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1. DEFINITIONS:
1.1 Emergency:

Any localized situation or impending situation that is a threat to safety, health, the environment, property or infrastructure that requires a prompt but routine response to limit damage to persons, property or the environment.  

1.2 Crisis:

Any abnormal situation or impending situation that constitutes a danger of major proportions to life, property, the environment, critical infrastructure and/or economic stability that demands prompt, co-ordinated actions that exceed normal procedures to prevent or limit loss. 
2. PURPOSE: 
2.1 This plan is intended to anticipate the needs of a crisis situation and identify how all areas of the University should prepare themselves in advance to deal with a crisis.  This plan also establishes an operational structure for crisis response that: 
i. Provides timely and orderly response by all required services;

ii. Minimizes hazards or injuries to persons and property;

iii. Maintains order and overall control of operations;
iv. Provides prompt, factual information internally and externally;
v. Identifies and accesses external sources of assistance;

vi. Restores university operations as quickly and effectively as possible;

3. AUTHORITY:
3.1 The President or Acting President of Trent University will continue to exercise his/her authority during a crisis.   
3.2 Roles and responsibilities of Crisis Response Team members are outlined in this Plan.  Each member is responsible for creating their own implementation plan.
4. UNIVERSITY CRISIS RESPONSE TEAM:

i. Composition:

The University Crisis Response Team will include the following positions: 

	Position
	Alternate
	Primary Crisis Response Role

	President
	Acting President
	Chief Executive Officer

	Vice President Administration
	Associate Vice President Human Resources
	Chair of the Crisis Management Committee; Liaison with M.C.T.U., C.U.R.I.E.

	Vice President Academic
	Dean of Arts and Science
	Impact on Academic and Research programs;
Liaison with   Durham College, U.O.I.T.     O.M.N.R.; T.C.C.B.E.

	Senior Director, Public Affairs
	Director, Communications
	University spokesperson; Internal and External Communications

	University Secretary
	Assistant University Secretary (Board)
	Communicate with Governing bodies (Board and Senate);
Scribe

	Senior Director, Student Affairs and Community Partnerships
	Director, Athletics
	Students’ non-academic needs; Liaison with Aramark, TCSU.

	Associate Vice-President, Human Resources
	Manager, Labour Relations
	Temporary staff reassignments

	Director of Physical Resources
	Retail, property and lands development Co-ordinator
	Maintaining / restoring  essential services (life safety, power, water, natural gas, ventilation); Liaison with P.U.S.; O.P.G.; City Emergency Response Services


Additional staff may be assigned to support the Crisis Response Team in advisory, security or related support roles.

ii. Responding to a Crisis:
a. Any accident, incident or event of a critical nature that may present a risk to life or property should be immediately reported to Security Services using the University’s emergency telephone number:  

(705) 748-1011 ext. 1333 or 1328
In the event these lines are unavailable, call the City’s emergency response number:

911

b. Security Services will immediately contact Police, Fire or Emergency Medical Services as required.  Any incoming call which may be deemed a crisis as defined by this plan will be immediately brought to the attention of the Director, Risk Management (or designated alternate).  The Director, Risk Management may consult with the President, Acting President and/or other members of the Crisis Response Team, as necessary, to determine whether activation of the Plan is required. 
c. Alternatively, any member of the Crisis Response Team who becomes aware of a situation or impending situation that represents a crisis may direct Security Services to convene the Crisis Response Team.  
d. Where necessary and appropriate, the Director, Risk Management will assume initial command and control of the situation until the Crisis Response Team is operational. 
(iii) Activating the Plan: 
a. When Security Services is directed to activate the Crisis Response Plan they will choose the most appropriate Crisis Response Operations Centre (see next section) and contact each member of the Crisis Response Team, directing them to meet there without delay.  Where a member of the team cannot be reached, their Alternate will be contacted and provided with the same direction.
b. Where telephone service is unavailable, steps will be taken to contact the Crisis Response Team through the most effective means possible.
c. Any member of the Crisis Response Team who is alerted to a Crisis situation through a media broadcast is expected to contact Security to confirm the information, and get to the Crisis Response Operations Centre as soon as possible.

