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Foreword
July 2019
In order to preserve and advance the University at Albany'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/offices 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
(EOC) 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 Emergency Management Plan (EMP) 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 EMP plan is not the end of emergency planning; it is just the
beginning. School, department/office, operating unit preparedness, connections
to city, county and state first responders, and practicing what to do in a mock
emergency are just some of the next steps we anticipate.

Distribution List of Plan Holders
Department
Master Files

# Of Plans
Stored on secure University servers

Office of the President

1

Environmental Health & Safety

1

University Police Department

1

SUNY System Administration – Office for
Capital Facilities

1

Office of Enterprise Risk & Compliance

1
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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 Emergency Management Plan is updated at
least annually by the Emergency Management Coordinator. In conjunction with
the Emergency Management Coordinator, the University’s Emergency
Preparedness Advisory Committee shall also review and make any necessary
revisions to this plan annually or more frequently as warranted.
The University’s Emergency Preparedness Advisory Committee is responsible
for evaluating this plan and ensuring that the plan is compliant with the National
Incident Management System as well as any University, State and Federal
regulations. The Federal Emergency Management Agency’s annual NIMSCAST
survey will be the method used to measure compliance with NIMS.
By posting these changes on MyUAlbany, the most up-to-date version of this
plan is instantly available to the University at Albany 24/7.
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University at Albany
Emergency Management Plan
Section I
Introduction, Purpose, Relationship with other University Groups, Laws,
Plan Assumptions and Objectives, Concept of Operations, Levels of
Activation, Plan Usage and Content
Introduction
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 at
Albany has established this Emergency Management Plan, which provides a guideline
for the management of the immediate actions and operations required to respond to an
emergency or disaster. The 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 University at Albany
and coordination with surrounding emergency responders.
This plan is intended as an “All-Hazards” guide to managing a major critical incident
involving the University. In addition to the all-hazards guidelines, the plan also provides
guidance regarding those specific incident types that have been identified as having a
likelihood of occurring on the campus, a significant impact on our community should they
occur, or both.
The University’s Emergency Management Plan recognizes that emergencies may occur
at any time, day or night, weekend or holiday, with little or no warning. Each incident is
unique and no one plan can address every eventuality. Therefore, this plan is intended
as a guide and may require modification to address a given incident’s particulars.
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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 incident or emergency in which normal operations are
interrupted and special measures must be taken to:
•

Save and protect the lives of students, faculty, staff, and the public.

•

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

•

Provide essential services and operations.

•

Provide and analyze information to support decision-making and action plans.

•

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.

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. This
plan incorporates the National Incident Command System (NIMS) and the Incident
Command System (ICS) in its organization.
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.
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Laws and Authorities
This plan is established under the following laws and authorities for emergency
management:
SUNY Procedure 5606, Emergency Response Plan Requirements, January 30, 2008
SUNY Procedure 5608, Emergency Notification Protocol Requirements, April 30, 2014
Chancellor’s Task Force on Critical Incident Management - Recommendations, March 11,
2007
The Robert T. Stafford Disaster Relief and Emergency Assistance Act, Pub. L. No. 93-288,
88 Stat. 143 (1974), codified in 42 U.S.C. §§ 5121-5206 (2005).
Homeland Security Presidential Directive-5: Management of Domestic Incidents, February
28, 2003
Homeland Security Presidential Directive-8: National Preparedness, December 17, 2003
NYS Governor’s Executive Order Number 26, March 5, 1996

Training
All University at Albany employees that sit on the Emergency Preparedness Advisory
Committee and/or are response personnel are to be trained on the contents of this plan
and the concepts in NIMS and ICS. At a minimum, committee members will need IS-100,
200 and 700. The Executive Policy Council will also be provided with training on the plan
and ICS 402.
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Coordination in the New York with Local, State and Federal Agencies
The lines of communication and emergency coordination are shown below in Figure 1,
Disaster Coordination with Local, County and State Agencies.

Federal Emergency Management Agency

New York State
Emergency Operations Center

Albany County OEM

SUNY Central OEM

Albany City OEM

Rensselaer County OEM

East Greenbush OEM

Guilderland OEM

University at Albany

UA Health
Sciences
Campus

Figure 1
Disaster Coordination with Local, County and State Agencies
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Delegation of Emergency Authority
In the event of any threatened or actual disaster, criminal act or civil disorder on the
campus of the University at Albany at a time when the Chief Executive Officer (the
President) of the University is absent from the campus, the authority to take all necessary
and appropriate actions on behalf of the Chief Executive Officer (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:
1. Provost
2. Vice President for Finance and Administration
3. Vice President for Student Affairs
NOTE: For a criminal act or 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 Chief Executive Officer (the
President) of the University:
(1) When neither the Chief Executive Officer (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 criminal act or civil disorder, or;
(2) When an actual criminal act or civil disorder is in progress and
immediate action is necessary to protect persons or property from further
injury or damage.
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Reporting Emergencies
All actual or suspected emergencies on the main and downtown campuses should be
reported to the University Police as soon as reasonably possible to initialize a response
to the incident and to begin appropriate notifications and possible activation of the plan.
Emergencies may be reported by calling 911 from campus phones or 518 442-3131 from
any other phone, including cellular phones. There are also more than 225 Emergency
and Blue Light Phones located throughout the campus, which ring directly to UPD and
reports may be made personally at the UPD office, 24 hours a day. The University Police
Building is located at the east side of campus, just off University Drive East at the east
end of Indian Parking Lot.
Fires may also be reported via the University’s fire alarm system by pulling the building’s
fire alarm. By pulling the fire alarm, the building will be evacuated and the University
Police, Albany Fire Department or McKownville Fire Department and the University’s
Power Plant will be summoned to the site of the alarm activation.
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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.

•

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).

During incidents and emergency conditions in which the immediate activation of the University
EOC is needed, the following University positions may activate this plan and the University EOC.
•

The Chief Executive Officer of the University – the President

•

Any member of the President’s Cabinet

•

The Chief Information Officer

•

The Chief of University Police

•

The Director of Environmental Health and Safety

•

The Emergency Management Coordinator

To activate the EOC, call UPD by dialing 911 on an on campus phone or 518 442-3131 on a
cell phone and relay to the UPD Dispatcher that you are activating the EOC. The UPD
Dispatcher will then call in members of the CIMT and EPAC to the EOC as appropriate.
When activated the duties and responsibilities of Incident Commander shall be assigned in the
following order as available and appropriate to the incident particulars:
•

Emergency Preparedness Advisory Committee Co-Chairs

•

Director of Physical Plant and Operations

•

Director of Environmental Health and Safety

•

Chief of University Police

•

Chief Information Officer

In the event that none of the above are available, the ranking University Police Department official
on campus will assume authority for the activation of this plan and provide overall direction until
one of the above persons or their designees arrives.
Upon activation the EOC shall serve as the Incident Command Post unless otherwise directed
by the Incident Commander.

7|Page

Section II
All-Hazards Risk Assessment
SITUATIONS: In performing an all-hazards risk assessment, the following types of
emergency situations have been identified as having the potential to occur at the
University at Albany:
FIRE: Fires can occur in buildings, including residence halls, or involve vehicles,
machinery or wooded areas on the campus grounds.
HAZARDOUS MATERIAL INCIDENT: Hazardous materials are often used in
laboratories, and shop and power plant operations. An incident can occur from an
accidental release of a material or an incident, such as fire or explosion, in an area
where hazardous materials are used and/or stored.
FLOODING: Heavy rains can create a flooding condition in some basements or areas
with poor drainage. Flooding can also occur from the failure of domestic water or
sanitary sewer lines, water mains, sewer lines or storm drains.
EXPLOSION: Explosions can be caused by explosive devices, or they can result from
processes involving hazardous materials or operations.
CIVIL DISOBEDIENCE: Demonstrations, rallies, or other public gatherings of protest
are generally well organized and peaceful, but could cause a disturbance to normal
operations.
UTILITY FAILURE: Any major failure of an electrical, heating, cooling, ventilation, water,
sanitary waste, security or fire alarm system can have an adverse effect on the
operations at the University.
SEVERE STORM: The region can sustain weather related storms, including snow and
ice storms, tropical storms, hurricanes and tornadoes.
FOOD BORNE ILLNESS: The University is host to many events and activities that
serve food and is therefore susceptible to food-borne illness outbreak, if proper
conditions are not established and monitored.
PANDEMIC ILLNESS: Disease that has the potential to spread quickly amongst the
unvaccinated members (if a vaccine is available) of the University community.
CRIMINAL/VIOLENT BEHAVIOR /THREATS OF VIOLENCE: Actual violent behavior or
threats of violence against the University Community, such as a bomb threat or active
shooter.
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ASSUMPTIONS: The following assumptions are relevant to the implementation of this
plan.
1. The University at Albany recognizes the importance of managing emergencies in
accordance with the plan and has provided the resources for effective
implementation.
2. Departments and individuals with assignments have been trained and
understand their roles and responsibilities.
3. Emergencies may occur at any time, day or night, weekend or holiday, with little
or no warning.
4. The succession of events in an emergency is not entirely predictable; hence this
plan serves as a guide and may require field modification, in order to meet the
requirements of the event.
5. The magnitude or severity of an emergency may exceed the campus’s ability to
respond. In those cases, it may be necessary to rely on the assistance of
external resources for both mitigation and recovery.
Comprehensive Approach
Prevention, mitigation, planning, preparation, response and recovery are acknowledged
as basic elements of emergency management. By addressing all of the elements in an
emergency management plan, the campus will lessen the intensity and duration of any
unusual event. This plan consists of sections dealing with the aspects of a
comprehensive approach.
Additional Mitigation Actions
See Appendices and Unit Resource Center information.
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Incident Specific Guidelines
The following incident guidelines are meant to be just that, guidelines. The incidents
described within this Section are not meant to encompass all of the events/incidents
that the University’s Campus Incident Management Team (CIMT) will deal with, but to
give a general overview of those most likely to occur or those most likely to create the
greatest disruption to University procedures.
These guidelines should be adjusted based on the unique characteristics of each event.
We acknowledge that no two events are exactly the same.
All campus Unit Resource Centers (URC; see Appendix P) will respond consistent with
their department policies and URC guidelines.
NOTE: In addition to the following incident specific guidelines, incident specific
checklists for the various operational groups are located after each operational group’s
generic checklist in Section II.
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Airplane Crash
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to an airplane crash.
2. Definition
2.1 An Airplane Crash is defined as an incident in which any type of aircraft
malfunctions and must make an emergency landing in an area within the control
of the University at Albany. This landing may be in an abnormal manner, causing
severe damage.
3. Overall incident management
3.1. Full activation of the ICS management structure and full EOC activation.
3.2. These incidents are most likely to fall within federal jurisdiction and to involve the
participation of multiple non-campus based agencies. Control of incident
management will likely be a function of non-campus personnel.
4. Responsibilities
4.1. University Police Group – Liaison and assist with emergency medical
assistance, traffic management, site security and incident investigation.
4.2. Environmental Health and Safety Group – Liaison and assist with HazMat.
4.3. Health Services Group – Provide/coordinate emergency medical and morgue
services as appropriate.
4.4. Facilities Group – Liaison and assist with fire response.
5. Considerations
5.1. Evacuation – as and if necessary - detailed in the appropriate section herein.
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Blood, Body Fluid, Infectious Agent Exposure
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to blood, body fluid or infectious agent exposure.
2. Definition
2.1. The actual or likely exposure of any person to Blood, Body Fluid or an Infectious
Agent Exposure in an area within the control of the University at Albany.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. Facilities Group – Respond as directed under Facilities URC policy and
guidelines as appropriate. Liaison and assist with fire response and as
appropriate cleanup.
4.2. Environmental Health and Safety Group – Respond as directed under EHS URC
and University policy and guidelines as appropriate. Liaison with responding
HazMat and Biosafety guidance as appropriate.
4.3. University Police Group – Liaison and assist with emergency medical
assistance, traffic management, site security and incident investigation as
appropriate.
4.4. Health Services Group – Provide/coordinate emergency medical and morgue
services as appropriate.
5. Considerations
5.1. Evacuation – as and if necessary - detailed in the appropriate section herein.
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Civil Disturbance / Demonstration
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to civil disturbances and demonstrations.
2. Definition:
2.1. Civil disturbances may take various forms and vary in size and amount of
danger to the University community. Most civil disturbances that occur on the
University may be marches, rallies, picketing, etc., are peaceful and nonobstructive. Civil disturbances can include events such as organized riots and
demonstrations or spontaneous disturbances arising from events such as
concerts, large parties, or athletic events. In the event of a civil disturbance, it is
the policy of the University at Albany to isolate and maintain control of the
activities while protecting life and property.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. University Police Group – Respond as directed under UPD department and URC
policy and guidelines as appropriate. Liaison with responding agencies as
appropriate.
4.2. Campus Judicial Group – This group is activated as appropriate to advise and
assist the University Police Group.
5. Considerations
5.1. Medical Assistance – Violent disturbances may require the activation of
appropriate groups to manage medical, housing, sanitation and food needs.
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Confined Space Emergency
1. Objective: To establish guidelines and assign responsibility for the appropriate University
response to a confined space emergency.
2. Definition
2.1. Confined space emergencies exists when non-entry rescue assistance is needed or
when any entry rescue is required. A rescue would typically be required when injuries,
collapse, engulfment or entanglement are observed. The cause of the emergency may
or may not be directly related to the hazards posed by the confined space.
2.1.1. Self-Rescue: The person in the confined space realizes that a hazard exist and
can leave without assistance.
2.1.2. Non-Entry Rescue: Retrieving a victim from within a confined space that involves
lifelines attached to mechanical retrieving device, which should be attached to a
tripod or overhead anchor point for vertical entries greater than five feet. For
horizontal entries the lifeline should be attached to anchor point outside of the
space.
2.1.3. Entry Rescue: Physical entry of a rescuer into a confined space to retrieve a
victim. This type of rescue is not to be attempted except by confined space rescue
team members (AFD) taking part in a coordinated response.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the incident
particulars.
4. Responsibilities
4.1. Facilities Group – Respond as directed under Facilities URC policy and guidelines as
appropriate. Liaison and assist with fire response.
4.2. Environmental Health and Safety Group – Respond as directed under EHS URC and
University policy and guidelines as appropriate. Liaison with responding HazMat as
appropriate. Note: the City of Albany Fire Department is the designated confined space
rescue unit.
4.3. University Police Group – Liaison and assist with emergency medical assistance, traffic
management, site security and incident investigation as appropriate.
4.4. Health Services Group – Provide/coordinate emergency medical and morgue services
as appropriate.
5. Considerations
5.1. Evacuation – as and if necessary - detailed in the appropriate section herein.

14 | P a g e

Criminal / Violent Behavior: or Threats of Violence: General
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to a major criminal or violent behavior incident or threats of
violence. More specific information may be found hereafter for the following
specific criminal acts:
1.1. Active Shooter
1.2. Barricaded Subject/Hostage
1.3. Anonymous Threats of Violence: Bomb Threat/Active Shooter Threat
1.4. Sexual Assault
1.5. Suspicious Packages
1.6. Terrorism
2. Definition
2.1. Commission of a criminal act or other actions that are likely to place visitors
and/or community members at risk of physical harm in an area within the
control of the University at Albany.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. University Police Group – Respond as directed under UPD department and
URC policy and guidelines as appropriate. Liaison with responding agencies
as appropriate.
5. Considerations
5.1. Community notifications may be issued as required under law or appropriate
to the incident.
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Criminal / Violent Behavior: Active Shooter – Hostile Intruder
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to active shooter/immediate action response incidents.
2. Definition
2.1. An Active Shooter incident is defined as any incident wherein one or more
armed persons who display the intent to use deadly physical force against
others and has the ability to take the lives of innocent people.
3. Overall incident management
3.1. Full activation of the ICS management structure and full EOC activation.
4. Responsibilities
4.1. University Police Group – Primary incident response during initial
phase. Respond as directed under UPD department and URC policy and
guidelines as appropriate. Liaison with responding agencies as appropriate.
4.2. Health Services Group – Provide/coordinate emergency medical and morgue
services as appropriate.
5. Considerations
5.1. Evacuation, continuation of University academic and business activities and
services, and ongoing medical and mental health issues must be addressed as
appropriate to the incident and consistent with policy and URC guidelines.
5.2. The PIO function and management of information must be considered.
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Criminal / Violent Behavior: Barricaded Subject - Hostage
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to a barricaded subject/hostage incident.
2. Definition
2.1. A Barricaded Subject/Hostage incident is defined as any incident in which a
person is in a location made inaccessible to law enforcement and that person is
reasonably believed to have threatened suicide or threatened to inflict or has
inflicted serious physical injury or death on hostages, law enforcement officers,
or other persons.
3. Overall incident management
3.1. Full activation of the ICS management structure and full EOC activation.
4. Responsibilities
4.1. University Police Group – Primary incident response during initial
phase. Respond as directed under UPD department and URC policy and
guidelines as appropriate. Liaison with responding agencies as appropriate.
4.2. Health Services Group – Provide/coordinate emergency medical and morgue
services as appropriate.
5. Considerations
5.1. Evacuation, continuation of University academic and business activities and
services, and ongoing medical and mental health issues must be addressed as
appropriate to the incident and consistent with policy and URC guidelines.
5.2. The PIO function and management of information must be considered.
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Criminal / Violent Behavior: Anonymous Threat of Violence - Bomb
Threat/Explosion – Active Shooter Threat
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to an anonymous threat of violence against the University
Community, such as bomb threat or active shooter threat. This anonymous threat
may be made through social media, a phone call, written communication, etc.
2. Definition
2.1. A Bomb Threat/Explosion incident is one in which an anonymous threat is made,
usually verbal or written, against the University Community to detonate an
explosive or incendiary device to cause property damage, death, or injuries,
whether or not such a device actually exists, or an incident in which a device has
been found or detonated.
2.2. An Active Shooter Threat is one in which an anonymous threat is made, usually
written or verbal, that firearms will be used to harm members of the University
Community.
3. Overall Incident Management
3.1 .Immediate notification to the University Police Department, where a credibility
evaluation will take place. Credibility evaluations do not consider public
perception of a threat in the evaluation. The evaluation will look primarily at the
specificity of the threat in terms of time, date, location, type of violence and
method of delivery. Secondary factors, such as verbiage used in the threat
communication, background noise on a phone call, involvement of known
hostiles or groups (declared or implied), and activities the threat may be
targeting, will also be evaluated.
3.2. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
3.3. The nature of the threat may engage other incident specific guidelines as
appropriate to the incident.
4. Responsibilities
4.1. University Police Group – Primary incident response during initial
phase. Respond as directed under UPD department and URC policy and
guidelines as appropriate. Perform a credibility evaluation of the anonymous
threat. Liaison with responding agencies as appropriate.
4.2. Health Services Group – Provide/coordinate emergency medical and morgue
services as appropriate.
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5. Considerations
5.1. Evacuation, continuation of University academic and business activities and
services, and ongoing medical and mental health issues must be addressed as
appropriate to the incident and consistent with policy and URC guidelines.
5.2. The PIO function and management of information must be considered.
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Criminal / Violent Behavior: Sexual Assault
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to sexual assault. Go to Appendix T. - University at Albany
Sexual Violence Response Policy.
2. Definition
2.1. Sexual Assault: Any physical sexual act committed without consent.
2.2. Sexual Violence: The term sexual violence, as used throughout the University’s
Sexual Violence Response Policy, includes sexual harassment, sexual assault,
and domestic violence, dating violence, intimate partner violence and stalking.
2.3. Sexual Harassment: Unwelcome, gender-based verbal or physical conduct that
is sufficiently severe, persistent or pervasive that it unreasonably interferes with,
denies or limits someone’s ability to participate in or to benefit from the
University’s educational program and/or activities, and is based on power
differentials (quid pro quo), the creation of a hostile environment, or retaliation.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
3.2. Response will typically not include activation of the ICS management structure
but will involve full implementation of the policies and procedures set forth in the
University’s Sexual Violence Response Policy. (See: Appendix T)
4. Responsibilities
4.1. As appropriate to the incident and designated under the University’s Sexual
Violence Response Policy.
5. Considerations
5.1. Ensure the victim’s safety.
Utilize the University’s Sexual Violence Response Policy – Appendix T. for the
appropriate response and as a resource.
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Criminal / Violent Behavior: Suspicious Packages
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to suspicious packages.
2. Definition
2.1. A Suspicious Package incident is one in which an envelope or package is found,
or reported, that is believed to contain a possible threat to life and/or property.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. University Mail Services: Isolate suspicious package and contact UPD.
4.2. University Police Group – Respond as directed under UPD department and URC
policy and guidelines as appropriate. Liaison with responding agencies as
appropriate.
4.3. Health Services Group – Provide/coordinate emergency medical and morgue
services as appropriate.
4.4. Environmental Health and Safety Group – Respond as directed under EHS URC
and University policy and guidelines as appropriate. Liaison with responding
HazMat and Biosafety guidance as appropriate.
5. Considerations
5.1. Evacuation, continuation of University academic and business activities and
services, and ongoing medical and mental health issues must be addressed as
appropriate to the incident and consistent with policy and URC guidelines.
5.2. The PIO function and management of information must be considered.
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Criminal / Violent Behavior: Terrorism
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to terrorism.
2. Definition
2.1. Terrorism is defined in the Code of Federal Regulations as “the unlawful use of
force and violence against persons or property to intimidate or coerce a
government, the civilian population, or any segment thereof, in furtherance of
political or social objectives” (28 C.F.R. Section 0.85).
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. University Police Group – Respond as directed under UPD department and URC
policy and guidelines as appropriate. Liaison with responding agencies as
appropriate.
5. Considerations
5.1. State and Federal LE and DHS involvement/reporting requirements.
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Evacuation Procedures
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to a full or partial evacuation of the campus.
2. Definition
2.1. An evacuation is defined as the emptying of any occupied area and the
transference of its occupants to an alternate location for reasons of safety and
protection.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. Student Services Group – Manage identification of alternate shelter, notification,
transportation consistent with the Department of Residential Life policy and URC
guidelines.
4.2. University Police Group – assist as appropriate, especially in directing traffic.
4.3. Parking and Mass Transit Services Group – assist as appropriate.
4.4. Facilities Group - assist as appropriate.
5. Considerations
5.1. Transportation of persons and property may require mobilization of additional
resources to address the particular needs.
5.2. Evacuation routes will need to be defined and demarcated. Security will be
required to direct traffic along evacuation routes.
5.3. Weather may have to be actively monitored, if there is an active threat for severe
weather, especially during a large event.
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Fire
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to fire(s).
2. Definition
2.1. A Fire is defined as the destructive burning of any building, structure, room,
town, forest, or other object.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. Facilities Group – Respond as directed under Facilities URC policy and
guidelines as appropriate. Liaison and assist with fire response, NYS Office of
Fire Prevention and Control and assist with cleanup as appropriate.
4.2. Environmental Health and Safety Group – Respond as directed under EHS URC
and University policy and guidelines as appropriate. Liaison with responding
HazMat as appropriate.
4.3. University Police Group – Liaison and assist with emergency medical
assistance, traffic management, site security and incident investigation as
appropriate.
4.4. Health Services Group – Provide/coordinate emergency medical and morgue
services as appropriate.
4.5. Student Services Group – Manage identification of alternate shelter, notification,
transportation consistent with the Department of Residential Life policy and URC
guidelines
5. Considerations
5.1. Evacuation – as and if necessary - detailed in the appropriate section herein.
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Flood
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to a flood.
2. Definition
2.1. A Flood is defined as a general and temporary condition of partial or complete
inundation of normally dry land area from: overflow of inland or tidal waters; or
unusual and rapid accumulation or runoff of surface waters from any source; or
mudflow.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. Environmental Health and Safety Group – Respond as directed under EHS URC
and University policy and guidelines as appropriate. Liaison and assist with
HazMat as appropriate.
4.2. Facilities Group – Respond as directed under Facilities URC policy and
guidelines as appropriate. Liaison and assist with fire response and assist with
cleanup as appropriate.
4.3. University Police Group – Liaison and assist with emergency medical
assistance, traffic management, site security and incident investigation as
appropriate.
4.4. Health Services Group – Provide/coordinate emergency medical and morgue
services as appropriate.
5. Considerations
6. Evacuation – as and if necessary - detailed in the appropriate section herein.
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Hazardous Materials Incident
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to a hazardous materials incident.
2. Definition
2.1. A Hazardous Materials Incident is defined as any accidental release or spill of a
hazardous material, especially with the potential to cause harm to human health
or life, property, or the environment.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. Environmental Health and Safety Group – Respond as directed under EHS URC
and University policy and guidelines as appropriate. Liaison with responding
HazMat and assist with cleanup as appropriate.
4.2. Facilities Group – Respond as directed under Facilities URC policy and
guidelines as appropriate. Liaison with fire response.
4.3. University Police Group – Liaison and assist with emergency medical
assistance, traffic management, site security and incident investigation as
appropriate.
4.4. Health Services Group – Provide/coordinate emergency medical and morgue
services as appropriate.
5. Considerations
5.1. Evacuation – as and if necessary - detailed in the appropriate section herein.
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Information Technology Failure
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to a major failure of the campus information technology system.
2. Definition
2.1. An Information Technology Failure is defined as an unplanned loss of
interruption of telephone service, intra- and internet service, two-way radio
communications, or other computing services.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. Information Technology Services Group – Respond as directed under URC and
department policy and guidelines as appropriate.
5. Considerations
5.1. Impact on Academic and Business activities on the University to be evaluated on
a continuing basis until the issue is rectified.
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Medical Emergency/Accident
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to medical emergencies or accidents.
2. Definition
2.1. A Medical Emergency/Accident is any unexpected or unplanned event that may
result in death, injury, property damage, or a combination of serious effects. The
victim may or may not be directly involved in the cause of the accident.
Accidents frequently are the result of both physical and mental factors that can
result in unsafe operating systems at work, home, or other sites.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. Health Services Group – Provide/coordinate emergency medical and morgue
services as appropriate and indicated within Department and URC policies and
guidelines.
4.2. University Police Group – Liaison and assist with emergency medical
assistance, traffic management, site security and incident investigation as
appropriate.
5. Considerations
5.1. Activation of Student Services, EHS and other groups to be considered as
appropriate to the incident particulars.
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Mental Health Emergency
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to a mental health emergency.
2. Definition
2.1. Mental Health Emergencies may include attempted suicide, substance
dependence, alcohol intoxication, acute depression, presence of delusions,
violence, panic attacks, and significant, rapid changes in behavior by community
members.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. Health Services Group – Provide/coordinate emergency mental
health/counseling services as appropriate and indicated within Department and
URC policies and guidelines.
5. Considerations
5.1. Activation of Student Services, EHS, UPD and other groups to be considered as
appropriate to the incident particulars.
5.2. Student Care Services should be notified of incident for evaluation and followup.
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Public Health Emergency: General
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to a general public health concern.
2. Definition:
2.1. A Public Health Emergency includes an acute event which poses a threat of loss
of life or significant morbidity to a substantial portion of the campus society
regardless of race, gender, age or occupation (while acknowledging that some
groups may be at greater risk).
3. Potential Emergencies include:
3.1. Infectious disease-Severity of risk is not simply based on a case count; increase
over baseline prevalence (typhoid fever), ease of transmission (influenza), and
likelihood of intentional introduction (anthrax) must factor into the determination
of an emergency.
3.2. Water & food borne
3.3. Air borne (including Influenza)
3.4. Environmental Hazards
3.5. Toxins
3.6. Acts of nuclear, chemical, or biological terrorism
3.7. Tornados or storms with intense lightning, icing, wind, or hail
3.8. Radiological exposures
3.9. Shootings, bombings with multiple injuries
4. Overall incident management
4.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
5. Primary Campus Institutions may include:
5.1.1. Environmental Health & Safety
5.1.2. University Health Center
5.1.3. UPD
5.1.4. Academic Affairs
5.1.5. Student Affairs
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5.1.6. Residential Life
5.1.7. Facilities
5.1.8. Human Resources
5.1.9. International Student Services
6. Secondary (off campus) Institutions may include:
6.1.1. Department of Health (DOH) (Albany County & possibly NYS, especially
the Capital District Regional Office)
6.1.2. Community Hospitals
6.1.3. Clinical and/or Environmental Laboratories
7. Considerations
7.1. Agent of disease as well as its potential for morbidity and mortality will dictate
response
7.2. Involvement of local and state DOH will be crucial to response
7.3. Impact on off campus society will determine response as well as involvement of
non-UAlbany community
8. Additional Resources
REFER TO APPENDIX AA OF THIS PLAN.
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Residence Hall Disaster
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to a residential hall disaster.
2. Definition
2.1. Any serious situation or emergency that occurs in or directly effects the
University residential facilities.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. Care & Shelter Group – Provide/coordinate emergency relocation, housing and
other services as appropriate and indicated within Residential Life Department
and URC policies and guidelines.
4.2. University Police Group – Liaison and assist with emergency medical
assistance, traffic management, site security and incident investigation as
appropriate.
4.3. Facilities Group – Liaison and assist with emergency relocation, structural
evaluation, and cleanup as appropriate.
5. Considerations
5.1. Activation of Student Services, EHS and other groups to be considered as
appropriate to the incident particulars.
5.2. This type of incident is most likely derived from another incident (criminal
activity, fire, etc.) and the incident in total may be more than an issue of alternate
housing.
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Shelter-in-Place
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to shelter-in-place.
2. Definition
2.1. Shelter-in-Place refers to the action of seeking shelter indoors. It is used as an
alternative to evacuation when the area outside is unsafe.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. Care & Shelter Group – Provide/coordinate emergency relocation, housing and
other services as appropriate and indicated within Residential Life Department
and URC policies and guidelines.
4.2. University Police Group – Liaison and assist with emergency medical
assistance, traffic management, site security and incident investigation as
appropriate.
5. Considerations
5.1. Activation of Student Services, EHS and other groups to be considered as
appropriate to the incident particulars.
5.2. Communication – Specific notifications must be made indicating locations to
shelter in place and where to seek further information. An all-clear must be sent
upon termination.
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Structural Collapse/Failure
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to structural collapse/failure.
2. Definition
2.1. A Structural Collapse/Failure is defined as the loss of structural integrity of a
building or other structure that results in significant personal injury, death, or
imposing major economic loss.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. Facilities Group – Respond as directed under Facilities URC policy and
guidelines as appropriate. Liaison with fire response. Facilities’ engineers
respond as appropriate.
4.2. Environmental Health and Safety Group – Respond as directed under EHS URC
and University policy and guidelines as appropriate. Liaison with responding
HazMat as appropriate.
4.3. University Police Group – Liaison and assist with emergency medical
assistance, traffic management, site security and incident investigation as
appropriate.
4.4. Health Services Group – Provide/coordinate emergency medical and morgue
services as appropriate.
5. Considerations
5.1. Evacuation – as and if necessary - detailed in the appropriate section herein.
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Tornado
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to a tornado.
2. Definition
2.1. A Tornado (often referred to as a twister or, erroneously, a cyclone) is a violent,
dangerous, rotating column of air that is in contact with both the surface of the
earth and a cumulonimbus cloud or, in rare cases, the base of a cumulus cloud.
Tornadoes come in many shapes and sizes, but are typically in the form of a
visible condensation funnel, whose narrow end touches the earth and is often
encircled by a cloud of debris and dust.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. Facilities Group – Respond as directed under Facilities URC policy and
guidelines as appropriate. Liaison with fire response and cleanup as appropriate.
4.2. Environmental Health and Safety Group – Respond as directed under EHS URC
and University policy and guidelines as appropriate. Liaison with responding
HazMat as appropriate.
4.3. University Police Group – Liaison and assist with emergency medical
assistance, traffic management, site security and incident investigation as
appropriate.
4.4. Health Services Group – Provide/coordinate emergency medical and morgue
services as appropriate.
5. Considerations
5.1. Evacuation – as and if necessary - detailed in the appropriate section herein.
Coordination with surrounding agencies – the University may assist as a temporary
facility should damage occur at a nearby non-campus location and/or damage to
University facilities may require a coordinated response involving non-campus
agencies.
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Utility Failure
1. Objective: To establish guidelines and assign responsibility for the appropriate
University response to a utility failure.
2. Definition
2.1. A Utility Failure is defined as any interruptions of utility service to one or more
University facilities, to include electric, gas and/or water.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the
incident particulars.
4. Responsibilities
4.1. Facilities Group – Respond as directed under Facilities URC policy and
guidelines as appropriate. Liaison with fire response.
4.2. Environmental Health and Safety Group – Respond as directed under EHS URC
and department policy and guidelines as appropriate. Liaison with responding
HazMat as appropriate and assist with notifications to science departments.
4.3. University Police Group – Liaison and assist with emergency medical
assistance, traffic management, site security and incident investigation as
appropriate.
4.4. Health Services Group – Provide/coordinate emergency medical and morgue
services as appropriate.
5. Considerations
5.1. Evacuation – as and if necessary - detailed in the appropriate section herein.
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Winter Storm
1. Objective: To establish guidelines and assign responsibility for the appropriate University
response to a major winter storm.
2. Definitions
2.1. General – Major Winter Storm
2.1.1. Weather hazards associated with freezing or frozen precipitation (freezing
rain, sleet, or snow) or combined effects of winter precipitation and strong winds.
2.2. Specific definitions
2.2.1. A blizzard is a severe snowstorm, characterized by strong winds in excess of
56 km/h (35 mph) with blowing or drifting snow which reduces visibility to 400
meters or ¼ mile or less and must last for a prolonged period of time — typically
three hours or more.
2.2.2. Freezing rain typically occurs when a layer of warm air hovers over a region, but
the ambient temperature is near 0 °C (32 °F), and the ground temperature is subfreezing. A storm in which only roads freeze is called a freezing rain storm; one
resulting in widespread icing of plants and infrastructure is called an ice storm.
3. Overall incident management
3.1. Activation of the ICS management structure and EOC as appropriate to the incident
particulars.
3.2. See also the Snow Response Guide in Appendix U.
4. Responsibilities
4.1. Facilities Group – Respond as directed under Facilities URC policy and guidelines as
appropriate.
4.2. University Police Group – Liaison and assist with emergency medical assistance, traffic
management, site security and incident investigation as appropriate.
5. Considerations
5.1. Evacuation – as and if necessary - detailed in the appropriate section herein.
5.2. Communication – Should all or part of the University cancel classes notification of such
cancellation should be sent.

