








I.
GENERAL

A.
This plan establishes departmental responsibilities and procedures to ensure the safety of the personnel and property of East Carolina University during extreme weather conditions, including hurricanes and winter storms.

B.
This plan provides a basis for responding to other forms of facilities 
impacting emergencies.

C.
The Director, Resource Management – Campus Operations (1001 East 4th Street, phone 328-6858) will serve as the coordinator for this plan and will review it annually in conjunction with the University emergency plan review cycle.  Updates will be published as needed.

D.
Normal Facilities Services organizational structure will be maintained during emergencies.

E. Delegation is as follows:


Associate Vice Chancellor for Campus Operations


Executive Director, Facilities Services - Main Campus


Director, Facilities Services – Health Sciences Campus


Associate Director, Facilities Service Center

F.
In addition to the basic plan, the following standard practices detail additional procedures related to Campus Operations response to issues related to emergencies:  
20-3001.4 Health Sciences Campus - Building Evacuation Supplemental Procedures





20-3001.5
Health Sciences Campus - Contingency Plan for Extended Loss of a Utility 
34-0002 
Snow/Ice Removal on Health Sciences Campus and West Research Campus

100-0073
(Radio) Repeater Failure


G.
This plan constitutes the department plan required in the Emergency Operations Plan for Multi Hazards published by the Office of Environmental Health and Safety.

H. Refer to the Environmental Health and Safety web site for additional instructions at www.ecu.edu/oehs  (click on “Severe weather and Emergency Information”)

I. The Assistant Director, Maintenance Engineering shall serve on the ITCS Disaster Planning Team on behalf of Facilities Services Main Campus and Facilities Services Health Sciences Campus.

J. In the event of potential impact on local fuel availability due to severe weather locally or in the US, or an international situation, Campus Operations shall instruct Steam Plants on both campuses regarding fuel levels of the various fuel supplies including #2 fuel oil and  transportation fuels (E-10 and diesel).  Specifically, Campus Operations shall consider impact on local fuel availability in the event of severe weather affecting the production facilities and well fields on the gulf coast including Texas and Louisiana.  NOTE:  If E-10 fuel is not readily available, regular fuel shall be purchased to maintain necessary fuel levels.   
K. In the event of potential impact on local transportation fuel availability due to damage or construction at local transportation fueling distribution stations or University transportation fueling stations, severe weather locally or in the US, or international situation, Campus Operations may need to make transportation fuel purchases in University owned vehicles assigned to Campus Operations at local vendors.   In addition, Facilities Services may need to make fuel purchases to supply generators.  Refer to COSP 100-0080, Emergency Fuel Purchases.

II. PRE-SEASON PLANNING AND ASSIGNMENTS
During the month of April, each area of Facilities Services will review the Natural Disaster Emergency Plan and update the following as required.  PM work orders will be generated the first part of May to each major department to perform the review/update and perform the required pre-season actions in 30 days.  The PM work orders will reference the Natural Disaster Emergency Plan outlined in FSSP 20-3001.  In the beginning of June, a status report will be generated for the Associate Vice Chancellor for Campus Operations, Executive Director, Facilities Services - Main Campus, and Director, Facilities Services – Health Sciences Campus to ensure completion of all items.  Report will continue weekly until no open items are found.
A. Update Facilities Services Emergency Contact List, ensuring that the information on the list is current.  Distribute list per FSSP 30-3021, Facilities Services Emergency Contact List.  Ensure that all Facilities Services personnel have an Emergency Operations Pass.  Facilities Services staff who do not have a Pass should contact EH&S to issue a Pass.  
B. Ensure that all supervisory personnel are acquainted with the FSSP Natural Disaster Emergency Plan (20-3001) and know the role their department and the employees under their supervision play in the overall functioning and responsibility of the plan.  
C. Electrical and Life Safety Shops shall test all building emergency electrical generators to ensure operational capability and to verify that all have adequate back-up fuel supplies.   Electrical and Life Safety Shops shall provide a current list of emergency generators to Office of Environmental Health and Safety.

