 

· Responsible Individuals: 

· ________, Director, Department of Emergency Management 

· _________, Director, Emergency Preparedness Program 

· Action Item (20): Develop a rapid communication system for all University employees with pandemic influenza response assignments. 

· Responsible Individuals: 

· _________, Director, Department of Emergency Management 

· ___________, Director, Emergency Preparedness Program 

· Action Item (21): Meet with representatives from the medical center to review their emergency operations and preparedness plans relative to pandemic influenza. 

· Responsible Individuals: 

· __________, Director, Department of Emergency Management 

· ___________, Director, Emergency Preparedness Program 

Objective 10:
Providing Service to the Broader Community 

To the extent possible, the University will assist in local, state, and federal pandemic influenza response efforts as appropriate and needed.

Possible Scenario and Anticipated Events: 
· State plans call for the activation of volunteer systems in numerous response scenarios. The University Medical Reserve Corps is the largest MRC in the state and now has experience with an extended long distance deployment. It can be anticipated that the UMRC may receive deployment requests from the state, or local health departments. 

· There are numerous other resources that may be called upon to provide service such as the College of Veterinary Medicine, School of Public Health, and CIDRAP. 

Preparedness Planning Focus

Relevant programs and departments should continue to participate with local, state, and federal agencies in pandemic influenza planning efforts. 

· Action Item: None at this time. 
Contacts

List all appropriate contact information here. 
(The following document entitled, Emergency Preparedness Planning for Colleges and Universities, was published by Sacared Bodison, M.D., M.B.A., from the University of Maryland at College Park, Maryland, was downloaded from the Internet.)
Colleges and universities are not always mentioned specifically in the planning that is occurring at the national, state, and local public health department level. Yet, should a crisis occur, there may be large numbers of persons on a campus who need to be informed, kept safe and possibly treated for a physical and/or mental condition. The purpose of this guide is to provide a checklist of concerns that should be addressed by colleges and universities in order to have an effective local response to manage incidents and disasters of all kinds.

I. Emergency Declaration
· Identify and define all hazards that may trigger a state of emergency on the campus.

· Designate who will declare a state of emergency and who is in charge when a state of emergency exists. Identify administrative and medical decision makers who will provide leadership, coordinate with external agencies, and monitor breaking news bulletins.

· Identify the team members representing all sectors of campus that will monitor and respond to emergency conditions until resolved.

· Anticipate and address the many legal issues related to emergency plans, e.g. isolation, quarantine, HIPAA compliance, and legal authorities.

II. Workforce Planning

· Identify essential employees vital to the operations of the campus, whose presence is required regardless of the existence of an emergency condition, and whose absence from duty could endanger the safety and well-being of the campus population and/or physical plant.

· Anticipate employee absences and establish HR guidelines. Develop contingency plans for operations under prolonged staff shortages.

· Identify, train, and prepare ancillary workers to assist in areas needing augmented staffing (e.g. non-essential staff, contractors, retirees.)

· Establish lines of communication with county, private, volunteer, and state organizations that may provide manpower and/or other resources during a state of emergency.

· Disseminate information to employees about the campus’s preparedness and response plans.
III. Academic Contingency Planning

· Identify key persons who will meet and determine adjustments in academic calendar, opportunities for online teaching and/or alternate teaching sites.

· Determine proactive ways teaching staff can anticipate classroom teaching disruptions with students, e.g. contingency syllabi changes for 2-3 weeks cessation of classes.

· Consider postponing and/or canceling classes, programs, and activities.

IV. Supplies/Equipment

· Provide sufficient and accessible infection control supplies (e.g. hand-hygiene products, tissues and receptacles for their disposal) in all occupied areas of campus. Have adequate supply of cleaning and disinfecting products. Have abundant equipment for use in cleaning and disinfecting, e.g. power sprayers, disposable towels. Have plan in place to intensify environmental hygiene during an infectious disease emergency.

· Identify and maintain adequate supply protective equipment required by cleaning staff.

· Anticipate need for 24-hour operation which may require special resources for employees such as bedding, clothing, food, water, and medications for chronic health problems.

· Identify equipment that can be helpful if power failure such as flashlights, short wave radio, and generators.

· Anticipate for infectious disease emergency the need for large supply of surgical masks, disposable thermometers, and disinfectant for the residential life community, and other staff, e.g. public safety, transportation services, and environmental safety.

V. Communication
· Develop a plan to educate the campus community prior to the onset of various incidents and disasters.

· Have an early warning system in place to communicate an impending or evolving state of emergency to entire community. The system should include methods for notifying campus community after normal work hours.

· Plan to hold meetings, disseminate flyers, position posters to inform campus community and visitors about emergency conditions.

· Have a plan in place to recall essential staff after normal work hours.

· Identify the key staff that will be responsible for public relations including media interviews, regular web page updates, and regular administrative announcements.

· Develop a list of local media contact names and numbers and methods to quickly send out information.

· Establish various communication strategies that will be effective when emergency associated with power failure, cell phone outage, etc.

· Have a plan in place for prompt communication with and answer questions from parents and guardians of students.

· Anticipate the need for staff dedicated to responding to phone calls, emails and possibly Faxes from persons off and on the campus.

· Know how to access sources of up-to-date information on emergency event and new developments as they occur.

· Develop and disseminate programs, posters and materials covering emergency planning fundamentals (e.g. early warning system, signs and symptoms of illness, infection control measures.)

· Ensure that communications are culturally and linguistically appropriate.

· Develop platforms (e.g. hotlines, dedicated websites) for communicating emergency status and actions to campus community, vendors, and suppliers, on and off campus, in a consistent and timely way.

· Establish communication plan to advise all parties when emergency conditions have ceased and when some operations/activities will resume.

· At conclusion of emergency event plan to debrief faculty, staff, and stakeholders to clarify what worked and what needs to be changed. Adjust and revise to improve effectiveness for next emergency declaration.

VI. Travel/International Operations
· Establish policies for restricting travel to affected geographic areas (domestic and international) and guidelines for student/faculty returning from affected areas.

· Establish communication channels with students and faculty stationed in an off campus site (domestic and international) and provide expert advisement regarding emergency situation.

VII. Health Care
· Establish health care response protocols in anticipation of various emergencies requiring increased access to health care services.

· Maintain a system to effectively communicate with public health officials, healthcare professionals and other key audiences. Establish relationships with local healthcare facilities, emergency responders, and the local public health agency. Establish daily communication with neighboring counties and state Health Department to stay abreast of regional conditions.

· Stay alert and conduct early surveillance of possible cases to obtain laboratory confirmation if possible index case on campus.

· Establish system to convert to 24-hour operation with limited staff.

· Identify alternative resources of medical assistance when available staffing resources are not sufficient to meet medical demands. Provide training for role and responsibilities.

· Establish 24-hour counseling services to address distraught, anxious, and worried employees, students, and parents.

