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for 
Name of College/University
September 2008
September 1, 2008
Dear Campus Official, 

In response to the Virginia Tech tragedy, I signed Executive Order 2007-17 which created a Task Force to 1) review and evaluate current campus safety and security plans; 2) determine what modifications, if any are necessary to prevent crises and enhance response off campuses; and 3) research methods for recognizing students in need and delivering to them appropriate services.  
Under the leadership of Dr. Glen D. Johnson, Chancellor of Oklahoma State System of Higher Education, and Dr. Phil Berkenbile, State Director of Oklahoma Department of Career and Technology Education, a final report was produced – Campus Life and Safety Security (CLASS) Task Report Final Report, January 15, 2008.  Among the report recommendations and considered an early priority was the adoption of a statewide standard for campus policy and practices that will enhance the safety and security of students, faculty, administrator and visitors.  Along with this, the report further stated that: 

A campus emergency response plan template should be developed for each postsecondary sector - career technology centers, community colleges and universities.  A standardized template would assure that every campus appropriately covers all potential security and safety issues in their emergency response plans. In addition, a standard documentation structure would be extremely helpful to external agencies that may be called in to assist with large-scale incidents.
It is my honor and duty to present to you this template that begins to address many of the CLASS Task Force recommendations. A companion document, the CLASS Preparedness Checklist, is also provided to help ensure that preparedness programs are mitigating threats to the greatest extent possible.  The template has been written in a concise form to enhance rapid response and recovery.
Your time and attention to tailoring this template to your campus is critical. Please join me and your fellow educators in doing our part in preserving the safety and security of our campuses.  

Sincerely,

Brad Henry

Governor 
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Document Distribution Notice

Name of College/University
Emergency Operations Plan
Date 
Control Copy # Number of the Name of College/University Emergency Operations Plan
Please insert the enclosed document into your controlled emergency plans manual.  Superseded documents must be so marked, physically removed and destroyed.
Replace the entire plan with this plan.

Please sign and date this transmittal to acknowledge receipt and forward within five (5) working days by mail or fax.  Please include your printed name, address and phone number in the spaces provided.

Return to:
Name of College/University
Attn:  Specific Department
Mailing Street Address
City, OK  Zipcode
Contact:  Name; Email address; Main Phone Number: (Area Code) Phone number; Facsimile (Area Code) Phone number 
Please acknowledge:

· I have destroyed the previous versions of the plan(s) listed above.

· I have reviewed changes to the document.

Signature
___________________________________
Date
_______________________

Printed Name:
_____________________________________________________________________

Address:
_____________________________________________________________________



_____________________________________________________________________

Telephone:
______________________________   Facsimile _____________________________

Email                ______________________________

Note:  Please thoroughly review this plan at your earliest convenience to ensure current knowledge.

1.0
Introduction, A Snapshot
A full understanding of an educational institution and its community is necessary when responding to or recovering from an emergency.  A snapshot of Name of College/University   is included below.      
Name of College/University
Campus Name 
Street Address
City, Oklahoma   Zipcode 
Type of Educational Institution
 FORMDROPDOWN 
 
Number of Students


     
Number of Faculty


     
Number of Staff


     
Total Population


     
Diversity



Describe % in-state students; feeder states, countries
Minority Population


Describe and %
% Students with Disabilities
Approximate %
% Non-English Speaking Persons
% and description of common languages
On-campus Residents

 FORMDROPDOWN 

% Student Commuters

Percentage Number%
% Student in Residence Halls
Percentage Number%

Campus Setting


 FORMDROPDOWN 
  
Number of Campuses

Number
Proximity of Campuses

 FORMDROPDOWN 

Location



 FORMDROPDOWN 

County



Name of County
County Population


      Based on Year Census

Relevant Hazard Vulnerability Plans

List Names of Plans, last update
Known Community Hazards and Vulnerabilities


 FORMCHECKBOX 

Dams (High Hazard)

 FORMCHECKBOX 

Drought

 FORMCHECKBOX 

Earthquake

 FORMCHECKBOX 

Flooding

 FORMCHECKBOX 

Hazardous Material (rail)

 FORMCHECKBOX 

Hazardous Material (roads)

 FORMCHECKBOX 

Hazardous Material (waterways)

