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Emergency Operations Plan 

Appro va l  and Implementa t ion  
 

The Central Washington University (CWU) Emergency Operations Plan (EOP) describes 
how university will mobilize resources and conduct activities to address the 
consequences of any major disaster or emergency within the boundaries of the 
Ellensburg campus. It is consistent with the Kittitas County Emergency Management 
Plan. 

Local and state assistance is available through mutual aid agreements and memoranda 
of understanding. Federal assistance is available under the Robert T. Stafford Disaster 
Relief and Emergency Assistance Act, as amended, as well as individual agency 
authorities. 
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Emergency Operations Plan 

In t roduct ion  
An emergency is any event or condition that presents an imminent risk of death, serious 
injury or illness to the university community, suspension or significant disruption of 
university operations, significant physical or environmental damage, or significantly 
threatens the university’s financial well-being. Rather than establish rigid parameters for 
qualifying an event as an “emergency,” this definition is intended to emphasize the 
actual and potential catastrophic effect, the imminent threat, and seriousness inherent 
to emergencies. Other events may produce crisis or harmful effects but an emergency is 
distinguished by the severity of the threat and its effects as well as the on-going threat 
posed to the university community. 
 
The Central Washington University Emergency Operations Plan (CWU EOP) is designed 
to maximize human safety and survival, identify and minimize danger, preserve and 
protect property and critical infrastructure, provide for internal and external 
communication and restore normal activities after an event or emergency.  

The CWU EOP addresses mitigation, recovery, preparedness and response.  It conforms 
to the Washington State Emergency Plan and the National Incident Management 
System. 

Since emergencies may occur suddenly and without warning, the plan is flexible enough 
to accommodate conditions as they occur.   

Plan Development and Maintenance 
The contents of this plan must be known and understood by those people responsible 
for its implementation. University Police and Parking Services (UPPS) is responsible for 
briefing staff members concerning their role in emergency management and the 
contents of this plan. 
 
Department heads are responsible for development and maintenance of their 
respective segments of this plan and their appropriate support during implementation 
of all or parts of this plan.  

The Executive Policy Group (EPG) will ensure an annual review of this plan is conducted 
by all officials involved in its execution. The director of UPPS will coordinate this review 
and any plan revision and distribution found necessary. 

The activation of an Emergency Operations Center (EOC) and implementation of this 
plan should be tested at least once a year in the form of a simulated emergency 
tabletop exercise. This will ensure practical, controlled experience to those emergency 
managers tasked within the plan. 
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FEMA Chain of Command 

The CWU EOP is based on FEMA’s National Incident Management System (NIMS).  An 
explanation of the duties and responsibilities of each group within the command 
structure (executive policy group, incident commander, command staff and general 
staff) may be found in this plan (see table of contents). 
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Purpose ,  Scope ,  S i tuat ions ,  Assumpt ions  
and L imi ta t ions  

Purpose   
This plan has been established to protect life and property. It provides the guidelines 
and directives deemed necessary to aid in the response and recovery of most 
emergencies that could affect the Ellensburg campus. It is designed to enable 
responders and staff to perform essential emergency planning and response functions; 
to prevent, minimize, and repair damage; and to ensure continuity of operations so that 
essential services may continue to be provided to our campus community.  

It also serves as a guideline for public and private organizations that aid in the response 
and recovery from any emergency that could impact the Ellensburg campus.   

The plan also: 
• Identifies authorities and assigns responsibilities for planning, response, and 

recovery activities. 
• Establishes a chain of command and communication structure when planning or 

responding to hazards.  
• Establishes the command structure that will manage the response, 
• Identifies those individuals, divisions, departments or units tasked with specific 

responsibility for carrying out the plans and operations.  
• Identifies available public and private sources of equipment and manpower which 

could be utilized. 
• Identifies other jurisdictions and organizations with which planning and emergency 

response activities should be coordinated.  

Scope and Applicability 

The EOP is a local-level emergency management plan designed to describe the 
response to an emergency or disaster on the CWU Ellensburg campus.  

The EOP is intended to be both "generic" and "hazard specific,” covering the entire 
range of emergency and disaster situations from natural disasters, manmade disasters 
or technological hazards.   

The EOP also considers emergencies and disasters that are likely to occur in Kittitas 
County, Washington.   

The EOP encompasses the activities necessary to implement the four phases of 
emergency management:  preparedness, mitigation, response, and recovery.  
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Situation 
Central Washington University is located within the City of Ellensburg. The campus 
resident population is approximately 3,400 students. The daytime population can be as 
high as 12,000 people. Ellensburg is situated between two major interstates with 
thousands of motorists and semi-trailer trucks carrying various types of cargo that could 
be hazardous. A railroad which divides the City transports cargo including hazardous 
material.   

CWU is exposed to many hazards, all of which have the potential for disrupting the 
community, causing damage, and creating casualties.  Potential hazards which may 
occur in or around the county include floods, tornadoes, winter storms, civil disorder, 
earthquakes, dam failure, HAZMAT incident-fixed facility, HAZMAT incident-highway, 
nuclear incidents, power failure, radiological incident-transportation, subsidence, rural 
or urban fires and acts of terrorism. 

Assumptions 
CWU and surrounding communities will continue to be exposed to the hazards 
identified above as well as others which may develop in the future. 

Officials will continue to recognize their responsibilities with regard to the public safety 
and exercise their authority to implement this emergency operations plan in a timely 
manner when confronted with real or threatened disasters. 

If properly implemented, this plan can mitigate disaster-related losses. 
 
Limitations 
No guarantee is expressed or implied by this plan. The possibility of local resources 
becoming overwhelmed is a reality. CWU will make reasonable efforts to support and 
act on this plan based on the information and resources available at the time of 
emergency.  

Some limitations may also include limited supplies of water, food, shelter and/or 
medical supplies; damage to facilities and equipment or shortage of response 
personnel; damage to roads, rails, utilities and communication networks.  
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Organiza t ion and Ass ignment  o f  
Responsib i l i t ies  

General 
The incident command system (ICS) at Central Washington University includes the 
incident commander (IC), command staff and general staff who operate at a command 
post, also known as the emergency operations center (EOC).  
 
The executive policy group (EPG) includes the president, vice president for business and 
financial affairs, provost/vice president for academic and student life, chief of staff and 
executive assistant. Consideration should be given to include division assistant/associate 
vice presidents and administrative assistants at briefings so they can better provide 
support to the EPG. In most emergencies, a university police officer will be the initial 
incident commander. Officers are trained to notify the Director of University Police and 
Parking Services (UPPS) of major incidents.  

The director of UPPS, or designee, will determine which department is best skilled to 
provide an incident commander. The incident commander should be a person that has 
the skills, knowledge and abilities to best handle the situation. For example, a law 
enforcement function would most likely be commanded by a police officer; a computer 
issue would be commanded by someone from Information and Technology Services; 
and a health issue might be commanded by someone from the medical clinic.  

The director of UPPS or designee will assist in activating the emergency operations plan 
and the emergency operations center. Once selected, the IC will have all authority and 
responsibility as outlined in the plan.  If the IC is the director of UPPS, the president will 
appoint a liaison between the IC/EOC and the president or EPG. If the IC is from another 
department on campus or an individual from another entity such as the local Fire 
Department or FBI, the director of UPPS will be the liaison between the IC/EOC and the 
President or EPG.    

 
Chain of Command 
The President is responsible for overall response and recovery operations and to: 
• Establish basic policies which govern CWU emergency management. 
• Call the EPC together and establishes goals. 
• Authorize the mitigation and recovery strategy.  
• Declare a CWU state of emergency or campus closure.  

