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Call extension 3311 (Security Services) to report campus crisis- 
or disaster-related emergencies such as injuries. 
 
Check the University web home page for status information on 
campus occupants, facilities, and campus crisis or natural 
disaster response measures and plans. 
 
Call extension 4900 (Crisis and Natural Disaster Information 
Line) to make non-emergency crisis or disaster response / 
campus status inquiries. 
 
(IF THE ABOVE NUMBERS ARE CALLED FROM OFF CAMPUS, THEY MUST BE 
PRECEEDED BY TELEPHONE AREA CODE 253 IF LONG DISTANCE AND PREFIX 
879 IF LOCAL.) 
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Introduction to the University of Puget Sound 
On-Campus Crisis and  

Natural Disaster Response Plans 

These plans will be implemented where an immediate and comprehensive University 
response is warranted to major incidents affecting the campus community.  There are 
two plans for two different scenarios; i.e. an on-campus crisis which does not affect the 
area around campus and a natural disaster such as an earthquake that affect the entire 
city and/or region. 

On-Campus Crisis Response Plan 

This plan addresses crises that are confined solely or primarily to campus.  Examples 
include major fires, sudden deaths through accident or suicide, and large-scale acts of 
violence such as terrorist acts.  Such events would foster immediate and comprehensive 
response by local agencies such as the Tacoma Fire and Police Departments.   

Professional outside assistance would help facilitate effective campus crisis response.  
However, the University also must be prepared to quickly identify and implement its 
own responses.  This includes communicating crises information and response plans to 
the campus community, the media, and interested off-campus parties such as parents. 

The On-Campus Crisis Plan is located on pages 4-5 in this document. 

Natural Disaster Response Plan 

This plan addresses natural disasters that impact the campus and the surrounding area 
or region.  Examples include earthquakes and volcanic activity.  Under these 
circumstances, Puget Sound would rely significantly on its own human and physical 
resources.  Outside professional assistance to campus may be limited, particularly 
during the first days following a disaster.  Therefore, regional disasters require detailed 
response plans and maximum participation by key University staff.   

The Natural Disaster Response Plan is located on pages 6-18 of this 
document.   

More detailed departmental response plans are maintained by key responding 
departments.  These departmental plans are congruent with this overall Disaster 
Response Plan but outline more precise responsibilities and use of resources controlled 
by key responding departments. 
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On-Campus Crisis Response Plan 

For plan purposes, crisis is defined quite broadly. It is any event that produces a 
temporary state of psychological disequilibrium and a subsequent state of emotional 
turmoil.  An on-campus crisis is a sudden, powerful event that is outside of the range of 
ordinary human experience.  Such events have the potential to overwhelm the usual 
effective coping skills of either the individual or the group. 

The On-Campus Crisis Response Plan will be utilized for crises that occur on campus, 
such as: 

• sudden deaths through accident or suicide 
• multiple deaths or injuries through accident 
• major fire 
• large-scale acts of violence 
• terrorist threats specific to the campus 

(Note:  Refer to the Natural Disaster Response Plan for natural disaster events 
such as earthquakes.) 

Following are on-campus crisis response procedures: 

1. Campus Departments with primary response functions (such as Security Services) 
will respond to the crisis scene and obtain appropriate outside assistance (e.g. police, 
fire, and/or medical aid).  They will establish a perimeter crisis scene barrier for 
purposes of crime scene protection, to provide comfort and privacy for those 
involved in a crisis, to facilitate efficient access by persons who have a need to 
respond, and/or to prevent inappropriate access by the public and the media.    

