SECTION:

AREA:

UNIVERSITY of HOUSTON

MANUAL OF ADMINISTRATIVE POLICIES AND PROCEDURES

Safety Number 06.01.01
Emergency Preparedness

SUBJECT: Emergency Management Plan

PURPOSE AND SCOPE

A.

This doaument establishes the Emergency Management Plan (EMP) for the
University of Hougon and assignsresponsbilities for the devel opment,
implementation and maintenance of theEMP. Thecomplete EMP can be
accessed from uh.edu/emergency.

Individud academic and administrative units will develop thar own supplement
to maintain continuity of busness and recover from an emergency as quickly as
possible. Theindividud unit respon® plansshdl beintegrated within the
university plan and updded annudly.

Theuniversity Emergency Management Team (EMT) will managethe EMP. This
groupwill meet quaterly duringthe academic year andreview theEMP. The
EMT will enaure tha prope testing of alert notificationsis carried out at least
twice annudly and will coordinae and evalude at least onemock disaster drill
annudly.

POLICY STATEMENT

A.

Theuniversity is committed to suppoting the safety and welfare of its students,
faculty, staff and vigitors.

Theuniversity shdl condud continuousplanning to minimize therisk of persond
injury and propaty loss from critical inddents; shdl coopeate with public bodies
and agendes charged with disaster control; and shdl take necessary and prudent
stepsto assure continuity of opeationsand restoration of nommal activities as
quickly as possible following an emergency or a disaster.

The EMP is designed to maximize human safety and survival, preserve propety,
minimize dange, restore noma opeations of the university, and assure
responsve communicationswith university condituents.

DEFINITIONS

A.

Emergency: An event tha can cause death or significant injuries to faculty, staff,
students or the public; or tha can sugpend busness, disrupt opeations cause
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significant physcal or environmental damage, or tha can threaten theinditution®
finanda standing or public image

B. Emergency Management Team (EMT): TheEMT is comprised of members of the
university administration and selected department representatives on campus The
EMT will beconvened at the onset of an emergency on campusand will have
responsbility for coordinaion and implementation of the EMP.

C. EMT Leader (EMTL): TheVice President for Administration and Finance
(VPAF) will betheEMTL. TheEMTL isresponsble for directing the efforts of
the EMT during auniversity criss and for ddegating specific authorty to the
appropriate university officials when responding to an emergency. TheEMTL
will report crisis statusinformation to the President and the Board, as necessary.

D. Emergency OpeationsCommand Center (EOCC): The Command Center isthe
location selected by the EMT to be used to develop responges and managethe
recovery process related to acriss situaion. TheEMT deermines the hours of
opeaation of the EOCC and how it will bestaffed.

E. Emergency Prioritization Levels:

1. Level Zero: Situaion nommal, no extraordinary situationsreported.

2. Level One Minordamagelocalized to department or buildingandis
quickly resolved with internd resources or limited externd assistance. Has
little or no impact on personnd or normal opeaationsoutsidethelocaly
affected area.

3. Level Two: Mg or emergency tha disrupts a sizable portion of the
campus May require assistance from externd organizations These events
may quickly escalate and have seriousconsequences for mission-critical
fundionsor threaten life.

4, Level Three: Significant emergency that affects the entire campus
University opeaationsare sugpended. Theonly authority to close the
campusisthePresident or designee.

F. Emergency Respondes. Those university andlocal emergency organizationsand
units specificaly trained to isolate, contain, and neutralize acrisis situaion. The
UH Police Depatment (UHPD) isthefirst responder. If externd suppot is
required, UHPD will contact the appropriate parties, generally the Hougon Fire
Depatment (HFD) or other local HazardousMaterial (HAZMAT) units. If the
emergency involvesfire or potentially hazardousmaterias, the Department of
Public Safety and the Environmental Health and Risk Management Department
will be contacted to assist with theinitial assessment
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G. Emergency Unit: A unit that is propely trained and equipped to handle
emergendes. Theunit provides, on a 24-hourbasis, immediate respon® in order
to bring the emergency situaion unde control. Emergency units are identified as:

1. UHPD
2. HPD
3. HFD

H. Mitigaion: Theongoing effortsto prevent, avoid, control, or lessen the negaive
impact tha events have on people and propety.

