ECU ADMINISTRATOR-ON-CALL POLICY

The purpose of this policy is to ensure that a duly authorized and trained officer of the University is always available after regular business hours (i.e. nights, weekends and holidays) to help coordinate the University’s response during an emergency situation.  Such emergency situations may include natural disasters, fires, violent crimes, off campus student-crisis or other events which require executive-level decision-making.  The Vice Chancellor for Administration and Finance, who acts in this capacity during normal business hours, will rotate responsibility among university officials.

The AOC team member will receive calls concerning on-campus students from either the Director of Housing, Director of Residence Life or the RLCT (Residence Life Consultation Team) member on duty.  This information is “FYI” only and will have already been handled.  However, it is information that needs to be logged and reported as per the crisis calling checklist.  If the AOC receives a call about a residence hall student from the police or other official, the expectation is that the University Housing Services RLCT person be contacted immediately to handle the situation.  The AOC role in any housing situation is to refer the situation back and/or report only.  There is a comprehensive system in place which handles all residence hall situations.

The AOC team will provide off campus students with immediate access to and guidance from a trained professional.  The team member’s role, if contacted by the police on behalf of an off campus student, is to coordinate service by referral to the necessary resource.

The AOC will also receive emergency situation calls from the Police and/or ECU staff members.  In this type of situation, the key will be working as a team within the incident command system outlined in the “ECU Emergency Operations for Multi-Hazards” manual.  It is important to note that, in most cases, the Administrator-on-Call (AOC) will not act as the Incident Commander, but will provide support and will assist in coordination and communication.  The primary role of the AOC is to assess the reasonableness of the response and relieve the Incident Commander and the assigned staff of general communication functions.  In Level One Emergencies, involving response from within the University only, the Incident Commander will be the highest-ranking member of the lead office or department.  In nearly all Level Two Emergencies, involving outside agency assistance, the Incident Commander will be the highest ranking member of the Greenville Fire Department or lead law enforcement agency on scene.

The AOC Duty Team members are available by cell phone at all times when ECU offices are closed, i.e. after 5pm during the week and 24 hours during weekends and holidays.  Team members are available to help with handling problems and situations related to ECU students.  Once the AOC member notifies the Vice Chancellor for Administration and Finance or designee of a situation, follow up will be assumed by the designated individual as dictated by job responsibility or assigned by the Vice Chancellor for Administration and Finance, Vice Chancellor for Student Life or designee.

Types of Situations AOC Team Members Should Be Contacted for Are:


Natural Disaster (flooding)


Fire


Violent Crime

Bomb Threat


Hazardous Material Spill


Utility Failure


Sexual Assault


Suicide Attempt/Gesture


Psychotic Break/Mental Health Problem


Bizarre Behavior


Hospitalization of Student (potentially life threatening)


Accident Involving Students/Staff


Death of a Student/Staff in line of duty


Missing Student (over 24 hours)


Major Vandalism


Major Fight/Disturbance


Major Student Arrest


Racial Incident

How to Contact AOC Duty Team:

(
Off campus student or staff member will contact ECU Police.


(
ECU Police will contact member on duty following the procedure outlined below.


(
UHS staff will call AOC cell phone directly to FYI on designated situations.

ECU Police Procedure

· Maintain AOC Schedule and Emergency Contact List in dispatch area.

· Contact necessary emergency response personnel as outlined in ECU Police standard operating procedures.

· Once emergency response personnel have been contacted, contact AOC member as needed during emergencies, significant incidents (especially if media is present), off campus student crisis, etc.

· Contact AOC by calling AOC cellular phone number (916-4317) first, then call: 

1. home phone number;

2. personal cellular phone number;

3. other listed numbers;

4. If there is no answer, leave message on AOC phone answering machine and contact Vice Chancellor for Administration and Finance, Vice Chancellor for Student Life or other available AOCs.

· Once the AOC arrives on scene, the ECU Police or Incident Commander will brief the AOC regarding the incident and current status.  The AOC will be available to make any additional notifications, help provide additional resources, help deal with the media and assist the Incident Commander.  The AOC will rarely, if ever, act as an Incident Commander.  Their role is primarily support and acting on behalf of the Vice Chancellor for Administration and Finance.

AOC Duty Team Member Procedure

· After receiving a call, go to a location where you are able to talk openly (Remember others can monitor cell phone conversations.) and determine if situation is FYI in nature and/or can be handled over the phone or if it is

* action-oriented and requires immediate direct attention.


(* must be an extraordinary circumstance)

· If it is necessary to contact the ECU Police for additional information, remember to ask to speak to the supervisor rather than the telecommunicator.  This will lessen the demand on the telecommunicator so he/she can coordinate the response.  Also, the supervisor will often have better access to the latest information from the incident scene.