· Establish a communication hub to handle inquiries about patients, to update administrators, and to keep the health care community abreast of ongoing medical demands and events.

· Educate, train, and drill all health care workers in disaster response protocols and techniques. 
· Educate health care staff about appropriate infection control procedures for influenza and other communicable diseases, as well as how to care for patients suffering from communicable diseases and its complications.

· Identify support staff and designate roles and responsibilities during emergency conditions.

· Identify, prepare, and maintain adequate supplies of personal protective equipment for health care staff. Have dedicated equipment for use with highly infectious patients, e.g. stethoscopes, blood pressure cuffs.

· Comply with federal regulations regarding proper screening and medical evaluations of personnel using respirators.

· Encourage and track annual influenza vaccination for health care employees and recommended pneumococcal vaccination.

· Counsel sick employees and family members to mitigate spread of disease. Establish return –to-work policy for employees who had been ill, if related to cause of emergency.

· Establish protocol for triaging that separates infectious from noninfectious patient care.

· Maintain adequate supply of patient contact and treatment forms, including a system to track the coming and going of all patients.

· Discontinue all medical procedures which may cause droplet transmission, e.g. throat swab, and spirometry.

· Make surgical masks readily available for persons with respiratory illness.

· Have access to supply of vaccines, antibiotic/antiviral medications, and supportive treatments necessary to treat and prevent the spread of communicable disease.

· Develop policies and procedures for mass clinic vaccination.

· Identify equipment, supplies, and staffing for alternative health care site when larger space is needed to meet health care demands, when usual site is in an area of danger or when needing a second health services location.

· Maintain specific health educational materials for top health concerns for immediate dissemination when emergency condition occurs.

· Develop alternative means for transporting non-critically ill patients to other medical facilities that may be able to care for them.

· Develop method for separating, storing, and disposing of solid waste (medical and non-medical) that may be contaminated.

· Follow respectful practices for care of the deceased. Identify adequate storage area for deceased until transfer. 

VIII.
Residential Life
· Develop system to rapidly communicate with staff and students about emergency, e.g. arrange a designated area in the resident hall for information dissemination.

· Establish system to transport students with health related complaints to a health care facility.

· Post no visitors sign to minimize unnecessary contact

· Establish protocol to involve/communicate with parents and guardians.

· Maintain adequate equipment/supplies to keep students and staff in residence for a prolonged period of time. Include items that would help minimize the spread of infectious diseases, e.g. surgical masks, thermometers, and disinfectant.

· Maintain living quarters in a clean and sanitary condition. Intensify cleaning and disinfecting public areas.

· Develop a system for the orderly closure and evacuation of residence halls and fraternity/sorority houses. Include transportation planning for students without cars and/or travel funds.

· Identify accommodations for any international student or other student unable to return to permanent residence.

IX. Financial

· Develop system for rapid procurement and reimbursement for needed for supplies/equipment and services from venders.

· Communicate and maintain relationships with businesses that can provide essential supplies and products during a state of emergency.

· Maintain a financial reserve that can be tapped if a total disruption of college/university educational mission for one semester. Have a business recovery plan that includes resumption of billing/payroll functions.

X. Research
· Identify essential requirements of animals that may need to be preserved during emergency conditions.

· Determine campus buildings that may remain open for research and essential operations.

· Ensure security of highly sensitive research laboratories.

(This next article and the chart that follows were placed on the Internet by Carnegie—Mellon University in regard to epidemic circumstances.)

CARNEGIE MELLON UNIVERSITY
Article III. Student Health Services
Response to Avian Influenza Pandemic

Policy

In case of a pandemic due to avian influenza, the SHS facilities shall be made available and SHS staff will act in accordance with the University Emergency Response Plan. The SHS staff shall review the University Plan annually.

Article IV. Action Plan Level One - Pre planning to confirmed cases of human-to-human transmission

Staff Education and Preparedness

Maintain ongoing communication with the Allegheny County Health Department, the American College Health Association, UPMC and benchmark activities of other student health services.

Staff participation in web cast and seminars related to diagnosis and treatment of influenza including avian influenza H5N1.

Staff planning and rehearsal of disaster planning including participation in university drills.

Schedule and frequency to be determined by evolution of infectious organism.



Vaccination of all staff for influenza.



Identify resources for food/lodging for staff.



All staff fitted for N95 respiratory protection and in-serviced on use.




Annual refit and review of use.



ID for staff as emergency personnel.


Clinical Issues

Identify supply sources for respiratory protection equipment, medications including Tamiflu, antibiotics, gloves, gowns, IV fluids.

Maintain a stock supply of necessary equipment and meds based on projected estimates of prevalence rates.

Develop a plan for patient transport to hospitals.

Develop a plan for setting up an infirmary.

Establish a plan for establishing negative pressure rooms.

Communication


External:

Provide information to campus community on status of infectious disease and travel advice via e-mail and post to SHS website with links to CDC and WHO.

Provide training for relevant groups.
Develop a communication implementation plan for Levels 2 and 3.

Revise SHS signage.


Location of emergency phone outside SHS entrance.


Internal:



Revise calling tree protocol.



Cell phone back up – pagers, hand radios.

Action Plan Level Two – Suspected/confirmed cases in Pittsburgh or surrounding area
(in addition to Level One)

Staff Education and Preparedness

Initiate prophylaxis of contacts as deemed appropriate.

Initiate prophylaxis of key personnel as deemed appropriate.



Secure food/lodging for staff.



Review of use respiratory protection.



ID for staff as emergency personnel.


Clinical Issues

Order additional respiratory protection equipment, medications including Tamiflu, antibiotics, gloves, gowns, IV fluids.

Institute plan for patient transport to hospitals.

Prepare infirmary area.

Install negative pressure machines.

Isolate and monitor suspected cases.

Identify contacts of suspected cases and isolate.

Initiate SHS/CAPS protocol with assignment of CAPS staff member to SHS.

Initiate cleaning and waste management protocol.

Communication


External:

Provide information to campus community on status of infectious disease and travel advice via e-mail and post to SHS website with links to CDC and WHO.

Poster campaign on self-care and directions for reporting cases in self and others, and on how to get medical care.

Provide updates on status of pandemic for relevant groups.
Dedicated line for individuals with signs/symptoms of illness.

FAQs, general information for parents, community on voicemail queue.

Activate emergency phone outside SHS entrance with intercom.


Internal:



Activate calling tree.



Distribute pagers, hand radios for all staff.

Regular updates to Director regarding numbers of patients seen, number in isolation, number prophylaxed, supply issues, requests for information from media, communication issues.

Communicate with parents of suspected cases.

Action Plan Level Three – Confirmed cases on campus (in addition to Level Two)

Move to 24-hour operation of Health Services.

Establish contact with coroner’s office.

Arrange of counseling services for friends of deceased.

Secure additional personnel from local nursing agencies, CM staff volunteers

(This chart is a companion piece to the previous section.)