(iv) Crisis Response Team Responsibilities
a. It is anticipated that most decisions will be made by consensus.  However, should disagreements arise the President will have final authority. All decisions made by the Team will be documented through the completion of a Crisis Response Operations Log (Appendix A).  
b. In general terms, the Crisis Response Team will:

1) Determine the nature and extent of the crisis and impact on University operations;

2) Determine which University activities and services should be discontinued or offered on a limited basis;

3) Implement necessary Departmental Plans;
4) Direct internal and external communications content;

5) Establish and maintain contact with City or County emergency services (Police, Fire, Emergency Medical Services,  public health), as required;
6) Maintain contact with key University personnel, as required.
7) Oversee the restoration of University services and business recovery, including the decision to reopen, as required.
c. Under no circumstance will any representative of the University reveal a victim's name to an external party other than the Police or Emergency Services, unless authorized to do so by the victim or the victim's agents;

(v) Debriefing and Follow-up
The Crisis Response Team will meet after a crisis to debrief.  The Crisis Response Team will prepare a written “Lessons Learned” report which will be shared with the Crisis Planning and Preparedness Team.  
5. CRISIS RESPONSE OPERATIONS CENTRE:
In the event of a crisis or emergency the Crisis Response Team will meet at the Crisis Response Operations Centre:
Primary Meeting Place:

DNA Building, Room B105
Alternate Meeting Place:
Gzowski College, GCS 110
6. DUTIES OF THE UNIVERSITY COMMUNITY DURING A CRISIS:
(i) All Employees shall:

a. Report to work unless directed otherwise by the Crisis Management Team, Emergency Response personnel, or their supervisor;

b. Obtain updates by listening to local radio and television stations, checking the University’s web site, or by checking the Trent Information Hotline (748-1234);

c. Forward all media inquiries to the Communications Office, without offering personal comment;
d. Direct crisis-related public inquiries to the source identified by the Crisis Response Team;

e. Work in a safe manner and not put their own health or safety at risk to respond to a crisis.

(ii) University Managers (i.e. Managers, Academic Department Chairs, Academic Program Chairs, Academic Program Directors, and Research Directors (Principal Investigators)) shall : 

a. Implement Departmental Crisis Response Plans, as directed by the Crisis Response Team

b. Forward information to employees, as required.
(iii)  Communications Office shall:
a. Update the University website to provide contacts and information updates.

b. Prepare and forward media releases;
c. Update the University’s telephone hotline (748-1234);

d. Respond to media inquiries;

e. Implement the crisis communications plan as directed by the Crisis Response Team; 

f. The Senior Director, Public Affairs will normally act as the University spokesperson during a crisis.  In his/her absence one of the following positions will serve as spokesperson:

· Vice-President Academic and Provost;

· Vice-President Administration;

· Dean of Arts and Science;

· Director of Communications.
a. The spokesperson is to be determined by the Crisis Management Team.  Only in the most serious of circumstances should the President or the Chair of the Board of Governors serve as spokesperson.

b. The spokesperson will:

1) Be responsible for articulating the University’s position as determined by the Crisis Response Team;

2) Disseminate information to internal / external audiences;
3) Provide full documentation of media coverage and releases to the Crisis Response Team;

4) Manage media access;

5) Consult with the appropriate external authority (eg. Emergency Management Ontario, Peterborough Fire Department, Peterborough / Lakefield Community Police Department) when appropriate.
(iv) Human Resources Department shall
a. Provide up-to-date employee contact information;

b. Provide assistance and guidance with the temporary reassignment of staff, as required, during and following a crisis;

c. Arrange counseling for University employees, as required;

d. Implement the employee Death/Injury Response Plan, as required;

e. Establish contact with the family (or a named emergency contact) in the event an employee is seriously hurt or killed;
f. Serve as the University’s primary contact with the employee and / or the employee’s family or beneficiaries on all matters relating to insurance and benefits; 
g. Provide registration and inquiry services to collect and answer queries concerning the safety and whereabouts of missing employees;

h. Advise heads of employee groups (i.e. unions) about the state of the crisis.

