














Section 5: Planning for Providing Essential Services During an Emergency 
 
Planning for Providing Food and Water During an Emergency  
Sodexho Services will be responsible for providing food services during an emergency, including food for 
University commuters who might be unable to leave campus.  Sodexho Services has indicated that it typically 
has enough food to feed faculty, staff and resident students for three to five days.  However, full meals will not 
be available.  In the case of an emergency that would render kitchens unusable, barbecue grills and portable 
stoves would be used for cooking.  
 
Since power will most likely be lost, personnel will make use of items in freezers first. Sodexho staff will gather 
food items from campus stores and vending machines and redistribute as necessary. Adequate water supplies 
must be maintained for emergencies, since utilities may be disrupted.  Potable water sufficient to provide two 
gallons per day, per individual should be stored on campus.  Supplemental sources of water that could be used, 
if necessary, are provided by the University’s domestic hot water storage tanks located in Hill, Ashton, 
McKinley and Peterson Halls. However, this water is not safe for consumption until it has been purified by 
boiling or some other means.  Sodexho Services and the Office of Facility and Project Management will jointly 
develop more specific plans for the storage and distribution of water and other beverages.  
 
Through joint efforts of Sodexho Services and the University Bookstore, individual emergency boxes 
containing food and water will be available for purchase by faculty, staff and students. The packet will include 
items recommended by the American Red Cross, including small rations of food and water, space blankets and 
toiletries.  All individuals are strongly recommended to purchase emergency boxes.    
 
This plan acknowledges that commuter students, staff and faculty will likely remain on campus for at least 24 
hours in the event of a disaster occurring during class hours.  All individuals who park an automobile on 
campus are strongly encouraged to keep ample emergency supplies in their automobiles.  A recommended list 
of items to store for use during an emergency (in addition to the contents of emergency boxes referenced above) 
is available from the Emergency and Crisis Management Plan Administrator and the Building Emergency 
Coordinators. 
 
If you park on campus, maintain emergency supplies in your vehicle. 

♦ Water: 1 gallon per person per day  
♦ Food: non-perishable items,  granola bars, protein bars, "comfort" foods  
♦ Extra set of clothes with sturdy shoes  
♦ Flashlight with extra batteries or light stick  
♦ Whistle  
♦ First Aid kit including a three-day supply of prescription drugs  

 
Remember, emergency supply kits should be designed to fit your needs.  
 
For additional information, the following web sites provide additional suggestions: 

a. http://emd.wa.gov/5-prog/prgms/pubed/fpp96.pdf 
b. http://www.fema.gov/pdf/areyouready/basic_preparedness.pdf 

 
Planning for Providing Shelter During an Emergency  
Following most types of emergencies, it is likely that the majority of university housing will be usable after 
initial safety checks by Facility and Project Management staff to determine if they can be opened. However, it is 
possible that some housing may not be habitable, especially in the case of a major earthquake or a serious fire in 
an individual residence hall. Therefore, plans must be in place for emergency shelter.  The first priority for 
emergency shelter will be to utilize student lounges in residence halls that are deemed suitable for occupancy. 



The second priority will be to use other habitable space for shelter. The third floor of Gwinn Commons and 
Royal Brougham Pavilion are potential areas that could be utilized as shelters. Decisions regarding which 
building areas are suitable for emergency shelters and temporary housing will be made jointly by Facility and 
Project Management, University Services and Residence Life.  
 
Blankets and bedspreads stored in Ashton and Hill Halls (typically used during the summer by Conference 
Services) are available for use in the emergency shelters.  It may be necessary to move some additional bedding 
from residence hall rooms that are deemed unsafe for use to the emergency shelters.  
 
Planning for Providing Health Services and Counseling During an Emergency  
As discussed previously, emergency first aid and other types of health care normally provided during an 
emergency will be provided at the Health Center (or an alternative First Aid Station if the Health Center should 
not be available).  Students should be aware that Health Center appointments for routine health care that is not 
of a life threatening nature might have to be cancelled and rescheduled during an emergency.    
 
The Student Counseling Center will provide counseling services during and after emergencies, including 
student deaths and suicides.  Counselors should be prepared to work with both large and small groups as well as 
individuals.  Specific procedures and recommendations for counseling are discussed in Volume II. However, 
prior to an emergency, it is important that those who will be involved with counseling give some thought to 
their roles and responsibilities. An excellent resource regarding procedures to be followed during a violent or 
traumatic event is provided in “Violence and Trauma for Counseling and Health Services and Residence Life”, 
which will be made available to individuals who are likely to serve as counselors during and after emergencies.  
Additional copies may be obtained from the Emergency and Crisis Management Plan Administrator and the 
Student Counseling Center.  
 