37 | P a g e

Appendices
Appendix A: EOC Functions with Lead and Support Assignments
Function or Group

Executive Policy Council

Lead Department/URC

Support Department/URC

President’s Office/CEO

Executive Committee

Liaison between President’s
Executive Policy Council
and EOC

Communications and
Marketing

Function or Group

Lead Department/URC

Support Department/URC

EOC Management Group/
Incident Commander

Communications and
Marketing

EHS/University Police
Department

Public Information Officer

Communications and
Marketing

University Police
Department

Legal Officer

University Counsel

Liaison Officer

As Appointed

Agency Representative

As Appointed

EOC Administration Staff

UPD

Operations Section Chief

Facilities/EHS/Police or
Unit/Dept.
with Lead Site Command

University Events

Planning Section Chief

Facilities Management

University Events

Logistics Section Chief

Finance & Administration

Purchasing
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Function or Group

Lead Department/URC

Support Department/URC

Finance Section Chief

Finance & Administration

Comptroller

Police

Facilities Services

University Police
Department

Facilities Management

Environmental Health &
Safety

Environmental Health &
Safety

Medical Services Group

University Health Center

5 Quad VAS

ITS Group

Information Technology
Services

Telecomm

Care and Shelter Group

Residential Life

UAS

Student Services Group

Student Affairs

Residential Life

Resource Unit

Audit & Control

Situation Unit

Institutional Research

Documentation Unit

University Events

Demobilization Unit

Facilities Management

Check-in Status Recorder

Resource Procurement

University Police
Department

Finance & Administration

Purchasing
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Function or Group

Lead Department/URC

Personnel Management

Human Resources

University Site Inventory

Audit & Control

Transportation Services

Parking & Mass Transit

Emergency Support
Services

Emergency Accounting

Payroll and Benefits

Insurance/FEMA/Risk
Management

Research Support Services

Support Department/URC

Equipment Management

UAS

Sodexo

Finance & Administration

Controller

Human Resources

Payroll

Finance & Administration

University Counsel

Research

CAS Dean
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Appendix B: Emergency Preparedness Call List 2018 – 2019*
Area
President's Office

Student Affairs

Office

Preferred Office #

President

Havidan Rodriguez

518-956-8013

Chief of Staff

Bruce Szelest

518-956-8010

Counsel

Janet Thayer

518-956-8050

Vice President

Michael Christakis

518-956-8140

Edward Engelbride

518-956-8140

Clarence McNeill

518-956-8140

Cynthia Riggi

518-956-8140

Laurie Garafola

518-956-8140

Estela Rivero

518-442-5800

Carol Perrin

518-442-5875

Charles Rogers

518-442-5875

Health Center –
Medical Director

Graciela Desemone

518-442-5454

Disability Resource

Carolyn Malloch

518-442-5490

Counseling & Psy.
Services

Joyce Dewitt-Parker

518-442-5800

Community Standards

Nancy Lauricella

518-442-5501

Brian Stephenson

518-442-5501

Student Care Services

Sally D'Alessandro

518-442-5501

Advocacy Center for
Sexual Violence

Carol Stenger

518-442-2273

Vice President

Fardin Sanai

518-956-8150

University
Spokesperson

Jordan Carleo-Evangelist

518-956-8016

Strategic Comm.

Kristin Marshall

518-956-8158

Web

Brian Smith

518-956-7940

Res Life

Comm. & Marketing

Callout Order
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Area

Office

Callout Order

Business Ops.

Lisa Taylor

518-956-8150

Director

Mark Benson

518-442-2562

Deputy Athletic Dir.

Vacant

518-591-8566

Athletics Operations

Cara White

518-442-2639

Provost

Carol Kim

518-956-8030

William Hedberg

518-956-8037

Ben Weaver

518-956-8036

Internat'l Students

Michael Elliott

518-591-8189

EOP

Maritza Martinez

518-442-5180

Interim Dean

Jeanette Altarriba

518-442-4651

Asst. Dean Facilities

Elizabeth Gaffney

518-442-4651

Atmospheric Sciences

WEATHER FORECAST

Ross Lazear

518-437-3601

Finance & Administration

Vice President

Todd Foreman

518-956-8120

Associate Vice
President ERM

Kevin Wilcox

518-956-8120

Emer. Manage. Coor.

Stephen Conard

518-956-8120

Controller

Dave Mason

518-956-8120

UAS – Executive Dir.

Stephen Pearse

518-442-5950

Director of Title IX

Amelia Barbadoro

518-442-3800

UPD - Chief

Frank Wiley

518-442-3130

Assistant Chief

Aran Mull

518-442-3130

Associate VP HR

Randy Stark

518-437-4700

Associate VP Facilities

John Giarrusso

518-956-8120

Director Physical Plant

Bill Dosch

518-442-3400

Athletics

Academic Affairs

College of Arts and Sciences

Preferred Office #
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Area

Office

Callout Order

Preferred Office #

Associate Director

Nancy Dame

518-442-3417

Shops

Paul Guarnieri

518-442-3400

Heating Plant

Dave Ferris

518-442-3400

Codes/Fire Safety

Karl Kilts

518-442-3400

Finance & Administration

Mass Transit

Jason Jones

518-442-3121

Univ. Advancement & Exec.
Dir. UAlbany Foundation

Vice President

Fardin Sanai

518-956-8060

Env. Health & Safety

Overall Issues

Lisa Donohue

518-442-3495

HazMat

Nay Gosai

518-442-3495

Radiation

Eric Call

518-442-3495

Biosafety

Michelle McConville

518-442-3495

Vice President

James Dias

518-956-8170

Veterinarian

Antigone McKenna

CIO

Brian Heaton

518-956-8080

Assistant CIO

Lisa Trubitt

518-956-8080

Chief Information
Security Officer

Marty Manjak

518-442-6411

EIS

Nancy Beck

518-442-6440

Telecom

Odette Fung

518-437-3800

Telecom

Wilson Mendez

518-437-3800

Chief Diversity Officer
& Asst. VP

Tamra Minor

518-956-8110

Research

Information Tech.

Diversity & Inclusion

518-437-4417 uptown
518-591-7159 east

*Note: After hours contact information has been designated as confidential and is maintained by the University Police
Department for official uses only.
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Appendix C: EOC Facilities (Primary: UPD Building)
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Appendix D: EOC Training, Drills and Exercises
Date(s) / Time

Event/Activity

Location

Areas Tested

7/30/15 – 8:30 AM

Water Main Break

In Parking Lot by State
Quad

All

4/26/17 – 9:00 AM

NYC Nuclear Attack –
Gotham Shield

UPD

Response to EOC

8/23/17 – 3:00 PM

Managing a Civil
Disturbance

CC

Legal and Response

11/16/18 – 9:00 AM

Ice Storm 2018

UPD

All

2/13/19 – 9:30 AM

ITB and Power Plant Mock ITB and Power Plant
Power Outage – Back
Feeding Plant from ITB
Generator

Facilities

2/15/19 – 9:00 AM

Public Demonstration

Massry Center for
Business Rm.151

All

6/6/19 – 10:00 AM

Indian Quad Mock Power
Outage – Emergency
Generator Testing

Indian Quad

Facilities

45 | P a g e

Appendix E: Key (RESTRICTED) Emergency Contact Information Form
Agency

Phone #

24hour?

FAX

Email or

Physical Location

Note

Website

University
Emergency
Operations
Center

University
Back-up EOC
University
Executive
Policy
Council
Room

Command
Center
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Agency

Phone #

24hour?

FAX

Email or

Physical Location

Note

Website

Police
Dispatch

Facilities/
Power Plant
Services

City of
Albany
Emergency
Management
Albany
County EOC
NYS OEM
National
Weather
Service

http://www.erh.noaa.gov/aly/
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Appendix F: University at Albany Emergency Operations Center
Phone 518-442-3132
Main EOC Operator .........................................................................................................
Answering Position ................................................................................................
Answering Position ................................................................................................
EOC Fax (Incoming) ........................................................................................................
EOC Fax (Outgoing) ..............................................................................................
EOC Responder Hotline ..................................................................................................
EOC Conference Bridge ........................................................................................
EOC Conference Speakerphone............................................................................
INCIDENT COMMANDER (conference bridge) .................................................................
EOC External Liaison .............................................................................................
EOC Internal Liaison ..............................................................................................
EOC Staff ..............................................................................................................
EOC Staff ..............................................................................................................
Safety Officer (conference bridge) ..................................................................................
Legal Officer (conference bridge) .....................................................................................
Information Officer (conference bridge)...........................................................................
OPERATIONS SECTION (conference bridge) ..................................................................
University Police ....................................................................................................
Facilities Management ...........................................................................................
Environmental Health & Safety ..............................................................................
Medical Services ....................................................................................................
Information Technology Services ...........................................................................
Care and Shelter ....................................................................................................
Student Services ....................................................................................................
PLANNING SECTION (conference bridge) .......................................................................
Resource Unit .......................................................................................................
Situation Unit .........................................................................................................
Documentation Unit ...............................................................................................
FINANCE/ADMINISTRATION SECTION (conference bridge) ..........................................
Emergency Accounting ..........................................................................................
Insurance/FEMA/Risk Management .......................................................................
LOGISTICS SECTION (conference bridge) .......................................................................
Resource Procurement ..........................................................................................
Personnel Management .........................................................................................
University Site Inventory – materials, goods, equipment ........................................
Transportation Services – Vehicles ........................................................................
Emergency Support Services .................................................................................
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Appendix G: Communications
There are three (3) areas of Communication Plans that must be integrated in the
Emergency Management Plan to ensure effective communication. These levels are:
Operations Communications, Community Communications, and Public/Media
Communications.
The Public Information Officer will be responsible for working with the EPC and the
Incident Commander to develop the plan of action in communication information to all
constituencies, unless otherwise noted.

1. General Guidelines
The following guidelines should inform the communications management process during
every major incident that involves the activation of the EOC or requires increased
capability to manage operational, community and/or public/media communications
beyond the normal day-to-day capability.
1.1.
Designate a Spokesperson
In most cases, the spokesperson will be the Public Information Officer. In cases of
significant crisis the University may evaluate the option of having the President or the
highest ranking college official take the lead in conveying the administration’s response
to the crisis.
1.2.
Notify Key Constituencies
The key constituents should be identified and informed of the incident. It is important to
keep these constituents informed of appropriate details and actions taken by the
University during an emergency. Effective communication on the part of incident officials
will help quell rumors, maintain morale and ensure the continued orderly operation of the
University. Groups to consider include:
1.2.1.
1.2.2.
1.2.3.
1.2.4.
1.2.5.
1.2.6.
1.2.7.
1.2.8.
1.2.9.

Law Enforcement Agencies
Administration, Faculty, Staff, and Students
Parents of Students
General Public
Mass Media
Alumni
Donors
Local Government Officials
SUNY Systems Administration – See Appendix V.
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1.3.
High Volume Call Centers
There will be a variety of places that will receive a high volume of incoming telephone
calls pertaining to the incident at hand. These centers should be notified and instructed
about where to refer calls pertaining to the crisis. These high volume locations include
(but are not limited too):
1.3.1.
1.3.2.
1.3.3.
1.3.4.

Campus Switchboard
University Police Department
Human Resources
Department of Residential Life

1.4.
Rumor Control
Establishing a rumor-control hotline and/or a dedicated call-in line for media use will help
to quell rumors pertaining to the incident.
1.5.
Loss of Telephone Service
Cellular telephones and mobile radio communication (walkie-talkie) can be used in the
event that electricity and/or landlines are down. Keep in mind that cellular telephone
towers may become clogged with traffic which will inhibit their ability to relay phone calls
in a timely manner, if they are relayed at all.
1.6.
Aftermath
Following an incident it may still be necessary to continually update key constituents as
to the progression of incident demobilization and recovery. The Public Information
Officer, or other entity given the responsibility of media relations, should be prepared to
assist in bringing closure to the incident as well as relief from the effects of the event.

2. Community Communications
2.1. The primary responsibility for community communications will be managed by
and through the Public Information Officer. Community communications are
those communications vectors used to provide information to and receive
information from our community members. This includes students, faculty, staff,
visitors, as well as persons living in the immediate vicinity of the campus.
Friends and relatives of community members may also possess legitimate need
to receive this type of communication based upon the incident particulars.
Community communication options include mass email, mass dialers for
telephone, facsimile and text messaging, information posted on University web
pages, communication through direct contact with residential life, faculty and
other University staff, posting of flyers and public address systems including the
University Police vehicles. In the event of an emergency, the University is
committed to providing timely, accurate and consistent information to the public.
2.2. UAlbany Alert: Emergency Information
2.2.1. The University at Albany takes matters of safety and security seriously. In
the event of a campus emergency, official sources of information will be
communicated through the following channels:
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2.2.1.1.
The Web: The emergency information page at
www.albany.edu/emergency will post frequent updates.
2.2.1.2.
Email: In the event of a campus emergency, email messages will
be issued from UAlbanyAlert@albany.edu and/or from
sunyalbany@nyalert.gov. This includes class cancellations in the
event of inclement weather.
2.2.1.3.
Social Media: Updated reports will be supplied continuously
through UAlbany's Facebook and Twitter pages. Follow @UAlbany
and @UAlbanyAlert on Twitter for updated information. You can also
search Twitter for updates using #UAlbanyAlert.
2.2.1.4.
Emergency Information Line: UAlbany's emergency information
telephone line, (518) 442-7669, provides information updates in the
event of an emergency or weather-related issue.
2.2.1.5.
UAlbany Alert - Everbridge (formerly NY Alert): The UAlbany Alert
System notifies registered members of the campus community via text
message, voicemail or email, of situations presenting an ongoing risk
to public safety on our campus. NY-Alert/Everbridge is the emergency
communication platform that UAlbany utilizes to inform the campus
community of an emergency.
2.2.1.6.
For more information on UAlbany Alert, and to sign up, please go
to your My UAlbany page at: https://www.albany.edu/myualbany.

3. Operational Communications
The primary responsibility for operational communications will be managed by and
through the Logistics C&C Group. Operational communications are those
communications vectors used to manage the operational activity related to mitigation
and recovery and consist primarily of radio, telephone, facsimile and data
communications devices. The ability to erect and maintain two way communications is
vital to managing the incident. The University maintains the following Radio
Communication systems for use by operational personnel:
3.1. University Police Radio System
UPD has in service or ready for service 38 Police portable radios, 15 Police mobile
radios, 15 VHF (SSA) mobile radios, and 15 VHF (SSA) portable radios.
Patrol Car Radio, scanning capabilities with VHF (SSA) channels.
Channel 1
VHF 1
155.80500
Channel 2
VHF 2
155.88000
Channel 3
Guilderland PD
155.79000 (Rec.) - 154.77 (Trans.)
Channel 4
Alb. Co. Sheriff
159.36000 (Rec.) – 151.325 (Trans.)
Channel 5
5 Quad VAS
154.11500 (Rec.) – 158.8425 (Trans.)
Channel 6
NYSP Car
154.66500
Channel 7
Comsec
155.44500 (Rec.) – 154.68 (Trans.)
Channel 8
State Wide
155.37
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Channel 9
Channel 10

National
155.475
NYSP ESIRS 159.0975 (Rec.) – 154.9575 (Trans.)

Dispatch Console

Portable Radios

800 uptown
800 patrol
800 event
800 tactical
C/Albany Emergency
5-Quad
CDERN
Bus/Power Plant
VHF (SSA) uptown
VHF (SSA) downtown
T/Guilderland

800 uptown
800 patrol
800 event
800 tactical
C/Albany Emergency
Talk around
C/Albany Dispatch (main)

FCC Authorized frequencies for UPD
854.96250
(Police)
809.96250
(Police)
155.80500
(VHF)

Albany City Frequencies
(Trunked frequencies, UPD will scan between all and transmit on open APD emer.
frequency)
860.2125
857.2125
859.2125
856.4357
858.2125
856.2125
857.437

3.2. Facilities Management Radio Communications
3.2.1. Frequencies used
159.56250
154.51500
159.57750
3.2.2. Equipment available
230 portable radios
18 mobile radios
8 stationary radios
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4. TELEPHONE AND FACSIMILE COMMUNICATIONS
4.1. EOC – Primary Call* List
Executive Policy Council

Office Telephone

Havidan Rodriguez

University President

518-956-8013

Carol Kim

Provost & Senior Vice President for
Academic Affairs

518-956-8030

James Dias

Vice President for Research

518-956-8170

Michael Christakis

Vice President for Student Affairs
518-956-8140

Todd Foreman

Vice President for Finance and
Administration

518-956-8120

Mark Benson

Director of Athletics

518-442-2562

Jordan Carleo-Evangelist

University Spokesperson

518-956-8163

Fardin Sanai

Vice President for University Advancement
& Executive Director of the University at
Albany Foundation

Bruce Szelest

Chief of Staff

518-956-8010

Brian Heaton

Chief Information Officer

518-956-8080

Janet Thayer

Senior Counsel

518-956-8050

J. Frank Wiley

Chief of Police

518-442-3130

Tamra Minor

Chief Diversity Officer & Assistant Vice
President for Diversity and Inclusion

518-956-8110

518-956-8150 or
518-956-8060

*Note: After hours contact information has been designated as confidential and is
maintained by the University Police Department for official uses only.
5. UALBANY ALERT
The UAlbany Alert system provides an option for messaging discrete groups within the
University once those groups have been set up. Currently groups have been set up to
allow messaging to members of the Executive Policy Group and to the Emergency
Management Team members. The UAlbany Alert system is a primary vector for
messaging to voice, text and email services for the campus community, as well as the
community-at-large during a crisis. The service may also be used to post emergency
messaging on various social messaging platforms.
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5.1. Use of the Messaging system
The UAlbany Alert system is intended to provide a vector for the University
to provide good actionable information to subscribers in a timely manner
delivering information and instruction to our community to improve the
safety of our community. Authorized users may send messages as
permitted by policy and authorized below.

5.2. Requirements/Authorization to use the system:
5.2.1. An active network connection is necessary for the use of this system.
5.2.2. Only trained and authorized users may access the messaging site and
are responsible for doing so consistent with policy. The following University
personnel are authorized users:

Name
Baldwin, Jennifer
Barnard, Brandy
Berger, Melissa
Burlingame, Paul
Butz, Kelsey
Clapper, Jeremy
Dilcher, Scott
Dzikowski, Michael
Eveleth, Jeremy
Fung, Odette
Grassmann, Steven
Grosshandler, Michael
Krosky, Kevin
Lapage, Alan
Lincoln, Keith
Mabee, Michael
Marshall, Kristin
Mendez, Wilson
Mull, Aran
Nolan, Mike
Padula, Danielle
Prusak, Christopher
Sweeney, Michael
Taitt, Latoya
Yankowski, William

Department
UPD
UPD
UPD
UPD
Com & Mktg
UPD
UPD
ITS
UPD
ITS
UPD
ITS
UPD
UPD
UPD
UPD
Com & Mktg
ITS
UPD
Com & Mktg
UPD
UPD
ITS
ITS
UPD

Phone
+1 518-703-0293
+1 315-323-1793
+1 518-207-7218
+1 518-265-4268
+1 518-256-7540
+1 518-428-8545
+1 518-862-0263
+1 518-424-9732
+1 518-888-2184
+1 518-265-6807
+1 518-857-6032
+1 518-469-0823
+1 518-527-6006
+1 518-339-3130
+1 518-442-3131
+1 518-852-5425
+1 518-491-0579
+1 518-788-0341
+1 518-527-0412
+1 518-477-0495
+1 518-522-1129
+1 518-334-0222
+1 518-369-5641
+1 518-210-3723
+1 518-469-6196

Email
jbaldwin1@albany.edu
bbarnard@albany.edu
mberger2@albany.edu
pburlingame@albany.edu
kebutz@albany.edu
jclapper@albany.edu
sdilcher@albany.edu
mdzikowski@albany.edu
jeveleth@albany.edu
ofung@albany.edu
sgrassmann@albany.edu
mgrosshandler@albany.edu
kkrosky@albany.edu
alapage@albany.edu
klincoln@albany.edu
mmabee@albany.edu
kmarshall@albany.edu
wmendez@albany.edu
amull@albany.edu
mnolan@albany.edu
dpadula@albany.edu
cprusak@albany.edu
msweeney2@albany.edu
ltaitt@albany.edu
wyankowski@albany.edu
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5.2.3. Authorized users may send messages only when the message has been
approved by one of the following:
5.2.3.1.
As provided for under the provisions of the Clery Act (Timely
Warnings and/or Immediate Notifications).
5.2.3.2.

Chief Executive Officer of the University

5.2.3.3.

Vice President for Student Affairs

5.2.3.4.

Communications and Marketing

5.2.3.5.

Chief of University Police

5.2.4. Notwithstanding 5.2.3 above, upon activation of the campus Emergency
Management Plan no message may be sent (except as noted under below)
without the express approval of the Incident Commander. Approval may be
obtained through the Public Information Officer.
5.2.5. An authorized user may send a message without approval as required
above if and only if an attempt has been made to contact the above persons
without success and the user reasonably believes that sending a message
immediately is necessary to save lives, or such message is required under
the provisions of the Clery Act.

Directions to Sign on to UAlbany Alert
•
•
•
•

Log-in to your My UAlbany page at: https://www.albany.edu/myualbany
Under “Self Service” click on “SUNY NY Alert”
Click on “I will register for this service now to receive alerts.”
Enter your information.

6. Email Communications Authorized users may send campus-wide emergency
email alerts via the procedure below.
6.1. The following persons* are authorized to send these alerts:
Name

Phone Number*

Baldwin, Jennifer

518-703-0293

Burlingame, Paul

518-265-4268

Clapper, Jeremy

518-428-8545

Grassmann, Steven

518-857-6032

Mull, Aran

518-527-0412

*Note: After hours contact information has been designated as confidential and is maintained by the
University Police Department for official uses only.
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6.2. You can send Campus Emergency Alert messages off campus by using Outlook
Web Access.
Go to OWA: Outlook Web Access: https://exchange.albany.edu/ and enter CampusEmergency-Alert-Notices into the "Alias" field.
Click Login.

When the login window pops up, enter your Personal NetID and Exchange password to
authenticate.
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You are now logged into Campus Emergency Alert notification mailbox. All
messages you send will be sent from Campus-Emergency-Alert-notices.

6.3. Instructions for sending a message
1. In the To field, enter the list to which you are sending (ALLFACSTAFFL@listserv.albany.edu or ALLSTUDENTS-L@listserv.albany.edu).
2. In the Subject field, enter the subject.
3. In the body, enter the message you want to send.
4. Send the message.
5. Listserv® will send an auto-reply back to this mailbox, asking for confirmation
that the message you sent actually came from you. To approve the
message for distribution, click “Reply” on the confirmation email, type “OK”
(no quotes) in the first line of the message, and nothing else.
6. Send the confirmation back to listserv and it will distribute the message to the
appropriate lists.
Listserv® will send the mailbox another email confirming that the message was
successfully distributed. You can delete these from the mailbox.
Log out of OWA.

7. PUBLIC/MEDIA COMMUNICATIONS
The primary responsibility for public/media communications will be managed by
and through the Public Information Officer. Communication with the general public and
the media not only fulfils what may be a legitimate public right or need to know, but also
provides another communication vector to push information out to our operational
resources as well as our community. The primary vector is through contact with media
reporters and may be obtained through phone, fax, email or personal contact.

7.1. MEDIA STAGING AREA/JOINT INFORMATION CENTER
A vital component of managing a critical incident is the management of
media information and contact. Essential to this task is the establishment of an
area where media may stage and obtain information (briefs, statements,
guidelines for media covering the incident, pool footage, etc.). The PIO shall set
up a Media Staging Area or Joint Information Center according to the incident,
ensuring that the media are made aware of the location and manage the flow of
information to the media. In addition to physical space the PIO should give
consideration to the availability of voice, facsimile, email and internet connections
and contact information.
7.1.1. NEED FOR A MEDIA CENTER
There may not always be a need for the establishment of a Media
Center. The assessment for this need will be made by the Public
Information Officer. The specific details of each incident will dictate
where the Media Center is located, if one is established. Provided there
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is a limited impact area of the incident the Media Center will be located in
a pre-determined area.

7.2. Photography
There may be a need to assign a photographer to the incident. This will
prevent the media from attempting to gain access to hazardous and/or
restricted areas, further complicating the incident.
The assigning of a photographer may provide helpful in responding to
media inquiries, to possible later litigation, and documentation of incident
events.

7.3. Unofficial Spokespersons
It may be necessary to identify other possible spokespeople that may be
available to the media, and that they may attempt to contact. These
people may include faculty, staff, student leaders, and others. It may be
necessary to advise these individuals on appropriate ways to deal with the
media.
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Appendix H: List of Plan Acronyms
ACS ......................................................................................... Albany Co. Sheriff
AFD ................................................................................ Albany Fire Department
APD ............................................................................. Albany Police Department
CDERN ...............................................Capital District Emergency Radio Network
CERT ............................... Campus (or Community) Emergency Response Team
CFR ......................................................................... Code of Federal Regulations
DHSES…………… Department of Homeland Security and Emergency Services
EHS ........................................................Environmental Health and Safety Office
EM ................................................................................ Emergency Management
EOC...................................................................... Emergency Operations Center
ECP ............................................................................... Executive Policy Council
ER ............................................................................................Emergency Room
EMP ...................................................................... Emergency Management Plan
ESF ........................................................................ Emergency Support Function
FEMA ................................................. Federal Emergency Management Agency
GPD..................................................................... Guilderland Police Department
HR ...........................................................................................Human Resources
HSA ..................................................................... Health Sciences Administration
ICS ........................................................................... Incident Command System
NIMS ....................................................... National Incident Management System
OEM ............................................................... Office of Emergency Management
SEMO ..................................................NY State Emergency Management Office
SOP ..................................................................... Standard Operating Procedure
UHC…………………………………………………………University Health Center
URC ................................................................................... Unit Response Center
University ...............................................................................University at Albany
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Appendix I: University Maps
•
•
•

Electronic Copies are located at: V:\UPD - General\Building Plans
Hardcopies are located at: Service Building A
University web page at http://www.albany.edu/map/
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Appendix J: 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.

The planning assumptions incorporated into this plan include the need for a University
response to conditions where:

Multiple persons have suffered substantial injury and/or are exposed to
conditions which may cause additional injuries.
Critical lifeline utilities may be interrupted including water delivery, electrical
power, natural gas, telephone communications, microwave and repeaterbased 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.
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.
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Appendix K: Emergency Plan Concept of Operations
This plan provides the organized management system for the University at
Albany 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.
It 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 National Incident
Management System (NIMS) and establishes a management structure
consistent with the Incident Command System (ICS), the management structure
adopted throughout the United States and internationally, and a requirement of
the Governor’s Executive Order No. 26, HSPD – 6 and HSPD – 8. 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
• Thirty-year history of successful implementation for emergency response
management in the field.
• Ten-year history as the International (Global) Standard for Emergency
Management organization.
2. Proven Best Practices in Emergency Management
• Flexibility in application – allows for scale-up, scale-down and transition.
• Team-based, bundled and linked processes and cross-functional efficiency
within the organization.
• Easy-to-understand for the users.
• Action oriented – focuses on results and output.
• Starts and stops – designed for rapid deployment and smooth deactivation.
• Wide application to unique settings.
3. Aligned with Adjacent and Contiguous Agencies
• Standardized functions.
• Standardized processes.
• Follow New York State guidelines.
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Appendix L: Plan Objectives
The objectives of this plan are to:
1. Provide Organization
1.1. Provide clear and easy-to-follow checklist based guidelines for the most
critical functions and liaisons during an emergency response.
1.2. Organize this plan in an easy-to-follow format in which users can quickly
determine their role, responsibility and primary tasks.
1.3. 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. Provide for Communications and Information Management
2.1. Serve as the central point of communications both for receipt and
transmission of urgent information and messages.
2.2. Serve as the official point of contact for the University during emergencies
when normal channels are interrupted.
2.3. Provide 24-hour full service communication services for voice, data and
operational systems.
2.4. Collect and collate all disaster information for notification, public
information, documentation and post-incident analysis.
2.5. Provide a basis for training staff and organizations in emergency response
management.
3. Offer Decision–Making Guidelines
3.1. Determine through a clear decision process, the level of response and
extent of emergency control and coordination that should be activated
when incidents occur.
4. Create a Management Structure for Response Operations
4.1. Utilize efficiently, the resources at the University to implement a
comprehensive and efficient emergency management response team.
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4.2. Continuously be prepared with a pro-active emergency response
management action plan, for the possibilities and eventualities of emerging
incidents.
5. Create a Management Structure for Recovery Operations
5.1. Transition response operations over to normal management processes, as
able.
5.2. Support business resumption plans and processes, as needed, during
restoration phases.
5.2.1. Provide documentation and information support to FEMA disaster
assistance program application.
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Appendix M: Levels of Emergency (Incident Typing)
Emergency conditions vary with each incident and activation. As a guide, incidents are
typed under the federal NIMS incident typing guidelines into one of the following five
categories:
Type 1 and Type 2 Incidents:
A Type 1 or Type 2 incident are the most complex requiring the response of resources
out of area, including regional and/or national resources to effectively manage the
operations and command and general staffing. Most if not all of the Command and
General Staff positions are filled. The incident extends beyond the capabilities for local
control and the incident is expected to go into multiple operational periods. A written IAP
is required for each operational period. These incidents involve a full activation of the
University EOC as well as coordination with county and state EOCs. These types of
incidents will most likely require a large scale evacuation of the University for an
extended period of time.
Examples:
Terrorist Attack
Major Hurricane/Earthquake
Structural Collapse
Cargo Jet has crashed with injuries onboard and on the ground
Regional Flooding
Type 3 Incident:
When capabilities exceed initial attack, the appropriate ICS positions should be added to
match the complexity of the incident. Some or all of the Command and General Staff
positions may be activated. The incident may extend into multiple operational periods. A
written IAP may be required for each operational period. In these incidents the
University must activate the EOC in order to address immediate emergency response.
Emergency conditions are wide spread and University must be self-sufficient for a period
of hours to several days. The incident will likely require assistance from the City of
Albany, Town of Guilderland, Albany County and other State agencies to effectively
manage. Localized evacuations are likely for extended periods of time.
Examples:
Hostage or Active Shooter Situation
Large HAZ-MAT Release
Major Fire in a Residential Complex
65 | P a g e

Water Main Break Impacting Multiple Buildings
Large Scale Civil Unrest
Type 4 Incident:
Command Staff and General Staff functions are activated only if needed. Several
resources are required to mitigate the incident. The incident is usually limited to one
operational period in the control phase. The Chief Executive Officer, their designee or
the Incident Commander may have briefings, and ensure the complexity analysis and
delegations of authority documents are updated. No written IAP is required. A partial or
full activation of the University EOC may be needed.
Examples:
Localized Structural Fire
Multivehicle Accident with Fatalities/Critical Injuries
Type 5 Incident:
The incident can be handled by one or two single resources with up to six personnel.
Command and General Staff positions (other than the Incident Commander) are not
activated. No written Incident Action Plan (IAP) is required. The incident is contained
within the first operational period and often within an hour to a few hours after resources
arrive on scene. The incident is able to be resolved as part of standard University
procedures. While there may be some damage and/or interruption, the conditions are
localized and the EOC is not needed.
Examples:
Vehicle Fire
Injured Person
Police Traffic Stop
Automatic Fire Alarm
Student Demonstration
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Appendix N: University ICS/EOC Organization, Position
Responsibilities and Assignments

University ICS/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, the
University Emergency Operations Center organization plan follows the standard five-unit
(team) structure as the basis for organizing emergency planning and response. The five
teams/sections are color-coded as follows:

(1) General Staff (Royal Blue)
(2) Operations (Red)
(3) Planning (Light Blue)
Resources and Logistics

(5) Finance & Administration (Green)
The University emergency response organization is based on these units, 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 Resource
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 included in this appendix 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.
University at Albany employees filling the positions in the ICS will have the
appropriate training. This includes NIMS 700 and 800 and ICS 100 and
200, plus specific training for the command and general staff positions
where appropriate.
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Emergency Operations Center Functions
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Executive Policy Council (President’s Cabinet)

In addition to the standard ICS management structure the University’s critical
incident management structure adds the Executive Policy Council. The Executive
Policy Council shall serve as the policy review and development body and shall
act as the coordinating body for other policy groups at the SUNY System, State
and Federal levels as well as campus policy groups. The Executive Policy Council
shall advise the Incident Commander or Unified Command regarding the
University’s position on matters of policy and strategic goals.
The University’s Chief Executive Officer serves as the head of the Executive Policy
Council which activates for Type 3 Incidents and above, or whenever executive
policy issues must be addressed – at his or her discretion. The Executive Policy
Council shall consist of the following members and other members as determined
by the University’s Chief Executive Officer (the President).