 FORMCHECKBOX 

Industrial Accidents

 FORMCHECKBOX 

Laboratories

 FORMCHECKBOX 

Large Gatherings, specify Number
 FORMCHECKBOX 

Lightning

 FORMCHECKBOX 

Military Installations

 FORMCHECKBOX 

Nuclear Plants

 FORMCHECKBOX 

Chemical Plants

 FORMCHECKBOX 

Snow/Ice

 FORMCHECKBOX 

Tornado

 FORMCHECKBOX 

Wildfire

 FORMCHECKBOX 

Other, please specify:       
On Campus Resources
 FORMCHECKBOX 

Campus Police
Number of officers?
Number
 FORMCHECKBOX 

Sworn Campus Police  Number of sworn officers? Number
 FORMCHECKBOX 

Fire Department
 Number of firefighters?  Number
 FORMCHECKBOX 

Emergency Medical Technicians

 FORMCHECKBOX 

Medical Clinic

How many? Number of Clinics  Operating Hours Describe 
 FORMCHECKBOX 

Hazardous Material Response Capability  Specify type/scope
 FORMCHECKBOX 

Citizen Corps

Number of volunteers       
Off-Campus Resources
 FORMCHECKBOX 

Law Enforcement



Name of Jusidictional LE Department(s)
 FORMCHECKBOX 

FBI


 FORMCHECKBOX 

Secret Service

 FORMCHECKBOX 

U.S. Marshal

 FORMCHECKBOX 

Local Emergency Management

Name of Local EMA
 FORMCHECKBOX 

Fire





Name of Jurisdictional Fire Department(s)
 FORMCHECKBOX 

Emergency Medical Services


Name of EMS Company(ies)
 FORMCHECKBOX 

Hospital




Name of Hospital(s) and Trauma Level
 FORMCHECKBOX 

Medical Aid Facilities



Name of Medical Aid Facility(ies)
 FORMCHECKBOX 

Red Cross




Local Chapter Name
Transportation
 FORMCHECKBOX 

Access to major interstates - Name(s) of Interstates
 FORMCHECKBOX 

Access to major railways - Name i.e.  Amtrak
 FORMCHECKBOX 

Access to major buses - Names of companies i.e. Greyhound, local transport
 FORMCHECKBOX 

Access to nearby commuter airport - Name(s) of commuter airports
 FORMCHECKBOX 

Access to nearby international airport -  Name(s) of international airport
 FORMCHECKBOX 

Maximum parking spaces on campus Number
 FORMCHECKBOX 

Campus Shuttles
How many? Number of Shuttles  Total Seating Capacity Number
 FORMCHECKBOX 

Ambulance(s)

How many? Number of ambulances  Total Patient Capacity      
 FORMCHECKBOX 

Rapid Transport System on-campus

On Campus Facilities and Buildings
 FORMCHECKBOX 

Administrative 

 FORMCHECKBOX 

Agricultural Center (plants)

 FORMCHECKBOX 

Arts Center

 FORMCHECKBOX 

Cafeteria 

 FORMCHECKBOX 

Coliseum
 FORMCHECKBOX 

Field House

 FORMCHECKBOX 

Greenhouse

 FORMCHECKBOX 

Laboratory

 FORMCHECKBOX 

Library

 FORMCHECKBOX 

Mail Room

 FORMCHECKBOX 

Museum

 FORMCHECKBOX 

Residential 

 FORMCHECKBOX 

Sports Center

 FORMCHECKBOX 

Stadium

 FORMCHECKBOX 

Student Center

 FORMCHECKBOX 

Swimming Pools

 FORMCHECKBOX 

Theatre

 FORMCHECKBOX 

Veterinary Center (animals)

 FORMCHECKBOX 

Medical Clinic
2.0
Purpose
2.1
Name of College/University is committed to the safety of its students, faculty, staff, visitors and community. As a partner with the City of Name and NameCounty, Name of College/University will use its technical expertise and resources to mitigate, prepare, respond and recover from natural, technological and terrorism events that may affect the campus and community. This Plan, Name of College/University Emergency Operations Plan (EOP), is intended to provide a common framework to coordinate actions of disparate groups and provide a seamless, rapid response and recovery to a potential or actual emergency affecting the campus or community. 

2.2
The EOP is designed using an “all hazards approach” where general, common functions such as communications are listed in the main body of the document.  Actions for specific hazards are listed in the Annexes along with detailed information such as maps and contact lists.    

