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1. DEFINITIONS:
Incident:  Any localized situation or impending situation, temporary in nature, that is a threat to safety, health, the environment, property or infrastructure and requires a prompt but routine response to limit damage to persons, property or the environment.  

Emergency:  Any abnormal situation or impending situation that constitutes a danger of major proportions to life, property, the environment, critical infrastructure and/or economic stability and demands prompt, coordinated actions that exceed normal procedures and university resources to prevent or limit loss. 
Incident Commander:  The individual in command of an identified incident or emergency.

Emergency Response Team:  A group of qualified Trent employees or volunteers led by the Incident Commander which respond tactically to the emergency and work to resolve the situation in conjunction with the appropriate external emergency services such as Police, Fire or EMS.
Emergency Operations Control Group (EOCG):   A designated group of senior administrators who are responsible for coordinating the provision of the essential services necessary to minimize the effects of a crisis on the Trent community and support the Incident Commander in mitigating the crisis’s effect on Trent.

Emergency Operations Centre (EOC):  The predetermined and properly equipped location where the EOCG can gather to manage an emergency’s effects on Trent.

Supervisor:  As defined in the Occupational Health and Safety Act, a supervisor is a person who has charge of a workplace or has authority over a worker.  
2. PURPOSE: 
2.1  Mission.  Trent University is committed to providing a safe and secure environment for employees and students to work and study.  In addition to personal safety, the Trent Emergency Management Plan focuses on protecting infrastructure and irreplaceable research and teaching materials.  The goal of the Emergency Management Plan is to maintain Trent’s academic mission and restore normal activities as quickly as possible.  To achieve this, all members of the Trent Community must make every effort to ensure their area of responsibility has effective measures in place to deal with situations that may affect normal activities.  
2.2  Priorities.  In any emergency situation, the priorities of the Emergency Management Plan are to:

· Protect life safety

· Safeguard research, critical records and valuable or irreplaceable materials

· Protect critical infrastructure and facilities in the following order of priority:

· Facilities that sustain the crisis response (utilities, communications systems, IT systems);

· Buildings used by dependant populations (residences, shelters, food services, child care);

· Facilities containing research and other critical materials; and

· Classrooms and administrative buildings.

· Resume the teaching and research program as quickly as possible.

3.  COMPONENTS OF EMERGENCY MANAGEMENT PROGRAM
This plan is intended to anticipate the needs of an emergency situation and identify how all areas of the University should prepare themselves in advance to deal with an emergency.  This plan also establishes an operational structure for emergency response and recovery.  The components are:
3.1  Prevention and Mitigation – is the goal of Trent’s Risk Management Program, which may be defined as ongoing actions taken to eliminate or reduce the degree of risk to life, property and the environment from natural and human-made threats.  Mitigation measures include, but are not limited to, hazard identification, risk assessment, monitoring, inspection, education, risk and safety policies and procedures, building design and legislative compliance.
3.2  Preparedness – is action taken in advance of an emergency to develop operational capabilities and facilitate an effective response  in the event an emergency occurs.  Preparedness measures include, but are not limited to, business continuity planning, emergency alert systems, emergency communications systems, emergency operations centres, emergency plans, emergency plan exercises, training response personnel, mutual aid agreements, resource management and warning systems.