Executive Policy Council
•
•
•
•
•
•
•
•
•
•
•

University President
Senior Vice President for Academic Affairs & Provost
Vice President for Research
Vice President for Student Affairs
Vice President for Finance and Administration
Director of Athletics
Vice President for University Advancement & Executive Director of the
University at Albany Foundation
Vice President for Government and Community Relations
Chief of Staff
Senior Counsel
Assistant Vice President for Diversity & Inclusion & Chief Diversity Officer
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Table 2 - A

General Staff
Function or Group

Executive Policy Council
(EPC)

Purpose/Responsibilities
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, Chancellor and the Board of Trustees. Direction and
coordination with the Faculty Senate, Deans and Directors and the EOC
Management Group/Incident Commander.
(ICS 220-1) - The Incident Commander's responsibility is the overall
management of the incident. On most incidents, a single Incident
Commander carries out the command activity, however, Unified
Command may be appropriate. The Incident Commander is selected by
qualifications and experience.

Incident Commander
(IC)

The Incident Commander may have a Deputy, who may be from the
same agency, or from an assisting agency. Deputies may also be used
at section and branch levels of the ICS organization. Deputies must
have the same qualifications as the person for whom they work for as
they must be ready to take over that position at any time.
The Incident Commander has the delegated authority to act in the best
interest of the University and the goals of emergency response and
recovery, on behalf of the Executive Policy Council during immediate
response operations. This position is always activated.
(ICS 220-2) - The Information Officer is responsible for developing and
releasing information about the incident to the news media, to incident
personnel, and to other appropriate agencies and organizations.

Information Officer
(IO)

Only one Information Officer will be assigned for each incident, including
incidents operating under Unified Command and multi-jurisdiction
incidents. The Information Officer may have Assistant Information
Officers as necessary, and the Assistant Information Officers may also
represent assisting agencies or jurisdictions.
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(ICS 220-3) - Incidents that are multi-jurisdictional, or have several
agencies involved, may require the establishment of the Liaison Officer
position on the Command Staff.

Liaison Officer
(LNO)

Only one Liaison Officer will be assigned for each incident, including
incidents operating under Unified Command and multi-jurisdiction
incidents. The Liaison Officer may have assistants as necessary, and
the assistants may also represent assisting agencies or jurisdictions.
The Liaison Officer is the point of contact for the Agency
Representatives assigned to the incident by assisting or cooperating
agencies.

(ICS 220-4) - The Safety Officer's function is to develop and recommend
measures for assuring personnel safety, and to assess and/or anticipate
hazardous and unsafe situations. Having full authority of the Incident
Commander, the Safety Officer can exercise emergency authority to
stop or prevent unsafe acts.
Safety Officer
(SOF)

EOC Officer

Only one Safety Officer will be assigned for each incident. The Safety
Officer may have Assistant Safety Officers as necessary, and the
Assistant Safety Officers may also come from assisting agencies or
jurisdictions as appropriate. Assistant Safety Officers may have specific
responsibilities such as air operations, urban search and rescue,
hazardous materials, or for specific geographic or functional areas of
the incident.
The function of the EOC Officer is to provide for the management of the
Emergency Operations Center (EOC). Only one EOC Officer will be
assigned for each incident, including incidents operating under Unified
Command and multi-jurisdiction incidents.
The EOC Officer will report directly to the Incident Commander.

Agency Representative

(ICS 220-5) - In many multi-jurisdiction incidents, an agency or
jurisdiction will send a representative to assist in coordination efforts.
An Agency Representative is an individual assigned to an incident from
an assisting or cooperating agency who has been delegated authority to
make decisions on matters affecting that agency's participation at the
incident.
Agency Representatives report to the Liaison Officer or to the Incident
Commander in the absence of a Liaison Officer.
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Checklist 1

Executive Policy Council (President’s Cabinet)
Primary Responsibilities
•

Proclaim University emergencies and authorize the activation and operations of the University’s
Emergency Operations Center (EOC)

•

Notify and inform key University constituents and Stakeholders, including the Chancellor’s office, the
Board of Trustees, the Governor’s Office, and elected officials

•

Issue directives regarding the overall status of the University campus, programs and operations

•

Provide direction for the resumption of research and educational programs

•

Coordinate policy matters with the 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.
2. If the event is severe and the University EOC has activated the Campus-wide plan, issue an Executive
Declaration of a Disaster at the University as appropriate. Communicate this officially to the
Governor’s Office and other key constituents. See Appendix V.
3. Notify and communicate with the Academic and Research Departments, Administrators and Student
Affairs 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 EOC for the recovery of programs and
post-event plans of restoration.
7. If the emergency is contained or as it lessens, the Executive 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.
10. Conduct post-disaster briefings to identify key lessons and learning’s for the improvement of the
University’s disaster preparedness program.
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Checklist 2

Incident Commander / EOC Director
(The University EOC Director typically assumes the position of Incident Commander upon activation of the EOC.)

Primary Responsibilities
(ICS 220-1) - The Incident Commander's responsibility is the overall management of the incident. On most
incidents, a single Incident Commander carries out the command activity for each activity period.
The Incident Commander may have a Deputy, who may be from the same agency, or from an assisting
agency. Deputies may also be used at section and branch levels of the ICS organization. Deputies must have
the same qualifications as the person for whom they work for, as they must be ready to take over that position
at any time.
•

Assess the situation and/or obtain a briefing from the prior Incident Commander.

•

Determine Incident Objectives and strategy.

•

Establish the immediate priorities

•

Consider the need for Unified Command

•

Establish an appropriate organization.

•

Ensure planning meetings are scheduled as required.

•

Approve and authorize the implementation of an Incident Action Plan.

•

Ensure that adequate safety and personnel accountability measures are in place.

•

Coordinate activity for all Command and General Staff.

•

Keep EPC informed of incident status.

•

Approve the use of trainees, volunteers, and auxiliary personnel.

•

Authorize release of information to the news media.

•

Ensure Incident Status Summary (ICS Form 209) is completed and forwarded to appropriate higher
authority.

•

Maintain Unit/Activity Log (ICS Form 214).

•

Activates and deactivates the University Emergency Operations Center.

•

Directs University emergency response and recovery operations.

•

Represents the University EOC and emergency response operations to the City of Albany, Albany County,
NYSEMO and other outside agencies.

•

Handles EOC staff issues and policy regarding EOC operations.

•

Obtains authorization for large expenditures and/or emergency programs from the Executive Policy
Council.

•

Coordinates operations with other agency EOCs.

•

Deactivates the EOC.

•

Manages the transition to recovery.
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Actions
1. When aware of and informed of any emergency or pending emergency, which may affect or impact
University properties, staff and/or operations, report to the University Emergency Operations Center,
determine at what level the EOC will be activated and begin the process of activating the EOC.
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:
•

Primary event or cause of the emergency

•

Status of operations

•

Current overall situation at the University, including:


Power/Utilities



Communications



Major Damage to Buildings and Facilities



Health Services Center



Status of research programs and lab animals



Status of University staff and research departments, academic programs and students



Major events and activities on campus

•

Other critical programs or activities on campus

4. Based on the above information, determine the following:
•

Level of emergency activation of the EOC (1, 2, or 3)

• 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.)
5. 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 Police Communications Center to begin the process of activating the
EOC.
6. Select alternate Incident Commander(s) from the team members. This person(s) serves as the
Director of the EOC teams and operations during prolonged emergency activations. The Incident
Commander meets with and confers with the EOC Management Team to determine the overall
University response and strategy, approve and authorize emergency expenditures for response
operations, and coordinate operations with the other University departments. The Incident
Commander can be any member of the EOC Management Team and can rotate during the activation.
There is always an Incident Commander during an activation of the University EOC.
7. As the EOC Section Chiefs arrive, meet with them to establish the EOC Action Plan. Follow the
template provided with this checklist. Establish the immediate actions, next hour actions and shortterm 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 Incident Commander may meet
with the EOC Section Chief more frequently to manage the operations.
8. Activate the EOC Administrative Staff to set up the EOC facility and support the EOC staff with
supplies and services.
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9. Notify the Executive Policy Council of the activation and provide status reports and updates. If
needed, request the activation of the group, if needed, to address policy issues and executive
decision-making. If the Executive 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
Executive Policy Council.
10. Activate the External Liaison positions to support the contact and notification to the City of Albany and
other jurisdictions.

11. Activate the Internal Liaison to contact and notify University departments, schools and the other
Campuses.

12. 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 EOC to their respective Unit Response Centers and departments.
13. 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.
14. 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 Executive Policy Council and recommend policy decisions, as needed.
15. Contact the City of Albany, Albany County and State EMO EOCs with University EOC activation
information.

16. 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):
•

Life safety - protection of lives and care of the injured

•

Restoration of critical utilities

•
•

Containment of hazards - protection of University staff, the public, and the environment

•

Animal care

•
•

Protection of critical research project operations (power dependent)

•

Protection of property from further damage

•
•

Support to staff and people on-site

•

Protection of research and academic work-in-progress documentation and on-site files

•
•

Restoration of networks and information systems

•

Clean-up and occupancy of buildings

•

Restoration and resumption of University business and programs

Student care

Protection of the environment

Communication to all University staff and students

Prevention of loss and damage to high value assets
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17. Ensure the Action Plan is understood by each Section Chief in the EOC and communicated to the
URCs.
18. Evaluate the action plan for the following:
•

Staffing requirements (exempt/non-exempt, commute problems)

•

Labor agreements and types of work

•

Weather conditions

•

Personnel support

•

Equipment and supplies

19. Work with all EOC Section Chiefs and associated departments to ensure adequate staffing and
support.
20. Work closely with the Information Officer to provide emergency public information to the University
and public.
21. Based on the information and advice from the Operations Section Chief and the Planning Section
Chief, determine the capability of University resources to address the overall response. If the
University is about to exhaust all available resources, the Incident Commander will 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:
•

Type of assistance needed

•

Location

•

Tasks and duties to be performed

•

University person/liaison who will coordinate

• Food, water, sanitation and lodging resources available for support
22. If requests for University services and resources are received from the City of Albany, Town of
Guilderland, Albany County or other organizations, determine the availability of University resources
and assess whether these resources will be needed at the University. Determine if the University can
provide the service requested and, if so, coordinate the associated activities.
23. Provide staff for 24-hour EOC operations, if needed.
24. Begin the development of a transition plan to support recovery and resumption of normal operations
and the re-opening of the University (if closed).

Deactivation and Recovery
25. Plan for the transfer of response operations to normal procedures. With the Executive Policy Council,
assign staff to the University Recovery Team. Develop a transition and recovery plan, which allows
for the resumption of normal operations and business support in University facilities. If these services
are not available, plan for resuming critical programs at alternative locations. Include a
communications plan for full implementation of the recovery plan.
26. Provide all documentation to the FEMA/Insurance position for FEMA Disaster Public Assistance
Program applications.
27. Lead the EOC Management Team in post-incident debriefing meetings to identify areas of
improvement for EOC Operations.
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Checklist 3

Agency Representative
Primary Responsibilities
(ICS 220-5) - In many multi-jurisdiction incidents, an agency or jurisdiction will send a representative to assist
in coordination efforts. An Agency Representative is an individual assigned to an incident from an assisting or
cooperating agency who has been delegated authority to make decisions on matters affecting that agency's
participation at the incident.
Agency Representatives report to the Liaison Officer or to the Incident Commander in the absence of a Liaison
Officer.
•

Ensure that all agency resources are properly checked-in at the incident.

•

Obtain briefing from the Liaison Officer or Incident Commander.

•

Inform assisting or cooperating agency personnel on the incident that the Agency Representative position
for that agency has been filled.

•

Attend briefings and planning meetings as required.

•

Provide input on the use of agency resources unless resource technical specialists are assigned from the
agency.

•

Cooperate fully with the Incident Commander and the General Staff on agency involvement at the
incident.

•

Ensure the well-being of agency personnel assigned to the incident.

•

Advise the Liaison Officer of any special agency needs or requirements.

•

Report to home agency dispatch or headquarters on a prearranged schedule.

•

Ensure that all agency personnel and equipment are properly accounted for and released prior to
departure.

•

Ensure that all required agency forms, reports and documents are complete prior to departure.

•

Have a debriefing session with the Liaison Officer or Incident Commander prior to departure.

•

Maintain Unit/Activity Log (ICS Form 214).

Actions
1. Duties assigned as appropriate to the incident and agency

Deactivation and Recovery
2. As appropriate to the incident and agency
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Checklist 4

Liaison Officer
Primary Responsibilities
(ICS 220-3) - Incidents that are multi-jurisdictional, or have several agencies involved, may require the
establishment of the Liaison Officer position on the Command Staff.
Only one Liaison Officer will be assigned for each incident, including incidents operating under Unified
Command and multi-jurisdiction incidents. The Liaison Officer may have assistants as necessary, and the
assistants may also represent assisting agencies or jurisdictions. The Liaison Officer is the point of contact for
the Agency Representatives assigned to the incident by assisting or cooperating agencies.
•

Be a contact point for Agency Representatives.

•

Maintain a list of assisting and cooperating agencies and Agency Representatives.

•

Assist in establishing and coordinating interagency contacts.

•

Keep agencies supporting the incident aware of incident status.

•

Monitor incident operations to identify current or potential inter-organizational problems.

•

Participate in planning meetings, providing current resource status, including limitations and capability of
assisting agency resources.

•

Assign Assistant Liaison Officer(s) as appropriate.

•

Maintain Unit/Activity Log (ICS Form 214).

•

Initiate and maintain contact with University departments and key staff as requested by the Incident
Commander and EOC Management Team

•

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

Actions
1. Report to the EOC.
2. As directed by the EOC Management Team and the Incident Commander, contact University
Departments 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 University departments.
5. Support the Information Officer’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

Safety Officer
Primary Responsibilities
(ICS 220-4) - The Safety Officer's function is to develop and recommend measures for assuring personnel
safety, and to assess and/or anticipate hazardous and unsafe situations. Having full authority of the Incident
Commander, the Safety Officer can exercise emergency authority to stop or prevent unsafe acts.
Only one Safety Officer will be assigned for each incident. The Safety Officer may have Assistant Safety Officers
as necessary, and the Assistant Safety Officers may also come from assisting agencies or jurisdictions as
appropriate. Assistant Safety Officers may have specific responsibilities such as air operations, urban search
and rescue, hazardous materials, or for specific geographic or functional areas of the incident.
•

Participate in planning meetings.

•

Identify hazardous situations associated with the incident.

•

Review the Incident Action Plan for safety implications.

•

Exercise emergency authority to stop or prevent unsafe acts and communicate such exercise of authority
to the Incident Command.

•

Investigate accidents that have occurred within the incident area.

•

Assign Assistant Safety Officers as needed.

•

Conduct and prepare an Incident Safety Analysis (ICS Form 215-AG/AW) as appropriate.

•

Initiate appropriate mitigation measures, i.e., Personnel Accountability, Fireline EMT’s, Rapid Intervention
Crew/Company, etc.

•

Develop and communicate an incident safety message as appropriate.

•

Review and approve the Medical Plan (ICS Form 206).

•

Review and approve the Site Safety and Control Plan (ICS Form 208) as required.

•

Maintain Unit/Activity Log (ICS Form 214).

Actions
1. Report to the EOC.
2. Exercise emergency authority as necessary to stop unsafe acts if personnel are in imminent danger.
3. Appoint assistants as needed.
4.

Deactivation and Recovery
5.
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Checklist 6

Information Officer
Primary Responsibilities
(ICS 220-2) - The Information Officer is responsible for developing and releasing information about the
incident to the news media, to incident personnel, and to other appropriate agencies and organizations.
Only one Information Officer will be assigned for each incident, including incidents operating under Unified
Command and multi-jurisdiction incidents. The Information Officer may have
Assistant Information Officers as necessary and the Assistant Information Officers may also represent
assisting agencies or jurisdictions.
•

Determine from the Incident Commander if there are any limits on information release.

•

Develop material for use in media briefings.

•

Obtain Incident Commander's approval of media releases.

•

Inform media and conduct media briefings.

•

Arrange for tours and other interviews or briefings that may be required.

•

Obtain media information that may be useful to incident planning.

•

Maintain current information summaries and/or displays on the incident and provide information on status
of incident to assigned personnel.

•

Assign Assistant Information Officers as appropriate.

•

Maintain Unit/Activity Log (ICS Form 214).

•

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

•

Coordinate and support the appropriate dissemination of public information (NY Alert system, etc.)

•

Serve as the point of contact for media

•

Collect, prepare and disseminate information to:
•

University faculty and staff

•

Students

•

EOC Staff/Management

•

Union Officials

•

News media

•

The public

•

Coordinate all news media contacts

•

Establish a media center

•

Prepare news releases, employee bulletins, and the basic message for recorded messages

•

Hold news conferences and arrange for interviews

•

Implement rumor control procedures

•

Keep accurate records of releases to the media, data and/or documents substantiating information, etc.

•

Participate in 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.
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Actions
1. Report to the University Campus EOC and set up a Media Center, if needed. Establish
communication and coordination between the University EOC and the Media Center.
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 Executive 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 the Internal Liaison to augment outgoing notifications and calls, as needed.
4. Establish contact and coordinate with the City of Albany Information Officers, the New York State
Emergency Management Office, 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. Include information
such as:
•

The University is (open/closed/suspended operations) for normal (work/business) until (day/time)

•

Staff are requested to (come to work/stay home/call this number

•

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 EOC. Verify all
information and obtain approval from the Incident Commander before releasing. Attend all EOC
briefings and Executive Policy Council meetings for additional information. 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 and disseminate to the
news media.
8. Forward news releases and other prepared statements to the Internal/External Liaison positions for
distribution.
9. Implement rumor control procedures, coordinating closely with all University EOC Staff to verify and
correct all errors and misstatements; ensure all audiences are notified of the corrections.

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

The resumption of research programs

•

The resumption of academic programs and classes

•

Work locations (if changed)

•

Status of University business departments

•

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

EOC Officer
(If separate from the duties of the Incident Commander)

Primary Responsibilities
•

Set up and administer the EOC facility.

•

Establish and oversee the communication flow within the EOC.

•

Provide assistance to the Incident Commander, Command Staff and General Staff.

•

Coordinate with the Logistics Section Chief for staff and other various needs.

•

Provide assistance to the EOC staff as they begin working at their positions.

Actions
1. Report to the EOC and set up the facility for operation.
2. Assess the availability and need for communications equipment within the EOC (land-based phones,
cell phones, fax, radios, runners, etc.).
3. Assess other equipment needs as dictates (copier, fax, computer, etc.)
4. Set up check in area and ensure that all EOC staff sign-in and receive necessary materials for their
positions.
5. Act as a recorder for the Incident Commander, unless a Deputy Incident Commander is assigned.
6. Provide message delivery. Establish and oversee system of EOC runners/messengers.
7. Plan for an extended EOC activation and determine staffing needs. Upon arrival, brief your shift
replacement about the current status of your position.
8. Maintain copies of all logs, reports, messages and any other documentation used during the incident.

Deactivation and Recovery
9. Participate with the EOC Management Team in the post-incident debriefing to identify areas of
improvement for EOC Operations.
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Table 2 - B

Operations Section Functions
Function

Operations Section Chief

Purpose/Responsibilities
(ICS 222-1) - The Operations Section Chief, a member of the General
Staff, is responsible for the management of all operations directly
applicable to the primary mission ensuring the overall safety and welfare
of all Section personnel. The Operations Chief activates and supervises
organization elements in accordance with the Incident Action Plan and
directs its execution. The Operations Chief also directs the preparation of
unit operational plans, requests or releases resources, makes expedient
changes to the Incident Action Plan as necessary, and reports such to the
Incident Commander. The Deputy Operations Section Chief may be
assigned for specific tasks, i.e., planning operations, day/night operations,
etc.
This position is always activated. Serves as a back up to the Incident
Commander.

Operations Branch
Director

Division or Group
Supervisor
(General Description)

Staging Area Manager

University Police Group
(Supervisor)

(ICS 222-2) - Operations Branch Directors are under the direction of the
Operations Section Chief, and are responsible for the implementation of
the portion of the Incident Action Plan appropriate to the geographical and
functional Branches.
(ICS 222-3) – Division and Group Supervisors report to the Operations
Section Chief (or Branch Director when activated). The Supervisor is
responsible for the implementation of the assigned portion of the Incident
Action Plan. They are also responsible for the assignment of resources
within the Division or Group, reporting on the progress of control
operations, and the status of resources within the Division or Group.
Division Supervisors are assigned to a specific geographical area of an
incident. Group Supervisors are assigned to accomplish specific functions
within the incident (i.e. Hazardous Material, Medical).

The Staging Area Manager is responsible for managing all activities
within a Staging Area.

Responsible for managing Police functional operations at the EOC.
Serves as the Operations Section Chief for incidents that are primarily law
enforcement related. Coordinates general field assignment with the
Police Department Command Center and may, as needed, communicate
directly with field 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.
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Facilities Management
Group
(Supervisor)

Environmental Health and
Safety (EHS) Group
(Supervisor)

Medical Services Group
(Supervisor)

Information Technology
Services (ITS) Group
(Supervisor)

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 Management. 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.
Responsible for managing and coordinating the environmental health and safety
functions of the emergency response and providing consultation to assist in the
assessment of unsafe conditions. 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. Manages contract services for on-site assessment of hazards such
as toxic environments, chemical spills, asbestos and other hazardous materials
releases, etc. Manages contract HazMat consultants, other campus departments
and emergency response personnel to develop measures and provide information
to assure the safety and health of emergency responders, operators and facilities
for response and clean-up operations. Manages HazMat Response when AFD
and DEC are not available. Provides input for the Operational Action Plan for
evaluating and prioritizing response operations relative to hazardous situations,
fire risks and health and environmental risks.
Provides coordination with the Health Center and EMS services (5 Quad VAS)
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. May coordinate the location of
on-going triage and minor care with the Health Center and area hospitals.
Monitors and documents injury and death reports, and coordinates with the Police
Department for reports to the County Medical Examiner.
Responsible for providing technical support for the campus telephone and
communication systems used in the emergency response, directing restoration of
communication services on campus, arranging for emergency repairs,
establishing alternate means of communication when necessary, and providing
communications to support EOC operations. Responsible for the wire and cable
infrastructure in buildings. Conduct an assessment of the operational status of
the campus communications infrastructure. Support emergency installation of
communications and computing services for critical operations and programs.
Responsible for maintaining the central data and computing infrastructure,
assessing operational status of campus data and computing services, supporting
emergency data network and computing application services, directing restoration
of central computing and networking infrastructure and services, arranging for
emergency repairs, and establishing alternate means of computing services (such
as Web and email) to support EOC priorities.
Provide technical support to the Public Information Officer.
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Table 2 - B
OPERATIONS SECTION FUNCTIONS (Continued)

Function

Care and Shelter Group
(Supervisor)

Student Services Group
(Supervisor)

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
Albany County or the New York State. Additionally, may need to address
requests from the City of Albany, Albany County, Red Cross or other
agencies to the University, to host temporary shelters for citizens.
Represent all student services 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.
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Checklist 7

Operations Section Chief
Primary Responsibilities
(ICS 222-1) - The Operations Section Chief, a member of the General Staff, is responsible for the
management of all operations directly applicable to the primary mission ensuring the overall safety and welfare
of all Section personnel. The Operations Chief activates and supervises organization elements in accordance
with the Incident Action Plan and directs its execution. The Operations Chief also directs the preparation of
unit operational plans, requests or releases resources, makes expedient changes to the Incident Action Plan
as necessary, and reports such to the Incident Commander. The Deputy Operations Section Chief may be
assigned for specific tasks, i.e., planning operations, day/night operations, etc.
•

Develop the operations portion of the Incident Action Plan and complete the appropriate ICS Form 215
(G/W) as appropriate.

•

Brief and assign Operations Section personnel in accordance with Incident Action Plan.

•

Supervise Operations Section ensuring safety and welfare of all personnel.

•

Determine need and request additional resources.

•

Review suggested list of resources to be released and initiate recommendation for release of resources.

•

Assemble and disassemble Strike Teams and Task Forces assigned to Operations Section.

•

Report information about special activities, events, and occurrences to Incident Commander.

•

Maintain Unit/Activity Log (ICS Form 214).

•

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 Incident Commander when the Incident Commander 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 PIO 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 EHS is the Operations
Section Chief. If the Incident is primarily a utility, roads, or building services emergency, the Director
of Facilities Management 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.
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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.
5. Lead the Operations Team in establishing emergency response priorities, current actions and next
steps. Identify the deployment and actions of each response department. Identify 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):
• Life safety - protection of lives and care of the injured
• Restoration of critical utilities
• Containment of hazards - protection of University Staff and the public
• Student care
• Animal care
• Protection of critical research project operations (power dependent)
• Protection of the environment
• Protection of property from further damage
• Support to staff and people on-site
• Communication to all University staff and students
• Protection of research and academic work-in-progress documentation and on-site files
• Restoration of networks and information systems
• Prevention of loss and damage to high value assets
• Clean-up and occupancy of buildings
• Restoration and resumption of University business and programs

7. Ensure the Incident 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.
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:
• Directly with the URCs
• From the University EOC to the other agencies
• Via Liaison(s)
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13. 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.
14. 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.
15. 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.
16. 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.
17. As the emergency subsides, transition to normal operations. Continue to staff the Operations Section
Chief until the Operations Team is deactivated.

Deactivation and Recovery
18. Plan for the transition of operations to University department management.
19. Provide all documentation to the FEMA/Insurance position for FEMA Disaster Assistance Program
applications.
20. Lead 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 8

Staging Area Manager
Primary Responsibilities
•

Proceed to Staging Area.

•

Establish Staging Area layout.

•

Determine any support needs for equipment, feeding, sanitation and security.

•

Establish check-in function as appropriate.

•

Post areas for identification and traffic control.

•

Request maintenance service for equipment at Staging Area as appropriate.

•

Respond to request for resource assignments. (Note: This may be direct from Operations Section or via
the Incident Communications Center).

•

Obtain and issue receipts for radio equipment and other supplies distributed and received at Staging Area.

•

Determine required resource levels from the Operations Section Chief.

Actions
1.
2.
3.
4.

Report to the EOC.
Identify staging area(s) that may be needed and prepare and staff those areas.
Coordinate with Planning and Logistics to prepare for and manage resources reporting to the scene.
Maintain staging area(s) through the incident management process.

Deactivation and Recovery
5. Coordinate demobilization of units staged.
6. Participate with the Operations Team in post-incident debriefing meetings to identify areas of
improvement for EOC Operations and coordination of field emergency operations.

89 | P a g e

Checklist 9

University Police Group
(Supervisor)

Primary Responsibilities
•

Implement Incident Action Plan for Group.

•

Provide Incident Action Plan to Strike Team Leaders, when available.

•

Identify increments assigned to the Group.

•

Review assignments and incident activities with subordinates and assign tasks.

•

Ensure that the Incident Communications and/or Resources Unit are advised of all changes in status of
resources assigned to the Group.

•

Coordinate activities with adjacent Divisions or Groups.

•

Determine need for assistance on assigned tasks.

•

Submit situation and resources status information to Branch Director or Operations Section Chief.

•

Report hazardous situations, special occurrences, or significant events (e.g., accidents, sickness) to
immediate supervisor.

•

Ensure that assigned personnel and equipment get to and from assignments in a timely and orderly
manner.

•

Resolve logistics problems within the Group.

•

Participate in the development of tactical plans for next operational period.

•

Maintain Unit/Activity Log (ICS Form 214).

•

Coordinate between the Police Command Center and the EOC Operations Center

•

Communicate with Police Incident Commanders, as needed

•

Provide police and law enforcement analysis and intelligence to the Incident Action Plan

•

Communicate EOC priorities and operational information to the Police Command Center

•

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 of Police Department operations, indicating where police
resources are deployed and how many units are available.
2. Based on the Incident Action Plan, coordinate with the Police Command Center on how police
resources will be assigned and who will be in charge of incidents on Campus.
3. As the police representative on the Operations Team, provide action plans for police operations as
part of the plan, including:
•

Search and rescue of trapped victims

•

Large structural fires (it may be necessary to request a Fire Department Liaison in the EOC)

•

Law enforcement and crime investigation

•

Security and individual protection

•

Evacuation or relocation

•

Traffic control, access and egress
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• Police support to other operations
Coordinate the details of these plans and tasks with the Police Command Center and incorporate into
the Incident Action Plan. Provide ongoing communication and coordination between the Police
Command Center and the EOC.
4. 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 Parking & Mass Transport URC regarding
University public transportation services and major transportation routes to and from the Campus.
5. If the emergency involves fatalities, ensure that the Police Department is handling all arrangements
on-site and with the Medical Services Group and the County Medical Examiner’s office.
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 with the Operations Team in post-incident debriefing meetings to identify areas of
improvement for EOC Operations and coordination of field emergency operations.

91 | P a g e

Checklist 10

Facilities Management Group
(Supervisor)

Primary Responsibilities
•

Implement Incident Action Plan for Group.

•

Provide Incident Action Plan to Strike Team Leaders, when available.

•

Identify increments assigned to the Group.

•

Review assignments and incident activities with subordinates and assign tasks.

•

Ensure that Incident Communications and/or Resources Unit are advised of all changes in status of
resources assigned to the Group.

•

Coordinate activities with adjacent Divisions or Groups.

•

Determine need for assistance on assigned tasks.

•

Submit situation and resources status information to Branch Director or Operations Section Chief.

•

Report hazardous situations, special occurrences, or significant events (e.g., accidents, sickness) to
immediate supervisor.

•

Ensure that assigned personnel and equipment get to and from assignments in a timely and orderly
manner.

•

Resolve logistics problems within the Group.

•

Participate in the development of tactical plans for next operational period.

•

Maintain Unit/Activity Log (ICS Form 214).

