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INTRODUCTION

INTRODUCTION

The Feder al Emergency Management Ageunptayed FEMA)
event that can cause significant injuries or death to employees, customers or to theopthic

can shut down your business, disrupt operations, cause physical or environmental damage, or
threaten the facilitydagfi mandNuanler tuancecjvegptser c@
and will be handled according to the following protocol. Fifteen emergencies are specifically dealt

with in this plan:

Bomb Threat

Explosion

Fire

FumeWapors

Flooding

Hazardous Substance Spills

MechanicalFailures

Utility Failures

Medical Emergencies and Community Health Issues
Public Relations Emergencies

Severe Weher (other than tropical weather)

Student Crisis (suicide, assault, gtc.

Technology, Telecommunicatig@esd Information Services
Violent orCriminal Behavior (Campaishooting, rape, assault, etc.)
Hurricane and Tropical Weather Systems

PURPOSE

This plan is intended to acquaint personnel with potential campus hazards, to indicate the action
required to overcome or minimize these hazaadsl, to delineate responsibility in carrying aguch
action.

GENERAL

It is the responsibility of thadministration, facultyand staff within the best of our ability to assure
a safe environment on the campus of Lamar State Call@get Arthur (LSGPA). In an effort to be
prepared for a disaster, either natural or marade, we establish these policies and procedures.
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POLICY

TheOffice of the President will serve as the headquarters for the implementation of this plan. The
response to any disaster on campus will be measured and timely. The varied nature of potential
disasters requires that therisis Management TegrAssessment@im,and the designatedisaster
Respons@eammaintain certain flexibility. Theeteamsshould strive to work within the boundaries
of this preplanned policy in order to avoid poor decisioraking and coordination during the
excitement and confusion of a real incident.

This plan can be accessedhitp://www.lamarpa.edu/dept/pp/docs/dr_plan.pdf

RESPONSIBILITIES

President

Pre-approve broad policy relative to disaster response and recovery.

Make the decision as to the appropriate level of response up to and includeath&tion of
campus.

Communicate decisions to the Vice Presidents, Director of Physical Plant (Campus Safety
Officer), and Security Coordinator.

Head theCrisis Management Team

Decidewhen classes are to be canceled.

Vice President for Finance

Communicate with President and advisen the College's state of readiness.
Communicate with Disast&espons&eam leaders.

Communicate emergency instruction8tesiness Office supervisors
Prepare and issue evacuation boxes for campus evacuation, if feeded

Physical Plant
Purchasing
Accounting

Payroll

Student Registration

akrwdpPE

Communicate with TSUS Finance Officers and Insurance Representatives.
Vice President for Academic Affairs
Upon consultation with the Presiderdromunicate when classes are to be canceled.

Inform deans/academic departmeatsl department chairsf decision/time line to limit
services, close buildings or to evacuate campus.


http://www.lamarpa.edu/dept/pp/docs/dr_plan.pdf

INTRODUCTION

Vice President for Student Services (Director of Security)

Takes necessary stefoseffect disaster defense measures as outlined in this plan, especially as it
pertairs to the evacuation of personnel, students, and campus security

Maintain communications with Jefferson County Emergency Management Coordinator
(409 722-4371and Port Athur Police Department

Implement disaster recovery plan for Student Services (as detaif@bes 39 and62).

Maintain communications with area weather media.

Develop and implement communication plan for campus evacuation, return to campus, and
media response during assessment stage following a disaster.

Receives input from theresident Vice Presidentsand Director of Physical Plant regarding
announcement®tbe made during and after a disaster on campus.

Director of Physical Plant (Campus Safety Officer)

Oversee overall disaster response and defense.

AdvisePresideniof campus conditions.

Procure, storeand maintain in an operable condition all supplies and equipment necessary to
this plan.

Coordinate contractors and staff in their response to a disaster.

Inventory and update supplies and materials necessary to recover the campus from the disaster.

Determine the structural safety and serviceability of any structure damaged during a disaster.

Director of Information Technology Services
Initiate Information Technology ServicEepartment recovery procedures.
THE DISASTER RESPONSE AND RECOVERY PLAN HAS THREE PHASES:

1. Notification of the emergengcthe Crisis Management Team is assembledeanergency
response from key departmergtsnitiated

2. After the disaster,ssembly ofhe Assessmerfieam to assess damage frima situationrand
developmmediate response plan

3. The Disaster Response Teaffectsthe recovery plan; and the team assembles after the
crisis to evaluate the recovery response.

NOTIFICATION OF THE EMERGENCY

The LSCGPA Security Department should be notified in the ewant of the previously mentioned

crisis situations arise on this campus. They can be reached by dialing Ext.6255 on any campus
telephone, 9846255 from any oftampus telephonéy dialing the Security cell phone at 72869,

or by dialing zero (0) for ta operator (who will contact security via radio). The security officer on
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duty and any Port Arthur Police Department (PAPD) officers working on campus at the time will
respond, assess the situation and begin to coordinate responses with resources tlirtlgho
campus. Thefficer onduty will notify the Office of the Vice President for Student Services as soon
as practicdble. The Office of the Vice President for Student Services (Director of Security) will
notify the Office of the President amdpresentatives of the following departments as soon as
practicable The following departments will have a departmental plan for dealing with any of the
above listed major emergencies, which may affect their area:

Student Services

Information Technology

Finance Office

Library Services

Physical Plant

Museum of the Gulf Coast
Campus Security

Vice President for Academic Affairs

Portable radios (those used for daily operations) will be redistributed and a primary

communications channel will be assigneday personnel. These radios havery-mile-range if

the repeater in MigCounty is operational. If the repeater is out of service the range of the radios

will be limited to about two milesRadios are not to be used near a suspected barhb.primary

channel is to be used for short messages only. Longer communications should be switched to one of
the two clear channels.

Lamar State Colleg€ort Arthur complies with the Jeanne Clery Disclosure of Campus Security
Policy and Campus Crime Statistics Astmandated by the Department of Education.

The College uses the LSCPA Seahawk Emergency Communications System (eLERTS) to notify
students, faculty and staff about any significant emergency or dangerous situation involving an
immediate threat to health osafety, including school closures related to weather or other
circumstances.

In the event of an emergency or need for the College to make a mass notification, all students, faculty
and staff will be contacted via emails, phones and text. Available phombéens and email
addresses in the College system are automatically enrolled in the eLERTS system. When activated,
the LSCPA Seahawk Emergency Notification System will send email, text messages and automated
phone calls. If you desire to add additional @mit points you may do so through your
My.Lamarpa.edu account.

Warnings also are released to area media by the college Public Information Office, and they are
posted on the front page of the college websitenf.lamarpa.edy You can opt out of these
notifications or select how you receive these messages by changing the setting in your
My.Lamarpa.edu account.
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The departmental plan will serve as a guide that persons within the department can follow to deal
with a reported emergency. It will include the basics of how the department will handle the
emergency, individual responsibilities (if appropriate), and details on who is to be notified. The
building coordinatorassigned to the building (or their designeey/or the Physical Plant Director

will be responsible for assessing the impact of the emergency. The Vice President for Student
Services (Security Directoros Office) wildl be
College wide impact, immedeédy upon occurrence of such an emergency. If in their judgment the
emergency has significantly wide ranging effects, then they will notify the President (or designee) of
their findings and possibly recommend assembli@gisis Management &am.

CRISIS MANAGEMENT TEAM

The Crisis Management Team will be assembled should the President (or designee) determine the
situation has had a wideanging or long lasting effect. The recommended team will consist of the
following individuals:

President

Vice Pregdent for Academic Affairs

Vice President for Finance

Vice President for Student Services (Director of Security)
Director of Physical Plant

Director of Information Technology Services

The following management process for crisis situations will thdollosved:
The President or designee must be informed immediately when the incident is reported.

The President will inform the Vice President for Student Services to contact members of the
Crisis Managementdam and set up a meeting. The team mustday to react quickly.

Team meeting occurs with a review of all known information provided by the Campus Security
Director or any individual with direct information.

The team will decide on a course of action, proper response, public statement, avytiapgpr
activities.

A single office will be designated to investigate the issue, and all staff members will work
through that office. (Note: The office designated to investigate the issue will maintain
documents that describe the actions taken.)

Vice Resident for Student Services will handle all media contact and external inquiries.

As events develop or change, the team will communicate clearly before further action or further
statements are issued.
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ASSESSMENT TEAM

Theteamwill assemble to assess the damageirred by the disasteand to develop immediate
response plan.

The Assessment Team will consist of the following:
Vice President for Student Services (Director of Security)
Physical Plant Director

Manager of Custodias/Grounds
Campus Security Coordinator

DISASTER RESPONSE TEAM

Establishes communication networks and informs the campus community, media and the public of
developments. Vice President for Student Services handles immediate media inquiries.
Telecommunications Coordinator establishes emergency communications, adasssgs to
telecommunications systems, and initiates repair procedures. Dirediwioofation Technology
Servicesestablishes emergency computing stations, assesses damage to computing services, and
initiates repair proceduresVice President for Financestablished contact with insurance
representative.

The Disaster Respon3eamwill continue with the following members:

Vice President for Academic Affairs

Vice President for Finance

Director of Accounting

Purchasing Manager

Cash Management Director

Vice President for Student Services
Registrar

Director of Physical Plant

Director of Information Technology Services
Assistant Director oinformation Technology Services
Director of Human Resources

Dean of Library Services

Director of Athletics

Director of the Museum of the Gulf Coast

The Team will assemble following each crisis to evaluate how the situation was handled and make
recommendations to better handle similar situations in the future. The Disaster Response Team will
also assemble at least onper year to review the overall campus plan, individual department plans,
and to evaluate training and emergency notification literature.



DISASTER RESPONSE AND RECOVERY PLAN

SPECIFIC DISASTER PLANS

BOMB THREAT

EXPLOSION

FIRE

FUMES/VAPORS

FLOODING

HAZARDOUS SUBSTANCE SPILLS

MECHANICAL FAILURES

UTILITY FAILURES

MEDICAL EMERGENCIESAND COMMUNITY HEALTH ISSUES

PUBLIC RELATIONS EMERGENCIES

SEVEREWEATHER

STUDENT CRISIS

VIOLENT OR CRIMINAL BEHAVIOR

HURRICANE AND TROPICAL WEATHER SYSTEMS



DISASTER RESPONSE AND RECOVERY PLAN

SPECIFIC DISASTER PLANS

BOMB THREAT

1.

2.

Remain calm and do not panic others.
If a written message is received, keep track of the following information:

--Who found it?

--Who else was present?

--Where was it found or how was it delivered?
--When was it found or delivered?
--Whotouched it?

--Have any previous threats been received?

If the threat is received by telephone, in a calm voice, try to obtain as much information as
possible about the bomb and the caller: (THE FOLLOWING ISSUES ADDRESS VITAL
INFORMATION THAT YOW$SHOULD OBTAIN!)

--Date and exact time of call

--Time set to explode

--Which building is it in?

--Where is it?

--Type of bomb?

--Estimated age and gender of the caller
--Emotional state: agitated, calm, and excited
--Background noises: traffic, migsand voices
--Why it was set?

--Who is the target?

--Who is the caller?

If practicable, do not hang up the phone, but phone the campus Securitg2B%tby cell
phone at 72369,or dial zero (0) to reach the operator (who will contact security via the
radio) from a different telephone.

Administration, with the assistance of Campus Security and other local authorities, will
determine a plan of action. A decision on whetharai to evacuate will be based on all
available information received.

If the decision is made to evacuate, instruct occupants to take purses, book bags, and
personal packages and EXIT the building. (If left behind, these items could be mistaken to
contain concealed explosives.)

If ordered to evacuate, move at least 300 feet away from the building and stay away from
glass. Do not attempt to+enter the building until you have received official instructions to
do so.
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A.

IDENTIFYING SUSPICIOUS ITEMS

Look closely around work area when you arrive for work. This will help you if you are
called on to identify unusual or suspicious items later.

Report potential safety or security problems to Campus Security Ext. 8288l
phone at 72r369,or dial zero (0) to reach the operator (who will contact security
via the radio)

Be on the lookout for anything unusual, particularly packages or large items seemingly
left behind or thrown out. Note time and location of anything odd.

If asked to assisn a search for a bomb:
Be thorough
DO NOT USE 2VAY RADIOS
Do not touch anything you suspect
If necessary move people away from the suspicious item
Look for anything and everything that might conceal a bomb
Do not panic persons in the area

Follow all instructions from the Campus Security (Ext.6255).

IDENTIFYING SUSPICIOUS MAIL PACKAGES

No return address
Insufficient postage
Is addressee familiar with name and address of sender?
Is addressee expecting package/letter? If so, verify contents.
Return address and postmark are not from the same area.
Wrapped irbrown paper with twine
Grease stains or discoloration on paper
Strange odors
Foreignmail, Air Mail, and Special Delivery
Restrictive markings such as Confidential, Personal, etc.
Excessivgostage
Handwritten or poorly typed addresses
Incorrecttitles
Misspellings of common words
Excessive weight
11
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Rigid envelope

Lopsided omuneven envelope

Protruding wires or tinfoil

Excessive securing materials such as masking tape, string, etc.
Visualdistractions

EXPLOSION

Do Not Use Elevators!

Report any explosion on or adjacent to the campus to Campus Security Exty26B phone at
720-7369,0r dial zero (0) to reach the operator (who will contact security via the radio).

If necessary, owhen directed to do so, activate the building alarm, (the safest and nearest fire alarm
pull station).

When the building evacuation alarm is sounded, an emergency exists. All rooms should be
evacuated. Closing doors will help contain a fire, D@ NOTLOCK THE DOORS!

Assist persons with disabilities to an enclosed stairwell landing, preferably the designated rescue
assistance area if it is safe to do so, awmdify the Campus Security or Filepartment
Personnel of their location.

If the source oftte explosion is a ship or barge in the Sabine Neuwlasrway, go to an interior
portion of the building that you are in or nearest to and shaftgrlace. Thepossibility of a
secondary explosion always exista maritime fire If you have to evacuatke building,
movenorth, away from the waterway.

FIRE

Do Not Use Elevators!

1. In all cases of fire, activate the nearest fire alarm to warn other building occupants. You
should know where the nearest alarm is to your work area.

2. In all casesof fire, call the Campus Security Ext. 6256% cell phone at 720369, or dial
zero (0) to reach the operator (who will contact security via the radio). Do not assume that
someone else is making the call, make the call yourself.

3. When the buildindire alarm is sounded, an emergency exi&tsrooms must be evacuated.
Leave the lights on and close, but do not lock the doors.

12
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Assist persons with disabilities to the nearestcueassistance area, (generally a stairwell),

if it is safe to do so. &hdicapped person carrier chairs are available on the second floor of
the Madison Monroe Building and the third floor of the Student Center. Have the person(s)
wait in that area andbe sure to notify rescue personnel of your actions.

If the fire is smdland you have an unobstructed egress path, you may choose to use an
available fire extinguisher to put out the fire. Each employee should familiarize themselves
with the location of the two nearest fire extinguishers in their area and learn how to use

them. Remember to pull the pin and aim at the base of the flames. Continue to dispense the
extinguishing agent until the extinguisher is empty. If at any time the fire begins to grow,
back out of the room and close the door.

FUMES AND VAPORS

Toxicfumes can infiltrate a building from various sourgesproperly stored chemicals, faulty
refrigeration, equipment fires, gasoline engines operated near air intakef, teiepresence of
toxic fumes is suspected, the area or areas affected should hediatkse a telephone away from
this area and notify Campus Security Ext. §dBbcell phone at 720369,or dial zero (0) to reach
the operator (who will contact security via the radio).

Since the campus is located on the Sabine Neudwesway, the pssibility exists that a passing ship
could be the source of the fumes. If the source seems to be coming from outside of the building,
shelterin place. Turn off the air conditioning and go to the interior of the building. If the fumes are
intense, placevetpapertowels under the door to reduce the amount of vapors entering the building.
Call Campus Security Ext. 623% cell phone at 720369,0r dial zero (0) to reach the operator

(who will contact security via the radio) or®L1 if the situation nrés a HazMat response from the
Port Arthur Fire Department.