2.3
Name of College/University  facility-specific emergency plans including the List facility specific plans here are part of this overarching Emergency Operations Plan; guidelines noted within this plan apply to all such documents except where noted.  
3.0
Authority
3.1 Authority for this plan is contained in the Oklahoma  Code Chapter      , Code of Federal Regulations (29 CFR 1910.38) relating to emergency preparedness,  
3.2 The CLASS Task Force was created with Executive Order 2007-17.  Their efforts have been sustained until 2010 by Executive Order 2008-8 which states extends the existence and authority of the CLASS Task Force to continue to review and evaluate safety and security for Oklahoma higher education and career technology institutions.  
3.3 The Executive Policy Group (EPG) is a standing committee of the Name of College/UniversityPresident chaired by Title, Department.  The EPG consists of some members of the Name of College/University President’s cabinet and others as appointed by the President (See Appendix A).   It is responsible for defining the means and methods of an emergency response system that will ensure that the campus is prepared to respond to various levels of emergencies that occur on or near the university campus. The EPG provides policy guidance to the President and the Campus Emergency Operations Center Manager on campus policy related to the incident. This includes campus closure, legal/liability issues, parental notification and similar areas of responsibility.  Five members of the EPG are in the Chain of Command for the President’s position thereby ensuring Continuity of Operations. 

4.0 NIMS Compliance
This Plan is designed to be compatible with both National Incident Management System (NIMS) and the Incident Command System (ICS).
5.0
Situation and Assumptions

5.1 An incident may occur on the campus that requires emergency response.
5.2 The campus emergency response will be activated to one of the three identified response levels.
5.3 Campus resources may be inadequate to handle the incident and interagency coordination with city and county response agencies will be required.
5.4 On-scene responders initiate the Incident Command System (ICS).
5.5 Response personnel have received role-appropriate National Incident Management System (NIMS) training.  

5.6 The event may necessitate an extended response or involve a wide area of the campus or community immediately adjacent to the campus.
5.7 An off-site emergency -such as a flood- may involve students, faculty, staff, the campus and potentially require the response of Name of College/University resources.
5.8 Name of College/University media relations staff may work with the local community in order to effectively inform students, staff, parents/guardians, faculty and the surrounding community.
6.0
Threat Assessment and Situational Awareness
6.1 Comprehensive and timely assessment of threats is critical to mitigating or responding to potential or actual emergencies.  Based on the Name of Hazard Vulnerability Studies of the area, several types of threat assessments are necessary to mitigate, respond to potential emergencies.  
6.2 The Oklahoma Fusion Center provides continual, all-hazard threat assessment and situational awareness for many disciplines including educational institutions and community.  Coordination with Oklahoma Fusion Center is through Campus Law Enforcement Agency.  Students, faculty, staff, visitors and members of the general public are encouraged to report suspicious activities by calling Insert TIP line number.
6.3 The Name of College/Univeristy established a Threat Assessment Task Force that consists of List titles, departments both from campus and community including law enforcement, behavioral/mental health, environmental health, etc.
6.4 Incidents occurring on campus or off-campus but involved with campus students, faculty and staff require an Incident Report to be filed within # of hours hours with Agency(ies) that receive Incident Reports.   Reports are analyzed by Name of College/Univeristy Threat Assessment Task Force.  
7.0
Emergency Action Levels

Three Emergency Action Levels of response to an impending or actual emergency affecting Name of College/University are described below.
7.1 Emergency Response Level 1 (ERL1)
7.1.1 Any incident such as a small laboratory fire, hazardous material spill, assault, suspected meningitis case, medical emergency, suspicious package, etc. that can be contained within a single location or can be quickly addressed, resolved or minimized with campus resources or limited community help (normal community response from police, fire, EMS). 
7.1.2 Does not involve a large-scale evacuation. 

7.1.3 Does not require activation of campus EOC.

7.1.4 Notifications are made to the Highest Position of each  Campus Department responsible for facilities, safety, transportation and law enforcement..
7.2 Emergency Response Level 2 (ERL 2)
7.2.1 A major emergency that impacts portions of the campus and may affect mission-critical functions or life safety (e.g. large residence hall fire, abduction, suicide, confirmed meningitis case, food-borne outbreak, criminal activity with weapons, explosion, etc.) 