•

Coordinate between the Facilities Management Unit Response Center and the EOC Operations Center

•

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

•

Communicate EOC priorities and operational information to the Facilities Management Unit Response
Center

•

Coordinate with State and Federal health services agencies for response operations in health sciences

•

Communicate messages from the Building Coordinators

Actions
1. Report to the EOC. Establish communication with the Facilities Management Unit Response Center.
Provide a report on Facilities Management 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
Management Department will lead the Operations Team.
2. As the Facilities Management representative on the Operations Team, provide action plans for
Facilities Services operations as part of the plan, including:
•

Status and restoration of Energy utilities on campus

•

Status and response of water and waste water systems and services

•

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

•

General status of roadways and access
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• Plan for restoring utilities and services
3. Work with the EHS representative in the EOC to analyze and determine the overall hazards and
priorities in the buildings. Support the development of the Incident Action Plan with coordinated
strategies to contain hazards and restore services.
4. In support of EOC actions and communications, provide messages and information to the Facilities
Management Unit Response Center to be disseminated to the Building Coordinators. Building
Coordinators may also provide status reports and additional information to the Facilities Management
Unit Response Center that is needed in the EOC.
5. Coordinate the details of these plans and tasks with the Facilities Management Unit Response Center
and incorporate into the Incident Action Plan. Provide ongoing communication and coordination
between the Facilities Management Unit Response Center and the EOC.
6. Assist with restoration work as directed.
7. Staff the EOC Operations Team as long as Facilities Management 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 11

Environmental Health & Safety (EHS) Group
(Supervisor)

Primary Responsibilities
•

Implement Incident Action Plan for Group.

•

Provide Incident Action Plan to Strike Team Leaders, when available.

•

Identify increments assigned to the Group.

•

Review assignments and incident activities with subordinates and assign tasks.

•

Ensure that Incident Communications and/or Resources Unit are advised of all changes in status of
resources assigned to the Group.

•

Coordinate activities with adjacent Divisions or Groups.

•

Determine need for assistance on assigned tasks.

•

Submit situation and resources status information to Branch Director or Operations Section Chief.

•

Report hazardous situations, special occurrences, or significant events (e.g., accidents, sickness) to
immediate supervisor.

•

Ensure that assigned personnel and equipment get to and from assignments in a timely and orderly
manner.

•

Resolve logistics problems within the Group.

•

Participate in the development of tactical plans for next operational period.

•

Maintain Unit/Activity Log (ICS Form 214).

•

Coordinate between the EHS Unit Response Center and the EOC Operations Center

•

Notify appropriate regulatory agencies about details of the incident if required

•

Arrange for containment and clean-up of any chemical, bio-hazardous or radioactive spills

•

Monitor potable water supplies and sanitary sewer lines to be aware if public health of University
personnel and/or students could be threatened

•

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

•

Communicate EOC priorities and operational information to the EHS Unit Response Center

•

Coordinate contracted services for emergency response and clean-up of spills and contamination

Actions
1. Report to the EOC. Establish communication with the EHS Unit Response Center. Provide a report
of EHS 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 EHS will be an Operations Section Chief.
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2. As the EHS representative on the Operations Team, provide action plans for EHS operations as part
of the plan, including:
•

Status and assessment of hazards and unsafe conditions on Campus

•

Status and assessment of public health risk

•

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. 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.
4. Coordinate the details of these plans and tasks with the EHS Response Center and incorporate into
the Incident Action Plan. Provide ongoing communication and coordination between the EHS Unit
Response Center and the EOC.
5. Staff the EOC Operations Team as long as EHS is involved in the emergency response.

Deactivation and Recovery
6. Participate with 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 12

Medical Services Group
(Supervisor)

Primary Responsibilities
•

Implement Incident Action Plan for Group.

•

Provide Incident Action Plan to Strike Team Leaders, when available.

•

Identify increments assigned to the Group.

•

Review assignments and incident activities with subordinates and assign tasks.

•

Ensure that Incident Communications and/or Resources Unit are advised of all changes in status of
resources assigned to the Group.

•

Coordinate activities with adjacent Divisions or Groups.

•

Determine need for assistance on assigned tasks.

•

Submit situation and resources status information to Branch Director or Operations Section Chief.

•

Report hazardous situations, special occurrences, or significant events (e.g., accidents, sickness) to
immediate supervisor.

•

Ensure that assigned personnel and equipment get to and from assignments in a timely and orderly
manner.

•

Resolve logistics problems within the Group.

•

Participate in the development of tactical plans for next operational period.

•

Maintain Unit/Activity Log (ICS Form 214).

•

Represent and coordinate University Health Center operations with the EOC and the Academic Affairs
and Student Services Unit Response Centers.

•

Coordinate with State and Federal health services agencies for response operations in health services.

•

Manage the temporary morgue, if needed.

•

Support the Human Resources function with volunteers from UHC.

Actions
1. Report to the EOC. Establish communication with the Academic Affairs and Student Services Unit
Response Centers. Provide a report of the status of the University Health Center (UHC).
2. As the UHC representative on the Operations Team, provide action plans for UHC operations as part
of the plan, including:
•

Status of UHC utilities, departments and operations

•

UHC priorities for response

•
Status of all animals on the Campus in conjunction with Animal Facilities
3. Provide status reports and requests for animal care.
4. If there are mass casualties (fatalities) on Campus and at the request of the Police Department,
establish a temporary morgue. If requested by the County Medical Examiner to establish a temporary
morgue in support of a mass casualty incident that is not on the Campus, notify the EOC Operations
Section Chief.
5. Support the Human Resources function by coordinating requests for volunteers with the Academic
Affairs Response Unit.

96 | P a g e

6. Coordinate the details of these plans and tasks with the Academic Affairs and Student Services Unit
Response Centers and incorporate into the Incident Action Plan. Provide ongoing communication and
coordination between the Academic Affairs and Student Services Unit Response Center and the EOC.
7. Staff the EOC Operations Team, as long as EHS is involved in the emergency response.

Deactivation and Recovery
8. Participate with 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 14

Information Technology Services (ITS) Group
(Supervisor)

Primary Responsibilities
•

Implement Incident Action Plan for Group.

•

Provide Incident Action Plan to Strike Team Leaders, when available.

•

Identify increments assigned to the Group.

•

Review assignments and incident activities with subordinates and assign tasks.

•

Ensure that Incident Communications and/or Resources Unit are advised of all changes in status of
resources assigned to the Group.

•

Coordinate activities with adjacent Divisions or Groups.

•

Determine need for assistance on assigned tasks.

•

Submit situation and resources status information to Branch Director or Operations Section Chief.

•

Report hazardous situations, special occurrences, or significant events (e.g., accidents, sickness) to
immediate supervisor.

•

Ensure that assigned personnel and equipment get to and from assignments in a timely and orderly
manner.

•

Resolve logistics problems within the Group.

•

Participate in the development of tactical plans for next operational period.

•

Maintain Unit/Activity Log (ICS Form 214).

•

Coordinates activity to support, re-establish and maintain as appropriate the University’s radio, telephone,
data and computing network services

•

Plans for and establishes alternate and emergency radio, telephone and computing in support of the EOC
and critical University business operations in cooperation with the logistics Communications Group

•

Provides status on radio, telephone, network and computing services for the Campus

Actions
1. Report to the EOC. Establish communication with the Communications Group (Logistics). Provide a
report of the status of Campus radio, telephone, network and computing operations.
2. Evaluate the overall emergency response operations for damage, impacts to Campus
communications and identify communication needs between the EOC and incidents on Campus.
3. Working with the members of the Operations Team, plan for communications support to all operations
at the Campus. The Incident Action Plan and Operations Section Chief will determine priority for
service.
4. Provide technical support to the Public Information Officer with the recording of emergency messages
on the Campus information line, NY Alert, and other notification media.
5. If radio, telephone, network and/or computing services are not operational, plan for repair and
restoration of services with the Operations Team members in the Operational Action Plan. Provide
support with emergency installation of critical data networking and wire and cable infrastructure to
support emergency operations and high priority business and service resumption as planned by the
Operations Team and the EOC Management Team. If services will not be available for an extended
time, work with the Public Information Officer to inform the University populations.

98 | P a g e

6. Provide support to EOC and critical University business operations with emergency services for radio,
telephone, email, web publishing and Internet access. If emergency contract services are needed,
coordinate with Logistics to arrange emergency contracts and agreements for service.
7. Staff the EOC Operations Team as long as needed in the emergency response.

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

99 | P a g e

Checklist 15

Care and Shelter Group
(Supervisor)

Primary Responsibilities
•

Implement Incident Action Plan for Division or Group.

•

Provide Incident Action Plan to Strike Team Leaders, when available.

•

Identify increments assigned to the Group.

•

Review assignments and incident activities with subordinates and assign tasks.

•

Ensure that Incident Communications and/or Resources Unit are advised of all changes in status of
resources assigned to the Group.

•

Coordinate activities with adjacent Divisions or Groups.

•

Determine need for assistance on assigned tasks.

•

Submit situation and resources status information to Branch Director or Operations Section Chief.

•

Report hazardous situations, special occurrences, or significant events (e.g., accidents, sickness) to
immediate supervisor.

•

Ensure that assigned personnel and equipment get to and from assignments in a timely and orderly
manner.

•

Resolve logistics problems within the Group.

•

Participate in the development of tactical plans for next operational period.

•

Maintain Unit/Activity Log (ICS Form 214).

•

Manage University large group care operations

•

Provide temporary shelter (overnight or for several days)

•

Provide support for large group off-Campus evacuation

•

Provide immediate crisis counseling

•

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)
2. Determine immediate needs for the groups of people on site. Coordinate with Medical Services Group
for immediate medical and other urgent care for evacuees.
3. Identify potential sites to set up shelter areas. Ensure that buildings have been inspected and are
safe for occupancy.
4. 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.
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Note: These shelters may be just temporary and they may include: First Aid and Triage Screening
Area, Medical Transportation Staging Area, Message Center.
5. Determine the number of staff that will be needed to manage each shelter site. Request volunteers
through the Logistics Team.
6. 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.
7. 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 setup 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 shutdown of
the public shelter with the Operations Section Chief and the EOC Management Teams who may need
to coordinate with the City of Albany and Albany County.
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:
•

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

•

Length of time people will be sheltered

•

Shelter management – University at Albany or the Red Cross

•

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

•

Release policy (i.e., individual initiative - no controls, release sign-out Log, etc.)

•

Policy regarding non-Campus persons in shelters

•

Policy regarding mutual assistance (whether it will be provided)

•

Information to be released to the news media

•

Maximum budget

Based on the information acquired above, obtain final approval for a shelter to be opened.
REMEMBER THAT THE UNIVERSITY MUST PAY FOR SHELTERS THAT ARE MANAGED BY
THE UNIVERSITY. IF A RED CROSS SHELTER IS OPENED ON CAMPUS, AND MANAGED BY
THE RED CROSS, THE UNIVERSITY 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 UNIVERSITY STUDENTS,
FACULTY AND STAFF.

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

Student Services Group
(Supervisor)

Primary Responsibilities
•

Implement Incident Action Plan for Group.

•

Provide Incident Action Plan to Strike Team Leaders, when available.

•

Identify increments assigned to the Group.

•

Review assignments and incident activities with subordinates and assign tasks.

•

Ensure that Incident Communications and/or Resources Unit are advised of all changes in status of
resources assigned to the Group.

•

Coordinate activities with adjacent Divisions or Groups.

•

Determine need for assistance on assigned tasks.

•

Submit situation and resources status information to Branch Director or Operations Section Chief.

•

Report hazardous situations, special occurrences, or significant events (e.g., accidents, sickness) to
immediate supervisor.

•

Ensure that assigned personnel and equipment get to and from assignments in a timely and orderly
manner.

•

Resolve logistics problems within the Group.

•

Participate in the development of tactical plans for next operational period.

•

Maintain Unit/Activity Log (ICS Form 214).

•

Coordinates student care and welfare services

•

Plans for emergency housing and food services for students with Care & Shelter Group

•

Plans for the messages and information to families of students

•

Provides counseling services to students

Actions
1. Report to the EOC.
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 and Care & Shelter Group. For service requests and needs not available, coordinate
emergency procurement with the Logistics Team.
4. Provide information to the Public Information Officer 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 Group operations, as available.
6. Continue to represent Student Services in the EOC as long as coordination is needed during the
emergency response.
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Deactivation and Recovery
7. Participate with 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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Table 2 - C

Planning Section Functions

Function

Planning Section Chief

Purpose/Responsibilities
(ICS 221-1) - The Planning Section Chief, a member of the Incident
Commander's General Staff, is responsible for the collection, evaluation,
dissemination and use of information about the development of the
incident and status of resources. The Planning Section Chief is
responsible for ensuring the safety and welfare of all Section personnel.
Information is needed to: 1) understand the current situation, 2) predict
probable course of incident events, and 3) prepare alternative strategies
and control operations for the incident.
This position is always activated whenever there is significant information,
extended operations or property damage.

Resource Unit Leader

(ICS 221-3) - The Resources Unit Leader is responsible for maintaining
the status of all assigned resources (primary and support) at an incident.
This is achieved by overseeing the check-in of all resources, maintaining
a status-keeping system indicating current location and status of all
resources, and maintenance of a master list of all resources, e.g., key
supervisory personnel, primary and support resources, etc.

Situation Unit Leader

The collection, processing and organizing of all incident information takes
place within the Situation Unit. The Situation Unit may prepare future
projections of incident growth, maps and intelligence information. The
situation unit may include weather observers, field observers and display
processors among its staff.

Documentation Unit
Leader

(ICS 221-10) - The Documentation Unit Leader is responsible for the
maintenance of accurate, up-to-date incident files. The Documentation
Unit will also provide duplication services. Incident files will be stored for
legal, analytical, and historical purposes.

Demobilization Unit
Leader

(ICS 221-4) - The Demobilization Unit Leader is responsible for
developing the Incident Demobilization Plan. On large incidents,
demobilization can be quite complex, requiring a separate planning
activity. Note that not all agencies require specific demobilization
instructions.

Check-in Status
Recorder

Check-in/Status Recorders are needed at each check-in location to
ensure that all resources assigned to an incident are accounted for. Is
assigned by and reports to the Resource Unit Leader.
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Planning Process
The checklist below provides basic steps appropriate for use in almost any incident
situation. However, not all incidents require written plans. The need for written plans and
attachments is based on incident requirements and the decision of the Incident
Commander.

The Planning Checklist is to be used with the Operational Planning Worksheet (ICS Form
215). The Operations Section Chief should have a draft Operational Planning Worksheet
(ICS Form 215) and the Safety Officer should have a draft Incident Safety Analysis (ICS
Form 215-AG/AW) completed prior to the planning meeting.

Incident Objectives and strategy should be established before the planning meeting. For
this purpose it may be necessary to hold a strategy meeting prior to the planning meeting.
The Planning Process works best when the incident is divided into logical geographical
and/or functional units. The tactics and resources are then determined for each of the
planning units and then the planning units are combined into divisions/groups utilizing
span-of-control guidelines.

The ICS Form 215 (Operational Planning Worksheet) and the ICS Form 215-A (Incident
Safety Analysis) are used to support the incident’s planning process. They provide the
Incident Commander, Command and General Staff with the means to identify Division or
Group assignments, develop specific tactics, identify available and needed resources, and
address safety considerations. During this process, safety issues identified must be
mitigated or new tactics developed which adequately address safety concerns.
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PRIMARY RESPONSIBILITIES

1.

Briefing on situation and resource status

PSC

2.

Set/review incident objectives

IC

3.

Plot control lines, establish Branch and Division
boundaries, identify Group assignments

OSC

4.

Specify tactics for each Division/Group

OSC

5.

Specify safety mitigation measures for identified hazards in
Divisions/Groups

SOF

6.

Specify resources needed by Division/Group

OSC, PSC

7.

Specify Operations facilities and reporting locations – Plot
on map

OSC, PSC, LSC

8.

Develop resource and personnel order

LSC

9.

Consider Communications, Medical, and Traffic Plan
Requirements

PSC, LSC

10.

Finalize, approve and implement Incident Action Plan

PSC, IC, OSC

IC = Incident Commander
PSC = Planning Section Chief
OSC = Operations Section Chief
LSC = Logistics Section Chief
SOF = Safety Officer
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Checklist 17

Planning Section Chief
Primary Responsibilities
(ICS 221-1) - The Planning Section Chief, a member of the Incident Commander's General Staff, is
responsible for the collection, evaluation, dissemination and use of information about the development of the
incident and status of resources. The Planning Section Chief is responsible for ensuring the safety and welfare
of all Section personnel. Information is needed to: 1) understand the current situation, 2) predict probable
course of incident events, and 3) prepare alternative strategies and control operations for the incident.
•

Collect and process situation information about the incident.

•

Supervise preparation of the Incident Action Plan.

•

Provide input to the Incident Commander and Operations Section Chief in preparing the Incident Action
Plan.

•

Reassign out-of-service personnel already on-site to ICS organizational positions as appropriate.

•

Establish information requirements and reporting schedules for Planning Section Units (e.g., Resources
Unit and Situation Unit).

•

Determine need for any specialized resources in support of the incident.

•

If requested, assemble and disassemble strike teams and task forces not assigned to Operations.

•

Establish special information collection activities as necessary, e.g., weather, environmental, toxics, etc.

•

Assemble information on alternative strategies.

•

Provide periodic predictions on incident potential.

•

Report any significant changes in incident status.

•

Compile and display incident status information.

•

Oversee preparation and implementation of Incident Demobilization Plan.

•

Incorporate plans, (e.g., Traffic, Medical, Communications, and Site Safety) into the Incident Action Plan.

•

Maintain Unit/Activity Log (ICS Form 214).

•

Develop a recovery plan for emergency repair jobs and emergency construction projects

•

Plan for the reoccupation of University buildings and facilities

•

Support the Finance Team with damage assessment information

• Support the Public Information Officer with accurate information

Actions
1. When aware of or notified that the University is responding to a large emergency or crisis, contact
the University 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.
3. 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 University, general deployment
of resources, action plan for on-going operations, resources needed, summary of known damage
and recommendations.
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4. 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 reoccupancy of buildings. Provide a general report on the status of buildings and facilities.
5. Provide analysis and recommendations to the EOC Management Team and the Operations Team
for on-going operations. Determine the primary needs, operational objectives for emergency
response, status of resources and capability for sustained response and recovery, and the primary
issues involved in restoring normal operations. Plan and estimate the transition to normal
operations and programs. Include forecasts of weather and the impact of regional issues
including utilities, transportation, safety, restricted access, scarce resources and the ability of the
University to re-occupy essential buildings and restore essential services. Provide updates to this
analysis as conditions change and the emergency subsides.
6. Identify and recommend immediate repair and construction projects, prioritizing for (1) critical
support for research and life safety (2) public, student and employee safety, (3) containment of
hazards and unsafe areas, and (4) priority use of buildings. Prepare an emergency repair and
restoration plan to address immediate repair projects, anticipated capital improvement and repair
projects and other alternatives for University facilities, roads and other properties that have been
damaged. Prioritize based upon life safety, public health and safety, critical services, and other
priorities established by the overall EOC Action Plan. As authorized by the EOC Management
Team, initiate repair projects. Coordinate with the FEMA/Insurance position to ensure appropriate
documentation and management processes to support eligibility for Federal reimbursement for
qualifying projects.
7. Ensure that Situation Status information is verified for accuracy and consistency before it is
recorded or reported. Do not allow the release of any information without the consent of the EOC
Management Team and/or the Information Officer. Provide updated information to both teams as
soon as available.
8. Ensure that Situation Status collects and keeps track of all documentation and reports in the EOC
for archive. If able, collect emails, faxed documents and other electronic reports and save on
electronic media. File status updates and action plans sequentially, to assist with the after-action
debriefing.
9. Monitor the list of University buildings and facilities that will be open for operations and use. Assist
the EOC Management Team with planning for the resumption of critical University business
operations, research operations and academic programs.

Deactivation and Recovery
10. Plan for the transition of emergency projects and programs to transfer to University department
management.
11. Provide all documentation to the FEMA/Insurance position for FEMA Disaster Assistance Program
applications.
12. Be prepared to continue to provide support and updates to the recovery plan throughout the
recovery phase.
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Checklist 18

Resource Unit Leader
Primary Responsibilities
(ICS 221-3) - The Resources Unit Leader is responsible for maintaining the status of all assigned resources
(primary and support) at an incident. This is achieved by overseeing the check-in of all resources, maintaining
a status-keeping system indicating current location and status of all resources, and maintenance of a master
list of all resources, e.g., key supervisory personnel, primary and support resources, etc.
Note: The Resource Unit Leader manages personnel and equipment used to manage the incident. The
Situation Unit Leader gathers, verifies and analyzes information regarding the incident and the surrounding
environment that may assist in managing the incident and provides that information and analysis to the
appropriate Command and General staff.
•

Establish check-in function at incident locations.

•

Prepare Organization Assignment List (ICS Form 203) and Organization Chart (ICS Form 207).

•

Prepare appropriate parts of Assignment Lists (ICS Form 204).

•

Prepare and maintain the Command Post display (to include organization chart and resource allocation
and deployment).

•

Maintain and post the current status and location of all resources.

•

Maintain master roster of all resources checked in at the incident.

•

A Check-in/Status Recorder reports to the Resources Unit Leader and assists with the accounting of all
incident-assigned resources.

•

Maintain Unit/Activity Log (ICS Form 214).

•

Support the Public information Officer with information regarding resource status and identity.

Actions
1. When aware of or notified that the University is responding to a large emergency or crisis, report to the
EOC.
2. Sign in with the EOC Administration staff. Immediately establish check-in procedures, organizational
chart and resource status board.
3. Set up maps/charts for posting information. Reports should include:
•

EOC/ICP Organizational chart

•

Status of resources (staff and equipment)

•

Resource assignments

•

Resources needed

4. Coordinate with the Staging Manager to receive and check-in resources reporting to the incident.
5. Inform the Planning Team and Operations regarding on-site resources and their status to assist in
planning for ongoing operations and extended support services.

Deactivation and Recovery
6. Coordinate with the Demobilization Unit to release incident resources.
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Checklist 19

Situation Unit Leader
Primary Responsibilities
The collection, processing and organizing of all incident information takes place within the Situation Unit. The
Situation Unit may prepare future projections of incident growth, maps and intelligence information. The
situation unit may include weather observers, field observers and display processors among its staff.
Note: The Resource Unit Leader manages personnel and equipment used to manage the incident. The
Situation Unit Leader gathers, verifies and analyzes information regarding the incident and the surrounding
environment that may assist in managing the incident and provides that information and analysis to the
appropriate Command and General staff.
•

Collect, verify, analyze and process all information and intelligence on the incident

•

Maintain the information on the current status of all University buildings, facilities, systems operations, and
employees

•

Maintain information on the current status of University operations

•

Evaluate and disseminate information throughout the EOC as required

•

Post and maintain status boards and other EOC displays

•

Identify inconsistencies and verify information for accuracy

•

Prepare periodic predictions or as requested.

•

Prepare the Incident Status Summary (ICS Form 209).

•

Provide photographic services and maps if required.

•

Maintain Unit/Activity Log (ICS Form 214).

• Monitor radio and television broadcasts for information that may affect or impact University operations
•

Maintain the EOC Master Log and collects reports, documentation and other communication for the
archive of the activation

•

Support News and Information with information, verification, event posting and rumor control

•
•

Assist with tracking field operations, staff, and the progress of building inspections
Assist Student Services with injury and student status reports

Actions
1. When aware of or notified that the University is responding to a large emergency or crisis, report to the
EOC.
2. Sign in with the EOC Administration staff. Immediately get a report on incident conditions and
situations and prepare the Incident Status Summary and status boards.
3. Set up maps for posting information. Situation reports should contain:
•

Type of situation(s)

•

Major events and ongoing incidents – posted on maps

•

Status of Students, Patients, Faculty, and Employees

•

Status of all University buildings, properties and operations

•

Problems outstanding

•

Weather
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•

Resources needed

•

Summary of known damage

• Estimate of financial impact (as available)
4. On the EOC Master Log, record significant information and decisions in the EOC. The log may be
maintained electronically as a word file document, or kept manually on chart board notepaper. If
electronic, print out at regular intervals for the Planning Section Chief and the EOC Management
Team. Number and date/time stamp all pages sequentially, to serve as a record of the EOC
activation.
5. Receive reports and information from the Operations Group and the teams in the EOC and summarize
for posting in the EOC. Display the information in a clear manner, to allow staff to view updates and
understand what is happening.
6. Provide status summary reports for the Planning Section Chief. Alert the Planning Section Chief, the
Operations Section Chief and the EOC Management Team of critical information as soon as it is
known. Assist with EOC briefings.
7. Monitor radio and television broadcasts for information that is of importance to emergency operations,
including:
•

Weather

•

Transportation routes

•

Local sheltering sites

•
Major situations or activities in the surrounding areas/jurisdictions
8. Evaluate information and disseminate it to EOC staff; assist with EOC briefings.
9. Establish an email collection point and have all email reports forwarded for documentation. Review
faxed reports into the EOC for information, and collect for archive and documentation.
10. Analyze and verify information as much as possible. Work with the Information Officer to correct
misinformation and inaccuracies.
11. Provide situation summary updates to visitors and guests in the EOC, as requested.
12. Take pictures of status boards at regular intervals as a record-keeping measure, to track the progress
of operations.
13. Inform the Planning Team to plan for ongoing operations and extended support services.

Deactivation and Recovery
14. Keep all original EOC logs, photos of status boards, and status summary reports in a binder or file for
documentation.
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Checklist 20

Documentation Unit Leader
Primary Responsibilities
(ICS 221-10) - The Documentation Unit Leader is responsible for the maintenance of accurate, up-to-date
incident files. The Documentation Unit will also provide duplication services. Incident files will be stored for
legal, analytical, and historical purposes.
•

Set up work area and begin organization of incident files.

•

Establish duplication service; respond to requests.

•

File all official forms and reports.

•

Review records for accuracy and completeness; inform appropriate units of errors or omissions.

•

Provide incident documentation as requested.

•

Store files for post-incident use.

•

Maintain Unit/Activity Log (ICS Form 214).

Actions
1. When aware of or notified that the University is responding to a large emergency or crisis, contact the
University 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 Administration staff.

Deactivation and Recovery
3.
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Checklist 21

Demobilization Unit Leader
Primary Responsibilities
(ICS 221-4) - The Demobilization Unit Leader is responsible for developing the Incident Demobilization Plan.
On large incidents, demobilization can be quite complex, requiring a separate planning activity. Note that not
all agencies require specific demobilization instructions.
• Review incident resource records to determine the likely size and extent of demobilization effort.
• Based on above analysis, add additional personnel, workspace and supplies as needed.
• Coordinate demobilization with Agency Representatives.
• Monitor ongoing Operations Section resource needs.
• Identify surplus resources and probable release time.
• Develop incident checkout function for all units.
• Evaluate logistics and transportation capabilities to support demobilization.
• Establish communications with off-incident facilities, as necessary.
• Develop an Incident Demobilization Plan detailing specific responsibilities and release priorities and
procedures.
• Prepare appropriate directories (e.g., maps, instructions, etc.) for inclusion in the demobilization plan.
• Distribute demobilization plan (on and off-site).
• Ensure that all Sections/Units understand their specific demobilization responsibilities.
• Supervise execution of the Incident Demobilization Plan.
• Brief Planning Section Chief on demobilization progress.
• Maintain Unit/Activity Log (ICS Form 214).

Actions
1.

Deactivation and Recovery
2.
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Checklist 22

Check-in Status Recorder
Primary Responsibilities
Check-in/Status Recorders are needed at each check-in location to ensure that all resources assigned to an
incident are accounted for.
Reports to the Resource Unit Leader.
•

Obtain required work materials, including Check-in Lists (ICS Form 211), Resource Status Cards (ICS
Form 219), and status display boards.

•

Establish communications with the Communication Center and Staging Area Manager.

•

Post signs so that arriving resources can easily find incident check-in location(s).

•

Record check-in information on Check-in Lists (ICS Form 211).

•

Transmit check-in information to Resources Unit on regular prearranged schedule or as needed.

•

Forward completed Check-in Lists (ICS Form 211) to the Resources Unit.

•

Receive, record, and maintain resource status information on Resource Status Cards (ICS Form 219) for
incident assigned Single Resources, Strike Teams, Task Forces, and Overhead personnel.

•

Maintain files of Check-in Lists (ICS Form 211).

Actions
1. Maintain accurate records of resource status at the assigned location throughout the incident.

Deactivation and Recovery
2.
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Table 2 - D

Logistics Section Functions
Function

Purpose/Responsibilities
(ICS 223-1) - The Logistics Section Chief, a member of the General Staff,
is responsible for providing facilities, services, and material in support of
the incident. The Section Chief participates in development and
implementation of the Incident Action Plan, activates and supervises
assigned Branches/Units, and is responsible for the safety and welfare of
Logistics Section personnel.

Logistics Section Chief

The LSC provides 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, including medical, housing and food, for
people within the Incident Command structure. Coordinate the
management of volunteer resources to support emergency operations.
Coordinate with the Finance Team to ensure appropriate processes for
procurement and contracting.

EOC Administration 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. This position is
always activated.

Resource Procurement

Sets up all logistics for procurement and delivery of resources, both
University 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.
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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.

Personnel Management

Responsible for coordinating all volunteer resources to support the
University's needs. Works with the Human Resources Department to set
up a registration process for ensuring volunteers are working under the
management of an appropriate manager of the University. Registration
includes obtaining social security numbers, emergency contact numbers,
signed release from liability 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.

University Site Inventory
(materials, goods,
equipment)

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.

Transportation Services

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 Support
Services

Responsible for obtaining and allocating medical, housing, 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.
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Checklist 23

Logistics Section Chief
Primary Responsibilities
(ICS 223-1) - The Logistics Section Chief, a member of the General Staff, is responsible for providing facilities,
services, and material in support of the incident. The Section Chief participates in development and
implementation of the Incident Action Plan, activates and supervises assigned Branches/Units, and is
responsible for the safety and welfare of Logistics Section personnel.
•

Plan organization of Logistics Section.

•

Assign work locations and preliminary work tasks to Section personnel.

•

Notify Resources Unit of Logistics Section units activated including names and locations of assigned
personnel.

•

Participate in preparation of Incident Action Plan.

•

Identify service and support requirements for planned and expected operations.

•

Provide input to and review Communications Plan, Medical Plan and Traffic Plan.

•

Coordinate and process requests for additional resources.

•

Review Incident Action Plan and estimate Section needs for next operational period.

•

Advise on current service and support capabilities. Estimate future service and support requirements.

•

Prepare service and support elements of the Incident Action Plan.

•

Receive Demobilization Plan from Planning Section.

•

Recommend release of unit resources in conformity with Demobilization Plan.

•

Maintain Unit/Activity Log (ICS Form 214).

•

Coordinate and manage the procurement, delivery, distribution, and tracking of University emergency
resources and support for the response operation, including:
 University supplies, equipment, materials and services
 Contracted services
 Transportation services
 Volunteers and Human Resources Management
 Emergency support for staff and University shelter sites

•

Coordinate with the Operations Section Chief in the planning for, anticipation of and pre-staging of
critical services and resources during emergency response operations

•

Support the Finance Team’s emergency accounting and documentation process

Actions
1. When aware of or notified that the University is responding to a large emergency or crisis, contact the
University Police Department and/or EOC to confirm the activation of the Logistics 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.
3. Work with the Logistics team members to assess the damage, impacts and response operations to
identify the potential need for resources – both immediate and in the recovery period. Request a
general inventory of all available resources at the University. This includes fuel, food, personnel,
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4.

5.

6.

7.

equipment, vehicles, maintenance and services supplies, and any other services. Identify key
resources that may need to be procured and plan for all logistics required with procuring and
delivering supplies and services. Work with support Unit Response Centers to access resources and
support services for the emergency response and recovery operations.
Activate the emergency purchasing process to procure resources. Work with the Finance Section
Chief to ensure appropriate accounting processes. Confer as needed with the other EOC Section
Chiefs to establish vendor selection criteria and processes. Existing listings of pre-qualified vendors
may fulfill this requirement.
Contact the Operations Section Chief, Care and Shelter, Student Services and Emergency Staff
Services to determine what services will be needed on Campus to care for people. Estimate the
support requirements and assess the capability of supplies on hand to meet the need.
Coordinate with the Operations Team and determine if the shelter is to be managed by the Red Cross
and if so, determine what services will, if any, be provided by the University. If the shelter service is
open to the public and is completely managed by the Red Cross, it may be necessary to work closely
with the Resources Team at the City of Albany EOC, Albany County EOC, and SEMO to coordinate
support operations.
If staff resources will be needed to augment the emergency response operations, establish a
volunteer recruitment and assignment process. Have the Human Resources function coordinate with
the following URCs:
• Human Resources Unit Response Centers
• University Health Center Unit Response Center

• Student Services
8. Establish a central location for the coordination and deployment of volunteers.
9. For any operations involved in the evacuation and movement of large groups of people, work closely
with the Operations Team to support all aspects of evacuating people, including:
• Emergency transportation
• Delivery point
• Temporary shelter and care needs
• Food, water and sanitation support
• Reuniting and notification for families
• Crisis counseling
• Security and safety
10. If mutual aid resources are requested and the University will be providing mutual aid to another
agency, ensure the following is documented by the Operations Team or by the Logistics Team:
•

Type of mutual aid requested, including specifications for drivers, operators, fuel, power and any
requirements for operation

•

Location requested

•

Name of requesting agency

•

Name and contact information for person-in-charge at the site receiving mutual aid

•

Time and duration for the provision of mutual aid

•

Personnel support available or to be provided

•

Keep track of University resources sent to support other agencies.

