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Letter of Promulgation
April 1, 2008

To: University of Washington Schools, Departments and Operating

Units
From: \'Ella Warren, Senior President fox, Finance and Facilities
' E00u_

SUBJECT: University of Washington Emergency Response Management Plan
— Updated April 1, 2008

The University of Washington, in accordance with the State of Washington guidance
contained in WAC 118.30.060, has now completed this annual update of the UW
Campus Emergency Management Plan. While focused primarily on the response
phase, this Plan is a guide to the University for emergency management and
coordination of alf phases of emergency management operations in order to minimize
the impacts of emergencies and disasters, and to protect the people, property, and
restore the primary mission of the University.

The Governor of the State of Washington has required State Baccalaureate Institutions
to cooperate with the State of Washington Emergency Management Division and local
emergency response agencies during emergency response, and to maintain an internal
comprehensive emergency management plan in order to accomplish their day-to-day
activities immediately before, during, or following an emergency or disaster.

This updated University of Washington Emergency Response Management Plan, in
concert with training, business resumption and ongoing mitigation of hazards and risks,

pravides for the University's cooperation with the State of Washington's emergency
management program and greatly enhances the University’s capability to respond and
recover from disaster and crisis events. Additionally, it complies with National Incident
Management Systemn (NIMS) concepts, requirements and policies.

In coordination with the UW Emergency Management Planning Committee, Facilities
Services maintains the University of Washington Emergency Response Management
Plan and coordinates the implementation of the associated preparedness activities for
the University. Questions or suggestions for revision should be directed to the UWY
Emergency Management Division of Facilities Services.

Fearsnerd ] ,ﬁ,.pﬂ.! 2008
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Foreword

April 1, 2008

In order to preserve and advance the University of Washington's research,
teaching and public service programs, a stable and secure infrastructure of
services and administration, is essential. For normal day-to-day operations, the
University provides these services centrally and through administrative structures
in its schools, departments and operating units. However, in times of extreme
emergency, wide-spread disruption and/or life-threatening crises, critical
functional units of the University must work together under central coordination to
protect and preserve. The highest priorities of life, safety, property, and
restoration become the interim mission of the University. The University
Emergency Operations Center is the key central communication function that will
connect the various functional units with decision-makers and assistance.

Founded on the priorities and operational concepts of emergency management,
the plan has been prepared, primarily for the people who will use it. While it
serves the University as a whole, the plan is a management guide for those with
key assignments and responsibilities during emergency activations. It supports
those who manage emergencies on campus and who must keep the business
side of the University functional; it supports those who must restore University
activities in research, academic learning and public service.

This Emergency Response Management Plan is not the end of emergency
planning; it is just the beginning. School and department preparedness,
connections to city, county and State first responders, and practicing what to do
in @ mock emergency are just some of the next steps we anticipate. UW
Facilities Services is prepared to assist and support departments and operating
units in the development and execution of emergency plans, training and
exercises to meet these critical goals and activities.

/ 14
Charlesmd

Associate Vice President for Facilities Services
University of Washington

Foreword ii Aprll 2008
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Record of Revisions

Web Files Email Hardcopy

Distribution Distribution

NOTE: This plan goes through continuous, ongoing changes based on the
results of actual events, post-exercise drills and activities, and input from units
and departments tasked in this plan. The UW does not go through a formal
annual plan review process, but rather makes incremental changes,
modifications and adjustments to this plan as conditions change. By posting
these changes on the UWEM website, the most up-to-date version of this plan is
instantly available to all UW and partner responders 24/7.

Both a public version of this plan can be found on the UWEM website at:

http://www.washington.edu/emergency

as well as the full version, including checklists, phone numbers and more
detailed information. This full version can be found at:
https://depts.washington.edu/uwoem/members/documents/index.html

Record of Revisions iv April 2009
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University of Washington
Emergency Response Management Plan

Section 1

Introduction, Purpose, Relationship with other University Groups, Laws,
Plan Assumptions and Objectives, Concept of Operations, Levels of
Activation, Plan Usage and Content

Introduction and Purpose

Disasters or emergencies can happen suddenly, creating a situation in which the
normal staff support services for the University can become overwhelmed. During
crises, the University requires special programs to address the needs of emergency
response operations and recovery management. To
address such emergencies, the University of Washington & w
(UW) has established this Emergency Response S '
Management Plan, which provides a guideline for the & &
management of the immediate actions and operations ga -
required to respond to an emergency or disaster. The S
overall priorities of the University during a disaster are the
protection of lives, live assets, valuable research
processes, property, the community, and the environment.
The overall objective is to respond to emergency conditions and manage the
process of restoring University academic and research programs and services. This
plan represents the Campus Emergency Management Plan, which encompasses
the facilities, services and the administration of the UW Seattle campus.

\ ATaro598

Purpose of the Plan

This plan provides the management structure, key responsibilities, emergency
assignments, and general procedures to follow during and immediately after an
emergency. The University has established this plan to address the immediate
requirements for a major disaster or emergency in which normal operations are
interrupted and special measures must be taken to:

e Save and protect the lives of students, patients, employees, and the public.

¢ Manage immediate communications and information regarding emergency
response operations and campus safety.

e Provide essential services and operations.
e Provide and analyze information to support decision-making and action plans.

iv April 2009

Record of Revisions



w EMERGENCY RESPONSE MANAGEMENT PLAN SECTION 1

Manage University resources effectively in the emergency response.

This plan does not supersede or replace the procedures for safety, hazardous
materials response, or other procedures that are already in place at the University.
It supplements those procedures with a temporary crisis management structure,
which provides for the immediate focus of management on response operations and
the early transition to recovery operations.

Relationship with Other University Groups

The scope of this plan is for the University of Washington’s Seattle Campus. The
relationship of this plan to the other University groups is, as follows:

University of Washington Medical Center - The University of Washington
Seattle Campus includes the UW Medical Center (UWMC), which is a full
service hospital and associated medical clinics on campus properties.
UWMC maintains its own emergency plan and Emergency Operations Center
(EOC) linking to this plan with a liaison position, shown in Figure 4, Section Il
of this plan.

University of Washington Tacoma - The University of Washington Tacoma
(UW Tacoma) maintains its own site emergency plan and Emergency
Operations Center. This plan links with the UW Tacoma EOC with the
Internal Liaison function, as shown in Figure 4, Section Il of this plan.
University of Washington Bothell - The University of Washington Bothell
(UW Bothell) maintains its own site emergency plan. The UW Bothell is co-
located with the Cascadia Community College and co-manages site
emergencies with the college management. This plan links with the UW
Bothell EOC with the Internal Liaison function, as shown in Figure 4, Section
I of this plan.

Health Sciences Administration - The Health Sciences complex is the
largest facility at the UW Seattle Campus and houses most of the medical
research operations at the University. The Health Sciences Administration
oversees facility and operational related support services and serves as a
primary coordinator for the building occupants and research activities. Health
Sciences Administration is represented in this plan with a liaison
representative in the EOC who serves as a coordinator between the EOC and
the Health Sciences complex population.

Harborview Medical Center - Harborview Medical Center, which is staffed
primarily by UW employees, is a King County facility and is operated under
the auspices of King County. Harborview maintains its own emergency
response plan and is the centralized coordinating point for most King County
hospitals. It is the primary trauma center in the Northwestern United States.

Introduction, Laws, Objectives and Levels of
Activation

SECTION 1 — Page 2 April 2009



w EMERGENCY RESPONSE MANAGEMENT PLAN SECTION 1

Laws and Authorities

This plan is established under the following laws and authorities for emergency
management:

By-Laws of the Board of Regents, University Handbook, Volume 1,Part Il,
Article IV, Section |

Standing Orders of the Board of Regents, University Handbook, Volume
1,Part lll, Chapter | Section 2

General Conduct Code, Chapter 478-124 WA Administrative Code (WAC)

RCW 38.52.070(1) (directs political subdivisions to establish, or be a member
of, a local organization for emergency management).

RCW 38.52.070(1) (also requires that local comprehensive emergency
management plans must specify the use of the incident command system for
multi-agency / multi-jurisdiction operations).

Robert T. Stafford Disaster Relief and Emergency Assistance Act / Public
Law 93-288, as amended (addresses the role of the Federal Government).

Current applicable 44 Code of Federal Regulations (CFR) address policy and
guidance for Federal Government disaster response and recovery.

UW Administrative Policy Statement 13.1 “Emergency Management”
UW Administrative Policy Statement 13.2 “Business Continuity Management”

Washington Governor’s Executive Order mandating NIMS, signed 9/30/2004

Disaster Coordination in the State of Washington with Local, State and Federal
Agencies

The University of Washington is a state level public agency in the State of
Washington, with the primary campus located in the City of Seattle in King County.
Additionally, the University has two other campus locations, UW Bothell located in
King County and UW Tacoma located in the City of Tacoma in Pierce County.
During a full scale, region-wide emergency, the University will coordinate with the
other two campuses, as well as local, county and state agencies. The process for
reporting and emergency coordinating is shown below in Figure 1, Disaster
Coordination with Local, County and State Agencies.

Introduction, Laws, Objectives and Levels of

Activation

SECTION 1 — Page 3 April 2009



w EMERGENCY RESPONSE MANAGEMENT PLAN SECTION 1

Figure 1
UW Disaster Coordination with Local, County and State Agencies

Federal Emergency Management Agency
(FEMA)/ Dept. of Homeland Security

State of Washington
Emergency Operations Center
Camp Murray, Washington

King County | City of Seattle Pierce County

City of Bothell

City of Tacoma

UW Bothell E 0 s Ot10
Co-located with Cascadia
Community College

UW Tacoma

= DIRECT reporting relationship

................ = INDIRECT/Informal or courtesy reporting relationship

Introduction, Laws, Objectives and Levels of

Activation SECTION 1 — Page 4
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w EMERGENCY RESPONSE MANAGEMENT PLAN SECTION 1

Planning Assumptions

Emergency planning requires a commonly accepted set of assumed operational
conditions that provide a foundation for establishing protocols and procedures.
These assumptions are called planning assumptions, and the standard practice is to
base planning on the worst-case conditions.

For the University, as for all organizations in high seismic regions, the worst-case
conditions are represented by the earthquake hazard. Using the earthquake model,
the planning assumptions incorporated into this plan include:

Critical lifeline utilities may be interrupted including water delivery, electrical
power, natural gas, telephone communications, microwave and repeater-
based radio systems, cellular telephones and information systems.