2. The following Crisis Response Committee will assemble immediately if a crisis 
situation is declared: 

♦ President (Committee Chair) or the Assistant to the President 
♦ Vice President for Academic Affairs (Academic Concerns and Resources) or the 

Associate Dean 
♦ Vice President for Finance and Administration (Financial Resources) 
♦ Vice President for Student Affairs (Counseling, Health and Wellness, Chaplain, 

other Student Affairs staff) 
♦ Vice President for University Relations 
♦ Vice President for Student Enrollment 
♦ Associate Dean / Student Development (Student Development Staff 

Coordination/Emergency Housing) 
♦ Associate Dean for Student Services/Director of Counseling, Health and 

Wellness (Student Medical/Counseling Support) 
♦ Director of Business Services (Safety and Health, Insurance/Risk Management, 

Food Provisions) 
♦ Director of Facilities Services (Facilities Services Resources) 
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♦ Director of Communications (Communications with Campus Community, 
Media, Students, Parents, and other External Parties) 

♦ Director of Human Resources (Faculty and Staff Issues) 
♦ Director of Security Services (Security Services Resources) 
♦ ASUPS President or Designee (Student Concerns Representation, ASUPS 

Resources) 

3. Security Services will notify the first committee member reachable above in 
descending order of preference regarding actual or potential "on-campus crises."  
That committee member, alone or in consultation with other committee members, 
will declare whether a situation represents an "on-campus crisis" and will determine 
the Crisis Response Committee meeting location.  The committee will meet in the 
President's office unless the crisis scene renders that site unsuitable.  An alternative 
meeting location is Fieldhouse classroom 100A or another location convenient to the 
crisis scene selected by the first committee member contacted. 

4. If a crisis is declared, a Security Services calling list will be utilized to inform 
committee members of the crises and to facilitate an immediate meeting at the 
selected location (regardless of time of day).  Security Services maintains a list of 
direct office, home and cell phone contact numbers for committee members. Some 
committee members may not be available immediately or may be involved in direct 
crisis scene response. 

5. Once assembled, the Crisis Response Committee will assess crisis circumstances and 
identify a response strategy, utilizing information and recommendations from 
University response staff and outside professionals.  The senior officer or the 
committee member most suited to oversee the particular crisis will direct committee 
actions.  The committee may gather information by phone or radio contact with 
crises scene responders, by surveying the crisis scene, and/or by using "runners" to 
observe and report crisis scene developments in person. 

6. The committee will develop information for on- and off-campus release.  They will 
determine written and verbal communication content and methods for release.  
Communication options are campus-wide voice mail and e-mail, the University 
home page, the crisis/disaster information telephone message line, and/or the use 
of "runners" to report information directly throughout campus.  Detailed 
information and instructions for students, faculty and staff will appear on the web 
site's News and Events page.  The committee may also coordinate one or more 
campus community meetings at the Fieldhouse (or an alternative location). 

7. The committee will assign someone to document crisis developments and response 
decisions. 

8. The Office of Communications will communicate information to the media.  They 
will also respond to the crisis scene to facilitate appropriate media access and 
prevent inappropriate media access.    
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9. Counseling, Health and Wellness Services will coordinate delivery of counseling 
services to persons involved in or affected by the crisis.  They may solicit assistance 
from outside counselors if warranted. 

 

Natural Disaster Response Plan 

This plan will be implemented in event of a natural disaster.  Its primary purpose is to 
protect the safety and health of campus occupants through effective use of University 
and community resources. 

This plan provides general guidance which must be tailored to the specific nature and 
impact of a disaster.  In the Pacific Northwest earthquakes represent the most 
significant disaster risk.  While much of this plan is oriented toward earthquake 
response, its guidelines and procedures can be adjusted for use in other disasters such 
as volcanic activity. 

While some disaster situations (such as a major earthquake) may appear obvious, the 
University president, or most readily available senior officer, will be responsible for 
declaring a disaster sufficient to set in motion this plan in a manner that best responds 
to the circumstances. 

In a major disaster the University should be prepared to operate without significant 
outside assistance for up to 72-hours.  Outside resources might be available only on a 
limited, priority basis within the region and City for several days following a disaster. 

General Response Procedures 

Students, faculty, staff, and visitors should respond initially to earthquakes according to 
the following procedures which are posted in buildings: 

If Indoors during an earthquake: 

1. Seek refuge under a desk, table, or other substantial furniture or fixtures.  Stay 
away from windows, shelves, and heavy equipment. 