Carnegie—Mellon Avian Influenza Response Plan Draft version #12

March 2006, Revision 1 Epidemic Response
LEVEL 1:
Pre planning up to and including confirmed cases of human-to- human transmission of avian flu 

LEVEL 2:
Suspected case(s) on Campus or suspected/confirmed cases in Pittsburgh area.
LEVEL 3:
Confirmed case(s) on Campus [Only essential personnel required to report to campus.]

	
	Level 1
	Level 2 

(in addition to
Level 1 actions)
	Level 3

(in addition to Level 2 actions)

	1. Assessment
Team (FMS, EH&S, Health Center & UPD)
	1. Bring in Director of Health Center as Incident Commander

2. Monitoring situation

3. Contact Media Relations*

4. Bring in Housing/Dining for quarantine planning. 

5. Essential personnel receive fit test & training on respiratory protection from Environmental Health & Safety (EH&S)
	Essential personnel receive N95 respirators from EH&S
	1. Maintain contact amongst Assessment team.

	2. Incident Commander

(Director of Health Center)
	1. Communicate with Allegheny County Health Department and UPMC regarding planning and surveillance.

2. Communicate and benchmark other college Health Services and EH&S Depts. 

3. Alert Advisory Group Coordinator 

4. Establish communication with deans and Sr. Director of Global Security regarding status of preparedness.

5. Update emergency action plan with Assessment Team & Advisory Group Coordinator as situation evolves. 

6. In conjunction with the Advisory Group Coordinator, issue communication(s) to campus community regarding status of disease spread, self protection, and university response. (e-mail, website, town meetings)
	1. Notify Allegheny County Health Dept. 

2. Notify Student Affairs and Counseling and Psychological Services (CAPS).

3. Notify Housing & Dining on number of potential contacts that may require isolation.
4. Compose communications with Media Relations and the Advisory Group Coordinator for the campus community regarding signs/symptoms, protocol for referral of suspected cases. 

5. Essential personnel receive N95 respirators from EH&S


	1. Advise Advisory Group Coordinator* to activate Emergency Operations Center (EOC) [moved from 1.3.2]

2. Recommend temporary closure of building(s) and suspension of student and academic activities to Advisory Group Coordinator. 

3. Implement Emergency Action Plan with Assessment Team & Advisory Group Coordinator. 

4. Ensure that each Operations Group function is covered.

	3. University Police
	1. Health Center trains dispatchers, security, and police on avian flu.

2. Alert Student Health Center if encountering individual(s) with flu-like symptoms.

3. Essential personnel receive fit test and training on respiratory protection from EH&S
	1. Implement policy on transporting individual to hospitals. 
2. Essential personnel receive N95 respirators from EH&S
	1. Secure buildings & post signage

2. Assist Health Center



	4. Facilities Management
	1. Identify building ventilations systems.

2. Essential personnel receive fit test and training on respiratory protection from EH&S
	Essential personnel receive N95 respirators from EH&S
	1.  Stand by to shut off utilities as directed by Incident Commander, if necessary



	5. Env. Health & Safety
	1. Assess respiratory protection plan and resources.  

2. Contract with hazardous material company for professional cleanup.
3. Train and fit essential personnel for respirators 
	1. Arrange for additional medical waste pickups.

2. Distribute N95 to essential personnel.
	1.  Assist w/notification of Emergency Coordinators*

2.  Assist Health Care Center




	
	Level 1
	Level 2

(in addition to 
Level 1 actions)
	Level 3

(in addition to Level 2 actions)

	6. President’s Office 

Advisory Group Coordinator
	1. Receive information from Incident Commander

2. Review content of internal and external public information bulletins and announcements. Work with Media Relations to select appropriate university spokesperson(s) for media reporting.

3. Essential personnel receive fit test and training on respiratory protection from EH&S
4. Consider restricting movement on and off campus for activities/athletic events.
	1. Advise Executive Management on response options.
2. Activate EOC 
3. Receive N95 respirators from EH&S
	1. Provide oversight for student, staff, & faculty family notifications if appropriate.



	President’s Office

Executive Management
	1. Based on U. S. State Department recommendations, University recommends campus community not to travel to affected countries. 

2. Receive fit test and training on respiratory protection from EH&S
	1. Evaluate information on institutional effects of the incident and set response priorities as appropriate. 
2. Essential personnel receive N95 respirators from EH&S 
	1. Authorize temporary suspension of classes or closure. 



	7. Media Relations
	1. Draft internal and external bulletins and announcements, with the Advisory Group Coordinator.
	1. Appoint liaison to interface with the Advisory Group.

2. Write and record bulletins and updates on the University’s Emergency Information Hotlines (8-2000).

3. Write scripts for phone tree with approval from Advisory Group Coordinator. 
4. Request to campus that faculty and staff and their families to report all flu cases to Incident Commander.
	1. Organize phone banks, if necessary (phone banks can refer callers to emergency services, take messages, support rumor control)

2. Establish a Media Relations Center: coordinate press releases, and manage news teams and interviews, etc. 

	8. Emergency Coordinators
	Not applicable
	1. Watch CMU front page and disseminate information to Floor Marshals. 

2. Remain available for further instructions
	Same as Level 2

	9. Student EMS
	1. Health Center trains EMS on avian flu.

2. Notify Health Center if suspected cases are encountered. 

3. Essential personnel receive fit test and training on respiratory protection from EH&S
	Not applicable
	Not applicable

	10. Radio Club
	Not applicable
	Not applicable
	Not applicable

	11. Parking
	Not applicable
	Not applicable 
	Clear Morewood Parking lot for medical staging area. 


	
	Level 1
	Level 2

(in addition to 
Level 1 actions)
	Level 3

(in addition to Level 2 actions)

	12. Housing and Dining
	Enact planning for quarantine of students:

1. Health Center trains essential personnel on risks and response.

2. Identify potential rooms and/or buildings to be used for quarantined students. Update by semester based on current occupancy.

3. Notify current occupants in spaces that will be needed of the potential or need for them to move.

4. Ensure emergency response menu is planned for various degrees of need.

5. Stockpile additional food stuffs and water.

6. Ensure food delivery process is planned and delivery supplies are on hand. 

7. Essential personnel receive fit test and training on respiratory protection from EH&S
	Enact plan for quarantine of students:

1. Set up Housing and Dining command center and recall essential personnel.

2. Enact emergency phone contact tree.

3. Identify meal delivery need and method for quarantined students.

4. Communicate situation and needs to owners and landlords of rented properties.

5. Identify roles of essential staff: leadership, communications, food production, food delivery, maintenance and housekeeping. 

6. Essential personnel receive N95 masks from EH&S

7. Activate emergency locator tracker on housing website for use by displaced students to report their temporary addresses. 


	1. Activate plan from level 2 to quarantine students in conjunction with the guidance from the County Health Department.



	13. Dining Services
	See above 
	See above
	See above. 

	14. Risk Mgmt
	1. Identify risk exposures for which insurance can and cannot be obtained including associated financial impact.