Prepaedness/Planning: Developing plansfor responding to emergency events,
training personné to peform assignal fundionsduring respons, and practicing
tha respon.

J Resource Unit: A unit tha provides assistance to emergency unitsin theform of
information, expertise, or procurement of materials and services. Theunit may or
may not respondimmediately to an emergency site. Resource units are identified
as.

1. Office of the President;

2. Administration and Finance;

3. Environmental Health and Risk Management;
4, Plant Operations

5. Student Health Center;

6. Information Technology;

7. Division of Research;

8. Student Affairs,

9. Academic Affairs;

10.  Internd Communications

11. Externd Communications and

12.  City of Hougon Emergency Management Division.
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K.

Ride-Out Team: Emergendes may precludeaccess to the campusbecause of
circumstances such as highwater. Personnéd essential to rapid restoration
immediately following the disaster will be designaed to ride-out the emergency
oncampus Thisteam will only indudethose essentia for the short period of
time until access to campusis expected to berestored. These individudswill be
identified by thar assodate vice president, or higher.

Shdter in Place: (Bhdteringin placeOmeansto stay indoors because the
environment outside the building is more hazardous than ingde the building.
People should shdter in place until hdp arrives or untl the emergency passes.
Examples of inadents tha may require shdtering in place could bethederailment
and exploson of ahazardouschemical rail car or atornado.

University Closure: Thepresident or designee will close the campuswhen itis
unsafe to enter buildings If theuniversity is notevacuaed, theonly buldings
accessible will betheresidents of those buildings All other buildingsinduding
academic and research buildingsmug not be entered by anyoneunless they have
written permission from ther dean, assodate vice president, or highe.

University Evacuaion: The president or designee will evacuae the campuswhen
theemergency poses asignificant risk to theuniversity andits community. The
only individuds permitted on campusduring theemergency will be members of
theride-outteams.

Utilities and Infrastructure Failure: Critical components to the university@
fundion, such as electrical service, plumbing, computers and telecommunications
building integrity, streets and roads, and natural gas supply, are essential for
opeaations Theeforethefailure of these critical components mug be prevented
aswell aspossible andif afailure occurs, recovery plansmug bedevelopad to
assure prompt restoration of services.

THE EMERGENCY MANAGEMENT TEAM

A.

B.

In an emergency, theEMTL may convenethe EMT.
The Team congsts of:

1. Vice President for Administration and Finance: Directsthe EMT during
thetime of crisis. Assumes overall responsbility for ensuring that a
workable emergency plan isin place that will address anticipaed crisis
situdionstha could occur on campus Works directly with the President
in allocating and managing necessary personné and resources during the
time of crisis. (Surrogaeisthe Assodate Vice President for
Administration.)
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2.

10.

Chief of Police: Provides leadership and oversightto the Emergency
Respondasin case of campusemergendes. Acts as liaison with the VPAF
dunngthetime of crisis. (Surrogaeisthe UH DPS Captain or Patrol
Divison Commande'.)

Vice President for Legd Affairs and General Coursdl: Providesinputto
theEMT onlegd matters. (Surrogaeisthe Deputy General Counsl)

Senior Vice President for Academic Affairs and Provod: Provides
direction and coordinaion of all faculty matters and ingructiond facilities
duning thetime of crisis. Assiststhe President and VPAF in the
coordinaion and supavision of university emergency personnd, as
necessary. (Surrogae isthe Assodate Vice President for Academic and
Faculty Affairs.)

Vice President for Student Affairs: Provides liaison to affected student
affairs areas and conaltation on student related matters. (Surrogée isthe
Assistant Vice President for Student Development and Dean of Students)

Vice President for University Advancement: Respongble for the
coordination of al internd and externd communicationsto the university
faculty, staff and students, during an emergency situaion. (Surrogdeis
the Assodate Vice President for University Advancement.)

Chief Information Officer : Provides liaison and updaes to all university
officials onthe status of information technology services and daa
infrastructure during an emergency situaion. (Surrogae isthe Assodate
Vice President for Computing and Telecommunications Services.)

Vice President for Research: Provides liaison to affected research areas
and to university administration on the status of research component
facilities, pesonnd, laboratory conditionsand equipment during thetime
of emergency. (Surrogéde is the Executive Director of Research Services)

Assodate Vice President for Finance: Assiststhe VPAF in directing the
efforts of theEMT during thetime of crisis and serves as the chief
finanda advisor duringtherecovery efforts. Surrogéae is the Executive
Director for Budges.)