 
If the president of the university is inaccessible from campus or incapacitated, CWU 
Policy 2-10-020, Chain of Command, will determine which campus administrator will 
serve as the president’s designee. 
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Direct ion ,  Contro l ,  and Coord inat ion  
 
General Structure 
The structure of the EOP is designed to ensure maximum utilization of university 
resources to save lives, protect the environment and minimize property damage in a 
disaster through a coordinated effort by the emergency response agencies under the 
direction of the president/designee operating from a pre-designated Emergency 
Operation Center which contains adequate working area, communications and 
administrative support.  

Executive Policy Group  
The command responsibility for all emergency management belongs to the president or 
designee with assistance from the executive policy group (EPG). The EPG is the decision 
making group for all policy level decisions and is the executive head of EOC and Incident 
Commander and staff.  During response operations, the members of the EPG will 
provide guidance to the organization through the EOC and IC. They will also be available 
to constituents to address non-routine matters. 

Incident Command                                                                                                 
The Incident Commander provides for the safety and welfare of assigned personnel, 
assesses situation and determines resource and response needs, develops incident 
objectives and incident action plan, assigns command staff positions and works with the 
EPG.  

Operations  
The operations section is responsible for all activities focused on reduction of the 
immediate hazard, saving lives and property, establishing situational control, and 
restoration of normal operations. 

Planning 
The planning section collects, evaluates, and disseminates incident situation 
information and intelligence to command staff and the policy group, prepares status 
reports, displays situation information and documents the Incident Action Plan. 

Logistics 
The logistics section supports the needs of the incident and personnel, coordinate and 
process resources, estimate future service and support in compliance with the Incident 
Action Plan (IAP).  

Finance and Administration 
The administrative section provides financial, reimbursement, and administrative 
service to support incident command. 
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Operat ions  

General 
A comprehensive emergency operations plan is a template used to adapt quickly to an 
emergency, protect lives and return the university to its normal function.  

This plan is based upon the assumption that the emergency functions performed by 
various groups responding to an emergency will generally parallel their normal day-to-
day responsibilities. This means that to the extent possible, the same personnel and 
material resources will be employed in both cases.  In addition, day-to-day functions 
which do not contribute directly to response actions to an emergency may be 
suspended and/or redirected for the duration of the emergency.    

 

Implementation 
Normal Campus Conditions (No Emergency) 
When normal campus conditions exist, no unusual response or planning activities are 
necessary. 
 
Incident (Minor Emergency) 
A critical incident or minor emergency is any event whose initial impact is limited to a 
specific area or group within the university. A critical incident causes significant 
disruption to the affected group, but does not disrupt overall university operations. 
During a critical incident an Incident Command Post (ICP) may be established as 
determined necessary by the director of University Police & Parking Services (UPPS) or 
designee.  
 
Disaster (Major Emergency) 
A disaster or major emergency is any event which disrupts the orderly operations of the 
university and often raises questions or concerns over closing or shutting down the 
Ellensburg campus for a period of time. A disaster may extend beyond the Ellensburg 
campus and disrupt functions of the surrounding communities. A coordinated effort of 
all campus-wide resources is required to mitigate the situation and coordinate essential 
outside emergency services and resources. In all cases of a disaster, an ICP and an EOC 
will be activated, and appropriate support and operational plans will be executed. 

Whether a disaster is imminent, or has occurred, participating jurisdictions operate 
under the National Incident Management System (NIMS) and the Incident Command 
System (ICS). (NIMS manage disasters between local, state and federal levels. ICS 
manages personnel and scene). UPPS will coordinate the implementation of the EOC to 
address these basic guidelines: 
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• Determine the scope of the situation; mobilize, and commit the initial emergency 
response resources based on the nature of the emergency.  

• Take action to protect lives, property and environment. 
• Coordinate with other departments, agencies and resources as needed. 
• When applicable request that Executive Policy Group (EPG) activate to provide 

guidance to the Incident Commander.  
• When applicable request that a CWU State of Emergency Declaration be drafted.   
• Establish local policies and control mechanisms to restore equilibrium minimize 

economic dislocation, preserve and protect existing organizations and reestablish 
operations. 

Authority 
The president has responsibility and authority for the direction and control of the 
emergency management function of CWU, to declare a CWU state of emergency and to 
authorize the Director of University Police and Parking Services to maintain and 
implement this plan and to coordinate and integrate emergency plans and activities. 

The authority of the Incident Commander is limited to those powers granted by statute, 
granted by EPG authority or derived from this plan. Emergency response teams and 
other agencies and organizations agree to carry out their objectives in support of the 
incident command structure to the fullest extent possible.  

Jurisdictions and Relations 
CWU coordinates with adjacent municipalities for reciprocal emergency assistance as 
needed. CWU will embrace and utilize the National Incident Management System 
(NIMS) and the Incident Command System to ensure seamless response.  

By coordinating with Kittitas County Emergency Management, the City of Ellensburg and 
State of Washington, CWU has access to resources both locally and across the State. 
This access comes by giving the CWU Emergency Management Coordinator the 
responsibility to coordinate and meet with other EMC’s.  
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Planning 
 
This section describes the essential information common to all operations identified 
during the planning process. It identifies the type of information needed, the source of 
the information, who uses the information, how the information is shared, the format 
for providing the information, and any specific times the information is needed. 
 
Information Collection Responsibility  
The planning chief provides information needed to understand the current situation, 
predicts probable course of incident events, assists in preparing alternative strategies, 
controls operations for the incident and coordinates with other staff members.  

The planning chief directs the collection of information to determine the severity of 
damage caused by the disaster. The planning chief drafts action plans for control and 
containment of the emergency, surveys of facilities and structures and inspections, and 
the shutdown and restoration of damaged structures. 
 
Types of Intelligence Reporting and Collection 
FLASH REPORTS: This is the first series of reports submitted from the first responders 
and field units to the emergency operations center. Generally, these are verbal via 
portable radios. 
 
SITUATION REPORTS: These reports are more refined and have been confirmed. They 
provide a clearer picture of the total impact and are the basis for establishing priorities. 
These should be submitted through channels every two hours with updates.  
  
DETAILED REPORTS: Following situation reports, the emergency management team at 
all levels will require a report with more detailed information, particularly resulting from 
damage estimates and analysis. These reports may be needed for city, county and state 
emergency operations centers.  
 
The Analysis of Information Collected 
The planning section, under the planning chief, review the information collected and 
determine if the information is incident-related and which area or areas need the 
information. The planning section drafts action plans including the pertinent 
information for approval by the IC and EOC. The planning section drafts after action 
reports, regularly briefs the incident commander and supervises the message flow of 
the EOC and EPG   
 
Information Dissemination 
Using the drafts provided by the planning section, the Public Information Officer (PIO) 
will draft a public release of certain information. The PIO is responsible for      
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preparing, seeking authorization and disseminating public information regarding the   
incident and matters of public interest.  
 
During an emergency the PIO is the point of contact for the public and the news media, 
coordinating releases for the university and with other agencies and arranging news 
conferences as necessary. Information should be released through all means available 
including the CWU Emergency Notification System if appropriate. Other means may 
include:  
 
• By phone tree  
• By e-mail  
• By University homepage and the UPPS homepage  
• By the University closure phone line  
• By using staff to make physical contact at each building  
• By vehicle and hand held public address systems  
• By interior Public Address Systems  
• By using KCWU 88.1 FM radio  
• By using public and private television stations  
• Through social media (Facebook and Twitter)  
 
The PIO is also responsible for establishing a rumor control center to respond to 
inquiries from relatives and friends outside the impacted area concerning the university 
and its students.  
 