2. Identify steps that must be taken to monitor and protect insurance coverage.

3. Benchmark risk management response and insurance coverage options with peer universities.
	1. Communicate with insurance carriers on evolving campus issues. 

	1. Assess actual risk/insurance claim issues.




	
	Level 1
	Level 2

(in addition to 
Level 1 actions)
	Level 3

(in addition to Level 2 actions)

	15. Medical Services
	1. Post entry door notifying patients with influenza profile and have traveled to (or have been visited by persons from) effected countries to call 8-2157 opt 2. 

2. Isolated exam room 

3. Arrange for negative pressure machines.

4. Standard precautions in place

5. Respiratory protection equipment in place. 

6. In-service training for avian flu. 

7. Follow State and County protocol for patient testing. 

8. Monitor Health Care workers.

9. Essential personnel receive fit test and training on respiratory protection from EH&S

10. Policy on transporting individual to hospitals.
	1. Isolate and monitor suspected cases. 

2. Identify contacts of suspected case.

3. Communicate with parents of suspected cases and explain procedure.

4. Initiate prophylaxis of contacts based on strength of patient presentation.

5. Update Incident Commander 

6. Establish phone triage lines for Student Health Services and CAPS.

7. CAPS initiates pre-event counseling for essential personnel.

8. Initiate poster, e-mail campaign on self- protection. [from 2.2.5]. 

9.
Essential personnel receive respirators from EH&S.
	1. Isolation room in Health Center (negative pressure)

2. Locating people contacted by patient. 

3. Arrange for screening of people who have had contact. 

4. Arrange for counseling services 

5. Contact Coroner’s office if necessary

	16. Computing & Telecommunications
	1. Assess supplemental telecomm./computing hardware/software needs:

· Student Affairs

· Health Services

· Public Relations 

· Counseling Center

· Human Resources

· Telecommunications

2. Assess needs for webpage support.

3. Develop plan for adding volunteers to pubic email addresses. 

4. Develop plan for distributing telephone calls to homes or phone banks. 
	1. Purchase/contract for supplemental telecommunications/computing hardware/software needs.


	1. Add additional phone lines to EOC, quarantine areas, and functional groups.

2. Publish messages from Public Relations on a periodic basis on Carnegie Mellon web’s front page. 

3. Assist with email message distribution 

4. Set up podium and microphones for media center at PPG.

5. Provide guidance for forwarding phones and setting up “bounce messages.” 


	
	Level 1
	Level 2

(in addition to
Level 1 actions)
	Level 3

(in addition to Level 2 actions)


	17. Student Affairs & Housefellows
	1. Health Center trains; Office International Education (OIE), CAPS, Housefellows, Resident Assistants and other offices within the Division on avian flu.

2. OIE monitors student travelers entering from effected regions and assists with communication to international students and their families.

3. OIE formulates and rehearses plan to address needs/support for graduate and commuter students.

4. Housefellows – Formulate and rehearse plan to address needs/support for undergraduates.

5. Student Life – Formulate and rehearse plan to address needs/support for Greek organizations.

6. CAPS – see addendum

7. Identify division personnel available for telephone support work.
8. Receive fit test and training on respiratory protection from EH&S
	1. Arrange for monitoring/delivery of medications, other goods and services to isolated cases.

2. Assist with relocation of students for quarantine 

3. Assist with telephone consultation and support. 

4. Essential personnel receive respirators from EH&S.
	1. Identify student events where confirmed patients have attended. 

2. Residential staff assists Health Center.



	18. Human Resources 
	1. Identify essential personnel.

2. Monitor faculty & staff travelers entering from effected regions.

3. Prepare a call-off policy 

4. Identify personnel available for telephone support work.
	Same as Level 1
	Activate call-off policy. 


*Refer to Communication Matrices for all telephone numbers
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Appendix Q: 
Other Incidents

If you are trapped in an elevator, use the emergency telephone to call for assistance.

If the elevator does not have an emergency telephone, turn on the emergency alarm (located on the control panel) to signal your need for help.

If you discover someone trapped in an elevator, call the University Security and/or Police at 911.

(The following materials address miscellaneous emergency procedures, as follows:)

Miscellaneous Emergency Procedures/International Students

In the event of the following emergencies, refer to the initial steps of the Utility Failure Procedure whenever one of these should occur.

ELEVATOR FAILURE: 


If you are trapped in the elevator, use the emergency phone to notify University Police. If the elevator does not have an emergency phone, turn on the emergency alarm (located on the front panel of the elevator). That will signal for help. 

PLUMBING FAILURE/FLOODING: 


Cease using all electrical equipment. Notify University Police at:


Campus phone ext. 


Public phone:


If necessary, evacuate the area. 

SERIOUS GAS LEAK: 


Cease all operations. DO NOT SWITCH ON LIGHTS OR ANY ELECTRICAL EQUIPMENT. REMEMBER – electrical arcing can trigger an explosion! 

• STEAM LINE FAILURE: 

Immediately notify University Police at: Campus phone ext. 

Public phone:

Facilities and Planning Campus phone ext. ---- 

Public phone:

And if necessary, evacuate the area. 

VENTILATION PROBLEM: 

If smoke odors come from the ventilation system, and if necessary, cease all operations and vacate the area. Immediately notify University Police or Facilities and Planning at: 

· Campus phone ext. 911

· Public phone: 911

· Facilities and Planning ___________

· Campus phone ext:______

· Public phone:_________________

volcanic eruptions:

Volcanic eruptions will usually entail a response that has elements of a response to earthquakes, fire, and flooding as components of a response plan. Because of the serious dangers involved with the release of hot gases, lava flows as well as explosive elements common to such a disaster, the most common component to such a response will usually be preplanning for notice to the dangers inherent to the event and for comprehensive evacuation planning and the handling of mass casualties.

Few institutions have a need for planning for this type of event, but those that do should have made a serious effort to preplan for it.
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List of Acronyms

ALS

Advanced Life Support

CBRNE
Chemical, Biological, Radiological, Nuclear, Explosive

DOC

Department Operations Center

EMAC

Emergency Management Assistance Compact

EOC

Emergency Operations Center

EOP

Emergency Operations Plan

FOG

Field Operations Guide

GIS

Geographic Information System

HAZMAT
Hazardous Material

HSPD-5
Homeland Security Presidential Directive-5

IAP

Incident Action Plan

IC

Incident Commander

ICP

Incident Command Post

ICS

Incident Command System

IC or UC
Incident Command or Unified Command

IMT

Incident Management Team

JIS

Joint Information System

JIC

Joint Information Center

LNO

Liaison Officer

NDMS

National Disaster Medical System

NGO

Nongovernmental Organization

NIMS

National Incident Management System

NRP

National Response Plan

POLREP
Pollution Report

PIO

Public Information Officer

PVO

Private Voluntary Organizations

R&D

Research and Development

RESTAT
Resources Status

ROSS

Resource Ordering and Status System

SDO

Standards Development Organizations

SITREP
Situation Report

SO

Safety Officer

SOP

Standard Operating Procedure

UC

Unified Command

US&R

Urban Search and Rescue
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Glossary

For the purposes of this Plan, the following terms and definitions, extracted from the NIMS unless otherwise specified, apply to this Plan:

Agency

An Agency is a division of government with a specific function offering a particular kind of assistance. In ICS, agencies are defined either as jurisdictional (having statutory responsibility for incident management) or as assisting or cooperating (providing resources or other assistance).

