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1. Purpose and Goals

The purpose of this emergency plan is to provide leaders in [Department] with guidance to following in the event of an emergency.  This guidance augments the Dartmouth College Emergency Response Guide (you should note here where this guide is kept in your office and/or attach as an appendices), and provides the Emergency Planning Group and Emergency Management Group with important information relevant to department emergencies.

Our goals in responding to emergencies are:

· To ensure the physical and emotional well-being of all people in [department].
· To ensure appropriate communications within the department and between the department and other College offices

· To protect [department] facilities and essential services to the greatest extent possible.

· Add any additional goals here.

Planning and maintaining a departmental emergency plan will help reduce risk, damage to property, interruption of services, and loss of life.  It is important that all employees read and understand their department/workplace emergency plan.

2. Responsibility

The [department] emergency plan is the responsibility of [committee, position, or individual]. This person will make sure that all departmental members have access to the plan, and will update it regularly.
3. Emergency Communications

Communicating with all members of the department is critical in any incident.

A. During Business hours [timeframe], the [name or position] is the primary point of contact for [department].  If the primary point of contact cannot be reached, [names or positions] will act as the department contact. 

 Include contact information for all contacts here or refer to appendix.
B.  After hours [timeframe], the [name or position] is the primary point of contact for [department].  If the primary point of contact cannot be reached, [names or positions] will act as the department contact.  

Include contact information for all contacts here or refer to appendix
C. In the case of a telephone outage (either landline or cellular), the following methods will be used to contact staff:

· Insert methods of staff contact, such as runners (on campus), email, College website, etc.

In the case of an email outage, the following will be used to contact staff:

· Insert methods of staff contact, such as runners (on campus), phones, etc.

D. Phone Trees

Include phone trees for staff where appropriate.

E. Emergency Contact information for all members of [department] is located in Appendix A. 

4. Emergency Shutdown and Evacuation

Directions: Use step-by-step instructions wherever possible for ease of use.

There may be instances in which the department must shut down for a period of time.  While there are many different situations that could occur, this emergency plan has grouped them into four main categories: Immediate Evacuation, Limited-Notice Evacuation and Shut Down; Longer-Term Shut-Down and Shelter in Place.  These four categories and their corresponding plans are listed below.

Please note: In case of situations that would most likely fall under “Immediate Evacuation”, such as a fire, suspicious package, etc., you should evacuate and call Safety and Security (646-4000) or 911.  You should not investigate the situation.  In many cases, departments will typically receive more detailed information or instructions from Safety and Security or another College representative.

A.  Immediate Evacuation

Immediate evacuation of a facility is necessary when there is an imminent threat to life and personal safety, such as a fire or gas leak.

In the case that immediate evacuation of [Facility] is required, the [department] will do the following:

· List step by step instructions/guidance, by position if necessary, such as “The Admin assistant will take the office laptop and keys if accessible, and close the office door behind her/him”.
The [department] will gather in [location] once the facility is evacuated to ensure the safety of all individuals.

B. Limited-Notice Evacuation and Shut Down

Limited-Notice Evacuation and Shut Down means that a department may have several minutes to a few hours to close the office space.  An example of this might be a heating system failure during the winter.   While you will have more time to get items in order, departmental priorities should be set well in advance of such a situation.  
If notice is received that the facility/department will have to be evacuated shortly, the [department] will do the following:

· List step by step instructions, by position if necessary, such as “The Department Chair will direct all staff to perform immediate backups of computer systems”.
C. Longer-Term Shut Down

There may be situations in which the department would be given notice of 24 hours or more to shut down operations.  Some examples include long-term health crises (i.e. pandemic flu) or national-level incidents.  

If notice is received that the facility/department will have to shut down, the [department] will do the following:

· List step by step instructions, by position if necessary, such as “The Assistant Chair will contact all faculty and staff to return to campus to assist with department shut down”.
D. Shelter in Place

It is possible that they campus may experience an incident that requires personnel to shelter in place.  This is a critical function when evacuation may not be possible, either due to the situation or the timing of the situation.  Examples include impending severe weather, campus violence, or chemical accidents.

If a Shelter in Place notice is received, the facility/department will do the following:

· List step by step instructions, by position if necessary, such as “The Administrative Assistant will alert all individuals in the building to gather in the internal conference room and turn off all computers”.
5.     Department-Critical Functions
Identify department- critical operations and resources that need to be protected (such as research files, freezers, equipment, data/confidential records, etc.)

Identify the individuals/positions (including backup individuals) responsible for protecting and salvaging department resources.

Identify plans to ensure continuation of operations when possible (such as data backup, offsite storage, etc.).

Consider including any other information that is critical to your department.

This might include the location of fire extinguishers and first aid kits, special department issues, etc.

6.
Plan Maintenance and Revision

The [department] emergency plan shall be reviewed annually by [individual or committee], and revised as necessary.  Annually, updated plans will be provided to the Emergency Planning Group. 
Appendix A.  [Department] Emergency Contact Information

	Name
	Position
	Work Phone
	Home Phone
	Mobile Phone
	Other
	Emergency Contact Person and phone

	Sally Smith

(example)


	Department Chair
	555-1234
	802-555-1234
	603-555-1234
	603-555-1234

(pager)
	Bob Smith (husband)

802-555-1234 (home)

603-555-1111 (work)



	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