Liaison 
During an emergency, an assigned liaison officer functions as the point of contact for 
supporting agencies and mutual aid agency representatives (particularly the county/city 
EOC). The liaison officer assists with intergovernmental communications and liaisons. 
This may include representatives from other law enforcement agencies, fire services, 
emergency medical providers, Red Cross, Public Works, Coroner's Office, Health 
Services, etc. 
 
Incident Action Plans  
Incident Action Plans (IAPs) ensure that everyone is working in concert toward the same 
goals set for that operational period by providing all incident supervisory personnel with 
direction for actions to be taken during the operational period identified in the plan. 
IAPs provide a coherent means of communicating the overall incident objectives for 
both operational and support activities. They include measurable strategic objectives to 
be achieved in a time frame called an operational period. They may be verbal or written 
except for hazardous material incidents where it must be written, and are prepared by 
the planning section in coordination with the incident commander. Equally important, 
the IAP facilitates dissemination of critical information about the status of response 
assets themselves. Because incident parameters evolve, action plans must be revised on 
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a regular basis (at least once per operational period) to maintain consistent, up-to-date 
guidance across the system. 
 
The following should be considered for inclusion in an IAP:  
• Incident goals -- where the response system wants to be at the end of response. 
• Operational period objectives -- major areas that must be addressed in the specified 

operational period to achieve the goals or control objectives.  
• Response strategies -- priorities and the general approach to accomplish the 

objectives. 
• Response tactics -- methods developed by operations to achieve the objectives.  
• Organization list with ICS chart showing primary roles and relationships. 
• Assignment list with specific tasks.  
• Critical situation updates and assessments.  
• Composite resource status updates.  
• Health and safety plan -- to prevent responder injury or illness.  
• Communications plan -- how functional areas can exchange information. 
• Logistics plan -- procedures to support operations with equipment, supplies, etc. 
• Responder medical plan -- providing direction for care to responders. 
• Incident map -- map of incident scene.  
• Additional component plans, as indicated by the incident.  
 
After Action Reports  
 
Requirements and Regulations  
The ICS reporting process requires the completion of an after action report.   
 
Functions of After Action Reports  
An after action report serves the following important functions:  
• Serves as the source for documentation of response to real world event and exercise 

activities.  
• Identifies problems and successes during emergency or training operations.  
• Analyses the effectiveness of ICS components.  
• Describes and defines a plan of action for implementing improvements.  
 
Responsibility for After Action Reports  
The university office in command, or designee, of the emergency or exercise will be 
responsible for completing the after action report. Other members of the ICS 
organization may also be required to complete reports respective to their assignment. 
The university official will distribute the report as needed.  
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Contents of After Action Reports  
 
After Action Report Outline  
• Introduction and background.  
• Type/location of event/drill/exercise.  
• Description of event/drill/exercise.  
• Chronological summary of event/drill/exercise.  
• Response from outside emergency services (as appropriate). This should include a 

summary, conclusions, the field response, and other local, operational area, 
regional, state or federal response.  

• Interacting Systems, Agencies and Programs. This should include mutual aid systems 
(law enforcement, fire/rescue, medical, etc.); cooperating agencies (utilities, Red 
Cross, University departments, etc.); telecommunications and media interactions.  

• Improvements, conclusions, and recommendations. As applicable, include a 
description of actions taken, assignments, associated costs or budget, timetable for 
completion or correction, and follow-up responsibility.  

• Training needs.  
• Recovery activities (as applicable).  
• References such as maps, charts, training materials, etc.  

 
After Action Report Supporting Documents  
Many types of documentation might be included. Some recommended types include the 
following:  
• Action plans written during operational activities or training exercises.  
• ICS/EOC Forms.  
• Unit activity logs and journals.  
• Written messages.  
• Function and position checklists.  
• Public information and media reports.  
• FEMA-developed forms.  
• Other forms or documents used during an emergency or training exercise.  
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Communicat ions  

General 
Communications are essential for adequate response and recovery from a major 
disaster. Communication covers both the internal interactions of responders and 
managers as well as the information being given to our community.  

During a disaster the university may establish an Emergency Operations Center. A 
segment of that center will be dedicated to establishing and maintaining internal and 
external communications. On large scale events involving mutual aid, KITTCOM will 
coordinate first responder radio dispatching.  

Assumptions   
 Communications needs during a disaster may exceed normal capabilities.  
 Telephone service may be interrupted or terminated.  
 Two-way radio service may be interrupted or terminated.  
 Geographic and weather conditions can limit communications.  
 The IC will establish a communications plan (ICS form 205). 

 
Two-Way Radio Communications 
If available, two-way radios will be the default and primary communication tool 
between responders and the incident command team using good radio practices such as 
short and concise messages.  
  
Facilities Maintenance Division (FMD) utilizes numerous hand-held radios       
capable of communicating over several frequencies. However, these radios are not 
compatible with emergency responder frequencies. The facilities radio communication 
system is dispatched by a main radio in the Jongeward building. In the event of an 
emergency, the IC will determine which facility personnel will be issued radios        
and the frequency to be used. There may be a need to assign facility personnel to a 
specific frequency to streamline communications and reduce air time struggles. For 
example, the EOC most likely doesn’t need to be aware of one employee requesting 
another employee to bring them a tool or item.  
 
University Police and Parking Services utilizes hand-held and car radios utilizing the 
emergency responder frequencies. Police officers are equipped with radios capable of 
talking with other emergency responders and KITTCOM, the county-wide dispatch 
system. In addition, UPPS has one frequency commonly used for parking      
enforcement. This frequency has a main dispatch radio within the office of UPPS.    

The IC may need to assign a communications officer to assist in the monitoring of two-
way radio traffic. Since FMD and UPPS use different frequencies to communicate, a 
communications officer could be used to relay messages between these groups. On 
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smaller scale responses an FMD radio could be issued to emergency responders for 
more direct communication between those groups.   

Telephones and Internet 
If service is available telephones (land-line, satellite and cellular) may be utilized        
to communicate between responders, EOC and EPG. SMS (texting) is another       
quick way to deliver a message but abbreviations and short message capability        
may hinder clear message and interpretation.   

If Electronic Communication Is Unavailable 
In times where radios, internet, telephone service is non-existent, hand-held        
public address (PA) systems will be used; each UPPS patrol car is equipped        
with a hand-held PA. Message “runners” may be used to ensure messages and 
communications are delivered between groups.  

Responsibilities  
University Police - As initial responders, UPPS is responsible for the general     
coordination of emergency communications that may:  
• Establish an incident command post and, if warranted, coordinating the activation of 

an emergency operations center. 
• Coordinate the assignment and use of radios and radio frequencies during an 

emergency. 
• Coordinate with facility electricians to use portable generators to maintain radio and 

telephone systems. 
• Coordinate with city, county, and state agencies to establish communication links 

and radio frequencies to be used during emergencies/disasters.  
• Using mobile and hand-held radios with frequencies maintained through KITTCOM. 

 
FMD Technical Services has the overall responsibility for life safety systems such as fire 
and hold-up alarms, voice-over PA systems in certain buildings, and maintaining facility 
radio systems. During an emergency, they may also: 
• Assign and maintain radios to employees responding to the incident. 
• Establish what frequencies will be used by what divisions.  
• Maintain EOC equipment such as the conference room large screen monitor.  
 
