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[bookmark: _Toc231224522]Introduction
The Department Emergency Action Plan is for your specific department to complete, implement, and practice on an annual basis. It is expected that every department at UC Merced maintains a current plan. Since you are the subject matter expert for your department, this template has been created for you to customize to best fit your department’s operations, personnel, and spaces.
Within this plan are procedures for a variety of incidents that may occur at UC Merced. Departments are strongly encouraged to participate in at least one evacuation drill annually following their Building Emergency Action Plan (BEAP) and evacuating to their designated emergency assembly areas as identified within their building specific plan.
This department emergency action plan is considered a living document and should be updated regularly as personnel, procedures, operations, or locations change.
If you have any questions or need assistance, please contact UC Merced Police - Emergency Management at emergency.mgmt@ucmerced.edu.
[bookmark: _Toc231224523]Roles and Responsibilities
Responsibilities for emergency planning and response reside at all levels. The success of this effort is dependent upon good management planning and upon all employees becoming familiar with the information that applies to them prior to an actual emergency.

[bookmark: _Toc231224524]Role of Faculty & Staff
All employees should make an effort to be prepared for emergencies and at a minimum should be familiar with:
· The locations of fire alarm pull stations, fire extinguishers, and evacuation procedures including their evacuation routes, areas of refuge, and emergency assembly areas to their building(s)
· The emergency response guidelines in the UC Merced Emergency Response Guide and Building Emergency Action Plan (BEAP)
· Emergency procedures in this Department Emergency Action Plan (DEAP)
In the event of an emergency, be prepared to assess situations quickly but thoroughly, and use common sense in determining course of action. Follow the guidance provided by first responders. Faculty and staff are seen as leaders by students and should be prepared to direct their students to the appropriate emergency assembly area.

[bookmark: _Toc231224525]Managers and Supervisors
Managers and Supervisors are responsible for supporting departmental preparedness and ensuring employees are familiar with emergency procedures. Responsibilities include:
· Communicate emergency procedures and preparedness information to employees
· Ensure personnel are familiar with emergency procedures and departmental emergency plans
· Support personnel during evacuations, shelter-in-place, and other emergencies
· Assist with personnel accountability when safe and appropriate
· Coordinate with first responders during emergencies or incidents
· Review and update departmental emergency procedures and plans as needed
In the absence of a Building Safety Coordinator, any present manager/supervisor(s) shall report to a first responder to provide them with an update on their employee or student evacuation status or assistance needs.

[bookmark: _Toc231224526]Department Safety Representative
Department Safety Representatives support emergency preparedness efforts within their department. Responsibilities include:
· Assisting with the development and maintenance of the Department Emergency Action Plan (DEAP)
· Promoting awareness of departmental emergency procedures and preparedness resources
· Serving as a liaison between the department and Emergency Management and first responders
· Supporting participation in training, exercises, and evacuation drills.
· Communicating department-specific preparedness needs

[bookmark: _Toc231224527]Building Safety Coordinators
Building Safety Coordinators support emergency preparedness and response efforts within their assigned building. Responsibilities include:
· Promote awareness of building emergency procedures and evacuation routes
· Assist with evacuations and direct occupants to designated emergency assembly areas
· Support individuals requiring additional assistance during emergencies, when safe to do so
· Participate in emergency preparedness activities, training, and evacuation drills
Refer to your Building Emergency Action Plan (BEAP) to identify your designated Building Safety Coordinator(s) and building-specific emergency procedures. Employees interested in becoming a Building Safety Coordinator area encouraged to reach out to emergency.mgmt@ucmerced.edu for additional information.


