Tulane University School of Medicine
Hurricane Emergency Preparedness Plan and Time Line

The Tulane University School of Medicine Hurricane Emergency Preparedness Plan
provides guiddines and establishes protocols for an organized respong to a huricane It
addresses pre-storm preparation and pod-storm recovery as well as management of the
School of Medicine campusduringa storm. Theprimary objectives of theplan are 1) to
ensure the safety and security of faculty, staff, students and visitors, 2) to mitigae storm-
assodated damage, and 3) to facilitate restoration of busness and academic opeaationsas
quickly as possible.

The School of Medicine Hurricane Emergency Preparedness Plan is a phased-response
plan tha describes actionsto betaken immediately and on an on-going basis, aswell as
actionsto betaken as a storm approaches the southern Louisianacoast-line The
provisionsof this plan are to be employed in conjunction with the Tulane University
Administrative Hurricane Plan, which provides over-arching guidance for al university
campuses in theevent of ahuricane

Thedecisionto close theuniversity or any of its campuses will be made by the President
or senior administrators in the Emergency OperationsCenter chain of command. Official
university closngswill beannouned to the university community viathe Tulane Alert
Lineand theemergency webste. When theuniversity is closed, students and non-storm
personné (faculty and staff) are officially ingructed to leave the university and advised
to seek shdter outsde of the New Orleans metropolitan area. The only individuds who
will beallowed to remain in university buildingsare those who have been officially
designaed as members of the Event Management Team. In no event will students be
designaed as members of the Emergency Management Team or a @CodeGreyOTeam as
pat of the Clinical Respong Plan. All School of medicinefacilities, induding the J.
Benndt Johngon Building, will close 48 hours before any anticipaed huricaneland-fall.

Unde the School of Medicine Hurricane Emergency Preparedness Plan, each department
or program will establish a means of communicating with its faculty, staff, trainees, and
students. It istheresponsbility of every indvidud to ensure tha higher persond contact
informationis current and on-file. In the event of auniversity closure, it isthe
responsbility of every employee to contact hisgher supervisor as soonas practical and
report hishe statusand whereabouss. Thereafter, each individud should monitor the
Tulane University emergency webdgte for specific indructions Individuds should only
return to theuniversity when it is safe and return has been authorized by the President or
senior administrators in the Emergency Operations Center.
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Thepreparednesstimelineis divided into 6 phases as follows:

1. To be done immediately and on an on-going basis

* Administration (Dean’s Office, Student Affairs, Admissions, and Graduate
Medical Education)

@)

©)

Gather emergency contact information on all faculty, staff, residents, and
students.

Prepare short and complete information for medical student orientations
induding: alist of what to take in case of evacuation, alist of evacuaion
aterndives (like Amtrak), and a persond emergency form to be
completed.

Prepare indructionsfor faculty, staff, students, residents, fellows, graduae
students to be poged to the SOM websdte in theevent of aprobably storm
impact within 3-4 days of New Orleans

Send out emails to newly admitted medical students with emergency
information.

Send out emails to continuing medical students with emergency
information.

Send out emails to residents with emergency information.

* Departments (Faculty, Staff, Fellows and Graduate Students)

@)

Gather emergency contact information for faculty, staff, fellows, and
gradude students.

Updae and collect the Emergency Contact Information Form, send to
Administration.

Prepare and disseminae the communicationstree respongbilities.
Give faculty, staff, fellows, and graduae students a department-specific
emergency contact information card.

Prepare alist serve of alternate e-mailsfor faculty, staff, fellows, and
gradude students.

Encouragefaculty, staff, fellows, and graduae students to prepare
persond emergency plans

Encouragefaculty, staff, fellows, and graduae students to prepare
persond emergency Kits.

* Medical and Graduate Students

@)
@)
@)

O

Attend orientation.

Accept responsbility to monitor emergency webstes and watch the news.
Give emergency contact information to ther depatments (Graduae
Students), Office of Student Affairs (Medical Students)

Residents send emergency contact information to both Departmental
Program Director and the Office of Graduae Medical Education.

Carry ther emergency contact information card.

Complete thar persond emergency plan.

Prepare thar emergency kits.
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* Laboratory Personnel

©)

@)

Keep a current inventory of all chemicals and biologicals, especidly all
investigator derived produds.

Purchase and maintain CO2 backup for all £80 freezers.

Keep copies of themod valuable samplesin LN2 storage containers.
These containers should be small enoughto be carried down multiple
flights of stairs by laboratory personnd.

Keep LN2 re-supply cylindasin close proximity to storage containers.
Split valuable biologcal samples and store off-site.

Place freezers, refrigerators, and incubaors on emergency circuits where
available.

Keep a schoolwideinventory of thelocation and capecity of all LN2
storagecylindes. Clearly mark al LN2 storage containers with
investigator@ name and roomnunber.

Establish laboratory materia evacuaion plan. Identify files, notebooks
and computers to beremoved in the event of an emergency, indudingwho
isresponsble for each item.

Updae contact information on laboratory doar.

2. Named Storm is in the Caribbean — 5 or 6 days away

* Administration (Dean’s Office, Student Affairs, Admissions, and Graduate
Medical Education)

©)

Email students/residents/trainees to tell them to monitor the news and the
TU webste for emergency notices.

* Departments (Faculty, Staff, Fellows and Graduate Students)

@)

@)
@)

Verify tha everyonehas ther communicationstree assignments; cover for
anyonewho istraveling.

