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PHASE ONE:  BEFORE OUTBREAK EVIDENT

Define Authority Structures Active in the Crisis

Define Education and Training Efforts

Identify Supplies for Preliminary Order

Resolve Contractual Issues with Essential Vendors

Develop Relationships with Community/State Planners

Timeline for Initial Steps

Define Authority Structures Active in the Crisis

1. The University’s Emergency Management Plan is promulgated under the authority of the President of the South Dakota School of Mines and Technology and only the President or designee is authorized to declare a state of emergency at the University. The University will follow the established SDSM&T VII-A-02, policy: A chain of command is established to facilitate the university in responding to situations requiring immediate action in the event that the President of the university is not available.

The following chain of command will be implemented to respond to situations requiring immediate action in the event that the President of the university is not available either in person or through telephone communication.  The following individuals, in the order listed, will be in charge and responsible for making decisions that require immediate action.   

President

Provost and Vice President for Academic Affairs

Vice President for Business and Administration 

Vice President for Student Affairs and Dean of Students 

Vice President for Research

Assistant to the President

2. The Emergency Planning and Response Team members will assist the President in managing the University-wide response.  The following persons comprise the membership of Emergency Planning and Response Team (EPR): 

	Members
	Alternate

	President
Robert Wharton
	Provost and Vice President Academic Affairs
Duane Hrncir

	Provost and Vice President for Academic Affairs 

Duane Hrncir
	Associate Provost for Enrollment Management
Michael Gunn

	Vice President for Business and Administration 
Tim Henderson
	Director of Business Services
Sandy Fischer

	Vice President for Student Affairs and Dean of Students Pat Mahon
	Director of Counseling
Jolie McCoy

	Special Assistant to the President
Julie Smoragiewicz
	Director of Communications
Mitchell Vander Vorst

	Vice President for Research
Ronald White
	Director, Office of Technology Transfer
Dale Skillman

	Director of Facility Services
Mitch Miller
	Assistant Office Manager
Tammy Kursave

	Campus Environmental Health and Safety Manager Jerilyn Roberts
	Director of Facility Services
Mitch Miller

	Director of Human Resources
Deb Sloat
	Assistant Director of Human Resources
Kelli Shuman

	Director of Residence Life and Surbeck Center
Maureen “Reeny” Wilson
	Hall Director

Sarah Kelly

	Director of Business Services
Sandy Fischer
	Vice President for Business and Administration
Tim Henderson

	Director of Information Technology Services

Bryan Schumacher
	Associate Director of Technology Services 

Jason Erickson


*Legal counsel will be consulted as appropriate.

3. Additional resources for the Emergency Planning and Response Team have also been identified.  These personnel will be called to provide expertise in their areas as the plan develops and during the crisis.  They may be included in the Emergency Planning and Response Team, as determined by the specific circumstances of the outbreak.
Additional South Dakota School of Mines and Technology Resources

· Assistant Vice President for Academic Affairs

· Associate Provost for Enrollment Management

· Counselor

· Registrar and Director of Academic Services
· Director of Athletics

· Director of Communications
· Campus Safety Manager
· Director of the Ivanhoe International Center 

· Director of Dining Services

· Assistant Director of Residence Life

· Student Association Representative

· Kids Kastle Little Miners Club Director

· Contracted student health service provider Staff
· Legal Council – Lynn, Jackson, Shultz, and Lebrun
Local Resources

· Pennington County Point of Distribution (POD) Committee

· Pennington County Public Health

· Pennington County Emergency Management

· Rapid City Regional Hospital

· Creekside Medical Center

· Rapid City Police Department
State-wide Resources

· Board of Regents

· State Department of Health

· Governor

Define Education and Training Efforts

The Educational efforts to help students, staff, and faculty avoid contagion have been established.  The educational effort is spearheaded by the Emergency Management team.  Primary activities include a web site on staying healthy during the semester, special emphases on residential living precautions that must be taken to avoid contagion, and the availability of basic contagion prevention supplies, such as antiseptic gel.  

The web is the primary vehicle for communication and updates on contagion prevention.  Special notices are scheduled to be sent via email to the students, faculty, and staff.  These notices contain links to the SDSM&T web page with links to web sites sponsored by the Department of Health, the World Health Organization, and the Center for Disease Control.  Basic contagion prevention, additional measures for college students living in residences, and family illness prevention strategies will be covered.   

Additional types of training are also scheduled to make the SDSM&T populations aware of  the infectious/communicable disease--What is it; What are the symptoms; What to do if someone presents symptoms; What to do if there is a positive diagnosis.
1. State Department of Health Hygiene posters will be requested by the Dean of Students Office personnel and Facility Services and Residence Life/Surbeck staff will post by all water fountains and in all restrooms three times a year 

2. Educate essential staff on personal protection lead by the Campus Environmental Health and Safety Manager.
3. Provide education to SDSM&T community to  prevent panic and to encourage people to get immediate medical care if symptoms are present

· Students:  residence hall educational sessions, bulletin boards, flyers, e-mails

· Commuter students: bulletin boards, e-mails
· Faculty and staff:  Human Resources, Campus Environmental Health and Safety Manager
· Vendor/Partners:  Vice President of Business and Administration or the Director of Business Services; 
· Parents:  through newsletters, website information, direct mailings, summer orientation, family weekend, etc.

The following division of labor related to educating people about the Pandemic flu will be:

· Students:  Student Affairs through Health Services and Residence Life, 
· Faculty and staff:  Human Resources/Campus Environmental Health and Safety Manager
· Vendor/Partners:  Vice President of Business and Administration; 
· Parents:  SDSM&T web site
· Press:  University Relations
All education will initially be directed to coping strategies for the regular flu seasonal outbreaks.  Avian flu or other types of flu will not be integrated into the educational efforts until the outbreak seems imminent.  All precautions and education related to the regular flu season are applicable to other types of flu and can be fully utilized to cope with a pandemic.

Back-up positions have been identified.  Initial cross-training for employees for backing up essential function areas is in place.  Personnel will be committed to ensuring training is up-to-date in case of an epidemic.  Detailed information concerning cross-training for back-up functions is noted in Phase III, Part II of this document.

Identify Supplies for Preliminary Order 

Supplies that may be ordered well in advance of a pandemic flu have been categorized into two groups.  They are 1)  Non-perishable food supplies and 2) Sanitization and communication supplies.  

Regarding non-perishable food supplies, Aramark Food Services will ensure sufficient supply.  Please see Attachment A for letter concerning Aramark’s ability to react to a crisis.
Masks and hand washing lotions are currently being stored in Business Services area.

Resolve Contractual Issues with Essential Vendors

The Attorney for the Board of Regents has undertaken the development of common language to include in our existing contracts with vendors and suppliers.  SDSM&T will renegotiate to include the verbiage in the following contracts and agreements to purchase:

	University
	Expected number of students needing housing 
	Infirmary numbers
	Name of outside supplier that must be contacted
	Check here if negotiated by BOA
	Check here if negotiated by BIT
	Check here if negotiated by institution

	SDSM&T
	65
	26
	WAPA Power  
	 Contract for Power
	 
	

	 
	 
	 
	MDU, Natural Gas Supply
	 Contract for Natural Gas Supply
	 
	

	 
	 
	 
	Fish Waste Removal/ Sewer
	 
	 
	Contract for Waste Removal

	 
	 
	 
	Aramark Food Service
	 
	 
	Contract for Food Service

	 
	 
	 
	Aramark Facilities Service
	 
	 
	Contract for Food Service

	 
	 
	 
	Quest
	Contract for Telephone/Internet
	 
	 

	 
	 
	 
	Creekside
	 
	 
	Contract for Health Services

	 
	 
	 
	Knowlogy
	 
	 
	Contract for Cable/Internet

	 
	 
	 
	ADT Alarm Systems
	 
	 
	Contract for Alarm Monitoring

	
	
	
	
	
	
	


Develop Relationships with Community/State Planners

Beginning in fall semester 2005 the SDSM&T began Pandemic Flu Planning working with other Regent Schools, the State Department of Health, Pennington County Public Health, Rapid City Emergency Management, and the Pennington County Point of Distribution (POD) Committee to identify strategies of institutional response to a potential pandemic.  A memorandum of understanding between the South Dakota Department of Health, Pennington County Emergency Management, and the South Dakota School of Mines and Technology has been established for assistance for POD procedures
PHASE TWO:  FIRST DIAGNOSIS TO MODERATE OUTBREAK

OF PANDEMIC FLU ON CAMPUS
Emergency Planning and Response Team Begins Meeting Daily

First Case in Student Population

First Case in Employee Population

Travel

Group Event Criteria

Monitoring of Absences

Web Page re-focused on Pandemic flu

Emergency Planning and Response Team Begins Meeting Daily

The Emergency Planning and Response Team, as noted in Phase One of this document, will convene at 8:00 a.m. daily or as decided by the President in the Emergency Operations Center (EOC).  The EOC is where the emergency team officials meet to control operations and make critical decisions during a crises or disaster situation.  The President’s office will be the first choice for the EOC. If the President’s Office is not accessible, a designated room will be established in the Surbeck Center or King Center. The EOC shall be activated and deactivated only by the President or designee.  This will begin with the first suspected case and continue until otherwise notified by the President. In the absence of the President, the chain of command noted in Phase One of this document will be used as substitute chairs for the meetings in the order noted.  The purpose of the Emergency Planning and Response Team is to monitor the health of the campus, stay informed about what the level of infection is on the campus, watch national and state-wide trends, and recommend action to the President.