Assodate Vice President for University Relations Responsble for the

initial alert notification and communicationsto theEMT, theuniversity
administration, faculty, staff and students at the onset of an emergency

gitudion. Isresponsble for disseminating all official university
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communicationsto thelocal, state and nationd news media during the
time of crisis. (Surrogaeisthe Executive Director for Externd Affairs.)

11. Assistant Vice Presdent for Human Resources. Provides suppot for
human resource elements of recovery and assists, as directed, with staff
notification through University Relations (Surrogéae is the Executive
Director for Human Resources.)

13. Assodate Vice President for Plant Operations Provides for the planning,
congdrudtion, opeation, and maintenance of University buildings mog
campusgrounds and all utility systems. (Surrogae is the Executive
Director for Facilities, Planning & Congruction)

14. Director, Environmental Health & Risk Management: Provides technical
suppot for environmental hedlth. Acts asliaisonwith insurance carriers
and claims adjuders. (Surrogaeisthedesignaed Environmental Health
and Safety Manager.)

C. The EMT isresponsble for managing and directing the activities of the various
depatmentsinvolved in crisis respong and recovery. During theinitial stages of
thecrisis, theEMT isresponsble for providing resources for field opeaations
when requested. Those in charge of the scene are responsble for communicating
with the EMT to provide statusreports and to keep the team informed of requisite
resources.

D. During theinitial crisis, the members of theEMT will:

1. Provideresources and information for field opeationsas quickly as
possible when requested.
2. Track and provide statusreports on variousactivities that have been

initiated and theresources tha have been mobilized either to assist the
field opeationsor to provide strategic guidance and/or information to
activities away from the scene of theinddent.

3. Advise thefield opaationsas required.
4. Brief those who are required to know the status of the opeation.
E. Emergency OpeationsCommand Center (EOCC)

Theprimary locationfor the EOCC is the Computing Center. In theevent this
locationis notfundiond, theEMT will establish an alternative site. The EOCC
will bethemain headquatersin emergendes involving the university and will
coordinae with City of Hougon Departments, the Harris County Sheriff(3
Depatment, and theHarris County Emergency Management Agency for
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emergendes involving the city and other areas of the county. The EOCC serves as
the coordinaion point for emergency responss at theuniversity. Itiswheethe
EMT can providearesolution plan for theemergency.

V. BASIC PROTOCOLS
A. Emergency Notification

1. The UH Emergency Notification System (ENS) will beused to trangmit
critical information to alarge segment of the university community as
quickly as possible. Thiswill be accomplished by utilizing thefollowing
methods

a TheEmergency LISTSERV System will be utilized first to
tranamit information to al nework users.

b. TheTelephoneAlert System places an emergency messagein
telephonevoice mailboxes to al university phones equipped with
electronic voice mail.

C. Emergency messages will befaxed to al university fax machines
for poging.
2. Managers are responsble for ensuring tha employees withoutaccess to

voice or e-mail receive copies of the emergency messages. Managers
shdl maintain acurrentlist of home telephonenumbers of all employees
in thar areato facilitate communication with them during an emergency.

3. The President® Office, or designee, will authorize the use of thetelephone
and e-mail systems as necessary to tranamit brief urgent messagesto large
segments of theuniversity.

B. On-going Information and Communications

The Assodate Vice President for University Relationsis responsble for the
preparation and dissemindion of internd and externd information, utilizing the
resources of the Offices of Externd Communications Internd Communications
and University Marketing®@ OnCALL service. Thetasks assigned therein are as

follows:
1. Externd Communications
a Establish liaison with the news media for dissemination of

information as requested by the President or the EMT;
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b.

Establish liaison with local radio and TV services for public
announcements;

Arrangefor phobgraphic and audio-visud servicesif needed;

Advise the President or designee of al news concerning the extent
of disaster affectingthe campus

Prepare announ@ments to media concerning the emergency; and,

Establish an appropriate communicationscenter, to indude
providing identification necessary to accredit members of the news
media opeaating on campusduring theemergency. This
communicationscenter will benear, but notin thesame location as
the EOCC.