After the source of the vapor / fumes is discovered and contained:

Ventilate the contaminated area(s)t may be possible to clear an affected area by opening
windows and/or activating exhaust fans, provided such action is undertaken by trained personnel.

Emergency Treatment:
Don6ét endanger yourself or others.
Remove victims from area only if safetspible.
Call 9-911 for ambulance service and notify Campus SecairiBxt. 6255, by cell phone at 720

7360, or dial zero (0) to reach the operator (who will contact security via the radio) daong
business hour#ssist victims as necessary.

13
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FLOODING

If flood conditions occur, contact Physical Plant at Ext. 6250 DURING REGULAR BUSINESS
HOURS. Call Campus Security at Ext. 625 cell phone at 72@0369,or dial zero (0) to reach the
operator (who will contact security via the radio) duringn-business hoursPlease provide

sufficient information as to building name, floor, room, and degree of flooding or potential damage
due to the flooding.

A PHYSICAL PLANT OR CAMPUS SECURITY REPRESENTATIVE Will contact the City of Port Arthur
Drainage Department €883-8500and Jefferson County Drainage Districiat 9854369to report
the flooding event.

A determination of the extent of the flooding will be relayed to the Office of the President and callout
of critical personnel will begin.

An inventory of lights, sandbags, duct taged polyethylene sheeting is maintained in the Physical
Plant Building. A stockpile of sand is located onwmest side of the Armory Building. Shovels,
trucks, trailers, generators, the tractor, and athaols are located in the Grounds Maintenance
Garage.

HAZARDOUS SUBSTANCES SPILL

Any major spill of a hazardous substance must be reported imtalgdathe Campus Security

Ext. 6255 by cell phone at 720369,or dial zero (0) to reach the operator (who will contact

security via the radio). Campus Security will assess the extent of the spill and contact the Port
Arthur Fire Department (911) if they deem it necessary. During regular business hours, also call
Physical Plant at Ext. 6250. Personnel on site should be evacuated from the affected area at once.
Seal off the contaminated area to prevent further contamination until the arrival of trained
responders.Port Arthur Fire DepartmentfAFD) HAZMAT team dicials will take charge of the

site management of the spill once they are on scene.

Personnel who may be contaminated by a spill or release are to:
Seek medical attention immediately.
Avoid contact with others.

Alert responders/emergency personnehfry or contamination.

14
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MECHANICAL FAILURES

Any emergency related to building or facility problems, such as equipment failure or erratic
operation must be reported to Physical Plant as soon as possiblengpnormal business hours
contact PhysicaPlant directly by calling Ext. 6250.

If failure occurs after normal business hours, weekends, or holidays, call Campus Sedtkity
6255 by cell phone at 720369 or dial zero (0) to reach the operator (who will contact security via
the radio).

If the failure is related to the Firer the IntrusionAlarm System notify the Physical Plastsoon as
possible. During normabusiness hoursontact the Physical Plant at Ext. 6250. After hoaontact
Campus Securityf an Intrusion Alarm S§/stemfailure cannot be repairedzampus Security will
contact thePort Arthur Police Departmerdnd request the patrols be increased until the following
weekday morning when repairs candféected

NOTE: If there is potential danger to building(s), andtsraccupants, call-911 immediately.

UTILITY FAILURE

All utility failures must be reported to Physical Plant as soon as possible. During normal business
hours call thePhysical Plant directhat Ext. 6250If telephone service is not available, go to the
Physical Plant building.

If utility failures occur after hours, weekends, or holidays, contact Campus Security at Ext$255
cell phone at 720369 or dial zero (0) to reach the operator (who widirdact security via the
radio).
NOTE: If there is potential danger to building(s) and/or its occupants, egdlOimmediately.
Emergency Contact Numbers for Utility Providers:

Entergy- Electric Utility 1-800-766-1648

TexasGas Services Natural Gas Utility 2800-959-5325

City of Port Arthur Water / Sewer 98550
Simplex Fire / Intrusion Alarm Service-888746-7539

15
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MEDICAL EMERGENCY AND COMMUNITY HEALTH ISSUES

Report any serious injury or iliness by callingd@1immediately.

Nonemergency injuries or illness should be reported to Campus Security &2b%tby cell
phone at 72369,or dial zero (0) to reach the operator (who will contact security via the
radio).

Begin first aid if qualified or seek someone who can.

Response toommunityhealth issues will be coordinated by the Lamar State CoH&yet
Arthur Senior Administration and théice President for Student Services

Personal safety is your first mmiity. Use personal protective equipment when in contact with the
victimds blood or any bodily fluids.

PUBLIC RELATIONS EMERGENCIES

While public scandals are rare in higher education, virtually every institution must occasionally deal

with suchsituations. This might involve a highly visible lawsuit, accusations of wrongdoing on the

part of a college official, an egregious case of student misconmiugtvariety of unspecified events

that carry the potential of having a negative impactontheit i t uti ondés r eputation
these events is exacerbated when they result in potential or actual news coverage.

When such events occur, the Vice President for Student Services, in close
consultation with the President, may consider the following responsibilities:

Assessment of the potential i mpact on the coll
Legal implications of the event; laws and policies pertaining to its disposition.
Recommendations on steps to diffuse or eliminate the problem before it goes puliendahat

i's not possible, steps to |l essen the negatiyv
Development of messages and channels of communication to the various constituents (including

the news media) associated with the event. Assurance that all prawesyate obeyed and

freedom of information is respected.

SEVERE WEATHER (TORNADO)

Severe Weather/Tornado Watch:
A watch is an indication of where and when the probabilities are highest that severe weather or a
tornado could occur. A watch is a statement that severe weather/tornado conditions are present and

16
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could occur. The National Weather Service will isswgasch bulletin to local authorities as well as
to the local radio and television stations.

Severe Weather/Tornado Warning:

If a severe weather/tornado sighting occurs, the National Weather Service alerts all weather stations
and local authorities.

Seepage 100 in the Glossary of Weather Advisory Conditiorfer additional weather advisory
definitions.

In case of severe weather:

When the emergency warning is made, it is YOUR responsibility to gehtdter. Take a battery
operated radio with you to |isten for the #dnal/l
notification is made, all persons should immediately seek shelter in the nearest strong building. Go

to the interior walls of lower flas. Auditoriums, gymnasiums and similar large rooms with wide

roofs should be avoided. Stay away from all windows and exterior doors. During sudden severe
weather events it will be necessary to shaheplace.

STUDENT CRISIS

Contact theCampus Security at Ext. 623%/ cell phone at 72@369 or dial zero (0) to reach the
operator (who will contact security via the radiohhe Security Officer will notify the Office of the
Vice President for Student Services at Ext. 6d5€ell 7269912 Appropriate referrals

will be madan the event of crisis situations such as the following involving students of Lamar State
College- Port Arthur.

Alcohol and other drug use emergencies
Classroom disruptive or violent behavior
Death of a studenfriend, or family member
Discipline issues

Mental health/behavioral incidents or concerns
Physical injury

Sexual assault

Threats to public welfare

Criminal behavior

17
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VIOLENT OR CRIMINAL BEHAVIOR

While much media attention has been focused@nor k pl ace vi ol ence, 06 we mu:
employees share the responsibility of recognizing the early warning signals and making appropriate
notification to Campus Security of this prior to a violent act. Establishing an office procedure of
appropiiate response should be done in each area of campus with the guiddnesefior

administrative official assigned to theiilding (or their designee). The Lamar State CollegGert

Arthur Safety Committee may assist you in this process. If you observe but are not directly involved
in a potentially violent situation, you must notify Campus Security a6E%b or dial zero (0) to

reach the operator (who will contact security via the gdilf you have concerns that a subject who

has left the area may return with the purpose of harming someone, these concerns also need to be
reported to Campus Security. If these elements become part of your routine, much of the
apprehension about worlgate violence may be diminished.

Nationally, about 1,000 people are killed annually while at work. This is an appalling number but
you must acknowledge that this number includes veryrmsgtoccupations such aecurity officers,
convenience store giiloyeesand cab drivers which are positions of exposure to violence that is not
typical of most work environments. (Statistically, you have a better chance of being struck by
lightening than of being killed in wosdace violence encounter.) With thismind, please review

the following guidelines:

All violentor criminal behavior or threats of violemr criminal behavior must be reported to the
Campus Security Ext. 6233 cell phone at 720369,or dial zero (0) to reach the operator
(who will cantact security via the radio)

Report suspicious persons/behaviors/noises immediately to CampugySecuri

If you observe a situation that seems to be escalating and you are not directly involved, go to a
telephone and notify Campus Security. pBspared to give complete information about the
subject and the circumstance.

If you recognize that a person appears tovbeebally out of control and you are also being
uncharacteristically vocal, step awathe and al
situation. Notify Campus Security, if the situation remains out of control.

If the violent person has left the area prior to your notification, relay as much information as you
can about the subject and direction/means of travel, if possible.

If you observe any type of weapon, remove yourself from range and notify Campus Security
immediately Campus Security will immediately notify the Port Arthur Police Department of
any suspected weapons on campus.

Report any safety concerns that may preasgmitential danger to you or others, (such as lights
out, surface or mechanical malfunctions, eta.)he PhysicaPlant Maintenance Line at
Ext.6073
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Arrange for a Campus Security Officer to escort you to your vehicle/office if you have concerns
about your safety.

Remember: You can be your own best security by remaining aware of your surroundings,
practicing crime prevention behaviors, and making timely/ appropriate reports.

NOTE: Additionalcrime prevention information may be obtainedrftahe Campus Security
Department by calling Ext. 6255.
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HURRICANE/TROPICAL WEATHER SYSTEMS
PURPOSE

This plan is intended to acquaint personnel with hurricane/tropical storm hazards, to indicate the
action required to overcome or minimize these hazards, and to delineate responsibility in carrying
out such action.

GENERAL

A hurricane is a cyclonic storm which, as a unit, normally travels at about 8 to 12 miles per hour
(MPH) and has a small center area of relative calm with an area of high wind velocity revolving
counterclockwise about this central area. Hurricane windsdafined as those having a force
greater than 75 MPH; however, they have been recorded well over 180 MPH.

POLICY

TheOffice of thePresident will serve as the headquarters for the implementation of this plan.

All personnel will evacuate the site when hurricane winds are imminent, whether or not shut down is
completed. Classes will close at the discretion of the President upon notification that a storm
threatens to hit the area. The campus will be closed withiougs of that notification. Buildings on

this campus have not been designated as shelters by the Jefferson County Emergency Management
Coordinator, and all persons must seek shelter elsewhAdr€ollege sponsored functions on or off
campus are to be caaled.

RESPONSIBILITIES

President

Pre-approve broad policy relative to hurricane defense.

Make the decision for evacuation of campus.

Communicate decision to the Vice PresidemdDirector of Physical Plant

The VicePresident for Student Services will notify Campus Security and the Coordinator of Public
Information.

Head theCrisis Management Team
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Vice President forFinance

Communicate with President and adgisa the College's state aéadiness.
Communicate witiCrisis Managemerifeam.
Communicate emergency instruction8tasiness Officeupervisors.

Vice President forAcademic Affairs

Upon consultation with the Presidesdmmunicatewhen classes are to be canceled.
Inform deansicademic departments of decisitime-line to evacuate campus.
Implements building closure procedures.

Vice President forStudent Services

Consuls with thePresident and advisethePresident regardingonditions of impending
disaster or event.

Receives input from the President, Vice Presidents, and Director of Physical Plant regarding
announcements to be made during and after hurricane conditions.

Implement disaster recovery plan Btudent Serviceshich includesaking thenecessary steps
to effect hurricane defense measuesgecially as it pertains to the evacuation of persqnnel
students, and campus securéyg outlined on paged? and63 of this plan.

Maintain communicationwith Jefferson County Emergency Management Coordinator
(409)722-4371and the Port Arthur Police Department

Maintain communications with area weather media.

Develop and implement communication plan for campus evacuation, return to campus, and
media respose during assessment stage following storm.

Communicates plans to the media.

Director of Physical Plant

Advise President of hurricane conditions.

Oversee overall hurricane disaster preparation and defense.

Procure, storegand maintain in operable condition all supplies and equipment necessary to this
plan.

Takethe stepsnecessaryo effect hurricane defense measures as outlieggihning orpage79
in the Physical Plant sectioof this plan.

Director of Information Technology Services

Initiate Information Technology ServicEepartment disaster recovery procedures
Distribute Contact Information sheet to key personnel.
Distribute conference call procedure sheet to key personnel
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HURRICANE PROCEDURES

The State of Texas Emergency Management System and JeffersonBEhwenggncy Management
System are the ovarching authorities having jurisdiction in matters concerning public safety and
evacuations in times of declared emergency. These organizations will work in concert with LSCPA in
providing direction and assistancEhe state and local emergency management coordinators will

issue bulletins and preparatory announcementditodnitiate a safe and orderly response to the
disaster.The campus will participate with emergency managemathiorities in specific disaster

planning and will respond to the phased stagetoward closing the campus and ultimate

evacuation of the area.

L S C P &dbesence to the structural time frames represented in this plan are subject to modification
due to events as so directed by the Pessidf the College and the Assessment Team.

Beginning of Hurricane Season

Safety Coordinator announces beginning of hurricane season and requests all departments
review Hurricane Defense Plan atitkir DepartmentaDefense Rn.

PhysicalPlant conmences preseason preparations, which also includes securing a renewal of
Universal Weatherand Avat i onds meteor ol ogi cal service,
recovery agencyand the Interlocal Corporation Contract.

Check roofs of building®f loose debris; insure drain heads are cleared.

Inspect custodial supplies for adequate materials (mops, buckets, squeegees, batteries, and
batterypowered lights, etc.).

Ensure adequate fuel (gasoline and diesel) on hand for operationevfiency generators and
vehicles following storm.

Inventory and replenish emergency supplies
Ensure adequate supply of sand and bags available for filling sandbags.

Purchase plywood for storm preparation and pststrm repairs.
Hurricane/Tropical Storm within 72 hours or 125@ile range of Port Arthur as noted on
Hurricane Tracking Map

The Pr esi dentddisis MaragemeneTedtoecdnimsinicatédt@ their units that the
campus is monitoring a storm. Buildiegordinatorsshould be convened by their
appropriate vice president.
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The VicePresident forAcademic Affairs will contact the deans and department heads, alerting of
the new status.

The VicePresident forFinance will conduct an operational review of tBesiness Office. Nen
essential business not related to the possible closure of campus will be put aside. Employees
will redirect their efforts toward preparation for possible shutdown and evacuation of
campus.

The Director of Physical Plant will hawhysical Plantemployees begin to secure ressential
egupment e.g. picnic tables amgsh cans.

Emergency hotline number shoulddstablished andeleasedo the publicat this time.

Hurricane/Tropical Storm within 60 Hours of Port Arthur:

JeffersonCounty Emergency Operations Center to open round the clock.
LSGPA will send a representative to sit in on meetings and report back
to the college.

Backup of student records, library catalog, alumni records, and other
relevant data should occur at thesage.

Hurricane is within the 48 Hours or 1000nile range of Port Arthuror if any part of the
Texas/Louisiana coast between Matagorda Bay, Texas and Morgan City, Louisiana is in the
projected storm pathhurricane alert status should b&iggered. Jefferson County Emergency
Management will notify the campus of evacuation plans.

President 6s @iki§Managemprieans an slerttstates.

Presidentdos Office not i fandSmall BusiressDevslogpmest of t he
to the alet status.

Presidentds Office notifies t andthéPRont ArthuAr t hur I n
Police Departmenas to alert status.

President 6s Office not i f iCOHfiseadtdtiee al€restatass St at e Ur
President holds a strategy meeting to prepare the campus to activate the
Hurricane/Tropical Storm Defense Plan.

Physical Plant on alert to make preparations to shutter/sand bag College buildings.

Library and Museum should have assistance in securing tivagtconsider to be their priority
collections at this stage.
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Information Technology Servicesll back up all computer data at this time. Consider making
more than one back uptime permitsand storing these back up in different watertight
places. Unplg all computers and office equipment. All equipment should be placed above
the floor and covered with plastic.

Hurricane landfall 38 hours or 756mile range as noted on Hurricane Tracking Map

Presi dent 06s CBitManagemenTeain bf decisio to evacuate the camplice
Presidents notify respective area of responsibility of the decision to evacuate.