D. The Main Campus Steam Shop shall conduct a walk through drill for the fueling system for the GUC peaking emergency generators. 

E. The Main Campus Electrical Shop shall conduct a simulated drill to connect the GUC peaking emergency generators to the campus grid, starting with the Steam Plant, Todd Dining, and College Hill. 

F. Test all emergency equipment including portable generators, water extraction equipment, snow removal equipment, and associated gear; provide repairs and maintenance as needed.

G. Test all emergency radio equipment and ensure the equipment is functional and ready for emergency use.  The Executive Director, Facilities Services – Main Campus and Director, Facilities Services – Health Sciences Campus shall contact non Facilities Services staff who hold radios for emergency communication to verify their radio is in good working order.
H. Check the plywood sheeting supply that is used to cover windows and doors in case of breakage.

I. Check the supply of salt, sand, and chemical de-icers for spreading on parking lots, roadways, and other hard surfaces.

J. Review emergency supplies such as poly film, 2x4’s, rope, duct tape, masking tape, flashlights, batteries, foul weather gear, boots, gloves, first aid kits, sand and sand bags, etc.  Dedicate a controlled amount for contingencies.

K. Develop a continuity of operations plan of critical information and software needed to return to normal operations should the unit/department facilities be damaged or destroyed. Back-ups should be stored in a secure and safe location, preferably off-site. The Facilities Services Technology Department maintains the business operational files and data stored on the FS Center and FS Admin servers on behalf of Campus Operations departments.  Similarly, ITCS manages the business operational files and data stored on the Pirate Drive on behalf of University departments.  Therefore, the departmental operations plan should note the business operational files and data saved on the FS Center server, the FS Admin server, and the Pirate Drive in addition to addressing recovery of data files, critical information, and software maintained at the department level.    
L. Prepare supplies and test equipment for emergency operations at the Facilities Service Center – Eppes and HSC Facilities Services - HSC Central Utility Plant. 

M. Update vendor contract information and keep available. 
N. Main Campus Steam Plant shall conduct a simulated diesel transfer exercise of shifting high sulfur diesel to the diesel fuel storage tank.  Executive Director, Facilities Services - Main Campus shall be notified upon completion of the exercise.  An annual PM to the Main Campus Steam Plant will initiate the diesel transfer exercise.  Only the Associate Vice Chancellor for Campus Operations may authorize the transfer of diesel fuel from Main Campus diesel fuel tanks to diesel dispensing tank. Refer to COSP 100-0080, Emergency Fuel Purchases.
O. Automotive Services shall notify the Associate Director, Facilities Service Center of the location of the Wright Express cards so the Facilities Service Center - Eppes may serve as back-up to Automotive Services.  Refer to COSP 100-0080, Emergency Fuel Purchases.

P. Automotive Services shall test that Wright Express cards are functioning by making a small purchase of transportation fuel from local vendor(s) with each card. 
III.
HURRICANE WATCH OR WINTER STORM ACTIVITES

Facilities Services will accomplish the following upon receiving a Hurricane Watch Notice (hurricane is 24 to 48 hours away) or Winter Storm Watch Notice.

A.
All Departments.
Review and update departmental emergency plans and emergency call-in rosters; prepare departmental areas and equipment for severe weather/emergency operations.

1. Secure all departmental structures, equipment, and supplies subject to damage from blowing debris, wind, and rain.  Secure all materials that could be a potential source of wind-blown hazard to others.

2. Service and fuel all motor vehicles and motorized equipment to maximize availability and readiness for sustained emergency operations.

3. Locate certain large equipment in large open areas (such as parking lots) away from potential falling tree damage.

4. Ready all portable generators, pumps, chain saws, etc. with associated fuel supplies and gear for rapid dispatch on request of the Facilities Service Center - Eppes.