Regional and local services may not be available.

Major roads, overpasses, bridges and local streets may be damaged.
Buildings and structures, including homes, may be damaged.
Damage and shaking may cause injuries and displacement of people.
Normal suppliers may not be able to deliver materials.

Contact with family and homes may be interrupted.

People may become stranded at the University — conditions may be unsafe to
travel off campus.

The University will need to conduct its own rapid damage assessment,
situation analysis, and deployment of on-site resources and management of
emergency operations on campus, from the Campus EOC while emergency
conditions exist.

Communication and exchange of information will be one of the highest priority
operations at the Campus EOC. The inter/intranets may be down.

Emergency Plan Concept of Operations

This plan provides the organized management system for the UW Campus to follow
during emergencies. It is designed as a flexible system in which part or the entire
plan may be activated, as appropriate to the situation. It is based on a worst-case
scenario and provides for the critical functions and roles of the University during a
response.

Introduction, Laws, Objectives and Levels of

Activation SECTION 1 — Page 5 April 2009



w EMERGENCY RESPONSE MANAGEMENT PLAN SECTION 1

The UW’s Emergency Response Management Plan is considered a management
tool, in that it provides an overall organization and general procedures for the
management of information, activities, and operations during an emergency. The
planning is based on the Incident Command System (ICS), the management
structure adopted throughout the United States and internationally, and a
requirement of the State of Washington Emergency Planning Guidance and various
US Department of Homeland Security Presidential Decision Directives and NIMS
guidance. This approach to emergency management is based on a five-section
structure and the sections, or teams, contain functional positions for each critical
operation of the University during an emergency. It provides for a smooth transition
to restoration of normal services and the implementation of programs for recovery.

The benefits of the ICS process are:

1. History
a. Thirty-year history of successful implementation for emergency
response management in the field.
b. Ten-year history as the International (Global) Standard for Emergency
Management organization.
2. Proven Best Practices in Emergency Management
a. Flexibility in application — allows for scale-up, scale-down and
transition.
b. Team-based, bundled and linked S330030000%
processes and cross-functional
efficiency within the organization.
c. Easy-to-understand for the users.
d. Action oriented — focuses on results
and output.
e. Starts and stops — designed for rapid
deployment and smooth de-activation.
f. Wide application to unique settings.
3. Aligned with Adjacent and Contiguous
Agencies
a. Standardized functions.
b. Standardized processes.
c. Follow State of Washington
guidelines.

Plan Objectives
The objectives of this plan are to:
1. Organization

a. Provide clear and easy-to-follow checklist based guidelines for the
most critical functions and liaisons during an emergency response.

Introduction, Laws, Objectives and Levels of

Activation SECTION 1 — Page 6 April 2009
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b. Organize and format this plan into an easy-to-follow format in which
users can quickly determine their role, responsibility and primary tasks.
c. Link and coordinate processes, actions and the exchange of critical
information into an efficient and real-time overall response in which all
entities have access into the emergency response process, and know
what is going on at the University.
2. Communications and Information Management
a. Serve as the central point of communications both for receipt and
transmission of urgent information and messages.
b. Serve as the official point of contact for the University during
emergencies when normal channels are interrupted.
c. Provide 24-hour full service communication services for voice, data
and operational systems.
d. Collect and collate all disaster information for notification, public
information, documentation and post-incident analysis.
e. Provide a basis for training staff and organizations in emergency
response management.
3. Decision—Making
a. Determine through a clear decision-making process, the level of
response and extent of emergency control and coordination that
should be activated when incidents occur.
4. Response Operations
a. Utilize efficiently, the resources at the UW campus to implement a
comprehensive and efficient emergency management response team.
b. Continuously be prepared with a pro-active emergency response
management action plan, for the possibilities and eventualities of
emerging incidents.
5. Recovery Operations
a. Transition response operations over to normal management
processes, as able.
b. Support business resumption plans and processes, as needed, during
restoration phases.
c. Provide documentation and information support to FEMA disaster
assistance program application.

Introduction, Laws, Objectives and Levels of

Activation SECTION 1 — Page 7 April 2009
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Levels of Emergency

Emergency conditions vary with each incident and activation. As a guide, three
levels of emergency are specified, as follows:

1. Level 1 —an emergency incident in which normal UW emergency response
services can handle. While there may be some damage and/or interruption,
the conditions are localized and the EOC activation is not needed. The UW
EOC operates, by default,
under Level 1, unless it is
upgraded to Levels 2 or 3. This
is considered the “stand-by”
mode.

2. Level 2 — emergency incident
is severe and causes damage
and/or interruption to UW
operations. A partial or full
activation of the UW EOC is
needed. UW may be the only
affected entity.

3. Level 3 — disaster conditions in
which the UW must activate the
full EOC in order to address immediate emergency response. Emergency
conditions are wide spread and UW must be self-sufficient for a period of
hours to several days. UW may request mutual assistance from the City of
Seattle, King County, other State agencies or request federal assistance via
the State of Washington EOC.

Generally, the EOC is activated under Levels 2 and 3 emergencies. Appendix A
provides the list of UW campus EOC functions with lead and support assignments to
the EOC. Appendix B provides the contact list for the staff assigned to the EOC.
Appendix C of this plan provides information on the UW EOC facility.

Plan Activation

This plan is activated whenever emergency conditions exist in which normal
operations cannot be performed and immediate action is required to:

# Save and protect lives.
# Coordinate communications.

# Prevent damage to the environment, systems and property.

Introduction, Laws, Objectives and Levels of

Activation SECTION 1 — Page 8 April 2009
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Provide essential services.
Temporarily assign University staff to perform emergency work.
Invoke emergency authorization to procure and allocate resources.

Activate and staff the Emergency Operations Center (EOC).

Emergency Authority
Emergency Policy Council (President’s Cabinet)

The President of the University serves as the head of the Emergency Policy Council
which may activate for a ‘ emergency or whenever executive policy issues
must be addressed. In the event of any threatened or actual disaster or civil
disorder on the campus of the University of Washington at a time when the
President of the University is absent from the campus, the authority to take all
necessary and appropriate actions on behalf of the President of the University is
hereby delegated to the following University officers in the order listed below, with
such authority being delegated to the highest ranked University officer on the list
whom the University Police Department is able to contact: (UW Administrative Order
No. 2):

1. Provost and Executive Vice President
2. Vice Provost for Student Life
3. Senior Vice President for Finance and Facilities

4. Vice Provost and Dean of Undergraduate Academic Affairs

NOTE: For a civil disturbance situation only, the Chief of the University
Police Department or, in the Chief's absence, the senior on-call police
supervisor, is hereby delegated the authority to take all necessary and
appropriate actions on behalf of the President:

(1) When neither the President nor any of the University officers
listed above can be contacted within a reasonable period of
time, given the immediacy and other circumstances of the
threatened or actual civil disorder.

(2) When an actual civil disorder is in progress and immediate
action is necessary to protect persons or property from further
injury or damage.

Introduction, Laws, Objectives and Levels of

Activation SECTION 1 — Page 9 April 2009
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UW Campus Emergency Operations Center (EOC)

During incidents and emergency conditions in which the immediate activation of the
UW Campus EOC is needed, the following UW positions may activate this plan and
the UW Campus EOC, and serve as the EOC Director (in recommended order):

# Associate Vice President of Facilities Services

UW Chief of Police
= Director of Environmental, Health and Safety

In the event that none of the above is
available, the UW Police Department
Watch Commander will assume
authority for the activation of this plan
and provide overall direction until one of
the above designees arrives.

An overview of the process for the
activation of the University Emergency
Management Plan and EOC is on the
following page in Figure 2:

UW EOC Drill Activation, March 5, 2008

The UW’s Primary EOC is located in Room 111, Bryant Building, 1117 Boat Street, NE.
The Backup EOC is located in Lander Hall, Rooms 134 and 135. (See map below)

ST EEmanaa w2 | L P

e SECONDARY

$

G

Introduction, Laws, Objectives and Levels of
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Plan Usage

This plan is established as a supplement to the University’s administrative policies and
procedures. Under activation and implementation, it serves as an emergency manual
setting forth the authority to direct operations, direct staff assignments, procure and
allocate resources, and take measures to restore normal services and operations.

Users are to follow and complete the checklists contained in this document during
emergency response (and training activations and exercises). The forms are then
retained on file as official records of the emergency response. Users are also
encouraged to supplement this manual with additional individual materials and
information required for emergency response and recovery.

This plan is designed to be updated after each activation or exercise. A debriefing
session will be conducted to identify “lessons learned” and areas of improvement to
the University’s emergency plans and processes. The procedural checklists and
forms are to be reviewed and revised each time they are reprinted for electronic
update and distribution.

Plan Content and Format

This plan is organized as listed below. Also, refer to Figure 3.
Letter of Promulgation
Foreword
Distribution List of Plan Holders
Record of Revisions
Section 1 Introduction

Section 2 UW Campus EOC Organization, Position Responsibilities and
Assignments

Section 3 Checklists

EOC Organization, Position Responsibilities and

Assignments SECTION 1 — Page 12 Apl"" 2009



w EMERGENCY RESPONSE MANAGEMENT PLAN SECTION 1
Section 4 Appendices
Appendix A — EOC Functions with Lead and Support
Assignments
Appendix B — EOC Staff Assignments and Contact List
Appendix C — EOC Facility
Appendix D — Forms
Appendix E — Training and Exercises
Appendix F — Key 24-hour Telephone Listings
Appendix G — EOC Phone Numbers
Appendix H — List of Acronyms
Annexes The following annexes may also be referred to as supplemental

guidance to this Plan. The annexes contain detailed emergency
response actions for specific events and/or departments or units:

1. UW Crisis Communications Plan
2. UW Pandemic Flu Guidance (Plan)

3. Seattle Campus Mass Assembly Areas

Workshop/Training in the Bryant EOC, February 2007

EOC Organization, Position Responsibilities and

Assignments

SECTION 1 — Page 13 April 2009
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Tabs and Pages - Figure 3
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: EOC Staff Assignments and . .