All Collegerelated functions are to be canceled.

Vice President forAcademic Affairs notifies deans to dismiss class.

Vice President forStudent Servicasotifies the media of the campus evacuation.

Physical Plant Director initiates the College shutdopvocedures.

Coordinate evacuation of The Museum of the Gulf Coast.

Coordinate evacuation procedures with the Small Business Development Center on campus.
All faculty, staff, and departments shutdown offices and evaautdie an8 hour limit.

Locate specific department hurricane plans. Begin implementation.

All windows closed, and if possible locked.
All Venetian blinds lowered.

All College vehicles shall be serviced and fueled by Physical Plant. Those vehicles capable of
being used to evacuate items such as servers or other essential computer drives shal
delivered to the designated areas for loading.

Secure labs.

All personnel leave the College at completion of hurricane preparations. Be sure to check out
with immediate supervisor. You will have eight (8) hours to accomplish shutdown. The
electricitywill be turned off at this time. Take personal items; they are not covered by
College insurance. The College Security Department will perform a security check of the
campus to verify that all neessential personnel have left the campus. If you have op®sti
about whether or not you are nassential personnel, please call the office of the Vice
President forFinance or the Director of Physical Plant for this information.
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PHYSICAL PLANT HURRICANE/TROPICAL STORM PROCEDURES

All personnefeport to supervisors for hurricane team assignmgntSe e Physi c al Pl an
Departmental Hurricane/Tropical Weather Systems Response Plan7Bage

Director of Physical Plant obtains a block of purchase order numbers to be used after the storm
for cleanup.The Physical Plant will keep records of purchase order numbers and associated
purchases until the Purchasing Department is able to return to the campus and set up
businessPurchase orders, department cleaptime sheets, and equipment logs are
includedin Physical Plant evacuation box which will be issued from the Finance Office. The
Physical Plant Director will also be issued cash to provide emergencyugiatipplies after
the storm.

Make final check of roofs for loose debris and clear drain headsn@ vents leading to roofs
to equaliz pressure during storm.

Distribute sandbagand supplies throughotite campus.

Issue additional waterproof sheeting and other protective and safety equipment as requested.
Shut down HVAC units, turn off all elewity, natural gas, and water.

Lock the doors, sand bag all entrances at grade, and duct tape the gap around exterior doors.
Securdoose lumber, sheet metal, drums, @amy exterior portable equipment such as lawn
furniture, trash receptacles, etc.

COLLEGE SECURITY PROCEDURES
All SecurityPersonnel report to the Security Coordinator for assignments.

Make final inspection of premises to confirm complete evacuation of all other person. (faculty,
staff, and students)

Telecommunicationgrocedures activateqsee pagelfor procedures)

Hurricane landfall 30 hours or 506mile range as noted on Hurricane Tracking Map
Remainder of campus should be evacuated.

Physical Plant runs final check, verifies utilities to laliildings have been shut off.
Physical Plant fuels and transports all vehicles to the county staging

Security verifies that all personnel have left the campus and buildings are locked.
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IMMEDIATELY AFTER THE STORM

The President or a designee contacts the Assessment Team to meet on campus or at a designated site.
Assessment Team

Completes immediate survey of campus to identify and isolate safety hazards (biological, electrical,
structural, gas leaks, etc).

Will evaluate the damage and develop immediate response plans.

Establishes communication with federal/state assistance offices as follows:
Jefferson County Emergency Management Coordin@arg Fountain (409y22-4371.
Port Arthur Emergency Managemedordinator, ChiefMark Blantor{Port Arthur Police
Department) (409) 9886110r Port Arthur Emergency Management Deputy Coordinator
Deputy Chief John Owens (409) 983816

DisasterResponse Team

Establishes communication networks and informs the campus community, media and the public
of developments.

Vice President for Student Servidemdles immediate media inquiries.

Telecommunications Coordinator establishes emergency communications, ags@sage to
telecommunications systeragsid initiatesrepair procedures.

Director of Information Technology Servicestablishes emergency computing stations, assesses
damage to computing services\d initiatesrepair procedures.

Vice President for Finace establishes emergency financial supdoréncialservicesand
contact with the insurance representative.

The Team will assemble following each crisis to evaluate how the situation was handled and
make recommendations to better handle similar sibmatin the future. T Team will also
assemble at least once per year to review the overall campus plan, individual department
plans, and to evaluate training and emergency notification literature.

Security Team
Secures campus from unauthorizetess and looting.
Assessment Teamall additional personnel as needed to resume College operations. Remaining

personnel wait to report to campus upon notification by immediate supervisor or through an
announcement on the local media services.

Faculty and Staff

Listen to local radio/TV stations for information.

26



SPECIFIC DISASTER PLANS

NOTE: KLVI (560 AM) is the primary Emergency Alert System radio station for the Port
Arthur area, NOAA Weather Radio (Port Arthur 162.44 MHZ). KBMTV (12),KBTV

(4), and KFDM-TV (6) are the primary Emergency Alert System television stations for the
Port Arthur area.

For information about campus status during and following the storm, call the Faculty/Staff
Information Hotline: 40983-4921 or the TolFree Number 80@77-5872.

DepartmentChairs, through normal administrative channels, will initiate surveys of department
equipment and furnishings and take appropriate measures.

If you are not listed as ®isaster Responséeam memberDO NOT RETURNto the campus until

contacted by @isaster Respons€éeam member or your supervisdEmployees will be
compensated according to LSCPAG6s Administration
Compensation Disaster R€all. Refer to theAppendixfor a copy of Policy No. 3.8.

Team Telephone Numbers

Dr. Gary Stretcher............... 9846209
Gwen RecK........ccccceeeeeenes 9846115
Stephen Arnold................... 9846249
Tom Neal.......ccoovvviiiinnnnn! 9846156
Connie Nicholas.................. 9846165
Mary Wickland.................... 9846125
Thomas Wolfe.................... 9846117
Samir Ghorayeb.................. 9846484
Darren Mclintire.................... 9846141
Peer Kaatrude.................... 9846216
Scott Street.......ccceeeeeeieiees 9846292
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BUILDING COORDINATOR ASSIGNMENTS

PROCDURES FOR HURRICANES, TROPICAL STORM, OR OTHER LONTERM
CLOSURE PROCEDURES

Building Coordinators are responsibier securing physical assets from storm
damage.Physical assets generally include, but are not limited to, equipment and
supplies required to support classroom, lab, and office functions.

Certain buildings have equipment unique to that facilAybuiding-by-building
evacuation checklist has been develop@dordinators are responsible for verifying
completion of evacuation activities and must report their findings to their Dean or the
Vice President for Academic Affaipsior to personally departinghe campus

The following tasks are common to most buildings and discussed in more detail here
than in the officiaDisaster Response & Recover Plarhese tasks must be
performed prior to evacuation of the campus.

1. Equipment that can be damaged bytevahall be covered by plastic bags or
waterproof sheeting golaced ina closet or cabinet if one is convenient and/or
available. Supplies will be provided by the Physical Plant Department.
Building Coordinators shall determine in advance if plastieeting will be
required and inform th@hysical Plant of the estimated quantity.

2. Computers shall be covered by plastic bags (but not sealed) and placed on
work stations.

3. All computers and peripheral equipment, as welladisother
electrical/electronic deices, shall belisconnected from their power sources
(not just turned off).However, the computers and peripherals shoatdain
connected to each other.

4. Perishable food and beverages shall be removed from refrigerators and
freezers and the doors progg open.

5. All windows, doors, and vents shall be closed and, if possible, locked.
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BUILDING Coordinator Alternate Dean/VPAA

Allied Health Janet Hamilton i Ext. 6354 Brandon Buckner - Ext. 6367  Janis Hutchins
Allied Health Annex Janet Hamilton i Ext. 6354 Brandon Buckner - Ext. 6367 PJanis Hutchins
Armory/HVAC Stephen Arnold - Ext. 6249 None Janis Hutchins

Process Technology

Jim Powelli Ext. 6344

Bill Andress - Ext. 6391

Janis Hutchins

Automotive Building

Dan Harriman - Ext. 6414

Physical Plant

Janis Hutchins

Book Store

Tom Neali Ext. 6156

None

Tom Neal

Business Office

Gwen Recki Ext. 6115

Mary Wickland 1 Ext. 6125

Gwen Reck

Carl Parker Multi Purpose Center

Scott Street i Ext. 6291

Jodi Broussardi Ext. 6294

Charles Gongre

ICosmetology Building

Cindy Guidry 1 Ext. 6404

Sherry LeJune-Ext. 6507

Janis Hutchins

Cosmetology Annex

Cindy Guidry -Ext. 6404

Sherry LeJune-Ext. 6507

Janis Hutchins

Education Annex
(Except Instrumentation)

Percy Jordani Ext. 6316

Charles GongreExt. 6229

Charles Gongre

Education Annex/ Instrumentation Lab

Bill Andress-Ext. 6391

Jim Powell-Ext. Ext. 6344

Janis Hutchins

Faculty Office Building

Nancy CammackExt.6390

Janis Hutchinsi Ext. 6236

Gary Stretcher

Faculty Office Pavilion

Nancy CammackExt.6390

Janis Hutchins- Ext. 6236

Gary Stretcher

Float Barn

Stephen Arnoldi Ext. 6249

Gates Memorial Library

Dr. Peter Kaatrude i Ext. 6216

Jimmet Lawrencei Ext.6220

Gary Stretcher

Gates Memorial Library Lab

Darren Mclntire 7 Ext. 6141

Samir Ghorayebi Ext. 6484

Gary Stretcher

Grounds Maintenance

Stephen Arnoldi Ext. 6249

Gulf Coast Museum

Shannon Haris T Ext. 6444

Madison Monroe- Rooms 101, 111

Nancy CammackExt. 6390

Information Technology
Services

Charles Gongre

Madison Monroei CIS Labs

Samir Ghorayeb Ext. 6484

Tom Peterson Ext. 6322

Gary Stretcher

Madison Monroei IT Services

Samir Ghorayebi Ext. 6484

Donna Dunigan- 6146

Gary Stretcher
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Madison Monroei COSC Lab

Percy Jordani Ext. 6335

Charles Gongrei Ext. 6229

Gary Stretcher

Madison Monroei Electronics Lab

Robert Peeleri Ext. 6420

Michael Trahan i Ext. 6378

Janis Hutchins

Special Populations

Andrea Munoz i Ext. 6241

Janis Hutchins

Madi M T h
adlson. onrgel Dr. Janis Hutchinsi Ext. 6236 Dr. Charles Gongrei Ext. 6229 Gary Stretcher

Downstairs Offices

Madison Monroe i . . Gary Stretcher

. . Charles Gongrei Ext. 6229 Janis Hutchinsi Ext. 6236 Y

Upstairs Offices

Madison Monroe i Science Lab Glenda Dupuisi Ext. 6316 Dr. Charles Gongrei Ext. 6229 (Gary Stretcher

Madison Monroe i Gary Stretcher

Music Hall

Kristel Kemmerer Ext. 6520

Aaron Horne i Ext. 6345

Charles Gongre

Physical Plant Building

Stephen Arnoldi Ext. 6249

Performing Arts T Art Studio

Grace Megneti Ext. 6477

Barbara Huval i Ext. 6341

Charles Gongre

Performing Arts - Offices

Music Department Chair

Dr. Charles Gongrei Ext. 6229

Gary Stretcher

Performing Arts 1
Recording StudidEquipment

Krist el Kemmerer Ext. 6520

Aaron Horne 6345

Charles Gongre

Performing Arts T Theater

Keith Cockrell i Ext. 6338

Damon Gengai Ext. 6351

Charles Gongre

Instrumentation

Bill Andress i Ext. 6391

Jim Powell Ext. -6344

Janis Hutchins

Recordbés Storage Bu

Stephen Arnoldi Ext. 6249

None

Gary Stretcher

Ruby Ruth Fuller Building 7 Inmate
Instruments

Dr. Barbara Huval 7 Ext. 6341

Inmate Instruction Staff

Gary Stretcher

Ruby Ruth Fuller Building T Training Labs
& Workrooms

Samir Ghorayebi Ext. 6484

Darren Mclntire - Ext. 6141

Gary Stretcher

Small Business Development

Linda Tait 7 Ext. 6530

Conrad Cooperi Ext. 6532

Gary Stretcher

Student Center

Tom Neali Ext. 6156

Student Success Center

Sherry Steelei Ext. 6321

Susan LeBlanci Ext.6244

Charles Gongre

Vuylsteke Home

Stephen Arnoldi Ext. 6249

White Haven Facility

Stephen Arnoldi Ext. 6249

29




SPECIFIC DISASTER PLANS

The Building Coordinator is responsible to make sure the following building preparations
have been completed:

ALLIED HEALTH (Hamilton/Buckner)

Unplug andooselybagall computersand sensitive electronic/medical equipment
Secure water sensitive equipment off the floor.

Disconnecall electrical appliances.

Cover bedsind Simpopulationwith plastic.

Remove all perishable items from refrigerasmrd prop door open

OO OO0

ALLIED HEALTH ANNEX (Hamilton/Buckner)

Unplug andooselybag all computeraind sensitive electronic/medical equipment
Secure water sensitive equipment off the floor.

Disconnecall electrical appliances.

Cover beds with plastic.

Remove all perishable items from refrigerator and prop door open.

LOLOL OO

ARMORY/HVAC (Physical Plant)

Unplug andooselybag all computes and sensitive electronic equipment
Secure water sensitive equipment off the floor.

Disconnecall electrical appliances.

Secure gas cylindein vault

Remove all perishable items from refrigerator and prop door open.

LOLOLOLOL Q)

AUTOMOTIVE BUILDING (Harriman/Physical Planj

Unplug andooselybag all computes and sensitive electronic equipment
Secure water sensitive equipmenttoé floor.

Secure tools in locked storage area.

Have oil storage drum emptied and secured.

Secure gas cylinders

Unplug all appliances.

Turn off power to air compressors and other electrical equipment.
Secure rollup doors and lock.

OO OO OO OO

PROCESS TECHNOLOGY LABPowell/Andress)

Unplug andooselybag all computerand sensitive electronic equipment
Secure water sensitive equipment off the floor.

Secure tools in locked storage area.

Turn off power to air compressors and other electrical equipment.
Secureollup doors and lock.

O 0O OO
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BOOK STORE(Tom Neal)

C Unplug andooselybag all computers.

C Drape and wrap books on shelves.

C Remove perishable items from freeaed prop door open
C Unplugall electrical appliances.

BUSINESS OFFICE (Gwen Reck/Mary Wickland)

C Unplug andooselybag all computers.

C Disconnecall electrical appliances.

C Remove all perishable items from refrigerasmod prop door open.

C Important files and papers should be raised and covered.

C Secure and lock doors.

CARL PARKER MULTI PURPOSE CENTER $treet/Broussard)

C Unplug andiooselybag all computers.

C Unplug all equipment and exercise equipment.

C Disconnecall electrical appliances.

C Remove all perishable items from refrigeratord freezerand prop doors open.

COSMETOLOGY BUILDING (Guidry/Lejeune)

Unplug andooselybag all computes and sensitive electronic equipment
Secure water sensitive equipment off the floor as practical.

Cover student stations and chairs with plastic as practical.

Advise students to remove all personais.

Disconnecall electrical applianceshair dryers, and facial equipment, etc
Remove all perishable items from refrigerasod prop door open.

Secure chemicals in proper locked storage cabinets or rooms.

OO O 0O OO

COSMETOLOGYANNEX (Guidry/Lejeune)

C Unplug andooselybag all computers.

C Unplug all equipment.

C Disconnecall electrical applianceshair dryers, pedicure chairs, etc

C Remove all perishable items from refrigera@nd freezer and prop doors open.

C Secure chemicals in proper locked storagbioets or rooms.

EDUCATION ANNEX EXCEPT INSTRUMENTATION (JordanvGongre)

C Unplug andooselybag all computerand sensitive electronic equipment or scientific
equipment.

C Unplug all equipment.

C Disconnecall electrical appliances.
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C Remove all perishable items from refrigerator.
C Secure chemicals in proper locked storage cabinets or rooms.

EDUCATION ANNEX INSTRUMENTATION (Andress/Powell)

Unplug andooselybag all computerand sensitive electronic equipment or scientific
equipment.