3.3  Response -  is action taken immediately before, during, or directly after an emergency occurs to save lives, minimize damage to property and the environment and enhance effective recovery.  Response measures include, but are not limited to, emergency plan utilization, emergency alert system use, emergency medical assistance, activating the Emergency Operations Centre, reception and care, evacuation, search and rescue, resource mobilization, tactical intervention by municipal emergency services (fire, police, ambulance) and emergency repairs.
3.4  Recovery -  is activity to return essential support systems to minimum operating standards and long-term activity designed to return life to normal, including some form of economic viability.  Recovery measures include, but are not limited to, use of business continuity plans, crisis counseling, damage assessment, debris clearance, systems restoration, decontamination, insurance claims management, disaster loans and grants, public information, reassessment of crisis plan, reconstruction and temporary housing.
4.  HAZARD IDENTIFICATION AND RISK ASSESSMENT (HIRA)
4.1  Background.  Trent University is exposed to a variety of potential hazards related to its geographic location, its academic and support activities, the demographics and business activities in the City of Peterborough, the Trent Severn controlled waterway and the types of structures in which we study live and work.  For planning purposes, these threats are broken down into two main categories – natural and human-made.  The risk associated with each hazard is assessed by the likelihood of the hazard affecting Trent and the severity of the impact of the hazard on our operations.
4.2  Natural Threats.  As we have seen in recent years, Trent has experienced flooding that resulted in significant and expensive damage to our infrastructure and academic materials therefore flooding and water damage tops our risk list.  Due to our geographic location in the Great Lakes region, ice storms, winter blizzards and severe summer storms (hail, lightning, high winds and tornadoes) are also relatively common occurrences, but have not caused significant damage to the university as of yet.  As we are a rural campus set in a natural environment, the risk of brush and forest fires is also a consideration, especially during dry summers.
4.3  Human-made Threats.  Although the focus of Trent’s academic program is environmentally and socially positive, Trent has a very active student population.  As with other institutions, the collective bargaining process also brings the risk of strikes. Strikes, demonstrations and related vandalism can be extremely disruptive and have occurred in the past. Accordingly, sabotage of the Stan Adamson Power Plant or other essential infrastructure is also a potential risk.  The severity of the impact of such actions varies from low to extremely high, therefore the overall risk is high. There is also a real of accidental or criminal release of hazardous substances, fire, explosions and failure of utility and data systems.  With our residential population and focus on group activities, communicable diseases and pandemics are also risks, as are violent crimes.  Again, the impact of all such events can vary from low to extremely high.  Risk of these events is moderate.  River Road is not a major transportation artery, we are shielded from most of Hwy 28 (Water St) by the drumlin and there are no rail lines or airports within 5 kms, so transportation incidents (spills, crashes, fire) are lower risk.
5. CONCEPT OF OPERATIONS
5.1  Background.  Research conducted by Public Safety Canada and Emergency Management Ontario has shown that the use of a predetermined command, control and coordination system greatly reduces the time interval between the occurrence of a catastrophic event and the return to normal activity.  The Emergency Site Management System, which is recommended by both Public Safety Canada and Emergency Management Ontario and used by the City of Peterborough, is designed to get things back to normal as quickly as possible.  Since Trent University will have to rely on Peterborough’s emergency services in a crisis situation and must work with their Incident Commanders to resolve the crisis, Trent has adopted the Emergency Site Management System as well.
5. 2 Command Structure.  The Emergency Site Management System has two components:
5.2.1 Emergency Response Team (ERT), headed by the Incident Commander, makes tactical decisions on mitigation strategies to save lives and limit the threat to people, property and the environment.  The Incident Commander stays on site and works closely with City Incident Commander.  The Incident Commander may appoint one or more Site Commanders to coordinate specific tactical activities at the emergency site.  In emergencies requiring Police, Fire or EMS services, the City Incident Commander will take ultimate command of the situation but will be supported by and work in close cooperation with the Trent Incident Commander.  The Incident Commander keeps the Emergency Operations Control Group informed of all actions and tactical decisions taken.

The ERT is composed of Trent personnel who are, or may be, required to assist in an emergency situation including, but not limited to, Security Officers, Trent University Emergency First Response Team (TUEFRT) members, Physical Resources staff, Information Technology staff and academic support staff.  The Incident Commander will be the first of the following individuals to arrive on site.  Incident Command may be transferred to the individual most qualified to handle the particular emergency:
· Director of Risk Management

· Director of Physical Resources

· Director of Information Technology

· Occupational Health and Safety Officer

· Radiation Safety Officer and Sciences Facilities Manager

· Security Supervisor

· Mechanical and Electrical Maintenance Manager

· IT Systems Manager

5.2.2 Emergency Operations Control Group (EOCG) makes strategic decisions regarding university operations and supports the Emergency Site Team by directing activities such as internal and external communications, resource acquisition, employee call in, implementation of departmental plans, discontinuing or limiting specific university operations, cancellation of classes or university closure.  The EOCG maintains a record of all action taken and is responsible to oversee the restoration of university operations and business recovery.  
The EOCG will include the following positions.: 

	Position
	Alternates
	Primary Crisis Response Role

	President
	Acting President
	Chief Executive Officer; Liaison with BOG

	Vice President Administration
	Director Human Resources

Director Financial Services
	Director of the EOCG; Liaison with M.C.T.U., C.U.R.I.E.

	Vice President Academic
	Dean of Arts and Science
AVP Research


	Impact on Academic and Research programs;
Liaison with   Durham College, U.O.I.T.     O.M.N.R.; T.C.C.B.E.

