SUNY GENESEO

DEPARTMENT EMERGENCY RESPONSE AND CONTINUITY PLAN
Last Updated______________
I. DEPARTMENT/FUNCTIONAL AREA

	Department or Functional Area:


	

	Brief Description of Function


	


II. STAFFING AND SUCCESSION

	1st Line Responsibility

(Director/Area Manager/Dept Chair)


	

	Line of Succession

(Supervisor/other employee(s) who are able to lead this functional area.  Key contact in the event of long term absence of the 1st line contact)
	1. Name/Title:

2. Name/Title:

3. Name/Title:

4. Name/Title:



	Service Departments Only:

Identify department personnel necessary to maintain minimum essential functions (if the department had to respond to an emergency, how many people would be needed?)

	List titles and # of people per title




III. RESOURCE NEEDS

	Information Systems Needs

(Check all systems that are most critical to this function)
	□ Campus phone/Voice Mail

□ Internet access

□ Email 

□ Campus Website

□ Banner

□ SUNY Portal

□ Cellular phone

□ Fax machine

□ Other, please specify

	What physical resources are necessary to maintain minimum essential functional?(For example, utilities, supplies, vendor goods, personal protective equipment, other)


	

	Describe departmental record needs and identify record location and security measures for safeguarding.  Passwords should not be entered here.
	Records critical to the function of the department are located in the following locations:

1. Hard Copy Records

Access:  Access to these records is restricted by the following security measures:

2. Electronic Records

Access:  The following people are able to access these records:


a.


b.


c.

Backup:  Back up copies of these electronic records are created at a frequency of ____.  The back up records are maintained at __________ location.

	Chemical or Biological Materials
Stockrooms and storage areas containing chemicals and biological material should be locked at all times.  Alcohols and pharmaceuticals must be double-locked in non-moveable cabinets, cages or containers.
	□  Option 1 – Does not apply.

This Department does not maintain chemical or biological materials

□  Option 2 – These materials are maintained by the Department in the following locations.  
Chemicals or Biological Materials

Location:


Security Measure:
Chemicals or Biological Materials 

Location:

Security Measure:


     
Chemicals or Biological Materials

Location:

Security Measure:



IV. SCOPE AND RISK CONSIDERATIONS
	Key Points of Failure

What resource losses pose the greatest vulnerability to the on-going provision of this function?

How long could the department be without critical function(s) before it has serious consequences?
Resource examples: loss of accessibility to space, power, network, personnel, supplies, data and records, equipment, email/Internet, snail mail, phone, etc.)


	

	Scope

Estimate how many people and/or departments will be affected by the failure of this function

	____ Students
____ Employees
____ Public

____ Other

____ Departments




V.  OPERATIONAL ALTERNATIVES
	Alternate Work Location

Decisions on implementing operational alternatives on a Campus-wide scale, such as alternative class room locations, temporary relocations (including campus directed work at home arrangements), large scale clean-ups, etc., will follow protocols in Divisional and Campus-Wide Emergency Response and Communication Plans.  Individual departments should identify procedures for remote verification/access of electronic records, relocation of animals or other temperature sensitive items, etc.                  


	Describe other operational alternatives to minimize interruptions to operations and activities:

This function is conducive to web-based work arrangements:  □  Yes

□ No
Describe needs (supplies, equipment etc.) necessary to complete this function if the employee needed to work from an alternate off- site location:




VI. EMERGENCY NOTIFICATION PROCEDURES
	Upon receiving notification from University Police that an Emergency Situation has occurred within departmental spaces or affecting departmental equipment or operations, the contacted Departmental representative will initiate internal departmental contact procedures.


	These procedures are to be tested no less than every       months and reviewed/updated no less than every 12 months.  Revisions are to be distributed to all Departmental personnel. 

These procedures are as follows:


	University Police is asked to access the       Department Emergency Contact List (next page) in the following situations:

List of Situations:

1. Fire or other destruction of/inaccessibility to Departmental Spaces

2.      
3.      
4.      
5.      
6.      

	List of Departmental Spaces:

Building

Rooms or Spaces 




      Department

Date Created:       
Emergency Call List
In the event of an emergency situation affecting Departmental spaces, operations or activities, University Police will call the Primary Department Contact:

Primary Contact
     

245-     
   -   -    
Name




Campus Phone

Home Phone



   -   -    
   -   -    


Cell Phone (if applicable)  


Other (pager, etc.)

If the Primary Contact is unavailable, University Police should call these Department members.  University Police will reach only one of the following Department members.  The internal       Department contact procedures must be implemented to contact additional Department personnel.

Secondary Contacts
1.       

245-     
   -   -    
Name




Campus Phone

Home Phone



   -   -    
   -   -    


Cell Phone (if applicable)  


Other (pager, etc.)

2.       

245-     
   -   -    
Name




Campus Phone

Home Phone



   -   -    
   -   -    


Cell Phone (if applicable)  


Other (pager, etc.)

3.       

245-     
   -   -    
Name




Campus Phone

Home Phone



   -   -    
   -   -    


Cell Phone (if applicable)  


Other (pager, etc.)
This Emergency Call list is to be reviewed/updated no less than every 12 months or immediately upon a change in listed personnel or a change in a phone number or other contact method for a listed person.  
Each update is to be forwarded to University Police.
Return form to the appropriate Vice President, Erwin Hall
                             October 2007