Monitor news and Tulane webste for emergency notices.

Updae emergency contact information.

* Medical, Graduate Students and Residents

@)
@)
@)

Monitor news and Tulane webdte for emergency notices
Review persond evacuation plan
Updae emergency contact information

* Laboratory Personnel

@)

Restock al LN2 and CO2 cylindes.

3. Storm is in the Gulf — 4 or 5 days away

* Administration (Dean’s Office, Student Affairs, Admissions, and Graduate
Medical Education)

@)

Monitor news and Tulane webdte for emergency notices
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* Departments (on behalf of Faculty, Staff, Residents Fellows and Graduate
Students)

o Monitor news and Tulanewebste for emergency notices
o Assemble pgpers, booksand other print materials for quick and easy

remova from thebuilding.

* Medical, Graduate Students, Residents
o Monitor news and Tulanewebste for emergency notices
o Backup computers/data.

o Assemble pgpers, booksand other print materials for quick and easy

remova from thebuilding.

4. Storm has New Orleans in the cone of possibility — 3 to 4 days away (72-96 hrs)

* Administration (Dean’s Office, Student Affairs, Admissions, and Graduate
Medical Education)

o Notify HSC Data Systems to updade the SOM emergency webste with

emergency notice ingructions

o Assemble mission critical pgpers, booksand other print materialsfor

quick and easy remova fromthe building.

* Departments (Faculty, Staff, Residents, Fellows and Graduate Students)

@)
@)

Activate departmental telephonetree.

Call/e-mail studentsto tell them to monitor the news and the TU webste
for emergency natices.

Back up essential daato disk.

Assemble mission critical papers, booksand other print materialsfor
quick and easy remova fromthe building.

* Medical, Graduate Students, and non emergency team designated
Residents

@)

Confirm your trangportation out of town if evacuaionis recommended or
required.

Assemble important pgpers, booksand other print materials for quick and
easy removd fromthe building.

See Clinical Respong Plan for duties of Emergency Team Designaed
Residents

* Laboratory Personnel

@)

O

Top off all LN2 storage containers from local source. Relocate all LN2
storage containers to designaed emergency drop-point. Removeall locks.
Replace liquid CO2 back-up tanksfor freezers and CO2 for incubdors.
Back-up all electronic files and daa.

Removefiles, notebooksand computers to secure location.
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5. Storm is headed for New Orleans and the University has announced closing
and/or evacuation has been called (48-72 hrs).

* Administration (Dean’s Office, Student Affairs, Admissions, and Graduate
Medical Education)

©)

©)

Record an outgoing message on admissionsand the dean( offices central
linesindicating tha the University and School are closed providing the
emergency phonenumbe and webste for the University.

Activate back-up webste.

Remove mission critical daadisks and laptop computers fromthe
building.

Remove mission critical pgoers, booksand other print materialsfromthe
building.

Inventory items removed from the building (computers, hard drives, etc.)
and leave thelist with thedesignaed individuds.

Activate Clinical Response Plan

* Departments (Faculty, Staff, Fellows and Graduate Students)

@)

@)

Empty foodrefrigerators (notlaboratory refrigerators), unplug them, and
prop doors open.

Call and email studentsto tell them evacuation has been called and
ingruct them to implement thar persond emergency plans

Record an outgoing message on the department@ central lineindicating
tha the University and School are closed and giving the emergency phone
nunmber and webste for the University.

Remove mission critical data disks and laptop computers fromthe
building.

Removemission critical pgoers, booksand other print materialsfromthe
building.

Inventory items removed from thebuilding (computers, hard drives, etc.)
and leave thelist with the Department Chair.

Where appropriate, Activate Clinical Response Plan

* Medical, Graduate Students, and Residents

@)

@)

Call thefamily member onyour emergency contact form and tell them
where you are going.

Removeyour laptop computer, important pgoe's, booksand other print
materials from the building.

* Laboratory Personnel

@)

@)
@)

Unplug al equipment except freezers, refrigerators, and incubaors. Make
sure al air, gas, and vacuumlines are shut-off.

Shut off al accessible water sources.

Unlock all doorsto laboratories.

6. After the storm has passed
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* Administration (Dean’s Office, Student Affairs, Admissions, and Graduate
Medical Education)

o Executive Committee members and Dean® Office administrative staff
check in with the Dean@ Office.

o Updae message onthewebste

o Dean will conailt with on-site Emergency Respong Team, Office of
Environmental Health & Safety, and Security to deerminewhen it is safe
for personnd to return to campus

* Departments (Faculty, Staff, Residents, Fellows, and Graduate Students)
o Check in with your departmental contact person.
o Return to thecampusonly when it is safe and entry has been authorized by
the Dean.

* Medical Students, Graduate Students, and Residents
o Check in with your Departmental contact person and/or the Office of
Students AffairgGraduae Medical Education, as appropriate.
o Return to thecampusonly when it is safe and entry has been authorized by
the Dean.

* Laboratory Personnel

o Return to thecampusonly when it is safe and entry has been authorized by
the Dean.

o Make sureyourlaboratory is safe for entry. Remember the two-man rule
for entering a lab that has been without power for an extended period. Be
aware of potential trip and fall hazards

o If power has not been interrupted, check electrical equipment carefully
before pluggingit back in.

o Turn water back onandallow it to runto clear thelines. Do not allow
water to runundtended.
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