Telecommunications is responsible for telephone operations on campus and during an 
emergency may: 
• Develop a recovery plan to maintain telephone communications. 
• Coordinate with university police to establish priority phones and/or telephones 

needed at the Emergency Operations Center.  
• Provide internet and other technology needs of the EOC and EPG.  
• Maintain an uninterrupted power supply (UPS) for the phones. 
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• Identify the number of cellular and satellite phones available at the University.  
 

Public Affairs is responsible for media relations and during an emergency may:  
• Draft and disseminate campus notifications.  
• Activate the Emergency Notification System.  
• Develop and maintain informative web pages or blogs and printed materials as 

needed.  
 

Emergency Notification System 
CWU maintains an emergency notification system comprised of several     
modules used to notify our students, faculty and staff of an emergency on the       
Ellensburg campus. The system includes: CWU Alert!, a telephone, text and email 
system; Desktop Alert!, a system that can broadcast  message to all computers logged 
into the network; and Alert Update an email system used post-incident to notify 
subscribers that an incident occurred. 
 
Other modes used to share emergency communications include phone trees, internal 
building public address systems, reader boards, steam whistle, vehicle and hand-held 
public address speakers, webpage messaging, closure phone line, use of media including 
CWU radio station 88.1fm, social media postings and staff contacts in each building.  
 
The activation of CWU’s emergency notification system is determined by the     
director of UPPS. Some members in UPPS and ITS have the authorization to draft and 
send messages when the director determines it is appropriate to do so. The emergency 
notification system may be used to continue to give our community updates of an 
emergency or disaster if deemed appropriate by the IC.  
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Adminis t ra t ion  and Documenta t ion   

Procedures 
Some administrative procedures may be suspended, relaxed, or made optional under 
threat of disaster. Such action should be carefully considered, and the consequences 
should be projected realistically. During an emergency, the president, or designee, has 
the authority to suspend, relax or change procedures or policies as allowed under law. 
Additionally, the president, or designee, may authorize rentals, leases, procurements, 
contracts for such resources or services that are essential for maintaining the safety and 
well-being of the campus community and to restore vital services.  

Documentation of Finances 
All disaster related expenditures will be documented using generally accepted 
accounting procedures. This documentation should be thorough and available to be 
used to potentially qualify for reimbursement.  

Departures or changes of policies or procedures will be documented and properly 
distributed and noted.  
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Check l is ts  and Other  Key Roles  and 
Responsib i l i t ies   
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President  
 
Assignment: Executive Policy Group 
  Position UNIVERSITY PRESIDENT 

Section Executive Policy Group 

 
 FOR IMMEDIATE CONSIDERATION OR ACTION 

 

Remain calm. 

 

Turn on your cellular phone. 

 

If situation warrants evacuation of your building/office, coordinate evacuation 
with UPPS.   Do not go to the incident site. 

 

Obtain information from incident commander by calling KITTCOM at 925-8534. 

 

Consult with the Incident Commander to determine activation of the EPG 
consisting of: chief of staff, vice president of business & financial affairs, 
provost/vice president for academic and student life and the executive 
assistant. 

 

Determine location for EPG: Barge 412 is primary but in case of evacuation or 
power outage location will be SURC 301. 

 

Consult with the incident commander to consider closure of the university or 
declaring a CWU state of emergency. 

 

Determine if the incident requires campus closure how long and how the 
information will be provided to students and staff. 

 

Brief the Executive Policy Group on the emergency situation and status as it 
affects their areas. Ensure each has their checklist of responsibilities.   

 

Determine need to invite EPG direct reports (AVP’s and Directors) to a briefing. 

 

Establish goals for the EPG. What is the extent of casualties, injuries, and 
damage? What is the extent of the damage to the surrounding local 
community? Utilize AVP’s and administrative assistants to carry out tasks. 

 

Appoint a scribe and keep records.  

 

Appoint a liaison between the emergency operation center and the EPG if the 
incident commander (IC) is a university police officer, Otherwise, the director of 
UPPS will be the liaison between the emergency operations center and the EPG.  

 

Draft necessary public statements with director of public affairs and seek 
approval with incident commander.  

 

Confer as needed with local and state officials. 

 

Authorize the incident commander to announce the end of the State of 
Emergency when appropriate. 
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Provost  /Vice  Pres ident  for  Academic  and 
Student  L i fe  
 
Assignment: Executive Policy Group 
  Position PROVOST 
Section Executive Policy Group 

  
FOR IMMEDIATE CONSIDERATION OR ACTION 

 

Remain calm. 

 

Turn on your cellular phone. 

 

If situation warrants evacuation of your building/office, coordinate evacuation 
with UPPS.   Do not go to the incident site. 

 

Consult with the president to determine activation of the EPG consisting of: 
chief of staff, vice president of business & financial affairs, provost/vice 
president for academic and student life and the executive assistant. 

 

Determine location for EPG: Barge 412 is primary but in case of evacuation or 
power outage location will be SURC 301. 

 

Contact dean of student success to determine how or if on campus housing is 
affected.  

 

Be prepared to notify direct reports in case of school closure, class cancellation, 
housing evacuations or sheltering.  

 

Inform and brief your direct reports on how the emergency may impact their 
areas so they can begin to plan accordingly.  

 

Provide resources and information to the EPG.  
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Vice Pres ident  for  Bus iness  and F inanc ia l  
Af fa i rs  
 

Assignment: Executive Policy Group 
  Position  VICE PRESIDENT – Business and Finance 
Section Executive Policy Group 

  
FOR IMMEDIATE CONSIDERATION OR ACTION 

 

Remain calm. 

 

Turn on your cellular phone. 

 

If situation warrants evacuation of your building/office, coordinate evacuation 
with UPPS.   Do not go to the incident site. 

 

Consult with the president to determine activation of the EPG consisting of: 
chief of staff, vice president of business & financial affairs, provost/vice 
president for academic and student life and the executive assistant. 

 

Determine location for EPG: Barge 412 is primary but in case of evacuation or 
power outage location will be SURC 301. 

 

Establish a journal or log to track requests.  

 

Be prepared to notify direct reports in case of financial requests, dining 
requests, contracts for equipment purchase and rental.   

 

Be prepared to initiate the continuity of operations for financial and 
information/technology.  

 

Inform and brief your direct reports on how the emergency may impact their 
areas so they can begin to plan accordingly.  

 

Provide resources and information to the EPG.  
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Chie f  o f  S ta f f   
 

Assignment: Executive Policy Group 
  Position CHIEF OF STAFF  
Section Executive Policy Group 

  
FOR IMMEDIATE CONSIDERATION OR ACTION 

 

Remain calm. 

 

Turn on your cellular phone. 

 

If situation warrants evacuation of your building/office, coordinate evacuation 
with UPPS.   Do not go to the incident site. 

 

Consult with the president to determine activation of the EPG consisting of: 
chief of staff, vice president of business & financial affairs, provost/vice 
president for academic and student life and the executive assistant. 

 

Determine location for EPG: Barge 412 is primary but in case of evacuation or 
power outage location will be SURC 301. 

 

Establish a journal or log to track requests.  

 

Be prepared to notify direct reports in case of human resource issues such as 
essential employees, overtime, call backs etc.    

 

Notify public affairs and begin to assess any needs reference media or other 
communication.   

 

Inform and brief your direct reports on how the emergency may impact their 
areas so they can begin to plan accordingly.  

 

Provide resources and information to the EPG.  

 

Be prepared to give advice to stay in compliance with bargaining unit 
agreements.  
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Inc ident  Commander  
 

Assignment: Incident Management Team 
  Position INCIDENT COMMANDER 
Section Incident Management Team 

  
FOR IMMEDIATE CONSIDERATION OR ACTION 

 

Remain calm. 

