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	INTRODUCTION  


In accordance with the Crisis Management Team, each unit has a role to play in maintaining Rice University’s emergency preparedness and to protect life and property of the Rice community.  
The primary objectives of the Department Emergency Response and Recovery Plans are to:
· Provide safety to students, staff and faculty members;
· Protect assets and intellectual property of the Rice community;
· Coordinate unit response and recovery activities under the direction of the CMT;
· Maintain communications with the CMT and Rice community before, during and after an emergency event and;
· Develop strategies for resuming normal functions after emergency conditions subside.

The purpose of this document is to provide guidelines and templates to help unit leaders and team members identify key emergency roles and responsibilities, plan ahead for effective emergency responses and communications, and develop strategies for resuming normal functions after emergency conditions subside.
The planning templates within this document will serve as the basis for the Department Emergency Response and Recovery Plan.  The enclosed forms should be adapted or augmented to fit an organization’s mission, staffing, relative location(s), or other unique circumstances.  For example, an emergency plan for a laboratory science department may address hazardous materials concerns; while an administrative unit may address office services related matters.  Once the templates are completed, they can be incorporated into the Department Emergency Response and Recovery Plan.

The goal is to produce effective and comprehensive procedures that will fully address the emergency response and recovery needs of the unit.
This document consists of the following sections:
· Document Control
· Introduction

· Fundamentals
· Planning Templates and Guidelines
· Supplemental Templates and Guidelines
Teams are to review all sections and complete the planning and supplemental templates as they apply to their particular unit or department.
	PLANNING TEMPLATES AND GUIDELINES


Template #1 – Department Key Contacts
Department Key Internal Contacts; Service Providers, Suppliers, Vendors 

	SERVICE
	COMPANY AND ADDRESS
	CONTACT NAME
	OFFICE
	CELL
	EMAIL

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Template #2 – Department Emergency Response and Recovery Team

Department Emergency Response and Recovery Team

	ID
	NAME
	CALLS

ID
	ROLE
	OFFICE
	CELL*
	HOME
	ALTERNATE

E-MAIL
	EMERGENCY CONTACT PERSON / NUMBER

	1. 
	
	
	Department Emergency Coordinator
	
	
	
	
	

	2. 
	
	
	Alternate Emergency Coordinator
	
	
	
	
	

	3. 
	
	
	
	
	
	
	
	

	4. 
	
	
	
	
	
	
	
	

	5. 
	
	
	
	
	
	
	
	

	6. 
	
	
	
	
	
	
	
	

	7. 
	
	
	
	
	
	
	
	

	8. 
	
	
	
	
	
	
	
	

	9. 
	
	
	
	
	
	
	
	

	10. 
	
	
	
	
	
	
	
	


* Some departments may also need to include pager information and / or radio number (i.e. Facilities, Housing and Dining, IT).

Faculty List (for Academic units)
	NAME
	BUILDING
	OFFICE
	CELL
	HOME
	ALTERNATE

E-MAIL
	EMERGENCY CONTACT PERSON / NUMBER

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Staff List (for all units)
	NAME
	BUILDING
	OFFICE
	CELL
	HOME
	ALTERNATE

E-MAIL
	EMERGENCY CONTACT PERSON / NUMBER

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Template #3 – Communications Processes 

	Current School Communications
	Test current school-wide communications for accuracy and bi-directional capability

	University Web Site
	http://viewpoints.rice.edu/
Faculty, Staff and Students to monitor for current announcements and instructions

	University Automated Emergency Information Line
	713-348-8888
Additional channel of communication for Faculty, Staff and Students to monitor for current announcements and instructions


Template #3a – Internal and External IT Communications Processes (Examples provided)
	Scenario
	Channel
	Notes

	Email outage
	Internal  – IT Heads UP (MIR3 text)
	Use non-Rice email account to send, MIR3 permissions must be set up previously

	Email outage
	External – IT-alerts (web and email), Twitter, Facebook, voicemail broadcast
	IT-Alerts uses CAS authentication; if that is down, depend on Twitter, Facebook, voicemail broadcast

	Network outage
	External –Twitter, Facebook, voicemail broadcast; web page update when service returns
	IT-Alerts uses CAS authentication; if that is down, depend on Twitter, Facebook, voicemail broadcast

	
	
	

	
	
	

	
	
	


Template #4 – Evacuation 
Department Evacuation Assembly Points

Contact the Building Safety Officers for information regarding designated Building Assembly Points.  Departments may choose to relocate to their own, pre-defined assembly point.  As well, Floor Wardens may be assigned by Environmental Health and Safety in order to assist Building Safety Officers with a safe and efficient building evacuations.  Floor Wardens may also be called upon to conduct roll call at the assembly points.
	department and/or team
	floor warden(s)
	outdoor assembly point

 (specific location)
	indoor assembly point

(building and  room  -  inclement weather)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Persons Requiring Assistance

The following have self identified* as requiring assistance during a building evacuation. This information is confidential and should only be provided to persons or agencies providing the required assistance. In addition to the list below, the department head shall ensure that staff requiring assistance have submitted an Emergency Evacuation - Request for Assistance Form to the Environmental Health and Safety department.  Building evacuation guardians should also be identified.

	Name
	Phone
	Building / room
	instructions / Guardian if known

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


* This information is to be maintained by the Building Safety Officer and is known to the Departmental Emergency Coordinator, and should not be shared except with those that have been assigned to assist persons with disabilities during a building emergency.

 Template #5 – Department Inventory and Assets
Office Inventory / Assets (all units)
	asset / equipment
	quantity
	building / room


	special instructions (E.G. SHUTDOWN AND HANDLING)
	Replacement or Contingency strategy
	replacement cost (approx.)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Classroom Inventory (Academic Units)
	asset / equipment
	quantity
	building / room


	special instructions
	Replacement or Contingency strategy
	replacement cost (approx.)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Lab Equipment and Supplies (Academic units)
	asset / equipment
	quantity
	building / lab


	known HAZARDS?
	special instructions and safety precautions
	Replacement or Contingency strategy
	replacement cost (approx.)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	supplies
	quantity
	building / lab


	known HAZARDS?
	special instructions and safety precautions
	Replacement or Contingency strategy
	replacement cost (approx.)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Auxiliary Power Requirements
	asset or item

	building and location
	requirement and/or special instructions

(e.g. downtime tolerance, power requirements, etc.)
	FE&P contact name
	phone number

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Asset Protection Pre-Event Supplies and Equipment
	supplies  or equipment required

	storage location
	primary contact name and department
	phone number


	special instructions

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Salvage and Cleanup Supplies and Equipment
	supplies  or equipment required

	storage location
	primary contact name and department
	phone number


	special instructions

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Template #6 – IT and Administrative Systems and Databases

	critical applications and databases

See Criticality Analysis results
	Required WHEN?  
(Recovery Time Objective)

· Immediate

· By Day 1

· By week 1

· By 2-4 weeks

· Suspend until further notice

See Criticality Analysis results
	Is the recovery solution being provided by IT?
or 

Is the department solely responsible for the recovery solution?


	General description of the recovery strategy for applications and databases

when, where, who (it supported or responsibility of department), how, what.
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