(v) Information Technology Services

a.  In the event a system fails, ITS will make every reasonable effort to re-establish service as soon as it is safe and practical to do so.

b.  The Information Technology Department will set up and maintain extra telephones (for ‘hotlines’) and computers as required.
(vi)  Physical Resources Department shall:

a. Contact essential services staff;

b. Shut off power, water, natural gas or ventilation systems, as required, to contain a hazard or to limit damage;

c. Undertake damage control and effect emergency repairs;

d. Provide barriers, flashers, tools, vehicles and staff as required to move snow, water, trees or other obstructions to clear roadways and walkways, as required;

e. Provide or restore essential services as soon as it is safe to do so;

f. Maintain contact with Peterborough Utilities Services, Ontario Power Generation, Enbridge Gas and / or other outside service providers, as required;

g. Provide information about building design, services, or related infrastructure to the Crisis Response Team and emergency response providers (Police, Fire, and Emergency Medical Services), as required;

h. maintain regular contact with the Crisis Management Team and keep the Team informed of the status of repairs, timelines, and available services, as required
i. Locate alternate workspace for displaced employees, as required

(vii) Risk Management Office and Security Services shall:
a. Assess all reports to determine the appropriate response.  Contacts President to recommend initiation of crisis response plan if warranted. Determines which Crisis Response Operations Centre will be used, contacts Crisis Response Team members (see Appendix A) and directs them to meet at that location.   Maintains command and control of the crisis until Crisis Response Team is operational; 
b. Evaluate and secure emergency sites, as required;
c. Maintain a 24-hour emergency response capability;
d. Activate the Crisis Management Operations Centre,;

e. Provide keys and building access, as required;

f. Co-ordinate Trent University Emergency First Response Team (volunteer first responder medical team), as required;
g. Establish and maintain contact with the University’s insurance carriers, ensuring they are aware of the situation through the Crisis and through the post-crisis recovery period.  Advise the Crisis Response Team of all damages reported, claims submitted and actions taken by the insurers, as required;
h. Maintain regular contact with the Crisis Response Team.

(viii) Student Affairs Departments shall:
a. Take a lead role in addressing the needs of students
b. Arrange for the prompt opening, operation, direction and supervision of sufficient reception centres and shelters to provide immediate and long-term emergency social services, as required;
c. Contact students and/or their families, as required using information provided by the Registrar’s Office;
d. Advise about situations involving students’ accommodation or safety, as required;

e. Provide counseling to affected individuals, as required;

f. Advise students of the City’s “Victim-Services” organization, as required;

g. Implement the University’s Death Response Plan, as required;

h. Implement the Pandemic Response Plan (under development), as required;

i. Co-ordinate food service to the Crisis Management Team and to any persons required to be on campus;
j. Provide additional staff to assist as required (eg. food preparation, building security) and prepare and implement a plan to provide emergency food and clothing services;
k. Liaise with all student groups and student run operations and landlords of student housing;

l. Co-ordinate/provide health and counseling services to all student members of the Trent community during a crisis, as required.
7. CRISIS PLANNING AND PREPAREDNESS COMMITTEE:
(i) Composition:

The Crisis Planning and Preparedness Team shall consist of the:

a. Vice-President, Administration

b. Director of Physical Resources

c. Director, Risk Management;

d. Environmental, Health and Safety Officer;

e. Dean of Arts and Science;

f. Associate Vice-President, Human Resources;

g. Senior Director, Public Affairs;

h. University Secretary;

i. Senior Director, Student Affairs;

j. Director of Information Technology Services.

(ii) Responsibilities:
The Crisis Planning and Preparedness Team shall:

a. Meet at least quarterly;

b. Review and update this plan, as required;

c. Establish and manage the Crisis Response Operations Centre;

d. Collect and review Departmental Emergency Plans to identify and address resource allocation needs, as required;

e. Collect and maintain Departmental contact information;

f. Review “Lessons Learned” reports and make changes, as required;
g. Test the plan annually via a tabletop exercise or mock disaster exercise;

h. Provide ongoing employee awareness training.
Appendix A:  Crisis Management Operations Log:

Blank logbooks are to be prepared in advance and maintained in the Crisis Management Operations Centre.  Each logbook shall consist of a title page and 25 data entry pages.  Additional logbooks shall be completed as required.  Pages shall not be removed from the logbooks.  Logbooks shall be maintained for a minimum of 2 years after an event.

A sample title page and one data entry page are provided in this Appendix.

Trent University

Crisis Management Operations Log

Completed by:  (name):_______________________________________________

(signature):_______________________________________________

Event: ____________________________________________________________

Date / Time: _______________________________________________________

Book _____ of  _____

Trent University



Crisis Management Operations Log
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Name: ___________________________________  Role: _______________________________________  Date: __________
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