First Case of Pandemic Flu Diagnosed in Student Population

1. Presidents Office will be notified—in absence of President, Chain of Command will be implemented.
2. Emergency Response and Planning Team members will be notified by e-mail from the Presidents Office.
3. BOR will be notified by the Presidents Office.
4. Department of Health (DOH) will most likely have already contacted the University; if not, President’s Office will notify DOH.

5. Planners should anticipate that policies activated for a late semester outbreak will not necessarily be appropriate in an early semester scenario and vice versa.  Policy implementation after a confirmed case should first consider two broad criteria: when it occurs during the semester, and whether the severity necessitates change in the academic calendar.

a.   Assuming high rates of absenteeism and durations of 6 to 8 weeks, the following approaches may be considered or necessitated:

· Some courses may alter syllabi to anticipate limited / no classroom time.  Alternative instruction delivery systems may be employed.

· Some alteration of the academic calendar may occur.

· Cancel or severely curtail community programs, including athletics.

· Review all faculty and student travel.

· Anticipate financial management which integrates federal financial aid regulations with University cash resources to fund essential functions and preserve financial health of the institution.  Identify emergency resources with high liquidity. 
· Continue to work with appropriate agencies (e.g. BOR, State Health Dept., CDC, Red Cross) to integrate updated response guidance with current practices.

· Prepare to occupy emergency housing facilities.

            b.     Assuming an alteration of the academic calendar is necessary because the outbreak is severe the following approaches may be considered or necessitated:  

· A brief cessation of instruction, i.e., the “snow day” approach

· A truncation of the semester as allowed by federal financial aid regulations after the 60% completion date.  Whatever the alteration the underlying assumption is that a semester is not simply “canceled” or the University “closed”, but that some version of academic instruction is carried on to avoid entangling SDSM&T in massive refunds which could impoverish the University.

6. Engage Student Health personnel and facilities.
7. Student will not be allowed to live in university owned housing or return to classes until he or she is considered to be free of the illness or no longer in danger of contaminating others.  A physician’s release is required. On a need-to-know basis, those individuals who may have had contact with the individual, when known, will be notified by the Vice President for Student Affairs and Dean of Students (or appropriate person) that an exposure has occurred within the community and they will be encouraged to seek preventative or early-reaction treatment.  The Vice President for Student Affairs and Dean of Students will work with students to work with the Director of Academic and Enrollment Services and Business Services to pro-rate food or housing in accordance with Board of Regent’s policies, and will work with the student’s faculty to resolve grading issues. 

8. International students will be provided with a recuperation area and not expected to travel away from Rapid City.  Residence Life has approx. 50 beds/mattresses in storage and can be placed in a Surbeck Center location with access to restroom/shower facilities in Howard Peterson Hall. Private housing, either on or off campus, will be provided to decrease exposure once the student is released from medical care by a physician. 
First Case of Pandemic Flu Diagnosed in Employee Population
1. Presidents Office will be notified—in absence of President, Chain of Command will be implemented

2. Emergency Planning and Response Team members will be notified by e-mail from the Presidents Office

3. BOR will be notified by the Presidents Office

4. Department of Health (DOH) will most likely have already contacted the University; if not, President’s Office will notify DOH. 
5. Faculty or staff members will not be allowed to return to work until considered to be free of the illness or no longer in danger of contaminating others.  Immediate supervisor will or should be notified, and the Director of Human Resources and/or designee will work with the individual to take the necessary time off in accordance with Board of Regent’s and federal/state/local policies.  A physician’s release is required.  Collection and monitoring will be conducted by personnel in the Human Resources Office. On a need-to-know basis, those individuals who may have had contact with the individual, when known, will be notified by the Vice President for Business Services (or appropriate person) that an exposure has occurred within the community and they will be encouraged to seek preventative or early-reaction treatment. 
Travel

Travel will be restricted to essential travel only.  These decisions will be made by the Vice Presidents in each area.  Consideration for research needs will be taken, but travel for research purposes will not be guaranteed.    The Athletic department will immediately review its schedule of events and make decisions about holding competitions.  Travel will be a major consideration for team sports.  Programs that involve a gathering of 20 or more people will be evaluated by the Emergency Planning and Response Team to determine closure or continuation.

Group Event Criteria

Group events of 20 or more individuals will be scrutinized by the Emergency Planning and Response Team.  Specific criteria, such as physical proximity of participants, age and risk factors among participants, and the activity in which the participants will engage will be considered.  Decisions at this point will be made with the goal of maintaining normal functions while minimizing the possibility of contagion.  Especially important will be decisions to continue, alter, or cancel athletic functions and contracted events sponsored by the University or housed at the University.  Again, the primary criteria for all decisions will be to maintain normal functions while minimizing the possibility of contagion.

The following services will most likely close at this point in the outbreak:  The child care center, athletic events, and scheduled entertainment or lectures.

Monitoring of Absences

At the first daily meeting, the Emergency Planning and Response Team will select 10 classes, each having an enrollment of 40 or greater to begin monitoring attendance.  Faculty will be selected who agree to report attendance after each meeting to the Vice President for Student Affairs by email.  Similarly, each Hall Director will email their count of students residing in the halls daily to the Vice President for Student Affairs and Dean of Students.  This information will be taken daily into the 8:00 a.m. Emergency Planning and Response Team meetings to assist with determining absences.
Web Page re-focused on pandemic:

The web page developed to inform students about contagion abatement during a regular flu outbreak will address pandemic flu containment.  A front-page button on the web will be activated notifying the public of the status of the campus and of any information the University wants to make public.   University Communications will begin to ramp up as a communications center and will begin fielding calls from Press.  Official spokesperson for the University is Vice President, University Relations.  

Resources from the Department of Health and their links, the Center for Disease Control and their links, and any other State or Federal agency that could provide updates and information for our students, parents, and employees will be noted on the web site.   At this point, the University Communications Office will suspend routine operations and focus primarily on rumor control, press releases, and providing accurate information on the web and in print about the condition of the SDSM&T campus.

Phase Three:  Part I Campus Closure
Staffing needs in two scenarios

Minimal students in residence (65)
All students in residence during quarantine (560)
Part I of Phase Three of the report addresses a general scenario of campus closure under two differing student populations.  The primary issue is the number of staff needed to operate the essential functions that were agreed upon by a system-wide meeting of staff in Pierre on 8/31/2006.  The following scenario was defined and SDSM&T has responded in the attached spreadsheet with the best estimate of needed staff.

Classes are cancelled, including all delivery methods
Campus is closed to all personnel except those designated as essential

The academic calendar will be adjusted to complete classes

Extensive use of “I” and “IP” are expected, but the official end date of the semester will remain in place

Given this scenario, how many staff will you need to accomplish tasks that are considered essential in the event of a closure that captures approximately 65 students on campus who cannot move home and in the event of a closure that quarantines all residential students to campus?
	FUNCTION
	Essential
	
	Scenario 1 - Limited student population
	
	Scenario 2 - Quarantine followed by release

	 
	(Y/N)
	 
	week 1
	week 2
	week 3
	week 4
	week 5
	week 6
	
	week 1
	week 2
	week 3
	week 4
	week 5
	week 6

	Academic Services

	Research/Grants Office
	N
	 
	0
	0
	0
	0
	0
	0
	 
	0
	0
	0
	0
	0
	0

	Library
	Y
	 
	0
	0
	1
	1
	1
	1
	 
	0
	1
	1
	1
	2
	2

	Administrative Services

	Bookstore
	Y
	 
	0
	1
	2
	2
	2
	2
	 
	2
	2
	2
	2
	2
	2

	Food Service (students/essential staff)
	Y
	 
	4
	4
	4
	4
	4
	4
	 
	6
	6
	6
	6
	6
	6

	Food Service (ill students/essential staff)
	Y
	 
	6
	6
	6
	6
	6
	6
	 
	8
	8
	8
	8
	8
	8

	Housing (students/essential staff)
	Y
	 
	4
	4
	4
	4
	4
	4
	 
	6
	6
	6
	6
	6
	6

	Housing (ill students/essential staff)
	 
