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Frequently Asked Questions about SHSU’s CIMS 

Question: What is CIMS? 

Answer: The Critical Incident Management System (CIMS) established for Sam Houston State University is the 
management system used for incidents which occur that are external to the university. These natural or manmade 
incidents could include but are not be limited to hurricanes, tornadoes, earthquakes, terrorist acts, power outages, fires, 
mass medical situations, or other critical situations. The CIMS establishes protocols and procedures for the university in 
order to respond in an organized and systematic manner to the incident. The university will work in tandem with the 
Governor’s Division of Emergency Management in addressing the response needed for the incident. The plan was created 
as a direct response from Hurricanes Rita and Katrina in 2005 appearance on the Texas/Louisiana coast causing SHSU to 
become a shelter site as part of the State of Texas new sheltering plan as outlined by the Governors Division of 
Emergency Management. 

Question: How does it affect me? 

Answer: When the system gets initially activated, there is minimal affect on the institution. The further into the incident, 
such as a hurricane, rooms and buildings may be confiscated as outlined by the plan for the purpose of responding to the 
needs of the incident. It is important to note that all offices and buildings are owned by the university (and thus the State 
of Texas) so every piece of equipment and space may be used if needed. If personal property exist in individual offices, it 
is important to make sure that it is removed before the incident response plan is put in motion. Beyond space and 
equipment issues, the President of the university will make the decision as to whether or not the incident requires 
academic classes to be dismissed and/or reconvened. 

Question: Who is in charge and responsible for the plan? 
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Answer: The University President is the CEO of the institution. He/she is the final authority on all decisions not 
delegated to one of his/her subordinates. In the case of the CIMS, the President has authorized the creation of an Incident 
Commander who is the front line person responsible for managing the details of the incident. The Incident Commander 
reports directly to the President. As established by the NIMS (National Incident Management System) model, there are 
several different sections that fulfill the requirements needed to respond to the incident at Sam Houston State University. 
These include Safety, Security & Intelligence, Communications, Public Information, Student Welfare, Operations, 
Finance & Administration, and Logistics. Each position is filled by various individuals who are experienced in the 
operations of the university on a year round basis. Each position is evaluated on an annual basis to ensure that the 
organizational structure is up to date and current. 

Question: What buildings on campus have been designated as either shelters or support buildings for the evacuation 
incident? 

Answer:  There are five distinct areas that have been identified as CIMS support facilities. 

 The first is more a reminder than anything else. The university is in the business of providing higher education to the 
general population. As such, there are between 2500 and 3500 students who live on campus. For all practical purposes, 
they are the university’s number one priority during a crisis of this nature. All the Resident Halls thus become Shelter #1. 

The second areas designated are three evacuation shelters on campus used to house people. They are the Johnson 
Coliseum, the Health & Kinesiology Center, and a combined shelter of AB III/ Bowers Field House. Each of these 
facilities has shower facilities which could be critical to the sheltering operation. 

 The third area, in addition to the people evacuation shelters, the University Hotel and the College of Criminal Justice 
Building has been designated as the facility where critical incident support personnel’s families will be housed during the 
incident. 
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 The fourth area will only be activated if and when a Pandemic situation occurs. When activated, the Lowman Student 
Center will be used to distribute large quantities of medical supplies and serum if needed. 

 The last area has to do with pets and animals. The university, in collaboration with the local emergency response 
organization, will utilize the indoor rodeo arena to accommodate small animals and the Gibbs Ranch facility, located on 
I-75 North beyond Kate Barr Ross Park on the west side of the highway, will be used to accommodate the large animal 
population. 

Question: When is the decision made to activate the plan? 

Answer: The plan is activated when either the President gives authorization to do so or an emergency situation occurs 
which mandates the plan automatically goes into effect. 

Question: How will I be notified if the CIMS plan gets activated? 

Answer: Should the CIMS plan ever be activated, the notification process will include the distribution of information 
through a variety of sources ranging from the university email and telephone systems to the emergency notification 
process, and finally through the chain of command in the institution’s organizational structure. 

Question: Who do I call if I have any questions about SHSU’s CIMS plan? 

Answer: Any question related to the CIMS plan may be directed at either Keith Jenkins at 4-1871 or David Webb at 4-
3177. 
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Sam Houston State University Critical Incident Management System 

 

History:  In response to Hurricanes Katrina and Rita in the fall of 2005, Sam Houston State University took proactive action in 
creating an institutional response plan that would better manage the process and operations needed to address the 
emergency situation by the university should a major critical incident ever occur again. In addition to the 
university’s response to the hurricanes and other major incidents, the State of Texas Governor’s Division of 
Emergency Management committed Huntsville as a major evacuation hub for the Houston/Galveston area which 
potentially has a major impact on the response by the university not only for evacuees, but also the students that 
reside at the university. Using the National Incident Management System model as the framework, the university 
created a Critical Incident Management System plan that would focus on how to manage major societal incidents 
that would require the university to open its doors and resources to address the needs of the incident. 