	Vice President External Relations and Advancement
	Senior Director, Public Affairs

Senior Advancement Director

Director, Communications
	Reputational impact; Liaison with Alumni and benefactors

University spokesperson; Internal and External Communications

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

	Senior Director, Student Affairs and Community Partnerships
	Director of Athletics

Director of Housing


	Students’ non-academic needs; Liaison with Aramark, TCSU.

	Director of Human Resources
	Recruitment and Organizational Development Manager

Labour Relations Coordinator
	Temporary staff reassignments

Liaison with employee groups


The EOCG Director may ask additional staff, including members of the Emergency Site Team who are not acting as the Incident Commander, or representatives from outside agencies, to attend or support the EOCG.
5.3 Notification.  Any accident, incident or event of a critical nature that may present a risk to life or property should be immediately reported to Campus Security  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.
Campus Security will respond to assess the situation and contact Police, Fire, Emergency Medical Services or appropriate Trent employees as required.  Any incident which may be deemed an emergency as defined by this plan will be immediately brought to the attention of the Director, Risk Management (or designate).  The Director, Risk Management may consult with the EOCG Director and/or other members of the EOCG, as necessary, to determine whether activation of the Plan is required. 
Alternatively, any member of the EOCG who becomes aware of a situation or impending situation that represents an emergency may direct Campus Security to establish Incident Command and convene the EOCG.  Copies of all departmental plans and contact lists is maintained by Campus Security and by the Risk Management Department.  As well, all members of the EOCG and Emergency Site Team leaders are issued a contact card that is kept updated through the Risk Management Department.
5.4  Activating the Plan.  When the Incident Commander decides or Campus Security is directed to activate the Emergency Management Plan they will choose the most appropriate EOC and contact each member of the EOCG, directing them to meet there without delay.  Where a member of the team cannot be reached, their Alternate(s) will be contacted and provided with the same direction.  Where telephone service is unavailable, steps will be taken to contact the EOCG members through the most effective means possible.   The names of any EOCG members who were not contacted must be forwarded to the EOCG Director.
Any member of the EOCG who is alerted to a Crisis situation through a media broadcast is expected to contact Security to confirm the information, and get to the EOC as soon as possible.  
5.5  Emergency Operations Control Group Responsibilities
EOCG members should:

· Be familiar with the Emergency Management Plan and bring their departmental emergency plan, contact lists, business continuity plan and any other relevant information to the EOC.

· Determine when to activate the Departmental plans within their span of control

· Notify a support staff person of their relocation to the EOC and, if circumstances allow, instruct this person to remain at their work station to maintain communications such as notifying your alternate or initiating a fan out notification.

· Ensure an alternate is ready to relieve them if the emergency continues for an extended time.  Bring any personal necessities (keys, coats, medication, cell phone, laptop etc).
· Provide the EOCG Director with situation reports (SITREPS) from their area as the emergency progresses.
· Track all activities in their area, keeping accurate records of decisions taken and all financial costs.  Note exemplary performances and training shortfalls and prepare a post-incident report.

· Ensure that an EOCG Director is established.

The EOCG Director will:

· Utilize Emergency Management, Departmental, Business Continuity or other plans as appropriate.

· Obtain updates and provide direction and guidance to the Incident Commander.

· Authorize reduction in routine services to the degree necessary to support emergency operations.

· Advise the City of Peterborough emergency services of the emergency situation, request assistance if required and coordinate activities between these services and Trent.  Locate and utilize external resource persons and advisors as required.
· Coordinate media interviews and keep the Trent community and the public informed.

· Allocate resources in a manner that does not expose unaffected areas to unnecessary risk and approve the acquisition of needed resources that are not in current inventories.

· Anticipate developing events and assign work teams for operations, planning, logistics, administration and finance.

· Ensure well being of EOCG members (shift changes, meal breaks etc).
· Approve the acquisition of needed resources that are not in current inventories.
· Ensure the President is fully briefed throughout the emergency.
· Provide support and direction during any mass evacuations as noted in Section 6 of this plan.

· When the emergency has terminated, reduce emergency operation activity when safe to do so and implement business recovery/continuity operations.

· Arrange meetings of the EOCG as necessary to keep the recovery and business continuity process on track, including the monitoring of all associated insurance claims.

· Ensure all decisions and actions taken by the EOCG are documented.  The Director will sign and date the completed record which shall be maintained for three years after the incident. 