Appendix B Contact List Annex 2 | UW Pandemic Flu Guidance (Plan)

Appendix C | EOC Facility Annex 3 i:e:etlge Campus Mass Assembly
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w EMERGENCY RESPONSE MANAGEMENT PLAN SECTION 1

Cross Reference Chart

Table 1, Cross Reference Chart for the UW Emergency Response Management Plan,
lists the correlation of the UW Emergency Response Management Plan with the State
of Washington WAC 118.30.060 (Annexes) and the Federal and State of Washington
Emergency Support Functions (ESFs).

Table 1
Cross Reference Chart for the UW Emergency Response Management Plan
. Federal/ UW Emergency Response
State of Washington WAC Annex State ESF Management Plan Reference

Annexes A and B
Direction and Control

Annex C
Emergency Resource

Annex D
Warning

Annex E
Emergency Public Information

Annex F

Response/Recovery Operation
Reports

Annex G
Movement (Evacuation)

Annex H
Shelter

Annex |

EOC Organization, Position Responsibilities and
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®

. Federal/ UW Emergency Response
State of Washington WAC Annex State ESF Management Plan Reference
Manpower (Staffing)
Annex J

Mass Care, Emergency
Welfare, Individual Assistance

Annex K

Medical Health, Mortuary
Services

Annex L
Communications

Annex M
Food

Annex N
Transportation

Annex O

Radiological/Technical
Protections

Annex P
Law Enforcement

Annex Q
Fire

Annex R
Engineering Services

Annex S
Search and Rescue

Annex T
Military Support

Annex U

EOC Organization, Position Responsibilities and
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Religious Affairs
Annex V

Administrative Procedures and
Records

Annex W
Fiscal Procedures

Annex X
Training and Education

Annex Y
Energy and Utilities

EOC Organization, Position Responsibilities and SECTION 1 — Page 17 ApriI 2009

Assignments



w EMERGENCY RESPONSE MANAGEMENT PLAN SECTION 2

Section Il

UW Campus EOC Organization, Position Responsibilities and
Assignments

Emergency response management requires the establishment of a strategic
organization comprised of the most important or critical functions of the University.
Consistent with the international Emergency Management standards of the Incident
Command System (ICS), the UW Emergency Operations Center organization plan
follows the standard five-section + one (team) structure as the basis for organizing
emergency planning and response. The six EOC Sections are color-coded as follows:

(1) EOC Management (Royal Blue)
(2) Operations (Red)

(3) Planning

(4) Logistics (and Resources)

(5) Finance (& Administration)

(6) News & Information (Maroon)

The UW Campus emergency response organization is based on these Sections,
as shown on the Emergency Operations Center Functions in Figure 4.

A description of the positions and responsibilities of the EOC are provided in Table
2-A — EOC Management Functions, Table 2-B EOC Operations Functions,
Table 2-C EOC Planning Functions, Table 2-D EOC Logistics Functions, and
Table 2-E Finance and Administration Functions. Please note that each team
has a Section Chief function included in the Tables.

Checklists for each position are in Section 3 of this plan and provide specific
responsibilities. The responsibilities in the checklists are for work in the EOC and
do not address emergency response operations or business resumption functions,
which are not managed at or from the EOC.

Appendix A lists the primary and alternate assignments to these positions.

EOC Organization, Position Responsibilities and Assignments SECTION 2 — Page 1 ApriI 2008
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EMERGENCY RESPONSE MANAGEMENT PLAN SECTION 2

University of Washington Emergency Operations Center Functions/Units - Figure 4

UW Emergency Policy Council
(President’s Cabinet)

University Schools and
Departments (Deans)

News & Information
(P1O) - Liaison to Crisis

Health Sciences Administration Damage Assessment UW Site Inventory — materials, goods, Legal Counsel

Communications Team™ EOC Director * _
(EOC Management Group) EOC Admin/Support Staff
Internal Liaison(s) Externgl Liaison(_s)
to University Groups _to Outside Agencies
(including Bothell & Tacoma Campuses, UWMC, Harborview) (city, county, state, federal)
| I
Planning Section* Logistics Section* Finance/Admin Section

Police * uati * = Resource Procurement* = Emergency Accounting
Facilities Services* Situation Status = Volunteer Coordination = Payroll

EH&S (PEAT Liaison)* ATC-20 Building Inspectors = Donations Management = Insurance/Claims

Medical Triage/First Aid Centers Emergency Projects . equipment Recovery Team
UW Technology* Real Estate (Off-Campus sites) = Transportation Services, Vehicles

Care and _Shflter = Emergency Food, Water, and Sanitation

Student Life = UW Technology*

Emergency Staff Services

* These functions are always activated.
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Table2- A

UW EOC MANAGEMENT FUNCTIONS

Function or Group

Purpose/Responsibilities

Executive Emergency Policy
Council (President’s Cabinet)

Provide executive leadership to the University during emergencies in
which the academic and research programs are interrupted, or normal
business cannot be conducted. Executive coordination with the
Governor’s office, Board of Regents. Direction and coordination with the
Faculty Senate, Deans and Directors of Research and University
Programs and the EOC Management Group/EOC Director. Group
meets at Mary Gates Hall, Room 258.

EOC Director

With the advice of the EOC Section Chiefs, provide overall strategy for
the EOC. Reviews and approves overall priorities and action strategies
for the emergency response. Works with and support the News and
Information Team in the development and delivery of messages.
Coordinates and communicates as necessary with the Emergency Policy
Council and other University groups regarding the UW Campus EOC
operations. Oversee response and recovery operations. Activate the
EQOC, develop and lead the EOC Action Plan, and deactivate as
conditions return to normal. Have the delegated authority to act in the
best interest of the University and the goals of emergency response and
recovery, on behalf of the Emergency Policy Council during immediate
response operations. This position is always activated.

News and Information Team
(liaison to Crisis

Communications Team)

Manage all official communication from the University, including internal
messages to Faculty, Staff, Students, Employees, etc.; media; external
communication other than operational coordination. This position is
always activated. Provide primary source of updated and confirmed
information to the off-site Crisis Communications Team (Media Relations
& Communications Office)

Includes representatives from and/or communication with:

e UWMC & Harborview Liaisons

e UW Bothell

e UW Tacoma
And other UW entities that are impacted by the emergency and have a
need for immediate coordination.

External Liaisons are invited on an as-needed basis.

Includes representatives from and/or communication with outside public
agencies — the City of Seattle, King County and the State. May include
liaisons with other districts and public agencies.

External Liaisons are invited on an as-needed basis.

EOC Administration
(Support) Staff

Provide staff support to the EOC. Assist with set-up of the EOC and
coordinate internal operations. May provide staff support to all functions
and positions in the EOC, regardless of department. These positions are
always activated.

EOC Organization, Position Responsibilities and
Assignments
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Table2-B
UW EOC OPERATIONS FUNCTIONS

Function Purpose/Responsibilities

Provide overall direction, management and coordination for all operational
functions of the EOC that are part of the Operations Team. Establish
operational priorities and strategies. Coordinate to ensure effective field
incident response and the management of operational resources.

Provide senior operational representation to the EOC Director. This
position is always activated. Serves as a back up to the EOC Director.

Responsible for managing Police functional operations at the EOC.
Serves as the Operations Section Chief for incidents in which the police
field units are the Incident Commanders. Coordinates general field
assignment with the Police Department Command Center and may, as
needed, communicate directly with field Incident Commanders and units.
Has the lead for the Operational Action Plan for law enforcement,
security, traffic control, access control, and crime scene preservation.
Coordinates with the county Medical Examiner's office for incidents
involving fatalities. Has primary authority for establishing priority for field
response and police resource allocation. Responsible for managing
search and rescue and fire suppression, if the Seattle Fire Department is
not immediately available.

Responsible for managing and coordinating the prioritized response and
exchange of operational information for all buildings, power and water
utilities, roadways, and grounds with the Facilities Services Unit
Response Center. Has the lead for the Operational Action Plan for
emergency inspection, repair and restoration operations for all campus
power and water utilities, facilities roadways, and grounds. Assists with
emergency power and support for all field operations and the EOC. Is
responsible for providing reports from outside utilities, and transitioning
emergency operations to clean up and repair operations.

Coordinates between UW Technology Unit Response Center (URC), UW
Technology EOC Logistics position, and other EOC positions. Provides
status for campus communications/computing services for disaster
response. Plans for and establishes alternate and emergency computing
in support of the EOC and critical campus operations. Maintains,
operates, and deploys emergency communication tools. Provides
technical support for News and Information and Crisis Communications.
Manages the utilization of the UW Amateur Radio group and services
(Ham) when available.

EOC Organization, Position Responsibilities and
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Table2-B
UW EOC OPERATIONS FUNCTIONS (Continued)

Function Purpose/Responsibilities

Manage and coordinate the environmental health and safety functions of
the emergency response on the Seattle campus and provide consultation
for emergency response at other UW locations. This includes providing
input for suspected problems with hazardous chemical, biological or
radiological materials or spills, or basic public health concerns related to
contaminated water, sewage or air contaminants. Provide consultation to
assist in the assessment of unsafe conditions. Manage and coordinate
on-site hazard assessments. Coordinate HazMat contractor consistent
with EOC priorities. Advise and provide information to other campus
departments and emergency response personnel on the safety and
health of planned operations and responses. Provide advice and
consultation on Pre-entry Assessment Team (PEAT) deployment. Provide
input for the Operational Action Plan for evaluating and prioritizing
response operations relative to hazardous situations, fire risks, and health
and environmental risks.

Responsible for coordinating with the Health Sciences Administration Unit
Response Center and associated campus resources for coordinating
response operations to the Health Sciences Building. Also responsible
for assisting Comparative Medicine/Primate Center in managing and
providing animal care services, including protecting, feeding, rescue and
relocation if necessary, of research animals in all campus facilities.
Reports the status of animals to the EOC. Coordinates emergency
response operations in conjunction with the priorities for providing
environmental health and safety to the animals. Tracks the disposition of
animals and provides updated reports to the EOC. Provides support to
Human Resources with professional volunteer staff from the academic
schools at the Health Sciences Building.

Provides coordination with Hall Health and assigned resources for the
management of all field medical emergency response operations on the
campus, including field emergency triage, medical transportation, first aid,
deaths, and casualty counts. Coordinates the request for and allocation
of medical resources at the campus (not part of the UWMC ER). May
coordinate the location of on-going triage and minor care with the UW
Medical Center services. Monitors and documents injury and death
reports, and coordinates with the Police Department for reports to the
County Medical Examiner.

