








I. GENERAL
This FSSP provides guidelines for maintaining the Facilities Services Emergency Contact List (List).  This is a very important document.  Individuals holding the List must have up-to-date copies.
II. PROCEDURES

A. The Executive Director, Facilities Services is responsible for maintaining and distributing the List.  The Facilities Services Administrative Officer shall be designated the List keeper.
B. Department heads are responsible for notifying the List keeper when changes within their department occur.
C. The List will be kept as an Excel document.  It will be formatted to print on a single page.
D. The List will include the department heads and supervisors of the following departments:
1. Campus Operations - Associate Vice Chancellor for Campus Operations and Director, Resource Management
2. Facilities Engineering & Architectural Services (including project managers)
3. Risk Management
4. Facilities Services - Health Sciences Campus
5. Facilities Services (Executive Director)
6. Facilities Service Center (Associate Director)
7. Grounds Services (including Landscape Architect, leadership of grounds areas on both campuses and North Recreational Fields, Moving Services, and Recycling)
8. Utilities Services – Main
9. Building Services – Main
10. Maintenance Engineering (Assistant Director)
11. Residence Facilities
12. Housekeeping Services (Director and Managers only)
E. The List shall include the following phone numbers: pager, work, home, and work cell.  Home cell numbers may be included at the option of the individual.
F. The List shall include the following statements: “Call ECU Police to contact Facilities Services On-Call personnel:  Main Campus 328-6787, Health Sciences Campus 744-2246” and “Call ECU Police to contact EH&S On-Call personnel.
G. The date of the last update shall be included on the List.
H. Updates
1. The List shall be updated, as a minimum, in May in accordance with the Natural Disaster Emergency Plan and in December for distribution with the On-Call lists in accordance with the On-Call FSSPs.  The List keeper will request department heads review their Lists and submit needed changes. 
2. The List shall be updated when the List keeper is notified of changes.

I. Distribution

1. Distribution shall be by attachment to email.

2. Distribution shall include:

a. Every individual on the List.

b. Vice Chancellor, Administration & Finance (per FSSP 21-0014)

c. ECU Police Chief, Major, and Captain

d. Director EH&S

	PREPARED BY:  KSK/HRB

APPROVED BY: GWH/WEB
	DATE OF ISSUE: 06/16/10
SUPERSEDES:  05/25/07
	PAGE:  1 of 2



_917420359.doc
��



�
