[bookmark: _Toc231224528]Plan Checklist
☐Individual Responsible for maintaining Department Emergency Action Plan: [ENTER NAME/PHONE]
☐ Department Safety Representative: [ENTER NAME/PHONE]
☐ Department Emergency Action Plan Completion Date: [ENTER COMPLETION DATE]
☐I Location of printed copy: [ENTER LOCATION: BUILDING/SUITE/DEPARTMENT/OFFICE/ROOM]
☐I PDF copy sent to all department employees: [ENTER DATE SENT]
☐I Emailed copy of DEAP to Emergency Management for review: [ENTER DATE SENT]

[bookmark: _Toc231224529]Plan Maintenance
	Issue Date
	Revision Date
	Summary of Changes

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: _Toc231224530]Drill/Exercise Record
	Date
	Type of Drill/Exercise
	Summary/Notes

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	







[bookmark: _Toc231224531]Hazard Communication
Select the appropriate option below.
☐ This is a laboratory or research location, and the Hazard Control Plan is located: [ENTER LOCATION: BUILDING/SUITE/DEPARTMENT/OFFICE/ROOM/ WEBSITE]
Please list any hazards unique to your space and response to mitigate. (i.e. machinery, animals, etc.)
	Hazard Identified
	Response Strategies to Minimize Exposure
	Location

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



☐ This is a laboratory or research location, and the Chemical Inventory is located: [ENTER LOCATION: BUILDING/SUITE/DEPARTMENT/OFFICE/ROOM/ WEBSITE]

☐ This is not a laboratory or research location. There are no chemicals onsite, with the exception of cleaning supplies.

Employees should familiarize themselves with hazards present in their work area, review applicable safety procedures, and know how to access Safety Data Sheets (SDS), emergency response information, and department-specific safety resources.

Resources:
· UC Merced Safety Data Sheets: https://ehs.ucmerced.edu/researchers-labs/chemical-safety/safety-data-sheets 
· UC Merced Emergency Response Guide: https://emergency.ucmerced.edu/node/7



[bookmark: _Toc231224532]Department Roster
This page is a list of your staff and to account for each individual when the department evacuates to your designated emergency assembly area. Please update your department roster list at least twice a year. 
Use the key below for the status column so that an accurate account can be made of each individual.
Status Symbol Key:
	[image: Checkmark with solid fill] = Present
	X = Missing
	H = Help/Injured/ Trapped

	O = Out of Office/Remote
	S = Sick/Called Out
	A = Mobility Assistance Needed



	Name
	Cell Phone
	Location
	Status
	Departure Time
	Initials

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



[bookmark: _Toc231224533]Important Phone Numbers
UC MERCED EMERGENCY PHONE NUMBERS:
Police, Fire, Medical……………………………………………………….………………………………………….9-1-1
UC Merced Police (Non-Emergency)…………………………………..…………………………………….CATCOPS
209-228-2677
Emergency Management………………………………………………………….……………………….209-228-8273
Facilities Management………….………………………………………………….……………………….855-234-0579
Fire & Building Safety………….………………………………………………….……………………….209-228-4400
Environmental Health & Safety.………………………………………………….……………………….209-228-4243
Emergency Status Line.……………………………………………..…………….……………………….866-993-0969

MERCED EMERGENCY PHONE NUMBERS:
Police, Fire, Medical……………………………………………………….………………………………………….9-1-1
City of Merced Fire Department………………………………………………………………………...…209-385-6891
Merced County Fire Department…………………………………………………………………………..209-385-7344
Merced County Public Health……………………………………………………………………………...209-381-1200
Merced County Environmental Health……………………………………………………………………209-385-1100
Merced County Office of Emergency Services…………………………………………………………..209-385-7548
Dignity Health – Mercy Medical Center………………………………………………………………..…209-381-1100








EMERGENCY PHONE NUMBERS FOR KEY DEPARTMENTAL PERSONNEL:
	[Name], [Position/Title]

	Office Number
	XXX-XXX-XXXX

	Cellphone Number
	XXX-XXX-XXXX

	Alt. Number
	XXX-XXX-XXXX

	Email
	@ucmerced.edu



	[Name], [Position/Title]

	Office Number
	XXX-XXX-XXXX

	Cellphone Number
	XXX-XXX-XXXX

	Alt. Number
	XXX-XXX-XXXX

	Email
	@ucmerced.edu



	[Name], [Position/Title]

	Office Number
	XXX-XXX-XXXX

	Cellphone Number
	XXX-XXX-XXXX

	Alt. Number
	XXX-XXX-XXXX

	Email
	@ucmerced.edu



	[Name], [Position/Title]