EOC Organization, Position Responsibilities and

Assignments SECTION 2 — Page 5 April 2009
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Table2-B

UW EOC OPERATIONS FUNCTIONS (Continued)

Function

Purpose/Responsibilities

Responsible for coordinating University Care and Shelter operations for
all populations who may be stranded on campus. Coordination may be in
support of other activities on campus or with public services through King
County or the State of Washington. Additionally, may need to address
requests from the City of Seattle, King County, Red Cross or other
agencies to the UW, to host temporary shelters for citizens.

Represent all Student Life for the University during the emergency
response and recovery. Coordinate and provide housing and food
services, information to families of students, and counseling services to
students.

Responsible for coordinating with Human Resources and other
administrative departments to manage emergency services and support
for UW staff stranded at campus or needing emergency services from
campus resources. May work with other functions to coordinate care and
shelter and emergency transportation. Also, may work with Medical First
Aid to coordinate crisis-counseling services.

As part of the EH&S Team, the PEAT Liaison maintains contact directly
via the on-site PEAT Team or via the EH&S Unit Response Center
regarding the status of the PEAT Team activities on the Seattle Campus.

This position, staffed by a trained UW Campus Emergency Response
Team (CERT) member, will act as the primary EOC on-site liaison
between the various building-specific, trained UW CERT team members
and the EOC.

EOC Organization, Position Responsibilities and
Assignments
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Table2-C
UW EOC PLANNING FUNCTIONS

Function

Purpose/Responsibilities

Planning Section Chief

Provide for overall management and analysis of disaster/incident
information and assessment of impact and damage to the University
systems, properties, facilities and capability to occupy buildings. Provide
analysis and consultation regarding extended operations and the impacts
of the emergency. Runs the hourly EOC Section Chief Planning
meetings. Manages the receipt, posting, tracking and documentation of
disaster/incident information. Support the financial accounting of all
incurred costs and estimated expenditures. This position is always
activated whenever there is significant information, extended operations
or property damage.

Situation Status

Responsibility for receiving, analyzing, posting, tracking and assessing
information regarding the situation, damage and interruption to the
University properties and programs. Maintains a general EOC log
documenting major actions and decisions of the EOC. Keeps the EOC
Director updated.

ATC-20 Building Inspectors

Responsible for coordinating the assignment of building and facility
inspections during earthquake events or other incidents, which may result
in structural damage. May work directly with consulting engineers to
augment University resources.

Damage Assessment

Responsible for the analysis of status reports and inspection reports to
identify damaged properties; track damage and evaluates for ballpark
estimates of damage, loss and reconstruction/repair costs. Primary
responsibility of UW Police (windshield surveys) and ATC-20 Teams
(Facilities)

Emergency Projects

Implements and manages maintenance, repair and construction projects
for critical University services and facilities, as authorized by the EOC
Director.

Real Estate Office Liaison

Responsible for coordination, information gathering and dissemination of
information to UW tenants and property-owners of major off-campus
leased space.

EOC Organization, Position Responsibilities and

Assignments
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Table2-D
UW EOC LOGISTICS FUNCTIONS

Function

Purpose/Responsibilities

Logistics Section Chief

Provide overall management of resource and logistical support for
operations and planning functions. Access and procure resources to
support the emergency response and operations, which require support
beyond normal department assets. Support the EOC activation and
temporary emergency care for people and workers. Coordinate the
management of volunteer resources to support emergency operations.
Coordinate with the Finance Team to ensure appropriate processes for
procurement and contracting.

Resource Procurement

Sets up all logistics for procurement and delivery of resources, both UW
campus resources and outside goods and services. Arranges for field
receipt and acknowledgement. Procures private and vended services.
May include contracted services, equipment purchase, supplies purchase
or support (meals, etc.) for emergency operations. If resources are not
actually purchased through the EOC, sets up an allocation and tracking
process to assure vendors know whom to invoice and how they will be
paid. Responsible for tracking and distributing the equipment and
supplies requested by the EOC required to support campus emergency
response and recovery activities. Coordinates with Finance in the record
keeping, planning and budgeting for funding authorization.

Human Resources

Responsible for managing emergency human resource operations,
including temporary or emergency hires, critical processes for benefits
and employee services, and other HR related activities in support of the
emergency response and recovery. Responsible for coordinating all UW
staff volunteer resources to support the University's needs. Set up a
registration process for ensuring UW staff volunteers are working under
the management of an appropriate manager of the University.
Registration includes obtaining emergency contact numbers, signed
statement indicating complete and voluntary participation and willingness
to work as assigned. May need to address work requirements, i.e. lifting,
hazard exposure, etc. This does not need to be done for any volunteers
who are coordinated by an official organization, such as the American
Red Cross or the National Search and Rescue Association.

EOC Organization, Position Responsibilities and
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Table2-D

UW EOC LOGISTICS FUNCTIONS cont...

Function

Purpose/Responsibilities

Communications/Computing

Coordinates between UW Technology Unit Response Center (URC), UW
Technology EOC Operations position, and other EOC positions. Provides
status for campus communications/computing services for disaster
response. Plans for and establishes alternate and emergency computing
in support of the EOC and critical campus operations. Maintains,
operates, and deploys emergency communication tools. Provides
technical support for News and Information and Crisis Communications.
Manages the utilization of the UW Amateur Radio group and services
(Ham) when available.

Transportation Services,
Vehicles

Responsible for providing transportation to support emergency
operations, including transport of emergency personnel, equipment and
supplies, and injured persons. Manage the campus pool vehicles,
parking operations, garage, and coordinating the provision of municipal
transit services to campus. Maintains inventory of all available
transportation (vehicles) and support (fuel, supplies, and drivers).

Emergency Food, Water and
Sanitation

Responsible for obtaining and allocating food and water supplies to
support emergency staff needs. Coordinates with all campus resources
to obtain hot meals and supplemental food for emergency workers on
campus.

EOC Organization, Position Responsibilities and
Assignments
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Table2-E
UW EOC FINANCE FUNCTIONS

Function

Purpose/Responsibilities

Provide overall management of financial accounting and analysis for the
emergency response, including keeping the EOC Director and
Emergency Policy Council advised of the total cost-to-date of the
emergency response, estimated losses and financial impacts of the
emergency to University businesses, programs and facilities. Also, begin
the tracking and documentation process for FEMA application and
insurance claims.

Establish an accounting process for tracking expenses for procurement of
services, contracts and/or mutual aid from the EOC. Establish
accounting numbers for tracking expenses.

Coordinates the payment of UW employees and staff during and after an
emergency or disaster and develops alternate payment methods if the
primary payroll processes are impacted.

Assist EOC staff (either on-site or via phone consultation) with insurance
and liability claims information and information-sharing. Provide subject
matter expertise on both issues as the event evolves toward the recovery
stage.

Staffed by the Assistant Attorney General’s Office for the UW, this
position will be available for advice and consultation on all legal matters
involving the University’s emergency response activities. This position
may not be physically present in the EOC, but must be available
electronically (via phone) to the EOC and/or Emergency Policy Council
representatives.

Begin to prepare and maintain the FEMA public assistance
documentation information package. Maintain the documentation files
and support the disaster assistance application process. Attend the
FEMA briefing program to start the official process.

EOC Organization, Position Responsibilities and
Assignments
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Checklist 1

UW Emergency Policy Council (President’s Cabinet)

Primary Responsibilities

e Proclaim University emergencies and authorize the activation and coordination operations of the UW
Campus Emergency Operations Center (EOC)

e Notify and inform key University constituents and stakeholders, including the Board of Regents, the
Governor’s Office, and elected officials

e Issue directives regarding the overall status of the University Campus, programs and operations
e Provide direction for the resumption of research and educational programs
e Coordinate policy matters with the UWMC and University schools and departments

Actions

1. When notified of an emergency that threatens the University or interrupts University operations and/or
programs, convene to address the situation status, collect information and issue emergency
communications. Emergency meeting room is the large conference room used by the Undergraduate
Program on the Environment, Room 258, Mary Gates Hall.

2. If the event is severe and the University Campus EOC has activated the Campus-wide plan, issue an
Executive Declaration of a Disaster at the University. Communicate this officially to the Governor’s
Office and other key constituents.

3. Notify and communicate with the Academic and Research Departments (via Deans), Administrators
and Student Life regarding the University’s status.

4. Issue official emergency policy statements, orders and notices to support and manage the University’s
Emergency Response and Recovery Operations.

5. Establish emergency task forces and committees to address special contingencies for urgent program
support or critical decisions, pertaining to key University programs and processes.

6. Provide direction and vision to the University and the University Campus EOC for the recovery of
programs and post-event plans of restoration.

7. If the emergency is contained or as it lessens, the Emergency Policy Council may wish to appoint one
representative to be the 24-hour contact to the EOC. The full group can be convened again if needed
for emergency business, or for regular status reports.

Deactivation and Recovery

8. Issue executive policies to direct and support the recovery of services and programs.

9. Provide official contact to the Governor’s Office and elected officials to petition state and federal
disaster assistance programs for the University. Officially assign an “Applicant Agent” to apply for
federal funds.

10. Conduct post-disaster briefings to identify key lessons and learning’s for the improvement of the
University’s disaster preparedness program.

Checklists SECTION 3 — Page 1 April 2009



w EMERGENCY RESPONSE MANAGEMENT PLAN SECTION 3

Checklist 2

EOC Director

Primary Responsibilities

e Activates the UW Campus Emergency Operations Center
e Authority to direct and control all university resources during the emergency response phase

e Coordinates the overall EOC management with the University Schools and Departments, UW Tacoma
and UW Bothell

e Represents the UW Campus EOC and emergency response operations to the City of Seattle, King
County, State of Washington EOC and other outside agencies

e Establishes overall objectives and strategies for the UW Campus emergency response and recovery
e Handles EOC staff Issues and policy regarding EOC operations

e Obtains authorization for large expenditures and/or emergency programs from the UW Emergency Policy
Council

e Deactivates the EOC

e Manages the transition to recovery
Actions

1. When aware of and informed of any emergency or pending emergency, which may affect or impact
UW Campus properties, staff and/or operations, report to the UW Campus Emergency Operations
Center.