	 
	6
	6
	6
	6
	6
	6
	 
	8
	8
	8
	8
	8
	8

	Human Resources
	Y
	 
	2
	2
	2
	2
	2
	2
	 
	2
	2
	2
	2
	2
	2

	IT Service
	Y
	 
	2
	2
	2
	2
	2
	2
	 
	2
	2
	2
	2
	2
	2

	IT Support
	Y
	 
	1
	1
	1
	1
	1
	1
	 
	3
	3
	3
	3
	3
	3

	Maintenance
	Y
	 
	6
	6
	6
	6
	6
	6
	 
	8
	8
	8
	8
	8
	8

	Custodial
	Y
	 
	7
	7
	7
	7
	7
	7
	 
	15
	15
	15
	15
	15
	15

	Mail Room
	Y
	 
	1
	1
	1
	1
	1
	1
	 
	1
	1
	1
	1
	1
	1

	Business functions (in addition to Purch.)
	Y
	 
	3
	3
	3
	3
	3
	3
	 
	3
	3
	3
	3
	3
	3

	Purchasing
	Y
	 
	1
	1
	1
	1
	1
	1
	 
	1
	1
	1
	1
	1
	1

	Security
	Y
	 
	2
	2
	2
	2
	2
	2
	 
	2
	2
	2
	2
	2
	2

	University Relations
	Y
	 
	1.5
	1.5
	1.5
	1.5
	1.5
	1.5
	 
	2.5
	2.5
	2.5
	2.5
	2.5
	2.5

	Waste Removal
	Y-Contracted service with FISH

	Enrollment Management

	Admissions
	Y
	 
	3
	3
	3
	3
	3
	3
	 
	3
	3
	3
	3
	3
	3

	Financial Aid
	Y
	 
	1
	1
	1
	1
	1
	1
	 
	1
	1
	1
	1
	1
	1

	Registrar
	Y
	 
	1
	1
	1
	1
	1
	1
	 
	1
	1
	1
	1
	1
	1

	Student Life

	Career Development
	Y
	 
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5
	 
	0.5
	0.5
	0.5
	0.5
	0.5
	0.5

	Counseling
	Y
	 
	1
	1
	1
	1
	1
	1
	 
	2
	2
	2
	2
	2
	2

	Disability Services
	Y-with Counseling Services

	Event Planning
	Y
	 
	1
	1
	1
	1
	1
	1
	 
	1
	1
	1
	1
	1
	1

	Health Services/Infirmaries
	Y-with Creekside Family Practice--needs negotiated

	Judicial Affairs
	Combined with Residence Life

	Rec/Wellness Center
	Y
	 
	2
	2
	2
	2
	2
	2
	 
	3
	3
	3
	3
	3
	3

	Student Groups
	N
	 
	 0
	0 
	 0
	0 
	0 
	0 
	 
	0 
	 0
	0 
	0 
	 0
	0 

	Student Union
	Y
	 
	2
	2
	2
	2
	2
	2
	 
	2
	2
	2
	2
	2
	2


Phase Three:  Part II  Closure due to Outbreak

More specific scenario for closure

Essential Tasks broken down into subtasks

Staff Assigned and back up assigned

Training Readiness

Capability to Work from Home Office

Salary and Flu Risk

In order to get a more specific look at staffing levels, the most likely scenario and the scenario that required a shift in academic calendar was chosen and defined.  Essential functional areas of the University were asked to evaluate what subtasks would be required to be covered during the scenario defined on the next page, if cross training had occurred and when, whether working from home was an option and if so was the equipment and security clearances in possible.  The information concerning current salary and salary with an estimated hazard pay increase are available via human resources.  Lastly, the flu risk was defined using basic criteria concerning chance of being in contact with the flu virus.
Closure happens mid-semester for 6 weeks

A calendar shift is required

Fall – October 15 to November 26

Spring – February 9 to March 19

Approximately 65 students are on campus:  26 are ill and 39 are well

All student labor is suspended

Only professional staff are available

Classes are closed, including all delivery methods

Goals:

Limit exposure

Keep fiscal base operational

Take care of critical needs only during closure

The following table lists the essential functions of the university by Business Office Process ID and Business Function.  Also listed are the Senior Administrator, Department, Function Manager and Backup to Function Manager.
	PROCESS ID
	BUSINESS FUNCTION
	SENIOR ADMINISTRATOR
	DEPARTMENT
	FUNCTION MANAGER
	BACKUP TO FUNCTION MANAGER

	411010
	President
	Robert Wharton
	President's Office
	Robert Wharton
	Carol Jensen, Roberta Rancour

	411014
	University Relations
	Julie Smoragiewicz
	University Public Relations
	Julie Smoragiewicz
	Mitch Vander Vorst

	442810
	Admissions
	Michael Gunn
	Academic Affairs
	Tamara Martinez-Anderson
	 Michael Gunn

	452812
	Financial Aid
	Michael Gunn
	Academic Affairs
	David Martin
	Michael Gunn

	442815
	Student Financial Aid
	Michael Gunn
	Academic Affairs
	David Martin
	Michael Gunn

	452001
	Finance, Business & Administration
	Tim Henderson
	Business and Administration
	Tim Henderson
	Sandy Fischer, Terry Lauritsen

	452039
	Higher Education Center - West River
	Tim Henderson
	Higher Education Center - West River
	Sandee Schamber
	Eileen French

	415110
	Legal Council Activities
	Tim Henderson
	Business and Administration
	Craig Pheifle
	Lynn, Jackson, Schulz, and Lebrun law firm

	452015
	Purchasing
	Tim Henderson
	Business and Administration
	Sandy Fischer
	Jan Hargens

	411604
	Telecommunications
	Tim Henderson
	Business and Administration
	Jan Hargens
	Sandy Fischer

	452402
	Facilities Management
	Tim Henderson
	Business and Administration
	Mitch Miller
	Tammy Kursave

	452450
	Utilities
	Tim Henderson
	Business and Administration
	Mitch Miller 
	Jerry Chaney

	452700
	Office of the Director of Food Services
	Tim Henderson
	Business and Administration
	JoLee Frederickson
	Sue Kanta

	452050
	Bookstore
	Tim Henderson
	Business and Administration
	Marlin Kinzer
	Jennifer Bauer

	452010
	Administrative Services
	Tim Henderson
	Business and Administration
	Terry Lauritsen
	Deb Rowse

	452011
	Accounts Payable
	Tim Henderson
	Business and Administration
	Terry Lauritsen
	Deb Rowse

	452020
	Payroll
	Tim Henderson
	Business and Administration
	Deb Sloat
	Kelli Shuman

	452022
	Human Resources
	Tim Henderson
	Business and Administration
	Deb Sloat
	Kelli Shuman

	4ICOL1
	Intercollegiate Athletics
	Tim Henderson
	Business and Administration
	Dick Kaiser
	Lori Hodgin

	445839
	Intramurals
	Tim Henderson
	Business and Administration
	Jennifer Ranum
	Richard Kaiser

	 
	Foundation
	Rod Pappel
	Foundation
	Rod Pappel
	Brad Johnson

	 
	Alumni Association
	Tim Vottero
	Alumni Association
	Tim Vottero
	Dee Raymond 

	472601
	Student Affairs
	Pat Mahon
	Student Affairs
	Pat Mahon
	Jolie McCoy

	472017
	Multicultural Affairs
	Pat Mahon
	Student Affairs
	Scott Wiley
	Pat Mahon

	472951
	Ivanhoe International Center
	Pat Mahon 
	Student Affairs
	Suzi Aadland
	Pat Mahon

	472680
	Student Health Services
	Pat Mahon
	Student Affairs
	Craig Hansen
	Steve Sacs

	472603
	Career Development
	Pat Mahon
	Student Affairs
	Darrell Sawyer
	Cindy Christensen

	472608
	Counseling Center
	Pat Mahon
	Student Affairs
	Jolie McCoy
	Scott Wiley

	472675
	Child Care Services
	Pat Mahon
	Student Affairs
	Jeff Haverly
	Jen Garner

	472720
	Housing
	Pat Mahon
	Student Affairs
	Reeny Wilson
	Senior Residence Life Staff

	472730
	Student Center (Union)
	Pat Mahon
	Student Affairs
	Reeny Wilson
	Stephanie Lindsley

	472602
	Scheduling Services
	Pat Mahon
	Student Affairs
	Reeny Wilson
	Stephanie Lindsley

	473401
	Student Association
	Pat Mahon
	 Student Affairs
	Pat Mahon 
	Mike Keegan

	440001
	Academic Affairs
	Duane Hrncir
	Academic Affairs
	Duane Hrncir
	Michael Gunn

	440062
	Instruction-summer school
	Duane Hrncir
	Academic Affairs 
	Duane Hrncir
	 Michael Gunn

	440028
	Technology Infrastructure
	Duane Hrncir
	Academic Affairs 
	Bryan Schumacher
	Jason Erickson

	440029
	Environmental Health Safety and Risk Management
	Tim Henderson
	Business and Administration
	Jerilyn Roberts 
	Trevor Schmelz

	447000
	Academic Support
	Michael Gunn
	Academic Affairs
	Pat Beu
	Barb Dolan

	442813
	Academic Enrollment Services
	Michael Gunn
	Academic Affairs
	Barb Dolan
	Pat Beu

	447816
	Student Information Systems
	Michael Gunn
	Academic Affairs
	Barb Dolan
	Dick Brich

	442814
	Registrar
	Michael Gunn
	Academic Affairs
	Barb Dolan
	Cathy Crawford

	447880
	Research Affairs
	Ronald White
	Research Affairs
	Ronald White
	Eric James


The section below briefly summarizes key areas: President’s role, Campus Communication, and Residence Life.  The section is followed by a table of key essential functions to be carried out by the appropriate personnel to ensure continuity of business during a flu pandemic.
PRESIDENT
The President is the chief officer for the University.  His role will be to coordinate the response of all University staff, faculty, and students to the outbreak, closure, and reopening of SDSM&T.  Immediately upon arrival of a pandemic influenza virus in the States, the President will call the Emergency Planning and Response Team together.  