Planning for Maintaining Computer Information Systems During an Emergency  
Prior to an emergency, it is important that essential University records be safeguarded.  Since most records are 
now computerized, this will require the leadership of the Assistant Vice President for Technology Services, 
working in collaboration with the Vice President for Business and Planning. A detailed Computer and 
Information Systems Contingency Plan will be developed by the Office of Computer and Information Systems 
and included as an appendix of this Emergency and Crisis Management Plan.   
 
The plan shall include the following provisions:  

♦ Incorporate procedures for the regular back up of all computerized University records. The data will be 
removed from the University and stored in a secure location in case of an event that would prohibit the 
recovery of records and computer data.  

♦ In collaboration with CSOT members develop appropriate guidelines for departments required to submit 
an annual departmental emergency plan (see CSOT section) related to system back-up and records 
retrieval.  

♦ Duplicate and retain off-site all critical business records and other documents, as determined by the 
President’s Staff.  A listing of these documents will be maintained by the Assistant Vice President for 
Technology Services and reviewed annually with the Vice President for Business and Planning.  

♦ With approval of the Vice President for Business and Planning, obtain a back-up computer system, 
compatible with the University's computers to establish an off-premises "hot site" as an alternate 
operating location in the event of a catastrophe that renders the University's computer systems 
inoperable.  

♦ Advise all appropriate University administrators of the location of an alternate operations site.  
♦ Incorporate the Computer Room Emergency Manual into the appropriate documentation for this area 

and maintain and update all information including, but not limited to, all serial numbers, floor plans, etc.  
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Section 6: Purchasing and Storing Emergency Equipment and Supplies 
 
Purchasing Emergency Equipment and Supplies  
Much of the equipment and supplies needed during an emergency is already available on campus.  However, it 
is recognized by the University administration that additional equipment and supplies will be required.  It is the 
responsibility of the Emergency and Crisis Management Plan Administrator to prepare annual reports to the 
Vice President for Business and Planning containing a prioritized list of needed equipment and supplies.  After 
determining funding sources, the Vice President or his designee(s) will initiate purchase requests, following 
normal University procedures.  
 
Storing Emergency Equipment and Supplies  
Equipment and supplies (including tools) that are available for use in an emergency are located on campus at 
the following locations:  
 

1. Motor Pool Garage (25 West Nickerson Street)  
2. Facility Operations Center (2 West Dravus Street)  
3. Garage at 3210 4th Avenue West  
4. Grounds Maintenance Yard (650 West Barrett Street)  
5. Office of Safety and Security (601 West Emerson Street)   
6. Emergency Response Vehicle   

 
Blankets and bedspreads (typically utilized by Conference Services) are available in storage rooms in Ashton 
and Hill Halls.  Maps showing the locations of these storage areas are included in Appendix C. Up-to-date lists 
of the equipment kept at each location should be maintained in the Emergency Operations Center. 
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Section 7: Maintaining Records and Forms 
 
Maintaining Building and Utility Records  
The Assistant Vice President for Facility Management is responsible for maintaining up-to-date building and 
utility records. Master copies of these records are available in the records vault at the Facility Operations Center 
at 2 West Dravus Street.  Duplicate copies or microfilms of those facilities records that the Assistant Vice 
President for Facility Management and the Emergency and Crisis Management Plan Administrator identify as 
being potentially helpful to emergency response activities (i.e. building floor plans) will be kept at the 
Emergency Operations Center at the Office of Safety and Security.    
 
Maps showing the locations of stationary and portable generators are included as Appendix D, which should be 
updated by the Assistant Vice President for Facility Management as changes are made.     
 
Providing Forms for Use During Emergencies  
The following forms have been developed for use during an emergency:  
 

♦ Building Site Security – Ingress/Egress Form  
♦ Crisis Referral List   
♦ Disaster Shelter Registration Form  
♦ Emergency First Aid/Medical Form  
♦ Emergency Response Teams   
♦ Search and Rescue Accounting Form  
♦ Site Status Report EOC Message Form  

 
These forms are included in Appendix A.  They may be modified or supplemented at any time by the 
Emergency and Crisis Management Plan Administrator. 
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