2. Assign a staff assistant to keep log of your activities and keep it current throughout the emergency
response. The assistant also serves as a runner for the EOC Management Team during the
activation.

3. Obtain as much information as possible about the emergency. Meet with the Operations Section
Chief and the Planning Section Chief to identify the following:

e Primary event or cause of the emergency
e Status of operations
e  Current overall situation at the UW Campus, including:
+ Power/Utilities
¢ Communications
¢ Major Damage to Buildings and Facilities
+ UW Medical Center
¢  Status of research programs and lab animals
+ Status of UW staff and research departments, academic programs and students
+ Major events and activities on Campus

e Other critical programs or activities at UW

Checklists SECTION 3 — Page 2 April 2009
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Checklist 2

EOC Director - continued

Actions - continued

4.

Based on the above information, determine the following:
e Level of emergency activation of the EOC (Level 1, 2, or 3)

e Primary activity of the EOC (i.e., coordination of information to key constituents, public
information, readiness in the event of escalating needs, full scale emergency coordination, etc.)

Call to duty, those positions and functions needed for the emergency response. If the potential for
emergency response is great, it is better to overstaff initially than to try to later “catch up” to the needs
of the situation. Contact the UW Police Communications Center to begin the process of activating the
EOC.

Select alternate EOC Director(s) from available staff and other EOC team members.

The EOC Director manages all other Section Chiefs/teams and operations during prolonged
emergency activations. The EOC Director meets with and confers with the EOC Management Team
(Section Chiefs) to determine the overall University response and strategy, approve and authorize
emergency expenditures for response operations, and coordinate operations with the other University
departments. There is always an EOC Director during an activation of the UW Campus EOC.

As the EOC Section Chiefs arrive, meet with them to establish an initial EOC Action Plan. Follow the
template provided with this checklist. Establish the immediate actions, next hour actions and short-
term actions. Work with each of the EOC Section Chiefs to establish a joint process for sharing
information and coordinating emergency operations. Establish a process and schedule for conducting
EOC briefings and announcing major decisions and information. The EOC Director may meet with the
EOC Section Chiefs more frequently to manage the operations.

Activate the EOC Administrative (Support) Staff to set up the EOC facility and support the EOC staff
with supplies and services.

10.

Notify the UW Emergency Policy Council of the activation and provide status reports and updates. Request
the activation of the group, if needed, to address policy issues and executive decision-making. If the UW
Emergency Policy Council will be needed for extended hours, obtain contact information and/or arrange for
one or two members to serve as primary contacts during non-business hours. If the emergency is severe,
request the continual activation of one or two members of the UW Emergency Policy Council.

11.

Activate the External Liaison positions to support the contact and notification to the City of Seattle and other
jurisdictions.

12.

Activate the Internal Liaison to contact and notify UW departments, schools and the other Campuses (not
represented in the EOC).

13.

Address staff issues and policies regarding EOC operations. Keep in mind that people from multiple
departments who may have differing policies and operational priorities, staff the EOC. It is essential that
the EOC staff support the EOC management decisions, and are able to communicate the priorities of the
EQC to their respective Unit Response Centers and departments.

14.

Review and update the EOC Action Plan as presented by the Operations Team, with a focus on the
transition to recovery as the emergency subsides. Work with the Planning Leader to continually reassess
the situation and update damage and emergency response costs.

15.

Continue to update the EOC Action Plan every hour or as needed. Number and post EOC Action Plans in
sequence. Bring together the EOC Section Chiefs to review and implement the Action Plan. Lead periodic
briefings with the entire EOC to communicate status and the EOC Action Plan. Update the UW Emergency
Policy Council and recommend policy decisions, as needed.

16.

Contact the City of Seattle, King County and State EMD EOCs with UW EQOC activation information.

Checklists
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Checklist 2

EOC Director - continued

Actions — continued
17. If this is an earthquake emergency, plan for the eventuality of aftershocks. Buildings and facilities will
need to be rechecked after significant shaking.

18. With the Operations Section Chief, evaluate the Operations Action Plan to ensure the overall plan is
consistent with the University’s response priorities. Pre-identified priorities are (these may not be in
prioritized order, depending on the situation and conditions of the emergency):

e Life safety - protection of lives and care of the injured

e Restoration of critical utilities

e Containment of hazards - protection of University staff and the public
e Student care

e Animal care

e Protection of critical research project operations (power dependent)
e Protection of the environment

e Protection of property from further damage

e  Support to staff and people on-site

e Communication to all University staff and students

e Protection of research and academic work-in-progress documentation and on-site files
e Restoration of networks and information systems

e Prevention of loss and damage to high value assets

e Clean-up and occupancy of buildings

e Restoration and resumption of University business and programs

19. Ensure the Action Plan is understood by each Section Chief in the EOC and communicated to the
URCs.

20. Evaluate the action plan for the following:

e Staffing requirements (exempt/non-exempt, commute problems)
e Labor agreements and types of work

e  Weather conditions

e Personnel support

e Equipment and supplies

Work with all EOC Section Chiefs and associated departments to ensure adequate staffing and
support.

Checklists SECTION 3 — Page 4 April 2009
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Checklist 2

EOC Director - continued

Actions — continued
21. Work closely with the News and Information Team to provide emergency public information to the
Campus and public.
22. Communicate with and coordinate operations with the UWMC, as able. Determine if consolidated
services and/or joint operations may be of value to the overall emergency response.

23. Based on the information and advice from the Operations Section Chief and the Planning Section
Chief, determine the capability of UW resources to address the overall response. If UW is about to
exhaust all UW resources, determine the best sources for additional resources: mutual assistance,
temporary hires, or contracted services. Each alternative has benefits and disadvantages. Also, each
alternative, if used within the federal program guidelines, is eligible for cost reimbursement under the
federal FEMA disaster assistance programs. If mutual aid is requested, determine the following:

e Type of assistance needed

e Location

e Tasks and duties to be performed
e UW person who will coordinate

e Food, water, sanitation and lodging resources available for support

24. If requests for UW services and resources are received from the City of Seattle, King County or other
organizations, determine the availability of UW resources and assess whether these resources will be
needed at the UW. The most likely request will be for the UW to provide a public shelter site for the
American Red Cross to support the local neighborhoods, if there is extensive damage or a large
evacuation. Determine if the UW can provide the service needed from the UW to support the public
needs.

25. Be prepared to support the UW Medical Center with operational responses, as needed.

26. Provide staff for 24-hour EOC operations, if needed.

27. Begin the development of a transition plan to support recovery and resumption of normal operations

and the re-opening of the Campus (if closed or suspended operations).
Deactivation and Recovery

28. Plan for the transfer of response operations to normal procedures. With the UW Emergency Policy
Council, assign staff to the UW Recovery Team. Develop a transition and recovery plan, which allows
for the resumption of normal operations and business support in UW facilities. If these services are
not available, plan for resuming critical programs at alternative locations. Include a communications
plan for full implementation of the UW recovery plan.

29. Provide all documentation to the FEMA/Recovery Team Leader position for Disaster Public
Assistance Program applications.

30. Provide necessary documentation to Risk Management for claims on insured properties.

31. Lead the EOC Management Team in post-incident debriefing meetings to identify areas of

imerovement for EOC Oeerations.
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Checklist 3

Primary Responsibilities

e Assist in the Set-up and provide ongoing support staff to the EOC facility (primarily EOC switchboard and
sign-in/out table)

e  Support the EOC Management Team and all staff in the operation of the EOC.

Actions
1. When notified of the activation of the UW Campus EOC, refer to Appendix D and set up the facility for
operation.
2. Assist staff with setting up their positions. Keep track of EOC activities and facilitate the exchange of
information between teams and staff.

3. Provide ongoing support to the EOC Management Team, EOC Director and EOC Team Leads to
facilitate EOC briefings and operations.

Deactivation and Recovery
4. Shut down the EOC and forward all logs and reports to the Situation Status position for
documentation.
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Checklist 4

Primary Responsibilities

e Initiate and maintain contact with UW Campuses, departments and key staff as requested by the EOC
Director and EOC Management Team

e Assist with relaying essential information and/or to receive status reports, as requested by the EOC
Director and the EOC Management Team

Actions
1. Report to the EOC.

2. As directed by the EOC Management Team and the EOC Director, contact UW Campus Departments,
the UWMC, Harborview, UW Tacoma and UW Bothell to receive reports and exchange information.

3. Relay reports of buildings and systems status to the Operations Section Chief and others in the EOC
who need to know the information.

4. Support the recruitment of volunteer staff from UW departments.

5. Support the News and Information Team’s dissemination of information.

Deactivation and Recovery
6. Support the transition to recovery by communicating and coordinating with Campus departments.
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Checklist 5

Primary Responsibilities

e Initiate and maintain contact with the City of Seattle, King County, State of Washington and other external
organizations and EOCs

e Assist with relaying essential information and/or to receive status reports, as requested by the EOC
Director and the EOC Management Team

Actions
1. Report to the EOC.
2. Asdirected by the EOC Management Team and the EOC Director, contact:

e The City of Seattle EOC
e King County ECC
e State of Washington EOC

e Other organizations and agencies
Relay reports of buildings and systems status to the Operations Section Chief and others in the EOC
who need to know the information.

4. Support the News and Information Team’s dissemination of information.

Deactivation and Recovery
5. Support the transition to recovery as needed by communicating with the external agencies.
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Checklist 6

News and Information Services (PIO)

Primary Responsibilities

Develop official messages for all groups of the University Emergency Response, UW Emergency Policy
Council, EOC Management Team and the EOC staff

Coordinate with and support the UWMC EOC public information
Serve as the point of contact for the EOC for media

Serve as the primary conduit of critical EOC/event/incident information to the off-site Crisis
Communications Team (coordinated via the Media Relations and Communications Office) — see Crisis
Communications Plan in Annex 1

Assist in the collection, preparation and dissemination of information to:
e  University faculty and staff

e Students

e UWMC EOC
e News media
e The public

Coordinate all news media contacts
Prepare news releases, employee bulletins, and the basic message for recorded messages

Hold news conferences and arrange for interviews (in coordination with Medical Relations and
Communications)

Implement rumor control procedures
Assist in the participation of joint press releases and broadcasts with other agencies, as appropriate

Support the Academic and Administration Departments with disseminating information regarding the
resumption of programs and processes for alternative classes, etc.