The decision to close will be made by the Department of Health in consultation with the President, local health department representatives, the BOR, and other state officials. All roles and responsibilities will be reviewed.  Designated meeting place is the Emergency Operations Center (EOC).  Designated meeting time is 8:00 a.m. daily.  

 The EOC will be considered the Command/Communication Center for the closure.  

CAMPUS COMMUNICATIONS
At the point of campus closure and suspension of classes, the EOC will become the communications center for organizing both incoming calls, referrals to qualified approved personnel, and for press releases and web updates during the crisis.  Training will be completed for chosen personnel when closure begins. 

The list of essential functions, back up to those functions, and sample scripts for answering the phone are identified in this section.  The sequence of events in setting up and operating the EOC will be as follows:

1. The Emergency Planning and Response Team will identify appropriate personnel to manage the phone calls.
2. Prior to the outbreak, the web site will be altered to include a page in Environmental Health and Safety that deals with lowering the risk to contagion.  

3. When the outbreak is in the US, the Emergency Planning and Response Team will remind all who are designated as back up of the training and prepare for a high volume of calls.  

4. At the point of Outbreak and closure, the Official University Spokespeople will be the Vice President, University Relations.  No one else is approved to speak with press unless given permission by the President.

5. All calls will be directed to the EOC and its designated call stations on campus staffed by back up personnel.  The 800 number will also be shifted to the EOC lines.  The following approximation of call direction will be reviewed and approved at the daily meetings of the Emergency Planning and Response Team:


Concerned Parents and Students


Vice President Student Affairs/Dean of Students

Questions about Athletic Events


Vice President of Business and Administration

King Center Access and Hours


Vice President of Business and Administration

Access to Campus for Contract Vendors

Vice President of Business and Administration

      Academic classes




Provost and Vice President for Academic Affairs


Academic Calendar and Start of Classes
 
Provost and Vice President for Academic Affairs
  
Specific Billing situations



Vice President of Business and Administration
        
Students remaining on campus


Vice President Student Affairs/Dean of Students
         
Prospective students and applicants


Provost and Vice President for Academic Affairs
6. The 800 number audix and University Communication audix will have a message stating the daily update of the campus.


Sample Message:  The campus is temporarily closed due to an outbreak of influenza.  Students who can travel home have been asked to vacate the SDSM&T campus.  All classes are closed temporarily but will reopen.  The semester will be completed.  You are welcome to leave a message.  The University is keeping an updated page on our web site at http://sdmines.sdsmt.edu. You may also contact us by email and are encouraged to check the FAQ’s on our update web page or leave us a message.

7. Representatives of EOC are included on the Emergency Planning and Response Team designated to manage the outbreak for SDSM&T. 
Daily meetings of the Emergency Planning and Response Team will be held from time of closure to reopening.
8. The University Web Page will have a front-page button linking immediately to the Update page for the flu outbreak.  ITS will staff this and updates will be daily.  The page will include links to the Department of Health, the Center for Disease Control, and other public health providers in the area.  Back up for maintaining this page is noted in the following spreadsheet of essential functions.  This page is a top SDSM&T priority during the outbreak.  Its maintenance is essential to the operation of the campus during the crisis.

9. EOC will monitor the needs of the press and respond with calls and faxes.  All press conferences on site will be considered group events and will not be held during the outbreak.  Briefings will be held via conference calls and individual calls to reporters.

RESIDENCE LIFE
Residence Life will have a significant role to play in the event of a flu outbreak.  Essential functions remain the same in both cases, a minimal number of students on campus or a maximum number quarantined on campus.  The degree of staffing those essential functions will vary.  

Noted below is the sequence of events that will be carried out should an outbreak occur. 

Prelude to Diagnosis

1. Data bank is developed on all international students and staff and students living outside of South Dakota and its adjacent states.  This gives a sense of housing requirements in the event of a declared “snow day” approach or an eventual campus shut down.
2. Develop a list of staff which would be willing to stay behind in the event of some type of outbreak.  (E.g. A sort of Pandemic Flu parallel to the bomb threat list of employees who are willing to search a building.)
3. Train all ResLife Sr. Staff members via local resources on what to look for in terms of symptoms and to be vigorous in their referral of these students to Rapid City Regional Hospital.
4. Have ResLife Sr. Staff members subsequently train each RA in staff groups to avoid any group paranoia that may emerge from training a large student staff all at once.
5. Develop a parental contact protocol for top-level student affairs administrators who would call family in the event of referring a student for a Pandemic Flu diagnosis.
6. Develop a similar parental contact protocol for roommate’s family and significant other of potentially positive student.
7. Develop standard letter / communication protocol for students who live on same wing as student referred for diagnosis.
8. Immediately furnish information to Emergency Planning and Response Team personnel for additional response planning (e.g. Advising BOR, advising faculty of student, etc.)
9. Investigate any employment this student had and consider other notifications or steps necessary if the student worked in an area with wide public contact.  (E.g. food service or library).
10. Continue rigorous monitoring of updates from CDC, State Health Dept. and other health agencies. 

Diagnosis to Modest Outbreak

1. Cancel or curtail severely all community programs.
2. Automatic referrals for testing for any student in the positive student’s wing.
3. Automatic referrals for testing for any student in the positive student’s classes depending on size and nature of the class, (e.g. assigned seating, size of classroom, number of students in class).
4. Develop scripted response for phone inquiries to be used at Res. Life, hall desks and other offices.
5. Model potential refund policies and project financial impacts.
6. Assemble surplus materials (mattresses, beds, dressers) for potential communal housing in designated facility.
7. Review student travel cancel potentially cancel trips that would risk additional contagion.
Closing of Campus

1. House all personnel and students unable to evacuate to home because of distance in remote facilities with self-contained living environments, not community bathrooms, cooking facilities, etc.  Thus we would occupy in the following prioritized order:

· Peterson Hall Study Quads

· Peterson Hall Quads

· Connolly 1st South

2.  Work with food service to provide raw food product for cooking within microwaves.  Avoids community meals and allows for brief / no contact deliveries.

Protocol for Handling Suspected Pandemic Flu Individual

During Student Health Office Hours: 

1. Resident presents possible Pandemic Flu symptoms to Hall Director/Resident Assistant.
2. Hall Director/Resident Assistant applies mask and instructs resident to return to room and CALL Student Health (2354).
3. Student Health personnel confirm Pandemic Flu symptoms, go to the resident’s room and have resident apply mask, transportation to Rapid City Regional Hospital as determined by Student Health staff alternatives include ambulance, resident drive’s self, or exposed roommate or friend drives.
4. Student reports to Rapid City Regional Hospital FRONT ENTRANCE VESTIBULE, NOT THE ER.
5. Vice President, Student Affairs office is notified.

6. Vice President, Student Affairs will notify President’s office.

Outside Student Health Office Hours:

1. Resident presents possible Pandemic Flu symptoms to Hall Director/Resident Assistant.
2. Hall Director/Resident Assistant applies mask and instructs resident to return to room and CALL Rapid City Regional Hospital at 719-1000 (ask for Hospital Coordinator; if not available ask for emergency department).
3. Rapid City Regional Hospital personnel confirm Pandemic Flu symptoms, dispatch ambulance to resident’s room and resident applies mask for transportation to Rapid City Regional Hospital.
4. Vice President, Student Affairs office is notified.

5. Vice President, Student Affairs will notify President’s office.

Follow-Up after Pandemic Flu Suspected Case is referred for Diagnosis:

1. If potential Pandemic Flu resident has a roommate, roommate is contacted by ResLife Sr. Staff member and asked to call Student Health.  ResLife Sr. Staff gives roommate(s) instructions about symptoms and provides a mask(s).  Student will schedule a time to be tested not longer than 12 hours from point of staff contact.  Student will be instructed to avoid contact with others until testing is complete.
2. Respiratory masks are available from ResLife/Student Health staff for concerned residents.  Thermometers are also provided for students who wish to monitor their own symptoms.
3. ResLife custodians will clean bathroom drinking fountain, resident’s room, etc. as directed with a bleach-water solution.  Custodians will be provided with training on protection needed while cleaning potentially infected areas.
4. Surbeck Main Desk and each ResLife Sr. Staff Office will have two masks in zip lock bags available for immediate use if a resident reports Pandemic Flu symptoms.
5. Student Health will report suspected Pandemic Flu cases to the State Department of Health.