FYI/Phone Support Situations   (99% of situations)

1. Use knowledge, experience and resource (log) to connect on or off campus student or staff in need with appropriate assistance.  Deal with the problem.

2. Make necessary calls to notify appropriate individuals of the problem (If you are not a counselor, remember this and refer as necessary.)

3. NOTIFY affected parties by leaving voice mail messages.

4. If situation appears on crisis calling chart as contact to one of the Vice Chancellors or designee, do so as outlined.  This can be either ASAP, or the next morning via email or telephone.

5. Log any report information received from UHS situations and follow Crisis Calling Checklist.

Action/Direct Support Situations

1. Gather information and call anyone necessary to assist.

2. Go to scene immediately (if you are able).

* Bring logbook, phone, etc.

Emergency Situation On Site Procedure

(After emergency action is taken and essential response personnel are notified, the ECU Police Telecommunicator will refer to AOC schedule and contact the AOC.)

· The AOC will determine if the Vice Chancellor for Administration and Finance and/or the Vice Chancellor for Student Life have been notified and, if not, will refer to the Crisis/Situational Calling Checklist in the AOC logbook.  The AOC will contact the Vice Chancellors based on the situation and the notification requirements listed in the checklist.

· AOC arrives on scene and meets with Incident Commander for incident briefing.

· AOC designates an ECU Incident Commander if necessary.  Please note that if it is a Level Two Emergency, the Incident Commander will be the highest-ranking member of the Greenville Fire Department or other responding agency.

· AOC assesses the situation and ensures there is an adequate response to the incident.

· The AOC should confirm with the Incident Commander that he/she has the necessary support and resources, taking action to obtain if necessary.

· The AOC assesses the services affected (dining, housing, class schedules, etc.) and ensures that appropriate staff have been notified and mobilized.

· AOC contacts additional administrators or personnel as required to assist in the response effort or prepare for the recovery.

· AOC assesses if evacuation or event cancellation is necessary and works with Chancellor and affected administrators on such decisions (assuming time permits).

· AOC assesses whether medical and counseling services for victims and their families have been coordinated.

· AOC assesses whether an emergency operations center has been established at Blount House or on scene.

· AOC provides emergency information to campus community through Director of News and Information Bureau as well as the Director of Marketing for Business Services.

· AOC initiates preparation of press releases, if needed, through News and Information Bureau.

· AOC continually assesses response progress and safety.

· AOC authorizes the Director of Marketing for Business Services to establish an “800” number and web site where ECU families can assess information.

· AOC communicates progress with appropriate ECU Administration (Chancellor, Vice Chancellors, etc.).  Based on the Crisis/Situational Calling Checklist and the specific situation, first contact may be made the next morning.  

· Following the incident, AOC provides a brief report to the Vice Chancellor for Administration and Finance and the Vice Chancellor for Student Life.  This can be done by email, but be available to provide additional details.  

AOC Team Member Expectations

· Carry cell phone and log book at all times when “on call.”

· Be available to report to campus within thirty minutes.

· Respond swiftly, thoroughly, and appropriately to all calls/emergencies via telephone or in person.

· Insure that ECU emergency response is appropriate.

· Complete logbook information on calls so follow-up can be completed and calls tracked.

· Find another AOC team member to fill in during schedule conflicts.  Notify the ECU Police of this change by faxing the information to the ECU Police Telecommunicator at x6965.  Also notify the Executive Secretary to the Vice Chancellor for Student Life via email or phone.  The Executive Secretary to the Vice Chancellor for Administration and Finance will serve as a backup for this Vice Chancellor notification.

· Attend AOC duty team training sessions and meetings as required.

· When requested, submit schedule availability on a timely basis.

· When going “off duty”, be sure to make prior arrangements with incoming duty member to plan for exchange of duty materials.

Vice Chancellor Expectations

· Appoint AOC members.
· Approve AOC schedule.
· Revise AOC policies as needed.
· Inform AOCs (through AOC distribution list) when leaving campus and a designee has been appointed to be in charge of the Division
Environmental Health and Safety and University Housing Services Expectations.

· Provide AOC training.

· Facilitate AOC meetings as needed.

· Review and update logbook and materials as needed.

ECU Police Expectations

· Maintain AOC Schedule and Emergency Contact List in dispatch area.

· Contact AOC member as needed during emergencies, significant incidents, off campus 


student crisis, etc.

· Contact AOC by calling AOC cellular phone number first, then call: 

1. home phone number;

2. personal cellular phone number;

3. other listed numbers;

4. If there is no answer, leave message on AOC phone answering machine and contact Vice Chancellor for Administration and Finance, Vice Chancellor for Student Life or other available AOCs.

Emergency Preparedness and Response Personnel Expectations
· Support the efforts of the AOC.
· Provide necessary information to the AOC.

· Serve as In Command Officer.
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