SAN DIEGO STATE UNIVERSITY

DEPARTMENT / COLLEGE / UNIT EMERGENCY PLAN

	EMERGENCY NUMBERS



	POLICE, FIRE, Medical Emergency, 
Hazardous Materials Incident
	911 

	SDSU Police Non-Emergency

	619-594-1991

	Environmental Health & Safety


	619-594-6778

	Facilities Services

	619-594-4754

	
	

	SDSU Urgent Information and Campus Updates
The campus Emergency Operations Plan and additional emergency preparedness resources are available at www.sdsu.edu/prepare.
	www.sdsu.edu
www.facebook.com/SanDiegoState
www.twitter.com/SDSU
 

	SDSU Emergency Information Line


	866-794-8832

	
	

	Department Safety Coordinator:

	Name:

Phone:

Email:

Building:

	Department Safety Coordinator:


	Name:

Phone:

Email:

Building:

	· List of additional Department Safety Coordinators attached


	PLAN IDENTIFICATION

	THIS DEPARTMENT, COLLEGE, OR UNIT IS PART OF:

	Office of the President
	· 

	
Department name:



	

	Academic Affairs
	· 

	
College/Department name:



	

	Business and Financial Affairs
	· 

	
Department name:



	

	Student Affairs
	· 

	
Department name:


	

	University Relations & Development
	· 

	
Department name:


	

	Associated Students
	· 

	
Department name:


	

	Aztec Shops
	· 

	
Department name:

	

	Research Foundation
	· 

	
Department name:


	

	

	Location of work site (building/address):


	

	Floor / Room number (if applicable):

	

	Phone number:
	


	SPECIAL NEEDS OF DEPARTMENT


	List any special needs related to the work site (i.e., security issues, electronic access controls, disabled staff, visitors, patients).



	CRITICAL FUNCTIONS OF UNIT


	Identify critical functions/services for the unit.  A critical function/service is one that must be restarted during the first 30 days post-disaster.  Identify functions/services, not procedures.
List resources for these critical functions/services that must be protected (i.e., research, freezers, equipment, animals, data, confidential records).

List individual(s) responsible for protecting and salvaging these department resources.

Identify whether strategies to ensure continuation of critical functions/services are in place or in progress.  Procedures should be included in department Business Continuity Plan (see below).


	CRITICAL FUNCTION
	ESSENTIAL RESOURCES

 FOR THIS FUNCTION
	RESPONSIBILITY
MANAGER/SUPERVISOR/LEAD

Name/Title
	STRATEGY TO ENSURE CONTINUATION

	
	
	
	In place:
In progress:

	
	
	
	In place:
In progress:

	
	
	
	In place:
In progress:

	
	
	
	In place:
In progress:

	
	
	
	In place:
In progress:

	HAS THIS OR DEPARTMENT COMPLETED A BUSINESS CONTINUITY PLAN?



	YES
If yes, include completed Department Emergency Plan with your Business Continuity Plan

NO
If no, complete a Business Continuity Plan

(template available online at www.sdsu.edu/prepare)


	EVACUATION PROTOCOL AND EVACUATION ASSEMBLY POINT



	Nearest emergency exit(s):


	Fire extinguisher location(s):


	Fire alarm pull station(s):



	Evacuation routes (list at least two):



	Evacuation assembly point (a campus-designated Evacuation Assembly Points map and list may be found at www.sdsu.edu/prepare and attached to this plan):  

Primary:

Alternate:




	DEPARTMENT / COLLEGE / UNIT PHONE TREE



	Phone trees should be maintained as necessary to remain current.  Phone trees are one of many forms of communication during an emergency, or at any time there is a need to communicate among divisions and departments.  

Identify dean, director, manager, or supervisor to serve as key point of contact for Division Vice President or Campus Emergency Operations Center Personnel during or following a disaster.


	LINE OF SUCCESSION 


	Name:

Work phone:

Email:
	Title:

Home phone:

Alternate Email:
	Cell phone:
( receives text messages

	
	
	

	Name:

Work phone:

Email:
	Title:

Home phone:

Alternate Email:
	Cell phone:
( receives text messages

	
	
	

	Name:

Work phone:

Email:
	Title:

Home phone:

Alternate Email:
	Cell phone:
( receives text messages

	
	
	

	Name:

Work phone:

Email:
	Title:

Home phone:

Alternate Email:
	Cell phone:
( receives text messages

	
	
	

	Name:

Work phone:

Email:
	Title:

Home phone:

Alternate Email:
	Cell phone:
( receives text messages

	
	
	

	· Department / College / Unit Phone Tree attached


Completed by:______________________________________
Date:___________________
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