5. Back-up data files, critical information, and software maintained at the department level and store in secure and safe location, preferably off-site.  Back-up appropriate business operational files and data to FS Center server, FS Admin server, and the Pirate Drive. The Facilities Services Technology Department is responsible for back-up and storage of business operational files and data stored on the FS Center and FS Admin servers and ITCS is responsible for back-up and storage of the business operational files and data stored on the Pirate Drive.  
6. Directors will verify that appropriate provisions are made to support emergency operations staff that may be called on to stay on site during a storm.

B. Campus Operations shall instruct Steam Plants on both campuses regarding fuel levels of the various fuel supplies including #2 fuel oil and transportation fuels (E-10 and diesel).  NOTE:  If E-10 fuel is not readily available, regular fuel shall be purchased to maintain necessary fuel levels.   

C. Building Services Department.

1.
Inspect roofs and roof drains for debris that could be hazardous; remove potentially hazardous debris from roofs.

D. Grounds Services Department.


1.
Stage and ready tree-cutting equipment including crane.

2. Clean the outside drain grates of campus buildings.

3. Main Campus:

a. Begin preparation for sandbagging Building #172 - 514 E 14th Street (Moving Services). 
b. Begin preparation for sandbagging the top of the stairwell and bottom of the stairwell door on the east side of Erwin, bottom of the stairwell doors on the SE, NE, and NW sides of Christenbury, and southeast entrance at Jenkins Art. 
c. Ensure adequate sandbags have been prepared and are ready for immediate response to sandbag Bate Building in case of imminent flooding.

4. Health Sciences Campus:

a. Begin preparation for sandbagging Country Doctor’s Museum garage door. 
E. Housekeeping Services Department.

1. Secure all building windows.

2.
Compile a list of Wet-Vac locations.

F. Utilities Services Department.

1. Plumbing and Steam Shops will stage and ready water-pumping equipment for rapid dispatch in event of need.

2. Steam Shops shall contact the Director, Resource Management – Campus Operations regarding topping off fuel tanks prior to hurricane/storm arrival. 

3. Main Campus:
a. Steam Plant personnel shall check the mechanical operation of the steam-operated sump pumps located on either side of Green Mill Run.  
b. Plumbing Shop will verify the flood control sump pumps in Bate mechanical room are operational.  Flood control pumps at Bate include sanitary sewer pumps in mechanical room and PM on back check valve.

c. Plumbing Shop will verify the flood control sump pumps that serve the floor drains in the Steam Distribution Center and collect rainwater from the steam tunnels at the Steam Distribution Center are operational.  

d. Plumbing Shop will verify the flood control sump pumps in Howell Science and Ragsdale basement are operational.  

i. Howell Science:  Flood control pumps at Howell Science include sanitary sewer pumps in mechanical room and PM on back check valve for operation to make sure that the back check valve is not hung open.  Also includes sump pumps inside the Howell Science loading dock area that collect rainwater or any water from failed flood protection measures.  

ii. Ragsdale:  The sump pump located in the crawlspace behind the wall in the Ragsdale basement will remove any water that may enter the crawlspace and prevent it from entering Ragsdale basement. 

e. Plumbing Shop will install floodgate posts at Howell Science. 

f. Plumbing Shop will verify the sump pump located outside the Masonry Shop at Eppes is operational.  This sump pump is on emergency power.  

g. Plumbing Shop will verify the sump pump in basement of Blount House – 609 E Tenth Street is operational.  

h. Life Safety Shop will check and fill emergency generator fuel tanks.
4. Health Sciences Campus:
a. Plumbing Shop will inspect manholes and pump down as needed.
b. Plumbing Shop will verify sump pumps at Bethel Clinic are operational.
c. Plumbing Shop will verify utility tunnel sump pumps are working correctly.
d. Electrical Shop will check and fill all emergency generator fuel tanks.
G. Facilities Engineering & Architectural Services.

1. Inspect all construction sites for dangerous materials and equipment storage.  Coordinate securing of all construction sites.