7.2.2 The incident is typically handled with local community resources (Name of local fire company and EMS) along with campus personnel.
7.2.3 May require off-campus emergency assistance coordinated by Name of Local EMA. 

7.2.4 May require complete evacuation of a specific campus facility. 
7.2.5 May require partial activation of the campus EOC at the discretion of the List equivalent title and department for  Director, Campus Public Safety Department. Note:  Usually does not require activation of the campus EOC unless operations are expected to extend beyond 8 hours.
7.2.6 May require activating the Campus Emergency Risk Communication Plan.

7.2.7 Notifications are made to the List equivalent titles and departments for senior staff responsible for facilities,  services, public safety  and the President’s Chief of Staff by the Campus Police Dispatch Center.

7.3 Emergency Response Level 3 (ERL 3)
7.3.1 An incident posing major risk or catastrophe to campus personnel and resources (e.g. plane crash, credible terrorist threat, stadium collapse, pandemic influenza, etc.) and requires resources beyond what the City and County can provide.

7.3.2 Consider declaration of ERL 3 for major planned events such as Presidential visit, national/international Championship event, etc.
7.3.3 Caused, or has the potential for causing, major damage and injury. 

7.3.4 Requires off-campus (local, state, and possibly national) emergency response. 

7.3.5 May require campus closure and/or evacuation. 

7.3.6 Responsibilities listed under ERL 3 are exercised by individuals whose assignments are delineated within the EOP. 

7.3.7 Authority declaring ERL 3 is the President or the President’s designee.
7.3.8 Requires full activation of the EOP, campus EOC, and the Crisis Communication Plan with immediate notifications to all key responders identified in this plan. 

8.0
Initial Notifications and Response

8.1
Initial Incident Actions
8.1.1
The Campus Law Enforcement Department is the primary first response organization on the campus. 
A. Depending on the nature of the event as described in the Hazard Specific Plans (HSP) in Appendix, other Name of College/University departments may be dispatched or called upon to support. 

B. Major incidents, such as building fires, hazardous materials spills into the environment, etc. may relegate Campus Law Enforcement Department to a support role.

8.1.2 The Campus Law Enforcement Department is notified upon recognition of any event that may or will potentially impact the campus community. A public safety unit is dispatched to perform an on-site assessment as required.
8.1.3 The on-scene public safety unit provides a situation assessment and requests a supervisor as necessary. 
8.1.4 The supervisor requests the dispatch center to notify the Director of Campus Law Enforcement Department under the following circumstances:
A. Any situation that requires the use of external agencies to resolve.  
B. Any situation that results in a loss of life or serious injuries.  
C. Any situation that may cause media interest, building closure, or campus closure.
8.1.5 The Director of Campus Law Enforcement Department  determines the level of emergency up to and including declaration of Emergency Response Level 2 (ERL 2) and authorizes dispatch to notify Title, Departmentand the President’s Chief of Staff. 

8.1.6 For potential ERL 3, the Director of Campus Law Enforcement Department authorizes Dispatch to notify the President, Chief of Staff and Title, Department. 

8.1.7 The President, Provost or designee determines the need to raise the level of emergency to ERL 3 and make decisions or deviations from existing policy on closure of the campus, programs, or specific buildings. 
8.1.8 Upon declaration of ERL 3, the Campus EOC is activated.  In the absence of an ERL 3, the Director of Campus Law Enforcement Department  determines the need to open the Campus EOC. 
8.2 Campus Emergency Operations Center (EOC)
8.2.2 The Campus Emergency Operations Center (EOC) is the area where key members of the response and institution gather to share information, control emergency, coordinate resources and determine protective actions.

8.2.3 The Campus EOC is located in the List location including building, floor and room.  The alternate location is the List location including building, floor and room.  

8.2.4 Activation of the Campus EOC is at the discretion of the President, EPG Member or Director of Campus Law Enforcement Department.  Some criteria to consider in this decision includes whether there is 
8.2.4.1  Declaration of local or State of Emergency.

8.2.4.2 Lack of campus resources for incident.

8.2.4.3 Catastrophic event.
8.2.4.4 Prolonged or unknown duration of the incident.

8.3 Other Reporting Locations
8.3.2 The Emergency Policy Group (EPG) reports to the List location including building, floor and room for emergencies.  Their alternate reporting site is the List location including building, floor and room.  