11. Organize and track the utilization of University major supplies, equipment and transportation. Work
with the EOC Management Team and the Operations Section Chief to allocate scarce resources to the
highest and best priority use. If the FEMA/Insurance function has been activated, coordinate the
documentation of the hours and costs associated with the utilization of major resources for the
University’s response operations. Communicate this documentation requirement to the Unit Response
Centers supporting the Logistics Team.
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12. Support the Operations Team functions that are providing shelter and rest areas for staff and other
emergency workers, including the EOC staff. If the activation will be prolonged, plan for extended
support services. Also provide support and logistics to assist University staff that may be stranded at
the University. Assist the Operations Team with services and management of care and relocation
services, as requested.
13. Ensure documentation for requests, costs and procurement processes are forwarded to the Finance
Team.
14. Work as a team to set up the staging of the resources at each primary site where emergency response
operations are in progress. If no resources are available to support a site, advise the Operations
Section Chief. Estimate the support requirements for the response and assess the capability of
supplies on hand to meet the need. Develop a plan to provide support through the services of other
public agencies or contracting with outside services, as needed.
15. If critical research programs or other University business operations are to be relocated, provide
resources and logistics support, as requested.

Deactivation and Recovery
16. Assist Finance with the collection of documentation and records.
17. Oversee the transition process of transferring all reports, files, claims and investigations, open
contracts, purchases or other transactions to normal operations and the appropriate departments for
follow up, final payments, and resolution.
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Checklist 24

EOC Administration and Support Staff
Primary Responsibilities
•

Set up and administer to the EOC facility

•

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

Actions
1. When notified of the activation of the University EOC 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, Incident Commander and EOC Team
Leaders 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 25

Resource Procurement
Primary Responsibilities
• Coordinate and manage the procurement, delivery, distribution, and tracking of University emergency
resources and support for the response operation, including University supplies, equipment, materials
and services
• Procure vended and contracted resources and services
• Coordinate and support documentation of emergency procurement with the Finance Team

Actions
1. When aware of or notified that the University is responding to a large emergency or crisis, contact the
University Police Department and/or EOC to confirm the activation of the Logistics Team.
2. If activated, report to the EOC. Sign in with the EOC Administration staff. Immediately get a report on
emergency conditions and situations. Begin a log of your activities and keep it current throughout the
emergency response.
3. Activate the emergency purchasing process to procure resources and coordinate with the Emergency
Accounting function to follow the EOC Accounting processes. Prepare to establish vendor selection
criteria and processes, if outside resources will be needed. Existing listings of pre-qualified vendors
may fulfill this requirement.
4. As a team, assess and anticipate the needs for the emergency response. This includes fuel, food,
personnel, equipment, vehicles, maintenance and services supplies, and any other services.
Communicate and coordinate with the Unit Response Centers to access resources and support
services for the emergency response and recovery operations.
5. Arrange all logistics for purchasing, procurement and delivery of resources. Provide as much support
as possible to the emergency operations by delivering resources and taking care of associated
documentation. Track the involvement of procured resources and note when no longer needed and
service provision has ceased.
6. If mutual aid resources are requested and the University will be providing mutual aid to another
agency, as requested, document and track University resources that are provided. Include the
following:
a. Type of mutual aid requested, including specifications for drivers, operators, fuel, power and
any requirements for operation
b. Location requested
c. Name of requesting agency
d. Name and contact information for person-in-charge at the site receiving mutual aid
e. Time and duration for the provision of mutual aid
f. Personnel support available or to be provided
7. If the FEMA/Insurance function has been activated, coordinate the documentation of the hours and
costs associated with the utilization of major resources with the Finance Team. Communicate this
documentation requirement to the Unit Response Centers supporting the Logistics Team.
8. Work with the Planning Team to plan for ongoing operations and extended support services.

Deactivation and Recovery
9. Forward all information needed for FEMA documentation to the Finance Team.
10. Transition the management of contracts and services to the appropriate departments when the EOC is
deactivated.
11. As requested, provide support and communication to vendors assisting with invoicing and payment
procedures.
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Checklist 26

Human Resources – Staff and Volunteers
Primary Responsibilities
•

Maintain the general status on University staff

•

Monitors reports of injuries and fatalities

•

Coordinates the deployment of volunteers from University staff pools to assist with emergency operations

•

Handles welfare inquiries and other issues regarding the status of University Employees

Actions
1. When aware of or notified that the University is responding to a large emergency or crisis, contact the
University Police Department and/or EOC to confirm the activation of the Logistics Team.
2. If activated, report to the EOC. Sign in with the EOC Administration staff. Immediately get a report on
emergency conditions and situations. Begin a log of your activities and keep it current throughout the
emergency response.
3. As information is known regarding the University’s emergency response operations, assess the
numbers and status of employees involved in the response and/or impacted by the disaster. Track by
department, if able.
4. If there are known injuries or fatalities, start case files for those employees and track their disposition.
While specific information may not be available during the activation of the EOC, continue to follow up
on reports of injuries and/or fatalities involving University Employees. Protect the confidentiality of
victims and injured parties, as necessary during the emergency response phase. Forward information
to the FEMA/Insurance function as available.
5. If emergency response operations are extended and volunteer help is needed, establish a center for
receiving volunteers and assigning volunteers. This may be managed by the Human Resources Unit
Response Center. Work with the News and Information position to determine how to communicate
the need for volunteer help to employees and to disseminate information on where to report.
Volunteers may be needed to assist with temporary business operations, salvage operations,
answering telephone inquiries and working with displaced staff at relocation areas. Track the
assignment of volunteers. Ensure that volunteer workers are supported with food, water and
sanitation and that they have a supervisor or coordinator in charge of the site operation.
6. If specialized staff resources will be needed to augment the emergency response operations, assess
the availability of University staff from Unit Response Centers and departments. Work with the
University Health Center for the physicians, nurses and research staff, and trained counseling staff.
Additional resources may be available from the Student Services Unit Resource Center or the
representative on the Operations Team. Further services for counseling may only be available at the
University Health Center.
7. If temporary services are needed for skilled labor or emergency hires, work with the Resource
Procurement member of the team for contracted services.
8. If the University is receiving a large volume of welfare inquiries, work with the EOC Management to
establish a process for managing the inquiries. If the disaster is widespread, the American Red Cross
may handle this function. There may be a 1-800- number for this service.

Deactivation and Recovery
9. Forward all files and documentation to the appropriate departments when the EOC is deactivated.
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Checklist 27

University Site Inventory – Materials, Goods and Equipment
Primary Responsibilities
•

Inventory the University’s major supplies and equipment

•

Allocate University supplies and equipment, as needed

•

Provide for all logistical arrangements for delivery and use of University supplies and equipment

•

Request the purchasing of additional supplies and equipment to support emergency operations and
augment depleted supplies

Actions
1. When aware of or notified that the University is responding to a large emergency or crisis, contact the
University Police Department and/or EOC to confirm the activation of the Logistics Team.
2. If activated, report to the EOC. Sign in with the EOC Administration staff. Immediately get a report on
emergency conditions and situations. Begin a log of your activities and keep it current throughout the
emergency response.
3. With the Logistics team members, assess the damage, impacts and response operations to identify
the potential need for resources – both immediate and in the recovery period. Identify the use of and
need for, supplies and equipment. Develop a list of needed items and estimate location and time
needed.
4. Conduct a general inventory of all available material resources at the University. This includes fuel,
food, equipment, and supplies. Work with departments and Unit Response Centers to access
resources and support services for the emergency response and recovery operations.
5. Develop an action plan for the provision of materials, goods and equipment in support of emergency
operations. Provide for all logistics including transportation, delivery, receipt, and dissemination of
materials, goods, and equipment. If the University does not have sufficient inventory to support
operations, work with the Logistics Section Chief and the Resources Procurement staff to procure
resources.
6. Track the delivery and utilization of supplies. If the emergency response phase will be prolonged, plan
for the purchase of additional supplies to continue emergency support and replace used inventory.
7. Ensure University staff operators of equipment are trained in the safe use and operation of the
equipment. It may be necessary to contract certified operators if the University does not have staff
available.
8. As emergency operations subside, track the return of equipment and unused supplies to the
departments and owners. Coordinate the return of all rented and leased equipment.

Deactivation and Recovery
9. Forward all documentation of materials, goods and equipment used in the emergency response to the
Finance Team.
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Checklist 28

Transportation Services, Vehicles
Primary Responsibilities
•

Track and inventory all University vehicles, fuel and maintenance equipment, and services

•

Arrange for the use of University vehicles and drivers

•

Coordinate public transportation services

Actions
1. When aware of or notified that the University is responding to a large emergency or crisis, contact the
University Police Department and/or EOC to confirm the activation of the Logistics Team.
2. If activated, report to the EOC. Sign in with the EOC Administration staff. Immediately get a report on
emergency conditions and situations. Begin a log of your activities and keep it current throughout the
emergency response.
3. With the Logistics team members, assess the damage, impacts and response operations to identify
the potential need for resources – both immediate and in the recovery period. Identify the use of and
need for, transportation vehicles, drivers and services. Develop a list of transportation needs and
estimated location and time needed.
4. Conduct a general inventory of all available vehicles, drivers, fuel and tires at the University. Work
with departments and Unit Response Centers to inventory available vehicles and drivers not already
allocated to the emergency response operations.
5. Work with the other Logistics Team members to develop an anticipated transportation plan in support
of the emergency response and recovery operations. If it is anticipated that the University will be
evacuating or relocating large groups of people, be prepared to provide transportation support either
with University assets or via public resources. Determine the priorities of transportation, as follows:
•

Emergency medical – life support – people and supplies

•

Immediate evacuation of people

•

Resource delivery to Emergency Response Operations at extremely hazardous incidents

•

Transportation of critical staff

•

Relocation of people

•

Delivery of resources and supplies

• Public transportation
6. Ensure University staff operators of vehicles are trained in the safe use and operation of the vehicles.
If vehicles are damaged or involved in accidents, document as much as possible and forward the
information to the FEMA/Insurance position.
7. As drivers and vehicles are assigned to incidents and tasks, determine who will be directing the
activities of the drivers and vehicles – the Operations Team or the URC. If the drivers will be
coordinated by the Facilities Department Transportation Services Unit Response Center, ensure there
is communication between the drivers and the URC.
8. Contact the City of Albany EOC, Albany County EOC, and SEMO to determine the status of public
transportation services. The External Liaison in the EOC may help with this request as they are in
communication with the other EOCs and outside agencies.
9. Check with Situation Status to verify safe transportation roads, highways and freeways for routing.
Estimate travel times and work on alternate routes to avoid congestion.
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Checklist 28

Transportation Services, Vehicles - continued
Actions - continued
10. If mutual aid requests are received for University vehicles and operators, confer with the Logistics
Section Chief for authorization to provide mutual aid resources. Track University vehicles and
transportation services provided to other agencies.
11. If private vehicles will be used voluntarily, track the use of those vehicles. This may be needed in
extreme conditions to augment transportation needs.
12. As emergency operations subside, track the return of vehicles to the departments and owners.

Deactivation and Recovery
13. Forward all documentation of vehicles used in the emergency response to the Finance Team.
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Checklist 29

Emergency Food, Water, and Sanitation
Primary Responsibilities
•

Ensure emergency food and water are provided for personnel

•

Provide for EOC support

•

Provide for emergency sanitation and bathroom facilities

Actions
1. When aware of or notified that the University is responding to a large emergency or crisis, contact the
University Police Department and/or EOC to confirm the activation of the Logistics Team.
2. If activated, report to the EOC. Sign in with the EOC Administration staff. Immediately get a report on
emergency conditions and situations. Begin a log of your activities and keep it current throughout the
emergency response.
3. With the Logistics team members, assess the damage, impacts and response operations to identify
the requirements for food, water and sanitation – both immediate and in the recovery period. Develop
a list of needs including numbers of people to be served and locations where services should be
provided. Determine if food, water and sanitation services should be provided at central locations, or
provided near the emergency response operations.
4. Start with providing for the EOC staff, activated Unit Response Centers and field response teams.
Work with the Operations Team to plan the set-up of rest areas for University workers, including
contractors and volunteers. The sites should be secured from public view and access. Ensure the
following are provided for:
•

Food (at least one hot meal per day per person)

•

Water – drinking

•

Water – washing

•

Portable toilets

Additional resources include:
•

Coffee/tea and other hot drinks in cold weather

•

Shade from sun and/or protection from rain

•

Chairs and cots for resting

•

Garbage and waste collection

•

Telephones and message areas, if available

•

On site staff to assist and manage services
If these additional resources are needed, work with the Logistics Team members to identify inventory
and services and plan to deliver, as requested.
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Checklist 29

Emergency Food, Water, and Sanitation - continued
Actions - continued
5. Inventory all food, water and sanitation supplies that are available on-site at the University. Vended
services may have food and water supplies stored on site. Make arrangements for emergency
purchase of supplies from site vendors and use those first. Work with Student Services for supplies.
6. Work with the Operations Team Care and Shelter, Student Services and Emergency Staff Services to
support needs for food, water and sanitation services. Plan to efficiently support emergency response
operations as well as temporary care and shelter services by combining services, as possible. Note
that unless directed by the EOC Management Team, these services are not intended for the general
public who may be sheltered at the University. If there is a public shelter on site, it should be
managed by the Red Cross and should be completely supported. If requests are received to support
public shelters, confirm authorization from the EOC Management Team and the Logistics Section
Chief.
7. For prolonged operations, vended services from local businesses and/or caterers may be available to
support the EOC and emergency workers. Determine the cost effectiveness and efficiency of the
delivery of sack or box meals to support operations. Work with the Resources Procurement function
to make arrangements for vended services.
8. Ensure that services are available to contractors and any mutual aid or volunteer workers at the
University.
9. Continue to provide services as needed.

Deactivation and Recovery
10. Terminate services and transition to normal operations when the EOC is deactivated or normal
services are restored.
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Table 2 - E

Finance Section Functions
Function

Finance Section Chief

Purpose/Responsibilities
Provide overall management of financial accounting and analysis for the
emergency response, including keeping the Incident Commander and
Executive 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.

Emergency Accounting

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.

Payroll and Benefits

Ensure labor costs are tracked during the emergency response and when
possible, that University at Albany employees receive their paychecks in
a timely manner and all benefits that they are entitled to.

Insurance/FEMA/Risk
Management

Prepare and maintain the FEMA documentation information package.
Maintain the documentation files and support the disaster assistance
application process. Attend the FEMA briefing program to start the official
process, if requested.
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Checklist 30

Finance Section Chief
Primary Responsibilities
• Expense and cost summary reports of disaster related expenses for the Incident Commander and EOC
Management Group
• Activation of the Emergency Accounting function and Insurance/FEMA/Risk Management functions
• Support to the Incident Commander for business decisions regarding cost/benefit of services and
strategies
• If needed, activation of the documentation process for the FEMA disaster assistance application
• Summary reports on the short and long-term financial impacts of the emergency and recommend
appropriate actions

Actions
1. When aware of or notified that the University is responding to a large emergency or crisis, contact the
University Police Department and/or EOC to confirm the activation of the Finance 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.
3. If emergency procurement will be needed, activate the Emergency Accounting function and the
emergency account system. Brief EOC staff on the use of accounting codes as well as the process
for providing source documents of orders, invoices and receipts to the Finance Team.
4. Assist the Incident Commander and other Section Chiefs in the EOC with tracking and filing source
documentation. Provide as much support as possible to other teams and functions for finance
documentation during the EOC activation.
5. If there is damage or reported injuries, activate the Insurance/FEMA/Risk Management function to
manage the documentation process for claims and applications for reimbursement. Work with the
Planning Section Chief to coordinate photographs and other documentation in support of anticipated
FEMA disaster assistance programs for building and facility damage. Work with Human Resources to
obtain information on injuries and casualties, which may result in case files, investigations and/or
claims.
6. Working with the other Section Chiefs in the EOC, prepare summary reports on total costs and
anticipated losses to University programs and budgets. Provide estimates and other information, as
requested by the Incident Commander, on the fiscal impacts of continuing operations and response
strategies. If requested, provide cost benefit information in support of the analysis of alternatives or
strategies for emergency operations and repairs.
7. If the information is available, provide a summary report of the estimated total cost recovery
anticipated from insurance and FEMA disaster assistance.
8. If normal University operations will be interrupted for more than three days, provide estimates to the
Incident Commander of impacts to grants, program budgets, estimated loss of revenue and other
budget considerations.

Deactivation and Recovery
9. Direct the post-emergency accounting transition to normal operations.
10. Assist with preparing a summary report of the damage and incidents that occurred.
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Checklist 31

Emergency Accounting
Primary Responsibilities
• Management of the emergency accounting system for the University Emergency Operations Center
• Verification of all expenditures by the University EOC to confirm account codes, invoices and associated
documentation

Actions
1. When aware of or notified that the University is responding to a large emergency or crisis, contact the
University Police Department and/or EOC to confirm the activation of the Finance 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.
3. If emergency procurement will be needed, set up the emergency account numbers for the EOC. This
includes assigning account numbers and/or expense code numbers and arranging to receive copies of
all accounting documentation. If power and/or network access is not available, a temporary manual
accounting system may need to be used in the EOC.
4. Obtain copies of all purchase orders, contracts, labor-hour reports and other expense records
pertaining to the emergency response, as needed, to verify expenses.
5. At the end of each 24-hour period and as directed, total all expenses and costs of the emergency.
Include labor and equipment charges, as well as purchases and contracts.
6. Support and assist purchasing, as requested, with account information.

Deactivation and Recovery
7. Provide an Accounting summary report of accounting activities, actions taken, and related information
for the Finance Section Chief. Support the transition to normal operations.
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Checklist 32

Payroll & Benefits
Primary Responsibilities
• Ensure labor costs are tracked during the emergency response and when possible, that

University at Albany employees receive their paychecks in a timely manner and all benefits that
they are entitled to.
Actions
1. Track time and attendance of University personnel working on-site.
2. Provide information on benefits to University employees.
3.
4.
5.
6.

Deactivation and Recovery
7. Assist with summary report.
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Checklist 32

Insurance/FEMA/Risk Management
Primary Responsibilities
•

Prepare and maintain insurance documentation files and manage the insurance claims process

•

Assess the risk and liability issues to the University and emergency responders in the emergency
response operation

•

Prepare and maintain the FEMA documentation information package

•

Maintain the documentation files, supporting the Federal Disaster Assistance Application process

Actions
1. Report to the EOC, if the emergency is severe. Obtain a briefing on all operations, damage, injuries
and recovery operations. Assess the risk and liability issues to the University and emergency
responders in the emergency response operation and provide recommendations, if needed, to
manage risk and liability exposure.
2. If immediate investigation and reporting is needed for injury reports and claims, work with the
Environmental Health and Safety Office and Human Resources to set up a process for reporting and
gathering information. Ensure procedures are followed in reporting injuries and casualties to the
appropriate staff and agencies. Protect the confidentiality of victims and injured parties, as necessary
during the emergency response phase. Work with Human Resources to obtain information on injuries
and casualties, which may result in case files, investigations and/or claims.
3. If it appears that the Governor and the President will declare the Albany County area a disaster area
for the purposes of federal disaster relief, set up the FEMA documentation process. All documentation
is collected by site, and either the individual site or the University as a whole will be issued a Disaster
Survey Report #. All documentation is then summarized by the DSR #. If the DSR has not or will not
be issued, collect documentation and data by site.
4. Review the following list of items for documenting damage and repairs. These items will be needed
for both insured losses and anticipated FEMA disaster recovery program eligible losses.
• Photographs and sketches of damage
• Urgency of the project and reasons – for public health, safety, etc.
• Identification of all public staff and equipment used in the response – time and expenses
• Identification of all vended services used in the response – time, materials and expenses
• Identification of all mutual aid services used in the response – time, materials and expenses
• Process for selection of vended services (3 bids, lowest bid, extension of existing contract, etc.)
• Documentation and photographs of work done
• Other data including: hazard mitigation (upgrades so that damage will not occur in future events),
third party liability and payments, co-pay by cooperating agencies, public/private partnerships,
insurance, etc.

Deactivation and Recovery
5. The NYS Division of Homeland Security and Emergency Services will provide information on the
FEMA Post-Disaster briefing meeting (usually held two weeks after a federally declared disaster).
Make arrangements to attend the briefing with other agency representatives and be prepared to
submit a Notice of Interest at that time. Note that FEMA makes adjustments to the FEMA Disaster
Assistance Application process after every declared disaster. The new packet of information should
be reviewed thoroughly to determine current correct procedures for notification and application.
6. Assist with preparing a summary report of the damage and incidents that occurred.
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Appendix O: Unified Command
Experience has proven that at incidents involving multi-agencies, there is a critical need
for integrating management of resources into one operational organization that is
managed and supported by one command structure. This is best established through an
integrated, multidisciplinary organization. The Incident Command System (ICS),
employing what is known as Unified Command, fills this critical need.
Unified Command is a team effort that allows all agencies with jurisdictional responsibility
for an incident, either geographical or functional, to participate in the management of the
incident. This participation is demonstrated by developing and implementing a common
set of incident objectives and strategies that all can subscribe to, without losing or
abdicating agency authority, responsibility or accountability. Those organizations that
participate in Unified Command should have statutory responsibility for some portion of
the incident or event.
Assisting and cooperating agencies with no statutory responsibility that nonetheless
contribute resources to the incident should not function at the Unified Command level.
These agencies should instead, assign Agency Representatives to effectively represent
their agencies and resources through the Liaison Officer. In these ways, the principles
that define Unified Command provide all of the necessary mechanisms for organizational
representation and interagency management within a multi-agency incident response.
At a local level, frequent training and realistic exercises involving those agencies that may
be represented at actual incidents should be considered a prerequisite for successful
management of multi-agency incidents. These activities serve to familiarize each
participating agency of their respective roles and responsibilities and clarify the
capabilities and limitations of each agency. For example, a planned event such as a
parade or air show may provide an opportunity for local, state and federal agencies to
operate in a Unified Command structure.
A successfully managed multi-agency incident will occur only when the participating
agencies’ personnel have confidence in each other’s competencies, authorities,
responsibilities, and limitations as they relate to the incident. Beyond the associated
processes, guidelines, and exercises is the requirement for an attitude of cooperation.
Coordinated strategy, tactics, and resource utilization to accomplish incident control must
be the focus of all agencies at the scene.
Within a Unified Command, one person is selected as spokesperson for the groups.
Typically, the person representing the agency with the highest resource commitment or
most visible activity on the incident is selected. In some cases, this task may simply be
assigned to the person with the most experience.
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Unified Command incorporates the following principles:
•
•
•
•
•
•
•
•
•

One set of objectives is developed for the entire incident.
A collective approach to developing strategies to achieve incident goals.
Improved information flow and coordination between all jurisdictions and agencies
involved in the incident.
All agencies with responsibility for the incident have an understanding of one
another's priorities and restrictions.
No agency's authority or legal requirements will be compromised or neglected.
Each agency is fully aware of the plans, actions and constraints of all others.
The combined efforts of all agencies are optimized as they perform their respective
assignments under a single Incident Action Plan.
Duplicative efforts are reduced or eliminated, thus reducing cost and chances for
frustration and conflict.
Duplicative efforts are reduced or eliminated, thus reducing cost and chances for
frustration and conflict.

135 | P a g e

Appendix P: Unit Resource Centers (URC)
The University has identified a number of divisions, departments and other organizations
within the University that, by virtue of their personnel, mission, training or equipment, are
likely to be called upon to assist in managing a critical incident. For the purposes of this
plan and when managing a critical incident on the University, each group shall be
considered a Unit Resource Center or URC. Each URC shall be responsible for
completing a URC Annex which shall be maintained and updated regularly by the URC
for use during an emergency. Each URC annex must contain the following:
• A contact list of all essential personnel within the URC.
• A list of personnel within the URC typed by skill-set, job duties or job title (as
appropriate). Employees covered under a contract or collective bargaining
agreement should have the contract or agreement noted.
• A list of equipment and services the URC has on-hand.
• General guidelines for responding as a URC to assist in managing a general critical
incident (all-hazards planning).
• A listing of those specific incident types that would most impact each URC or that the
URC would most likely be called upon to assist with under this plan. For each type
of incident guidelines for the URC’s personnel are to be included to ensure the
URC’s personnel may address the issue effectively and in a coordinated manner.
• All URC incident management guidelines must be consistent with this plan.
The following URCs have been identified:
• Academic Affairs
• Athletics
• Rockefeller College and the
Downtown Campus
• Environmental Health and Safety
• Facilities Management
• Finance and Administration
• Health Services
• Human Resources
• Information Technology Services
• Communications & Marketing
• Parking and Mass Transportation
• Residential Life

• Student Affairs (Student Services
in Plan)
• University Auxiliary Services
• University Libraries
• University Police
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Appendix Q: Memoranda of Understanding (MOU)
The following documents are official guidelines regarding the interaction of University
personnel and off campus agencies.
The following MOU’s between the listed off campus and campus agencies are attached
hereto:
o Town of Guilderland Police Department & University Police Department
o City of Albany Police Department & University Police Department
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Memorandum of Understanding (MOU) between the UAlbany Police Department
and the Town of Guilderland Police Department
This Memorandum of Understanding, effective January 1, 1999, entered into and
between the Town of Guilderland Police Department and the State University of New
York, University at Albany Police Department, sets out the respective duties and
obligations with regard to the coordination of law enforcement efforts between the
University at Albany Police Department and the Town of Guilderland Police Department.
The parties hereto agree as follows:
1. The State University of New York, University at Albany has primary law enforcement
jurisdiction on all property owned, leased, or under the control of the University at
Albany and will provide police services on said property, except as otherwise specified
in this Memorandum of Understanding.
2. The University at Albany Police Department will notify the Town Police Department of
any incident or situation on any property owned, leased, or under the control of the
University at Albany that may affect the safety of the residents of the town.
3. The Town Police Department will notify the University at Albany Police Department of
any incident or situation on any property within the jurisdiction of the Town that may
affect the safety of the staff or residents on any property owned, leased, or under the
control of the University at Albany.
4. When the Town Police Department executes a warrant on any property owned,
leased, or under the control of the University at Albany, the Town Police Department
will contact the University at Albany Police Department and request a University Police
officer to accompany the Town Police Department Officer. Efforts will be taken to
refrain from interrupting a class to affect an arrest or execute a search warrant. In the
event of a continuous close pursuit beginning in the jurisdiction of the Town, the Town
Police Department communications unit will notify the University at Albany Police
Department as soon as possible and the University at Albany police Department will
assist as necessary.
5. When the University at Albany Police Department executes a warrant within the Town,
excluding any property owned, leased, or under the control of the University at Albany,
the University at Albany Police Department will contact the Town Police Department
and request a Town Police Department officer. In the event of a continuous pursuit,
the University at Albany Police Department communications unit will notify the Town
Police Department as soon as possible and the University at Albany Police
Department officer will proceed as necessary.
6. The University at Albany Police Department will transfer requests for police services
originating on any property owned, leased, or under the control of the Town to the
Town Police Department communications center. In like manner, the Town Police
Department will transfer requests for police services originating on any property
owned, leased, or under the control of the University at Albany to the University at
Albany Police Department communications center.
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7. For emergency situations, including requests for backup, within the jurisdiction of the
Town, the Town Police Department supervisor or officer-in-charge may request the
assistance of University at Albany Police Department personnel. The University at
Albany Police Department supervisor or officer-in-charge must grant permission to the
responding patrol unit(s) before such assistance is rendered. In like manner, for
emergency situations, including requests for backup, within the jurisdiction of the
University at Albany, the University at Albany Police Department supervisor or officerin-charge will request the assistance through the Town Police Department supervisor.
8. For non-emergency events in both communities, the Chiefs or designees from the
Town of Guilderland and the University at Albany Police Departments will meet in a
timely manner to review various operations issues, including traffic, planning, and
scheduling for additional personnel.
9. The Chief of the University at Albany Police Department and the Chief of the Town of
Guilderland Police Department may enter into more specific and detailed operational
procedures and guidelines, provided that such additional items are not inconsistent
with the above provisions.
10. Either party may terminate this Memorandum of Understanding by written notification
to the other party.
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Memorandum of Understanding (MOU) between the UAlbany Police Department
and the City of Albany Police Department
This Memorandum of Understanding, effective January 1, 1999, entered into and
between the City of Albany Police Department and the State University of New York,
University at Albany Police Department, sets out the respective duties and obligations
with regard to the coordination of law enforcement efforts between the University at
Albany Police Department and the City Police Department. The parties hereto agree as
follows:
1. The State University of New York, University at Albany has primary law enforcement
jurisdiction on all property owned, leased, or under the control of the University at
Albany and will provide police services on said property, except as otherwise specified
in this Memorandum of Understanding.
2. The University at Albany Police Department will notify the City Police Department of
any incident or situation on any property owned, leased, or under the control of the
University at Albany that may affect the safety of the residents of the City.
3. The City Police Department will notify the University at Albany Police Department of
any incident or situation on any property within the jurisdiction of the Town that may
affect the safety of the staff or residents on any property owned, leased, or under the
control of the University at Albany.
4. When the City Police Department executes a warrant on any property owned, leased,
or under the control of the University at Albany, the City Police Department will contact
the University at Albany Police Department and request a University Police officer to
accompany the City Police Department officer. Efforts will be taken to refrain from
interrupting a class to affect an arrest or execute a search warrant. In the event of a
continuous close pursuit beginning in the jurisdiction of the City, the City Police
Department communications unit will notify the University at Albany Police
Department as soon as possible and the University at Albany police Department will
assist as necessary.
5. When the University at Albany Police Department executes a warrant within the City,
excluding any property owned, leased, or under the control of the University at Albany,
the University at Albany Police Department will contact the City Police Department
and request a City Police Department officer. In the event of a continuous pursuit, the
University at Albany Police Department communications unit will notify the City Police
Department as soon as possible and the University at Albany Police Department
officer will proceed as necessary.
6. The University at Albany Police Department will transfer requests for police services
originating on any property owned, leased, or under the control of the City to the City
Police Department communications center. In like manner, the City Police Department
will transfer requests for police services originating on any property owned, leased, or
under the control of the University at Albany to the University at Albany Police
Department communications center.
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7. For emergency situations, including requests for backup, within the jurisdiction of the
City, the City Police Department supervisor or officer-in-charge may request the
assistance of University at Albany Police Department personnel. The University at
Albany Police Department supervisor or officer-in-charge must grant permission to the
responding patrol unit(s) before such assistance is rendered. In like manner, for
emergency situations, including requests for backup, within the jurisdiction of the
University at Albany, the University at Albany Police Department supervisor or officerin-charge will request the assistance through the City Police Department supervisor.
8. For non-emergency events in both communities, the Chiefs or designees from the City
of Albany and the University at Albany Police Departments will meet in a timely
manner to review various operations issues, including traffic, planning, and scheduling
for additional personnel.
9. The Chief of the University at Albany Police Department and the Chief of the City of
Albany Police Department may enter into more specific and detailed operational
procedures and guidelines, provided that such additional items are not inconsistent
with the above provisions.
10. Either party may terminate this Memorandum of Understanding by written notification
to the other party.
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Appendix R: After Action Reports
Immediately after the conclusion of an exercise or emergency operations, the Incident
Commander / Emergency Management Coordinator shall cause the preparation and publication
of an After Action Report (AAR). All AAR documents and any other event/incident related
documentation shall be submitted to the Office of Enterprise Risk & Compliance within 30 days
of termination of operations. For most events and incidents, a draft AAR will be available 60
days post termination of operations.
The AAR shall detail all facts and circumstances known about the event/incident causation, the
quality and nature of the response effort, and the resolution. In addition, the AAR shall
determine both strengths and improvements that occurred, and shall make recommendations
about planning, training, equipment, and operational needs for consideration to enhance the
efficiency of future responses.
Upon completion of the AAR, an After Action Meeting shall be conducted to disseminate the
document to all involved in the response. Each final AAR shall be retained on file within the
Offices of the UPD Chief and Enterprise Risk & Compliance.
Recovery
Plan Re-Assessment
Immediately following the cessation of Level 3 or Level 4 emergency operations, the Emergency
Management Coordinator will conduct a survey of EOC members and campus constituents to
evaluate the effectiveness of the response. Survey results will help determine whether portions
of the Emergency Plan must be modified as a result of the emergency experience. The
Emergency Management Coordinator will then prepare written “Post-Event Summary Report”
summarizing post-event observations and coordinate the appropriate Emergency Plan
revisions.
Cost Recovery
One of the final actions after an emergency may be to appoint an "Emergency Cost Recovery
Work Group." The composition of the Work Group will be related to the nature and magnitude of
the emergency, but will include a core membership representing the following areas:
•
•
•
•
•
•

Office of the President
Provost
Facilities Management
Environmental Health & Safety
Vice President for Finance and Administration
Office of the General Counsel
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Individual colleges and departments have copies of internal cost and loss documentation forms
in their Emergency Planning Guidelines document to help prepare them for the post-event
claims process. The NYS Division of Homeland Security and Emergency Services (DHSES)
Office of Emergency Management, FEMA, and/or other agencies will distribute additional
materials and guidance documents as needed. Also, in the event of disaster, DHSES Office of
Emergency Management will coordinate any federal funds available.
Each college and department is required to maintain records of all personnel and “hard” costs
they incur during emergency situations.