 

Determine command post location. (Jongeward conference room for EOC) 

 

Ensure welfare and safety of incident personnel.  

 

Determine liaison between IC and EOC and begin to notify EPG members.    

 

Activate, assign and supervise command and general staff.  

 

Obtain initial briefing and IAP from previous IC.  

 

Assess Incident: assess status and incident objectives.  

 

Determine need for Unified Command and provide notifications to other 
impacted agencies.  

 

Assign safety officer and authorize protective action statements, as necessary.  

 

Brief staff: Identify incident objectives, policy directives and goals and planning. 
Review and re-assess current objectives and make appropriate changes.  

 

Create and distribute IAP. Use ICS forms 201, 202, 203, 205. 

 

Establish parameters for resource requests and releases i.e. who has ordering 
authority, what does command need to authorize, and what does EOC 
authorize? 

 

Brief PIO and authorize information release to media and others.   

 

Establish level of planning: Written IAP, contingency plans etc.  

 

Implement plan.  

 

Determine need for disaster declaration.   

 

Keep notes, times, actions etc.  
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Publ ic  In format ion  Of f icer   
 
Assignment: Incident Management Team 
  Position PUBLIC INFORMATION OFFICER 
Section Incident Management Team 

FOR IMMEDIATE CONSIDERATION OR ACTION 

 

Remain calm. 

 

Obtain briefing from Incident Commander.  

 

Assess need for emergency notification (CWU Alert!, Desktop Alert!) 

 

Determine current status of incident and response – agencies involved.   

 

Prepare initial information summary.  

 

Participate in command and general staff briefing.   

 

Obtain authorization from IC and president prior to release of any information 
to ensure clear message is being sent that doesn’t hinder response or 
investigation.   

 

Arrange necessary work space for materials, phones and staff. Consider 
assigning an assistant PIO to help in field, with internal information or at joint 
information center.  

 

Establish contact with media representatives as appropriate.  

 

Direct media to briefing room or areas surrounding incident accessible by media 
(seek IC authorization for areas around incident scene).  

 

Establish local information center for public and media away from incident and 
EOC.  

 

Coordinate with president and IC a schedule for media news briefings.  

 

Coordinate with general staff sharing of rumors to ensure proper control and 
information is being distributed to responders and public.  

 

Record and copy news interviews and releases. Contact media immediately if 
erroneous or misleading information was originally provided.  

 

Determine any political considerations. 

 

Keep notes, times, actions etc. 
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Safe ty Of f icer   
 

Assignment: Incident Management Team 
  Position SAFETY OFFICER  
Section Incident Management Team 

 FOR IMMEDIATE CONSIDERATION OR ACTION 

 

Remain calm. 

 

Obtain briefing from incident commander.  

 

Assess operations and response to analyze potential risks or safety issues.  

 

Communicate with the IC and recommend safety warnings to be incorporated 
during briefings.    

 

Ensure adequate levels of protective equipment are available and being used.  

 

Participate in command and general staff briefings.   

 

Identify corrective actions and ensure implementation.  

 

Keep notes, times, actions etc. 
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Lia ison Of f icer   
 
 

Assignment: Incident Management Team 
  Position LIAISON OFFICER to EPG 
Section Incident Management Team 

  
FOR IMMEDIATE CONSIDERATION OR ACTION 

 

Remain calm. 

 

Obtain summary of incident and organizational chart.  

 

Obtain contact information (phone, email) of emergency management team 
and EPG.  

 

Prepare initial information summary. Coordinate with PIO.  

 

Participate in command and general staff briefings.   

 

Participate in EPG briefings.  

 

Ensure that the guidance given by the EPG is directed to the IC in an articulate 
and factual manner.  

 

Stay apprised of the latest information and actions.  

 

Keep notes, times, actions etc. 
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Operat ions  Sect ion  Chief  
 

 
Assignment: Incident Management Team 
  Position OPERATIONS SECTION CHIEF 
Section Incident Management Team 

  
FOR IMMEDIATE CONSIDERATION OR ACTION 

 

Remain calm. 

 

Obtain briefing from IC to determine incident objectives and current tactical 
assignments.  

 

Identify current organization chart, personnel locations, resource locations and 
assignments.  

 

Determine location of staging areas and resources assigned there, if any.  

 

Organize operations to ensure efficiency, personnel safety and adequate 
supervision and span of control.  

 

Develop and manage tactical operations and meet incident objectives.  

 

Continually assess safety: adjust perimeters as necessary, enforce use of PPE,  
and enforce safety precautions.  

 

Specify tactics for each division and group.  

 

Specify facilities, reporting locations and reporting structure.  

 

Determine need and request additional resources.  

 

Recommend operational plans, assignments and time periods.  

 

Ensure coordination of operations section with command and general Staff.  

 

Attend briefings. Hold section meetings, as necessary to ensure 
communications and coordination amongst Operations, branches and divisions. 
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Planning Sect ion  Chie f  
 
Assignment: Incident Management Team 
  Position PLANNING SECTION CHIEF 
Section Incident Management Team 

  
FOR IMMEDIATE CONSIDERATION OR ACTION 

 

Remain calm. 

 

Obtain briefing from IC. Determine incident situation and intelligence.   

 

Compile and display incident status summary information. ICS form 209.  

 

Obtain and/or develop incident maps.  

 

Prepare contingency plans. Develop alternate strategies and resources 
required.  

 

Ensure IC and Operations review the contingency plan.   

 

Provide periodic predictions of incident potential. 

 

Continually monitor and communicate weather data.  

 

Coordinate traffic plans, communications plans and provide input.  

 

Ensure coordination between planning and other Command and General Staff. 

 

Provide information on current activities and unusual situations. 

 

Submit all section documentation to IC. 
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Logis t ics  Sect ion  Chie f  
 
 
Assignment: Incident Management Team 
  Position LOGISTICS SECTION CHIEF 
Section Incident Management Team 

 
 FOR IMMEDIATE CONSIDERATION OR ACTION 

 

Remain calm. 

 

Obtain briefing from IC. Determine incident situation and resource status.   

 

Review current organization and determine which facilities have been or should 
be open or activated.   

 

Ensure the Incident Command Post or EOC is properly activated. 

 

Confirm resource ordering process and authorizations and limits.   

 

Assess adequacy of incident communications, medical and transportation plans.     

 

Notify other Section Chiefs of resources activated or available. Have lists 
including names, current location or description of equipment.  

 

Provide input in IAP to support needs, identify shortages and give time lines for 
key resources.  

 

Ensure coordination between logistics and other Command and General Staff.  

 

Provide information on current activities and unusual situations.  

 

Submit all section documentation to IC.  
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Finance  Sect ion  Chie f  
 
 

Assignment: Incident Management Team 
  Position FINANCE SECTION CHIEF 
Section Incident Management Team 

  
FOR IMMEDIATE CONSIDERATION OR ACTION 

 

Remain calm. 

 

Obtain briefing from IC to determine incident situation and resource status.   

 

Confirm resource ordering process and authorizations and limits.   

 

Review and confirm compliance with agreements for land use, facilities, 
equipment and utilities. 

 

Identify procurement guidelines and tracking of all expenses.  

 

Review and confirm compliance with policy and procedures surrounding 
financial matters, employee hours, time worked, overtime, compensation etc.  

 

Collect all documentation regarding employee time, equipment time/rental, 
supply costs, user agreements, and unassigned resource expense.  

 

Track and identify accident reports and work with safety officer.  

 

Ensure coordination between finance and other command and general staff.  