Actions

1. Report to the University Campus EOC and set up a Media Center, if needed. Establish
communication and coordination between the University Campus EOC, a Media Center (may be at
the News and Information Offices), UWMC EOC and the Crisis Communications Team

2. Serve as the official University spokesperson to the news media and for all public information
purposes, or select appropriate staff, as needed to respond to specific inquiries. Coordinate such
selections with the Emergency Policy Council. If the crisis is severe, consider requesting the
President to be the official spokesperson to national media and federal agencies.

3. Work with UW Technology as soon as possible and if the telephone service is operational, have a
recorded message on the Employee Hot Line. Work with the Internal Liaisons to augment outgoing
notifications and calls, as needed.
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Checklist 6

News and Information Services - continued

Actions - continued

4. Establish contact and coordinate with the City of Seattle Public Information Officers (P1O's), the State
of Washington EOC, and any other agency involved in the response and emergency information with
the University. Coordinate information so that a consistent message is sent out with respect to the
University. Seek to get University information included in the City and County updates and media
releases. This strategy will assist the University in getting key information to staff, employees,
students, family members and other concerned parties in the area, as part of the state Emergency
Alert System (EAS) messages. Include information such as:

e The University is (open/closed/suspended operations) for normal (work/business) until (day/time)
e Staff are requested to (come to work/stay home/call this number

e Anyone needing information regarding the University should call 1-800-, if normal telephones are
down

5. Ensure that news media representatives are not allowed into the University EOC or any other
restricted area of the University. Redirect media representatives, as able, to a media center.
Coordinate with the Operations Section Chief regarding news media access to field incident areas. If
possible, provide Public Information staff to meet with news media representatives who wish to
inspect the Campus and escort them.

6. Gather information from Situation Status, Damage Assessment, and others in the University Campus
EOC. Verify all information and obtain approval from the EOC Director before releasing. Provide
information to the Crisis Communications Team, attend all EOC Section Chief briefings and provide
updated information to the UW Emergency Policy Council. Be prepared with information about the
incident size, cause, ongoing situation, resources, and other information such as background on the
University.

7. Have news releases prepared and approved by the EOC Management Team, coordinate with UWMC
EOC, and disseminate to the news media.

8. Issue messages on staff information bulletins, student information bulletins, and the Employee Hot
Line number to keep all constituents informed.

9. Forward news releases and other prepared statements to the Internal/External Liaison positions for
distribution.

10. Implement rumor control procedures, coordinating closely with all University Campus EOC Staff to
verify and correct all errors and misstatements; ensure all audiences are notified of the corrections.

Deactivation and Recovery
11. Support the Recovery Team with a communications plan to disseminate information regarding:

e The resumption of research programs

e The resumption of academic programs and classes

e Work locations (if changed)

e Status of University business departments

e Letters and communications to key constituents and Stakeholders in University programs
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Checklist 7

Primary Responsibilities

Provides the overall coordination and leadership to the University’s emergency response operations

Leads the Operations Team in the development and implementation of the EOC Operational Action Plan,
establishing response priorities and strategies

Relays the information to other Section Chiefs in the EOC and participates in the EOC Management Team
regular update sessions

Serves as a backup to the EOC Director when the EOC Director and/or Management Team has not yet
activated

Ensures the EOC Planning and Resource/Logistics functions and services are in support of emergency
operations

Supports mutual aid and resource allocation requests, as needed (i.e. not handled by standard mutual aid
channels)

Supports News and Information and the EOC Management Team with operational information and
coordination

Actions

1. When aware of or notified that the University is responding to a large emergency or crisis, report to the
EOC. If the incident or event is a police, security, fire or civil disturbance or extremely large-scale
incident, the Police Chief is the Operations Section Chief. If the incident is primarily hazardous
materials, sanitation, biological, or public health emergency, the Director of EH&S is the Operations
Section Chief. If the Incident is primarily a utility, roads, or building services, the Associate Vice
President of Facilities Services or designee is the Operations Section Chief. If the incident is unclear
or there is a full activation of the EOC, the Chief of Police is the Operations Section Chief.

2. Assign a staff assistant to keep log of your activities and keep it current throughout the emergency
response. The assistant also serves as a runner for the Operations Team during the activation.

3. Activate all necessary functions on the Team. For each function, one or more Unit Response Centers
are also activated to coordinate and deploy teams and resources to incidents on Campus. Check all
communications with the team to ensure immediate communication and coordination capabilities.

4. Evaluate the overall emergency response operations and determine the first plan of action for the
University emergency response. Establish field Incident Command Posts, as needed, to provide
scene incident command on Campus. Incident Commanders may communicate directly with the EOC
or with the appropriate URC. If further communications at a Command Post between the EOC and
the Command Post is needed, assign staff with a radio to the Command Post to assist with
communications. It is essential that communications between the EOC and the Command Post are
open if needed.
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Checklist 7

Actions — continued
5. Lead the Operations Team in establishing emergency response priorities, current actions and next
steps. Identify the deployment and actions of each response department. ldentify and report
resources needed, to the EOC Management Team. As the action plan is authorized, forward requests
for resources to the Logistics Team.

6. With the EOC Management Team, evaluate the Operations Action Plan to ensure the overall plan is
consistent with the University’s response priorities. Pre-identified priorities are (these may not be in
prioritized order, depending on the situation and conditions of the emergency):

e Life safety - protection of lives and care of the injured

e Restoration of critical utilities

e Containment of hazards - protection of University Staff and the public
e Student care

e Animal care

e Protection of critical research project operations (power dependent)

e Protection of the environment

e Protection of property from further damage

e Support to staff and people on-site

e Communication to all University staff and students

e Protection of research and academic work-in-progress documentation and on-site files
e Restoration of networks and information systems

e Prevention of loss and damage to high value assets

e (Clean-up and occupancy of buildings

e Restoration and resumption of University business and programs

7. Ensure the Action Plan is understood by each Operations Team member in the EOC and
communicated to the URCs. Include warnings, information on critical safety issues and information on
support services, including food, water and sanitation. Each URC will need to report back to the
Operations Team with their implementation plan and needs and keep the EOC updated on operations.

8. Coordinate and communicate the Action Plan to the EOC Management Team and the EOC Section
Chiefs. Continually update Situation Status.
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Checklist 7

Actions — continued

9. Request support from the Planning Team for rescue operations and any condition in which building
safety or structural safety is questioned.

10. Lead the Operations Team to efficiently utilize University resources in order to control the emergency
and restore essential services.

11. If existing University public safety resources are not sufficient, determine the need for mutual aid
requests. The Police Department will handle mutual aid requests via their URC. For all other types of
mutual aid requests, forward to the EOC Management Team for authorization and follow through by
the Logistics Team.

12. Operations with other agencies may be coordinated:

e Directly with the URCs
e From the UW Campus EOC to the other agencies

e Viathe External Liaison(s)

13. Be prepared to support the UW Medical Center with operational responses, as needed.

14. Continually update the Action plan and collate the overall emergency response information to keep
track of the Campus response. Major operations should be posted in Situation Status.

15. Utilize resources directly from and with the URCs. As additional resources and support is needed,
advise the EOC Management Team and Logistics Section Chief to procure resources.

16. If the Campus will be closed, work with the Police URC to prepare a plan for a large-scale egress from
the University and for securing the University facilities during and immediately following, emergency
operations.

17. Continue to lead the Operations Team to analyze the overall situation and identify anticipated needs,
anticipated recovery operations, areas of support, and other contingencies to control and contain the
emergency.

18. As the emergency subsides, transition to normal operations. Continue to staff the Operations Section
Chief until the Operations Team is deactivated.

Deactivation and Recovery

19. Plan for the transition of operations to University department management.

20. Provide all documentation to the FEMA/Recovery Team position for FEMA Disaster Assistance
Program applications.

21. Provide necessary documentation to Risk Management for claims on insured properties.

22. Lead the Operations Team in post-incident debriefing meetings to identify areas of improvement for

EOC Oeerations and coordination of field emergency oeerations
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Checklist 8

Primary Responsibilities

e Coordinate between the Police Command Center and the EOC Operations Center

e Communicate with Police Incident Commanders, as needed

e Provide police and law enforcement analysis and intelligence to the Operations Team Action Plan

e Communicate EOC priorities and operational information to the Police Command Center

e  Provide back-up to the Operations Section Chief

Actions

1.

Report to the EOC. Establish communication with the Police Command Center (Police Department
Unit Response Center). Provide a report on of Police Department operations, indicating where police
resources are deployed and how many units are available.

Based on the Operations Team Action Plan, coordinate with the Police Command Center how the
police resources will be assigned and who will be in charge of incidents on Campus. Determine if the
EOC Operations Team should be in direct communication with Incident Commanders. If so, establish
radio contact with the Police Incident Commander(s).

As the police representative on the Operations Team, provide action plans for police operations as
part of the plan, including:

e Search and rescue of trapped victims

e Large structural fires (it may be necessary to request a Fire Department Liaison in the EOC)
e Law enforcement and crime investigation

e  Security and individual protection

e Evacuation or relocation

e Traffic control, access and egress

e Police support to other operations
Coordinate the details of these plans and tasks with the Police Command Center and incorporate into
the Operations Team Action Plan. Provide ongoing communication and coordination between the
Police Command Center and the EOC.

During large-scale events involving a large population on Campus, traffic issues often become an
immediate concern and can impede emergency response operations. Anticipate the need for an
overall traffic control plan. Work with the Police Command Center to develop an overall traffic flow
pattern, routing exiting traffic to clear access for emergency vehicles, or to remove the public from
unsafe areas. It may be necessary to work with the Facilities Services URC regarding University
public transportation services and major transportation routes to and from the Campus.

If the emergency involves fatalities, ensure that the Police Department is handling all arrangements
on-site and with the County Medical Examiner’s office. If there are mass fatalities beyond the
capability of the County Medical Examiner’s office, coordinate with the Health Services Administration
representatives to set-up a temporary morgue capacity on the UW Campus (locations: TBD).

6.

Staff the EOC Operations Team as long as police resources are involved in the emergency response.
Provide back-up to the Operations Section Chief, as requested.

Deactivation and Recovery

7.