Student Health will advise ResLife about appropriate disinfection of resident’s room and belongings.
	Process ID
	Business Function
	Essential Function to be Carried Out
	Employee
	Back Up Essential Function
	Training and Cross Training Completed
	Approved to Work From Home
	Hardware or tools in place
	Software in place 
	Internet Access Provided by
	Clearance Needed or Provided
	Salary at Pres.
	Salary with hazard pay
	High Risk For Flu

	411010
	President
	Decisions on Priorities of Presidents Appointments
	Robert Wharton
	Carol Jensen
	Yes
	No
	Yes
	Yes
	Quest
	NA
	 
	 
	No

	
	
	Notification and maintenance of Presidents calendar
	Roberta Rancour
	Carol Jensen
	Yes
	No
	Yes
	Yes
	No access
	NA
	 
	 
	No

	
	
	Management of Emergency Response Planning Team
	Robert Wharton
	VP’s in order of chain of command
	Yes
	No
	Yes
	Yes
	Quest
	NA
	 
	 
	No

	
	
	Move University from closure to ramping up for opening
	Robert Wharton
	VP’s in order of chain of command
	Yes
	No
	Yes
	Yes
	Quest
	NA
	 
	 
	No

	
	
	Respond to State and BOR request during crisis
	Robert Wharton
	VP’s in order of chain of command
	Yes
	No
	Yes
	Yes
	Quest
	NA
	 
	 
	No

	411014
	University Relations
	University community communication
	Julie Smoragiewicz
	Mitch Vander Vorst
	No 
	No
	Yes
	Yes
	Midcont
	NA
	 
	 
	No

	442810
	Admissions
	Administration Enrollment Services
	 Tamara Martinez-Anderson
	Tex Claymore
	No 
	Yes for some but not all functions
	Yes
	Yes
	Knowlogy
	NA
	 
	 
	 No

	
	
	Process Applications
	
	
	
	No
	N/A
	N/A
	
	
	
	
	

	
	
	Mail
	
	
	
	No
	N/A
	N/A
	
	
	
	
	

	
	
	Applicant Communication
	
	
	
	No
	No/ Yes Tablet PC
	No/Yes Colleague/ Remote Desktop
	
	
	
	
	

	
	
	Email capabilities
	
	
	
	Yes
	Yes
	Yes
	
	
	
	
	

	
	
	Questions via Phone email
	
	
	
	Yes
	Yes
	Yes
	
	
	
	
	

	
	
	 Mailing Print Materials 
	
	
	
	No
	N/A
	N/A
	
	
	
	
	

	
	
	Review Access/Attend Fairs
	
	
	
	N/A
	N/A
	N/A
	
	
	
	
	

	
	
	LiveChat and on-line requests
	
	
	
	Yes
	Yes
	Yes
	
	
	
	
	

	
	
	E-Newsletter Campaign
	Sarah Steiner
	Kelli Kammerer
	No 
	Yes
	Yes
	Yes
	Knowlogy
	NA
	 
	 
	No

	
	
	Update Admissions Web Page
	
	
	
	
	
	
	
	
	
	
	

	452812
	Financial Aid
	 Administrative items
	David Martin
	
	No 
	Yes for some but not all functions
	Yes
	Yes
	Knowlogy
	NA
	 
	 
	No

	452812
	Student Financial Aid
	Financial Aid Processing
	
	
	No 
	Yes
	Yes/No Tablet PC Needed
	Yes/No Colleague/ Remote Desktop
	
	
	
	
	

	
	
	Student awarding process of various types of aid
	
	
	
	
	
	
	
	
	
	
	

	
	
	application of aid to students' bills
	
	
	
	
	
	
	
	
	
	
	

	
	
	Review of imports from Dept of Ed
	
	
	
	
	
	
	
	
	
	
	

	
	
	receive checks and EFT funds for students
	
	
	
	
	
	
	
	
	
	
	

	
	
	prepare planning of next year's processes
	
	
	
	
	
	
	
	
	
	
	

	
	
	Review of home locations on students and review/corrections of those reports generated by RIS; reports that need to be generated to various sources; reviewing of SD Opportunity students; also review of new grants (ACG and SMART on students' qualifications
	
	
	
	
	
	
	
	
	
	
	

	
	
	Finishing payroll time sheets of those work-study students how had earned prior closure
	
	
	
	
	
	
	
	
	
	
	

	
	
	Certification of Veterans benefits and reporting
	
	
	
	
	
	
	
	
	
	
	

	
	
	Runs processes as well for various application of funds
	
	
	
	
	
	
	
	
	
	
	

	
	
	Certifying loans
	
	
	
	
	
	
	
	
	
	
	

	
	
	Work-study end-of-month balancing
	
	
	
	
	
	
	
	
	
	
	

	
	
	Summer awarding set-up and notices
	
	
	
	
	
	
	
	
	
	
	

	
	
	certifying of loans
	
	
	
	
	
	
	
	
	
	
	

	
	
	Review of ISIR imports
	
	
	
	
	
	
	
	
	
	
	

	
	
	Making files for aid recipients
	
	
	
	
	
	
	
	
	
	
	

	
	
	Review of aid application and review of refunds
	
	
	
	
	
	
	
	
	
	
	

	
	
	Return of federal funds to proper sources
	
	
	
	
	
	
	
	
	
	
	

	
	
	federal funds to proper sources;
	
	
	
	
	
	
	
	
	
	
	

	
	
	Filing; answering questions via phone and email
	
	
	
	
	
	
	
	
	
	
	

	
	
	Balancing of EFT funds
	
	
	
	
	
	
	
	
	
	
	

	
	
	Reviewing packaging sheets; adjusting
	
	
	
	
	
	
	
	
	
	
	

	
	
	Adjusting budgets/aid for one semester; PLUS notification 
	
	
	
	
	
	
	
	
	
	
	

	
	
	Collection and application of scholarships from outside sources
	
	
	
	
	
	
	
	
	
	
	

	
	
	Balancing of scholarships
	
	
	
	
	
	
	
	
	
	
	

	
	
	Calls/Emails/Reception
	
	
	
	
	
	
	
	
	
	
	

	
	
	Services personnel in the office
	
	
	
	
	
	
	
	
	
	
	

	452001
	Finance, Business, and Administration
	 Administration
	Tim Henderson
	Sandy Fischer
	Yes
	Yes
	Yes
	Yes
	Knowlogy
	NA
	 
	 
	No

	452039
	Higher Eduction Center - West River
	Student Counseling
	Sandy Schamber
	Eileen French
	Yes
	Yes
	Yes
	Yes
	Knowlogy
	NA
	 
	 
	No

	415110
	Legal Council Activities
	Legal Council
	Craig Pheifle
	Lynn, Jackson, Schultz, and Lebrun
	NA
	NA
	NA
	NA
	NA
	NA
	 
	 
	No

	452015
	Purchasing
	Emergency Purchases
	Sandy Fischer
	Jan Hargens
	Yes
	No
	Yes
	Yes
	Knowlogy
	No
	 
	 
	No

	
	
	Payments
	
	
	
	
	
	
	
	
	
	
	

	
	
	Contract negotiations of vendors essential 
	
	
	
	
	
	
	
	
	
	
	

	411604
	Telecommunications
	Management of Systems
	Jan Hargens
	Sandy Fischer
	Yes
	No
	Yes
	Yes
	Quest
	No
	 
	 
	No

	452402
	Facilities Management
	Mail Delivery/Mail Room
	Toni Erickson
	Aramark Employee Back-up
	Yes
	No
	NA
	NA
	NA
	NA
	 
	 
	No

	
	
	Restroom Sanitation
	Rick Gilson + 6 Aramark Custodial Employees
	James Redwing + Back-up Custodial Employees
	Yes
	No
	NA
	NA
	NA
	NA
	 
	 
	No

	
	
	Shower Sanitation
	
	
	
	
	
	
	
	
	
	
	

	
	
	Surface Disinfection (handrails, door knobs, etc)
	
	
	
	
	
	
	
	
	
	
	

	
	
	Refuse collection & removal from buildings
	
	
	
	
	
	
	
	
	
	
	

	
	
	Refuse Collection and Disposal
	Contracted by Fish
	Contracted by Fish
	Yes
	No
	NA
	NA
	NA
	NA
	 
	 
	No

	
	
	Grounds/Snow Removal
	Grounds Keeper
	Mitch Miller
	Yes
	No
	NA
	NA
	NA
	NA
	 
	 
	No

	
	
	Heating and Cooling
	Tim Kursave, Duane Miller, 
	Back-up Aramark Employees
	Yes
	No
	NA
	NA
	NA
	NA
	 
	 
	No

	
	
	Plumbing/sanitation
	
	
	
	
	
	
	
	
	
	
	

	
	
	Maintenance Building/Operations
	
	
	
	
	
	
	
	
	
	
	

	
	
	Misc. Locks & Security
	Tammy Kursave, 
	Jerry Chaney
	Yes
	No
	NA
	NA
	NA
	NA
	 
	 
	No

	
	
	Security Interface
	
	
	
	
	
	
	
	
	
	
	

	
	
	Safety of residents
	
	
	
	
	
	
	
	
	
	
	

	
	
	Patrol of Perimeter
	
	
	
	
	
	
	
	
	
	
	

	
	
	State Car Maintenance
	Lowell Myers
	Jerry Chaney
	Yes
	No
	NA
	NA
	NA
	NA
	 
	 
	No

	
	
	Liaison with Police
	Jerilyn Roberts
	Tammy Kursave
	Yes
	No
	Yes
	Yes
	No access
	NA
	 