Internd Communications

Work with IT to pod news ontheuniversity webgte.
Work with IT to send out messages via Emergency LISTSERVS .
Send out emergency notficationsvia university telephonesystems.

Handle after-emergency coveragein university publications.

University Marketing

a

Coordinae UH OnCALL and university opegatorsto provide
current information on the emergency.

Assist with handling of telephoneinquiries from the public relative
to thedisaster.

C. Evacuaion and Relocation

1.

Trangpontation of persons shdl be coordinaed with appropriate UHPD
and Parking and Trangportation Services pesonnd to evacuae and
relocate people threatened by or displaced by theinadent.

Decisionsinvolving the evacuaion and relocation of Animal Care
Operationswill be made by the Vice President for Research and the
Director of Animal Care Operations
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D. Damage Assessment and Recovery
1. Departmental Notification

a UHPD shdl beresponsble for securing theinddent site and
notifying the EMT and the members of the President@ Cabinet.
The Cabinet will activate phonetreesto contact the departments
within thar respective division or college

b. To theextent tha hazardousmaterials or chemicals are involved,
UHDPS shdl notify the Environmental Health and Risk
Management Department. All emergency clean up and recovery
activities shdl be subject to ingructionsof the Environmental
Health and Risk Management Department in accordance with the
requirements of pubiic authorities.

2. Departmental Responsbilities

To theextent that facilities damageis minimal and relocation of activities
isnotrequired, Plant Operationsshdl beresponsble for al site clean up,
debrisremovd, and emergency or minor repairs. In the event tha major
remodding or rebuildingis necessary, Facilities, Planning and
Congruction shdl beresponsble for preparation of plans specifications
or cog estimates for building remodding and equipment repar or
replacement.

Information Technology will coordinate support for data processing
resources at the main data center and thedesignaed recovery sites,
provides alternae voice and data communicationscapability in the event
nomal telecommunication lines and equipment are disrupted by the
disaster.

All following specific emergency planswill be developad by theindicated
departments and poded onthar webgtes. Copies should be available for
use in theevent thewebdtes are not available during the emergency:

Animal Emergendes DAnimal Care

Biological Expasures DEnvironmental Health and Risk Management
Bombingsand Bomb Threats DUH Depatment of Public Safety
Civil Protests DUH Department of Public Safety

Information Technology Emergency BInformation Technology
ExplosonsbUH Department of Public Safety

FireB UH Depatment of Public Safety

HazardousMaterials Inadents BEnvironmental Health and Risk
Management
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Medical Emergency D Student Health Center

Utilities and Infrastructure Failure BPlant Operations
Weather Emergendes DUH Depatment of Public Safety
Violent Inaddents DUH Department of Public Safety

3. Propaty Loss Reporting Requirements

Preliminary reports regarding the cause of theloss, the extent of damage,
and the plansfor recovery and relocation shdl be provided to the
Environmental Health and Risk Management Department within 24 hous.
The Director of Environmental Health and Risk Management shdl make
recommendaionsto theEMTL based on thisinformation.

VI. EMERGENCY UPDATESAND DRILLS

A.

TheEMT will have overall responsbility for coodinaing and implementing the
EMP. As pat of thar responsbility, the EMT will meet regularly to evaluae the
emergency procedures as outlined in the EMP and consder revisionsand upddes
asnecessary. TheEMT will also assume responsbility of assuring that each
campusbuilding has appropriate building monitors assigned, and tha emergency
evacuation procedures are poded throughouteach facility.

The Director of Environmental Health and Risk Management will review the
EMP annudly to ensure tha all provisonsare current and adhee to local, state
and federal disaster guiddines and will beresponsble for ensuring tha the EMP
isupdded appropriately.

The EMT will coordinae routine Qable-topOexercise drills, to test the EMP®
validity, and orchestrate at least onemock disaster drill annudly. TheEMT will
provide appropriate training to those individuds who will assume leadership
postionsas emergency respondes.
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VIl.  REVIEW AND RESPONSIBILITY

Responsble Party: Assodate Vice President for Plant Operations
Director of Environmental Health and Risk Management

Review: Every three years, onor before Junel

VIIl. APPROVAL

Vice President for Administration and Finance

President

Effective Date: November 30, 2005

IX. REFERENCES
Emergency Opeating Manud
Index Terms. Closng the Campus

Emergendes
ShutDowns
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