Participate in the Operations Team in post-incident debriefing meetings to identify areas of
improvement for EOC Operations and coordination of field emergency operations.

Checklists
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Checklist 9

Primary Responsibilities

e Coordinate between the Facilities Services Unit Response Center and the EOC Operations Center

e Provide facility services analysis and intelligence to the Operations Team Action Plan for buildings, power
and water, roadways and grounds

e Communicate EOC priorities and operational information to the Facilities Services Unit Response Center
e Coordinate with UWMC and Health Sciences Administration for response operations in both locations
e Communicate messages from the Building Coordinators

Actions

1. Report to the EOC. Establish communication with the Facilities Services Unit Response Center.
Provide a report on Facilities Services operations, the known status of building services and utilities,
the condition of roadways and grounds and other damage and operational information. If the incident
or damage is limited to only one building or involves utilities (i.e. power outage), the Facilities Services
Department will lead the Operations Team.

2. As the Facilities Services representative on the Operations Team, provide action plans for Facilities
Services operations as part of the plan, including:

e Status and restoration of Energy utilities on Campus and the status of Puget Sound Energy
e Status and response of water and waste water systems and services

e General status of buildings and building control systems, including HVAC — Note: if this is an
earthquake, the Planning Team will manage the overall safety inspection and posting process

e General status of roadways and access

e Plan for restoring utilities and services
Work with the EH&S representative in the EOC to analyze and determine the overall hazards and
priorities in the buildings. Support the development of the Operations Team Action Plan with
coordinated strategies to contain hazards and restore services.

4. |If the primary area of damage and response is the Health Sciences Building, work closely with the
Health Sciences Administration representative to prioritize response operations and contain
hazardous conditions. Coordinate and communicate with the Facilities Services Unit Response
Center to ensure the field teams are working together on responding to the building.

5. In support of EOC actions and communications, provide messages and information to the Facilities
Services Unit Response Center to be disseminated to the Building Coordinators. Building
Coordinators may also provide status reports and additional information to the Facilities Services Unit
Response Center that is needed in the EOC.

6. Coordinate the details of these plans and tasks with the Facilities Services Unit Response Center and
incorporate into the Operations Team Action Plan. Provide ongoing communication and coordination
between the Facilities Services Unit Response Center and the EOC.

7. Staff the EOC Operations Team as long as Facilities Services are involved in the emergency
response.

Deactivation and Recovery

8. Participate in the Operations Team in post-incident debriefing meetings to identify areas of
improvement for EOC Operations and coordination of field emergency operations.
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Checklist 10

Primary Responsibilities

e Coordinate between the EH&S Unit Response Center and the EOC Operations Center

e Provide Environmental Health and Safety analysis and intelligence to the Operations Team Action Plan for
hazards, safety concerns, public health concerns, and chemical, biological and radiological issues,
including public warning and safety information

e Communicate EOC priorities and operational information to the EH&S Unit Response Center

e Coordinate with Health Sciences Administration for response operations in health sciences

e Coordinate contracted services for emergency response and clean-up of spills and contamination
e Activate Pre-Entry Assessment Team (PEAT) when directed to do so by EOC (see Checklist #14)

Actions
1. Report to the EOC. Establish communication with the EH&S Unit Response Center. Provide a report
of EH&S operations, including safety issues, spills, contamination, public health risks, toxic
environments, and hazardous materials releases. If the incident is primarily an environmental health
or safety incident, the Director of EH&S will lead the Operations Team.
2. Asthe EH&S representative on the Operations Team, provide action plans for EH&S operations as
part of the plan, including:

e  Status and assessment of hazards and unsafe conditions on Campus

° Status and assessment of public health risk

o Response, containment and clean-up plans for spills, releases and toxic environments
° Development of associated safety and warning and advisement messages

° Coordination with contract services, as needed

3. [If the primary area of damage and response is the Health Sciences Building, work closely with the
Health Sciences Administration representative to prioritize response operations and contain
hazardous conditions. Coordinate and communicate with all Operations Team members to ensure the
field teams are working together on responding to the building.

4. In support of EOC actions and communications, provide messages and information on all departments
regarding safety conditions and requirements to protect personal safety, health and limit exposure.

5. Coordinate the details of these plans and tasks with the EH&S Response Center and incorporate into
the Operations Team Action Plan. Provide ongoing communication and coordination between the
EH&S Unit Response Center and the EOC.

6. Staff the EOC Operations Team as long as EH&S is involved in the emergency response.

Deactivation and Recovery
7. Participate in the Operations Team in post-incident debriefing meetings to identify areas of
improvement for EOC Operations and coordination of field emergency operations.

8. Participate in recovery planning and implementation.
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Checklist 11

Primary Responsibilities

e Represent and coordinate Health Sciences Building operations with the EOC and the Academic Services
Unit Response Center

e Manage the care, safety and security of University animals

e Manage the temporary morgue, if needed

e Support the Human Resources function with volunteers from the Health Sciences Building Departments

Actions

1.

Report to the EOC. Establish communication with the Academic Services Unit Response Center.
Provide a report of the status of the Health Sciences Building (HSB).

2. Asthe HSB representative on the Operations Team, provide action plans for HSB operations as part
of the plan, including:

e  Status of HSB utilities, departments and operations
° HSB priorities for response
o Status of all animals on the Campus

3. [If the primary area of damage and response is the Health Sciences Building, work closely with all
departments of the Operations Team to prioritize response operations and contain hazardous
conditions. Coordinate and communicate with the Academic Services Unit Response Center to
ensure the field teams are working together on responding to that building.

4. Provide status reports and requests for animal care.

5. If there are mass fatalities on the Seattle Campus and at the request of the Police Department and/or
King County Medical Examiners Office work with UWMC and others technical experts to identify and
establish temporary morgue capacity on the Seattle campus (either in current UW facilities capable to
meet the minimum needs and/or procure temporary mobile refrigeration units for this purpose). Notify
the EOC Operations Section Chief of any activities in this area.

6. Support the UW'’s volunteer coordinator function by coordinating requests for specialized health
science student and staff healthcare volunteers.

7. Staff the EOC Operations Team as long as a Health Science facility/unit is involved in the emergency

response.

Deactivation and Recovery

8.

Participate in the Operations Team in post-incident debriefing meetings to identify areas of
improvement for EOC Operations and coordination of field emergency operations.

Checklists
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Checklist 12

Primary Responsibilities

e Coordinate between the Hall Health Unit Response Center and the EOC Operations Center for medical
emergency first aid services on Campus

e Communicate with the UWMC liaison or the UWMC Unit Response Center regarding patient delivery and
care at the UWMC

e Request transportation resources for immediate emergency medical transportation (if paramedics are
delayed)

e Plans for the deployment of medical first responders to emergency rescue and other injury incidents, as
needed

e Tracks reports of injuries and fatalities

Actions
1. Report to the EOC. Establish communication with the Hall Health Unit Response Center. Provide a

report on the status of Hall Health Services.

2. Evaluate the overall emergency response operations for reports of injuries, fatalities or trapped
persons (who may be injured). Working with the Police Department and other Operations Team
members, plan for emergency first aid and medical triage either at incidents or at Hall Health. The
UWMC does not provide emergency responders outside of the ER. Any services on Campus will
need to be provided by Hall Health staff or trained police, fire or paramedics.

3. If Hall Health is activated and staffed to provide service, direct the transportation of minor injuries and
walking wounded to Hall Health. Coordinate with Hall Health to ensure they are notified of the number
and severity of injuries.

4. If the Incident Commander is requesting emergency first aid at a rescue site or incident, work with Hall
Health to deploy a team to the location. If there are no teams available, have the Police contact the
City of Seattle Fire Department for priority response (if the Fire Department is not already on the
scene).

Track the numbers and disposition of injured persons and fatalities on Campus.

6. Support requests from Student Life and Care & Shelter to provide first aid support at care and shelter
locations (University only sites — public shelters on Campus will be managed by the American Red
Cross).

7. Request volunteers to assist with first aid from the Human Resources function. They will coordinate
with the Schools and other departments to recruit volunteers. Coordinate with Hall Health to receive
and deploy volunteer staff.

8. Coordinate the details of these plans and tasks with the Hall Health and incorporate into the
Operations Team Action Plan. Provide ongoing communication and coordination between the Hall
Health and the EOC.

9. Staff the EOC Operations Team as long as emergency medical operations are needed in the
emergency response.

Deactivation and Recovery

10. Participate in the Operations Team in post-incident debriefing meetings to identify areas of
improvement for EOC Operations and coordination of field emergency operations.

o
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Checklist 13

Primary Responsibilities

e Coordinates between UW Technology Unit Response Center (URC), UW Technology EOC Logistics
position, and other EOC positions.

e Provides status for campus communications/computing services.
e Provides support for UW Technology EOC Logistics position.
e Plans for and implements the repair/restoration of campus communications/computing services.

e Plans for and implements new and/or alternate campus communications/computing services.

Actions

1. Report to the EOC. Establish communication with the UW Technology URC.

2. Provide a status report of campus communications/computing services. This includes:
e Facilities (buildings, data centers, router centers, fiber, copper)
¢ Networks (medical centers, voice/data, K-20, PN Gigapop, and wireless)
e Systems (security, communications, mainframe/storage, email, web, TV/digital)
e Applications (facilities/safety, HR/payroll, academic/student, alumni/donor, financial).

3. Provide operational and technical support for the UW Technology EOC Logistics position to implement
emergency communications/computing services in support of the emergency response operations.

4. Working with the members of the EOC Operations Team, plan for communications support to all
operations at the Campus. The Operations Action Plan and Operations Section Chief will determine
priority for service.

5. If the communications/computing services are not operational, plan for repair and restoration of
services with the UW Technology URC and the EOC Operations Team members in the Operational
Action Plan. If alternate/hot site services will be used, notify the EOC Management Team and provide
information on how and when the computing operations will be restored. If services will not be
available for an extended time, work with News and Information to inform the campus community.

6. Coordinate installation of new and alternate communications/computing services to support as
planned by the EOC Operations Team and the EOC Management Team. If needed, coordinate with
the UW Technology URC and the EOC Finance/Admin Resource Procurement position to arrange
emergency contracts, agreements for service, and procurement.

7. Coordinate the details of these plans, tasks, and priorities with the UW Technology URC and
incorporate into the Operations Team Action Plan. Provide ongoing communication and coordination
between and the UW Technology URC and the EOC.