 

Provide information on current activities and unusual situations.  

 

Determine cost sharing or cost recovery. 

 

Track and document potential or existing claims.   

 

Submit all section documentation to IC. 
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Other  Key Roles  and Basic  Responsib i l i t ies  
 

Most of these individuals will be assigned to an area within the command or general 
staff structure. If they aren’t otherwise utilized the following is a general overview of 
some of the roles or duties for which they may be involved: 

 

Senior Police Officer on duty is the initial IC and is responsible for:  
• Taking immediate and appropriate action to protect life and property and to 

safeguard the University.  
• Notifying the Director of UPPS of incident potentially needing EOC activation.  
• Providing traffic control, scene security, perimeter control, and coordinates with 

initial police, fire and medical first responders.  
 

Director of Facilities Management 
• Providing equipment for the primary Emergency Operations Center. 
• Providing equipment and personnel to perform shutdown procedures, establish 

hazardous area controls, erect barricades, and perform damage assessment, debris 
clearance, emergency repairs and equipment protection. 

• Providing vehicles, equipment and operators for the movement of personnel and 
supplies, and assigns vehicles as needed. 

• Providing utility repairs. 
• Furnishing emergency power and lighting systems. 
• Surveying habitable spaces and relocates essential services and functions. 

Director of Housing 
• Assisting in the dissemination of all information and directives intended for the on-

campus student population. 
• Providing temporary or alternate housing for the on-campus student population 

affected by the disaster or emergency. 
• Providing temporary beds, food, water or other resources as available and 

necessary. 
• Coordinating with Dining to ensure adequate food supply. 

Director of Dining 
• Ensuring that there is an adequate food supply for those sheltered on campus and 

coordinating with vendors to ensure stable food supply for predictable future of 
event.  
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Assistant Vice President of Information Technology 
• Providing the personnel and expertise necessary to maintain telephone 

service or establishes emergency landline services or other communications 
facilities. 

• Ensuring the security of computer and information systems. 
• Providing temporary computer and information services to facilitate the 

business procedures necessary and related to emergency purchases, 
personnel services and accounting functions. 

Director of Environmental Health and Safety 
• Ensuring that rescue and clean-up operations are conducted in as safe a 

manner as possible to prevent injury to rescue and clean-up personnel, or to 
prevent unnecessary or further injury to victims. 

• Coordinating rescue and clean-up operations so as to conform to applicable 
safety, health and environmental regulations. 

• Ensuring the safe and successful clean-up and disposal of all hazardous 
materials. 

• Coordinating the activities of outside regulatory, investigative or insurance 
related agencies. 

Business Service and Contracts 
• Initiating the request for the spending authority necessary to conduct 

emergency operations. 
• Obtaining needed contracts for clean-up and recovery activities. 
• Preparing and administering contracts, leases and purchases related to the 

response or recovery.  

Director, Accounting Services 
• Providing an accounting summary of the financial impact of the emergency 

response, clean-up and recovery efforts. 
 

Director of Health and Counseling Center 
• Coordinating the use of health and medical resources and personnel involved in 

providing medical assistance to patients.  
• Reviewing and preparing emergency health and medical plans in conjunction with 

the heads of local public health, emergency medical (EMS), hospital, environmental 
health, mental health, and mortuary services, or their designees, to ensure their 
practicality and interoperability. 

• Coordinating disaster plans with representatives of fire and police 
departments, emergency management agencies, military departments, State 
and Federal agencies, and the American Red Cross. 
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Director of Human Resources 
• Coordinate the response of Environmental Health and Safety. 
• Track and report employee injuries. 
• Provide guidance to the EPG and IC on employee compensation, hours of work and 

other employee related rules, regulations or agreements.  
• Provide guidance to EPG and IC on determining essential employees. 
• Maintain a list of all employees, job description and contact information 
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I N C I D E N T  A N N E X E S  
 
CIVIL DISTURBANCE OR DEMONSTRATION  
 
The Revised Code of Washington prohibits the intentional disruption of a lawful 
assembly or meeting or the obstruction of vehicular or pedestrian traffic, without lawful 
authority (RCW 9A.84.030). Most campus demonstrations such as marches, meetings, 
speeches, picketing, and rallies will be peaceful and non-obstructive. A student 
demonstration should not be disrupted unless one or more of the following conditions 
exists as a result of the demonstration:  
 
INTERFERENCE with the normal operations of the University;  
PREVENTION of access to offices, buildings or other University facilities;  
THREAT of physical harm to persons or damage to University facilities.  
 
If any of these conditions exist, UPPS will be notified and will be responsible for keeping 
the peace.  
 
Peaceful, Non-Obstructive Demonstrations  
Generally, demonstrations of this kind are not disruptive. Demonstrations should not be 
obstructed or provoked and efforts should be made to conduct University business as 
normally as possible.  
 
If demonstrators are in a building and participants are asked to leave but refuse:  
1. The Director of UPPS or designee will be notified.   
 
2. A determination will be made whether or not to treat the violation as a disruptive 
demonstration.  
 
 
Non-Violent, Disruptive Demonstrations  
In the event that a demonstration blocks access to University facilities or operations, 
and/or interferes with assemblies, vehicle or pedestrian traffic, UPPS will be notified. 
UPPS officers will try to establish communications with perceived leaders of the 
demonstration. Voluntary compliance with orders will be a priority.  
 
If the demonstration continues:  
1. The Director of UPPS or a designee will be notified.  
 
2. UPPS will consider having a photographer or video camera available for 
verification/documentation purposes.  
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3. If time permits UPPS may seek other influential leaders to go to the area and 
persuade the demonstrators to desist.  
 
4. If time permits the University President will be consulted by the UPPS incident 
commander.  
 
5. If the demonstrators persist in the disruptive activity, they will be apprised by UPPS 
that failure to discontinue the specified action within a determined length of time may 
result in arrest and/or other sanctions.  
 
Violent, Disruptive Demonstrations  
This type of demonstration may be very dynamic and become a violent and riotous 
situation.  
 
An officer of UPPS will be the IC and will assess the situation and determine the 
immediate response. Mutual aid will be made through approved channels and 
department policy. If the riot or major civil disturbance is an instantaneous reaction, all 
efforts will be made to protect lives and property until resources arrive to more 
effectively manage the emergency. 
 
 
EARTHQUAKE  
1. Stay calm.  
 
2. Your greatest threat is from falling objects, electrical power lines, and gas lines. Get 
out from under it, away from it, or go around it.  
 
3. IF INDOORS seek refuge in a doorway or under a desk or table. They will help protect 
you from falling debris. Stay away from glass windows, shelves, and heavy equipment.  
 
4. IF OUTDOORS move quickly away from buildings, trees, bridges, utility poles, 
electrical power lines, gas meters, or lines and heavy machinery or equipment.  
 
5. If in an automobile, stop in the safest place available, away from power lines and 
trees. Stop as quickly as safety permits, but stay in the vehicle for the shelter it offers.  
 
6. After the initial shock, evaluate the situation and if emergency help is necessary, call 
911.   
 
7. Be prepared for aftershocks.  
 
8. Damaged facilities should be reported to facilities at 509-963-3000. Gas leaks and 
power failures create special hazards, call 911.  
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9. If an emergency exists, activate the building alarm.  
 
10. When the building evacuation alarm is sounded, walk to the nearest marked exit and 
ask others to do the same.  
 
11. Remember that elevators are reserved for persons with disabilities. Never use an 
elevator in a fire or earthquake. Electric power is likely to fail in both cases leaving you 
trapped.  
 