2. Do not exit buildings until the shaking ceases.  After shaking concludes, walk 
quickly to the nearest safe exit. 

3. Once outside, move to an open area away from buildings (50 feet or more if 
possible).  Be prepared for aftershocks. 

4. Meet with other occupants of your building in designated outdoor waiting areas as 
directed by response staff.  After gathering outdoors, wait for directions from 
Security or Facilities staff.  The Fieldhouse and Tennis Annex are primary locations 
for temporary shelter, if necessary, after an earthquake. 

5. Follow instructions by Security or other emergency response staff.  Do not reenter 
buildings until authorized to do so. 

If Outdoors during an earthquake: 
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1. Move quickly away from buildings, utility poles, and other structures (at least 50' 
from structures if possible).  Always avoid downed power lines as they may be 
energized. 

2. If in an automobile, stop at the nearest safe location, preferably away from power 
lines.  Stay in the vehicle for the safety it offers. 

Building occupants should gather in groups outside of buildings after an earthquake 
subsides. Appendix D is a campus map depicting gathering areas for each major 
building.  Occupants of University Houses’ student residences or offices should gather 
outside house main entrances a safe distance from houses.  After building occupants 
gather outdoors, they should wait for instructions from Disaster Response staff.  

Persons may return to their off-campus residences if they wish to do so.  Persons 
choosing to remain on campus will be provided shelter and food. 

The Fieldhouse and Tennis Annex may be used to provide temporary shelter and 
services for faculty, staff, students and visitors.  These buildings are relatively 
earthquake resistant and should be occupiable even in the event of a major earthquake 
or other disaster.  The Fieldhouse and Tennis Annex have sufficient capacity to 
accommodate temporarily the entire campus population.  Electricity generators are in 
place to provide lights, power, and communications in these buildings during a 
primary University major power failure.  Persons may be housed and fed for several 
days in the Fieldhouse and Tennis Annex.  

Wyatt Hall and/or other buildings may also be used for temporary shelter or services 
purposes.  Temporary building use decisions will be guided by individual building 
conditions and campus service needs. 

Students, faculty, and staff may return to their campus residences and academic 
buildings after their buildings are declared safe and functional.  It may be several days 
or longer before building damages are adequately assessed and/or repaired.  It requires 
a minimum of about two hours to inspect and reoccupy all buildings even where no 
damage is discovered. 

Disaster Response Committee 

In the event of a disaster resulting in injuries, significant facility damages, and/or a 
campus telephone system outage, a Disaster Response Committee will assemble 
immediately at the north end of the Fieldhouse and proceed to classroom 100A if the 
Fieldhouse is safe to occupy.  Alternatively, the committee may meet in the President's 
office and/or communicate by phone/meetings in their regular workspaces if safe to 
occupy and if the telephone system is functional.  The committee will meet as an entire 
group as needed. 

Disaster Response Committee members represent key disaster response staff and 
departments.  The committee’s primary function is to expedite decisions during the 
critical time immediately following a disaster. 

The committee consists of the following individuals with the following responsibilities: 
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♦ President (Committee Chair) 
♦ Vice President of Finance and Administration (Financial Resources) 
♦ Vice President for Academic Affairs (Academic Concerns and Resources) 
♦ Vice President for Student Affairs (Counseling, Health and Wellness, Chaplain, 

other Student Affairs staff) 
♦ Vice President for University Relations (Communications Strategies) 
♦ Vice President for Student Enrollment 
♦ Associate Dean for Student Development (Student Development Staff 

Coordination/Emergency Housing) 
♦ Associate Dean for Student Services/Director of Counseling, Health and 

Wellness (Student Medical/Counseling Support) 
♦ Director of Business Services (Safety and Health, Insurance/Risk Management, 

Food Provisions) 
♦ Director of Facilities Services (Facilities Services Resources) 
♦ Director of Communications (Communications with Campus Community, 

Media, Students, Parents, and other External Parties) 
♦ Director of Human Resources (Faculty and Staff Issues) 
♦ Director of Security Services (Security Services Resources) 
♦ ASUPS President or Designee (Student Concerns Representation, ASUPS 

Resources) 

Security Services will notify the first committee member reachable above in descending 
order of preference regarding actual or potential natural disasters.  That committee 
member, alone or in consultation with other committee members will declare whether a 
situation warrants plan implementation and will determine the Disaster Response 
Committee meeting location.  The committee will meet in the Fieldhouse or in the 
President's office unless disaster conditions render these sites unsuitable.   