Agency Representative

An Agency Representative is a person assigned by a primary, assisting, or cooperating Federal, State, local, or tribal government agency or private entity that has been delegated authority to make decisions affecting that agency’s or organization’s participation in incident management activities following appropriate consultation with the leadership of that agency.

Area Command (Unified Area Command)

Area Command is an organization established (1) to oversee the management of multiple incidents that are each being handled by an ICS organization or (2) to oversee the management of large or multiple incidents to which several Incident Management Teams have been assigned. Area Command has the responsibility to set overall strategy and priorities, allocate critical resources according to priorities, ensure that incidents are properly managed, and ensure that objectives are met and strategies followed. Area Command becomes Unified Area Command when incidents are multijurisdictional. Area Command may be established at an emergency operations center facility or at some location other than an incident command post.

Assessment

An Assessment is the evaluation and interpretation of measurements and other information to provide a basis for decision-making.

Assignments

Assignments are tasks given to resources to perform within a given operational period that are based on operational objectives defined in the IAP.

Assistant

An Assistant is a title for subordinates of principal Command Staff positions. The title indicates a level of technical capability, qualifications, and responsibility subordinate to the primary positions. Assistants may also be assigned to unit leaders.

Assisting Agency

Assisting Agency is an agency or organization providing personnel, services, or other resources to the agency with direct responsibility for incident management. See also Supporting Agency.

Available Resources

Available Resources are resources assigned to an incident, checked in, and available for a mission assignment, normally located in a Staging Area.

Branch

Branch is the organizational level having functional or geographical responsibility for major aspects of incident operations. A branch is organizationally situated between the section and the division or group in the Operations Section, and between the section and units in the Logistics Section. Branches are identified by the use of Roman numerals or by functional area.

Chain of Command

Chain of Command is a series of command, control, executive, or management positions in hierarchical order of authority.

Check-In

Check-In is the process through which resources first report to an incident. Check-in locations include the incident command post, Resources Unit, incident base, camps, staging areas, or directly on the site.

Chief

Chief is the ICS title for individuals responsible for management of functional sections: Operations, Planning, Logistics, Finance/Administration, and Intelligence (if established as a separate section).

Command

Command is the act of directing, ordering, or controlling by virtue of explicit statutory, regulatory, or delegated authority.

Command Staff

In an incident management organization, the Command Staff consists of the Incident Command and the special staff positions of Public Information Officer, Safety Officer, Liaison Officer, and other positions as required, who report directly to the Incident Commander. They may have an assistant or assistants, as needed.

Common Operating Picture

Common Operating Picture is a broad view of the overall situation as reflected by situation reports, aerial photography, and other information or intelligence.

Communications Unit

Communications Unit is an organizational unit in the Logistics Section responsible for providing communication services at an incident or an EOC. A Communications Unit may also be a facility (e.g., a trailer or mobile van) used to support an Incident Communications Center.

Cooperating Agency

Cooperating Agency is an agency supplying assistance other than direct operational or support functions or resources to the incident management effort.

Coordinate

Coordinate is to advance systematically an analysis and exchange of information among principals who have or may have a need to know certain information to carry out specific incident management responsibilities.

Deputy

A Deputy is a fully qualified individual who, in the absence of a superior, can be delegated the authority to manage a functional operation or perform a specific task. In some cases, a deputy can act as relief for a superior and, therefore, must be fully qualified in the position. Deputies can be assigned to the Incident Commander, General Staff, and Branch Directors.

Dispatch

Dispatch is the ordered movement of a resource or resources to an assigned operational mission or an administrative move from one location to another.

Division

Division is the partition of an incident into geographical areas of operation. Divisions are established when the number of resources exceeds the manageable span of control of the Operations Chief. A division is located within the ICS organization between the branch and resources in the Operations Section.

Emergency

Emergency, absent a Presidential declared emergency, is any incident(s), human-caused or natural, that requires responsive action to protect life or property. Under the Robert T. Stafford Disaster Relief and Emergency Assistance Act, an emergency means any occasion or instance for which, in the determination of the President, Federal assistance is needed to supplement State and local efforts and capabilities to save lives and to protect property and public health and safety, or to lessen or avert the threat of a catastrophe in any part of the United States.

Emergency Operations Centers (EOCs)

An EOC is the physical location at which the coordination of information and resources to support domestic incident management activities normally takes place. An EOC may be a temporary facility or may be located in a more central or permanently established facility, perhaps at a higher level of organization within a jurisdiction. EOCs may be organized by major functional disciplines (e.g., fire, law enforcement, and medical services), by jurisdiction (e.g., Federal, State, regional, county, city, tribal), or some combination thereof.

Emergency Operations Plan (EOP)

An EOP is the “steady-state” plan maintained by various jurisdictional levels for responding to a wide variety of potential hazards.

Emergency Public Information

Emergency Public Information is information that is disseminated primarily in anticipation of an emergency or during an emergency. In addition to providing situational information to the public, it also frequently provides directive actions required to be taken by the general public.

Emergency Response Provider

Emergency Response Provider, or Emergency Responder, includes Federal, State, local, and tribal emergency public safety, law enforcement, emergency response, emergency medical (including hospital emergency facilities), and related personnel, agencies, and authorities. See Section 2 (6), Homeland Security Act of 2002, Pub. L. 107-296, 116 Stat. 2135 (2002).
Evacuation

Evacuation is the organized, phased, and supervised withdrawal, dispersal, or removal of civilians from dangerous or potentially dangerous areas, and their reception and care in safe areas.

Event

An Event is a planned, non-emergency activity. ICS can be used as the management system for a wide range of events, e.g., parades, concerts, or sporting events.

Federal

Federal means of, or pertaining to, the Federal Government of the United States of America.

Function

Function refers to the five major activities in ICS: Command, Operations, Planning, Logistics, and Finance/Administration. The term function is also used when describing the activity involved, e.g., the planning function. A sixth function, Intelligence, may be established, if required, to meet incident management needs.

General Staff

General Staff is a group of incident management personnel organized according to function and reporting to the Incident Commander. The General Staff normally consists of the Operations Section Chief, Planning Section Chief, Logistics Section Chief, and Finance/Administration Section Chief.