2. Ensure emergency contact list for contractors is current and available.

3. Ensure erosion and stormwater control is adequate and in place on construction sites.  

H. Facilities Service Center – Eppes and HSC Facilities Services. Prepare Facilities Service Center – Eppes and HSC Facilities Services to conduct emergency operations, if necessary, for the duration of the emergency situation.

I. Risk Management.
Check working condition of camera, camera battery, and required supplies to document any potential property insurance claim(s).

IV. HURRICANE WARNING OR WINTER STORM WARNING OPERATIONAL

REQUIREMENTS

Upon receiving a Hurricane Warning Notice (hurricane is less than 24 hours away), or Winter Storm Warning, Facilities Services departments should be nearing completion of the preparations listed in section III (above) and will begin to respond to external assistance requests from the ECU Police Department acting as University’s Emergency Operations Center until replaced by ECU’s Emergency Operations Center (EOC).  In addition, the following tasks will be accomplished.

A.
Facilities Service Center - Eppes.  Set up the communications link with ECU Police Department acting as University’s Emergency Operations Center until replaced by ECU’s EOC.  

B. HSC Facilities Services.
1. Set up communication with Associate Vice Chancellor for Campus Operations, Main Campus Emergency Operation Center, ECU Police Department, and Health Sciences Campus Emergency Operation Center.

2. Verify contact information with Greenville Utilities related to utility outages updates.

3. Distribute updated emergency contract list.

4. Verify all emergency passes have been distributed to staff.

5. Verify spare radios are charges and ready.

6. Locate all digital cameras and verify digital cameras are charged and memories are cleared.
C. Grounds Services Department.

1. Search the campus and secure uncollected trash receptacles and other loose items that could become hazards in high winds.

2. Coordinate trash removal with Housekeeping.

3. Main Campus:
a. Evaluate each storm event and in the case of imminent flooding, sandbags will be made ready to sandbag the 2 mechanical room doors and set of louvers on south side and electrical / telecommunication room on east side of the Bate Building.  

b. Sandbag all doors of building #172 - 514 E 14th Street (Moving Services).  At main entrance, use sandbags to form a “sump-well” large enough to accommodate opening of the door and placement of portable sump pump.  
c. Sandbag the top of the stairwell and bottom of the stairwell door on the east side of Erwin, bottom of the stairwell doors on the SE, NE, and NW sides of Christenbury, and southeast entrance at Jenkins Art. 
C.
Housekeeping Services Department.

1. Housekeeping is to turn off all unnecessary lighting and secure all windows and doors, locking when appropriate.

2. Stage water pickup equipment for immediate use and prepare emergency supplies for rapid distribution.

3. Collect all exterior building items (such as trash receptacles and newspaper boxes) and store them inside their respective buildings.

4. Deliver plastic bags used as plastic liners for trash receptacles to departments as requested for covering computers and other electronic equipment.

5. Coordinate trash removal from buildings with Grounds.

D.
Utilities Services Department.

1. All Utilities Services supervisors on both campuses shall ensure that adequate staffing is maintained throughout the storm and that all shops are prepared to sustain continued operations of the University and conduct damage assessment upon passage of the storm.

2. Report status of filling all fuel tanks to Director, Resource Management – Campus Operations.  NOTE:  If E-10 fuel is not readily available, regular fuel shall be purchased to maintain necessary fuel levels.   
3. Main Campus:

a. Move all Utilities vehicles from the lower 14th Street Steam Plant parking lot to the upper Minges parking lot.  Advise the ECU Police that these vehicles have been moved and request the ECU Police patrol the area.  

b. Plumbing Shop will install floodgate doors at Howell Science.  

c. Plumbing Shop will cut off water supply at Christenbury at water meter.  Plumbing Shop supervisor will advise Facilities Service Center - Eppes to notify any occupants of Christenbury of the water shut off.  Plumbing Shop supervisor shall post signage on the entrances to restrooms indicating the water has been shut off.  

d. Plumbing Shop will have a sump pump on standby to remove water from pit under southwest stairwell at Christenbury.      

e. Plumbing Shop will plug floor drain in Brewster elevator room.

f. Plumbing Shop will install portable sump pump at the main entrance to building #172 - 514 E 14th Street (Moving Services).