9.0
Communications
9.1
Policy
Name of University/College intends to make immediate, emergency notification through various modalities to all potentially affected persons of credible threats and incidents that require activation of this plan.   In the absence of details and vague yet credible threats, a generalized warning may be disseminated to alert students to a potential threat on campus and how to report unusual observances. 

9.2 Redundancy
For emergencies, multiple communication systems will be used to better ensure timely receipt of message.

9.3 Methods
Describe all methods of notification including voice messaging, email alerts, public address systems, text messaging, web-site posting, 
9.4 Target Audiences
9.4.1 Contacts for individuals involved in assessing or responding to the emergency -  including the Emergency Policy Group, Local, State and Federal Government Responders, and the media - are updated and tested quarterly.  (See Annex A – Contact Information).
9.4.2 Faculty and staff contact information and photographs are maintained  Describe system here and updated Describe frequency here which should be at least quarterly.

9.4.3 Student contact information and photographs are maintained Describe system here and updated Describe frequency here which should be at least quarterly.
9.4.4 Parent and Guardians are contacted during an emergency by Describe system here and updated Describe frequency here which should be at least quarterly.
9.4.5 Consulates representing international students are contacted during an emergency by Describe system here and updated Describe frequency here which should be at least quarterly.
9.4.6 Faculty, staff, or students who have limited ability to receive message through traditional means, such as those individuals with sight, hearing or cognitive disability, will be notified by Describe notification system .
9.4.7 Visitors are informed of an emergency by Describe system here i.e. public safety officials, staff in area, public address systems, etc.
9.4.8 Building notification is accomplished through Describe system and process.
9.4.9 See Table 1 below for matrix of notification systems for each audience type and their priority use.
Table 1.  Communication Priority Notifications
Target Audience

	Communications
System
	Student
	Faculty
	Staff 
	Visitors
	Parents/
Guardians
	Media

	Email
	P
	
	
	
	
	

	Text
	
	
	
	
	
	

	Public Address
	
	
	
	
	
	

	Computer Screen Pop-up
	
	
	
	
	
	

	Sirens 
	
	
	
	
	
	

	Sirens with Voice Capability
	
	
	
	
	
	

	Television
	
	
	
	
	
	

	Radio
	
	
	
	
	
	

	Building Contact Persons
	
	
	
	
	
	

	Call Trees
	
	
	
	
	
	

	Weather Warning Systems
	
	
	
	
	
	



9.5
Triggering Notifications
9.5.1 The more serious the situation (i.e. ERL3), the sooner the notifications should be made so that persons can take appropriate actions.

9.5.2 Other specific incidents may trigger specific notifications including list specific triggers such as active shooter,etc.
10.0
Decision-Making
10.1
Protective Actions
Protective Actions are those actions taken by responders and affected persons to lessen or thwart the effects of an emergency.  Some examples of protective actions include:  
· Evacuation 

· Shelter in Place

· Lock Down

· Relocation

· Mass Prophylaxis

10.1.1 Evacuation

Evacuations vary widely in scale from a small area to entire campus.  The threats may be immediate such as a bomb, fire or active shooter or slowly evolving hazards such as loss of power for extended periods.  Persons may be evacuated outside, to a nearby facility until the threat is cleared, to a  temporary shelter or to a more permanent solution such as new housing or offices.  Evacuation assistance is necessary for persons that have limited mobility and should be planned for both persons normally on-campus as well as visitors.
10.1.2 Shelter-in-Place versus Lock-Down

Shelter-in-Place is a temporary measure which refers to those actions taken to “stay inside” a building or other structure while the threat passes.  It is most commonly employed for chemical or radiological releases or severe weather such as a tornado when the health exposure is deemed greater if evacuating than if remaining inside.  Other actions are specific to the hazard and usually involve shutting off outside air sources, closing windows, etc.  Very specific instructions may be given for the hazard characteristics such as moving to higher floors if the chemical which is released is heavy and will settle low.

A Lock-Down is a protective action taken largely in response to a suspicious, hostile or violent person or person(s) whereby persons secure themselves in locked rooms, closets and other buildings away from sight of the offender(s).

10.1.3 Relocation

Once evacuated, persons may be relocated to a temporary location such as another building or a mass care shelter.  Longer term evacuation may dictate more permanent relocation.

10.1.4 Mass Prophylaxis and Treatment
Providing medication or vaccines to person(s) exposed or potentially exposed to a contagious disease or biological agent may deter illness or worsening of illness.  This protective action is useful for exposure to such events as anthrax exposure.