If a committee meeting is requested, a Security Services calling list will be utilized to 
inform committee members of the crises and to facilitate an immediate meeting at the 
selected location (regardless of time of day).  Some committee members may not be 
available immediately or may be involved in direct disaster response. 

Once assembled, the committee will assess disaster circumstances and identify a 
response strategy, utilizing information and recommendations from University 
response staff and outside professionals.  The senior officer or the committee member 
best suited to oversee the particular disaster response will direct committee actions.  
The committee may gather information by phone or radio contact with disaster scene 
responders, by surveying the disaster scene, and/or by employing the use of "runners" 
to observe and report disaster scene developments in person. 

The committee will develop information for on- and off-campus release.  They will 
determine written and verbal communication content and methods for release.  
Communication options are campus-wide voice mail and e-mail, the University home 
page, the crisis/disaster information telephone message line, and/or the use of 
"runners" to report information directly throughout campus.  Detailed information and 
instructions for students, faculty and staff will appear on the website's News and 
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Events page.  The committee may also coordinate one or more campus community 
meetings at the Fieldhouse (or an alternative location). 

The committee will assign someone to document disaster developments and response 
decisions. 

The Office of Communications will communicate information to the media.  They will 
facilitate appropriate media access and prevent inappropriate media access to campus 
property.    

Once assembled, the committee will discuss, determine, and assign initial response 
tasks.  If all committee members are not available readily, the committee will recruit 
alternative representatives and/or reassign tasks among available committee members. 

Committee members will return from the Fieldhouse Disaster Operations Center or the 
President’s office to normal work areas when their facilities are safe to reoccupy and 
when continuous face-to-face committee interactions are no longer necessary. 

Disaster Operations Center (DOC) 

The DOC is located in Fieldhouse classroom 100A.  The Disaster Response Committee 
will meet there in event of a disaster resulting in injuries or significant building 
damages.  If the Fieldhouse is not functional or safe to use, the Disaster Response 
Committee will select a most suitable backup site based on building damage surveys. 

The appendices identify Fieldhouse and Pamplin Fitness Center building floor plans 
which identify the DOC and sites for First Aid Treatment, the First Aid Report Clerk, 
the Building Damage/Entrapment Report Clerk, as well as Security Services, Dining 
and Conference Services, Office of Information Services, Student Affairs/Student 
Development/Counseling, Health and Wellness/Chaplain Staff Gathering Areas, and a 
24-hour Information and Message Center.  

The Director of Security Services will appoint a First Aid Report Clerk and the Director 
of Facilities Services will appoint a Building Damage/Entrapment Report Clerk who 
will be stationed in the Fieldhouse Reporting Area.  Clerks will record injury, building 
condition, and entrapment reports by building disaster coordinators and others. 

Security and Facilities Services Directors may assign "runners" to their clerks.  Runners 
will bring report information to the Disaster Response Committee (in the DOC) and 
return guidance and instructions from the DOC to clerks and/or Facilities and Security 
staffs. 

Some or all Disaster Response Committee members may station themselves in the 
Reporting Area at times to expedite reporting and dispatching. 

The 24-hour Information and Message Center is located in the Athletics Office, Room 
202.  Office of Communications staff work from this space. 
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A special Disaster Information voice mail box (extension 4900) will be used to help 
answer inquiries from on and off campus regarding the status of campus occupants, 
facilities, and operations.  A voice message on this box will be updated to provide 
current, general information to callers and/or to refer callers to other telephone 
numbers or the web site. 

The University home page will also be used to provide status information regarding 
campus occupants, facilities and disaster response. 

Disaster Response Departments/Staff 

Response tasks are distributed among departments and individuals.  Actual response 
will depend upon time of year and day, size of resident and commuter populations, and 
availability of faculty, staff and students with assigned response tasks.  In all cases the 
Disaster Response Committee will assess needs and resources continually to direct 
appropriate response. 

