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Undergraduate Studies Office
Continuity of Operations Memo

From time to time, weather events and other emergencies may lead to the following situations
· The university may announce that it is closed, but certain critical personnel may need to come in to feed residents and animals, maintain power and public safety, ensure that experiments are not jeopardized, etc. No UGS personnel are considered critical for these purposes. The Associate Dean may be called upon if others listed by the Dean's office are not able to come in. 
· The university may announce that it is closed, but expect employees to maintain operations by telecommuting at the maximum possible level. In these situations, salaried employees are to work remotely to the extent possible. Situation-specific guidance will be provided to hourly employees based on information from the university and unit needs.
· The university may be open and operating, but understand that it may be difficult for certain personnel to get to work until roads are clear, etc. In this situation, further information will be distributed.
In the Undergraduate Studies Office, our emergency operations largely relate to answering phones and working remotely.

Employee expectations
· All employees will file cell phone numbers and emergency contact information (i.e. who to contact in the event of an emergency related to the employee) with Alicia Heeney.
· All supervisors (only) will get a copy of this list.
· All employees will register with the MSU alert system.
· During an emergency closing or telecommute, all employees will periodically check phone, text and email for further information.

Phone operation
· Tom Wolff's cell phone and text: 517-285-8792. Home: 517-349-1617.
· Associate Deans' office line, 355-5128, will be forwarded to Alicia Heeney or another employee designated by Denise Barnstead. 
· Advising line, 355-6616, will be forwarded similarly. 
· DPO line, 355-8310, will be forwarded to Robin Smith or another employee designated by Theo Caldwell.
· Careers' line, 355-5163, will be forwarded to Bernadette Friedrich or another employee designated by Garth Motschenbacher.
· Denise Barnstead will circulate information on how to forward phones when at a remote location.
· Salaried employees with single lines will check voice mail and respond as needed. 
· Communications and Brand Strategy personnel (Francie and Pat) will also contact University Relations personnel to determine other needs. 

Advance preparation
[bookmark: _GoBack]If there is an advance prediction of a likely disruptive event (e.g. blizzard warning), anyone who does not have a capable computer at home will take home their work laptop.
Employees will store all significant working documents on the O: drive or M: drive so that they may be accessed from home, and/or shall implement remote access to their work computer.

Office preparedness for other situations
Supervisors should ensure that new employees are aware of office "code word" procedures for requesting that assistance be sent to their office, and periodically remind all employees.
In the event that an employee has reason to call an ambulance, or is near a situation where one is called: in addition to attending to the party in need, they should attempt to ensure that someone goes to the building door (likely the west side loop) to direct emergency personnel to the location of the incident. 