10.2 Authority
10.2.1 Immediate Protective Action Decisions (PADs) are made by the Incident Commander for an emergency event.  

10.2.2 More expansive decisions, such as closing all campus services or a campus-wide evacuation, are made by the President or his/her designee.

10.3 Process

10.3.1 Upon notification of emergency, Campus Response Personnel will provide continual situational awareness to the Incident Commander, President and EPG.  

10.3.2 Various protective actions will be considered and recommended (Protective Action Recommendations – PARs).

10.3.3 The Incident Commander and/or the President will make Protective Action Decisions (PADs) using the available information at the time.  Note:  No decision is a decision.
11.0
Roles and Responsibilities

11.1
Incident Command System

11.1.1
Name of University/College uses the National Incident Management System (NIMS) compliant incident management system in its Emergency Operations Center (EOC) to meet federal standards and to coordinate seamlessly with outside responders.
Figure 1.    EOC Organization Chart 
Emergency Policy Group
[image: image1.emf]
11.1.2 Primary and alternate staff assignments have been pre-designated for emergency roles (See Table 2 below).

Table 2.  Emergency Roles and Assignments

	Function
	Emergency Position
	Primary Assignee
	Alternate Assignee
	Primary Reporting Location

	Emergency Policy Group
	EPG Chair
	President
	
	

	
	Managing Chair
	Chief of Staff
	
	

	
	EPG and 2nd in Chain of Command
	
	
	

	
	EPG and 3rd in Chain of Command
	
	
	

	
	EPG and 4th in Chain of Command
	
	
	

	
	EPG and 5th in Chain of Command
	
	
	

	
	EPG and 6th in Chain of Command
	
	
	

	
	EPG and Legal Counsel
	
	
	

	
	EPG Support Staff
	
	
	


	Command Staff
	Campus EOC Manager* (May also serve as Incident Commander for Small Events)
	
	 
	

	
	Incident Commander* 
	
	
	

	
	Safety Officer
	
	
	

	
	Public Affairs Officer
	
	
	

	
	Liaison Officer
	
	
	

	
	
	
	
	

	Finance & Administration 
	F & A Section Chief
	
	
	

	
	Compensation/Claims Unit Leader
	
	
	

	
	Procurement Unit Leader
	
	
	

	
	Cost Unit Leader
	
	
	

	
	Time Unit Leader
	
	
	


	Function
	Emergency Position
	Primary Assignee
	Alternate Assignee
	Primary Reporting Location

	
	
	
	
	

	Planning
	Planning Section Chief
	
	
	

	
	Resources Unit Leader
	
	
	

	
	Situation Unit Leader
	
	
	

	
	Demobilization Unit Leader
	
	
	

	
	Documentation Unit Leader
	
	
	

	
	Technical Specialists
	
	
	

	
	Technical Specialists
	
	
	

	
	Technical Specialists
	
	
	

	
	
	
	
	

	Operations
	Operation Section Chief
	
	
	

	
	Stadium Coordination Branch Director
	
	
	

	
	Campus Coordination Branch Director
	
	
	

	
	Student /Staff Services Branch Director
	
	
	


	Logistics
	Logistics Section Chief
	
	
	

	
	Communications Unit Leader
	
	
	

	
	Medical Unit Leader
	
	
	

	
	Food Unit Leader
	
	
	

	
	Supply Unit Leader
	
	
	

	
	Facilities Unit Leader
	
	
	

	
	Ground Support Unit  Leader
	
	
	


12.0
Continuity of Operations

12.1
Chain of Command
The Name of College/University President is the overall decision-maker during ERL 3 emergencies at Name of College/University.  In the event the President is unavailable or unable to perform this function, the following persons, listed in order of succession, would assume this role during the emergency:  
12.1.1 President
12.1.2 Second in Command
12.1.3 Third in Command
12.1.4 Fourth in Command
12.1.5 Fifth in Command
12.1.6 Sixth in Command
12.2 Communications
12.2.1 To ensure Continuity of Operations and the ability to perform 24 hours/day; 7 days/week, each key position in the EOC should have at least one alternate. 
12.2.2 Updated contact information should be readily available in key locations and in possession of key responders at all times.  
13.0
Family/Guardian Assistance 