· Conduct a formal post-emergency debriefing for all EOCG participants, the Incident Commander and external emergency services to produce a written “lessons learned” report.  The report is to be provided to the Emergency Response Planning Committee (ERPC) for consideration at their next scheduled meeting.
6. EMERGENCY OPERATIONS CENTRE (EOC)
In the event of a crisis or emergency the Crisis Response Team will meet at the Emergency Operations Centre.  The venue selected should be at a safe distance from the site of the Emergency.  The EOC serves as a coordination point for activities that are taking place around campus.  It is the location where members of the EOCG gather to support Incident Command activities and needs, share information, provide advice and input for major decisions, and implement the desired strategic course of action in a coordinated and effective way.  The ECG will ensure that the campus community is properly informed and updated on the status of emergency situations.

Members of the EOCG and other senior management should not attend the emergency scene.  Attendance has the potential to disrupt the Incident Command structure.  The EOCG Director will work with the Incident Commander to arrange for appropriate site visits for members of the ECG or other senior administrators.  The following sites have been designated EOCs.

Primary Meeting Place:

DNA Building, Room B105 and Computer Lab
Alternate Meeting Place:

Gzowski College, GCS 110
7.  CAMPUS EVACUATION AND TRANSPORTATION.  
7.1  Purpose.  In the event of an emergency it may be necessary to evacuate all or part of the campus.  A calm and orderly evacuation is critical to the safety of evacuees and the continuing mitigation of the emergency situation.  The purpose of this section is to outline the process for identifying the need for evacuating all or part of the campus, communicating the evacuation order, directing the evacuation and re-occupying the evacuated area upon resolution of the emergency situation.  It is the responsibility of the Incident Commander to ensure that the tactical provisions of this plan are implemented or to devise and implement alternate strategies if the provisions of this plan cannot be executed for any reason.  If the threat is not immediate, the Incident Commander will consult with the EOCG who will decide whether or not to order a mass evacuation.  The process outlined in this plan relates to a mass evacuation requiring significant separation from the emergency for reasons of personal safety.  It is not intended to address individual building evacuation, the plans for which can be found in the Fire Safety Plan.

7.2 Evacuation Strategy.  Trent University has three unique geographical areas, Traill College which is separated from Symons Campus by distance, and the campus buildings on the east and west Banks of the Otonabee River.  Mass evacuation will be staged commencing with those who are at highest risk of being affected by emergency conditions.  For example, a catastrophic incident in the Science complex may require the evacuation of East Bank, possibly followed by West Bank.  In a mass evacuation, three zones will be created as follows:

· Hot Zone – The area immediately affected by the emergency with access restricted to authorized emergency responders and controlled exclusively by the Incident Commander.  This area will be evacuated.

· Warm Zone – The area encircling the Hot Zone within which the Emergency Response Teams would operate and establish command, control and communications for dealing with the emergency, with access controlled exclusively by the ERT.

· Cold Zone – Area encircling the Warm Zone used for staging personnel and equipment as required.  Normal operations may continue in this area, which is likely to be one of the two geographic areas not involved in the emergency.  In the case of a catastrophic emergency involving two or more of the Trent geographic areas, this area may be off campus.

7.3  Evacuation and Transportation Plan.  If the Incident Commander or EOCG Director authorizes a mass evacuation of all or part of Trent University, the following process will be used:

· Incident Commander will notify all ERT personnel of the evacuation and identify the hot zone.  S/he will assign ERT personnel to effect the evacuation and secure the area with warning tape, barricades, fencing or other means.  A single access point will be created, through which all responders must sign in and out.
· EOCG Director will ensure Public Affairs notifies personnel in the affected area that an evacuation has been ordered, advise them to prepare for a lengthy evacuation and ensure the rest of the Trent Community is advised.  This will be accomplished via the telephone paging system, information bulletins, the Trent website and media broadcasts as appropriate.

· If the evacuation is likely to be lengthy, and involves a residence, the EOCG will implement the emergency accommodation portion of the Housing Departmental Plan.

· The Incident Commander will identify outbound evacuation routes and assign personnel to assist with the movement of traffic out of the evacuation zone.  Police assistance may be required for public roads.

· When the hot zone evacuation is complete, evacuation of the warm zone will commence building by building using the telephone paging system and fire alarms.  As buildings are evacuated, personnel will be assigned by the Incident Commander to establish and maintain a secure perimeter.