Secure water sensitive equipment off the floor.

Unplug all equipment.

Disconnecall electrical appliances.

Remove all perishable items from refrigerator.

0000 0O

FACULTY OFFICE BUILDING (Cammack)

C Unplug andoosely bag all computers.
C Disconnecall electrical appliances.

FACULTY OFFICE PAVILION (Cammack)

C Unplug andiooselybag all computers.
C Disconnecall electrical appliances.
C Lock gates to pavilion.

GATES LIBRARY (Kaatrude/Lawrence) and LIBRARY COMPUTER LAB
(MclIntire/Ghorayeb)

Unplug andooselybag all computers.

Cover stacks with sheets of polyethylene.

Turn off fountain pump.

Disconnecall electrical appliances.

Remove all perishable items from refrigerasord prop door open.

OO OO0

GROUNDS MAINTENANCE (Physical Plant)

Secure all itemghat can be damaged by water on pallets off the floor.
Remove all perishable items from refrigerator and prop door open.
Unplug and loosely bag computer.

Disconnect all electrical appliances

Top off all vehicles with fuel.

Secure and lock roll up doors.

Turn in radios to Physical Plant office.

OO0 OO0 O

GULF COAST MUSEUM(Harris)

C Unplug andooselybag all computers.
C Disconnecall electrical appliances.
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C Remove all perishable items from refrigerator and prop door open.
C Run elevators to the second floor dadk in place.
C Secure and lock roll up door.

MADISON MONROE BUILDING (Dr. Stretchey

C Unplug andooselybag all computers.

C Disconnecall electrical appliances.

C Remove all perishable items from refrigerators and prop doors open.
C Turn in radios tosecurity.

MUSIC HALL (Kemmerer/Horne)

C Unplug andooselybag all computers.
C Unplug all electrical appliances.
C Secure and lock roll up door.

PERFORMING ARTS CENTERART STUDIO (Megnet/Huva)

Unplug and bag all computers and sensitive electreqigipment.
Unplugall electrical appliances.

Cover art supplies and equipment.

Secure water sensitive equipment off the floor as practical.

O 0O O

PERFORMING ARTS CENTEROFFICES (Kemmerer/Gongre)

Unplug andoosely bag all computers.
Disconnecall electrical appliances.
Cover sensitive sound equipment.
Cover pianos and musical instruments.
Secure and lock rollup door.

OO OO O

PERFORMING ARTS CENTERMUSIC & THEATER AREAS (Cockrell &Kemmere]

Unplug andooselybag all computers and sensitive electronicipgment.
Unplugall electrical appliances.

Cover sensitive sound equipment.

Cover pianos and musical instruments.

Secure water sensitive equipment off the floor as practical.

Secure and lock rollup door

OO0 OO O

PHYSICAL PLANT BUILDING

Secure all items that cére damaged by water on pallets off the floor.
Remove all perishable items from refrigerator and prop door open.
Disconnect all electrical appliances

Unplug and loosely bag all computers.

O 00O
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C Top off all vehicles with fuel.
C Secure and lock roll up doors.
C Cdllect and inventory all Physical Plant radios.

PROCESS TECHNOLOGY LABAndress/Powell)

C Unplug andooselybag all computers.
C Disconnect electrical appliances.

RECORDG6S STORAGEHPhIdal Rlabt) N G

C Cover records with sheets pblyethylene

RUBY FULLER BUILDING INMATE EDUCATION OFFICES (Huval/Staff)

C Unplug andooselybag all computeraind sensitive electronic equipment in the
training rooms.

C Disconnecall electrical appliances.

C Remove all perishable items from refrigerator and prop door open

RUBY FULLER BUILDING & Training Labs & IT Repair Rooms OnlyGhorayeb/Mclntire)

C Unplug andooselybag all computersrad sensitive electroniequipmentn the training
rooms

C Secure water sensitive equipment off the floor.

C Disconnect all electricahppliances.

C Remove all perishable items from refrigerator and prop door open.

SMALL BUSINESS DEVELOPMENT (Tait/Cooper)

C Unplug andooselybag all computers and sensitive electronic equipment.
C Disconnecall electrical appliances and

C Secure watesensitive equipment off the floor.

C Remove all perishable items from refrigerator and prop door open.

STUDENT CENTER(Neal)

C Unplug andooselybag all computers.

C Disconnecall electrical appliances.

C Remove all perishable items from refrigeratand prop doors open
C Collect and inventory all security radios.

STUDENT CENTER- SNACK BAR(Neal)

C Unplug all appliances and equipment.
C Remove all perishable items from refrigerators and freezedsprop doors open
C Remove all perishable items fraranding machines.

34



SPECIFIC DISASTER PLANS

STUDENT SUCCESS CENTER (Steele)

Unplug andooselybag all computers.

Disconnecall electrical appliances.

Remove all perishable items from refrigerator and prop door open.
Important files and papers should be raised and covered.
Secureand lock doors.

00O 0O

THEATER STORAGEBARN(Cockrell/Gengo)

C Secure all items that can be damaged by water on pallets off the floor.
C Secure and lock roll up door

VUYLSTEKE HOME (Physical Plant)

C Unplug all appliances.
C Remove all perishable items fraefrigerators and freezerand prop doors open

WHITE HAVEN FACILITY (Physical Plant)

C Unplug all appliances.
C Remove all perishable items from refrigerators and freeaedsprop doors open
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STUDENT SERVICES

Review of the Disaster Recovery Plan

TheDisasterRecoveryPlan is reviewed at least annually before each Hurricane season. The plan is
also reviewed at other times of the year in anticipation of other impending weather crisis announced
for the region. Current phone numbers for key personnel and media contaevienwed and

confirmed. Communication with other key campus personnel is also made to verify procedures.
The Vice President for Student Servif¢BSSWwho is theStudent Servicesldh Administrator and
Coordinator is responsible for keeping the plamto-dateand can be reached at E&156 or by

cell phone at 72®912.

Disaster Recovery Implementation Team for Student Services

In addition to the campuwide DisasterRespons@eam, that consistsofti@ | | egeds Pr esi de
Vice PresidentsDirector PhysicalPlant, Director of Information Technology Servicaad other key
departmenthairs, the Division of Student Services has its @msasterRecoveryimplementation

Team to address their own specific actions in support of the campus plan.

The Student Services Disaster Recovery Implementit@m consists of the Vice President for
Student Services, Registrar, Director of Financial Aid, Coordinator of Advising, Coordinator of
Security, Director of Student Activitiemnd Coordinator of Pubdi Information. Eacheammember
represents his or her various offgand provides input as to how the division and campus can best
be served in the event of any given disaster. They will also be instrumental in developing a
restoration process dependiog the variables to overcome.

Procedures for Updating the Plan

Vice President for Student Services working in
the Campus Disasté&esponsd&eam various key offices on campus and other key studentesgrv

staff are responsible for the administration and coordination of the plan as it relates to their areas of
responsibility.

The procedure for updating the various elements of the Students Service Disaster Plan is that the
Vice President for Student Sereswill coordinate updates with the Campus Disaftesponse

Teamand Campus Master Plan. In turn, the respective Student Services Departments in response to
other campus or department needs will update their plan. The plan will be updated at least annually
and modified through the year as may be needed.
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Public Information

The Vice President for Student Services through the Coordinator of Public Information will keep the
media contact list up to date and see that necessary information to be communicated to our students,
faculty, staff and community will be dose with the assistance of area media. The Vice President

for Student Services will also make contact with officials from the Port Arthur Bdigartment to

confirm and update information and current conditions in regard to an impending or ongoing event
and circumstances. The Coordinator of Public Information will keep the contact list for various

media upto-date and provide a copy to the VPSS. If required, the VPSS, through ongoing
consultation with the President regarding concerns and potential sosna&lated to a particular

disaster will then take necessary action to notify area media, students, staff and/or agencies
regarding status and/or action to be taken by the College.

Admission & Records / Financial Aid / Admission Advising

The Admissioand Records, Financial Aidind Admission Advisers play a critical role in disaster
management as it relates to the institutionds
advising, financial aid and commencement services and are based on ke preroughout the

year. Delivery of the valuable services provided by these offices is heavily tied to the beginning and
ending of the various semesters. In the event of a catastrophic disaster and after essential services
are restored for the camputhese offices will provide critical services and leadership to the return

of services offered by each. Presently, each of these officethe process of converting hard copy

paper files to a new electronic image system

Student Activities

Student actiities, depending on the disaster scenario, will work with the VPSS to respond to the
situation accordingly. Upon the restoration of general campus services the office will assist to
restore services provided by each.

Security Office

The campus Securi@ffice (Ext. 6255, cell 720369) with consultation of the VPSS Office (Ext.
6156, cell 7260912) will work together will the other offices on campus in response to the given
disaster to assist by following the campus master disaster plan guidelinediset the master

plan. The VPSS will meet regularly with the Security Coordinator and the PAPD to address any
concerns as they may arise.
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TECHNOLOGY, TELECOMMUNICATIONS, AND INFORMATION
SERVICES PLAN

The Information Technology Services Deparitng responsible for the mainframe and other critical
servers on campus, the campus data network and its connections to other networks, and the campus
telephone system and its connections to the public telephone system. Loss of services from any of
thesesystems should be reported to the Assistant Director of Information Technology Services
(Ext.6141, cell 7421371), the Assistant Director (Ext.6146, cell fB8B5), or the Director

(Ext.6484, cell 749183).

If a catastrophic disaster occurs, one thatisas three or more of the following events to occur
simultaneously, the Information Technology Services Department will consult with the Crisis
Management Team to formulate a plan of action. In the event of a major disaster, the Information
Technology Serves Department has been tasked with restoring minimal, basic services to the client
departments within 7 working days. The restored services will be concentrated at a central, mutually
agreed upon, location (currently the Parker Center). It is estimidu@idthe cost of a major disaster

that results in the destruction of equipment in the Data Center could reach $350,000. A similar
disaster in the Network Center could cost $250,000. The Information Technology Services
Department keeps a detailed DisagRacovery Plan in the office of key personnel and the Network
and Data Centers.

Loss of Banner System

The Lamar State Collegeort Arthur (LSCPA) Banner ERP System consists of multiple servers with
specific roles in the overall system. Each serveradected by redundant components and power
supplies that minimize the risk of downtime. Smaller standby systems are also located on campus in
a separate building. The data and programs on the systems are also backed up to tape and copied to
the standbygystems on a nightly basis. The tapes are stored onsite in three fire resistant safes

located in different buildings across campus. Information Technology Services maintains a hardware
service contract on the systems and software support in the eveptatifiem. Upon report of a

loss of service of the mainframe computer system, the Information Technology Services Department
will:

1. Troubleshoot the problem and determine a preliminary cause. Based on that diagnosis,
estimate the time required to retutmetsystem to normal operations. If a prolonged outage
is forecast, consult with client departments and determine if a switch to one of the standby
systems is required. A prolonged outage is one that consists of two (2) to three (3) days of
anticipated dan time.
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2. If the problem is hardware related, call Dell Server Support with the server serial number.
Dell will help diagnose the problem and send any necessary replacement parts. Telephone:
1-800-234-1490.

3. If problem is operating system related, InforroatTechnology Services staff will diagnose
and resolve the problem.

4. If the problem is related to the Dell EqualLogic SAN, call Dell EqualLogic support with the
serial number of the SAN.

5. If the problem is related to a Banner applicationrhiouseprogramming staff will resolve the
problem or call SunGard Higher Education support.

6. If the problem is related to the Oracle database, call SunGard Higher Education support.

Loss of Telephone Service

The LSGPA telephone system is protected by redahgawer supplies that minimize the risk of
downtime. LSEPA possesses its own Private Branch Exchange (PBX) telephone system. The
Information Technology Services Department is responsible for minor configuration changes to the
system and troubleshootimginor problems. The systems configuration is backed up on a weekly
basis. Information Technology Services maintains a service contract on the system in the event of a
major problem.

The system is connected to the local telephone company by fibec@pigctions and retains

copper connections for backup. The fiber optic connections provided by the telephone company
possesses many diagnostic and monitoring tools that help prevent problems from becoming
catastrophic in nature. Upon a report of a logservice from the telephone system, the Information
Technology Services Department will:

Troubleshoot the problem to make a preliminary determination of the nature and extent of the
failure. Based on that diagnosis, estimate the time required to res®seystem to normal
operations. If a prolonged, campus wide outage is forecast, consult with client departments
and determine an appropriate course of action.

If the problem is limited to one or two extensions, the Information Technology Services staff
telecommunications specialist will test the wiring between the PBX and the handset(s).
Replace the handset. Reset or recreate the extension(s) using the PBX software. Recreate the
extension(s) on a different circuit within the PBX.

If the problem is linted to a single building, the staff telecommunications specialist will test the
cabling between the PBX and the building.
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If the problemcannotbe solved by the staff telecommunications specialist, the system vendor
will be contacted for technical supporThe vendor may dial into the system to remotely
diagnose or solve the problem and/or the vendor may dispatch a service technician to the
campus. The vendor is CMS Communications and may be contacted by teleg@@he: 1
8464267

If the problem is causkby a failure of the fiber optic connections to the telephone company, the
AT&T circuit repair department can be contacted by telephor@0@870-8390, Circuit
number: 21.DCJD.4099834921

If the problem is campus wide and will require more than 24 himurssolve, emergency
telephones connected via existing standard telephone lines will be distributed to key
personnel. If necessary, additional standard telephone lines can be installed within three (3)
to seven (7) working days.

If the problem is withhte voicemail system, it will not be considered critidaformation
Technology Services will resolve the problem as soon as possible.

Loss of Secondary Servers

The Information Technology Services Department maintains several servers that host vital
application for the campus community. These include: Domain Names Services, World Wide Web,
Domain Authentication, and application hosting. These systems are genars that feature

redundant components and power supplies to minimize the risk of downtime. Some are also run on
multiple servers for failover protection. All of the servers are backed up to tape on a nightly basis
with the tapes stored both onsitedaoffsite in fire resistant safes. Upon a report of a loss of service
from one or more of the secondary servers, the Information Technology Services Department will:

1. Troubleshoot the problem to make a preliminary determination of the nature and éxtent o
the failure. Based on that diagnosis, estimate the time required to restore the system(s) to
normal operations. If a prolonged, campus wide outage is forecast, consult with client
departments and determine an appropriate course of action.

2. If the problen is with a system whose applications are duplicated on another system,
Information Technology Services will make any necessary changes so the secondary system
will provide the applications services.

3. If the problem is a hardware problem with a system wlagplications are not duplicated by
another system, Information Technology Services will determine if the applications can be
restored from tape to a different system. The substitute system will serve until the original is
serviceable again and a convemig¢ransition can be undertaken.
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4. If the problem is operating system related, Information Technology Services Systems
administration staff will diagnose and resolve the problem.

5. If the problem is application related, Information Technology Servicesrgyste
administration staff will diagnose and resolve the problem. If necessary, staff will call the
vendor of the particular application for technical support.

6. If the problem is hardware related, Information Technology Services Systems administration
staff wil diagnose the problem and replace the faulty components. If necessary, staff will
contact Dell Computer Corporation for technical support and replacement parts.

Telephone: 48800-234-1490.

Loss of Internet Connection

The Information Technology Seres Department maintains the equipment necessary for the
campus@nidSUEARN connections to the I nternet.
control of the connection ceases at the campus demark, the department will assist in resolving any
off canpus problems in every way possible. The on campus router is a Cisco model ASR 1001.
Information Technology Services keeps all of the Cisco networking equipment under maintenance
contract. Cisco Technical Assistance Center (TAC) can be contacted foicecdupport and
replacement equipment. Upon a report of a loss of service from the Internet, the Information
Technology Services Department will:

Troubleshoot the problem to make a preliminary determination of the nature and extent of the
failure. Ba®d on that diagnosis, estimate the time required to restore the connection. If a
prolonged outage is forecast, consult with client departments and determine an appropriate
course of action. The Assistant Director of Information Technology Services tijlithe
campus community of the situation via voicemail.