	 
	No

	452450
	Utilities
	Utilities Delivery continuity
	Mitch Miller
	Jerry Chaney
	Yes
	NA
	NA
	NA
	No access
	NA
	 
	 
	No

	452700
	Office of the Director of Food Services
	Direct and Supervise the feeding of students in the Dining Service and Infirmary
	JoLee Frederiksen
	Sue Kanta
	Yes
	No
	NA
	NA
	NA
	NA
	 
	 
	No

	
	
	Accounting
	
	
	
	
	
	
	
	
	
	
	

	
	
	Storeroom
	
	
	
	
	
	
	
	
	
	
	

	
	
	Delivery
	
	
	
	
	
	
	
	
	
	
	

	
	
	Prepare/Serve Food
	8 Aramark Employee
	8 Aramark Employee Back-up
	Yes
	No
	NA
	NA
	NA
	NA
	 
	 
	No

	
	
	Janitorial - Daily clean and sanitize the Dining Service and equipment.
	2 Aramark Employee
	2 Aramark Employee Back-up
	Yes
	No
	NA
	NA
	NA
	NA
	 
	 
	No

	452050
	Bookstore
	Manage store
	Marlin Kinzer
	Jennifer Bauer
	Yes
	No
	Yes
	Yes
	Quest
	NA
	 
	 
	No

	452010
	Administrative Services
	Provide essential financial and administrative services
	Terry Lauritsen
	Deb Rowes
	Yes
	Yes
	Yes
	Yes
	Midcont
	NA
	 
	 
	No

	452011
	Accounts Payable
	Paying Bills due during closure
	Terry Lauritsen
	Deb Rowes
	Yes
	Yes
	Yes
	Yes
	Midcont
	NA
	 
	 
	No

	
	
	Minimal cashiering
	
	
	
	
	
	
	
	
	
	
	

	
	
	Emergency fund management
	
	
	
	
	
	
	
	
	
	
	

	
	
	Grants Accounting
	Eric James
	
	Yes
	Yes
	Yes
	Yes
	Knowlogy
	NA
	 
	 
	No

	452020
	Payroll
	Student Payroll
	Deb Sloat
	Kelli Shuman
	Yes
	Yes
	Yes
	Yes
	Quest
	NA
	 
	 
	No

	
	
	Pay Authorizations
	
	
	
	
	
	
	
	
	
	
	

	
	
	Regular Payroll
	
	
	
	
	
	
	
	
	
	
	

	452022
	Human Resources
	Leave
	Deb Sloat
	Kelli Shuman
	Yes
	Yes
	Yes
	Yes
	Quest
	NA
	 
	 
	No

	
	
	Benefits
	
	
	
	
	
	
	
	
	
	
	

	
	
	Phone
	
	
	
	
	
	
	
	
	
	
	

	4ICOL1
	Intercollegiate Athletics
	Fitness Room Open for Residents only
	Richard Kaiser
	Lori Hodgin
	Yes
	No
	Yes
	Yes
	Quest
	NA
	 
	 
	No

	
	
	Calls about access
	
	
	
	
	
	
	
	
	
	
	

	445839
	Intramurals
	ALL INTRAMURAL SPORTS WILL BE CANCELED
	Richard Kaiser
	Lori Hodgin
	NA
	NA
	NA
	NA
	NA
	NA
	 
	 
	No

	 
	Foundation
	Institutional Donor Communication
	Rod Pappel
	Brad Johnson
	Yes
	Yes
	Yes
	Yes
	NA
	NA
	 
	 
	No

	
	
	Donor Database Updates
	
	
	
	
	
	
	
	
	
	
	

	 
	Alumni Association
	Alumni communication
	Tim Vottero
	Dee Raymond
	Yes
	Yes
	Yes
	Yes
	NA
	NA
	 
	 
	No

	472601
	Student Affairs
	Student Well-being
	Pat Mahon
	Jolie McCoy
	Yes
	Yes
	Yes
	Yes
	Midcont
	Yes
	 
	 
	No

	472017
	Multicultural Affairs
	Student Well-being
	Pat Mahon
	Scott Wiley
	Yes
	Yes
	Yes
	Yes
	Midcont
	Yes
	 
	 
	No

	472951
	Ivanhoe International Center
	International Well-being
	Pat Mahon
	Suzi Aadland
	Yes
	Yes
	Yes
	Yes
	Midcont
	Yes
	 
	 
	No

	472680
	Student Health Services
	Creekside Family Practice - Serves as Infirmary
	Creekside Family Practice Doctor, Student Health Contractor
	PA for Creekside
	NA
	NA
	NA
	NA
	NA
	NA
	 
	 
	NA

	472603
	Career Development
	Contact Employers scheduled for closure period
	Darrell Sawyer
	Cindy Christensen
	Yes
	Yes
	Yes
	Yes
	Knowlogy
	Yes
	 
	 
	No

	
	
	Contact Seniors and assist with rescheduling interviews
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Use online services on web to do placement training
	
	
	
	
	
	
	
	
	
	
	

	472608
	Counseling Center
	Student Well-being, ADA Accommodations
	Jolie McCoy
	Scott Wiley
	Yes
	Yes, if needed
	Yes
	Yes
	Quest
	No
	 
	 
	Yes

	472675
	Child Care Services
	Closure of Kids Kastle
	Jen Garner
	Kids Kastle Owner
	NA
	NA
	NA
	NA
	NA
	NA
	 
	 
	Yes

	472720
	Housing
	Housing of residential students
	Reeny Wilson
	Residence Life Staff
	Yes
	No
	Yes
	Yes
	Knowlogy
	NA
	 
	 
	Yes

	
	
	Potential Infirmary
	Reeny Wilson
	Residence Life Staff
	
	
	
	
	
	
	
	
	

	472730
	Student Center (Union)
	Services for "stranded" individuals
	Reeny Wilson
	Stephanie Lindsley
	Yes
	No
	Yes
	Yes
	Knowlogy
	NA
	 
	 
	Yes

	
	
	Potential Infirmary
	Reeny Wilson
	Stephanie Lindsley
	
	
	
	
	
	
	
	
	

	472602
	Scheduling Services
	NO ESSENTIAL FUNCTION
	Reeny Wilson
	Stephanie Lindsley
	NA
	NA
	NA
	NA
	NA
	NA
	 
	 
	NA

	473401
	Student Association
	NO ESSENTIAL FUNCTION
	Reeny Wilson
	Stephanie Lindsley
	NA
	NA
	NA
	NA
	NA
	NA
	 
	 
	NA

	440001
	Academic Affairs
	Library - Managing online/electronic Library Resources  (** see note below)
	Patricia Andersen
	Janet Taylor,
Cindy Davies
	Yes
	Yes
	Yes
	Would need campus IP to access all e-resources, unless a proxy server is installed on campus.
	Qwest
	University VPN
	 
	 
	No

	
	
	Library - Reference/library/circulation help over phone and e-mail, ILL for e-journals  (** see note below)
	Patricia Andersen
	Janet Taylor,
Cindy Davies
	Yes
	Yes
	Yes
	Would need campus IP to access all e-resources, unless a proxy server is installed on campus.  Some reference can be performed using the Internet, including IM style.  
	Qwest
	 
	 
	 
	No

	440028
	Technology Infrastructure
	Maintain  web server & email server and capabilities
	Bryan Schumacher
	Jason Erickson
	Yes
	No
	Yes
	Yes
	Quest
	NA
	 
	 
	Yes

	
	
	Communication with commercial internet provider
	
	
	Yes
	Yes
	Yes
	Yes
	Quest
	NA
	 
	 
	Yes

	
	
	Arrangements for backup of databases
	
	
	Yes
	Yes
	Yes
	Yes
	Quest
	NA
	 
	 
	Yes

	
	
	Issue of clearances and security access for staff home offices as requested
	
	
	Yes
	Yes
	Yes
	Yes
	Quest
	NA
	 
	 
	Yes

	
	
	Assist setting up home offices in critical areas
	
	
	Yes
	No
	Yes
	Yes
	Quest
	NA
	 
	 
	Yes

	
	
	Participate in Emergency Response Planning Team.
	