4. Health Sciences Campus:
a. All departments shall report the status of fueling and staging all emergency response equipment (ie portable generators, pumps, etc)

b. In an event that could have high sustained winds the HVAC Department will decrease the internal building pressure relative to the exterior on building with membrane roof systems.

c. Controls will verify that water sensors in the utility tunnel and in the mechanical areas above the library are working properly.

d. Plumbing department shall set up emergency water supplies for comparative medicine for animal care areas.

e. The Electrical Department shall report the status of topping off all emergency generator fuel tanks.

E. Building Services / Building Trades Departments.

1. Main Campus:  

a. Carpentry Shop will seal below grade doors at Christenbury and Bate.  

i. Christenbury:  SE, NE, and NW stairwell doors at the bottom of the exterior stairs.  

ii. Bate:  Doors to 2 mechanical rooms on south side and electrical / telecommunication room on east side.  

2. Health Sciences Campus:
a. Inspect roofs, doors, and exteriors of buildings for security and loose materials.  

F. As wind gusts reach 30 mph, an orderly cessation of activities will begin.  As wind gusts reach 30 mph, all aerial work (work at heights, on ladders, or rooftops) shall begin shutdown.  At wind gusts of 40 mph, all outdoor emergency preparation activities shall begin shutdown.  Only emergency response and ECU patrols will be allowed to operate at this point.  At wind gusts of 65 mph, all outdoor activities (i.e. ECU Police patrols) shall shutdown, except in the case of a response to a life-threatening event.  Response to life-threatening activities shall be decided by the Associate Vice Chancellor for Campus Operations with appropriate counsel.  These same parameters will be utilized to determine the initiation of response activities.

G. The Associate Vice Chancellor for Campus Operations has secured browser-based access to view the ECU Police Department live feed from a camera at the bottom of College Hill.  To monitor the water level of Green Mill Run off 10th Street, the Associate Vice Chancellor for Campus Operations or his/her designee shall contact the ECU Police Department Telecommunicator to request that this camera’s position be moved appropriately. The second point of contact with the ECU Police Department is ECU Police Department Technology Consultant. The camera at the bottom of College Hill does not have emergency power.  If the camera is unable to operate due to loss of power or damage to the camera, mounting, or pole, the Associate Vice Chancellor for Campus Operations will dispatch an employee to monitor and report on the Green Mill Run water level as needed.      
H. The Health Sciences Campus Emergency Operation Center (HSC EOC) Manager shall be notified immediately of any loss of utilities, fire alarms, or reports of damage.  The HSC EOC Manager shall maintain open communication with the Associate Vice Chancellor for Campus Operations and the Main Campus Emergency Operation Center Manager at all times.  The Director, Facilities Services – Health Sciences Campus shall serve as the HSC EOC Manager.
V.
UNIVERSITY CLOSING

The following procedures will be implemented when the Chancellor of the University (or designated representative) declares the University closed. 
A. The ECU Police Department acting as University’s Emergency Operations Center will notify the Associate Vice Chancellor for Campus Operations of the closure; the Associate Vice Chancellor for Campus Operations will then notify the Directors of Facilities Services.

B. Directors, Associate and Assistant Directors/Managers and supervisors will notify their employees to secure their areas, to include the following: unplug all electrical equipment; close and lock all windows; and secure/protect all potentially hazardous materials.

C. NOTE:  Directors, Associate and Assistant Directors/Managers are responsible for all materials needed to protect and secure their respective facilities.

D. With departmental areas secured, all employees not needed for Steam Plant operations/emergency response/immediate response/damage assessment upon hurricane/storm passage will be released to leave the campus or to report to a designated shelter. 