If the problem is due to a failure of the AT&T Gigantacuit, the Assistant Director of
Information Technology Services will call the local telephone company to report the
problem. Telephone:-800-870-8390, CircuitlD: 26.DHDA.010238

If the problem is due to a failure of the TSUS IP connection, thet@gsidirector of
Information Technology Services will call the TSUS Network Operations Center (NOC) to
report the problem. Telephon&l2) 4718530, Router IP Addres207.80.110.213

If the problem is due to a failure of the Time Warner fiber cirché,Assistant Director of
Information Technology Services will call the Time Warner Network Operations Center
(NOC) to report the problem. Telephone: 8665191263, Account number: 8262 29 012
0494631 Customer Code: 2695.
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If the problem is due to a hangre failure in the router, the Assistant Director of Information
Technology Services will call Cisco TAC and request a replacement unit under the terms of
the service agreement. Telephon&0D-5532447, Contract Number 91220091.

If the problem is dut software corruption or configuration problems on the router, the
Assistant Director of Information Technology Services will restore the software or
configuration from backup. If technical support is required, Cisco TAC should be contacted
as providedn the terms of the maintenance agreement. Telephe8@0-553-2447,

Contract Number 91220091.

If the problem is due to excessive network traffic, the Assistant Director of Information
Technology Services may disconnect or remove the source of theftoaffithe network.

Loss of Local Area Network

The Information Technology Services Department maintains the campus wide data network. The
network consists of intdsuilding fiber optic cabling, Category 5 wiring to the desktop, and Cisco
networking sviches and routers. Information Technology Services keeps all of the Cisco networking
equipment under maintenance contract. Cisco Technical Assistance Center (TAC) can be contacted
for technical support and replacement equipment. The data network isatigwery reliable. Upon

a report of a loss of service from the LAN, the Information Technology Services Department will:

Troubleshoot the problem to make a preliminary determination of the nature and extent of the
failure. Based on that diagnosis, eséite the time required to restore the connection. If a
prolonged outage is forecast, consult with client departments and determine an appropriate
course of action.

If the problem is due to a cut of the fiber optic cable between buildings, the AssisetdDof
Information Technology Services will determine if an alternate pathway is available. The
Assistant Director of Information Technology Services will call an appropriate contractor to
repair the cable if possible. If necessary, the Assistantciref Information Technology
Services will replace the entire cable.

If the problem is due to a hardware failure of the Cisco equipment, the Assistant Director of
Information Technology Services will determine the failed component and, if possible,
replace it with a spare stored in the Network Center. If no spare is on campus, the Assistant
Director of Information Technology Services will call Cisco Technical Assistance Center to
order a replacement under the terms of the service contract. Teleph808:553-2447,

Contract Number 91220091.
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If the problem is due to software corruption or configuration problems on a network switch, the
Assistant Director of Information Technology Services will restore the software or
configuration from backup stored &is personal computer. If technical support is required,
Cisco TAC should be contacted as provided in the terms of the maintenance agreement.
Telephone: 8800-553-2447, Contract Number 91220091.

Loss of Air Conditioning in the Network/Data Centers

The hformation Technology Services Department has separate Network and Data Center rooms.
Both rooms contain equipment that is sensitive to heat and humidity. That same equipment also
generates considerable heat and requires reliable, powerful air conditidnimaintain an
environment suitable for operation. Both rooms have primary and secondary air conditioning
systems independently capable of maintaining a suitable environment. The Physical Plant
department is responsible for maintaining the air conditig systems. Upon a report of a failure of
the air conditioning system(s), the Information Technology Services Department will:

Call the Physical Plant Department (Ext. 6250) to report the outage.

Make a preliminary determination of the nature aaxent of the failure. If the failure is limited
to the primary system, the secondary system should provide sufficient cooling to prevent any
shutdown of equipment. Information Technology Services will monitor the situation until
both systems are functiah

If the problem includes both the primary and secondary systems in the Data Center, Information
Technology Services will begin shutting down all4eseential equipment. Information
Technology Services will also open the doors to the room and plexasaneeded to
improve air circulation. If the room temperature rises above 80 degrees Fahrenheit, all PC
based servers will be shutdown according to a predetermined shutdown list stored in the
Data Center. If the temperature rises above 85 degreeshakit, the mainframe and all
networking equipment will be shutdown. All client departments will be notified before the
shutdown of essential systems begins.

If the problem includes both primary and secondary systems in the Network center, Information
Technology Services will begin shutting down all ressential equipment. Information
Technology Services will also open the doors to the room and place fans as needed to
improve air circulation. If the room temperature rises above 85 degrees Fahrenheit, al
networking equipment will be shutdown according to a predetermined shutdown list stored in
the Network Center. All client departments will be notified before the shutdown of essential
systems begins.

If the outage is prolonged, Information Technologyvi&es will consult with the Crisis
Management Team and key client departments to determine an appropriate course of action.
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Loss of Electrical Power in the Network/Data Centers

The Information Technology Services Department has separate Netwdblaem@enter rooms.

Both rooms feature Uninterruptible Power Supplies for critical equipment and electrical support
from the backup generator in the event of a failure of the electric utility. In the event of a failure of
both the electric utility and thbackup generator, the UPS systems should provide power to the
computer systems for a sufficient amount of time to perform an orderly shutdown. The UPS for the
PBX telephone system should provide approximately four (4) hours of operation. Upon afr@port o
failure of the electric utility, the Information Technology Services Department will:

Notify the Physical Plant Department at Ext.6250.
Verify the generator support to the Network and Data Center equipment.

Verify the operation of the UPS systems.

If the generator support fails in either room, Information Technology Services will notify the
Physical Plant Department and begin shutting down-essential systems to conserve the
UPS batteries. If the problem is not corrected immediately, Informagohnblogy Services
will begin shutting down all systems. Information Technology Services will also assist the
Physical Plant Department in any way required. All client departments will be notified
before the shutdown of essential systems begins.

When theelectrical utility or generator support is functional, Information Technology Services
will restart any systems that were shut down and verify the UPS systems status.
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FINANCE OFFICE EMERGENCY MANAGEMENT PLAN

Assignment of Responsibility

The individuals responsible for the development and execution of the Finance Office Emergency
Management Plan are as follows:

Head of the Finance Office Emergency Management Plan

Gwen Reck
Thomas Wolfe
Mary Wickland
Karen Snyder

Plan Development and Maintenance

Gwen Reck
Thomas Wolfe
Mary Wickland
Karen Snyder

Plan Contact and Activation

Gwen Reck
Thomas Wolfe
Mary Wickland
Karen Snyder

Representatives on the Incident Response Team

Gwen Reck
Thomas Wolfe
Mary Wickland
Karen Snyder

Finance Office Emergency Management Team

Gwen Reck
Thomas Wolfe
Mary Wickland
Karen Snyder
Karen Duvall
Maureen Veltz
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FINANCE OFFICE RESPONSIBILITIES AND SERVICES

The Finance Office is responsible for Purchasing, Payroll, Accounts Payable, Accounts Receivable
(Studem Tuition and Fees), and Financial Accounting. All critical areas of the Finance Office
depend heavily on tHaformation Technology Servicédetwork, Main Frame Computer,
Telecommunications, Internet;r&ail) and Physical Plant (Utilities, Building Services). In the event
of loss of service from the Computer Center or Physical Plant, the Finance Office is prepared to
provide a continuationfoservices using the following procedures:

Vice President of Finance

Maintain communication with TSUS finance personnel

Establish and coordinate insurance representative information changes
Provide information of status of financial affairs to fPeesident

Coordinate emergency Finance Office support and servicestefif necessary
Prepare and file appropriate FEMA forms if applicable

Coordinate restoration of erite Finance operations

Purchasing

Produce hand written Purchase Orders

Blanket catracts are in place with key service providers for emergency situations (Building
repair services and emergency supplies)

An emergency supply of paper Purchase Order forms are secured atsite tdtationand
included in two separate evacuation baxes

Payroll

Produce hand written Payroll Checks

An emergency supply of preimbered blank checks is secured at assibéflocation along with
a payroll register.These are also included in the payroll evacuation box. If necessary, in
coordination with ITServices, run an ofite payroll to pay employees. Be prepared to
maintain contact with appropriate state vendors associated with payroll. The Finance Office
maintains more detailed plan specific to the Finance Department.

Accounts Payable

Produce handvritten Vendor Checks

An emergency supply of preimbered blank checkssecured at an offite location along with
a payroll register.These are also included in the accounting evacuation box. If necessary, in
coordination with IT Services, run venddrecks.
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Be prepared to maintain contact with the appropriate State Representatives and USAS Services
as needed.
Be prepared to maintain banking services contacts and funds during the crisis.

Accounts Receivable (Student Tuition and Fees)

Receivest udent sd pay ment-sumberedrbceiftsand wr i tten pre
Latest detail report of student receivables aeeured at an offite location and also included in

the cash managemeeNacuatiorbox.
If necessary, in coordination with IT Services, run arst# Student Refund Process Monitor

and in coordination with IT Services, maintain Student Payment Processes through

Touwhnet.
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SMALL BUSINESS DEVELOPMENT CENTER
EMERGENCY/DISASTER MANAGEMENT PLAN

AUTHORITY, PURPOSE AND SCOPE

1. The development of &mall Business Development Cen&BIDQ Regional Emergency
/Disaster Management Plan (SBDC EMP) is necessary to position the Lamar State College
SBDC to react or respond to emergency situations or devastating events that impact the
small business commupiadversely.

2. In order to appropriately respond to the needs of (1) SBDC staff, (2) our stakeholders, and
(3) our clients, a system of action in the event of a natural ormmeate disaster.

3. A formalized disaster plan is required to be in place for the SBDC undeinikersity of
HoustonSmall Business Development CentéH(SBDQ cooperative agreement with the
U. S. Business Administration.

4. TheDirector of the SBDC shall, along with SBD@f§tand in accordance with Lamar State
College institutional policy, will conduct continuous planning to minimize the risk of
personal injury and property loss from critical incidents; shall cooperate with public bodies
and agencies charged with disastentrol; shall take necessary and prudent steps to assure
continuity of operations and restoration of normal activities as quickly as possible following
an emergency or a disaster.

PROCEDURES

1. General Required Precautionary Measures

a. The ClientTracking System maintained with SoftShare, the vendor of WebCATS and
located in California, is required under contract to bagk SoftShare, with recorded
copies maintained in eHite and secure locations.

b. This center must maintain an adequate computekdi@ system such that critical
financial data is stored at least one-gffe location, using rotated tapes, rewritable CDs,
or other comparable media.

c. An emergency contact list that includes the home telephone numbers of all staff will be
maintained andipdated no less than seamnually. All staff should be provided with the
contact phone number for his/her supervisor sanmually.

d. A copy of this disaster plan will be distributed to all SBDC staff at the Lamar State
College SBDenteron an annual basis. A copy will also be forwarded to the region
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office atUH-SBDCand to the VicdPresident of Academic and Student Affairs at Lamar
State College.

e. An electronic file copy of this plan and contact lists will also be stored on the savee s
as the client tracking system by SoftShare for emergency retrieval purposes.

f. Critical federal, statecollegeor host, primary landlord or building, utilities, and other
sponsor contacts will be included on these emergency contact lists.

g. ThisCenter will maintain a complete list of relevant media contacts, hard and electronic,
and oftsite copy, for the dissemination of operations and assistance information.

h. Each center should conduct, no less often than annually, an evacuation drififfans
the event of an emergency situation during standard work hours, and provide information
to staff on how to proceed to maximize human safety and survival, preserve property, and
minimize danger.

2. Emergency Notifications
a. Eachdirector is designated as the key point of contact for his/her direct reports.

b. TheDirector of the Port Arthur SBDC, in the absence of a department administrator, is
currently listed with Lamar State College at Port Arthur as the initial disaster
departnental contact and liaison for the Lamar State College SBDC. Emergency
Management Team 1 (EMI) will consist of UH Network senior management staff,
including primary points of contact from the UH EMT or their administration designee(s),
and are responsiblfor the first line of the coordination and implementation of the SBDC
Emergency Disaster Management Plan (EMPhedirector will receive all critical
and/or emergency information forthcoming from Lamar State College, and is hereby
designated to purveye information to the SBDC EMI. This individual is responsible
for providing all critical information to the Executive Region Director and/or his next
highest direct report (the Associate Region Director) in his absence. Upon the receipt of
such infomation, the SBDC EMT will communicate by what ever means possible. As
decisions are made, the members of the SBDC-EMill notify the SBDC EMT2, and
phone tree contacts will be implemented to appropriately contact all SBDC employees.
SBDC EMT2 corsists of the UHSBDC region center directors.

c. The Lamar State College SBDC will base its communications of emergency situations
primarily based on emergency information
contact on the campus is Dr. Gary StredchThe campus utilizes radio station KLVI
(560AM) out of Beaumont to communicate campus closings.

d. Inthe event of a regiewide disaster or emergency event, the Associate Region Director
will make contact with all network centers and receive area#mstific assessments of
operation capabilities in light of the event. The Associate Region Director will convey
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this information to the Executive Region Director, and all network center and
Metropolitan Center operations will be assessed and a plan defas¢he following
24-48 hour period.

e. If this center IS affected by an emergency event, and Region office IS NOT affected by the
event, the Center Director will notify the Associate Region Director of any notification of
the disaster that the center heeceived from its host. The Associate Region Director will
notify the Executive Director, and decisions will be made concerning continued
operations for that center, next steps, and first responders as dictated by the situation.

f.  All staff will be notifiel by his or her supervisor or director in the event of a facilities
closure. All relevant information regarding campus status will be disseminated via KLVI
Radid 560 AM and KFDM NewsChannel 6.

g. Common sense should prevail, and if an individual haveeh contacted by his/her
supervisor, or communication is not possible due to phone outages for example,
employees should make determinations for reporting to work based on personal safety.
This center wild/ abi de by ngadministiative leavefors t i t ut
closures, and for employees who cannot safely report to work in the event of an isolated
emergency situation where the SBDC center is not officially closed by the host institution.

h. The Associate Region Director will be respitesifor ongoing communications with
network centers, based on information from the UH, the Financial Director as the official
UH communications liaison, the Executive Region Director, and sponsor contacts.
Information will continue to be disseminatedragathe same communication lines to all
UH directors, and subsequent direct reports in the chain of command.

3. Sponsor Disseminated Information / Contacts

a. The following chain will be followed for disseminating the information amongst the
staft
(1) Dr. Gary Stretcher
(2) Linda Tait
(3) Conrad Cooper
(4) Kasey Taylor

b. The electricity provider is EntergyTexas. The contact phone numbers are:
(1) Emergencies:1-800-368-3749 (:80G-ENTERGY)
(2) Power outages:1-800-968-8243 (:800-90UTAGE)

4. Small Business Assistana&ction

a. Inthe event of an emergency that affects local businesses, the SBDC will utilize its
resources to address the local need. TheSBBC region office and regional SBA
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b. office will be contacted to determine an action plan and resources avditalile
local business community. The Lee College SBDC website contains excellent
information regarding emergency resources for businesses, as well as individuals. The
site can be found dtttp://www.lee.edu/sbdc/emergency.asp

c. The action plan and resources will be communicated to the local media to disseminate to
the community. The media contacts include, but are not limited to the following:
(1) KFDM Newsi Main Phone:409.892.6622; Fax:4@92.7305
(2) KBTV News Main Phone:409.840.4444; Fax:409.899.4639
(3) KBMT Newd News room phone:409.838.1212; Fax:409.835.1617
(4) Clear Channel Radi® Main Phone:409.896.5555

5. Facilities Evacuationand Relocation

a. If emergencies occur at an SBIdLility, the two responses from building occupants will
be to either evacuate the building, or remain in the building (sheitptace).
Generally, the proper response will be based on whether the emergency is within the
building or in the environmentutside of the building.

b. Evacuation is the orderly exit from the buildingiBa fire is in the building. Eacuation
will also be appropriate in the event of a hazardous chemical release in the area.

c.In the event that an evacuation is warrantegpervisors will be notified by whatever
means available to direct remaining staff about how to procékdess otherwise noted,
all staff will proceed to the Procter Street parking loRirection will be provided by
management to determine if all staflaccounted for.

In general, the following procedures should be followed if an evacuation is called for by
management or the fire alarm is sounded:

a. Preeemergency Employee Responsibilities for Evacuation

(1) Know where security and PAPD emergenaynbers are postedthis
information is posted at each telephone in the building.