13.1
Initial and Ongoing Communication

13.1.1 A hotline may be established to provide immediate information to persons who can identify themselves as a parent, guardian or immediate family member of possible victim.  
13.1.2 Once the hotline is established, it may be supplemented with secure website access or other technology to provide ongoing secured information to those who are unable to come to the Family Assistance Center.  
13.2 Establishing a Family Assistance Center (FAC)

13.2.1 A FAC is established whenever parents, guardians and family members are unable to receive timely and appropriate information regarding an emergency at the campus as it pertains to their family member or those they have guardianship.  It may also be established for other off-site campus emergencies such as a nearby industrial accident or a mass transportation accident involving persons from the campus.  

13.2.2 All attempts to establish a secured facility in a timely manner will be made to quickly answer questions with information available at the time.

13.2.3 Media are not permitted within the FAC.

13.2.4 Counselors and other appropriate support persons will be available at the FAC to provide emotional support and grief counseling if appropriate.  
13.2.5 The FAC should be conveniently located for concerned persons but too near the site to be traumatic to persons at FAC.  It may be located at location if not an affected site.

13.2.6 The FAC operation is overseen by list title, department
13.2.7 In the event of an airline accident, the National Transportation Safety Board will oversee the FAC.  

13.2.8 Specific FAC guidelines are located in the list name of plan here.
14.0
Media
14.1 It is imperative that media receive regular updates emergency situations on campus so that the concerned public may remained informed.
14.2 The Name of Campus Crisis Communications Plan describes the media policies, procedures and protocols and campus spokespersons when dealing with the media. 
15.0   Damage Assessment
15.1
General
Damage assessment includes the effect of the event on life, health, safety and property. A rapid, preliminary damage assessment or scan of all areas is necessary to ensure that persons are rescued and further situations can be mitigated through cascading effects of some emergencies. For example, downed power lines may cause electrocution if the area isn’t cordoned off.  Extended loss of power may cause food spoilage and illness.  Accurate understanding of effects of event can allow organization to prioritize efforts to maximize recovery.

15.2
Policy 
Life, health and safety concerns always take precedence over property concerns.

15.3
Property Inventory
An up-to-date inventory of equipment and property is maintained by responsible department and will be made available during and after the emergency.  Blueprints of all buildings are available at list locations and have been provided to local police and fire companies.
15.4
Teams
Campus staff may be assigned to damage assessment teams once the threat has waned and safe conditions exist.  Damage assessment teams are primarily drawn from departments involved in public safety, engineering, and environmental health and safety.  Local and state emergency management teams along with Red Cross may assist in damage assessment.
15.5
Documentation and Cost Recovery 
State or federal resources may be available to recover funds expended or acquire new equipment and supplies related to the emergency response and recovery.  Detailed records of losses and expenditures are collected and maintained by responsible department.
16.0 
Recovery

16.1 Long-term relocation plans included use of temporary housing, contamination of a facility, etc. are described in Name of Plan.
16.2 Mental Health services are overseen by Name of agency and detailed in Name of Mental Health Recovery Plan.
16.3 The Name of College/Univsersity Continuity of Operations Plan dated Date describes priority business service continuation and resumption.  
16.4 Return to normal operations and resumption of campus services is decided by the EPG.
17.0
Plan Maintenance and Evaluation

17.1 The Emergency Policy Group convenes annually or after an event or exercises to assess the plan’s viability and address any corrective actions.
17.2 The EOP is tested annually through tabletop, functional and/or full-scale exercises.  The exercises test various hazards identified as a potential hazard/ threat to the community and the Name of College/Univeristy in the Hazard Vulnerability Plan or from other intelligence sources such as the Oklahoma Fusion Center.
17.3 All communication systems and contact lists are updated quarterly.
17.4 The CLASS certifies the Name of College/University EOP annually and sets standards.
17.5 Local responders participate in the annual review of the EOP.
18.0
Training

18.1 Annual emergency response training is provided to all staff, faculty, students at Name of College/University.
18.2 Each responder is required to take appropriate level National Incident Management System (NIMS) training.
18.3 Specific training for recognition of troubled behaviors and appropriate interventions and prevention strategies is required for all staff and faculty as well as offered to students.  
18.4 Mandatory training for staff and faculty with Local Law Enforcement Agency in the interception and response to an intruder.
18.5 Enhanced HIPAA and FERPA privacy laws training is provided and discussed in the context of the EOP and sharing privileged information.
18.6 Training with other educational institutions is encouraged especially for widely available training such as AED and CPR, first aid.  
18.7 Crisis communication methods are shared with students, faculty, staff, parents/guardians, visitors (signage) and consulates for international students.  
Annex A - Contact Information