	Office Number
	XXX-XXX-XXXX

	Cellphone Number
	XXX-XXX-XXXX

	Alt. Number
	XXX-XXX-XXXX

	Email
	@ucmerced.edu



	[Name], [Position/Title]

	Office Number
	XXX-XXX-XXXX

	Cellphone Number
	XXX-XXX-XXXX

	Alt. Number
	XXX-XXX-XXXX

	Email
	@ucmerced.edu



	[Name], [Position/Title]

	Office Number
	XXX-XXX-XXXX

	Cellphone Number
	XXX-XXX-XXXX

	Alt. Number
	XXX-XXX-XXXX

	Email
	@ucmerced.edu




[bookmark: _Toc231224534]Emergency Assembly Area: Check-In Procedure
Establish a procedure for checking in once at the designated emergency assembly area or alternative assembly area.
[bookmark: _Toc231224535]Post Emergency
Establish a procedure for personnel to check in following an emergency. Having a clear process for receiving updates on campus conditions, operational status, and return-to-work expectations helps reduce uncertainty and ensures consistent communication.
Departments should identify how information will be shared and who is responsible for communicating updates. Examples may include supervisors contacting their staff through a call tree, designated communication channels, or directing employees to official university resources for updates such as the emergency website (emergency.ucmerced.edu). 
Create a process that works best for your department’s structure and operational needs.
















[bookmark: _Toc231224536]Call Tree Template
In the event of an emergency, disaster, or major disruption to campus operations, the department Director/Manager/Supervisor will provide status updates and instructions to designated callers.
Designated callers will then contact assigned personnel to relay critical information, including operational status, reporting instructions, safety information, and return-to-work guidance.
To ensure communications redundancy, each functional area should identify primary, secondary, and tertiary callers. If the primary caller is unavailable, responsibility will be transferred to the next designated caller.
Department Director/Manager/Supervisor: [ENTER NAME, TITLE, PHONE NUMBER]
IMPORTANT: Each designated caller should maintain current copies of this Call Tree and the Department Staff Contact List, including alternate contact information, and ensure they are accessible during emergencies.
[bookmark: _Toc231224537]Functional Area/ Department
Functional Area: [ENTER NAME]
Primary Caller: [ENTER NAME, TITLE, PHONE NUMBER]
Secondary Caller (if primary is unavailable): [ENTER NAME, TITLE, PHONE NUMBER]
Tertiary Caller (if primary and secondary is unavailable): [ENTER NAME, TITLE, PHONE NUMBER]
Assigned Staff Members
The designated caller is responsible for contacting the following personnel with status:

Staff Member
							
							
							
							
							
							
							
							

Staff Member
							
							
							
							
							
							
							
							


Functional Area: [ENTER NAME]
Primary Caller: [ENTER NAME, TITLE, PHONE NUMBER]
Secondary Caller (if primary is unavailable): [ENTER NAME, TITLE, PHONE NUMBER]
Tertiary Caller (if primary and secondary is unavailable): [ENTER NAME, TITLE, PHONE NUMBER]
Assigned Staff Members
The designated caller is responsible for contacting the following personnel with status:

Staff Member
							
							
							
							
							
							
							
							

Staff Member
							
							
							
							
							
							
							
							

NOTE: Copy this page for additional units/groups/ departments that will use this call tree.



[bookmark: _Toc231224538]Plan Distribution and Accessibility
Departments are encouraged to ensure that all personnel have access to this Department Emergency Action Plan and are familiar with its contents. Employees should know where to locate the plan and how to access it during an emergency.
Once the plan has been customized and approved, save the final version as a PDF. The completed document should be distributed to all department personnel and maintained in an accessible location, both electronically and in hard copy when appropriate.
Department leadership should review the plan with personnel annually and whenever significant changes occur to staffing, operations, facilities, or emergency procedures. New employees should be provided an overview of the plan as part of their onboarding process and informed of department-specific emergency procedures, evacuation routes, and designated assembly areas.
Departments should review and update the plan regularly to ensure personnel, contact information, procedures, and locations remain current.
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