(2) Know how to use fire extinguishers. Become familiar with the location of the
fire extinguisher. It is located just outside the restroom in the back hall.

(3) Know the location outside the building where members of your department
must congregate upon exiting the building. For Lamar State College SBDC,
this will be the Procter Street parking lot.

(4) Participate in all fire drills and take them seriously.

(5) Superwsory staff should advise all personnel that they are to begin
evacuating at the first sign of smoke or fire alarm.

(6) Supervisory stafk responsible for assisting any staff to evacuate who are not
ambulatory or who are disabled.
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b. Evacuation Duties duringn Emergency:

(1) Dial 911 and orcampus security (Extension 6255)

(2) Confine the fire by closing all doors and windows.

(3) Alert people on the floor so they can begin evacuation

(4) Take personal belongings and exit the building.

(5) Remain outside the building until aed back in the building by the fire
department, PAPD, Campus security, or building personnel. If further
instructions are required for a more distant evacuation, those orders will be
given by campus security and/or SBDC management.

(6) Congregate at the prdesignated location outside the building so that a head
count of the department can be taken. Again, this is the parking lot in front of
the building.

c. Emergency Procedures for Disabled Personnel or those who may have been
rendered norambulatory in @ emergency

(1) One person should stay with the disabled individual while another person
reports to the Police or Fire department.

(2) Hearingimpaired and visually impaired persons need only one person
assigned to assist them during an evacuation. They musitified of fire
alarms and guided to safe escape routes.

(3) If evacuation to the outdoors appears to be too dangerous because doing so
might put people in harm's way, it may be safer for people to stay indoors.
"Sheltering in place" is when people make alt&r out of the place they are
in. Itis a way for people to make the building as safe as possible to protect
themselves until help arrives. An example of a situation that may require
sheltering in place could be the derailment and explosion of a hazard
chemical rail car. Should this become necessary, all staff will be notified by
supervisors on where and when to safely congregate inside the building for
further instructions.

6. Damage Assessmeahd Recovery
a. The SBDC EMT2 will, in conjunctionwith campus authorities, assess the physical
facilities with landlord representatives or facility building owners, and make
determinations regarding repening each SBDC for business. Personnel safety will be
paramount during the assessment period.

b. SBDCstaff will be notified of when to report to work after an official closure, and any
additional instructions disseminated to the staff by the SBDC-BMT

c. Some SBDCs may be or become operational when others are not. In dealing with small
business disasteecovery issues, network SBDCs who are able to be operational may
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be called upon to assist small businesses on a regida basis. Further, staff who are
headquartered at SBDCs that are not operational, where others are able to resume
operations, may beequired to report to work at other network center locations to assist
small businesses with disaster recovery, so long as their personal safety is not
jeopardized.
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FACULTY/STAFF ACTION PLAN

(Refer to Hurricane/Tropical Storm DefenBlan) page20.

Hurricane/Tropical Storm season officially begins June 1 and extends through November 30. In the
event a hurricane/tropical storthreatengheupper Texasoast and Lamar State Colleg®ort

Arthur, the campus will be evacuated. The following plan aslprocedures and steps that will ensure
the safety of the campus community. The Faculty/Staff Information Hotlin®883821 or the Toll

Free Number 80@77-5872, will be set aside as a weather and campus information source during
storm conditions.

Beqginning of Hurricane Season

Reviewthe hurricane planportion of the Disaster Response and Recovery &MeineLSGPA Web
Site http://www.lamarpa.edu/dept/pp/docs/dr_plan.pdf

Department Chairs review department action plans with employees.

Materials for evacuation preparation are purchased by the Physical Plant and will be distributed as
needed

Hurricane Readiness Materials Available from Physical Plant
For a list of available supplies refer to Physical Plant Hurricane/Tropical
Weather Response Plan

Hurricane Landfall 38 hours or 75@mile range as noted on Hurricane Tracking Map
Presi dent 6 sCri9f Manageenenbeant af decisers to evacuate the campus.
Vice Presidents notify respective area of responsibility of the decision to evadlualellege

related functions are to be canceled. Viresident forAcademic Affairs notifies Deans to
dismiss class.
Vice President forStudent Servicasotifies the media of the campus evacuation.

Physical Plant Director initiates the College shutdown procedures.

Coordinate evacuation procedures with the Small Bssiizevelopment Center on campus.
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Locate specific department hurricane plans. Begin implementation.

All faculty, staff, and departments shutdown offices and evacuate (8 hour limit).

Back up all computer data at this time. Consider making more than @kaupaand storing these
back up in different watertight placddnplug all computers and office equipment. All
equipment should be placed above the floor and covered with plastic.

All windows closed, and if possible, locked.

All Venetian blinds lowered.

All College vehicles shall be serviced and fueled by Physical Plant. Those vehicles capable of being
used to evacuate items such as servers or other essential computer drives shall be delivered to
the designated areas for loading.

Secure labs.

All persanel leave the College at completion of hurricane preparations. Be sure to check out with
immediate supervisor. You will have eight (8) hours to accomplish shutdown. Take personal
items, they are not covered by College insurance.

The College Security Depanent will perform a security check of the campus to verify that all non
essential personnel have left the campus. If you have questions about whether or not you are a

member of th®isaster Responsbeam refeto page7 of this document or contact the Office of
the VicePresident forFinance or the Director of the Physical Plant.

IMMEDIATELY AFTER THE STORM

The President or a designee contacts the Assessment Team to naapas or at a designated site.
The Assessment Team will evaluate the damage and develop immediate response plans.

Assessment Team

Completes immediate survey of campus to identify and isolate safety hazards (biological, electrical,
structural, gas leakstc).

Will evaluate the damage and develop immediate response plans.

Establishes communication with federal/state assistance offices as follows:

Jefferson Countyfeergency Management Coordinator
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John Cascio (409) 722371
Port Arthur Emergency Management Coordinator

ChiefMark Blanton(Port Arthur Police Department) (409) 98615 or Port Arthur Emergency
Management Deputy Coordinator

Deputy Chief John Owens (409) 98816

Disaster Response Team

Establishes communication networkslanforms the campus community, media and the public of
developments.

Vice President for Student Services handles immediate media inquiries.
Vice President for Finance coordinates insurance notification.

Telecommunications Coordinator establishes emergency communications, assesses damage to
telecommunications systenasd initiatesrepair procedures.

Director of Information Technology Servicestablishes emergency computing stations, assesses
damage to emputing servicesnd initiatesrepair procedures.

The Team will assemble following each crisis to evaluate how the situation was handled and make
recommendations to better handle similar situations in the future. The Disaster Response Team

will also assemble at least once per year to review the overall campus plan, individual
department plans, and to evaluate training and emergency notification literature.

Security Team
Secures campus from unauthorized access and looting.
Disaster Response Teanilwall additional personnel as needed to resume College operations.
Remaining personnel wait to report to campus upon notification by immediate supervisor or
through an announcement on the local media services.

Faculty and Staff

Listen to local radio/TV stations for information.
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NOTE: KLVI (560 AM) is the primary Emergency Alert System radio station for the Port
Arthur area, NOAA Weather Radio (Port Arthur 162.44 MHZ). KBMTV (12),KBTV (4),
and KFDM-TV (6) are the primary Emergecy Alert System television stations for the Port
Arthur area.

For information about campus status during and following the storm, call the Faculty/Staff
Information Hotline: 40983-4921 or the Toll Free Number 8@81Y7-5872.

Department Chairs, through neral administrative channels, will initiate surveys of department
equipment and furnishings and take appropriate measures.

If you are not listed as a Disaster Response Team member, do not return to the campus until

contacted by a Disaster Response Team menor your supervisarEmployees will be compensated
according to LSCPAG6s Administration Policy and P
Disaster ReCall. Refer to theAppendixfor a copy of Policy No. 3.8.

Team Telephone Numbers

Dr. Gary Stretchey Vice President for Academic Affairs............. 9846209
Gwen ReckVice President for FInanCe.........ccoocovvvvvieiiiiiieeniennns 9846115
Tom Neal Vice President for Student Services...........ccceeeeeennn. 9846156
Peter Kaatrude, Dean of Library Service.........cccccoeiiiiiiiiiieeennnn 9846216
Stephen Arnold Director of PhysicaPlant..............ccccooeeiiiiiineees 9846249
Mary Wickland, Associate Vice President for Finance...............! 9846125

Samir Ghorayeb Director ofInformation Technology Services...9846484
Shannon Hansen, Director of the Museum of the Gulf Coast...984-6444

Scott StreetDirector of AthletiCs.............ccccviiiiiiiiiieeeen 9846292
Darren Mcintire, Network Manager................eueiiiiiicmeeeeeennnnens 9846141
Thomas Wolfe, Purchasing Manager............ccccoeevveevvieeeinneeeeenn. 9846117
Connie Nicholas, Registrar...........c.cccoeviiiiiiiieeeii e 9846165
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STUDENT ACTION PLAN

Hurricane Season officially begins on June 1 and runs through November 30. In the event a
hurricane/tropical storm threatens the Upper Texas Coast and Lamar State Cedegarthur, the
campus will be evacuated. The following plan outlines procedurestapsd that will ensure the safety
of the campus community.

Information Hotline: 409834921 or the Toll Free Number 821¥Y7-5872, will be set aside as a
weather and campus information source during storm conditions. Should you have any questions about
this plan contact th©ffice of Student ServicesExt. 61560r by cell phone at720-9912.

Beginning of Hurricane Season, June 1

Review the Student Action Plan for Hurricane/Tropical Storm.

Update list of necessary phone numbers and information needed in case of evacuation.

Beqginning Of Summer/Fall Semester

Students obtain a copy of the Student Action Plan for Hurricane/Tropical Storm at the New Student
Orientation. Copies of the Plan are available in the Gates Memorial Library anOffiee of
Student Servislocated on the third floor of the Student Gent

Plan and prepare for an evacuation should a storm threaten to make landfall in the Port Arthur
area. Your preparations should include the following.

Make travel arrangements and refer to the attached Port Arthur area map for evacuation routes.
Have an outof -area point of contact that family and friends can call to learn your evacuation
plans.

If you do not have a car, arrange for carpooling with friends.

HURRICANE/TROPICAL STORM CONDITIONS

President's Office notifieGrisis Management Teaof the decision to evacuate the campus.

Vice President forStudent Services or his designee communicates campus evacuation decision to
students and begins evacuation of studentsretjoire assistance.
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IMMEDIATELY AFTER THE STORM

DO NOT ATTEMPT TO RETURN TO CAMPUS UNTIL AN OFFICIAL ANNOUNCEMENT
INSTRUCTS YOU TO RETURN.

Listen to radioor TV for announcements of when to return to the campus or contact the College
via the Public Information or the Toll Free Number 8007-5872.

NOTE: KLVI (560 AM) is the primary Emergency Alert System radio station for the Port
Arthur area, NOAA Weather Radio (Port Arthur 162.44 MHZKBMT-TV (12),KBTV

(4), and KFDM-TV (6) are the primary Emergency Alert System television stations for the
Port Arthur area.

Students that are calling from out of the Port Arthur area can call the Public Information Hotline
Information Hotline: 409983-4921 or the Toll Free Numbe08-477-5872.

The Texas Department of Public Safety has worked out a system to ease traffic flow problems when

great numbers of people leave the city, as they did during Hurricane Aridlieagerefer to page37
for evacuation routes establighéy the Texas Department of Public Safety.
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Information Technology Hurricane/Tropical Storm
Defense Plan

The following plan outlines procedures and steps that will be followed by the Information Technology
Services Department personnel in the event that hurricane/tropical storm threatens the upper Texas
coast. The action plan for the Information Technol8gyvices Department shall be set in motion by

the triggers as specified in the LS Hurricane/Tropical Storm Defense Plan. Although every

member is expected to aid in hurricane preparation to secure the Information Technology Services
offices and its asets every consideration will be given to personal needs to insure the safety of staff
families and personal property. All members of the Information Technology Services Department must
take a paper copy of the Information Technology Services Departneast&i Recovery Plan with

them when evacuating for a storm.

Hurricane/Tropical Storm season officially begins June 1 and extends through November 30. In the
event a hurricane/tropical storm threatens the Upper Texas Coast and the Lamar State -(QRilege
Arthur, the campus will be evacuated. The Faculty/Staff Information Hotline, Faculty/Staff Information
Hotline: 4099834921 or the Toll Free Number 881¥7-5872, will be set aside as a weather and
campus information source during storm conditions.

Beginning of Hurricane Season

Review campus Disaster Response and Recovery PlaneRIAS&Es We b Sit e:

Director of Information Technology Services reviews department action plans with Information
Technology Services employees.

Hurricane Readiness Material&ist

Materials are purchased by the Physical Plant and will be distributed as needed.

DESCRIPTION

Plastic bags / 33 gallons 330x 400

Plastic bags / 44 gallons 370x 470

Pl astic sheeting 200 x 100 yards clear plastic

Stretch Wrap
Tape, Duct 20 x 60 yard rol/l
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Storm Preparation Plans

PRIORITY #1.:
j/ Task that are critical due to replacement cost or business recovery considerations.

PRIORITY #2:

¢ Task that could have an impact on restoration of service, but are less critical due to lower
replacement cost or smaller probability of damage or loss.

PRIORITY #3:

£ Task that are the least critical, but if given enough time and manpower we woutn like
complete.

Vinformation Technology Services staff will use this document as a check list for tasks to
complete prior to an evacuation of campus. Information Technology Services staff will assist
other employees where possible but should be mihdf the size and the priority of each task.

Hurricane/Tropical Storm within 72 hours or 125Mile range of Port Arthur as noted on Hurricane
Tracking Map:

Upon notification from Vice President for Academic Affairs of new alert statubjitbetor of
Information Technology Services will instruct Information Technology Services personnel to:

j Test all emergency telecommunications systems including POTS lines and cellular telephones.
j/ Charge cellular telephone batteries and supply friestieries for pagers and flashlights.

j Verify backup and restore functionality of all backup tape systemsemid backup of minor
administrative and academic applications and user data files

j/ Backup PBX and voicemail system configurations

j/ Backup dldata network switch and router configurations.

¢ Establish communications for emergency center.

¢ Established and release emergency hotline number to Communications Team members.

Hurricane is within the 48 Hours or 1000nile range of Port Arthuror if any part of the
Texas/Louisiana coast between Matagorda Bay, Texas and Morgan City, Louisiana is in the
projected storm pathhurricane alert status should b&iggered. Jefferson Canty Emergency
Management will notify the campus of evacuation plans.

Director of Information Technology Services and/or Assistant Director of Information Technology
Services as required attend strategy meeting to prepare the campus to activate tbane(Fropical
Storm Defense Plan.

Information Technology Services personnel will:
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Notify users of key administrative systsitS, HRS, and FR8J pending interruption of
service

Deploy emergency telephones to locations determined by Distetponse Team

Determine backup tapes to be express shipped to sister TSUS campus.

Deploy plastic bags and plastic sheeting/wrap to Data Center and Network Center

Verify functionality of Disaster Recovery servers. MOVE TO FIRST RESPONSE LIST

Beginshutdown of nomssential systems.

Notify PBX vendor of possible shutdown of system. Notify Telephone utility of possible
shutdown of PBX.

Begin backup of all administrative systems (SIS, HRS, and FRS) including electronic transfer
to Disaster Recovgrservers.

~.

8 ST

Hurricane Landfall 38 hours or 75@mile range as noted on Hurricane Tracking Map

Upon notification from the Vice President for Academic Affairs of a decision to evacuate the campus,
the Director of Information Techihamgy Services and Information Technology Services Personnel will:

/ Notify users of key administrative systd®kS, HRS, and FR8j interruption of servicand
disable further access.

/ Complete backup of key administrative systéphS, HRS, and FR#)cluding electronic
transfer to Disaster Recovery servers.

j Distribute backup tapes to Information Technology Services personnel AS OUTLINED IN
DEPRTMENTAL PLAN.

¢ Shutdown and turn off all servers as backups complete

¢ Disconnect from power source all servers and network devices.

¢ Disconnect all uninterruptible power supplies from power source.

¢ Wrap all servers, network switches, and uninterruptible power supplies in plastic.

¢ Disconnect from power socg and wrap in plastic all network switches in various buildings
on campus.