E. NOTE: All employees in all departments may not necessarily be released at the same time.  When personnel are released is contingent upon the criticality of jobs being performed and where we stand in the storm preparation process.

F. When department facilities have been secured, the Associate and Assistant Directors/Managers will tour his/her entire area to ensure that the evacuation is complete and that critical equipment has been secured.  All interior doors should be closed and locked as appropriate and, subsequently, the entire building will be secured and locked.

G. After this inspection, the Associate and Assistant Directors/Managers will notify the Directors that their area/building is secured.

H. The Directors for Facilities Services shall notify the Associate Vice Chancellor for Campus Operations that facilities are secure.

I. The Associate Vice Chancellor for Campus Operations will notify the ECU Police Department or the University’s Emergency Operations Center after all Facilities Services Directors have checked in.  Directors, Associate and Assistant Directors/Managers will then be released to leave campus or to report to a designated shelter.

VI.
POST-EMERGENCY ACTIONS/CLEAN-UP AND RECOVERY

NOTE:  All Facilities Services Personnel are “EMERGENCY PERSONNEL” (formerly referred to as essential personnel) and will report to work during the time that the university is closed if normally scheduled to do so unless specifically excused.  Office of State Personnel defines Emergency Employees as employees who are required to work during an emergency because their positions have been designated by their agencies as mandatory/essential to agency operation during emergencies.  Reporting times will be based on the determination of the Associate Vice Chancellor for Campus Operations.  Depending on available staff reporting, some staff may be assigned to other work functions/task to accommodate the needs of the university/campus operations. Executive Director, Facilities Services - Main Campus and Director, Facilities Services – Health Sciences Campus will make determination as to reassignment of staff based on needs.
Post-emergency actions will initially focus on those minimum essential efforts needed to protect personnel, prevent further damage to facilities, secure property, restore campus utilities and open key access roads.  Permanent repairs, detailed clean-up and restoration work will be undertaken as resources become available.

EH&S will assess safety of campuses.  

Notify Risk Management of all potential property damage claims.  Provide needed information to Risk Management on location, description of damage, cost estimates, urgency of repair, construction information, etc. in order to aid Risk Management in the filling of claims.  Insurers will allow immediate temporary repairs only to the extent of further protection from damage.  Major, permanent repairs cannot commence until the insurer waives the right of inspection of the damage.

1. Building Services Department.  Provide interim repairs to known damage to campus facilities.  Board up broken doors and windows to reduce further damage.  Barricade known hazards to protect personnel until the problem condition can be corrected.

2. Grounds Services Department.  Initially clear all streets of limbs, debris and fallen trees.  Assist as needed in removing fallen trees that have damaged buildings, utilities or other property.  Cordon off exterior hazards to personnel that may take time to rectify.  Perform a general grounds cleanup, as resources become available.

3. Utilities Services Department (Electrical, HVAC, Controls, Plumbing, Life Safety, and Steam).  Expedite repairs to restore all utility outages that were not eliminated during the actual emergency.

4. Facilities Engineering & Architectural Services.  Provide damage assessment and coordinate with contractors as required.

5. Facilities Service Center – Eppes and HSC Facilities Services.  Coordinate clean-up operations and serve as the central point of contact for campus departments having damage and related problems to report.  Immediately contact the University Police Department for a list of emergency work order call-ins.

6. Facilities Services Maintenance Engineering. Support Facilities Service Center – Eppes and Executive Director as required.  Coordinate with ITCS on post disaster recovery operations. 
7. Housekeeping Services.  Clean up and replacement of outside items that were temporarily stored inside buildings.

8. Risk Management.  Properly document with photographs, statements, etc. damage to insured property.  Telephone claims to the insurer(s), coordinate visitation by adjuster(s), secure right to proceed with repairs(s), follow telephoned claim with written claim(s) for damages, follow-through with claim(s) and subsequent settlement(s).
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