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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)
Essential Staff (Ride-out team for storm, etc.)

	ID
	NAME
	Email
	Office Extension
	Cell
	Home

	11. 
	
	
	
	
	

	12. 
	
	
	
	
	

	13. 
	
	
	
	
	

	14. 
	
	
	
	
	

	15. 
	
	
	
	
	


Remote Staff (Active from remote locations during storm, etc)
	ID
	NAME
	Email
	Office Extension
	Cell
	Home

	16. 
	
	
	
	
	

	17. 
	
	
	
	
	

	18. 
	
	
	
	
	

	19. 
	
	
	
	
	

	20. 
	
	
	
	
	


Supplemental Staff (First responders to provide relief on site to ride out team after storm ends) 
	ID
	NAME
	Email
	Office Extension
	Cell
	Home

	21. 
	
	
	
	
	

	22. 
	
	
	
	
	

	23. 
	
	
	
	
	

	24. 
	
	
	
	
	

	25. 
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