8. Staff the EOC Operations Team as long as needed or until relieved.

Deactivation and Recovery

9. Participate in the Operations Team in post-incident debriefing meetings to identify areas of
improvement for EOC Operations and coordination of field emergency operations.

10. If the EOC is deactivated by the EOC Director:

Clean your work area and complete all required documentation

Assist with the breakdown/deactivation of EOC communications

Sign out of the EOC

Participate in after action review meetings to identify areas of improvement for the EOC
and coordination of field emergency operations.

e Participate in all appropriate post-incident recovery and reimbursement activities.
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Checklist 14

Primary Responsibilities

e Maintain PEAT team training and readiness to respond in emergencies.

e Respond to the need for assessment of chemical hazards in buildings in preparation for search and
rescue activities.

e Coordinate with other UW emergency response groups and teams (Building Inspectors, CERT, UWPD)
through the UW EOC.

e Report status of team and buildings inspected to EOC Operations Section.

Actions
1. Prepare for deployment of PEAT when aware of a major event, when notified that the University is
responding to a major emergency, or when directed by the UW EOC.
2. |If activated, report to initial staging area (ESSB), report to EOC on status of team, numbers
responding, time to deployment, etc.
3. Obtain status report from EOC.
4. Begin log of PEAT actions and maintain log throughout deployment.
5. Working under the direction of the EOC, assess chemical hazards present in University buildings that
could present a danger to rescuers, building inspectors or other responding personnel.
Deactivation and Recovery

6. Participate in the Operations Team in post-incident debriefing meetings to identify areas of
improvement for EOC Operations and coordination of field emergency operations.

Checklists SECTION 3 — Page 20 April 2009



w EMERGENCY RESPONSE MANAGEMENT PLAN SECTION 3

Checklist 15

Primary Responsibilities

e Manage University large group care operations

e Provide temporary shelter (overnight or for several days)
e Provide support for large group off-Campus evacuation
e Provide immediate crisis counseling

e Set up a message center for those in the shelter

Actions

1.

Report to the EOC. Check with the Operations Section Chief to determine if care and shelter area(s)
need to be established for:

Building evacuees

Stranded Employees and staff

Field response personnel

Evacuees from the community (mutual assistance)

Determine immediate needs for the groups of people on site. Coordinate with Medical Triage/First Aid
for immediate medical and other urgent care for evacuees.

Identify potential sites to set up shelter areas. Ensure that buildings have been inspected and are
safe for occupancy.

If directed by the Operations Section Chief, set up one or more Care and Shelter centers on Campus.
Initial shelters may be for students and employees who are evacuated from buildings, children from
day care centers who have been evacuated, and others who may have become separated from their
companions.

Note: These shelters may be just temporary and they may include: First Aid and Triage Screening
Area, Medical Transportation Staging Area, Message Center.

Determine the number of staff that will be needed to manage each shelter site. Request volunteers
through the Logistics Team.

Make a list of all items that will be needed for each shelter to become fully operational. Forward the
list to the Operations Section Chief and coordinate with Logistics to provide estimates of supplies
currently available on Campus and supplies that will need to be purchased. Provide the estimates,
including costs, to the Operations Section Chief for final approval before establishing longer-term
shelters.

If the University Campus has been asked to provide a public shelter under the management of the
American Red Cross, the University will need to provide a facility with support services of power and
water utilities and sanitation. The public shelter may request extra patrol and security from the
University, as well. Coordinate the set up of the Red Cross shelter with the Operations Team.
Determine if there are additional needs to provide support. Determine a shut down time for the public
shelter, which may be based on the resumption of University operations. Coordinate the shut down of
the public shelter with the Operations Section Chief and the EOC Director who may need to
coordinate with the City of Seattle and King County.
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Checklist 15

Actions - continued

8. Coordinate with the Operations Section Chief to define a policy for shelter operations, based on the
nature of the situation and with the concurrence of the EOC Management Team, establish the
following:

e Sign-in log for all persons at the shelter; including date and time

e Length of time people will be sheltered

e Shelter management - UW or the Red Cross

e Services to be provided are food, counseling, transportation, etc.

e Release policy (i.e., individual initiative - no controls, release sign-out Log, etc.)
e Policy regarding non-Campus persons in shelters

e Policy regarding mutual assistance (whether it will be provided)

e Information to be released to the news media

e Maximum budget

Based on the information acquired above, obtain final approval for a shelter to be opened.
REMEMBER THAT UW MUST PAY FOR SHELTERS THAT ARE MANAGED BY UW. IF A RED
CROSS SHELTER IS OPENED ON CAMPUS, AND MANAGED BY THE RED CROSS, UW ONLY
PROVIDES FACILITIES. BE AWARE THAT IF THE RED CROSS MANAGES THE SHELTER, IT IS
OPENED UP TO THE COMMUNITY AS A COMMUNITY-WIDE SHELTER AND IS NOT
EXCLUSIVELY FOR THE UW COMMUNITY (FACULTY/STAFF/STUDENTS, ETC...).

Deactivation and Recovery

9. Participate in the Operations Team in post-incident debriefing meetings to identify areas of
improvement for EOC Operations and coordination of field emergency operations.
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Checklist 16

Primary Responsibilities

e Coordinates between the Student Life Unit Response Center and the EOC Operations Center for student
care and welfare services

e Plans for emergency housing and food services for students

e Plans for the messages and information to families of students

e Provides counseling services to students

Actions

1.

Report to the EOC. Establish communication with the Student Life Unit Response Center.

2. Determine immediate needs for students based on the nature and duration of the emergency.

3. Coordinate the plan for providing emergency housing services to students with the Operations Team
members. For service requests and needs not available from the Student Life Unit Response Center,
coordinate emergency procurement with the Logistics Team.

4. Provide information to the News and Information Team regarding how families can find out the status
of their students.

5. If additional counseling services are needed, coordinate requests with the Logistics Team. Services
may be co-located with Care & Shelter operations, as available.

6. Continue to represent Student Life in the EOC as long as coordination is needed during the

emergency response.

Deactivation and Recovery

7.

Participate in the Operations Team in post-incident debriefing meetings to identify areas of
improvement for EOC Operations and coordination of field emergency operations.
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Checklist 17

Primary Responsibilities

e Coordinates with EOC teams to provide emergency services for staff who may be stranded

e Plans for emergency transportation, housing or care and shelter of staff

e Plans for emergency crisis counseling services to staff

Actions

1.

Report to the EOC. Receive reports regarding the status of University staff on Campus. If there are
reports of staff stranded on site or needing specialized emergency care, plan for support to staff in the
Operations Team Action Plan.

Coordinate the plan for providing emergency housing services to staff with the Operations Team
members and others in the EOC. Staff may need emergency transportation via public transportation,
meals, minor medical care, crisis counseling if they have witnessed extreme emergency situations, or
communication services for contacting family members. Coordinate these services as a separate
service with the Human Resources Unit Response Center or in conjunction with Care & Shelter
Operations. Additionally, stranded staff may be available as volunteer staff in emergency operations.

If other staff support services are needed, coordinate requests with the Logistics Team.

Continue to represent Staff Services in the EOC as long as coordination is needed during the
emergency response.

Deactivation and Recovery

5.

Participate in the Operations Team in post-incident debriefing meetings to identify areas of
improvement for EOC Operations and coordination of field emergency operations.

N o g Moo

Complete all necessary FEMA and CERT forms relating to CERT activities and gather any CERT forms filled
out from CERT field teams.

Release CERT resources as prudent.

Deactivate mass assembly areas in coordination with the Operations team.
Turn all appropriate forms into the Admin/Finance Section.

Lead the CERT teams in post-incident briefings.

Represent the CERT teams in Operations and EOC post-incident briefings

Maintain awareness for post-trauma stress of CERT volunteers. Coordinate necessary counseling sessions, if
needed.
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Checklist 18

Planning Section Chief

Primary Responsibilities

e Manage the collection, documentation, evaluation, analysis, and maintenance of all information relating to
the emergency response

e Manage the following:
e Situation Status
e Building inspections
e Damage Assessment process
e Repair/construction
e Plan for ongoing operations
e Coordinate Damage Inspection Team operations with the Operations Team
e Coordinate damage assessment with Operations and others in the EOC
e Develop a recovery plan for emergency repair jobs and emergency construction projects
e Ensure the survey of all structures, and posting and restricting entrance, are completed
e Plan for the reoccupation of University buildings and facilities
e  Support the Finance Team with damage assessment information
e Support News and Information with accurate information

Actions

1.

When aware of or notified that the University is responding to a large emergency or crisis, contact
the UW Police Department and/or EOC to confirm the activation of the Planning Team.

2.

If activated, report to the EOC. Sign in with the EOC Support staff. Immediately get a report on
emergency conditions and situations. Begin a log of your activities and keep it current throughout
the emergency response.

Activate Situation Status, ensuring the displays are set up and maintained and regular status
reports are made to the EOC Management Team and all key EOC staff. Status reports should
contain information on the type of situation, major incidents at the UW, general deployment of
resources, action plan for on-going operations, resources needed, summary of known damage
and recommendations.

If University buildings and properties are damaged or safe occupancy must be verified, activate
Building Inspectors and Damage Assessment to inspect buildings, placard inspections and
occupancy status on buildings, assess damage and general repair estimates, and prioritize re-
occupancy of buildings. Provide a general report on the status of buildings and facilities. For the
Health Sciences Building, work closely with the Health Sciences Administration representative on
the Operations Team to coordinate inspections and placard posting with the on-going operations
of the building.

Coordinate with the Operations Team for building inspectors and contract engineering services to
support emergency rescues and operations in damaged buildings or buildings in which the
structural safety is questioned. The Facilities services Unit Response Center will manage the
actual deployment of inspectors and contractors. Ensure that the emergency response priorities
of the EOC Operations Team have been communicated to the FM Unit Response Center.
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Checklist 18

Planning Section Chief - continued

Actions - continued

6. Identify the safe buildings (green tagged buildings) for occupancy at the University. This may be a
higher priority than inspecting the damaged buildings, depending on the need for shelter and
temporary care for people.

7. Provide analysis and recommendations to the EOC Management Team and the Operations Team
for on-going operations. Determine the primary needs, operational objectives for e