12. Once outside, proceed to a clear area that is at least 500 feet away from the affected 
building.   
 
13. Keep streets, fire lanes, hydrant areas, and walkways clear for emergency vehicles 
and personnel.   
 
Planned Response  
The following summarizes the major operations in response to an earthquake.  
 
Once the Emergency Operations Center is established and goals are determined, damage 
assessment teams will be sent to survey the campus for injured people, building damage, 
chemical and electrical hazards and resource requirements. Assessment teams will continue 
until all campus buildings are identified as safe before re-entry.  
 
The Student Union Recreation Center (SURC) is the primary re-unification location. If the SURC is 
not an option another location will be determined.  
 
In the event of major damage and injuries, classes may be canceled and protective measures will 
be taken. Extensive damage or threats from secondary hazards (e.g., hazardous materials) may 
require the campus to be evacuated. Students, faculty and staff will be notified of the necessity 
to evacuate. If evacuation is not possible, shelter facilities will be announced.  
 
 
HAZARDOUS MATERIALS INCIDENT (Biological/Chemical/Radiological Hazards)   
The Washington State Patrol has primary responsibility for dealing with hazardous materials 
incidents. UPPS and Environmental Health and Safety may offer assistance as needed. Any 
spillage of a hazardous chemical or radioactive material should be reported immediately to 911.  
 
Before an incident occurs:  
1. Become familiar with the hazards within your building. Know what the hazards are and their 
potential for harm. Know where and how hazardous substances are being stored.  
 
2. Become familiar with first aid procedures essential for treating injured persons. When 
reporting, be specific about the nature of the involved material and exact location.  
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3. Without endangering yourself or other personnel, contain the spill if possible. This will reduce 
the spread and danger of contamination. Do not walk into or touch any spilled material. Avoid 
inhalation of all gases, fumes, and smoke even if no hazardous materials are involved.  
 
4. Rescue injured or trapped persons and remove them from the incident area if it is possible to 
do so without jeopardizing your own safety.  
 
5. Anyone who may be contaminated by the spill is to avoid contact with others as much as 
possible and remain near the scene for decontamination if necessary. Administer first aid only 
according to the rescuer’s training.  
 
6. If, as a result of the spill, a danger of fire, explosion, spread of toxic fumes, or further 
contamination of personnel exists, activate the building alarm and evacuate the building.  
 
7. When the building evacuation alarm is sounded, walk to the nearest marked exit and ask 
others to do the same.  
 
8. Once outside, proceed to the designated gathering point. This should be a clear area, a safe 
distance away that is at least 500 feet away from the affected building. Stay there.  
 
9. Keep streets, fire lanes, hydrant areas, and walkways clear for emergency vehicles and 
personnel.  
 
10. Immediately notify emergency personnel of any injured persons and individuals remaining in 
the affected building.  
 
11. Do not return to an evacuated building unless told to do so by emergency personnel.  
 
 
 
BUILDING OR AREA EVACUATION  
 
Evacuation of Disabled Persons  
Evacuation may not be necessary or advisable. If persons with disabilities cannot be transported 
from the building without using an elevator, assist persons with disabilities to the designated 
“Persons With Disabilities Rescue Area” on certain floors of the buildings. Never use an elevator 
in a fire or earthquake. Be prepared to notify rescue personnel immediately upon their arrival 
of the location of any persons with disabilities in such rescue areas.  
 
If immediate evacuation is necessary, be aware of the following considerations:  
511BNon-Ambulatory Persons:  
Wheelchairs have many moving parts; some are not designed to withstand stress or lifting.  
You may need to remove the chair batteries. Life support equipment may be attached.  
In a life-threatening emergency it may be necessary to remove an individual from their 
wheelchair. Always consult with the person in the chair regarding how best to assist them.  
 
 

40 
 



Emergency Operations Plan 

Visually Impaired Persons:  
Most visually impaired persons will be familiar with their immediate surroundings. In an 
emergency:  
Describe the nature of the emergency and offer to act as a “sighted guide” - offer your elbow 
and escort him/her to a safe place.  
As you walk, describe where you are and advise of any obstacles.  
When you have reached safety, orient the person as to where you are and ask if further 
assistance is needed.  
 
Hearing Impaired Persons:  
Because persons with impaired hearing may not perceive emergency alarms, an alternative 
warning technique is required. Two methods of warning:  
Write a note describing the emergency and the nearest evacuation route (“Fire. Go out rear 
door to the right and down, NOW!”).  
Turn the light switch off and on to gain attention, and then indicate through gestures what is 
happening and what to do. 
 
 
BOMB THREAT / BIO TERROSIM THREAT  
1. If you observe a suspicious object or potential bomb on campus, DO NOT TOUCH THE 
OBJECT. Clear the area and immediately call 911.  
  
2. Any person receiving a phone call bomb threat should obtain the following information from 
the caller:  
 
When is the bomb going to explode?  
Where is the bomb located?  
What kind of bomb is it?  
What does the bomb look like?  
Why did you place the bomb?  
 
3. Keep talking to the caller as long as possible and record the following:  
 
Time of the call.  
Estimated age and gender of the caller.  
Speech pattern, accent, possible nationality, intoxicated etc.  
Emotional state of the caller.  
Background noise.  
Exact words the caller used. 
Caller ID or phone number shown.  
 
4. DO NOT activate the building alarm.  
 
5. Immediately notify 911.   
 
6. Due to the special nature of a bomb threat, evacuation procedures, refuge points, and 
gathering sites for evacuees will be determined by the Incident Commander at the scene.   
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7. When emergency responders arrive, follow their instructions exactly.  
 
8. Police officers will conduct a detailed bomb search.  
 
9. Do not touch suspicious objects. Do not open cabinets, drawers, or closets. Do not turn lights 
or office equipment on or off.  
 
 
FIRE   
If you notice fire, smoke, or any evidence of fire, shout a warning to the occupants and 
activate the building fire alarm.   
Call 911 to give the location and description of the fire.  
Attempt rescue efforts only if there is no immediate danger to yourself.  
If the fire is small, and if you have had training, use the proper type of fire extinguisher 
to control and extinguish the fire. Do this only after the evacuation has started and the 
emergency number (911) has been called.  
Close all doors and windows in the vicinity of the fire.  
Go to the nearest exit and leave the building.  
 
DO NOT USE THE ELEVATORS! 
 
Know the location of fire extinguishers, fire exits, and alarm systems in your area and 
know how to use them.  
 
When the building evacuation alarm is sounded, walk to the nearest marked exit and 
ask others to do the same.  
 
 
GAS LEAK  
 
Before a gas leak occurs:   
Petroleum gases (bottled) are heavier than air and will seek the lowest levels. 
 
Natural gases are lighter than air and rise. Natural gas, for the most part, is odorless. To 
make it discernible, an odorant has been added. The odorant level is noticeable when 
there is less than 1% gas in the air, which is below the flame flash point. Natural gases 
become flammable and will ignite if mixed with air between 5% and 15%.  
The ignition point of gas is about 1100º to 1200º F. Ignition sources may include:  
 
(1) Pilot lights  
(2) Flint sparks  
(3) Matches  
(4) Switches  

42 
 



Emergency Operations Plan 

(5) Static electricity  
(6) Motors 
 
When a gas leak occurs:   
 
(1) Call 911.  
(2) Ventilate the area.  
(3) Shut off open flames.  
(4) Do not operate electrical equipment.  
(5) Shut off the outside valve if possible and leave off until turned on by the gas 
company.  
(6) Evacuate the building or area.   
 