Campus Emergency Policy Group

	Job Title
	Emergency Position
	Work Address
	Contact Information

	President or designee 
	Chair
	Building Name
Office Number
Street Address
City, OK   Zipcode
	Office Phone:       
Mobile:     
Fax:       
Pager:       
Email:       

	Chief of Staff
	Managing Chair
	Building Name
Office Number
Street Address
City, OK   Zipcode
	Office Phone:       
Mobile:     
Fax:       
Pager:       
Email:       

	Provost and Vice President for Academic Affairs and Research
	EPG Member

2nd in Chain of Command


	Building Name
Office Number
Street Address
City, OK   Zipcode
	Office Phone:       
Mobile:     
Fax:       
Pager:       
Email:       

	Vice President for Administration, Finance, and Human Resources
	EPG Member

3rd in Chain of Command
	Building Name
Office Number
Street Address
City, OK   Zipcode
	Office Phone:       
Mobile:     
Fax:       
Pager:       
Email:       

	Vice President for Health Sciences
	EPG Member

4th in Chain of Command
	Building Name
Office Number
Street Address
City, OK   Zipcode
	Office Phone:       
Mobile:     
Fax:       
Pager:       
Email:       

	Vice President for Student Affairs
	EPG Member

5th in Chain of Command
	Building Name
Office Number
Street Address
City, OK   Zipcode
	Office Phone:       
Mobile:     
Fax:       
Pager:       
Email:       

	Vice President for Institutional Advancement
	EPG Member

6th in Chain of Command
	Building Name
Office Number
Street Address
City, OK   Zipcode
	Office Phone:       
Mobile:     
Fax:       
Pager:       
Email:       

	General Counsel
	EPG Member
	Building Name
Office Number
Street Address
City, OK   Zipcode
	Office Phone:       
Mobile:     
Fax:       
Pager:       
Email:       

	Assistant to the Chief of Staff
	EPG Member
	Building Name
Office Number
Street Address
City, OK   Zipcode
	Office Phone:       
Mobile:     
Fax:       
Pager:       
Email:       


Annex A - Contact Information

Local Responders and Government
Annex A - Contact Information

State and Federal Government
Annex A - Contact Information

Media
Annex B - Maps

1. Region

2. City

3. Campus

4. Building Floor Plans

Annex C 
 Acronyms
AED


Automated External Defibulator
CPC


Campus Preparedness Committee

CPR


Cardiopulmonary Resuscitation

EOC


Emergency Operations Center

EOP


Emergency Operations Plan

EPG


Emergency Policy Group

ERL


Emergency Response Level (1, 2, 3)

FERPA

Family Educational Rights and Privacy Act of  1974
HIPAA

Health Insurance Portability and Accountability Act of 1996

ICS


Incident Command System

NIMS


National Incident Management System

PAD


Protective Action Decision

PAR


Protective Action Recommendation

Standard Operating Procedures
1. Incident Reporting Procedures

2. Crisis Communication Plans
Hazard Specific Responses
Animal Incident

Bomb or Explosion

Chemical Release

Civil Disturbance

· Fights

· Protests

Dam Failure

Earthquake

Fire

Food-borne Illnesses

Infectious Disease

· Meningitis

· Pandemic Influenza

· Seasonal Influenza

· Severe Acute Respiratory Disease (SARs)

· Smallpox

Intruder

Medical Emergency

Power Failure

Radiological Exposure

Severe Weather

· Flood

· Ice

· Lightning

· Snow

· Tornado

· Wind

Sinkhole

Terrorism Threat

Transportation Incident

· On-Campus

· Off-Campus (Sponsored)

· Mass

Violent Crime

Weapons

Special Events and Facilities
Laboratory

Mail Room

Museum

Residence Hall

Sports Center

Stadium

Student Center

Visiting Dignitaries or Controversial Persons

Annex F – Memorandum or Understanding
Include here or list MOUs that are signed between the College/Univeristy and others.  Examples include off-campusmental health and counseling professionals[image: image2.png]
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