	
	Yes
	No
	Yes
	Yes
	Quest
	NA
	 
	 
	Yes

	
	
	Maintain Res Net
	
	
	Yes
	Yes
	Yes
	Yes
	Quest
	NA
	 
	 
	Yes

	440062
	Instruction-summer school
	NO ESSENTIAL FUNCTION
	Duane Hrncir
	Michael Gunn
	NA
	NA
	NA
	NA
	NA
	NA
	 
	 
	No

	440029
	Chemical/Hazardous Material Management
	Safety of hazardous materials
	Jerilyn Roberts
	Mitch Miller
	Yes
	No
	Yes
	Yes
	Knowlogy
	NA
	 
	 
	No

	447000
	Academic Support
	Testing (CAAP, COMPASS), manage mentors, advising
	Pat Beu
	Barb Dolan,
Kathy Crawford
	Yes
	No
	NA
	NA
	NA
	Yes
	 
	 
	No

	442813
	Academic Enrollment Services
	Email--as needed
	Barb Dolan
	Pat Beu
	Yes
	Yes
	Yes
	Yes
	Rapid Net
	Yes
	 
	 
	No

	
	
	Phone
	
	
	
	
	
	
	
	
	
	
	

	
	
	Assist Students & Faculty
	
	
	
	
	
	
	
	
	
	
	

	
	
	Reg for classes
	
	
	
	
	
	
	
	
	
	
	

	
	
	Records
	Barb Dolan
	Kathy Crawford,
Toni Schauer
	Yes
	Yes
	Yes
	Yes
	Rapid Net
	Yes
	 
	 
	No

	
	
	RIS questions & requests
	Barb Dolan
	Kathy Crawford,
Toni Schauer
	Yes
	Yes
	Yes
	Yes
	Rapid Net
	Yes
	 
	 
	No

	447816
	Student Information Services
	Maintain database, Web Advisor help for students & faculty, creating reports. Institutional research, survey completion, RIS interface for campus
	Barb Dolan
	Richard Brich,
Deb Renken
	Yes
	Yes
	Yes
	Yes
	Rapid Net
	Yes
	 
	 
	No

	442814
	Registrar
	Mail
	Kathy Crawford
	Toni Schauer
	Yes
	No
	NA
	NA
	NA
	Yes
	 
	 
	No

	
	
	Transcripts
	
	
	
	
	
	
	
	
	
	
	

	
	
	Enrollment Verifications
	
	
	
	
	
	
	
	
	
	
	

	
	
	Correspondence Classes
	
	
	
	
	
	
	
	
	
	
	

	
	
	Drop/Add/Withdrawals
	Kathy Crawford
	Toni Schauer
	Yes
	Yes
	needs laptop, ISP 
	Colleague
	No access
	Colleague
	 
	 
	No

	
	
	Graduation Checks via Phone
	
	
	
	
	
	
	
	
	
	
	

	
	
	Degree Audits
	
	
	
	
	
	
	
	
	
	
	

	
	
	Veteran's information
	
	
	
	
	
	
	
	
	
	
	

	
	
	Registration for classes
	
	
	
	
	
	
	
	
	
	
	

	447880
	Research Affairs
	Oversight of Research Activities
	Ronald White
	Eric James
	Yes
	Yes
	Yes
	Yes
	Midcont, Knowlogy
	NA
	 
	 
	No

	
	
	Sponsored Programs
	Eric James
	Karmen Aga
	Yes
	Yes
	Yes
	No (state does not allow access to HR/FIS from home
	PrairieWave, Midcont, Qwest, & Qwest
	Yes
	 
	 
	No

	
	
	Technology Transfer
	Dale Skillman
	 
	NA
	Yes
	Yes
	Yes
	Knowlogy
	NA
	 
	 
	No

	
	
	Administration of Graduate Education
	Jeanette Nilson
	
	Yes
	Yes
	Yes
	Yes
	Knowlogy, Knowlogy, Knowlogy
	Yes
	 
	 
	Yes

	** (Note re library) The SDSM&T library is dependent upon BHSU and the SDLN staff to keep access to electronic databases since the SDLN offices are housed on the BHSU campus.


APPENDIX A

TO:

Sandy Fischer, Director of Business Services

FROM:

Jo Lee R. Frederiksen, Director of Dining Services

RE:

Memorandum of Understanding – Pandemic Operations

DATE:

10/31/06

I am writing to confirm that ARAMARK staff understands its role in a pandemic operation.  With my previous experience in responding to food service needs I am confident of our ability to respond.  I have reviewed the plans in the SDSM&T Pandemic Response and can also indicate that ARAMARK will provide the services outlined in this document.  Specifically our responses are as stated but not limited to the following:

1) Stockpiling food and water reserves to meet the minimum calorie diets outlined in the plan.  This can be done through our regular ordering procedures and at no additional cost to the students or SDSM&T.

2) Maintain food preparation and distribution systems in the scenarios outlined in the SDSM&T plan.

a) Feeding essential staff and identified by the SDSM&T plan and students who cannot evacuate.

b) A complete quarantine environment with 600 students in residence.  Our ability to comply with this assumes a normal operating wholesale supply system.

3) The staffing to manage these operations is also guaranteed.  Please note, some alterations of preparation and distribution systems will likely occur in an extended pandemic environment.  For instance we may serve only at one site instead of the two routinely open, or we may not serve communal meal but rather deliver prepared meals to residence halls, exactly how this food prep and delivery will be lived out will be determined by the specifics of the outbreak itself and guidance from the State Department of Health.

I am confident ARAMARK can meet these and other pandemic challenges.  Please do not hesitate to contact me if I can further clarify any of the readiness plans we have made for food service in a pandemic environment.

Enc.  Disaster Relief Food items, Disaster Relief Menu

Disaster Relief Food Items

	Serving
	Name
	Per Serving
	Caloric Count

	 
	Fruits
	 
	 

	1 Cup
	Applesauce-Motts
	6 each
	100

	1/2 Cup
	Sliced Peaches- Del Monte (15 1/4)
	3 1/2 each
	100

	2 Slices
	Pineapple Slices- Dole (20 oz.)
	5 each
	60

	1/2 Cup
	Pear Halves- Del Monte (15 1/4)
	3 1/2 each
	100

	 
	 
	 
	 

	 
	Miscellaneous
	 
	 

	2 Tbsp.
	Easy Cheese- Cheddar (8 oz.)
	7 each
	90

	8 Crackers
	Grahm Crackers-Honeymaid (14.4 oz.)
	13 each
	130

	5 Crackers
	Saltine Crackers-Nabisco (4 oz.)
	8 each
	60

	 
	 
	 
	 

	24 Each
	Cinn. Teddy Grahms- Nabisco (10 oz)
	9 each
	130

	5 Crackers
	Ritz (12 oz.)
	21 each
	80

	4 Crackers
	Clubs Originals- Keebler (16 oz.)
	32 each
	70

	6 Crackers
	Triscuit Original- Nabisco (9 1/2 oz.)
	10 each
	120

	 
	 
	 
	 

	1/4 Cup
	Nut & Fruit Mix- Nut Harvest (7 1/4 oz.)
	7 each
	150

	1 Ounce
	Jerky-Oberto
	4 each
	80

	1 Each
	Pop Tarts- Cinn. Brown Sugar
	8/box
	210

	1 Each
	Kellogs Asst. Cereal
	8/box
	AJ-110, CK-150, CP-100, FL-100, FF-130, Smack-120, CB-90

	2 Cookies
	Double Oreos- Nabisco
	15 each
	140

	1 Each
	Twizzlers-Cherry (14 oz.)
	12 each
	100

	4 Each
	Sugar Wafer Cookies-Keebler (2 3/4 oz.)
	2.5 each
	160

	 
	 
	 
	 

	 
	Bars
	 
	 

	1 Each
	Nutrigrain Bar- Ap. Cinn, Blue., Rasp. (1.3 oz.)
	1 each
	140

	1 Each
	Trail Mix Fruit & Nut Bar (1.2 oz.)
	1 each
	140

	1 Each
	Power Bar- Chocolate (2.29 0z.)
	1 each
	230

	1 Each
	Power Bar Triple Treat-Caramel Peanut Crisp (1.94 oz.)
	1 each
	220

	1 Each
	Butter Finger Granola Bar
	10/box
	110

	 
	 
	 
	 

	 
	 
	 
	 

	 
	Condiments
	 
	 

	1 Tbsp.
	Grape Jelly- Smuckers (20g)
	28
	50

	1 Tbsp.
	Strawberry Jelly-Smuckers
	28
	50

	2 Tbsp.
	Peanut Butter (EC) (Jif)
	16
	190

	
	
	
	

	Serving
	Name
	Per Serving
	Caloric Count

	 
	Soups
	 
	 

	1 Can
	Beef & Vegetable-Campbells (10 3/4 oz.)
	1 each
	200

	1/2 Cup
	Chicken Noodle- HR (10 3/4 oz.)
	2 1/2 each
	60

	1/2 Cup
	Tomato (10 3/4 oz.)
	2 1/2 each
	90

	1 Envelope
	Chicken Noodle Cup of Soup-Litpon
	4 each
	45

	1/2 Cup
	Pork & Beans-Van Camps (15 oz.)
	3 1/2 each
	110

	1 Tbsp.
	Honey- Our Family (15 1/4 oz.)
	16 each
	60

	1/2 Cup
	Whole Kernal Corn- Del Monte (14 1/2 oz.)
	3.5 each
	60

	1/2 Cup
	Cut Green Beans-Del Monte (14 1/2 oz.)
	3.5 each
	20

	2 Ounces
	Drained Starkist Tuna (6 oz.)
	2.5 each
	60

	1 Cup
	Dinty Moore Beef Stew (15 oz.)
	2 each
	180

	1 Cup
	 Beef Ravioli-Chef Boyardee (15 oz.)
	2 each
	240

	1 Cup
	Spaghettios-Franks (14 3/4 oz.)
	2 each
	230

	 
	Pudding
	 
	 