· The Incident Commander will identify staging areas and advise all emergency responders of their location.  Arriving equipment and personnel will be advised to report to the staging area where they will be held until required.
· Emergency Responders will advise evacuees to use their personal vehicles to evacuate campus if they can be safely accessed.  Emergency Responders will monitor parking areas and assist in the orderly evacuation of personal vehicles.  If the evacuation only involves east or west bank, the Incident Commander may decide to evacuate individuals across the Faryon bridge on foot for safety reasons.

· The EOCG will liaise with Peterborough Transit to divert scheduled Trent transit runs so that they may be used for the evacuation of individuals without personal vehicles.  The Incident Commander will identify a suitable loading area in the warm or cold zone and will provide personnel to assist in the orderly loading and evacuation and to provide directions to transit drivers.  In the event Peterborough Transit is not available, the EOCG will make as many Trent University vehicles available as possible to assist in the evacuation.
· The EOCG will advise the Incident Commander of the evacuation destination for resident students so that the transit drivers may be directed appropriately.  Employees will be evacuated to the nearest cold zone.  The EOCG will provide human resources and student affairs personnel to the evacuation area(s) to provide direction and keep the evacuees up to date with developments. 
7.4  Reoccupation.  Once the Incident Commander or EOCG Director has determined that an emergency situation necessitating an evacuation has concluded, it will be necessary to coordinate the reoccupation of campus facilities.  The following process will be used:
· The EOCG will inform the Trent community including those in alternative accommodation.  The Director of Housing will make arrangements to ensure residence rooms and food services outlets are ready for reoccupation before allowing residents to return and will arrange suitable return transportation.

· The Incident Commander will coordinate the removal of all barricades, caution tape, signs, fencing etc starting with the cold zone and moving to the hot zone and will provide personnel as necessary to ensure an orderly return of traffic.

· If a building is deemed unfit for reoccupation for an extended time, the Incident Commander will coordinate the retrieval of personal belongings, documents, valuable research materials and expensive equipment if it is safe to do so.  Building occupants will be allowed onsite under escort of ERT members to retrieve their belongings and materials then immediately leave the site.  Access to the site will remain restricted and the number of persons allowed to enter will be determined by the Incident Commander based on potential risk and the number of personnel available to provide escorts.  Individuals wishing to retrieve belongings will be asked to provide Trent University photo ID before being allowed access.

· If it is deemed unsafe to enter the emergency site, occupants will be advised that there will be no access.  Property will be retrieved by emergency personnel or demolition crews where possible and a repository for recovered property established where occupants may claim their property.  The EOCG will arrange staff for this repository who will advise occupants how and when to make claims for losses of personal and university owned property.  Affected university departments will also be advised of the claims process through the EOCG.
8. DUTIES OF THE UNIVERSITY COMMUNITY DURING A CRISIS:
8.1  All Employees shall:

a. Report to work unless directed otherwise by the EOCG, 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.  Under no circumstances will an employee release the name of a victim without the approval of the victim, their family or the EOCG Director;
d. Direct emergency-related public inquiries to the source identified by the EOCG; and
e. Work in a safe manner and not put their own health or safety at risk.
8.2  University Academic and Administrative Supervisors  (i.e. Directors, Managers, Academic Department Chairs, Academic Program Chairs, Academic Program Directors, and Research Directors (Principal Investigators)) shall : 

a. Take all necessary precautions to protect people, critical research, animals and irreplaceable computer records, archives, valuable materials and equipment within their areas;

b. Prepare and maintain Departmental Emergency Response and Business Continuity Plans, including an up-to-date contact list;

c. Implement their departmental plan as directed by the EOCG; 
d. Remember that decision making in an emergency will not allow for normal consultative processes and that autocratic decisions will have to be made; and
e. Provide concise situation reports (SITREPS) on their area when requested by the EOCG.  SITREPS include:
· From (department)

· As of (Time and Date)

· What is happening?  Include when and where.

· Any deaths, injuries, property damage or other problems.

· What action is being taken?

· Needs? (Requests for assistance or resources.)

· Who is in charge?  (Key personnel)
8.3  Senior Director Public Affairs (or Designate) shall:
a. Advise the EOCG on all matters relating to internal and external communications and dealing with the media;

b. Update the University website to provide contacts and information updates.