143 | P a g e

Appendix S: Continuity Activities
Deans, Department Heads, and Directors, Other Campus Employee Duties
Each University Dean, Department Head, and Director will develop and implement a
business continuity plan for each of their respective areas of responsibility.
It is the responsibility of every campus employee to become familiar with the Emergency
Action Plan for his/her work area(s) and to be aware and follow the University’s safety
policies, as they apply to their particular work area.
Business Continuity Plans will be updated at least once every three years, or more often
as the need arises, due to the reassignment of Deans, Department Heads, and Directors
or other critical circumstance that affect the suitability of such plans. A copy of each
revised plan will be submitted to the Vice President for ERM within thirty days of such
revision for approval and retention.
All departments critical to the University’s continued operation shall establish formal
Operational Continuity Plans.
The elements of each plan include:
•
•
•
•
•
•
•
•
•

Identification of local mission critical processes, based on the primary mission(s)
and business function(s) of each unit.
Development of procedures for recovering all or part of the highest priority
functions.
Determination of whether each process could be suspended or degraded — or,
whether it must be fully functional.
Identification of alternate work sites or other temporary facilities for the most critical
functions.
Ongoing back up of critical data and protection of critical equipment.
Assignment of local business resumption roles, responsibilities, and authority.
Procedures for recovering affected operations.
Criteria for returning to normal business.
Procedures and criteria for helping other departments return to normal business.
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Appendix T: University at Albany Sexual Violence Response Policy –
Effective October 5, 2015
I. Introduction
The University at Albany strives to maintain a respectful, safe, and nonthreatening environment
for its students, faculty, staff, and visitors. The University does not tolerate sexual violence of
any kind, which includes sexual harassment, sexual assault, intimate partner violence and
stalking. This policy establishes procedures for responding to incidents of sexual violence and
sets forth available resources for individuals reporting sexual violence and for individuals
accused of or responding to allegations of sexual violence.
II. Student’s Bill of Rights
The University at Albany is committed to providing options, support, and assistance to members
of the UAlbany community that are affected by sexual assault, sexual harassment, intimate
partner violence and stalking regardless of whether the crime or violation occurred on campus,
off campus, or while studying abroad. The rights listed below are afforded to all students
reporting sexual violence, as well as all students accused of sexual violence, regardless of race,
color, national origin, religion, creed, age, disability, sex, gender identity or expression, sexual
orientation, familial status, pregnancy, predisposing genetic characteristics, military status,
status as a domestic violence victim, or criminal conviction.
All UAlbany students have the right to:
•
•
•

•
•
•

•
•
•
•

•

Make a report to local law enforcement or state police;
Have disclosures of domestic violence, dating violence, stalking, and sexual assault
treated seriously;
Make a decision about whether or not to disclose a crime or violation and participate in
an institutional administrative or conduct process or the criminal justice process free
from pressure by the institution;
Participate in a process that is fair, impartial and that provides adequate notice and a
meaningful opportunity to be heard;
Be treated with dignity and to receive from the institution courteous, fair, and respectful
health care and counseling services, where available;
Be free from any suggestion that the reporting individual is at fault when these crimes
and violations are committed, or should have acted in a different manner to avoid such
crimes or violations;
Describe the incident to as few institutional representatives as practicable and not be
required to unnecessarily repeat a description of the incident;
Be protected from retaliation by the institution, any student, the accused/respondent, and
their friends, family and acquaintances that are within the jurisdiction of the institution;
At least one level of appeal of a determination;
Be accompanied by an advisor of their choice who may assist and advise a reporting
individual, accused, or respondent throughout the judicial or conduct process, including
during all meetings and hearings related to the process; and
The exercise of civil rights and practice of religion without interference by the
investigative, criminal justice, or administrative or conduct process of the institution.
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III. Procedures for Responding to an Individual Who Has Been the Victim of Sexual
Violence
A. Ensuring the Reporting Individual’s1 Safety: If you or the reporting individual believe that
there is an immediate threat or danger, call the Police. In emergency situations, dial 911.
Below are the non-emergency numbers for many of the local police agencies:
University at Albany Police

518-442-3131

City of Albany Police

518-438-4000

Guilderland Police

518-356-1501

East Greenbush Police

518-479-2525

New York State Police
24 hour hotline

1-844-845-7269

University Police Building
1400 Washington Avenue
Center Station
536 Western Avenue
Albany, NY
5209 Western Avenue
Guilderland, NY
225 Columbia Street
Rensselaer, NY

B. Offering Medical Treatment: Individuals who have experienced a recent sexual assault or
act of physical violence are encouraged to visit a hospital, clinic, or University Health Center 2 to
assess and address their medical needs. A medical exam can assess a victim’s injuries and
provide necessary medical advice and medication. Reporting individuals should be advised that
information provided during a medical exam is confidential and will not be released or shared
without the reporting individual’s consent.
Individuals reporting sexual assault should also be advised of their option to undergo a
Sexual Assault Forensic Exam. These exams are performed by skilled clinicians at local
hospitals. The exam includes assessment for and treatment of injury, addressing concerns of
pregnancy and sexually transmitted infections (STI’s), and collection of evidence. Individuals
reporting sexual assault should be advised as follows:
•

•

•

That choosing to undergo a Sexual Assault Forensic Exam does not require that the victim
report the violence to police or University administration. However, the exam is strongly
recommended as it will greatly enhance the likelihood of a successful prosecution of the
assailant in criminal cases should the victim choose to report the incident now or in the
future.
That it is important not to bathe, wash, change clothes, or brush one’s teeth prior to seeking
medical attention. If possible, it is also best that the victim not take fluids or use the
bathroom prior to the exam.
That for the purposes of evidence collection, the Sexual Assault Forensic Exam should be
conducted within 96 hours of the assault. However, even if 96 hours have elapsed, the

1 The term ‘Reporting Individual’ encompasses the term victim, survivor, complainant, claimant, or witness
with victim status. A reporting individual may also include a person who has witness sexual violence and
has reported it.
2 Student Health Services is for students only and does not perform emergency medical care or Sexual
Assault Forensic Examinations. However, the Health Services will provide non-emergent care and
medical follow up, including attention to injuries and evaluation for STI’s and pregnancy.
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•

•

exam is still recommended. That the Sexual Assault Forensic Exam is free, and does not
have to be charged to the victim’s insurance.
That information provided during the Sexual Assault Forensic Exam is confidential, and will
not be released or shared with anyone, including Police and the University, without the
victim’s consent.
The New York State Office of Victim Services may be able to assist in compensating
victims/survivors for health care and counseling services, including emergency funds. More
information may be found here: https://ovs.ny.gov/help-crime-victims or by calling 1-800247-8035.

If an individual reporting sexual violence chooses to obtain medical care, assistance should be
provided in arranging for transportation to the hospital or clinic chosen by the reporting
individual or to the Student Health Services (students only). This assistance can be provided by
the Advocacy Center for Sexual Violence, the University Police, Residential Life Staff, or the
Title IX Coordinator. Reporting individuals should be further informed that they can request that
an advocate accompany them to the hospital. On-campus advocates are available to students
through the University’s Advocacy Center for Sexual Violence. Off-campus advocates are
available to the entire campus community through Albany County Crime Victims and Sexual
Violence Center.
Albany Medical Center

518-262-3125

Albany Memorial Hospital

518-471-3221

Student Health Services(students only)
www.albany.edu/health_center

518-442-5454

47 New Scotland Ave
Albany, NY
600 Northern Blvd
Albany, NY
400 Patroon Creek Blvd
Suite 200
Albany, NY

C. Provide information: At the first instance of disclosure by a reporting individual to ANY
University employee, the following information shall be presented to the reporting individual:
“You have the right to make a report to University Police, local law
enforcement, and/or State Police or choose not to report; to report the
incident to the University at Albany; to be protected by the University
at Albany from retaliation for reporting an incident; and to receive
assistance and resources from the University at Albany”
Students that have reported sexual violence should then be directed to the Advocacy Center for
Sexual Violence and this policy for further guidance and information. All other members of the
University community should be directed to the this policy for further guidance and information
IV. Resources for Victim/Survivors of Sexual Violence
Persons who experience unwelcome sexual behavior may respond to the experience in many
different ways, including feeling confused, overwhelmed, and vulnerable, out of control,
embarrassed, angry, distrustful, or depressed. The University at Albany provides a variety of
resources for support and advocacy to assist individuals who have experienced sexual violence.
The University will also provide reporting individuals with information about how to report the
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violence, should they chose to do so. Reporting individuals have the right to emergency access
to one of the following university representatives:
•
•
•

Title IX Coordinator: 518-442-3800
Advocate from the Advocacy Center for Sexual Violence: 518-442-CARE
University at Albany Police (available 24 hours) 518-442-3131

The above representatives are trained in interviewing victims of sexual assault and will be
available upon the first instance of disclosure by a reporting individual to provide written
information regarding options to proceed, and, where applicable, the importance of preserving
evidence and obtaining a sexual assault forensic exam or other medical examination as soon as
possible. These representatives can also provide information about an administrative
investigation by the University and the criminal justice process and will inform the individual
about the different standards of proof utilized by each process. The above representatives will
refer a reporting individual to law enforcement if there are questions about whether a specific
incident violated the law. Each representative will inform the reporting individual whether he or
she is authorized to offer the reporting individual confidentiality or privacy.
The Advocacy Center for Sexual Violence (Students only)
In January of 2014, the University at Albany established the Advocacy Center for Sexual Violence
to provide services to all student’s that have experienced sexual assault, intimate partner violence
and stalking. At the Advocacy Center, students receive confidential support from a professional
advocate who will take the time to listen, explain, and explore service options with them.
Professional staff at the Advocacy Center offer a wide range of services to students who have
been impacted by sexual violence, including consultations to discuss options for medical care,
reporting, counseling, academic and housing accommodations, and student conduct complaints.
Advocacy Center staff also provide ongoing support and advocacy throughout a reporting
individual’s involvement with these various processes.
Students are strongly encouraged to visit the Advocacy Center as it offers a one-stop shop for
advocacy, support, information, counseling, and accommodations, thereby eliminating the need
for reporting individuals to navigate services and referrals on their own. This important function
assists in ensuring that reporting individuals do not experience re-victimization by having to repeat
their personal account each time. The Advocacy Center is located in the back of Indian Quad at
the bottom of the exterior staircase between Seneca and Onondaga Halls. The phone number is
(518) 442-CARE. Office hours are Monday-Friday 8:30 to 5:00.
The Employee Assistance Program (Employees Only)
The Employee Assistance Program provides faculty and staff with free, confidential assistance
from a qualified professional who can listen, be supportive, and who can recommend additional
services. The Employee Assistance Coordinator can be reached at 518-442-5483. The office is
located in the Management Services Center, Room 200.
Additional effective intervention services can be accessed at Albany Medical Center and
Albany Memorial Hospital, Counseling and Psychological Services (students only), and Albany
County Crime Victim’s and Sexual Violence Center.
V. Protection and Accommodations:
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Individuals reporting sexual violence and individuals accused of or responding to allegations of
sexual violence are afforded the following protections and accommodations:
• When the accused is a student, to have the institution issue a “No Contact Order.” When a
No Contact order is in effect, continued contact with the protected individual is a violation
of Community Rights and Responsibilities and will result in additional conduct charges. If
the accused and a protected person observe each other in a public place, it is the
responsibility of the accused to leave the area immediately and without directly contacting
the protected person. Both the accused/respondent and reporting individual may request a
prompt review of the need for and terms of a No Contact Order, consistent with Community
Rights and Responsibilities. Parties may submit evidence in support of their request.
• To have assistance from the University at Albany Police or other college officials in
initiating legal proceedings in family court or civil court, including but not limited to obtaining
an Order of Protection or, if outside of New York State, an equivalent protective or
restraining order.
• To receive a copy of the Order of Protection or equivalent and have an opportunity to
meet or speak with a University official who can explain the order and answer questions
about it, 3 including information from the order about the accused’s responsibility to stay
away from the protected person(s); that burden does not rest on the protected person(s).
• To an explanation of the consequences for violating these orders, including but not
limited to arrest, additional conduct charges, and interim suspension.
• To have assistance from University Police in effecting an arrest when an individual
violates an Order of Protection or, if outside of New York State, an equivalent protective or
restraining order within the jurisdiction of University Police or, if outside of the jurisdiction
to call on and assist local law enforcement in effecting an arrest for violating such an
order.
• When the accused is a student and presents a continuing threat to the health and safety
of the community, to have the accused subject to interim suspension pending the outcome
of a conduct process. Parties may request a prompt review of the need for and terms of
an interim suspension in accordance with the procedures set forth in Community Rights
and Responsibilities.
• When the accused is not a student but is a member of the University community and
presents a continuing threat to the health and safety of the community, to subject the
accused to interim measures in accordance with applicable collective bargaining
agreements, employee handbooks, and University at Albany policies and rules.
• When the accused is not a member of the University community, to have assistance
from University at Albany Police or other college officials in obtaining a persona non
grata letter, subject to legal requirements and college policy.
• To receive assistance from appropriate University at Albany representatives/community
partners in initiating legal proceedings in family court or civil court.
• To obtain reasonable and available interim measures and accommodations that effect a
change in academic, housing, employment, transportation, or other applicable
arrangements in order to ensure safety, prevent retaliation, and avoid an ongoing hostile
environment. Parties may request a prompt review of the need for and terms of any interim
measures and accommodations that directly affect them.
Students that have experienced sexual violence may request accommodations through any
3

The Title IX Coordinator, advocates from the Advocacy Center for Sexual Violence, and the University at Albany
Police are available to explain and answer questions about Orders of Protections to reporting individuals and
accused/responding individuals.
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of the offices referenced in this section of this policy. However, the Advocacy Center for
Sexual Violence will serve as a point to assist in obtaining the above measures. All other
members of the University community, including those accused of or responding to
allegations of sexual violence, may request reasonable accommodations through the Title IX
Coordinator.
VI. Options for Confidentially Disclosing Sexual Violence
The University at Albany wants individuals who have experienced sexual violence to get the
information and support that they need regardless of whether they would like to move forward
with a report of sexual violence to campus officials or to police. A person may want to talk with
someone about something they have observed or experienced, even if they are not sure that
the behavior constitutes sexual violence. A conversation where questions can be answered is
far superior to keeping something to one’s self. Confidentiality varies, and this section of the
policy is aimed at helping our community understand how confidentiality applies to the different
resources that may be available.
Privileged and Confidential Resources on Campus:
Reporting individuals have the right to confidentially disclose an incident to University at Albany
officials who are designated as confidential resources. These individuals can assist in obtaining
services for reporting individuals. Individuals who are confidential resources will not report
crimes to law enforcement or college officials without permission, except for extreme
circumstances, such as a health and/or safety emergency. Additionally, federal law and
guidance 4 requires that the advocates at the Advocacy Center for Sexual Violence report only
the nature, date, time, and general location of an incident to University's Title IX Coordinator,
but will consult with you to ensure no personally identifying details are shared without your
consent. While Advocacy Center employees do not have privilege, they are considered
confidential resources as discussed above and so it is important to understand that they will
not share a victim/survivors name, or any other identifiable information without the
victim/survivors consent.
Confidential Resources for Students:
The Advocacy Center for Sexual Violence
www.albany.edu/advocacycenter

518-442-CARE

University and Psychological Services
www.albany.edu/counseling_center

518-442-5800

Student Health Services
www.albany.edu/health_center

518-442-5454

Interfaith Services
www.albany.edu/spirituality/

518-442-5565

Indian Quad
Bottom of the exterior staircase between
Seneca and Onondaga Halls, Suite 009
400 Patroon Creek Blvd
Suite 104
Albany, NY
400 Patroon Creek Blvd
Suite 200
Albany, NY
Campus Center B91
Albany, NY

Confidential Resources for Employees:
Employee Assistance Program
www.albany.edu/eap

518-442-5483

MSC Room 200
1400 Washington Ave
Albany, NY

Off-campus Options to Disclose Sexual Violence Confidentially
4 On April 29, 2014 the United States Department of Education’s Office for Civil Rights issued “significant
guidance” on the implementation of Title IX of the Education Amendments of 1972 in a document entitled,
“Questions and Answers on Title IX and Sexual Violence.” Section E of that document sets forth the
limited and anonymous reporting requirements for the advocates at the Advocacy Center for Sexual
Violence.
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Reporting Individuals may also confidentially disclose the incident and obtain services from the
following resources and hotlines. Please note that the hotlines are for crisis intervention,
resources, and referrals, and are not reporting mechanisms, meaning that disclosure on a call to
a hotline does not provide any information to the campus.
Albany County Crime Victim and
Sexual Violence Center
Equinox, Inc.
New York State Office for the
Prevention of Domestic Violence
In Our Own Voices,
Pandora’s Project

www.albanycounty.com/cvsvc
518-447-7716 (24 hours)
www.equinoxinc.org/whatwedo/dv.php
518-432-7865 (24 hours)
www.opdv.ny.gov/help/dvhotlines.html
1-800-942-6906
www.inourownvoices.org
518-432-4188
www.pandys.org/lgbtsurvivors.html

Off-Campus Healthcare Providers
Reporting Individuals may also confidentially disclose the incident and obtain services from offcampus medical providers. Some of the area providers are listed below. It is important for
Reporting Individuals to be aware that:
• Medical office and insurance billing practices may reveal information to the insurance
policyholder, including medication and/or examinations paid for or administered;
• The New York State Office of Victim Services may be able to assist in compensating
victims/survivors for health care and counseling services, including emergency
compensation. More information may be found here:
http://www.ovs.ny.gov/files/ovs_rights_of_cv_booklet.pdf or by calling 1-800-247-8035.
Options are explained here: http://www.ovs.ny.gov/helpforcrimevictims.html
• Note that even individuals who can typically maintain confidentiality are subject to
exceptions under the law, including when an individual is a threat to him or herself or
others and the mandatory reporting of child abuse.
Albany Medical Center

518-262-3125

Albany Memorial Hospital

518-471-3221

47 New Scotland Ave
Albany, NY
600 Northern Blvd
Albany NY

Requesting Confidentiality: How the University at Albany Will Weigh the Request and
Respond:
If a reporting individual discloses an incident to a University at Albany employee who is
responsible for responding to or reporting sexual violence or sexual harassment, but the
reporting individual wishes to maintain confidentiality or does not consent to the institution’s
request to initiate an investigation, the Title IX Coordinator must weigh their request against
the University at Albany’s obligation to provide a safe, non-discriminatory environment for all
members of our community, including the reporting individual.
The University will assist the reporting individual with academic, housing, transportation,
employment, and other reasonable and available accommodations regardless of their
reporting choices. While reporting individuals may request accommodations through several
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college offices, the following University officials can serve as a primary point of contact to
assist with these measures:
The Title IX Coordinator
www.albany.edu/titleIX
The Advocacy Center for Sexual Violence
(Assistance for Students only)
www.albany.edu/advocacycenter

518-442-3800
518-442-CARE

Building 25
Room 117
Indian Quad
Bottom of the exterior staircase between
Seneca and Onondaga Halls, Suite 009

The University at Albany may also take proactive steps, such as training or awareness efforts,
to combat sexual violence in a general way that does not identify the reporting individual or the
situation they disclosed.
The University at Albany may seek consent from a reporting individual prior to conducting an
investigation. He or she may decline to consent to an investigation, and that determination will
be honored unless the University’s failure to act does not adequately mitigate the risk of harm
to the reporting individual or other members of the University community. Honoring the
reporting individual’s request may limit the University’s ability to meaningfully investigate and
pursue conduct action against an accused individual. If the University at Albany determines
that an investigation is required, the reporting individual will be notified and immediate action
will be taken as necessary to protect and assist the reporting individual.
When an individual discloses an incident to someone who is responsible for responding to
or reporting sexual violence or sexual harassment, but wishes to maintain confidentiality, the
University at Albany will consider many factors to determine whether to proceed despite that
request. These factors include, but are not limited to:
•
•
•
•
•
•

Whether the accused has a history of violent behavior or is a repeat offender;
Whether the incident represents escalation, such as a situation that previously involved
sustained stalking,
The increased risk that the accused will commit additional acts of violence;
Whether the accused used a weapon or force;
Whether the reporting individual is a minor; and
Whether we possess other means to obtain evidence such as security footage, and
whether the report reveals a pattern of perpetration at a given location or by a
particular group.

If the University determines that it must move forward with an investigation, the reporting
individual will be notified and the University will take immediate action as necessary to protect
and assist them. Please note that honoring a reporting individual’s request that the University at
Albany refrain from conducting an investigation may limit the University’s ability to meaningfully
investigate and pursue conduct action against an accused individual.
Privacy versus Confidentiality:
Even University at Albany offices and employees who cannot guarantee confidentiality will
maintain your privacy to the greatest extent possible. The information provided by a reporting
individual to a non-confidential resource will be relayed only as necessary to investigate and/or
seek a resolution and to notify the Title IX Coordinator or designee, who is responsible under
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the law 5 for tracking patterns and spotting systemic issues. The University at Albany will limit the
disclosure as much as possible, even if the Title IX Coordinator determines that the request for
confidentiality cannot be honored.
Public Awareness/Advocacy Events:
If a situation is disclosed through a public awareness event such as “Take Back the Night,”
candlelight vigils, protests, or other public event, the University at Albany is not obligated to
begin an investigation. The University may use the information provided to inform the need for
additional education and prevention efforts.
VII. How to Report Sexual Violence
In accordance with the Student’s Bill of Rights, reporting individuals shall have the right to
pursue more than one of the options below at the same time, or to choose not to participate
in any of the options below.
Reporting to the University
Reporting individuals have the right to report an incident of sexual violence to one of the
following University officials who can offer privacy and can provide information about remedies,
accommodations, evidence preservation, and how to obtain resources. Please note that an
official who can offer privacy may still be required by law 6 and college policy to inform one or
more University officials about the incident, including but not limited to the Title IX Coordinator.
These officials will:
• Provide the Reporting Individual with a copy of the Students’ Bill of Rights
•

Disclose that they are private and not confidential resources, and that they may be
required by law and University at Albany policy to inform one or more University
officials about the incident, including but not limited to the Title IX Coordinator.
• Notify reporting individuals that the criminal justice process uses different standards
of proof and evidence than institutional administrative procedures, and questions
about the penal law or the criminal process should be directed to law enforcement
or the District Attorney.

Title IX Coordinator:
The Title IX Coordinator is available to receive reports and to provide information and
assistance regarding an incident of sexual assault, domestic violence, dating violence, and/or
stalking. Reports will be investigated in accordance with University at Albany policy and a
reporting individual’s identity shall remain private at all times if they wish to maintain privacy. If a
reporting individual wishes to keep his/her identity anonymous, he or she may call the Title IX
Coordinator anonymously to discuss the situation and available options.
5A

number of significant guidance documents issued by the Department of Education’s Office of Civil
rights have indicated that Title IX of the Education Law Amendments of 1972 requires an institutions Title
IX Coordinator to keep records necessary to track patterns or identify areas of concern.
6 The United States Department of Education Office of Civil Rights guidance states that Title IX of the
Education Amendments of 1972 requires an institutions “responsible employees” to report all known
incidents of sexual violence to the institutions Title IX Coordinator. This guidance defines “responsible
employee” as an any employee who has the authority to take action to redress sexual violence; who has
been given the duty of reporting incidents of sexual violence or any other misconduct by students to the
Title IX coordinator or other appropriate school designee; or whom a student could reasonably believe
has this authority or duty.
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The Title IX Coordinator
www.albany.edu/titleIX

518-442-3800

Building 25, Room 117
1400 Washington Avenue
Albany, NY 12222

Human Resources:
When the accused is an employee, a reporting individual may also report the incident to the
University at Albany Office of Human Resources or may request that one of the above
referenced confidential or private employees assist in reporting to Employee Relations or
Human Resources. Disciplinary proceedings will be conducted in accordance with applicable
collective bargaining agreements. When the accused is an employee of an affiliated entity or
vendor of the University, University officials will, at the request of the reporting party, assist in
reporting to the appropriate office of the vendor or affiliated entity and, if the response of the
vendor or affiliated entity is not sufficient, assist in obtaining a persona non grata letter, subject
to legal requirements and college policy.
Human Resources
www.albany.edu/hr/

518-437-4700

University Administration Building
Room 300

Reporting to the Police
Reporting Individuals have the right to file a criminal complaint with the University at Albany
Police or with local law enforcement:
University at Albany Police
(available 24 hours a day)
City of Albany Police

518-442-3131

Guilderland Police

518-356-1501

East Greenbush Police

518-479-2525

New York State Police 24 hour
hotline

1-844-845-7269

518-438-4000

University Police Building
1400 Washington Avenue
Center Station
536 Western Avenue
Albany, NY
5209 Western Avenue
Guilderland, NY
225 Columbia Street
Rensselaer, NY

Anonymous Reporting
Options for anonymously reporting incidents of sexual violence to University at Albany officials
are available here: www.albany.edu/titleIX/title-ix-reporting-form.php
Withdrawal of Complaints/Involvement
A reporting individual has the right to withdraw their complaint from the University at Albany
process at any time.
VIII. Resources and Support for Students Who Are Accused of Sexual Violence
The following support resources are available to students who have been accused of sexual
violence:
•

Students who are accused of sexual violence may discuss their situations privately with
licensed clinicians at Counseling and Psychological Services. An accused student's
conversations with University counselors and staff will not be reported to anyone else in the
University except in cases of a threat of imminent physical harm. However, statements
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made to certain employees in these offices may not be legally confidential. When seeking
private advice and support from these offices or from any University employee, students
should always confirm whether legal confidentiality applies to their communications with the
person to whom they are speaking.
•

Students who are accused of sexual violence may request reasonable and available interim
measures and accommodations that effect a change in academic, housing, employment,
transportation, or other applicable arrangements in order to prevent retaliation and avoid an
ongoing hostile environment. Accused students may request accommodations through the
Title IX Coordinator, who can serve as a point to assist with these measures.

•

Students who are accused of sexual violence have the right to due process. The University
will treat accused students with fairness and respect and will ensure that its investigations
and disciplinary proceedings are conducted in accordance with principles of due process.

•

A student who is accused of sexual violence may be assisted during the disciplinary
hearings and related meetings by an advisor of their choice. An advisor is any individual
who provides the accused support, guidance, or advice. Advisors may not address the
student conduct hearing board panelists during a disciplinary hearing but may speak
privately with the advisee during the proceedings.
IX. Investigation Procedures

The University at Albany is committed to conducting adequate, reliable, and impartial
investigations of reports and complaints of sexual violence, and to doing so in a timely manner.
The Title IX Coordinator is responsible for overseeing and coordinating many aspects of this
response. All University at Albany employees, other than the confidential resources
discussed above, are required to promptly and fully report all information about alleged
or suspected sexual violence to the Title IX Coordinator. When the Title IX Coordinator
receives a report alleging actual or suspected sexual violence, he or she will do the following:
1. Review all available information to determine whether or not immediate remedial action can
and should be taken.
2. In conjunction with the University at Albany Police, determine whether a timely warning
should be issued to the entire University community in accordance with Clery Act
requirements. Should the University at Albany determine that a timely warning is necessary,
the University will make every effort to notify the reporting individual prior to the issuance of
the notification.
3. Conduct a preliminary inquiry into the report or assign a team of investigators to do so.
B. Purpose of the Investigation
The University at Albany will conduct an investigation into allegations of sexual violence that
occur within the University at Albany community or that have an effect on the University at
Albany community. The purpose of an investigation is:
1. When the Respondent is a student or an employee, to collect and compile evidence for the
purpose of determining whether the complaint, if accepted as true, alleges a violation of
University at Albany policy and if so, which specific policies may have been violated;
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2. When the Respondent is a student or employee, to determine whether the allegations
warrant review by the Office of Community Standards or Human Resources, if such review
has not yet been initiated7;
3. When the Respondent is not a member of the University at Albany community, to collect and
compile evidence relevant to the allegations in order to determine whether a violation of
University policy has occurred. This determination will be made by the Title IX Coordinator,
or a designee(s).
4. To assist the University at Albany in its obligation to stop individual instances of sexual
violence, to prevent the recurrence of the violence, and to remedy any effects the violence
has had on the entire University at Albany community.
C. Preliminary Inquiry
Upon receipt of a report alleging sexual violence, the Title IX Coordinator or a designee will
assess whether a formal Title IX investigation will be conducted under this policy; that is,
whether the allegations in the initial report(s), if true, would constitute prohibited sexual violence
in accordance with University at Albany policy. This preliminary review, including any necessary
interviews to be conducted and any necessary interim measures to be put in place, will usually
be completed within seven (7) days of receipt of the complaint.
D. Investigation Process when the Accused is a Student
If the Title IX Coordinator determines that an investigation is necessary, the following will occur,
in no particular order:
1. The Title IX coordinator will assign a team of investigators to conduct the investigation. The
Title IX Coordinator may be a member of that team.
2. The Title IX Investigation team will notify all parties to the complaint, if their identities are
known, that the University will be conducting an investigation;
3. The Title IX Investigation team will contact the alleged victim/survivor in order to:
a. Advise the victim/survivor of resources available both on and off campus for support,
advocacy, and accommodations for safety and security;
b. Advise the victim/survivor of their reporting rights and options; including the right to
request that the University not take action;
c. Advise the victim/survivor about the investigation process;
d. Advise the victim/survivor about the University’s prohibition against retaliation;
e. Conduct an interview of the victim/survivor, should they choose to participate;
f. Allow the victim/survivor to provide evidence, including, but not limited to documents,
recordings, and names of potential witnesses.
4. The Title IX Investigation team will meet with the Respondent(s) in order to:
a. Advise the respondent(s) of resources available both on and off campus for support,
advocacy, and accommodations;
b. Advise the respondent about the investigation process;
c. Advise the respondent about the University’s prohibition against retaliation;
d. Conduct an interview of the respondent, should they choose to participate;
e. Allow the respondent to provide evidence, including, but not limited to documents,
recordings, and names of potential witnesses.