Group

A Group is established to divide the incident management structure into functional areas of operation. Groups are composed of resources assembled to perform a special function not necessarily within a single geographic division. Groups, when activated, are located between branches and resources in the Operations Section. (See Division.)

Hazard

A Hazard is something that is potentially dangerous or harmful, often the root cause of an unwanted outcome.

Incident

An Incident is an occurrence or event, natural or human-caused that requires an emergency response to protect life or property. Incidents can, for example, include major disasters, emergencies, terrorist attacks, terrorist threats, wild land and urban fires, floods, hazardous materials spills, nuclear accidents, aircraft accidents, earthquakes, hurricanes, tornadoes, tropical storms, war-related disasters, public health and medical emergencies, and other occurrences requiring an emergency response.

Incident Action Plan (IAP)

An IAP is an oral or written plan containing general objectives reflecting the overall strategy for managing an incident. It may include the identification of operational resources and assignments. It may also include attachments that provide direction and important information for management of the incident during one or more operational periods.

Incident Command Post (ICP)

An ICP is the field location at which the primary tactical-level, on-scene incident command functions are performed. The ICP may be collocated with the incident base or other incident facilities and is normally identified by a green rotating or flashing light.

Incident Command System (ICS)

ICS is a standardized on-scene emergency management construct specifically designed to provide for the adoption of an integrated organizational structure that reflects the complexity and demands of single or multiple incidents, without being hindered by jurisdictional boundaries. ICS is the combination of facilities, equipment, personnel, procedures, and communications operating within a common organizational structure, designed to aid in the management of resources during incidents. It is used for all kinds of emergencies and is applicable to small as well as large and complex incidents. ICS is used by various jurisdictions and functional agencies, both public and private, to organize field-level incident management operations.

Incident Commander (IC)

The IC is the individual responsible for all incident activities, including the development of strategies and tactics and the ordering and the release of resources. The IC has overall authority and responsibility for conducting incident operations and is responsible for the management of all incident operations at the incident site.

Incident Management Team (IMT)

The IMT is composed of the IC and appropriate Command and General Staff personnel assigned to an incident.

Incident Objectives

Incident Objectives are the statements of guidance and direction necessary for selecting appropriate strategy(s) and the tactical direction of resources. Incident objectives are based on realistic expectations of what can be accomplished when all allocated resources have been effectively deployed. Incident objectives must be achievable and measurable, yet flexible enough to allow strategic and tactical alternatives.

Incident Scene/Site

The NFPA defines an incident scene or site as “the location where activities related to a specific incident are conducted, including the entire area subject to incident related hazards and all areas used by response personnel and equipment in proximity to the incident.”

Initial Action

Initial Action is the actions taken by those responders who are first to arrive at an incident site.

Initial Response

Initial Response means the Resources initially committed to an incident.

Intelligence Officer

The Intelligence Officer is responsible for managing internal information, intelligence, and operational security requirements supporting incident management activities. These may include information security and operational security activities, as well as the complex task of ensuring that sensitive information of all types (e.g., classified information, law enforcement sensitive information, proprietary information, or export-controlled information) is handled in a way that not only safeguards the information, but also ensures that it gets to those who need access to it to perform their missions effectively and safely.

Joint Information Center (JIC)

The JIC is a facility established to coordinate all incident-related public information activities. It is the central point of contact for all news media at the scene of the incident. Public information officials from all participating agencies should collocate at the JIC.

Joint Information System (JIS)

The JIS integrates incident information and public affairs into a cohesive organization designed to provide consistent, coordinated, timely information during crisis or incident operations. The mission of the JIS is to provide a structure and system for developing and delivering coordinated interagency messages; developing, recommending, and executing public information plans and strategies on behalf of the IC; advising the IC concerning public affairs issues that could affect a response effort; and controlling rumors and inaccurate information that could undermine public confidence in the emergency response effort.

Jurisdiction

Jurisdiction means a range or sphere of authority. Public agencies have jurisdiction at an incident related to their legal responsibilities and authority. Jurisdictional authority at an incident can be political or geographical (e.g., city, county, tribal, State, or Federal boundary lines) or functional (e.g., law enforcement, public health).

Liaison

Liaison is a form of communication for establishing and maintaining mutual understanding and cooperation.

Liaison Officer

The Liaison Officer is a member of the Command Staff responsible for coordinating with representatives from cooperating and assisting agencies.

Local Government

Local Government is a county, municipality, city, town, township, local public authority, school district, special district, intrastate district, council of governments (regardless of whether the council of governments is incorporated as a nonprofit corporation under State law), regional or interstate government entity, or agency or instrumentality of a local government; an Indian tribe or authorized tribal organization, or in Alaska a Native village or Alaska Regional Native Corporation; a rural community, unincorporated town or village, or other public entity. See Section 2 (10), Homeland Security Act of 2002, Pub. L. 107-296, 116 Stat. 2135 (2002).

Logistics

Logistics means providing resources and other services to support incident management. 

Logistics Section

The Logistics Section is the section responsible for providing facilities, services, and material support for the incident.

Major Disaster

As defined under the Robert T. Stafford Disaster Relief and Emergency Assistance Act (42 U.S.C. 5122), a Major Disaster is any natural catastrophe (including any hurricane, tornado, storm, high water, wind-driven water, tidal wave, tsunami, earthquake, volcanic eruption, landslide, mudslide, snowstorm, or drought), or, regardless of cause, any fire, flood, or explosion, in any part of the United States, which in the determination of the President causes damage of sufficient severity and magnitude to warrant major disaster assistance under this Act to supplement the efforts and available resources of States, tribes, local governments, and disaster relief organizations in alleviating the damage, loss, hardship, or suffering caused thereby.

Management by Objective

Management by Objective is a management approach that involves a four-step process used to achieve the incident goal. The Management by Objectives approach includes the following: establishing overarching objectives; developing and issuing assignments, plans, procedures, and protocols; establishing specific, measurable objectives for various incident management functional activities and directing efforts to fulfill them, in support of defined strategic objectives; and documenting results to measure performance and facilitate corrective action.

Mitigation

Mitigation is the activities designed to reduce or eliminate risks to persons or property or to lessen the actual or potential effects or consequences of an incident. Mitigation measures may be implemented prior to, during, or after an incident. Mitigation measures are often informed by lessons learned from prior incidents. Mitigation involves ongoing actions to reduce exposure to, probability of, or potential loss from hazards. Measures may include zoning and building codes, floodplain buyouts, and analysis of hazard related data to determine where it is safe to build or locate temporary facilities. Mitigation can include efforts to educate governments, businesses, and the public on measures they can take to reduce loss and injury.

Mobilization

Mobilization is the process and procedures used by all organizations—Federal, State, local, and tribal—for activating, assembling, and transporting all resources that have been requested to respond to or support an incident.