Computer Service personnel not involved in data center or network center shutdown should assist
personnel from other departments securing personal computers.

All Computer Servicehutdown procedures should be completed and all personnel ready to evacuate
the campus within 8 hours of notification from the Vice President of Academic Affairs.

All personnel are to leave the College at completion of hurricane preparations. Be shezkooait
with immediate supervisor. Take personal items, they are not covered by College insurance.

The College Security Department will perform a security check of the campus to verify that all non
essential personnel have left the campus. If you have questions about whether or not you are a member
of the Hurricane Assessment Team refer to pagiethis document or contact the Office of the Vice
President for Finance or the Director of the Physical Plant.
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IMMEDIATELY AFTER THE STORM

Upon notification from the Vice President for Academic Affairs,Director of Information Technology

Services and/or the Assistant Director of Information Technology Services will meet with the Disaster

Response Team. The Assistant Director of Information Technology Services will establish emergency
telecommunicatlts systems. The Network Manger will then as
telecommunications systems and initiate repair procedures. The Director of Information Technology

Services will establish emergency computing stations for client departmentsir@ttertwill then assess

damage to the data center and initiate repairs.
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Finance Office Hurricane/Tropical Storm Defense Plan

The following plan outlines procedures and steps that will be followed by the Finance Office
personnel in the event that hurricane/tropical storm threatens the upper Texas coast. The action
plan for the Finance Office shall be set in motion by the triggsrspecified in the LSEA

Hurricane Tropical Storm Defense Plan. Although every member is expected to aid in hurricane
preparation to secure the Finance Office and its assets, every consideration will be given to
personal needs to insure the safetgtaff families and personal property.

Beqginning of Hurricane Season

1 The campus Safety Coordinator announces the beginning of hurricane season and requests all
departments review the LA Disaster Response and Recovery Plan and their departmental plan.

1 The Vice President for Finance reviews department action plans with the Finance Office employees.
The Finance Office Department Plan detail is in a separate book. All Finance personnel have a
copy of this plan.

Hurricane Alert

Hurricane/Tropical storm landfall is within 72 hours or 125@nile range of Port Arthur as noted
on hurricane tracking chart:

Hold staff meeting to discuss procedures

Personnel to begin performing assigned duties

Review hurricane contadist including stdf phone numbers, cell phones, pagers, etc

Release any speciakeds employees

Allow key personnel to leave to make their personal storm preparations before returning back to the
Finance Office for final storm readiness

1 Review and UpdatEvacuation Bogs Detail on next page)

= =4 =4 -8 4

Hurricane/Tropical storm landfall is within 48 hours or 10G@nile range of Port Arthur as noted
on hurricane tracking chart:

1 Complete storm preparation assigned duties

Hurricane/Tropical storm landfall is within 24 hours or 50@nile range of Port Arthur as noted
on hurricane tracking chart:

1 Complete storm preparation assigned duties
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Evacuation Boys

Five areas of major concern have been issued a fire and waterproofityesafe. A designated
employee of each area is responsible for the contents. Details of each box follows:

Physical Planti Stephen Arnold

1 Time record sheefer employees and equipment usage
10 cameras to document campus damage

20 prenumberedPurchase Orders

Journal log book

Cash receipt book for any disbursements

1 Emergency cash

= =4 4 A

Purchasingi Thomas Wolfe

Blank Purchase Orders

Time record sheef®r employees and equipment usage
Requisition Book

Purchase Order Book

Essential paper work, i.@surance policy

1 Updated Finance Office contact list

= =4 4 -4

Payroll i Karen Duvall

Current payroll vendor contact and banking informatiooampus laptop
Time record sheef®r employees and equipment usage

Updated Finance Office contact list

Unprocessed papemwk and unclaimed payroll checks

Time Clock data for current and previous month

Pending reports and/or files

Secure computer memory flash drive for important files

= =4 =4 4 48 -8 -2

Accountingi Mary Wickland

1 Time record sheefer employees and equipment usage
1 UpdatedFinance Office contact list

1 Manual check stock

1 Journal log book
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Purchase orders

Secured signature plates

Bankingand USASontact information

Insurance policies and contact information

FEMA contact informatiomand forms

Current trial balance

Pendingreports and/or files

Secured computer memory flash drive for important files
Campus laptop

= =4 4 4 48 48 -5 92 -9

IMMEDIATELY AFTER THE STORM

The President or a designee contacts the Assessment Team to meet on campus or at a
designated site. The team shall evaluate damagelenelop immediate response plans.
Remaining personnel shall wait to report to the campus upon notification by their immediate
supervisor or through an announcement on the local media services.

Finance Office Essential Personnel

Gwen Reck
Vice presidentor Finance
Office (409)984-6115

1 Authorized Investment Officer

9 Signature authority on check disbursements
1 Reviews and approves financial activities

1 Responsible for overall financial accounting

Mary Wickland
Director Finance
Office (409) 9846125

Signature authority on check disbursement
Signature authority on banking activity
Signature authority on appropriation activity
Manages Financial Reporting System

= =4 -8 =9

Thomas Wolfe
Purchasing Manager
Office (409)984-6116

1 Signature authority on all purchasiragtivities
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1 Manages all purchasing activities and required bids

Finance Office Essential Responsibilities

FEMA

1. File application requesting FEMA assistance
2. Monitor Time Record Sheets of recovery efforts
3. Monitor and assist Physical Plant during recovesriod

Insurance Recovery

1. Notify SORM and System Office
2. Start accumulating damage estimates
3. Report updates of estimates to all appropriate agencies and offices

Emergency Office Functions

Payroll

Cash Management
Purchasing
Reporting

AP PE

SORM Contact Informaton

U Sally Becker
U Phone (512) 936573
0 Fax (512) 4720234

FEMA Contact Information

Division of Emergency Management
State Public Assistance

9001 N IH35

Austin, TX 78753

Phone (512) 908862

Fax (512)908-8858

cC: - C
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GATES MEMORIAL LIBRARY

Hurricane/Tropical Storm season officially begins June 1 and extends through November 30. In the
event a hurricane/tropical storm threatertie Upper Texas Coast and Lamar State Colidgert

Arthur, the campus will be evacedalt The following plan outlines procedures and steps that will ensure
the safety of the campus community. Faculty/Staff Information Hotlined8®8921 or the Toll Free
Number 804775872 will be set aside as a weather and campus information sourceydiiorm
conditions.

Beginning of Hurricane Season

Review campus Disaster Response and RecoverypRIdreLSGPA Web Site
http://www.lamarpa.edu/dept/pp/docs/dr_plan.pdf
9 Director or representative reviews department action plans evitployees.

9 Director or representative checks with Physical Plant to ensure the inventory of emergency
supplies (i.e. garbage bags, plastic sheeting, and sand bags).

LIBRARY HURRICANE COMMITTEE

Every year, at the conclusion of the spring semester and before the commencement of hurricane and
tropical storm season, the department plan will be reviewed and revised to reflect any changes in
personnel, procedures, or facilities.

Hurricane Preparation Exercise

Each year prior to the commencement of hurricane season on June 1, the Library Hurricane Committee
will organize a halday Hurricane Preparation Exercise for the Library staff to ensure that in the event

of astorm the Library and its resources are properly secured and every safety measure is taken. The
exercise will involve all of the permanent, ftithe Library staff. This exercise will be scheduled during

the interim period after spring semester and befbeestart of Summer Session |. The exercise activities
will include the following:

' Discussion with College Safety Officer

' Viewing a hurricane video
1 Reviewing staff procedures in the event of a hurricane (i.e., computer batkyp, e
1

Tour of the Library building to ensure that the staff knows the location of alarms computers, etc.
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' Practice session on how to cover the shelf ranges with plastic and how to shut down and
properly secure workstation compuser

In The Event of a Hurricane or Tropical Storm

The Library staff will follow procedures to secure Library resources and equipment upon notification of
a hurricane landfall from the Library Dean. This will be in accordance withCbkege's

Hurricane/Tropical Storm Defense Plan. Protocol for notification of hurricane landfall and campus
shutdown is outlinedropage58 of the Faculty/Staff Action Plan. According to this plan, all staff will
begin office shutdown procedures at thehd®ir hurricane landfall time or 1,06file range as noted

on the Hurricane Tracking Map located in the College's defense plan.

Library staff will be divided into teams to carry out the preparation activities. The number of team
members may vary according to available staff. Priority of activities may change depending on storm
conditions and instructions from tlérary Dean. Procedures also may vary depending on whether

the evacuation is announced during regular operating hours or during a weekend or interim period
when the Library is closed.

Hurricane Alert (during reqular Library operating hours)

UponthelL i b r ar ynctibcatamobascampus evacuation due to the arrival of a hurricane or
tropical storm, the Library staff will follow these procedures:

TheCirculation Department supervisowill be responsible for making the announcement to evacuate
the Library and ensure that all patrons have left the building.

Team Leaders will divide Library staff into teams to carry out the following shut down procedures:

Team A

Responsible for delivering plastic coverings to the desigretetVing areasResponsible for covering
the Reference and Law collections on the 1stflB@sponsible for covering Law materials in
Circulating. Team leader i#lyra Thompson.

Team B

Responsible for ensuring that all publiodastaff workstations (except open Computer Lab) and printers

on the first floor are shut down and secured. May assist staff in shutting down and securing staff
workstations. Responsible for distributing plastic bag covers for staff workstations as mgcessa
Responsible for securing all copiers and the Microform machine are shut down, unplugged, bagged and
taped. Team leader Ratty Oltremari
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Team C

Responsible for safe and complete shutdown of Library network and backiagaugn servers.

Hurricane Preparation for Computer Equipment will include the following hgzk All Library

servers in Network Room (Madison Monroe Bldg.)Unplug all electrical connections, move all devices
off the floor, cover CPUs, monitors and prirgeat staffworkstationsEstablish a backip plan for

individual employees. Provide a workshop to familiarize staff on back up on Hurricane Preparation
Exercise Day. Team D will assist employees in backup as necessary. Havplastidyarps with a tie
down and grommets for equipmentomputer network room ready for use and covers for servers.
Team leader information Technology Servicebletwork Manager.

Team D
Responsible for shutting down, unplugged, bagging and taping all open Gorhphtcomputers and
printers. Team leader isnformation Technology Servicekab Supervisor

Team E

Responsible for communicating with Team leaders and staff regarding status of hurricane and any other
instructions.
Team leader iPeterKaatrude.

Team F
Responsible for securing, filing cabinets, and other materials. Team leatiemeet Lawrence.

Hurricane Alert (When Library is closed - nights, weekends, etc.)

Upon notification of campus shutdown due to a hurricanel itiary Dean will use the Library's
Emergency Telephone list to contact staff members.

Team Leaders will assemble volunteer teams to carry out the preparations to protect and secure Library
resources and equipment as outlined above. The following staff members have volunteered for this
activity: Peter Kaatrude

Preparation Responsibilities of Library Staff Members

Each staff member should:
' Backup workstation computers before shutting down equipment (if time allows).
T Turnoff, unplugand bag computers, telephones, copiers and other equipment.

' Remove and place in drawers, cabinets or files, all loose items and papers from the top of desks
and cabinets.

' Move all equipment off floors and away from windows.
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' Lower all blinds.

Remove all personal items, as these are not covered under College insurance.

' check out with immediate supervisor. Ensure that supervisor has a contact telephone number
where he/she can be reachedidg the storm.

Division and Department Chair Responsibilities

Each Division and Department Chair should:

' Make sure to have a contact number for department staff during the storm.
1 Release employees/students who live inlyamg communities.

T Ensure each staff member in your department has shutdown their workstation and secured their
area.

Ensure all workstations of absent staff members are shut down.

If time remains, alert Team Leaders of available staff who can assist in completing any other
remaining tasks.

Priority of Activities

Hurricanes and tropical storms are highly unpredictable. Storm conditions such as direction, strength,
speed, and landfall time can change quickly. In the best of circumstances, there will be enough time and
Library staff available to secure all resourcasd equipment. However, recent experience has indicated
that with limited time and staff, only a few tasks can be accomplished, and priorities must be established
to ensure that critical collections are covered and Library network resources are sechesiolldwing

tasks have been identified as high priority:

1.) Complete shutdown of Library computer network.

2.) Covering and securing Reference and Law collections.
3.) Covering and securing staff workstations, copiers, etc.

Protection of Library collections
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It has been determined that the Library collections which will suffer the most damage due to wind and
water during a hurricane or tropical storm are those on located in the front area on the first floor (i.e.
Reference, Law, etcDepending on storm conditions, there may not be sufficient time to cover all first
floor collections. Librarians have developed criteria to identify critical collections. This is based on
replacement value, availability, research value, and currency. &eferCollections and Law

collections have been identified as "Priority 1" and must be covered first. The following sections of the
main circulating collection have also been identified as Priority 1 and Priorfgtl@w these. These

Priority 1 collections if lost, have the highest replacement and research value. If circumstances dictate
that there is only enough time to cover certain parts of the collection, these collections will be attended
to first.

Priority 1. Reference, Law, Ready Refece, etc.
Priority 2. Circulating Collectiong Law only

Procedures for Covering the Collection with Plastic

Receive plastic coverings from Physical Plant

Distribute coverings to appropriate shelf ranges

Unroll shelf covering. Flip whole covering over the top of the shelf range. This usually takes
three people. Secure the covering with duct tape at end of the range

T Apply plasticsheeting over the tops all counterhigh shelving in Reference area.

After Securing Collections, Equipment and Systems

T All staff must check with supervisor and give a contact telephone number where they can be
reached during the storm.

T All staff must leave the campus at completion of preparations preferably within 4 hours of initial
announcement from the President. The electricity will be turned off eight hours following initial
announcement of evacuation.

' The College Security will perform a security check to verify that alessential personnel
have left the building.

IMMEDIATELY AFTER THE STORM

The President or a designee contacts the Assessment Team which is IEgd bto meet orcampus

or at a designated site. Team to evaluate damage and develop immediate response plans. Remaining
personnel wait to report to campus upon notification by immediate supervisor or through an
announcement on the local media services.
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T Faculty and Staff listen to local radio/TV stations for information.

NOTE: KLVI (560 AM) is the primary Emergency Alert System radio station for the
Port Arthur area, NOAA Weather Radio (Port Arthur 162.44 MHZKBMT-TV (12),
KBTV (4), and KFDM-TV (6) are the primary Emergency Alert System television
stations for the Port Arthur area.

9 For information about campus status during and following the storm, call the Faculty/Staff
Information Hotline: 40983-4921 or the Toll Free Number 881Y7-5872.

' Department Chair, through normal administrative channels, will initiate surveys of department
equipment and furnishings and take appropriate measures.

If you are not listed as an Assessment Team member, do not return to the campus until contacted by

an Assessment Team member or your superviggiployees will be compensated according to
LSCPAGs Administration Policy and Proced@les Mar
Refer to theAppendixfor a copy of Policy No. 3.8.

Hurricane Recovery and Return to the Library

Before the general Library staff returns, the building needs to be examined first by College Assessment
Team. College officials will notify the Library Dean when or if the staff can return touilding.

Library Hurricane Team Leaders and the Library Dean will make an assessment of any impact of the
hurricane on resources and equipment.

In the case of damage or debris, the Library Dean may instruct Team Leadersn@ergaan up
activities in the Library.

In the case of no damage, the Library Dean instructs Team Leaders to uncover collections, bring up the
Library's computer network, uncover staff workstations, and otherwise prepare the Librarggenre
as expeditiously as possible.

Team A

Responsible for uncovering 1st floor RefergriResponsible for uncovering'floor Circulating Law
Collections

Team B

Uncovering and turning on all first floor computers and assisting Library staff in preparing their work
area.Responsible for uncovering all copiers and Microform machine

TeamC

Responsible for bringing Library computers online and assuring that the network is fully operational.
Team Leader itnformation Technology Servictgetwork Manager.
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TeamD

Responsible for bringing Computer Lab computers online and assuring that thetesrgoa fully
operational. Tem Leader isinformation Technology Serviceab Supervisor.

TeamE

Responsible for communicating with the College community regarding when the Library will be open.
Team Leader is Peter Kaatrude.

TeamF
Responsible for uncovering filing cabinets and othaterials. Team Leader is Jimmet Lawrence.