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

e. Respond to media inquiries;

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

g. The spokesperson is to be determined by the Director EOCG.  Only in the most serious of circumstances should the President or the Chair of the Board of Governors serve as spokesperson.  Normally, the Senior Director, Public Affairs will act as the University spokesperson during an emergency.  In his/her absence one of the following positions will serve as spokesperson:

· Vice-President External Relations and Advancement;

· Vice-President Academic and Provost;

· Vice-President Administration;

· Director of Communications.
a. The spokesperson will:

1) Be readily available to the EOCG and capable of articulating the University’s position as determined by the EOCG;

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.
8.4  Director of Human Resources (or designate) shall:
a. Advise the EOCG on all Human Resources issues;

b. Provide up-to-date employee contact information;

c. Provide assistance and guidance with the temporary reassignment of staff, as required, during and following an emergency;

d. Arrange counseling for University employees, as required;

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

f. Establish contact with the family (or a named emergency contact) in the event an employee is seriously hurt or killed;
g. 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; 
h. Provide registration and inquiry services to collect and answer queries concerning the safety and whereabouts of missing employees;

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

8.5  Director of Information Technology Services (or Designate):
a.  Advise the EOCG of all matters pertaining to IT capabilities.

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

c.  Set up and maintain extra telephones (for ‘hotlines’) and computers as required.
8.6  Director Physical Resources (or Designate) shall:

a. Advise the EOCG on all building design, engineering, infrastructure, utilities, roads, grounds and damage control issues;

b. Contact essential services staff;

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

d. Undertake damage control and effect emergency repairs;

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

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

g. Maintain contact with Peterborough Utilities Services, Ontario Power Generation, Enbridge Gas and / or other outside service providers, as required; and
h. Locate alternate workspace for displaced employees, as required

8.7 Director of Risk Management Office (or designate) shall:
a. Activate EOCG and assume initial incident command; 
b. Evaluate and secure emergency sites, as required;
c. Maintain a 24-hour emergency response capability;
d. Activate the Emergency 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 and monitor all claim-related issues during the Emergency and through the post-emergency recovery period.  
h. Maintain an accurate record of all damages reported, claims submitted and actions taken by the insurers, as required;
i. Maintain regular contact with the EOCG.

8.8  Senior Director of Student Affairs and Community Partnerships (or designate) shall:
a. Advise the EOCG on all matters pertaining to the provision of emergency support to students;

b. Take a lead role in addressing the needs of students;
c. 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;
d. Contact students and/or their families, as required using information provided by the Registrar’s Office;
e. Provide health and counseling to affected students and provide information on municipal, County and provincial support services as required;

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

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

h. Co-ordinate food service to the EOCG, ERT and any persons required to be on campus;
i. 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; and
j. Liaise with all student groups and student run operations and landlords of student housing;

9. EMERGENCY RESPONSE  PLANNING COMMITTEE (ERPC):
9.1  Mandate.  The ERPC oversees the planning for emergency management with emphasis on risk management and due diligence considerations.  The committee is to ensure appropriate programs, policies and procedures are in place to provide an effective, well-coordinated response to any emergency that affects Trent University.  The ERPC works as a team with the aim of continually improving Trent’s level of preparedness and ability to respond to all emergencies by obtaining maximum benefit from lessons learned in past events.  
9.2  Composition.  The ERPC shall consist of the:

a. Director of Physical Resources;
b. Director, Risk Management (Chair);

c. Dean of Arts and Science;
d. AVP Research;

e. Principal, Julian Blackburn College;
f. Director of Human Resources;

g. Senior Director, Public Affairs;

h. Occupational Health and Safety officer;
i. Senior Director, Student Affairs;

j. Director of Information Technology Services;

k. President, TCSA; and

l. President, GSA.

9.3  Responsibilities:
The ERPC shall:

a. Meet at least quarterly.  Six members constitute a quorum;

b. Develop and maintain an Emergency Management Program that includes this plan;

c. Facilitate a constructive review process for incidents – debriefing, analysis, reporting and follow up of lessons learned in regard to the emergency response capacities/shortfalls.

d. Review and maintain this plan and associated documents including Departmental Emergency Plans, Contact Lists and Business Continuity plans;
e. Establish, equip and maintain the EOC(s);
f. Ensure communications processes have the capability to deal with emergency situations;
g. Ensure related corporate policies, procedures and programs (eg. Fire Safety Plan, Evacuation Plans, Radiation Safety etc) are consistent with this Plan ;
h. Test the plan annually via a tabletop exercise or mock disaster exercise;

i. Undertake measures to ensure public awareness relating to emergency preparedness and response;
j. Liaise with external agencies and organizations on emergency response and preparedness; and

k. Recommend expenditures related to emergency response and preparedness.
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