Multiagency Coordination Entity

A Multiagency Coordination Entity functions within a broader multiagency coordination system. It may establish the priorities among incidents and associated resource allocations, remove conflict from agency policies, and provide strategic guidance and direction to support incident management activities.

Multiagency Coordination Systems

Multiagency Coordination Systems provide the architecture to support coordination for incident prioritization, critical resource allocation, communications systems integration, and information coordination. The components of multiagency coordination systems include facilities, equipment, EOCs, specific multiagency coordination entities, personnel, procedures, and communications. These systems assist agencies and organizations to fully integrate the subsystems of the NIMS.

Multijurisdictional Incident

A Multijurisdictional Incident is an action from multiple agencies that each have jurisdiction to manage certain aspects of an incident. In ICS, these incidents will be managed through the use of Unified Command.

Mutual-Aid Agreement

A Mutual Aid Agreement is a written agreement between agencies and/or jurisdictions that they will assist one another on request, by furnishing personnel, equipment, and/or expertise in a specified manner.

National

National means of a nationwide character, including the Federal, State, local, and tribal aspects of governance and polity.

National Disaster Medical System

The National Disaster Medical System is a cooperative, asset-sharing partnership between the Department of Health and Human Services, the Department of Veterans Affairs, the Department of Homeland Security, and the Department of Defense. NDMS provides resources for meeting the continuity of care and mental health services requirements of the Emergency Support Function 8 in the Federal Response Plan.

National Incident Management System (NIMS)

NIMS is a system mandated by HSPD-5 that provides a consistent nationwide approach for Federal, State, local, and tribal governments; the private-sector, and nongovernmental organizations to work effectively and efficiently together to prepare for, respond to, and recover from domestic incidents, regardless of cause, size, or complexity. To provide for interoperability and compatibility among Federal, State, local, and tribal capabilities, the NIMS includes a core set of concepts, principles, and terminology. HSPD-5 identifies these as the ICS; multiagency coordination systems; training; identification and management of resources (including systems for classifying types of resources); qualification and certification; and the collection, tracking, and reporting of incident information and incident resources.

National Response Plan (NRP)

The NRP is a plan mandated by HSPD-5 that integrates Federal domestic prevention, preparedness, response, and recovery plans into one all-discipline, all-hazards plan.

Nongovernmental Organization (NGO)

An NGO is an entity with an association that is based on interests of its members, individuals, or institutions and that is not created by a government, but may work cooperatively with government. Such organizations serve a public purpose, not a private benefit. Examples of NGOs include faith-based charity organizations and the American Red Cross.

Operational Period

Operational Period is the time scheduled for executing a given set of operation actions, as specified in the Incident Action Plan. Operational periods can be of various lengths, although usually not over 24 hours.

Operations Section

The Operations Section is the section responsible for all tactical incident operations. In ICS, it normally includes subordinate branches, divisions, and/or groups.

Personnel Accountability

Personal Accountability is the ability to account for the location and welfare of incident personnel. It is accomplished when supervisors ensure that ICS principles and processes are functional and that personnel are working within established incident management guidelines.

Planning Meeting

A Planning Meeting is a meeting held as needed prior to and throughout the duration of an incident to select specific strategies and tactics for incident control operations and for service and support planning. For larger incidents, the planning meeting is a major element in the development of the Incident Action Plan (IAP).

Planning Section

The Planning Section is responsible for the collection, evaluation, and dissemination of operational information related to the incident, and for the preparation and documentation of the IAP. This section also maintains information on the current and forecasted situation and on the status of resources assigned to the incident.

Preparedness

Preparedness is the range of deliberate, critical tasks and activities necessary to build, sustain, and improve the operational capability to prevent, protect against, respond to, and recover from domestic incidents. Preparedness is a continuous process. Preparedness involves efforts at all levels of government and between government and private-sector and nongovernmental organizations to identify threats, determine vulnerabilities, and identify required resources. Within the NIMS, preparedness is operationally focused on establishing guidelines, protocols, and standards for planning, training and exercises, personnel qualification and certification, equipment certification, and publication management.

Preparedness Organizations

Preparedness Organizations are the groups and forums that provide interagency coordination for domestic incident management activities in a non-emergency context. Preparedness Organizations can include all agencies with a role in incident management, for prevention, preparedness, response, or recovery activities. They represent a wide variety of committees, planning groups, and other organizations that meet and coordinate to ensure the proper level of planning, training, equipping, and other preparedness requirements within a jurisdiction or area.

Prevention

Prevention includes the actions taken to avoid an incident or to intervene to prevent an incident from occurring. Prevention involves actions taken to protect lives and property. It involves applying intelligence and other information to a range of activities that may include such countermeasures as deterrence operations; heightened inspections; improved surveillance and security operations; investigations to determine the full nature and source of the threat; public health and agricultural surveillance and testing processes; immunizations, isolation, or quarantine; and, as appropriate, specific law enforcement operations aimed at deterring, preempting, interdicting, or disrupting illegal activity and apprehending potential perpetrators and bringing them to justice.

Private Sector

The Private Sector is organizations and entities that are not part of any governmental structure. It includes for-profit and not-for-profit organizations, formal and informal structures, commerce and industry, and private voluntary organizations.

Procedure

The NFPA defines a procedure as “an organizational directive issued by the authority having jurisdiction or a department that establishes a specific policy that must be followed.”

Processes

Processes are systems of operation that incorporate standardized procedures, methodologies, and functions necessary to provide resources effectively and efficiently. These include resource typing, resource ordering and tracking, and coordination.

Public Information Officer (PIO)

The PIO is a member of the Command Staff responsible for interfacing with the public and media or with other agencies with incident-related information requirements.

Publications Management

Publications Management is a subsystem that includes materials development, publication control, publication supply, and distribution. The development and distribution of NIMS materials is managed through this subsystem. Consistent documentation is critical to success, because it ensures that all responders are familiar with the documentation used in a particular incident regardless of the location or the responding agencies involved.

Qualification and Certification

Qualification and Certification is a subsystem that provides recommended qualification and certification standards for emergency responder and incident management personnel. It also allows the development of minimum standards for resources expected to have an interstate application. Standards typically include training, currency, experience, and physical and medical fitness.

Reception Area

The Reception Area is a location separate from staging areas, where resources report for in-processing and out-processing. Reception Areas provide accountability, security, situational awareness briefings, safety awareness, distribution of IAPs, supplies and equipment, feeding, and rest areas.

Recovery

Recovery is the development, coordination, and execution of service and site restoration plans; the reconstitution of government operations and services; individual, private sector, nongovernmental, and public-assistance programs to provide housing and to promote restoration; long-term care and treatment of affected persons; additional measures for social, political, environmental, and economic restoration; evaluation of the incident to identify lessons learned; post incident reporting; and development of initiatives to mitigate the effects of future incidents.

Recovery Plan

The Recovery Plan is the plan developed by a State, local, or tribal jurisdiction with assistance from responding Federal agencies to restore an affected area.