	1 Each
	Chocolate Pudding-Handi Snacks (4 each)
	4 each
	100

	1 Each
	Vanilla Pudding- Handi Snacks ( 4 each)
	4 each
	90

	1 Each
	Butterscotch Pudding- Handi Snacks (4 each)
	4 each
	90

	 
	 
	 
	 

	 
	 
	 
	 

	 
	Juices/ Milks/Water
	 
	 

	1 Each
	Straw./Cream Slim Fast Optima (11 oz.)
	1 each
	180

	1 Each
	Slim Fast Optima (11 0z.)
	1 each
	190

	1 Each
	Sunny D- Orange (16 oz.)
	1 each
	250

	20 Ounces
	Jacks Water
	 
	 


Disaster Relief Menu


	 
	Breakfast
	Calories
	Lunch
	Calories
	Dinner
	Calories

	Sunday
	(1) Bottled Water (20 oz)
	 
	(2) Bottled Water (20 oz)
	 
	(1) Bottled Water (20 oz)
	 

	 
	(1) Sunny D (orange-16oz)
	250
	(1/2 c) Chick. Noodle soup
	60
	(1c.) Beef Stew (Dinty Moore)
	180

	 
	(1) Poptart (Cinn. Br. Sugar)
	210
	(5) Saltine Crackers
	60
	(4) Club original
	70

	 
	(2 sl.) Sliced Pinapple (Dole- 20 oz)
	60
	(2Tbs.) Easy Cheese Cheddar
	90
	(1/2 c.) Whole Kernal Corn
	60

	 
	(1) Power Bar Triple Treat (1.94 oz)
	220
	(1) Slim Fast Optima (Choc.)
	190
	(1) Slim Fast Optima
	180

	 
	 
	 
	(1) Power Bar (Choc.- 2.29 oz)
	230
	(1/4 c.) Fruit & Nut mix
	150

	 
	 
	 
	 
	 
	(2) Oreo Cookies
	140

	Total 
	 
	740
	 
	630
	 
	780

	2150 Calories
	 
	
	
	
	
	

	 
	Breakfast
	Calories
	Lunch
	Calories
	Dinner
	Calories

	Monday
	(1) Bottled Water (20 oz)
	 
	(2) Bottled Water (20 oz)
	 
	(1) Bottled Water (20 oz)
	 

	 
	(1) Sunny D (orange-16oz)
	250
	(1/2 c) Tomato soup
	90
	(1c.) Beef Ravioli (150z.)
	240

	 
	(1/2 c.) Sliced Peaches (Del Monte)
	100
	(5) Saltine Crackers
	60
	(5) Ritz Crackers
	80

	 
	(1) Slim Fast Cereal
	180
	(2Tbs.) Peanut Butter
	190
	(1/2 c.) Green Beans
	20

	 
	(1) FF Cereal (Box)
	130
	(1 Tbs.) Strawberry Jelly
	50
	(1) Slim Fast Optima
	190

	 
	 
	 
	(1) Blueberry Nutra Grain Bar
	140
	(1) Chocolate Pudding
	100

	 
	 
	 
	(1 oz) Jerky
	80
	 
	 

	Total 
	 
	660
	 
	610
	 
	630

	1900Calories
	 
	 
	 
	 
	 
	 

	 
	Breakfast
	Calories
	Lunch
	Calories
	Dinner
	Calories

	Tuesday
	(1) Bottled Water (20 oz)
	 
	(2) Bottled Water (20 oz)
	 
	(1) Bottled Water (20 oz)
	 

	 
	(1) Sunny D (orange-16oz)
	250
	(1) Cmpb. Beef Veg. Soup (10 3/4)
	200
	(1can)  Can Strkt. Tuna (6 oz.)
	150

	 
	(1) Pop Tarts (Blueberry)
	190
	(5) Ritz Crackers
	80
	(6) Nabisco Triscuits
	120

	 
	(1 c.) Applesauce (Motts)
	100
	(1) Slim Fast Optima
	190
	(1/2 c.) Van Camps Pork/Beans
	110

	 
	(1) Power Bar (Choc.)
	230
	(2 Tbs.) Cheddar Easy Cheese
	90
	(1) Trail Mix Fruit Bar
	140

	 
	 
	 
	(4) Sugar Wafer Cookies
	160
	(2) Oreo Cookies
	140

	 
	 
	 
	 
	 
	 
	 

	Total 
	 
	770
	 
	720
	 
	660

	2150 Calories
	 
	
	
	
	
	

	 
	Breakfast
	Calories
	Lunch
	Calories
	Dinner
	Calories

	Wednesday
	(1) Bottled Water (20 oz)
	 
	(2) Bottled Water (20 oz)
	 
	(1) Bottled Water (20 oz)
	 

	 
	(1) Sunny D (orange-16oz)
	250
	(1/2 c.) Tomato Soup
	90
	(1c.) Franks Spaghettio's (14 3/4)
	230

	 
	(1) Slim Fast Optima (11 0z.)
	180
	(5) SaltineCrackers
	60
	(4) Club Originals (16 oz.)
	70

	 
	(1) Corn Pops
	100
	(1) Apple/Cinn. Nutrigrain Bar
	140
	(1/2 c.) Whole Kernal Corn 
	60

	 
	(1) Power Bar Triple Treat
	220
	(1 Tbs.)Grape Jelly
	50
	(1) Slim Fast Optima
	180

	 
	 
	 
	(2 Tbs.) Peanut Butter
	190
	(1) Vanilla Pudding
	90

	 
	 
	 
	(1 oz.) Jerky
	80
	 
	 

	Total 
	 
	750
	 
	610
	 
	630

	1990 Calories
	 
	
	
	
	
	

	 
	Breakfast
	Calories
	Lunch
	Calories
	Dinner
	Calories

	Thursday
	(1) Bottled Water (20 oz)
	 
	(2) Bottled Water (20 oz)
	 
	(1) Bottled Water (20 oz)
	 

	 
	(1) Sunny D (orange-16oz)
	250
	(1/2 c.) Chicken Noodle Soup
	60
	(1c.) Beef Stew (Dinty Moore)
	180

	 
	(1/2 c.) Pear halves (15 1/4 oz.)
	100
	(5) SaltineCrackers
	60
	(6) Nabisco Triscuits
	120

	 
	(1) Pop Tarts (Cinn. Br. Sugar.)
	210
	(1) Slim Fast Optima
	180
	(1) Butterfinger Granola Bar
	110

	 
	(1) Power Bar 
	230
	(1/4 c.) Nut & Fruit Mix
	150
	(1) Slim Fast Optima
	180

	 
	 
	 
	(2 Tbs.) Easy Cheese
	90
	(1 oz.) Jerky
	80

	 
	 
	 
	(24) Cinn. Teddy Grahms
	130
	 
	 

	Total 
	 
	790
	 
	670
	 
	670

	2130 Calories
	 
	
	
	
	
	

	 
	Breakfast
	Calories
	Lunch
	Calories
	Dinner
	Calories

	Friday
	(1) Bottled Water (20 oz)
	 
	(2) Bottled Water (20 oz)
	 
	(1) Bottled Water (20 oz)
	 

	 
	(1) Sunny D (orange-16oz)
	250
	(1/2 c.) Tomato Soup
	90
	(1can)  Can Strkt. Tuna (6 oz.)
	150

	 
	(1) Slim Fast
	180
	(4) Club Originals (16 oz.)
	70
	(5) Saltine Crackers
	60

	 
	(1) Apple Jacks
	110
	(1) Slim Fast Optima
	180
	(2 Tbs.) Easy Cheese
	90

	 
	(1) Sliced Peaches (15 1/4 oz.)
	100
	(2 Tbs.) Peanut Butter
	190
	(1) Slim Fast Optima
	180

	 
	(8) Grahm Crackers
	130
	(1) Power Bar Triple Treat
	220
	(2) Oreo Cookies
	80

	 
	(1 Tbs.) Honey
	60
	(1 Tsp.) Strawberry Jelly
	50
	(1) Pudding- Butterscotch
	90

	Total 
	 
	830
	`
	620
	 
	710

	2160 Calories
	 
	
	
	
	
	

	 
	Breakfast
	Calories
	Lunch
	Calories
	Dinner
	Calories

	Saturday
	(1) Bottled Water (20 oz)
	 
	(2) Bottled Water (20 oz)
	 
	(1) Bottled Water (20 oz)
	 

	 
	(1) Sunny D (orange-16oz)
	250
	(1/2 c.) Cmbl. Beef Veg. Soup 
	200
	(1c.) Franks Spaghettio's (14 3/4)
	230

	 
	(1 c.) Applesauce (Motts)
	100
	(5) Ritz Crackers
	80
	(5) Saltine Crackers
	60

	 
	(1) Pop Tarts (Strawberry)
	180
	(1) Slim Fast Optima
	190
	(2 Tbs.) Easy Cheese
	90

	 
	(1) Power Bar
	180
	(1) Nutra Grain Bar
	140
	(4) Sugar Cookies
	160

	 
	 
	 
	Jerky- 1 oz.
	80
	(1) Twizzlers
	100

	 
	 
	 
	 
	 
	 
	 

	Total 
	 
	760
	 
	690
	 
	700

	2150 Calories
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