7

When the Respondent(s) is a member of the University at Albany community, the investigation report will not contain
opinions as to the credibility of the evidence. Nor will it contain findings of fact or opinions as to whether the conduct alleged
can be proven by the preponderance of the evidence standard. Rather, the report will determine whether the complaint, if
accepted as true, alleges a violation of University at Albany policy and if so, which specific policies may have been violated.
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5. The Title IX Investigation team will attempt to collect all evidence relevant to the
investigation;
6. When it appears that the investigation may result in a student conduct referral, the Title IX
Investigation team will prepare a draft investigation report. Once that draft is prepared the
following will occur:
a. First, each witness will be permitted to review the portion of the report that
memorializes their statements to investigators. The witness will be permitted to
suggest changes, offer clarifications, and make additions. The witness will ultimately
be asked to affirm, in writing, (1) that they are satisfied that they have shared all
relevant information known to them, and (2) that the report is an accurate
representation of their conversations with the investigators.
b. Next, the victim/survivor and the respondent(s) will be permitted to review the entire
draft report. With respect to their own statements, they will be permitted to suggest
changes, offer clarifications, and make additions. Each party will also be given the
opportunity to respond to the content of the draft report, request that additional
questions be asked of witnesses or the other party to the complaint, and to offer
additional evidence or information.
c. If one party has additional questions, or if additional evidence is offered, the
investigators will follow up on those questions or the evidence and if relevant, will
include it in the draft report. The process set forth in paragraph (b), above, will then
be repeated until all parties are satisfied that investigation is thorough and complete.
8. Once the victim/survivor and the respondent(s) are satisfied that the investigation report is
accurate as to their statements and complete in that it contains all relevant information, a
final investigation report will be prepared and distributed to the parties. The parties will then
be required to affirm, in writing, that: (1) they have had the opportunity to review the report in
its entirety, (2) the portion of the report in which their statements are summarized is accurate
and complete, (3) they are satisfied that they have shared all relevant information and
evidence known to them, and (4) they are satisfied that the investigation was thorough and
complete.
9. If the investigation identifies evidence that, if true, could constitute a violation of Community
Rights and Responsibilities, the Title IX Coordinator will make a referral to Community
Standards and the investigation report will be provided to that office for further action.
10. Absent extenuating circumstances, investigation and resolution is expected to take place
within sixty (60) calendar days from receipt of the complaint. All deadlines and time
requirements detailed below may be extended for good cause as determined by the Title IX
Coordinator or the Vice President for Student Affairs, or a designee of either of those
individuals. Both the respondent and the complainant will be notified in writing of the delay,
the reason for delay, and provided the date of the new deadline or event. Extensions
requested by one party will not be longer than 5 business/school days.
D. Investigation Process when the Accused is an Employee
When the accused is an employee, the investigation will be conducted by the Office of Human
Resources and the Title IX Coordinator or designee in accordance with applicable collective
bargaining agreements. When the accused is an employee of an affiliated entity or vendor of the
college, college officials will, at the request of the reporting individual, assist in reporting to the
appropriate office of the vendor or affiliated entity and, if the response of the vendor or affiliated
entity is not sufficient, assist in obtaining a persona non grata letter, subject to legal
requirements and institutional policy.
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X. Adjudication of Sexual Violence Complaints
Student Conduct Process:
When the alleged perpetrator of an act of sexual violence is a student, the reporting individual
has the right to request that student conduct charges be filed against the accused. Conduct
proceedings are governed by the procedures set forth in the University at Albany’s student code
of conduct, entitled Community Rights and Responsibilities as well as federal 8 and New York
State Law 9, including the due process provisions of the United States and New York State
Constitutions. Community Rights and Responsibilities can be accessed here:
www.albany.edu/studentconduct/community_rights_and_responsibilities.php
Employee Complaint Adjudications:
When the accused is an employee, disciplinary proceedings will be conducted in accordance
with applicable collective bargaining agreements. When the accused is an employee of an
affiliated entity or vendor of the college, college officials will, at the request of the reporting
individual, assist in reporting to the appropriate office of the vendor or affiliated entity and, if the
response of the vendor or affiliated entity is not sufficient, assist in obtaining a persona non
grata letter, subject to legal requirements and college policy.
XI. Prohibition against Retaliation
Retaliation is an intentional act taken against an individual who initiates or participates in any
sexual violence or misconduct investigation or proceeding. Any act of retaliation, either directly
or through a third party, against a person who files a sexual violence complaint, serves as a
witness, or assists or participates in any manner in any investigation or conduct proceeding
involving allegations of sexual violence is strictly prohibited and will result in a disciplinary
action. Reports of retaliation can be made to the following University Officials:
The Title IX Coordinator
www.albany.edu/titleIX
Community Standards
www.albany.edu/communitystandards/
Human Resources
www.albany.edu/hr/

518-442-3800
518-442-5501
518-437-4700

Building 25
Room 117
Campus Center
Room 361
University Administration Building
Room 300

XII. Student Onboarding and Ongoing Education
The University at Albany believes that sexual violence prevention training and education cannot
be accomplished via a single day or a single method of training. To that end, the University at
Albany, in accordance with SUNY-wide policy and state and federal law 10, will continue to
8

Title IX of the Education Law Amendments of 1972, section 503 of the Violence Against Women Act
Reauthorization Act, and the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime
Statistics Act govern set forth certain requirements for the administrative adjudication of sexual assault
complaints on college campuses.
9 See, New York State Education Law Article 129b.
10 See, Title IX of the Education Law Amendments of 1972, Section 503 of the Violence Against Women’s
Reauthorization Act, the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime
Statistics Act, and New York State Education Law article 129b.
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educate all new and current students using a variety of best practices aimed at educating the
entire university community in a way that decreases sexual violence and maintains a culture
where sexual assault and acts of sexual violence are not tolerated.
During the course of their onboarding to the University at Albany, which will not be limited to a
single day during orientation, all new first-year and transfer students will receive training on the
following topics:
•

•
•
•
•
•

•
•
•

•

The institution prohibits sexual harassment, including sexual violence, domestic
violence, dating violence, stalking, other violence or threats of violence, and will offer
resources to any victims/survivors of such violence while taking administrative and
conduct action regarding any accused individual within the jurisdiction of the
institution.
Relevant definitions including, but not limited to, the definitions of sexual violence and
consent.
Policies apply equally to all students regardless of sexual orientation, gender identity, or
gender expression.
The role of the Title IX Coordinator, University Police/Campus Security, and other
relevant offices that address violence prevention and response.
Awareness of violence, its impact on victims/survivors and their friends and
family, and its long-term effects.
The Students’ Bill of Rights and Sexual Violence Response Policy, including:
o How to report sexual violence and other crimes confidentially, and/or to
University officials, campus law enforcement and security, and local law
enforcement.
o How to obtain services and support.
Bystander intervention and the importance of taking action, when one can safely do so,
to prevent violence.
The protections of the Policy for Alcohol and/or Drug Use Amnesty in Sexual and
Interpersonal Violence Cases.
Risk assessment and reduction including, but not limited to, steps that potential
victims/survivors and potential assailants and bystanders to violence can take to lower
the incidence of sexual violence.
Consequences and sanctions for individuals who commit these violations.

The onboarding process is not limited to a single day of orientation. The University at Albany
will conduct these trainings for all new students, whether first-year or transfer, undergraduate,
graduate, or professional. The University will use multiple methods to educate students about
sexual violence prevention.
Students at the University at Albany shall be offered general and specialized training in
sexual violence prevention. The University at Albany will conduct a campaign, compliant with
the requirements of the Violence Against Women Act, to educate the student population.
Further, the University will, as appropriate, provide or expand specific training to include
groups such as international students, students that are also employees of the campus,
leaders and officers of registered/recognized student organizations, online and distance
education students. The institution will also provide specific training to members of groups
identified as likely to engage in high-risk behavior.
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In accordance with New York State Education Law section 129-b, the University will require
that student leaders and officers of registered/recognized student organizations and those
seeking recognition complete training on domestic violence, dating violence, sexual assault,
or stalking prevention as part of the approval process and require student-athletes to
complete training in domestic violence, dating violence, sexual assault, or stalking prior to
participating in intercollegiate athletics.
Methods of training and educating students may include, but are not limited to:
•
•
•
•
•
•
•
•
•
•
•
•

•

President’s welcome messaging;
Peer theater and peer educational programs;
Online training;
Social media outreach;
First-year seminars and transitional courses;
Course syllabi;
Faculty teach-ins;
Institution-wide reading programs;
Posters, bulletin boards, and other targeted print and email materials;
Programming surrounding large recurring campus events;
Partnering with neighboring SUNY and non-SUNY colleges to offer training and
education;
Partnering with State and local community organizations that provide outreach,
support, crisis intervention, counseling and other resources to victims/survivors of
crimes to offer training and education. Partnerships can also be used to educate
community organizations about the resources and remedies available on campus for
students and employees seeking services; and
Outreach and partnering with local businesses that attract students to advertise
and educate about these policies.

The University at Albany will engage in a regular assessment of sexual violence education and
prevention programming and policies to determine effectiveness.
XIII. Institutional Crime Reporting
Reports of certain crimes occurring in certain geographic locations will be included in the
University at Albany’s Clery Act Annual Security Report in an anonymized manner that
neither identifies the specifics of the crime or the identity of the reporting individual or
victim/survivor.
The University at Albany is obligated to issue timely warnings of Clery Act crimes occurring
within relevant geography that represent a serious or continuing threat to students and
employees (subject to exceptions when potentially compromising law enforcement efforts and
when the warning itself could potentially identify the reporting individual or victim/survivor). A
reporting individual will never be identified in a timely warning.
The Family Educational Rights and Privacy Act allows institutions to share information with
parents when (1) there is a health or safety emergency, or (2) when the student is a
dependent on either parents’ prior year federal income tax return. Generally, the University
at Albany will not share information about a report of sexual violence with parents without the
permission of the reporting individual.
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XIV. Scope of this Policy
This policy applies to all members of the University at Albany community and its guests, without
regard to an individual's race, color, national origin, religion, creed, age, disability, sex, gender
identity, gender expression, sexual orientation, familial status, pregnancy, predisposing genetic
characteristics, military status, domestic violence victim status, or criminal
conviction. Employees, students, applicants or other members of the University community
(including but not limited to vendors, visitors and guests) may not be subjected to harassment
that is prohibited by law, or treated adversely or retaliated against based upon a protected
characteristic. This policy applies both on-campus and off-campus, as described below:
On-campus violations
This policy forbids acts of sexual violence anywhere on campus. "Campus" includes Universityowned or leased property, streets and pathways contiguous to University property, or in the
immediate vicinity of campus. It also includes the property, facilities, and leased premises of
organizations affiliated with the University, including University housing and Universityrecognized housing. University housing includes all types of University residence housing, such
as halls and apartments.
Off-campus violations
Off-campus violations, including online behavior, that affect a clear and distinct interest of the
University are subject to disciplinary sanctions. For example, sexual violence by a student is
within the University's interests when the behavior:
1. Involves conduct directed at a University student or other member of the University
community;
2. Occurs during University sponsored events (e.g., field trips, social or educational
functions, University-related travel, student recruitment activities, internships, and
service learning experiences);
3. Occurs during the events of organizations affiliated with the University, including the
events of student organizations;
4. Occurs during a Study Abroad program or other international travel; or
5. Poses a disruption or threat to the University community
6. The effects of the violence are such that they create a hostile environment within the
University community.
XV. Definitions
A. Terms used throughout this policy
Accused individual: A person accused of a violation who has not yet entered a judicial or
institutional administrative conduct or review process.
Affirmative consent: A knowing, voluntary, and mutual decision among all participants to
engage in sexual activity. Consent can be given by words or actions, as long as those words
or actions create clear permission regarding willingness to engage in the sexual activity.
Silence or lack of resistance, in and of itself, does not demonstrate consent. The definition of
consent does not vary based upon a participant’s sex, sexual orientation, gender identity, or
gender expression.
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Reporting Individual: Encompasses the terms victim, survivor, complainant, claimant, witness
with victim status, and any other term used by an institution to reference an individual who
brings forth a report of a violation.
Responding Individual: A person accused of a violation who has entered an institutional
administrative review process or administrative student conduct process
Sexual assault: Any physical sexual act committed without consent.
Sex discrimination: Includes all forms of sexual misconduct by employees, students, or third
parties against employees, students, or third parties. Students, University employees, and third
parties are prohibited from harassing other students and/or employees whether or not the
incidents of harassment occur on the College campus and whether or not the incidents occur
during working hours.
Sexual violence: The term sexual violence as used throughout this policy includes sexual
harassment, sexual assault, and domestic violence, dating violence, intimate partner violence
and stalking.
Sexual harassment: Unwelcome, gender-based verbal or physical conduct that is sufficiently
severe, persistent or pervasive that it unreasonably interferes with, denies or limits someone’s
ability to participate in or benefit from the university’s educational program and/or activities, and
is based on power differentials (quid pro quo), the creation of a hostile environment, or
retaliation.
B. Federal and State Laws referred to throughout this policy
Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act
This federal law, passed in 1990, the “Clery Act” requires all colleges and universities who
receive federal funding to share information about crime on campus and their efforts to improve
campus safety through the publishing of an annual security report. Additionally, the act requires
institutions to provide survivors of sexual violence with reasonable accommodations and
assistance in reporting and it requires institutions to outline specific policies and procedures for
the prevention of sexual violence in their annual security reports.
New York State Education Law Article 129-B
New York State Education Law Article 129-B, also known as “Enough is Enough”, requires all
colleges in the State of New York to adopt a comprehensive set of policies and guidelines,
including a uniform definition of affirmative consent, a statewide amnesty policy, and expanded
access to law enforcement.
Title IX of the Education Amendments of 1972
Title IX of the Education Amendments of 1972 is a comprehensive federal law that protects
people from discrimination based on sex in education programs or activities which receive
Federal financial assistance. The law prohibits discrimination on the basis of sex in any
federally funded education program or activity. Colleges must promptly respond to known
instances of gender discrimination, which includes sexual harassment and sexual violence, in a
way that limits its effects and prevents its recurrence.
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Violence Against Women Act ("VAWA") Reauthorization Act of 2013
This federal law requires colleges and universities to: (1) report dating violence, domestic
violence, sexual assault, and stalking, beyond crime categories the Clery Act already mandates;
(2) adopt certain student discipline procedures, such as for notifying purported victims of their
rights; and (3) adopt certain institutional policies to address and prevent campus sexual violence
through the education and training of an institution’s community.
C. Prohibited Conduct: Community Rights and Responsibilities
The following conduct is prohibited by University at Albany’s Community Rights and
Responsibilities and is applicable to students:
Intimate Partner Violence
Intimate Partner Violence includes Dating Violence and Domestic Violence, both of which are
further defined below. Intimate Partner Violence can occur in relationships of the same or
different genders.
Dating Violence –Any act of violence, including physical, sexual, psychological, and verbal
violence, committed by a person who is or has been in a social relationship of a romantic or
intimate nature with the victim. Dating Violence can occur as a single act, or it can consist of
a pattern of violent, abusive, or coercive acts that serve to exercise power and control in the
context of a romantic or intimate relationship. The existence of such a relationship shall be
determined based on the victim’s statement and with consideration of the type and length of
the relationship and the frequency of the interaction between the persons involved in the
relationship. Two people may be in a romantic or intimate relationship, regardless of
whether the relationship is sexual in nature; however, neither a casual acquaintance nor
ordinary fraternization between two individuals in a business or social context shall
constitute a romantic or intimate relationship.
Domestic Violence – Any violent felony, non-violent felony, or misdemeanor crime, as those
terms are defined by the laws of the State of New York and of the federal government
committed by a current or former spouse or intimate partner of the victim, a person sharing a
child with the victim, or a person cohabitating with the victim as a spouse or intimate partner.
Retaliation
Engaging, directly or indirectly, in any action or attempting to harass, intimidate, retaliate against, or
improperly influence any individual involved with the Student Conduct System. An intentional act taken
against an individual who initiates any sexual misconduct complaint, including stalking of intimate partner
violence, pursues legal recourse for such a complaint, or participants in any manner in the investigation of
such a report. Any act of retaliation is prohibited and is subject to a student conduct referral.

Sexual Assault I
Sexual intercourse or any sexual penetration, however slight, of another person’s oral, anal, or
genital opening with any object (an object includes but is not limited to parts of a person’s body)
without the active consent of the victim.
Sexual Assault II
Touching a person’s intimate parts (defined as genitalia, groin, breast, or buttocks), whether
directly or through clothing, without the active consent of the victim. Sexual Assault II also
includes forcing an unwilling person to touch another’s intimate parts.
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Sexual Exploitation
Non-consensual, abusive sexual behavior that does not otherwise constitute Sexual Assault I,
Sexual Assault II or Sexual Harassment. Examples include but are not limited to: intentional,
nonconsensual tampering with or removal of condoms or other methods of birth control and STI
prevention prior to or during sexual contact in a manner that significantly increases the
likelihood of STI contraction and/or pregnancy by the non-consenting party; nonconsensual
video or audio taping of sexual activity; allowing others to watch consensual or nonconsensual
sexual activity without the consent of a sexual partner; observing others engaged in
dressing/undressing or in sexual acts without their knowledge or consent; trafficking people to
be sold for sex; and inducing incapacitation with the intent to sexually assault another person.
Sexual Harassment
Unwelcome verbal or physical conduct of a sexual nature that is sufficiently severe or pervasive
to effectively alter or deny the individual reasonable access to University resources or that such
conduct creates an intimidating, hostile or sexually offensive environment for learning, working
or living on campus.
Stalking
Intentionally engaging in a course of conduct, directed at a specific person, which is likely to
cause a reasonable person to fear for his or her safety or the safety of others or cause that
person to suffer substantial emotional damage. Examples include, but are not limited to,
repeatedly following such person(s), repeatedly committing acts that alarm, cause fear, or
seriously annoy such other person(s) and that serve no legitimate purpose, and repeatedly
communicating by any means, including electronic means, with such person(s) in a manner
likely to intimate, annoy or alarm him or her. Stalking does not require direct contact between
parties and can be accomplished in many ways, including through the use of electronic media
such as internet, pagers, cell phones, or other similar devices.
D. Prohibited Conduct: Criminal Offenses in the State of New York
The New York State Penal Law defines criminal conduct in the state of New York. Definitions of
criminal offenses can be accessed here: http://ypdcrime.com/penal.law/. The Penal Law is
applicable to all members and guests of the University at Albany community within the State of
New York. For questions or information or questions regarding conduct prohibited by New York
State and Federal Law, please contact the University Police.
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Appendix U: Snow and Ice Response Guide - Revised Nov. 2016
A. Overview
The snow and ice response goal of the Facilities Department is to make all University streets,
parking lots, sidewalks, stairwells, and Podium areas safe for pedestrians and accessible for vehicles
during and after each winter storm. Variables such as the rate and total accumulation of ice and
snow, moisture content, temperature, time of day or night, wind direction, and wind velocity will
influence, and may, delay intended snow and ice control operations.
This Ice and Snow Response Guide is intended to provide a general overview of when the University
will trigger special snow and ice removal procedures; how such resources are prioritized; and
where/how to park when/if a “Snow Emergency Parking Plan” is activated.
The University community is reminded that additional caution is advised when using University
facilities during the winter season because of the potential for hazardous conditions caused by
snow, wind, and freezing temperatures. Vehicles should be properly equipped for winter driving;
and motorists are encouraged to carry a shovel in the car as an added precaution during the winter
months. Moreover, on icy and/or snowy days, PLEASE remember to park in areas that have already
been addressed by Facilities staff.
B. When Will the University Deploy Special Snow and Ice Clearing Resources?
The University’s snow and ice removal plans will be activated based on the most recent weather
forecasts and will fall, generally, into one of the three categories of weather events explained
below.
Snow level

MINOR
< 3 “ snow expected

MAJOR
> 10” snow expected

No.

MODERATE
3” – 10” snow
expected
Sleet and freezing
rain
Potentially.

Ice level

None or minor

Alternate parking for
Snow Emergency?
Actions to streets and
roadways

● Apply salt mixture
where/when safety
hazards are anticipated
● Salting and ice melt
done from outset of
hazardous conditions
until point where snow
plowing inevitable

● All Physical Plant staff
may be assigned to
24/7 coverage
● Snow clearing may be
directed as described in
section C below
● Special parking rules
may be likely

● All Physical Plant staff
may be assigned to
24/7 coverage
● Snow clearing will be
directed as described in
section C below
● Special parking rules
are highly likely

Actions to sidewalks

● Ice melt mixture
where/when safety
hazards are anticipated
● Sidewalk clearing
begins when >1”
accumulates

● All Physical Plant staff
may be assigned to
24/7 coverage
● Snow clearing may
be directed as
described in section C
below

● All Physical Plant staff
may be assigned to
24/7 coverage
● Snow clearing will be
directed as described
in section C below

Major ice storm
Very likely.
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C. Prioritizing Snow Clearing Operations During Moderate and Major Events
Given the extensive campus infrastructure, the Facilities Department must properly prioritize its limited
staff and resources during and after every snow event. Snow and ice clearing operations are divided into
three phases, each focused on towards collective public safety as the highest priority. The first phase,
during a snow event, focuses on clearing main roadways, parking lot entrances, and handicapped areas.
The second phase, after the snow event when major accumulations have ceased, will begin clearing
snow on secondary roadways, parking lots, sidewalks, and other areas. The third phase is the recovery
phase, when fire hydrants are cleared, overhangs are addressed, etc. Greater detail on these priorities is
provided below. *Please be advised that all third priority areas and all recovery actions will be addressed
during our regular hours of operation.
I. DURING A SNOW EVENT
FIRST PRIORITY
University Drive/University Entrances
All major roadways
All interior roadways
Ambulance access road
Fire lanes and disabled access areas
Building entrances
Visitor parking lots
State Street sidewalk (Alumni Quad)
Western Avenue sidewalk
Campus Bus stops

SECOND PRIORITY
Heating Plant, Motor Pool
Sidewalk: Freedom Quad to Podium
Parking lot access
Colonial and State Purple Lots
Dutch Gold and Purple Lots
Northwest Gold student parking lot
Podium West lot
Campus Center and Receiving docks access
SEFCO Arena access
Podium ramps and walkways
Entry Plaza access (Circle to Podium)

*THIRD PRIORITY
Fuller/Washington roundabout walks
Athletic Air Structure (The Bubble)

2222222
II. AFTER A SNOW EVENT (major accumulations have ceased)
Please note that snow blower operations will begin as early as 5 a.m. outside most residential quads.
FIRST PRIORITY
First priority areas listed above
All Gold (student) lots
UPD parking lot
Podium and Quad priority stairs

SECOND PRIORITY
SEFCU Arena parking lot
Priority sidewalks
*THIRD PRIORITY
Turf fields/athletic field access
Secondary priority sidewalks
Interfaith Center
Special Permit parking areas
Purple Path
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III. RECOVERY ACTIONS (after all snow has ended)*
FIRST PRIORITY
Fire hydrants and standpipe connections

SECOND PRIORITY
Snow mound knockdown
Secondary stairwells

THIRD PRIORITY
Catch basins
Roof overhangs
Selected fields access

D. Snow Emergency Parking Plan
After heavy snow events (typically, but not limited to, >10”), the Facilities Department, in
conjunction with the departments listed below, may activate a “Snow Emergency Parking Plan” for
designated parking areas on campus, providing an 8 hour minimum notice to the University
community.
The Snow Emergency Parking Plan is a multi-phased plan to relocate cars to alternate locations. It is
intended to provide a reasoned and coordinated University-wide response to clear and remove
large amounts of snow in a prompt and efficient manner. Student, faculty, and staff will be directed
to park in alternative places, as directed below.
ACTIVATION OF SNOW EMERGENCY PARKING PLAN

This procedure will be activated upon the recommendation of the Director of Physical Plant to the
Associate VP for Facilities Management. The Director of Physical Plant will then inform the
University Police Department (UPD), Residential Life, Parking Management, Human Resources,
Media/Marketing, and Plant staff, as appropriate.
COMMUNICATION OF SNOW EMERGENCY PARKING PLAN

The University community will be informed of the Snow Emergency Parking Plan through regular
updates of the Office of Parking and Mass Transit phone line (518 442-3121),
website(albany.edu/pmts/), and Twitter feed (@UAlbany_PMTS) .
VIOLATIONS OF SNOW EMERGENCY PARKING PLAN

All vehicles that are not moved to designated parking lots will be ticketed and/or towed to other
campus locations. Violators of this procedure will be responsible for towing and citation expenses.
OVERNIGHT/RESIDENT PARKING DURING UNIVERSITY RECESS

Please note that during a school recess (for example, winter intersession or spring break), all
student cars left on campus with a valid resident student permit should be parked in the
northernmost section of the State student parking lot.
RESPONSIBILITIES DURING SNOW EMERGENCY PARKING PLAN

•University community – students, faculty, and staff will be directed to park in alternative locations as
directed below.
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•Facilities Department – staff, shovels, and other equipment will be provided, as necessary and
appropriate, to assist persons moving their vehicles to designated areas; staff and equipment will
be provided, as necessary and appropriate, to clear lots; and management staff will notify UPD,
Residential Life, and Parking Management of updated parking phases.
•University Police Department – staff and resources will be provided to enforce the relocation of
vehicles to designated areas; and UPD will contact towing agencies to assist in the removal of
vehicles as necessary.
•Residential Life – general information will be shared with all Residential Life staff and students
regarding these Snow Emergency Parking Plan procedures; and Res Life will inform staff and
students when the Snow Emergency Parking Plan is activated
•Parking Management – all vehicle ticketing will be suspended during the Snow Emergency Parking
Plan; and Parking Management will help direct towing efforts, as necessary.
•Human Resources Office – publish procedures and meet with local unions, as necessary, to keep
them up to date and informed of any changes to policies regarding the snow removal plan.
WHERE TO PARK WHEN THE SNOW EMERGENCY PARKING PLAN IS ACTIVATED

The University community will be directed to park in alternate locations through a three phase plan
intended to expedite snow clearing.
All vehicles should be moved as follows:

PHASE 1
Vehicles moved to:

PHASE 2
Vehicles moved out of
areas in Phase 1 and
instead moved to:

PHASE 3
Vehicles moved to:

Northwest Gold
Colonial Purple
State Purple
Dutch Purple
Dutch Gold (south end)
State Gold
Indian East Gold
Dutch Gold (north end)
Colonial Gold (A,B,& C)

State Annex
Podium West
Visitors Lot P1
Visitors Lot P2
Liberty North
Empire Commons North
Freedom Gold (A,B,&C)
Grounds/UPD Parking
SEFCU Gold
Liberty South
Empire Commons West & South

Any cleared valid parking space
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Appendix V: Campus Emergencies – Communication Protocol to SUNY System
Administration
***High Profile Event Notification to System Administration
In the event of a high profile event at the University at Albany, SUNY administration must be notified by
email at SystemNotification@suny.edu . The Campus Declaration of Emergency form on page 176
should also be completed.
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***High Profile Event Notification to System Administration
In the event of a high profile event at the University at Albany, SUNY administration must
be notified by email at SystemNotification@suny.edu . The above form should also be
completed.
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Appendix W.
FACILITIES MANAGEMENT – OFFICE OF ENVIRONMENTAL HEALTH AND SAFETY

EMERGENCY RESPONSE PLAN FOR HAZARDOUS SUBSTANCE
RELEASES ON UA’s UPTOWN & DOWNTOWN CAMPUSES
April 4, 2018 – Last Revision

This plan is designed to describe proper actions and procedures to be followed
by University employees on the Uptown & Downtown Campuses during an
emergency or event involving a fire, explosion, spill, or release of hazardous
chemicals or in the case of a workplace related injury. This plan is incorporated
into the University at Albany’s Emergency Management Plan. Depending on the
scope of the emergency, the Campus Emergency Operations Center (EOC) may
be activated and the Campus Incident Management Team (CIMT) may be
summoned to the EOC.
Furthermore, this plan includes information necessary to respond to an emergency
situation, in order to prevent or minimize hazards to human health or the
environment and contain the incident, if possible, until professional responders,
such as the Albany Fire Department, can take over the response.
This plan, its contents, and emergency notification procedures shall be made
available to all appropriate University employees.
In the event of an imminent or actual emergency situation on University property involving
fire, explosion, or hazardous waste release/chemical spill:
1. Appropriate emergency response is summoned by one or more of the following:
A. Activation of facility alarm systems
B. Telecommunication over University’s 24 hour emergency numbers:
Power Plant
University Police

518 442-3444
911 or 518 442-3131

Either action will trigger an immediate response to summon the Albany or
*McKownville Fire Department and University Police to the appropriate University
facility and scene of the emergency. Tactical command will be established at a safe
distance by the first responders. Unified Command will be established as necessary,
with multiple agency responders. Medical assistance will also be summoned to offer
first aid and medical treatment.
Upon activation of the facility alarm system or other notification to evacuate the
building, all building occupants should proceed to the nearest exit following posted
evacuation signs. After exiting the building, all personnel should move at least 100
feet away from the evacuated building. No one is to re-enter the building until
authorized to do so.
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The person who discovered and initially reported the incident must be available to
assist and direct proper response personnel to the incident location.
University Police will assume responsibility for site security and crowd and traffic
control. In the event of a hazardous materials incident deemed to involve terrorist
activity, the University Police Department will immediately assume Incident
Command.
2. In the event of a Level 1 emergency, as defined on Attachment 1, the Director of
Environmental Health and Safety or alternate will be summoned along with other
physical plant personnel. In the event of a Level 2 or Level 3 emergency, the Campus
Emergency Operations Center (EOC) will be activated and the CIMT notified
3. Albany or *McKownville Fire Department will be met by University Police at the
appropriate Campus entrance and escorted to the emergency scene.
4. Upon arrival, Albany or *McKownville Fire Department, in coordination with the
Director of Environmental Health and Safety or alternate, will assess the emergency
and take the necessary corrective actions. The Director will immediately try to identify
the character, exact source, amount and a real extent of any released materials. He
will do this by observation or review of facility records (waste room log) or manifests
kept in Chemistry B72. The Director may also contact the Principal Investigator
responsible for the area if the incident occurs in a research laboratory. Emergency
phone numbers for the Principal Investigators are kept in Chemistry B72.
5. Concurrently, the Director of Environmental Health and Safety or alternate and
Incident Commander will assess possible hazards to human health or the environment
that may result from the release, fire or explosion. The assessment will consider both
direct and indirect effects of the release, fire or explosion.
6. If the Director of Environmental Health and Safety or alternate and Incident
Commander determine that the facility has had a release, fire or explosion which could
threaten human health, or the environment, outside the facility, he and the Incident
Commander, along with input from Albany or *McKownville Fire Department will
assess if evacuation of local areas is advisable and determine initial evacuation
distances and places of refuge by consulting the DOT EMERGENCY RESPONSE
GUIDEBOOK. If evacuation is decided upon, the Director of Environmental Health
and Safety will immediately notify University Police and other appropriate local
authorities. The Director will also immediately notify the New York State Department
of Environmental Conservation using the New York State 24 hour oil and hazardous
materials spills notifications number 518 457-7362 and the National Response Center
at 1-800-424-8802. The report will include:
a)
b)
c)
d)

name and telephone number of reporter;
name and address of facility;
time and type of incident (e.g. release, fire);
name and quantity of material(s) involved to the extent known;
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e) the extent of injuries, if any; and
f) the possible hazards to human health, or the environment, outside the facility.
7. During the emergency, in coordination with the EOC (if activated), the Director of
Environmental Health and Safety or alternate, the Incident Commander, along with
other emergency response personnel, will take all reasonable measures necessary to
ensure that fires, explosions, and releases do not occur, recur or spread to other
hazardous waste at the facility. These measures will include, where applicable,
stopping processes and operation, collecting and containing released waste, and
removing or isolating containers.
8. The Director of Environmental Health and Safety or alternate will assist in coordinating
the decontamination and cleanup of the hazardous waste release/chemical spill and
will arrange for treating, storing, or disposing of recovered waste contaminated soil or
surface water, or any other material that results from a release, fire, or explosion at
the facility.
9. The Director of Environmental Health and Safety or alternate will ensure in the
affected area(s) of the facility that no waste is stored until decontamination and
cleanup procedures are complete and that all University emergency equipment used
is cleaned and fit for its intended use before operations are resumed.
10. The Director of Environmental Health and Safety or alternate will notify, as necessary,
the Commissioner of the Department of Environmental Conservation and appropriate
State and local authorities that the cleanup of the affected area(s) is complete before
operations resume in the above areas. The Director or alternate will note in the
operating record (via Power Plant) the time, date and details of any incident that
require implementing the Response Plan. The Director or alternate, as soon as
possible, will arrange a critique of the response to the incident with all responding
parties. As necessary, within 15 days after the incident, a written report will be
submitted to the Commissioner stating:
a)
b)
c)
d)
e)
f)