For all departments the first priority is injury response and treatment.  Depending on 
the quantity and nature of injuries, all first-aid trained staff and volunteers may be 
assigned initially to treating injuries. 

Departments and areas which should be most prepared to provide disaster response 
services are Facilities Services, Security Services, Student Affairs, Counseling, Health 
and Wellness, Chaplains Office, Student Development, Athletic Training Staff, 
Telephone Services, Information Systems, Communications, and Dining and 
Conference Services.  Staff in these departments should respond as outlined in this Plan 
and according to their detailed departmental response plans if they are on campus 
during a disaster.  If they are off campus, they should respond to campus after they 
address immediate disaster response needs at their residences. 

Facilities Services 

All Facilities Services staff should respond to campus in event of a disaster.  The 
Director will proceed immediately to the DOC.  All other staff will report to their 
staging areas for assignment. 

The first priority will be treating injuries where Facilities Services' resources are 
required.  Facilities staff will also help establish first aid facilities, transport injured to 
the First Aid Treatment Area and local hospitals, and rescue entrapped persons. 

Secondary priorities will be reducing injury potential or damage from hazardous 
materials spills and energized utilities, as well as establishing temporary housing, water 
supply, food service, utilities and other essential services.  Facilities staff may also 
obtain additional resources from off campus. In addition, they will assess and repair 
building damages. 

Security Services 
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Most Security staff will respond to the Security Services Gathering Area (Fieldhouse 
109) when the Fieldhouse is used as a Disaster Operations Center.  A minimum of two 
staff will be assigned to the Security Services office. 

The first priority will be to render first aid in the field and escort or transport persons 
with more serious injuries to the First Aid Treatment Area. 

A second priority will be to verify building evacuations, shut off fire alarms, and secure 
unsafe buildings. 

Security Services will allocate staff to priority areas per direction from the DOC.  This 
includes locations where large numbers of people are gathered after building 
evacuations.  Security Services staff will communicate with groups and individuals to 
keep them calm and informed.  They may instruct groups to proceed to the Fieldhouse 
and Tennis Annex for temporary shelter until other buildings are approved for re-entry. 

Security staff may be directed to sensitive areas such as Jones Hall, Thompson Hall, the 
Bookstore, and Human Resources to facilitate any special security measures, such as 
locking unsecured areas.  Once sensitive areas are safe and securable, doors will be 
locked and may be plugged to prevent re-entry. 

Security staff will coordinate emergency medical services vehicle access.  They may 
establish a helicopter landing area for medical evacuation. 

The Security Director or designee will communicate with emergency response agencies, 
such as Tacoma Police, Fire, and Emergency Management staff.  Security staff will 
communicate University closure decisions via the Public Schools Emergency 
Communications System (PSECS) which facilitates closure announcements over most 
area radio and television stations. 

The University may reopen partially or fully once damages have been assessed.  The 
PSECS system, the "4900" information line, the web site, and campus-wide e-mail and 
voice mail can be used to inform the community of cancelled or adjusted events, 
activities, or classes. 

Academic and Administrative Building Disaster Coordinators 

Each academic and administrative building has at least one Disaster Coordinator and an 
alternate to assist with early disaster response at their building.  In some cases two or 
more department heads will share Building Disaster Coordinator duties for a building.  
For larger buildings this increases chances that at least one coordinator will be on-site 
during a disaster.  Alternates will be designated and trained by each coordinator.  

Coordinators will verbally instruct occupants to evacuate buildings.  Fire alarms should 
not be activated unless there is a fire.  Coordinators will survey quickly their building to 
verify evacuation and note injuries, entrapments, or significant damage.  They will 
assist persons with disabilities.  They will assign students, faculty, and staff to assist in 
evacuation and to gather occupants in a group a safe distance from buildings in 
designated areas (Appendix B).  Once occupants are gathered, coordinators will escort 
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them to the Fieldhouse if requested by Security or Facilities staff.  Building Disaster 
Coordinators should not allow occupants to reenter buildings until approved by 
Facilities or Security staff. 