Resources

Resources include personnel and major items of equipment, supplies, and facilities available or potentially available for assignment to incident operations and for which status is maintained. Resources are described by kind and type and may be used in operational support or supervisory capacities at an incident or at an EOC.

Resource Management

Efficient incident management requires a system for identifying available resources at all jurisdictional levels to enable timely and unimpeded access to resources needed to prepare for, respond to, or recover from an incident. Resource Management, under the NIMS, includes mutual-aid agreements; the use of special Federal, State, local, and tribal teams; and resource mobilization protocols.

Resources Unit

The Resource Unit is a functional unit within the Planning Section responsible for recording the status of resources committed to the incident. This unit also evaluates resources currently committed to the incident, the effects additional responding resources will have on the incident, and anticipated resource needs.

Responder/Response Personnel

The National Response Plan (NRP) defines responder/response personnel as “local and nongovernmental police, fire, and emergency personnel, who in the early stages of an incident are responsible for the protection and preservation of life, property, evidence, and the environment.”

Response

Response includes activities that address the short-term, direct effects of an incident. Response also includes immediate actions to save lives, protect property, and meet basic human needs. 

Response also includes the execution of emergency operations plans and of mitigation activities designed to limit the loss of life, personal injury, property damage, and other unfavorable outcomes. As indicated by the situation, response activities include applying intelligence and other information to lessen the effects or consequences of an incident; increased security operations; continuing investigations into nature and source of the threat; ongoing public health and agricultural surveillance and testing processes; immunizations, isolation, or quarantine; and specific law enforcement operations aimed at preempting, interdicting, or disrupting illegal activity, and apprehending actual perpetrators and bringing them to justice.

Safety Officer

The Safety Officer is a member of the Command Staff responsible for monitoring and assessing safety hazards or unsafe situations and for developing measures for ensuring personnel safety.

Section

Sections are the organizational level having responsibility for a major functional area of incident management, e.g., Operations, Planning, Logistics, Finance/Administration, and Intelligence (if established). The section is organizationally situated between the branch and the Incident Command.

Span of Control

Span of Control means the number of individuals a supervisor is responsible for, usually expressed as the ratio of supervisors to individuals. (Under the NIMS, an appropriate span of control is between 1:3 and 1:7)

Staging Area

The Staging Area is the location established where resources can be placed while awaiting a tactical assignment. The Operations Section manages Staging Areas.

Standard Operating Procedure (SOP)

The NFPA defines a SOP as “a written organizational directive that establishes or prescribes specific operational or administrative methods to be followed routinely for the performance of a designated operation or actions.”

State

When capitalized, State refers to any State of the United States, the District of Columbia, the Commonwealth of Puerto Rico, the Virgin Islands, Guam, American Samoa, the Commonwealth of the Northern Mariana Islands, and any possession of the United States. See Section 2 (14), Homeland Security Act of 2002, Pub. L. 107-296, 116 Stat. 2135 (2002).

Strategic

Strategic elements of incident management are characterized by continuous long-term, high-level planning by organizations headed by elected or other senior officials. These elements involve the adoption of long-range goals and objectives, the setting of priorities; the establishment of budgets and other fiscal decisions, policy development, and the application of measures of performance or effectiveness.

Strike Team

A Strike Team is a set number of resources of the same kind and type that have an established minimum number of personnel.

Strategy

Strategy means the general direction selected to accomplish incident objectives set by the IC.

Supporting Technologies

Supporting Technologies means any technology that may be used to support the NIMS is included in this subsystem. These technologies include Orthophoto mapping, remote automatic weather stations, infrared technology, and communications, among various others.

Task Force

A Task Force is any combination of resources assembled to support a specific mission or operational need. All resource elements within a Task Force must have common communications and a designated leader.

Technical Assistance

Technical Assistance is support provided to State, local, and tribal jurisdictions when they have the resources but lack the complete knowledge and skills needed to perform a required activity such as mobile-home park design and hazardous material assessments.

Terrorism

Under the Homeland Security Act of 2002, Terrorism is defined as activity that involves an act dangerous to human life or potentially destructive of critical infrastructure or key resources and is a violation of the criminal laws of the United States or of any State or other subdivision of the United States in which it occurs and is intended to intimidate or coerce the civilian population or influence a government or affect the conduct of a government by mass destruction, assassination, or kidnapping. See Section 2 (15), Homeland Security Act of 2002, Pub. L. 107-296, 116 Stat. 2135 (2002).

Threat

A Threat is any indication of possible violence, harm, or danger.

Tools

Tools include those instruments and capabilities that allow for the professional performance of tasks, such as information systems, agreements, doctrine, capabilities, and legislative authorities.

Tribal

Tribal refers to any Indian tribe, band, nation, or other organized group or community, including any Alaskan Native Village as defined in or established pursuant to the Alaskan Native Claims Settlement Act (85 stat. 688) [43 U.S.C.A. and 1601 et seq.], that is recognized as eligible for the special programs and services provided by the United States to Indians because of their status as Indians.

Type

Type is a classification of resources in the ICS that refers to capability. Type 1 is generally considered to be more capable than Types 2, 3, or 4, respectively, because of size; power; capacity; or, in the case of incident management teams, experience and qualifications.

Unified Area Command (UAC)

A Unified Area Command is established when incidents under an Area Command are multijurisdictional.

(See Area Command.)

Unified Command (UC)

UC is an application of ICS used when there is more than one agency with incident jurisdiction or when incidents cross political jurisdictions. Agencies work together through the designated members of the UC, often the senior person from agencies and/or disciplines participating in the UC, to establish a common set of objectives and strategies and a single IAP.

Unit

A Unit is the organizational element having functional responsibility for a specific incident planning, logistics, or finance/administration activity.

Unity of Command

Unity of Command is the concept by which each person within an organization reports to one, and only one, designated person. The purpose of unity of command is to ensure unity of effort under one responsible commander for every objective.

University

For the purposes of the plan, the terms University and College are synonymous and shall be used wherever applicable to refer to a professionally accredited public or private institution of higher learning unless indicated otherwise.

Volunteer

For purposes of the NIMS, a Volunteer is any individual accepted to perform services by the lead agency, which has authority to accept volunteer services, when the individual performs services without promise, expectation, or receipt of compensation for services performed. See, e.g., 16 U.S.C. 742f(c) and 29 CFR 553.101
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On-site personnel (i.e., faculty, graduate students, etc.) are available to control the spill and have the following:


Appropriate personal protective equipment


Appropriate spill control materials


Appropriate training


Knowledge of the spilled material and potential hazards


Assessment of the spill including potential exposure risks
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� 	Table 5 provides an overview of events likely to occur in a WMD incident. It is designed to help planners better understand the interface that State and local response will likely have with Federal response organizations. The table includes both crisis management and consequence management activities that would be operating in parallel and is intended to illustrate the complex constellation of responses that would be involved in a WMD incident.
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