name, address, and telephone number of the owner and operator;
name, address, and telephone number of the facility;
date, time, and type of incident, (e.g. fire, explosion);
name and quantity of material(s) involved;
the extent of injuries, if any;
an assessment of actual or potential hazards to human health or the environment,
where this is applicable; and
g) estimated quantity and disposition of recovered material that resulted from the
incident.
11. Pre-emergency planning, including review of the University’s Emergency
Management Plan, the University’s Emergency Response Plan for Hazardous
Substance Releases, and where necessary site review, shall take place with all
responding internal and external parties. This shall include Albany and *McKownville
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Fire Department, University Police Department, Power Plant, certain Academic
Departments, Albany Medical Center, and St. Peter’s Hospital.
12. The Director of Environmental Health and Safety and his alternates shall have training
equivalent to the Hazardous Materials Specialist as specified in 29 CFR 1910.120 (6)
(iv).
13. This plan and its contents must be reviewed, updated, and revised, if necessary,
whenever:
a) the facility permit is revised;
b) the plan fails in an emergency;
c) the facility changes – in its design, construction, operation, maintenance, or other
circumstances – in a way that materially increases the potential for fires,
explosions, or releases of hazardous waste or hazardous waste constituents, or
changes the response necessary in an emergency;
d) the list of emergency coordinators changes; or
e) the list of emergency equipment changes.
14. University at Albany employees will be informed of this Contingency Plan by either the
Office of Environmental Health and Safety or by their respective supervisors during
their indoctrination program, education sessions, or in-service training programs.
No University employee or student will enter an emergency scene
unless specifically requested to do so by the Director of
Environmental Health and Safety or the Incident Commander.
In all instances, NO University employee or student shall be expected
to take any unreasonable risk involving actions relating to the
emergency.
*McKownville Fire Department has jurisdiction over the Service
Building Complex, the RACC, the Physical Education Building and
Indian Quad.
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EMERGENCY EQUIPMENT AT THE UNIVERSITY AT ALBANY
FOR HANDLING A HAZARDOUS WASTE RELEASE/CHEMICAL SPILL
Hazardous Waste Storage Facilities – Chemistry and Life Sciences
1. Fire Extinguishers (2) – BC CO2 for flammables and electrical fires
The Office of Environmental Health and Safety routinely inspects these
extinguishers. If the extinguishers are discharged, the Hazardous Waste
Specialist submits them for immediate recharge. The specialist also makes sure
there are replacement extinguishers kept in the storage area while the others are
being recharged. The Hazardous Waste Specialist has been trained in the usage
of fire extinguishers.
2. Spill Kits
Spill cleanup kits, a spill kits’ instruction manual and protective equipment to
handle small spills of flammable solvents, caustics, and acids, up to 1 to 2 liters of
a spill, depending on the type of spill. The Hazardous Waste Specialist replaces
the spill kits when used. The replacement kits are kept in the EHS storage
area/laboratory in Chemistry B55A.
3. Mercury Spill Kit
The spill kit contains protective equipment, mercury absorbent and sponges to
handle a small spill of mercury, approximately 1 to 2 mercury containing laboratory
thermometers. Replacement kits are kept in the EHS storage area/laboratory in
Chemistry B55A.
4. Personal Protective Equipment: chemical splash goggles, gloves, and coated Tyvek
coveralls.
The Hazardous Waste Specialist replenishes this equipment as needed. This
equipment is kept in the EHS storage area/laboratory in Chemistry in B55A.
5. An emergency phone was installed in the Chemical Hazardous Waste Storage Room
and immediately outside the Life Sciences Hazardous Waste Storage Room and will
be used to summon emergency assistance.
These phones will be tested weekly by the Hazardous Waste Specialist.
6. Sprinkler Systems in the Hazardous Waste Storage Rooms
When the sprinkler system is activated, the building’s alarm system is also
activated.
7. DOT 85 gal. Overpack Salvage Drum and a 65 gal. Overpack Storage Drum
These are kept only in the Life Sciences Hazardous Waste Storage room. These
will handle a leaking 55 gal. drum and will be replaced as necessary by the
Hazardous Waste Specialist.
8. Universal Spill Control Pads to absorb and retain any type of spill, including oils,
coolants, solvents and water, up to 22 gals. of a spill, Oil-Only Spill Pads to absorb
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and retain oil, up to 22 gals. of spilled oil, Haz-Mat Spill Control Pads to absorb and
retain acids, bases or unknown liquid spills, up to 22 gals. of a spill.
These are restocked as necessary by the Hazardous Waste Specialist.
9. Various Reference Books are kept in the Hazardous Waste Storage Room.
10. Emergency Phone Numbers for the labs and the Emergency Response Plan are
kept in the Chemistry Hazardous Waste Storage Room
EH&S Storage Area/Laboratory-Chem B55A
1. Universal Spill Control Pads to absorb and retain any type of spill, including oils,
coolants, solvents and water, up to 22 gals. of a spill Oil-Only Spill Pads to absorb
and retain oil, up to 22 gals. of spilled oil. Haz-Mat Spill Control Pads to absorb and
retain acids, bases or unknown liquid spills, up to 22 gals. of a spill.
These are restocked as necessary by the Hazardous Waste Specialist.
2. Spill Cleanup Kits for Flammable Solvents, Caustics, and Acids, up to 4 liters of a
spill, depending on the type of spill.
The kits are ordered and restocked by the EH&S Office as necessary.
3. Personal Protective Equipment: chemical splash goggles, nitrile gloves, latex gloves,
Silver Shield gloves, Tyvek coveralls, Chemrel Incident Suits (Level B), assortment
of respirators, polyethylene booties, HazMat booties, face shields and hardhats.
This personal protective equipment is inventoried, ordered and restocked by the
EH&S Office as necessary. The Director of EH&S and the Occupational Safety
Specialist have training in the fitting and usage of respirators.
4. Spill Control Carts (2) containing spill cleanup kits for flammable solvents, caustics,
formaldehyde, and acids to clean up to 1 to 2 liters of a spill, depending on the type
of spill, mercury spill kit to clean up a spill from 1 to 2 mercury containing laboratory
thermometers, Universal Spill Control Pillows and Haz-Mat Spill Control Pads to
absorb up to 10 gals. of a spill, mop, bucket, duct tape, DO NOT ENTER tape, HazMat
booties, chemical splash goggles, nitrile gloves, latex gloves, polycoated tyvek
coveralls, Level B Chemrel suits, 4 ml plastic bags for spill cleanup waste, NIOSH
Pocket Guide to Chemical Hazards, 3M Respirator Selection Guide, DOT Emergency
Response Guidebook, and Emergency Phone Number list.
The Hazardous Waste Specialist restocks these carts as necessary.
5. Nilfisk Mercury Vacuum Cleaner to clean up small mercury spills less than 1 lb. in
size.
The mercury waste from the vacuum cleaner goes out as a hazardous waste.
6. Mercury Spill Cleanup Kits contains mercury absorbent and sponges to clean up
small mercury spills, up to 10 mercury containing laboratory thermometers.
The EH&S Office orders and restocks these kits as necessary.
7. Self-Contained Breathing Apparatus (2 units).
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Environmental Health and Safety Office – Chemistry B72
1. University master inventory of chemicals and products containing chemicals and
several chemical reference books.
Uptown Power Plant
1. Spill Control Carts stocked with socks, pillows, and pads to clean up oil, coolants,
solvents, and water, up to 55 gals. of a spill.
2. Drain Blockers.
Grounds Building (near Fuel Stations), Downtown Power Plant and Liberty Terrace
1. Spill control Carts stocked with socks, pillows, and pads to clean up oil, coolants,
solvents, and water, up to 22 gals. of a spill.
2. Drain Blockers.
Life Sciences Research Building and Social Sciences Loading Dock
1. Spill cleanup materials to handle spills up to 2 gals.
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Appendix X.
FACILITIES MANAGEMENT – OFFICE OF ENVIRONMENTAL HEALTH AND SAFETY

EMERGENCY RESPONSE PLAN FOR HAZARDOUS SUBSTANCE
RELEASES ON THE HEALTH SCIENCES CAMPUS
April 4, 2018 – Last Revision
This plan is designed to describe proper actions and procedures to be followed
by University employees during an emergency or event involving a fire,
explosion, spill, or release of hazardous chemicals or in the case of a workplace
related injury. This plan is incorporated into the University at Albany’s
Emergency Management Plan. Depending on the scope of the emergency, the
Campus Emergency Operations Center (EOC) may be activated and the Campus
Incident Management Team (CIMT) may be summoned to the EOC.
Furthermore, this plan includes information necessary to respond to an emergency
situation, in order to prevent or minimize hazards to human health or the
environment and contain the incident, if possible, until professional responders
such as the Clinton Heights Fire Department can take over the response.
This plan, its contents, and emergency notification procedures shall be made
available to all appropriate University employees.
In the event of an imminent or actual emergency situation on University property
involving fire, explosion, or hazardous waste release/chemical spill:
1. Appropriate emergency response is summoned by one or more of the following:
A. Activation of facility alarm systems.
B. Telecommunication over University’s 24 hour emergency number:
BOILER HOUSE (24 HOURS)

518 257-2036

Clinton Heights Fire Department
Dept.

518 479-1212 or 9-911 Clinton Heights Fire

Either action will trigger an immediate response to summon the Clinton Heights Fire
Department and East Greenbush Police to the appropriate University facility and
scene of the emergency. Tactical command will be established at a safe distance by
the first responders. Unified Command will be established as necessary, with multiple
agency responders. Medical assistance will also be summoned to offer first aid and
medical treatment.
Upon activation of the facility alarm system or other notification to evacuate the
building, all building occupants should proceed to the nearest exit following posted
evacuation signs. After exiting the building, all personnel should move at least 100
feet away from the evacuated building. No one is to re-enter the building until
authorized to do so.
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The person who discovered and initially reported the incident must be available to
assist and direct proper response personnel to the incident location.
East Greenbush Police will assume responsibility for site security and crowd and traffic
control. In the event of a hazardous materials incident deemed to involve terrorist
activity, the East Greenbush Police Department will immediately assume Incident
Command.
2. In the event of a Level 1 emergency, as defined on Attachment 1, the Director of
Environmental Health and Safety or alternate will be summoned. In the event of a
Level 2 or Level 3 emergency, the Campus Emergency Operations Center (EOC) will
be activated and the CIMT notified.
3. Clinton Heights Fire Department will respond at the appropriate building entrance and
will be escorted to the emergency scene.
4. Upon arrival, Clinton Heights Fire Department, in coordination with the Director of
Environmental Health and Safety or alternate, will assess the emergency and take the
necessary corrective actions. The Director of Environmental Health and Safety will
immediately try to identify the character, exact source, amount and a real extent of
any released materials. The Director will do this by observation or review of facility
records kept in Administrative Offices -second floor A-Wing and Chemistry B73 on the
Main Campus. The Director may also contact the Principal Investigator responsible
for the area, if the incident occurs in a research laboratory. Emergency phone
numbers for the Principal Investigators are kept in Administrative Offices – second
floor A-Wing.
5. Concurrently, the Director of Environmental Health and Safety or alternate and the
Incident Commander will assess possible hazards to human health or the environment
that may result from the release, fire or explosion. The assessment will consider both
direct and indirect effects of the release, fire or explosion.
6. If the Director of Environmental Health and Safety or alternate and Incident
Commander determine that the facility has had a release, fire or explosion which could
threaten human health, or the environment, outside the facility, he and the Incident
Commander, along with input from the Clinton Heights Fire Department, will assess if
evacuation of local areas is advisable and determine initial evacuation distances and
places of refuge by consulting the DOT EMERGENCY RESPONSE GUIDEBOOK. If
evacuation is decided upon, the Director will immediately notify appropriate local
authorities. The Director will also immediately notify the New York State Department
of Environmental Conservation using the New York State 24 hour oil and hazardous
materials spills notifications number 518 457-7362 and the National Response Center
at 1-800-424-8802. The report will include:
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g)
h)
i)
j)
k)
l)

name and telephone number of reporter;
name and address of facility;
time and type of incident (e.g. release, fire);
name and quantity of material(s) involved to the extent known;
the extent of injuries, if any; and
the possible hazards to human health, or the environment, outside the facility.

7. During the emergency, in coordination with the EOC (if activated), the Director of
Environmental Health and Safety or alternate, the Incident Commander, along with
other emergency response personnel, will take all reasonable measures necessary to
ensure that fires, explosions, and releases do not occur, recur or spread to other
hazardous waste at the facility. These measures will include, where applicable,
stopping processes and operation, collecting and containing released waste, and
removing or isolating containers.
8. The Director of Environmental Health and Safety or alternate will assist in coordinating
the decontamination and cleanup of the hazardous waste release/chemical spill and
will arrange for treating, storing, or disposing of recovered waste contaminated soil or
surface water, or any other material that results from a release, fire, or explosion at
the facility.
9. The Director of Environmental Health and Safety or alternate will ensure in the
affected area(s) of the facility that no waste is stored until decontamination and
cleanup procedures are complete and that all University emergency equipment used
is cleaned and fit for its intended use before operations are resumed.
10. The Director of Environmental Health and Safety or alternate will notify, as necessary,
the Commissioner of the Department of Environmental Conservation and appropriate
State and local authorities that the cleanup of the affected area(s) is complete before
operations resume in the above areas. The Director or alternate will note in the
operating record (via Boiler House) the time, date and details of any incident that
require implementing the Response Plan. The Director or alternate, as soon as
possible, will arrange a critique of the response to the incident with all responding
parties. As necessary, within 15 days after the incident, a written report will be
submitted to the Commissioner stating:
h)
i)
j)
k)
l)
m)

name, address, and telephone number of the owner and operator;
name, address, and telephone number of the facility;
date, time, and type of incident, (e.g. fire, explosion);
name and quantity of material(s) involved;
the extent of injuries, if any;
an assessment of actual or potential hazards to human health or the environment,
where this is applicable; and
n) estimated quantity and disposition of recovered material that resulted from the
incident.
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11. Pre-emergency planning including review of the University’s Emergency Management
Plan, the University’s Emergency Response Plan for Hazardous Substance Releases,
and where necessary site review, shall take place with all responding internal and
external parties. This shall include Clinton Heights Fire Department, East Greenbush
Police Department, Aramark ServiceMaster Facility Services, certain Academic
Departments, Albany Medical Center, and St. Peter’s Hospital.
12. The Director of Environmental Health and Safety and his alternates shall have training
equivalent to the Hazardous Materials Specialist as specified in 29 CFR 1910.120 (6)
(iv).
13. This plan and its contents must be reviewed, updated, and revised, if necessary,
whenever:
a.) the facility permit is revised;
b.) the plan fails in an emergency;
c.) the facility changes – in its design, construction, operation, maintenance, or other
circumstances – in a way that materially increases the potential for fires,
explosions, or releases of hazardous waste or hazardous waste constituents, or
changes the response necessary in an emergency;
d.) the list of emergency coordinators changes; or
e.) the list of emergency equipment changes.
14. University at Albany employees will be informed of this Contingency Plan by either the
Office of Environmental Health and Safety or by their respective supervisors during
their indoctrination program, education sessions, or in-service training programs.
No University employee or student will enter an emergency scene
unless specifically requested to do so by the Director of
Environmental Health and Safety or the Incident Commander.
In all instances, NO University employee or student shall be expected
to take any unreasonable risk involving actions relating to the
emergency.
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EMERGENCY EQUIPMENT AT THE UNIVERSITY AT ALBANY –
HEALTH SCIENCES CAMPUS
FOR HANDLING A HAZARDOUS WASTE RELEASE/CHEMICAL SPILL
Hazardous Waste Storage Facilities – Cancer Research Center
1. Fire Extinguishers (2) – BC CO2 for flammables and electrical fires
Aramark routinely inspects these extinguishers.
If the extinguishers are
discharged, the Hazardous Waste Specialist submits them for immediate
recharge. The specialist also makes sure that there are replacement extinguishers
kept in the storage area while the others are being recharged. The Hazardous
Waste Specialist has been trained in the usage of fire extinguishers.
15. Spill Kits for Solvents, Caustics and Acids and Universal Spill Control Pads
Spill Kits for Solvents, Caustics and Acids capable of handling 1 to 2 liters of a
spill, depending on the type of spill, are kept in the Waste Storage Facilities.
Universal Spill Control Pads are also available to absorb up to 5 gal. of a chemical
spill. The Hazardous Waste Specialist replaces the spill kits and pads when used.
16. Mercury Spill Kit
The spill kit contains protective equipment, mercury absorbent and sponges to
handle a small spill of mercury, approximately 1 or 2 mercury containing laboratory
thermometers. The Hazardous Waste Specialist replaces the kit when used.
17. Personal Protective Equipment: chemical splash goggles, gloves, Tyvek coveralls,
and rubber booties.
The Hazardous Waste Specialist replenishes this equipment as needed.
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Appendix Y: Emergency Preparedness Advisory Committee – Training and
Contact Information as of July 1, 2019

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34

Last Name

First Name

Baldwin
Barnard
Becker
Binney
Brady
Burlingame
Clapper
Curry
Czurlanis,
Sr.
Dame
Davis
DelSignore
Donohue
Dosch
Doyle
Edelson
Elliott
Engelbride
Evans
Farina
Ferris
Fletcher
Fox
Gabriel
Gaffney
Galime
Garafola
Giarrusso
Gosai
Grassmann
Gray
Guarnieri,
Jr.
Hyde
Keefer, Sr.

Jennifer
Brandy
Richard
Christine
Timothy
Paul
Jeremy
Laurie
Thomas
Nancy
Joel
Ashley
Lisa
Bill
Christine
Diana
Michael
Ed
Peter
Christopher
David
Eric
Michele
Brian
Elizabeth
Steven
Laurie
John
Nay
Steven
Elizabeth
Paul
J.D.
Kenneth

jbaldwin1@albany.edu
bbarnard@albany.edu
rwbecker@albany.edu
cbinney@albany.edu
tbrady@albany.edu
PBurlingame@albany.edu
JClapper@albany.edu
lcurry@albany.edu

IS00100
.b
X
X
X
X
X
X
X
X

IS00200.
b
X
X
X
X
X
X
X
X

IS00700.
a
X
X
X
X
X
X
X
X

IS00800.
b
X
X
X
X
X
X
X
X

tczurlanis@albany.edu

X

X

X

X

ndame@albany.edu
jdavis@albany.edu
adelsignore@albany.edu
ldonohue@albany.edu
bdosch@albany.edu
cdoyle@albany.edu
dedelson@albany.edu
melliott2@albany.edu
eengelbride@albany.edu
pevans@albany.edu
cfarina@albany.edu
dferris2@albany.edu
EFletcher@albany.edu
mfox@albany.edu
begabriel@albany.edu
egaffney@albany.edu
sgalime@albany.edu
lgarafola@albany.edu
jgiarrusso@albany.edu
ngosai@albany.edu
sgrassmann@albany.edu
eqgray@albany.edu
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Kilts
Kim
Kiorpes
Knox
Kohler

Karl
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Appendix Z: Succession Planning
The University at Albany is committed to providing a trained and prepared emergency
response team and with this commitment comes succession planning. Each head of
an office or department on campus that may have a role in emergency planning or
response, is responsible for ensuring that there is redundancy in their emergency
response capabilities, including trained personnel, and to look towards the future with
succession planning.
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Appendix AA: Pandemic/Infectious Disease Planning Index

PANDEMIC PLANNING INDEX
PROPOSED GUIDANCE/TRIGGERS

Rate of Infectivity *

COLOR KEY
Fatalities*
Infectivity *

CATEGORY

1%

5
>2.0%

230
Suspend
Operations (3)

Pandemic Severity Index (PSI) *

2%
4
1.0%-2.0%

0.5%-1.0%

2
0.1%-0.5%

Suspend
Operations (3)

<0.1%

NOTES
1

2

3

Anticipated 10 to 12 week
closure.

Suspend
Operations (3)

230

460

690

920

1,150

Modified
Operations (1)

Suspend
Operations (3)

Suspend
Operations (3)

Suspend
Operations (3)

2

5

7

9

12

230

460

690

920

1,150

Modified
Operations (1)

Modified
Operations (1)

Suspend
Operations (2)

Suspend
Operations (2)

1

2

3

5

6

230

460

690

920

1,150

Normal
Operations

Modified
Operations (1)

1%

Modified
Operations (1)

0

920
Modified
Operations (1)

0
3%

Suspend
Operations (2)

1

690
Modified
Operations (1)

0
2%

Modified
Operations (1)

1

460
Normal
Operations

0

2%

3%

4%

1
1,150
Modified
Operations (1)

0
4%

1%

5%

1
5%

Rate of Infectivity *

Guidance provided in Appendix.

Anticipated four to six week
closure.

Suspend
Operations (3)

1,150

23

0

0.05%

Suspend
Operations (3)

920

18

230
1

690

5%

14

Normal
Operations

0.10%

460

4%

9

Modified
Operations (1)

0.50%

3%

5

Modified
Operations (1)

1%
3

2%

Rate of Infectivity *

CASE
FATALITY
RATIO

Created by
Dr. Vellis and
Dr. Christakis
-2009

#
* Values based on
the following
UAlbany population:
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23,000

Appendix BB: Outdoor Undergraduate Commencement Ceremony Severe
Weather Planning and Response Plan – University at Albany
1. Outside Undergraduate Commencement Ceremony is scheduled for
(fill in date, time, location.)
2. Designated staff begin monitoring weather forecast on Tuesday before the Undergraduate
Commencement Ceremony. Atmospheric and Environmental Sciences designee will
provide first weekend forecast on this Tuesday.
a. Schedule meetings of Commencement Weather Response Group, only if there is
a negative weather forecast for commencement weekend.
b. Commencement Weather Response Group Chair will be the Director of
University Events and the alternate will be the Associate Director.
c. The Emergency Management Coordinator will staff the Commencement Weather
Response Group including scheduling meetings as needed.
d. Designee from Atmospheric and Environmental Sciences will be the weather
advisor for the Commencement Weather Response Group.
e. Commencement Weather Response Group Members (contact info to be
attached below) shall consist of representatives from:
University Events, Enterprise Risk Management, Communications and
Marketing, UPD, EH&S, Facilities, and Atmospheric and Environmental
Sciences.
3. Prior cancellation of outdoors Undergraduate Commencement Ceremony
a. Goal is for any cancellation decision to be made Saturday evening.
b. If ceremony is not cancelled, but weather conditions change overnight Saturday
into Sunday, a final cancellation decision will be made on Sunday by 8 a.m. at
the latest.
c. Reasons for complete cancellation:
i. Widespread thunderstorms expected for Sunday morning after 8 a.m.
through 1 p.m.
ii. Tornado or other damaging winds expected for Sunday between hours of
8 a.m. and 1 p.m.
iii. Other weather related issue that places guests of ceremony at risk either
during the event or traveling to event (ice storm, snow storm, etc.).
iv. Credible or known security threat as determined by UPD or other law
enforcement unit (FBI, Federal or State Department of Homeland
Security.)
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d. Decision process for cancellation
i. If weather is a potential for commencement weekend, Group Chair calls
Commencement Weather Response Group together starting the Tuesday
before the Undergraduate Commencement Ceremony or as soon as
potential weather threat is identified.
ii. Group Chair advises President’s Office after each meeting on situation.
iii. President makes final call on cancellation prior to event.
e. Immediately upon cancellation of event
i. Events Management staff triggers notification of cancellation of event
using electronic, web, Campus entry signs, and local media outlets
ii. Events Management staff coordinates notification with personnel from
Marketing and Communications, Student Affairs staff, UPD, and
President’s Office representation.
iii. Events Management shall notify all event volunteers of cancellation and
determine, if any event volunteers are still needed to report Sunday
morning for any reason.
iv. Events Management shall notify vendors, UAS, etc. of cancellation.
v. UPD will post staff at event parking areas and at event site to notify those,
who may still respond to area for the event that the commencement
ceremony has been cancelled.
4. Termination of outdoor Undergraduate Ceremony
a. Decision process for termination of event prior to start or during ceremony
i. The named Incident Commander for the outdoor Undergraduate
Commencement Ceremony shall be stationed in the UPD Command
Center in UNH 300 monitoring weather on-line from National Weather
Service (including all severe weather warnings) and other weather outlets
and in conjunction with UPD staff, who have on-site lighting detection
devices.
ii. The Advisor for the Commencement Weather Response Group will be
available to the Incident Commander via cell phone on the morning of and
during the Commencement ceremony, as needed to provide updates and
forecasts.
iii. If lightning or other severe weather (other severe weather warning issued
by the National Weather Service such as imminent winds above 50 miles
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per hour, straight line winds, etc.) is detected within 30 miles of the
University Uptown Campus:

a. The Incident Commander shall be notified by any party who
becomes aware of this information;

b. The Incident Commander will verify this information;
c. If severe weather threat is verified, from this point forward the
Incident Commander shall direct all weather related decisions and
responses.

d. The Incident Commander shall place on notice via radio all staff
working the event (“Commencement Staff”), including all UPD
staff, Events Management staff, Facilities staff, and transportation
supervisors of the potential for termination of the Commencement
Ceremony and Commencement Staff shall be instructed to
immediately implement the TERMINATION PRE-STAGE
PROCEDURES attached to this plan. Incident Commander shall
receive affirmative confirmation via radio or cell phone that each of
the TERMINATION PRE-STAGE PROCEDURES are being
implemented.
iv. The Incident Commander will use on-line weather tracking applications to
track direction and speed of lightning/severe weather, in conjunction with
communications and advice from the Advisor for the Commencement
Weather Response Group and advise all Commencement Staff on such
details.
v. If the lightning/severe weather is moving towards University Uptown
Campus, the Incident Commander shall estimate the arrival time of the
weather and leave a 30 minute warning period.
vi. When or if ANY one of the following events occur:
a. The lightning/severe weather is within 20 miles and moving
towards the University Uptown Campus; or
b. Lightning/severe weather will arrive at the University Uptown
Campus within 30 minutes; or
c. Lightning is detected within 10 miles of the University Uptown
Campus; or
d. Lighting is visually seen with a flash-to-bang time of 50 seconds or
less; or

e. Other serious weather related event that is likely to cause harm to
event attendees.
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The Incident Commander will declare a severe weather incident, make the
determination to terminate the Commencement Ceremony, and notify
Commencement Staff via radio to immediately implement the EVENT
TERMINATION PROCEDURES attached to this plan.
5. Termination of Severe Weather Incident
a. Incident Commander will declare and announce that the severe weather Incident is
terminated when ALL of the following criteria are met:
i.

Severe weather is more than ten (10) miles away from the University Uptown
Campus.

ii.

Severe weather is moving away from the direction of the University Uptown
Campus.

iii.

There has not been observed lighting or thunder in the last thirty (30)
minutes.

b. When severe weather incident has been terminated by the Incident Commander, all
Commencement Staff should implement Post-Severe Weather Incident Procedures
attached to this plan.

TERMINATION PRE-STAGE PROCEDURES
FACILITIES
1. Facilities staff shall be positioned at the entrances to University Hall and the Massry
Center for Business to be prepared to unlock and open doors for entry by elderly,
impaired or disabled event guests and one (1) accompanying adult per person, IF
Commencement is terminated.
2. Facilities should also move the staff food tables to the side inside University Hall at
this point to make more room for guests.
TRANSPORTATION
1. All buses will be staged in at the entrance to Collins Circle with drivers in seats
GOLF CART DRIVERS
1. All golf carts for elderly/handicapped/disabled guests will be queued near
handicapped seating for those who are working the handicapped parking lots and
along Colonial and State Drives near the Entry Plaza for those working Colonial and
State parking lots.
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EVENT TERMINATION PROCEUDRES
Incident Commander
1. Notify all Commencement Staff via radio of the decision to terminate Commencement.
2. Instruct all Commencement Staff to immediately implement the EVENT TERMINATION
PROCEDURES.
3. Verify that each Commencement Staff area is implementing its EVENT TERMINATION
PROCEDURES.
4. Continually advise Commencement Staff of weather status.
5. Notify all Commencement Staff when severe weather is imminent (within six miles or
lightning flash-to-bang timing is within 25 seconds) at which point the IMMINENT
SEVERE WEATHER PROCEDURES attached to this plan should be immediately
implemented.
Events Management Staff
1. Events Management Staff will allow three (3) minutes for the Incident Commander to
give all prestaging directions and mobilization to begin before notifying the Podium Party
of the decision to terminate Commencement.
2. Events Management staff will then relay the decision to terminate the Commencement
Ceremony to the Vice President for Development (or Vice President for Finance and
Administration, if the VP for Development cannot be reached.)
3. The applicable Vice President on the Commencement stage will notify the President.
4. The President will work off a script pre-prepared by the Office of Events Management
and approved by UPD to announce to the crowd the need to terminate the
Commencement Ceremony. This script will:
a. announce the need to terminate the Commencement Ceremony immediately due
to impending severe weather;
b. direct all students, graduates, guests and staff to listen to the General Public
Address Announcer for further instructions;
c. reiterate that the outdoors general Undergraduate Commencement Ceremony is
cancelled, will not be resumed, and to check the University Commencement
website for information about all other indoors Commencement activities.
5. The General Public Address Announcer will then begin to work off a prepared script
directing the crowd to do the following (read entire list and then repeat until crowd has
evacuated):
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a. Begin to exit the Commencement area in an orderly manner.
b. Those who have driven to Commencement, proceed immediately to their cars.
c. Once their entire party has arrived at their car, to exit the campus.
d. Golf carts are available to transport any guests with mobility issues and one
accompanying adult to their car – please reserve golf cart space for those with
mobility issues.
e. For those guests with mobility issues and one accompanying adult who wish to
wait inside either University Hall or the Massry Center for Business buildings for
a golf cart ride back to their cars, those buildings are now open for these mobility
challenged guests only.
f.

Those parked in the Dutch or SEFCU parking lots or who took a bus from the
hotels on Washington Avenue, buses will be available at the top of Collins Circle
to transport these guests back to their cars or hotel.

g. Please do not linger for photos or to meet up with graduates unless they traveled
to campus with you, please make your way to your car, buses, or shelter indoors
immediately for safety reasons.
Facilities
1. Unlock doors to University Hall and Massry Center for Business and staff such doors.
2. Place one staff person at the entrance doors and one person inside each building to
assist guests.
3. Allow elderly or disabled guests and one accompanying adult into building – direct other
to proceed to either their cars or bus transportation (loosely follow these rules, but do not
turn anyone away.)
4. Inform guests who ask that the Commencement Event is cancelled and will not resume.
5. Allow guests to bring outside chairs inside as seating is limited in both buildings.
6. In University Hall, keep guests on first floor.
7. In Massry Center, encourage guests to proceed to second floor and basement area
using elevators or stairs as there is much more seating in these areas.
8. Hold guests until Incident Commander has terminated the severe weather incident (if
guests want to leave we cannot stop them, but strongly advise against it.)
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9. After guests have left the buildings, sweep through buildings to make sure they are
vacant before relocking buildings.
Transportation
1. Immediately bring all buses to top of Collins Circle for immediate boarding of buses by
guests.
2. Have buses clearly designated and signed as to destination for quick boarding of buses.
3. Try and fill each bus before sending bus to destination as there will be limited time for
bus runs before severe weather arrives.
4. Continue to transport guests until Incident Commander declares the severe weather to
be imminent. At this point, have all waiting passengers either board bus and leave
immediately for destination or have guests shelter in University Hall or Massry Center.
5. If at any time while transporting guests the weather become severe with lightning flashto-bang timing of less than 20 seconds, do not discharge passengers into open parking
lots – only directly into buildings. Shelter in place on bus, if necessary.
Golf Cart Drivers
1. Positon golf carts at the handicapped seating area and intersections of Colonial Drive
and the Entry Plaza and State Drive and the Entry Plaza and immediately begin
transporting elderly and disabled staff back to their cars.
2. Allow only the elderly or disabled guest and one accompanying adult on the cart to
insure as many elderly and handicapped guests can be transported to cars before
severe weather arrives.

IMMIENENT SEVERE WEATHER PROCEDURES
General Commencement Staff

1. Direct all remaining guests to immediately seek shelter in either University Hall or
Massry Center.

2. Commencement staff to seek indoors shelter as well.
Facilities
1. Attempt to keep guests inside until severe weather has passed, and Incident
Commander declares the Severe Weather Incident has been terminated
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Transportation
1. If at any time while transporting guests the weather become severe with lightning flashto-bang timing of less than 20 seconds, do not discharge passengers into open parking
lots – only directly into buildings. Shelter in place on bus if necessary.
Golf Cart Drivers
1. Have all waiting guests immediately shelter in University Hall or Massry Center.
2. Drivers abandon golf carts and seek shelter inside a building.

POST-SEVERE WEATHER INCIDENT PROCEDURES
Incident Commander
1. Notify all Commencement Staff repeatedly via radio that the severe weather incident has
been terminated.
Commencement staff
1. Assist with evacuating guests from buildings.
Transportation staff
1. Resume transporting guests who sheltered in University Hall or Massry Center until all
passengers have been transported to their destination.
Golf Cart Drivers
1. Resume transporting guests who sheltered in University Hall or Massry Center until all
passengers have been transported to their destination.
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