As soon as coordinators discover serious injuries requiring immediate, on-site first 
aid, they will call Security Services (if phones are operational) or dispatch someone 
to the Fieldhouse Reporting Area to facilitate treatment response.  Coordinators will 
direct persons with less serious injuries to the First Aid Treatment Area. 

Coordinators will then proceed to the Reporting Area in the Fieldhouse.  Coordinators 
will report injuries, the exact location and nature of entrapments, and significant 
building damage to the Building Damage/Entrapment Report Clerk. 

After addressing immediate injury and safety issues, Thompson Hall Building Disaster 
Coordinators will respond to chemical spills and assess risks to research projects or 
higher value equipment.  They will collaborate with Facilities Services to determine 
appropriate responses to concerns such as hazardous material spills. 

Academic and Administrative Building Disaster Coordinator List 

 

Ceramics Building Art Dept. Chair Music Music Department Chair 

Chapel Chaplain OT/PT Director of OT/PT Program 

CIAC Director of CIAC President’s House House Manager 

Faculty Club Board Members Student Development Associate Dean for Student 
Development 

Academic and 
Administrative 
Houses 

All Occupants Student Diversity 
Center 

Associate Director for Student 
Services 

Fieldhouse & 
Tennis Pavilion 

Director of Athletics Student Employment Director of Student 
Employment 

Howarth Department Heads Thompson Science Department Chairs 

Human Resources Dir. of Human Resources (each responsible for his/her department) 

Jones Department Heads Warner Gym Department Heads 

Kittredge Art Dept. Chair Wheelock Student 
Center 

Department Heads 

Library Library Director Wyatt Hall Department Chairs 

McIntyre Department Heads   
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Department Heads 

Department heads are responsible for informing their staff regarding the Disaster 
Response Plan.  If department heads are present in their building during a disaster, they 
should assist in evacuating their department faculty and staff from the building.  
Department heads should also assist in gathering occupants outside of buildings 
according to Appendix B. 

Division of Student Affairs 

The Vice President of Student Affairs will assign tasks for Student Development, 
Counseling, Health and Wellness, and other staff.  The Vice President of Student 
Affairs, Student Development, Counseling Office, Health and Wellness Office, and 
Chaplains Office staffs will report to their Gathering Area in Fieldhouse Room 117 and 
119 immediately after a disaster when the Fieldhouse is used as the Disaster Operations 
Center. 

The highest ranking Division of Student Affairs staff member available will be the 
primary contact for relatives or friends of students.  He or she will collect information 
regarding the well-being of each student and will use the 24-hour Information and 
Message Center (Fieldhouse 202) to broadcast general information about the campus 
status to on-campus students as well as friends and relatives of students. 

Counseling, Health and Wellness Services / Chaplain 

Health Services staff should report to the First Aid Treatment Area in Fieldhouse Room 
122 when the Fieldhouse is used as the Disaster Operations Center.  They will transport 
some first aid supplies to the area and render first aid in conjunction with Athletic 
Training staff.  First aid-trained Security and Facilities staff and volunteer first aid 
providers will be recruited if necessary. 

Counseling staff and the Chaplain will provide immediate counseling where needed.   
Athletic offices on the east side second floor of the Fieldhouse will be available for 
individual or small group counseling.  

Counseling staff and the Chaplain will organize subsequent counseling support for 
students, faculty, and staff.  They will conduct group and individual sessions if needed 
during the weeks following a disaster.  They may also solicit assistance from outside 
counseling staff. 

Student Development 

Student Development staff will provide guidance for resident student staff. 

When residences are occupied by students, Resident Assistants, Greek House 
Coordinators and Community Coordinators will serve as Building Disaster 
Coordinators for their living units.  They will respond immediately to their housing 
unit(s) if they are on or near campus. 
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Residence staff will verbally instruct occupants to evacuate buildings after earthquake 
shaking concludes.  Fire alarm systems should be used only in the event of fire.  They 
will survey quickly their residences to verify evacuation and to note injuries, 
entrapments, or significant damage. They will assist persons with disabilities.  
Residence staff will gather residents in designated gathering areas (Appendix B) a safe 
distance from buildings.  They will conduct a "head count" to develop a list of "missing 
persons."  Once occupants are gathered, residence staff will escort them to the 
Fieldhouse if so directed by Facilities or Security Services.  They will not allow residents 
to reenter buildings until approved by Disaster Response staff. 

