UT Tyler Department Recovery 

Enter your department emergency operations information below. Use the tab key to move from field to field to enter department data. Save the document with your department name. E-mail your completed file, and any other department emergency plan documentation, to your vice-president.

Department or unit: 

     
Person providing information on this form: 

     
UT Tyler e-mail of person providing information on this form: 

     
Person in charge of or responsible for department: 

     
E-mail of person in charge of or responsible for department : 

     
Do you already have an recovery plan?

 FORMCHECKBOX 
 NO


 FORMCHECKBOX 
YES

If you already have an emergency plan, e-mail it to your vice-president or provide the URL: 

     
Provide additional planning information that may be unique to your department: 

     
SECTION 1
Know your Department: During the onset of an emergency it is critical to know the staff’s working locations, work hours, and the department’s inventory of vital equipment.

1. List the locations under the department’s responsibility including building name, and room number.
·      
2. List the department employees, their work locations (buildings),  working hours, and how to reach them in an emergency.
	
	Name
	Building & Room #
	Working Hours
	Emergency Phone #

	1.
	     
	     
	     
	     

	2.
	     
	     
	     
	     

	3.
	     
	     
	     
	     

	4.
	     
	     
	     
	     

	5.
	     
	     
	     
	     

	6.
	     
	     
	     
	     

	7.
	     
	     
	     
	     

	8.
	     
	     
	     
	     

	9.
	     
	     
	     
	     

	10.
	     
	     
	     
	     


More information:

     
Inventory your department’s equipment

1. List equipment and material that might pose a hazard to emergency responders, other personnel, or the environment. 
1.      
2. List equipment and material that is critical to the department's function; that is expensive or that might be the subject of an insurance claim; vital software; and other items for which detailed information would facilitate the department's recovery.
1.      
3. List equipment and material that might be a valuable resource in disaster response (vehicles,
floodlights, tools, etc.)

1.      
SECTION II
Assess Critical Functions: Critical functions are those activities or actions the interruption of which would cause serious harm to the department and/or the University. These are the functions that support the teaching, research, and/or administrative missions of the department.  Some examples are: maintaining unique collections of books, papers, or artifacts; maintaining animals or specimens; maintaining databases or files of personnel or financial information; laboratory and experimental work; or other functions which, if interrupted, might result in lost revenue, research grants, or hard-to-replace data. 

List prioritized functions and their desciption performed by your department. 

	Function
	Description

	1.     
	     

	2.     
	     

	3.     
	     

	4.     
	     

	5.     
	     

	6.     
	     

	7.     
	     


SECTION III 

Identify Critical Tasks to be Performed in an Emergency: Now that you have determined the department's critical functions, identify the tasks that will need to be completed in an emergency in order to secure the safety of departmental staff and limit losses of property.  Pay particular attention to any special vulnerabilities of personnel, the building or location you are located in, or equipment under your control.  (Ability to perform these tasks will vary given the speed of onset of the emergency, but might include saving/backup of computer files; securing laboratory gases; securing hazardous materials; safeguarding animals; locking desks; etc.)  

List these tasks starting with top priority.

1.      
SECTION IV

Stay Organized in an Emergency:  Once a preliminary assessment plan and action plan have been established responsibility for performing critical tasks listed above must be delegated among the department staff.

Appoint an Emergency Coordinator

This may be the department head or safety committee chair. Appoint a Department Safety Liaison (DSL) who can assist or perform the duties in the coordinator’s absence. The emergency coordinator is responsible for the department’s disaster recovery planning.

Emergency Coordinator:  

     
Department Safety Liaison (DSL): 

     
Establish Department Recovery Team & Reporting System

List the department staff expected to participate in recovery activities and their roles. Develop a phone tree of the department recovery team containing home addresses, contact numbers and their specific responsibilities during an emergency.  Determine who calls whom, when, and location where staff will report.  Consider alternate means that might be used (i.e. cell-phone, email, fax) if normal communication systems are interrupted.

	
	Name
	Address
	Contact Numbers
	Assignment

	1.
	     
	     
	     
	     

	2.
	     
	     
	     
	     

	3.
	     
	     
	     
	     

	4.
	     
	     
	     
	     

	5.
	     
	     
	     
	     

	6.
	     
	     
	     
	     


More information:

     
List Key Emergency Contacts

Create a list of key contacts and vital information, such as vendors, equipment specifics, grant agency contacts, etc.

	
	Contact Name
	Company
	Address
	Contact Numbers

	1
	     
	     
	     
	     

	2
	     
	     
	     
	     

	3
	     
	     
	     
	     

	4
	     
	     
	     
	     

	5
	     
	     
	     
	     

	6.
	     
	     
	     
	     

	7.
	     
	     
	     
	     

	8.
	     
	     
	     
	     

	9.
	     
	     
	     
	     

	10.
	     
	     
	     
	     


More information:

     
SECTION V
Building Evacuation Plan & Procedures: This plan should designate procedures for evacuation, exits, an assembly area, and an individual and an alternate for calling a roll.  Use the UT Tyler Emergency Guidelines (http://www.uttyler.edu/safety/emergencyguide.html) or the UT Tyler Crisis Management Plan (http://www.uttyler.edu/safety/crisismanagement.pdf) for help with this section.

1.      
Section VI

This phase centers on documenting the actual recovery plan.

1. List equipment and material that will be needed to re-establish basic functioning of the department.
·      
2. List action plans to follow once clearance is give to re-enter departmental areas. 

·      
3. Describe how recovery (as defined in the strategies) for each system and application will be accomplished.

·      
4. List location requirements for re-establishing basic functioning of the department if building is unusable.

	Total square feet required:
	     

	Minimum number of offices
	     

	Number of desks:
	     

	Number of telephones
	     

	Number of computers
	     

	Other equipment (faxes, scanners)
	     

	Specialty Items (animal care facilities, laboratories, machinery)
	     

	
	


SECTION VII
Create Drill/Training Schedule:  Now that your department has identified its personnel’s duties in the event of a disaster and has assessed departmental vulnerabilities, carrying out drills and training twice a year is imperative.  This is the time to assess what works in your plan and what critical changes need to be addressed.   

1.      
1
6