 
FLOOD 
If flooding is likely, and time permits, move essential items and furniture to safer 
locations. Above all, move to a safe area before access is cut off by flood water.  
 
During a flood:   
1. Stay on higher ground; avoid areas subject to sudden flooding.  
2. Do not attempt to cross through an area of flowing water if it is above your knees.  
3. Do not attempt to drive over a flooded road; you could become stranded and 
trapped.  
 
After a flood:   
1. Do not drink any water from the area until it has been deemed safe to consume.   
2. Do not handle live electrical equipment in wet areas. Electrical equipment should be 
checked and dried thoroughly before being returned to service.  
3. To examine buildings, use flashlights, not lanterns or torches; flammables from 
broken containers or ruptured gas lines may be inside.  
 
 
VIOLENT OR CRIMINAL ACTION  
If you are a victim or a witness to any on campus offense avoid any risk to your safety 
and call 911 immediately.  
Everyone is asked to assist in making the campus a safe place by being alert to 
suspicious situations and promptly reporting them. If you observe a crime, suspicious 
person or incidents call 911 to report it.  
 
If you witness any ARMED INDIVIDUAL OR A SHOOTER at any time: 
1. Get out – get out of the area immediately. Don’t waste time gathering your 
belongings. Go to the nearest safe location and call 911.  
 
2. Hide out – If you can’t get out safely hide somewhere that offers protection. 
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3. Keep out – Find a room that will lock or blockade it to keep the shooter out of your 
area.  
 
4. Spread out – If several of you are gathered in a confined area, spread out. Don’t 
huddle together. 
 
5. Take out – It may become necessary for you to do whatever you can to take out the 
shooter.  
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A P P E N D I X  A :  A c ro ny m s  
 
ARC   American Red Cross  
CAA   Clean Air Act  
CEMP   Comprehensive Emergency Management Plan  
CWU  Central Washington University 
DEM   Department of Emergency Management  
DOH   Washington State Department of Health   
DOT  Department of Transportation  
EM   Emergency Management 
EMC   Emergency Management Coordinator  
EMD   Emergency Management Division (state-level) 
EMS  Emergency Medical Service. Medical first responders, such as 

Paramedics and emergency medical technicians.  
EMT  Emergency Management Team – Command Staff and General 

Staff Posit.  
ENS  Emergency Notification System – CWU Alert! Desktop Alert! 
EOC   Emergency Operations Center. This is the site where 

information is coordinated during an emergency or disaster.  
EOP   Emergency Operating Procedure  
EPA    Environmental Protection Agency  
EPD  Ellensburg Police Department 
EPG  Executive Policy Group 
ERP  Emergency Response Plan  
FEMA    Federal Emergency Management Agency  
FIRE MOB   Fire Mobilization Plan. State-level plan for distributing 

resources in response to major incidents.   
HAZ-MAT    Hazardous Materials  
HC   Hazardous Chemicals  
IC   Incident Commander  
ICP   Incident Command Post  
ICS  Incident Command System. A functional management system 

that can expand or contract to the size of an incident.  
IN-PLACE PROTECTION     Also called Shelter in Place; used primarily during  
  hazardous-materials incidents, this technique encourages 

people to seal  
  their immediate environment from outside danger.  
JFO   Joint Field Office. Local, temporary office established by the 

Federal Emergency Management Agency (FEMA) and the 
State of Washington to provide a point of contact for 
programs after a community has suffered a disaster.  

JIC   Joint Information Center  
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KCFD   Kittitas County Fire District. Kittitas County has eight fire 
districts (1, 2, 3, 4, 5, 6, 7, and 8) and three city fire 
departments (Kittitas Valley Fire and Rescue, Cle Elum, and 
Roslyn).  

KCSO   Kittitas County Sheriff’s Office  
KITTCOM   Kittitas County Communications Center  
KCC-ARC    Kittitas County Chapter of the American Red Cross  
KVCH   Kittitas Valley Community Hospital  
KVFR  Kittitas Valley Fire and Rescue. Kittitas County Comprehensive 

Emergency Management Plan  
MCP  Mobile Command Post  
MSDS   Material Safety Data Sheets  
NAWAS   National Warning System  
NIMS   National Incident Management System   
NOAA   National Oceanic and Atmospheric Administration  
NRC   National Response Center  
OSCCR   On-Scene Command and Coordination Radio  
OSHA   Occupational Safety and Health Administration  
PDA   Preliminary Damage Report  
PIO   Public Information Officer  
PPE   Personal Protective Equipment  
PUD   Public Utility District  
RACES   Radio Amateur Civil Emergency Services  
RCW   Revised Code of Washington  
SAR    Search and Rescue  
SOP    Standard Operating Procedures  
UC   Unified Command  
UPPS  University Police and Parking Services 
WAC   Washington Administrative Codes  
WSDOT    Washington State Department of Transportation  
WSP   Washington State Patrol 
 
 
DOMESTIC TERRORISM     A group or individuals based and operating entirely within  the 

United States or Puerto Rico without foreign direction and 
whose acts  of terror are directed at elements of the U.S. 
government or American population.  

 
 
TERRORIST INCIDENT     A violent act or an act dangerous to human life, in violation of 

the criminal laws of the United States or any state, to 
intimidate or coerce a government, the civilian population, or 
any segment thereof, in furtherance of political or social 
objectives.   
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APPENDIX B:  R e c o rd  o f  C h a n g e s  
 
The Central Washington University Emergency Operations Plan is a controlled and 
numbered document to ensure that revised versions are distributed appropriately to 
staff assigned duties within the EOP. The CWU Police Department is responsible for this 
plan and revisions.   

Outdated versions of this plan should be destroyed when a new version is published so 
that only the most recent version is in circulation.  

RECORD OF CHANGES 

In future revisions, this page will provide a record of major changes made since the date 
of publishing the first draft, to keep the plan consistent with current policies. 

Change Number Date of Change Part Attachment Changed 
Posted By 

         
Change Number Date of Change Part Attachment Changed 

Posted By 
         
Change Number Date of Change Part Attachment Changed 

Posted By 
         
Change Number Date of Change Part Attachment Changed 

Posted By 
         
Change Number Date of Change Part Attachment Changed 

Posted By 
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A P P E N D I X  C :  R e c o rd  o f  D i s t r i b u t i o n  
 

 

# Electronic (E) or 
Printed Copy (P)  

 Received By 
(Name)  

 Agency/Organization   Signature of 
Recipient  

 Date  

1  
  

       

# Electronic (E) or 
Printed Copy (P)  

 Received By 
(Name)  

 Agency/Organization   Signature of 
Recipient  

 Date  

2 
  

       

# Electronic (E) or 
Printed Copy (P)  

 Received By 
(Name)  

 Agency/Organization   Signature of 
Recipient  

 Date  

3 
  

       

# Electronic (E) or 
Printed Copy (P)  

 Received By 
(Name)  

 Agency/Organization   Signature of 
Recipient  

 Date  

4 
  

       

# Electronic (E) or 
Printed Copy (P)  

 Received By 
(Name)  

 Agency/Organization   Signature of 
Recipient  

 Date  

5 
  

       

# Electronic (E) or 
Printed Copy (P)  

 Received By 
(Name)  

 Agency/Organization   Signature of 
Recipient  

 Date  

6 
  

       

# Electronic (E) or 
Printed Copy (P)  

 Received By 
(Name)  

 Agency/Organization   Signature of 
Recipient  

 Date  

7 
  

       

# Electronic (E) or 
Printed Copy (P)  

 Received By 
(Name)  

 Agency/Organization   Signature of 
Recipient  

 Date  

8 
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