Removing Plastic Coverings from Shelf Ranges

1 Remove plastic carefully.

T Fold plastic into neat bundles for Physical Plant to retrieve.

Evaluation and Assessment of Hurricane and Tropical Storm Defense Plan

The Librarydéds committee will ass ercae Rrepagaticthe par t me
Exercise to measure the effectiveness of each of the preparation procedures. If any changes or additions
in procedure are needed, the plan will be revised accordingly.
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PHYSICAL PLANT HURRICANE/TROPICAL WEATHER
RESPONSE PLAN

Physical Plant willinventory andpurchase supplies for campus shdbwn. The supplies
include but are not limited tahe following:

Battery, 6 volt
Battery, D cell

Pl astic bags / 33 ga&bllcases 330x 400 25 bags/roll
Plasticbags/44gallos 37 0x 47 e50&k&se bags/ r ol |

Pl astic sheeting 200 x 100 yards clear plastic r
Pl ywood, 5/80 x 46 x 80 sheet

Tape, Duct 20 x 60 yard roll

Sand for sand bags
Mosquito spray

BUILDING PREPARATION PLANS

PRIORITY #1:

j/ Task that are critical due to life safety issues, replacement cost or business recovery
considerations.

PRIORITY #2:

¢ Task that could have an impact on restoration of service, but are less critical due to lower
replacement cost or smaller probability of damage or loss.

PRIORITY #3:

£ Task that are the least critical, but if given enough time and manpower we woutd like
complete.

Physical Plant Staff: use this document as a check list for task to complete prior to an
evacuation of campus. Offer to assist the faculty where you can but be mindful of the size and
the priority of each task.

It is recommended thiasandbags be placed in one single row, stacked three high against door
units - three bags for a single door and 5 bags for double do@tass door units should be
taped at seams only.

ALLIED HEALTH

C j/ Turn off electricity, water and natural gas at the services.
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C ¢ Assist faculty in placing computers and other electronics up off the floor. Cover each
C.P.U.andmonitor with a large plastic trash bag.

C £ Cover hospital bedsSIM Population

C ¢ Sandbag all entrances at grade. Duct tape the gap around each exterio(t®or.
sand bags)

Allied Health Annex

C j/ Turn off electricity, water, and natural gas at the services.

C ¢ Assist faculty in placing computers and other electronics up off the floor. Cover each
C.P.U. and monitor with a large plastic trash bag.

C £ Cover hospital bedsSIM Population

C ¢ Sandbag all entrances at grade. Duct tape the gap around each exteriof9dssd
bags)

ARMORY

C j/ Secure items that might blow away or bring them inside the building.

C j/ Turn off electricity, waterand natural gas at the services.

C ¢ Sandbag all entrances at grathisincludes the two garage door$37 sand bags)

Secure each of the areas listed below with the help of available faculty.

ARMORY - HVAC CLASSROOM /LAB

C Unplug and bag all computers and sensitive electreqigipment.
C Secure water sensitive equipment off the floor.

C Disconnect electrical appliances.

C Secure gas cylinders in vault.

ARMORY STORAGE

C j Secure roof hatch.
C ¢ Arrange the bay and loft floor carefully to allow for additional storage.
C £ Place smaller items of value on the loft floor or on top of furniture on the bay floor.

AUTOMOTIVE / PROCESS TECHNOLOGY _(provide assistance to faculty to
perform the following)

C j Secure vehicles indoors. Contact owners of vehicles under repair to remove their
vehicles from campus if possible.
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C j Turn off electricity, waterand natural gas at the services.

C ¢ Assist faculty in placing computers and other electronics up off the fldover each
C.P.U. and monitor with a large plastic trash bag.

C ¢ Sandbag all entrances at grade. Duct tape the gap around each exterio(@dor.
sand bags)

BOOKSTORE/FACULTY OFFICE BUILDING

j/ Assist bookstore employees in covering their inventory with plastic sheeting.

j/ Turn off the electricity tall but the emergency circuitsTurn off the water and
natural gas at the services.

C
C
C ¢ Assist faculty in placing computers and other electronics up off the floor. Cover each
C

C.P.U. and monitor with a large plastic trash bag.

¢ Sandbag all entrances at grade. Duct tape the gap around each exterio{tdor.
sand bags)

BUSINESS OFFICE

C j/ Turn off electricity, water, and natural gas at the services.

C ¢ Assist employees in placing computers and other electronics up off the floor. Cover
each C.P.U. and monitor with a large plastic trash bag.

C ¢ Sandbag all entrances at grade. Duct tapeghp around each exterior dodil1
Sand bags)

CARL A. PARKER MULTIPURPOSE CENTER

Service emergency electrical generator.

Run elevator to second floor and turn off.

Strap and secure roof hatches.

Have HVAC mechanic shut down the chillers and boiler and secure for the storm.
j/ Do not turn off power until the Information Technology group has completed an
orderly shutdown of all computers in the buildingVhen the Information Technology
representatie in charge states that they are throughn off the electricity toall but the
emergency circuitsthenatural gas to all but the generatand the water.

¢ Assist faculty in placing computers and other electronics up off the floor. Cover each
C.P.U. and monitor with a large plastic trash bag.

C ¢ Sandbag all entrances at grade. Duct tape the gap around each exterio(&or.
sand bags)

/
/
/
/

O O 0O OO

L)
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COSMETOLOGY

C j Have HVAC mechanic shut down the chillers and boiler and secure for the storm.

C j/ Turn off electricity, waterand natural gas at the services.

C ¢ Assist faculty in placing computers and other electronics up off the floor. Cover each
C.P.U. and monitor wit a large plastic trash bag.

C ¢ Sandbag all entrances at grade. Duct tape the gap around each exterio(tdor.
sand bags)

COSMETOLOGY ANNEX

C j/ Turn off electricity, water, and natural gas at the services.

C ¢ Assist faculty in placing computers and other electronics up off the floor. Cover each
C.P.U. and monitor with a large plastic trash bag.

C ¢ Sandbag all entrances at grade. Duct tape the gap around each exterio(t®or.
sand bags)

EDUCATION ANNEX & INSTRUMENTATION BUILDING

C j/ Turn off electricity, waterand natural gas at the services.

C ¢ Assist faculty in placing computers and other electronics up off the floor. Cover each
C.P.U. and monitor with a large plastic trash bag.

C ¢ Sandbag all entrancest grade. Duct tape the gap around each exterior dadr.
sand bags)

FACULTY OFFICE PAVILION

C j/ Turn off the electricity at the panel in the breeze way.
C ¢ Sandbag all entrances at grade. Duct tape the gap around each exterior door.
C ¢ Assist faculty in placing computers and other electronics up off the floor. Cover each

C.P.U. and monitor with a large plastic trash b&§2 sand bags)

GATES MEMORIAL LIBRARY

j Assist faculty in placing plastic sheets over the stacks and securing them with duct
tape.

j Strap and secure roof hatches

j Have HVAC mechanic shut down the chillers and boiler and secure for the storm.
j/ Turn off electricity, waterand natural gas at the services.

¢ Assist faculty in placing computers and other electronics up off the floor. Cover each
C.P.U. and monitor with a large plastic trash bag.

O 000 0
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C ¢ Sandbag all entrances at grade. Duct tape the gap around each exteriof26oor.
sand bags)

GAZEBO/BANDSTAND

C j/ Turn off electricity and water at the services.

C £ The area below the bandstand may be used to secureritioal items.

MUSIC HALL

C j/ Secure items that might blow away or bring them inside the building.

C / Turn off electricity, water, and natural gas at the services.

C ¢ Sandbag all entrances at grade (this includes the two garage doors). Duct tape the

gap around each exterior do¢42 sand bags)

MADISON MONROE

Service emergency electrical generator.

Run elevator to second floor and turn off.

Strap and secure roof hatches.

Have HVAC mechanic shut down the chillers and boiler and secure for the storm.

j/ Do not turn off power until the Information Technology group has completed an
orderly shutdown ball computers in the buildingWhen the Information Technology
representative in charge states that they are throtugh, off the electricity toall but the
emergency circuitsthe natural gas to all but the generatand the water.

¢ Assist faculty irplacing computers and other electronics up off the floor. Cover each
C.P.U. and monitor with a large plastic trash bag.

C ¢ Sandbag all entrances at grade. Duct tape the gap around each exterio(3®or.
sand bags)

/
/
/
/

O O O OO

L)

MUSEUM OF THE GULF COAST

j Assiststaffin placing plastic sheets over the stacks and securing them with duct tape.
j Turn off electricity, waterand natural gas at the services.
j Sandbag all entrances at grade. Duct tape the gap around each exterior door.

¢ Assist faculty in placing computers and other electronics up off the floor. Cover each
C.P.U. and monitor with a large plastic trash bag.

O OO O

PERFORMING ARTS CENTER

C j Service emergency electrical generator.
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C j Strap and secure roof hatches.

C j/ Turn off electricity, water, and natural gas at the services.
C j Strap and secure the smoke hatches atop of the stage.
G
G

¢ Assist faculty in placing computers and other electronics up off the floor. Cover each
C.P.U. and monitor with a large plastic trashgba

¢ Sandbag all entrances at grade. Duct tape the gap around each exteriof38oor.
sand bags)

PHYSICAL PLANT

j/ Place all Supply Center items up on shelving.
j/ Turn off electricity, waterand natural gas at the services.

C

C

C ¢ Place computers and other electronics up off the floor. Cover each C.P.U. and
monitor with a large plastic trash bag.

C

C

£ Use garage bay area to store roritical items.

¢ Sandbag all entrances at grade. Duct tape the gap around each exterio3®or.
sand bags)

PHYSICAL PLANT i GROUNDS MAINTENANCE

Fill 250 gallon tank trailer with potable water and seal the lid.

Fill all 5 gallon fuel cans with appropriate fuel and store on top of office.

Place both 55 gallon fuel drums in fork lift cradle and lift to maximum elevation.
Turn off electricity, waterand natural gas at the services.

¢ Place allSupplyCenter items up on shelving.

¢ Service and bleed down air compressor.

£ Use garage bay area to store noritical items.

¢ Sandbag all entrances at grade. Duct tape the gap around each exterio(3®or.
sand bags)

/
/
/
/

O O 000000

PHYSICAL PLANT - PAINT SHOP/THEATER STORAGE

j Raise all items off of the floor and store at the greatest height practical.

j Store paint guns, pressure washand other expensive portable items on the second
floor of the armory.

j Turn off electricity, waterand natural gas at the services.
¢ Dispose of all paints and chemicals that cannot be stored securely.
¢ Use paint booth to store narritical items.

¢ Sandbag all entrances at grade. Duct tape the gap around each exterio3®or.
sand bags)

OO0 0 00
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RECORDS STORAGE

C
C
C

j/ Turn off electricity, waterand natural gas at the services.
£ Use available shelving for extra campus storage.

¢ Sandbag all entrances at grade. Duct tape the gap around each exterio(&lsand
bags)

RUBY FULLER BUILDING

¢
¢
¢
¢
¢
¢

/ Run elevator to second floor and turn off.
j/ Check sump pumps to assure they are running properly.

j/ Turn off electricity tall but the emergency circuitsTurn off the water and natural
gas at the services.

¢ Assist faculty in placing computers andeatlelectronics up off the floor. Cover each
C.P.U. and monitor with a large plastic trash bag.

£ Cover hospital beds

¢ Sandbag all entrances at grade. Duct tape the gap around each exterio(2¥or.
sand bags)

SMALL BUSINESS

OO0 00

j/ Turn off electricity, waterand natural gas at the services.

¢ Assist faculty in placing computers and other electronics up off the floor. Cover each
C.P.U. and monitor with a large plastic trash bag.

¢ Store all paper products safely off the floor fe tcloset.

¢ Sandbag all entrances at grade. Duct tape the gap around each exterio{@sand
bags

STUDENT CENTER

¢
¢
¢
¢
¢

j Service emergency electrical generator.
j Check to see that all perishable food is removed from grill and kitchen.
j/ Run elevators to second floor and turn off.

j/ Have HVAC mechanic shut down the chillers and boiler and secure for
the storm.

j/ Turn off electricity, waterand natural gas at the services.
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C ¢ Assist faculty in placing computers and other electronics up off the floor. Cover each
C.P.U. and monitor with a large plastic trash bag.

C ¢ Sandbag all entrances at grade. Duct tape the gap around each exterio{3éoor.
sand bags)

STUDENT SUCCESS CENTER

j/ Service emergency electrical generator.
/ Check to see that all perishable food is removed from grill and kitchen.
/ Run elevators to second floor and turn off.

j Have HVAC mechanic shut down the chillers and boiler and secure for
the storm.

j/ Turn off electricity, water, and natural gas at the services.

¢ Assist faculty in placing computers and other electronics up off the floor. Cover each
C.P.U. and monitor with a large plastic trash bag.

¢ Sandbag all entrances at grade. Duct tape thea@@pind each exterior doqB6

sand bags)

O 00 0000

VUYLSTEKE HOME

j/ Donna Schiorns assigned to make sure the contents of the home are secure. Relocate
valuables to second floor or other designated parts of the campus.

j/ Turn off electricity, waterand natural gas at the services.
£ Install plywood over windows.

¢ Sandbag all entrances at gradad the second floor entrandguct tape the gap
around each exterior dodf6 sand bags)

OO0 0

WHITE HAVEN HOME

j/ Donna Schiorns assigned to make sure tb@ntents of the home are secure. Relocate
valuables to second floor or other designated parts of the campus.

j Turn off electricity, water and natural gas at the services.
£ Install plywood over windows.

¢ Sandbag all entrances at gradad the second floor entrandduct tape the gap
around each exterior dodf0 sand bags)

OO0 0O

CAMPUS-WIDE

C j Pick up ashtrays and light weight trash receptacles and store indoors.
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¢
¢
C
C
C
C

j Store picnic tables and light weight benches indoors.

j Empty all decorative wrought iron trash containers on campusdanabtreplace the
bag.

j/ HaveAllied Waste(409-7242371)empty and return our 40 yard roll off dumpster.

j Inspect roofs on campus. Make specific notes of condition and take picterasveR
any debris, esp. in gutters and down spouts.

j/ Inspect and clean street gutters and drains.
j/ Order additional sand to fill sandbags.

LSC-PA VEHICLE FLEET

¢
¢
¢
¢

j/ Alllicensed vehicles in the campus fleet are to be fueled and serviced.

j/ Emergency restoration supplies e.g. tools, portable generators, radios, etc. will be
stored and secured in the vehicles for use on campus after a weather related event.

j/ [Each vehicle will be assigned a driver

j/ Fleet shall be prepared for transport astbrage in the Jefferson CayrEmergency
Management Command aftiaging area at the Lumberton High School Campus in

Hardin County.

j/ The drivers will return to campus in one of the campus vans. This van will be used by
the campus representative desiguktie stay at the Emergency Management

Headquarters for return transportation.

IMMEDIATELY AFTER THE STORM

T The President or a designee contacts the Assessment Team to meet on campus or at a

designated siteThe Assessmemeamwill evaluate damage and develop immediate
response plans. Remaining personnel wait to report to campus upon notification by
immediate supervisor or through an announcement on the local media services.

Faculty and Staff listen to local radio/TYasions for information.

NOTE: KLVI (560 AM) is the primary Emergency Alert System radio station for the Port
Arthur area, NOAA Weather Radio (Port Arthur 162.44 MHZ). KBMTV (12),KBTV

(4), and KFDM-TV (6) are the primary Emergency Alert System telemsstations for the
Port Arthur area.

For information about campus status during and following the storm, call the Faculty/Staff
Information Hotline: 4099834921 or the Toll Free Number 8@ 7-5872.
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If you are not listed as an Assessment Team mentbat is listed onpage7, do not return to the

campus until contacted by an Assessment Team member or your superkismioyees will be
compensated according to LSCPAG6s Administration
Compensation Disaster R€all. Refer to theAppendixfor a copy of Policy No. 3.8.

First Responders will convene:

Physical Plant building will bethe control center for clearup operations.
Photographs of damage campuisie for documentation
Record keeping of expenses and time is imperative

Purchaseorde® s f or every project by building

1
1
1
1 Work orders capturing hours and equipment used for every tgitgi project
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