Attachment 2

Template

Basic Emergency Operation Plan  

Name of Location and Address

Point of Contact for Plan: Name and E-mail, phone, secondary contact;

Date Completed/Last Updated

1.
  List essential activities and functions of this location

Protect employees
Conduct research on xyz
Maintain geoplasm, inventory of xyz for NPS, ARS
Restore normal AFM support
Secure facility, systems, records
Secure living organisms, livestock, aquatic life
Restore normal functions as soon as possible
2.
List or Roster of Essential Personnel/Position that is required to support activities in item 
One.


(Note: Item 2 & 4 can be combined)
	
Name
	
Position
	
Contact Phone
	
Functions
	
Responsibilities

	Warren Lamboy
	Research Leader
	
	Initiates Plan

Contacts Area
	Research Leader

	William Shaben
	Facilities Engineer
	
	Emergency generator, 

Contact Cornell Physical Plant
	Secure Structures and Infrastructure


3.
Vital Equipment, Records, Systems: Focus on research and facility, place in table or outline format.

	Essential Equipment/Records
	Brief method of protection, monitor and/or replacement/duplication

	Electrophoresis System
	Shut down and monitor

	Aquatic Life Support Systems
	Can maintain and monitor in place for X hours, Relocate stock to XYZ.

	Livestock, Data collection centers & systems
	


4.
Order of Succession

  Policy and/or directional function such as Management Leads and Laboratory Leads

	
Name
	
Position
	
Name
	
Phone, Work, Home, Cell Phone

	Successor 1
	AD, CD, RL
	
	

	
	
	
	

	Successor 2
	AAO, Lab Director/LAO
	
	

	
	
	
	

	Successor 3


	Maybe a second LS and FMaintenance
	
	

	
	
	
	

	Successor 4
	Outside Emergency 

Personnel Contact
	
	

	
	
	
	


5.  Delegation of Authority: The people who implement or activate/deactivate plan; this person(s) has defined scopes of delegation.

Note that contact in Item 4 & 5 can be the same employees and can include other levels in organization.  Note contract employees as well.  In this example, include secondary contacts for each area of expertise.

Example:

	Center Director
	Contact Information
	Alternate
	Contact
	Delegation/

Responsibilities

	John Cherry
	Work phone

Home phone
	Shu-I, Tu
	Work phone

Home phone


	Responsible for final decisions regarding plan, evacuation, return of employees

	Joe Howell
	
	
	
	Responsible for facility shut down, protection of outer buildings, vehicles, notifies fire and police aid.

	Sharon Maio
	Work: (607) 255-5487
	
	
	Responsible for notification, T&A files, PC purchases, personnel files, coordinates with IT.


6.
Primary, secondary points of contact - this includes all emergency contact numbers, employee call tree for continuing  emergency information.  Also includes outside agency, law enforcement, fire contact, EPA, etc., radio & TV contacts, hospitals, university, contractor, and suppliers.