As soon as residence staff discover serious injuries requiring immediate, on-site first 
aid, they will call Security Services (if phones are operational) or dispatch someone 
to the Fieldhouse Reporting Area to facilitate treatment response.  They will send 
persons with less serious injuries to the First Aid Treatment Area. 

A residence staff member of each hall and Union Avenue house and Community 
Coordinators will then proceed to the Fieldhouse Reporting Area.  They will report all 
injuries that have not been reported.  They will also report the exact location and nature 
of entrapments and/or significant building damage to the Building 
Damage/Entrapment Report Clerk.  If two or more staff from a residence are available, 
at least one should remain with their building residents. 

Residence staff will then proceed to the Fieldhouse Student Affairs gathering area 
before returning to their residents to provide further instructions and collect additional 
injury, entrapment, building damage, and missing person information.   

Student Development Office staff will coordinate emergency housing for resident and 
non-resident students, faculty, and staff as needed.  The Tennis Annex and Fieldhouse 
are primary temporary housing facilities. 

Athletic Training Staff 

The Athletic Trainer and staff will report to the First Aid Treatment Area in Fieldhouse 
Room 122.  They will provide medical treatment and supplies in conjunction with 
Health Services, Security, and Facilities staff.  A comprehensive inventory and location 
of Athletic, Security Services, Health Services, and Facilities Services first aid supplies is 
maintained by these departments to facilitate effective use of supplies where needed. 

Office of Communications  

The Office of Communications staff is responsible for gathering and disseminating 
timely information for both internal and external audiences during times of disaster, 
given the following objectives:   

• provide timely and accurate information and direction to those affected by the 
disaster; 

• reduce rumor and uncertainty; 
• maintain the University’s credibility and minimize damage to its reputation. 
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The Director of Communications is a member of the Disaster Response Committee 
(DRC).  During a declared disaster the DRC operates in the Fieldhouse Room 100A, 
designated as the Disaster Operations Center (DOC).  Communications staff will report 
to Fieldhouse Room 202 (Athletics Department office area), the location of the 24-hour 
Hotline Information and Message Center. 

During a declared disaster, internal and external communications will be directed by 
the designated senior officer of the University in cooperation with the DRC.  One 
official spokesperson and an alternate will be appointed to state the University’s 
position.   The spokesperson will be chosen based upon his or her knowledge and 
credibility with regard to the emergency and will be responsible for articulating the 
University’s position only upon the authorization of the DRC. 

The spokesperson will likely be a vice president, the Director of Communications, or the 
News and Information Manager.  The spokesperson and alternate will be readily 
available to the disaster Communications staff and the media and will  articulate the 
University’s position in a clear and concise manner (The president and Board chair 
generally speak only with a strategically timed public statement).   

All public and media inquiries received by other departments will be forwarded to the 
DRC.  All written or oral statements to internal and external audiences (including the 
media and the public) will be channeled through the DRC and will require the approval 
of the designated senior officer of the University.   

The Director of Communications and the News and Information Manager may guide 
the official spokesperson and disseminate information to the media and the public 
under the general direction of the DRC. 

Except for emergency services and Security personnel, only the disaster 
Communications staff provides direction to the media.  Security Services may limit 
access to various campus areas designated for disaster response activities.  On-campus 
media generally will be guided by the same ground rules for external media behavior 
during an emergency. 

Prior to or during a declared state of emergency, or the decision to assemble the DRC, 
the designated senior officer of the University or a member of the DRC will alert the 
Director of Communications who will then advise the Communications staff as to the 
nature of the emergency and its circumstances and will provide direction for 
responding to initial inquiries from the media and key constituencies.  The disaster 
Communications staff is headed by the Director of Communications and managed by 
the News and Information Manager and includes, as appropriate, other members of the 
Communications staff and/or special appointees from related departments, e.g., Sports 
Information Director.  

Communications staff responsibilities: 

• Meeting with the DRC to determine the level of disaster and audiences affected.   