 With the history of CIMS understood, the university has identified university personnel to serve in the various CIMS 
roles as outlined in this document. The Incident Commander for CIMS is responsible for annually updating the 
CIMS plans along with ensuring that all contacts are current. The President of the university will receive an annual 
update on the CIMS plan from the Incident Commander. 

 

Purpose:  The purpose of the Critical Incident Management System is to provide the university with an organized and 
systematic plan that will be used to manage any major societal incident that will necessitate the university and its 
resources to be used for sheltering evacuees or incident needs. The university will work in tandem with the local 
Walker County Emergency Response Services as outlined by the Governor’s Emergency Management plan to 
address any incident requiring the activation of this plan. 
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Student Welfare Officer 
 

• Coordinates all support services for on campus SHSU students to include but not limited to the following.  
o Meals 
o Medical (physical and psychological) 
o Lodging 
o Security 
o Communication 
o Transportation 

• May coordinate support services as needed for off campus SHSU students.  
• Coordinates and ensures that SHSU students are informed of all decisions made by the university as it relates to them 

in academic classes, school closure, and other related incident information. 
• Prepares and maintains an incident management log of student welfare actions associated with the incident.  
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Security and Intelligence Officer 
 

• Responsible for all security issues and resources of the institution as it relates to the incident.  
• Advises incident commander of all tactical or classified information that would assist the commander in carrying out 

his/her responsibilities.  
• Responsible for coordinating all law enforcement communication with outside agencies as it relates to the incident. 
• Responsible for developing and managing all information related to the institutions security plans and operations as 

directed by the incident commander.  
• Deploys all security personnel as needed. 
• Collects and transmits the required records and logs to the Incident Commander the end of each operational period.  
• Prepares and maintains an incident management log for all security and intelligence actions associated with the 

incident. 
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Communications Officer 
 

• Coordinates all communication needs and support for the command center, the institution, and any appropriate 
external connection with agencies beyond the university. 

• Identifies and procures personnel and equipment needed to support the universities effort during the incident. 
• Prepares and maintains an incident management log of all communication tasks associated with the incident.  
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Public Information Officer 
 

• Interfaces with the public and media. 
• Interfaces with other agencies with incident-related information. 
• Develops accurate and complete information on the incident’s cause, size, current situation, and resources committed. 
• Performs key public information-monitoring role. 
• Needs approval of Incident Commander on the release of all incident-related information. 
• Drafts Press Releases. 
• Communicates with Media at least once every hour or as needed. 
• Provides Escort Service to Media and VIP’s (as needed). 
• Collects and transmits information summaries and unit logs to the Incident Commander at the end of each operational 

period.  
• Prepares and maintains an incident management log of public information actions associated with the incident. 
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Safety Officer 
 

• Monitors health and safety of emergency responder personnel to include all staging areas. 
• Advises Incident Commander on all matters relating to operational safety and provides assessment of hazardous 

equipment and situations. 
• Possesses authority to stop and/or prevent unsafe acts during incident operations. 
• Investigates accidents that occur within the incident area to include interviewing personnel, visiting the scene of the 

accident, photographing the scene, collecting evidence, collecting reports, and recommending corrective actions. 
• Collects and transmits required records and logs to the Incident Commander or his/her designee at the end of each 

operational period.  
• Prepares and maintains an incident management log for all safety officers’ actions associated with the incident.  
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Operations Officer 
 

• Coordinates psychological and special needs services as needed. 
• Prepares and coordinates the medical plan (needs) of the incident. 
• Coordinates incident support volunteers. 
• Reports special incidents/accidents. 
• Coordinates institutional support plan for university employees and volunteer personnel. 
• Determines, prepares, and advises incident commander of operational needs. 
• Establishes tactical objectives for each operational period. 
• Serves as the Command Center point of contact for the Red Cross and Walker County Emergency Services.  
• Prepares and maintains an incident management log with associated timelines of operational task for the incident. 
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Finance and Administrative Officer 

 

• Manages all compensation, claims, procurement, and cost management issues related to the incident. 
• Manages all financial aspects of the incident. 
• Provides financial and cost analysis as requested. 
• Ensures that all personnel time records are transmitted to appropriate agencies. 
• Ensures that all equipment and/or personnel requiring payment are identified.  
• Makes recommendations for cost savings and maintains cumulative incident cost records. 
• Determines the need for injury and claims specialists if needed. 
• Prepares and signs contracts and land use agreements if necessary. 
• Drafts Memoranda of Understanding. 
• Establishes contacts with supply vendors. 
• Finalizes all agreements and contracts. 
• Ensures that all obligation documents initiated at the incident are properly prepared and completed.  
• Prepares and maintains an incident management log of administrative tasks related to the incident.  

 

  



 January 2008 
 

Logistics Officer 
 

• Responsible for all support requirements needed to facilitate effective/efficient incident management operations. 
• Coordinates supplies – food and water, hygiene, bedding, ice etc. 
• Coordinates fuel, laundry, custodial, grounds and transportation. 
• Orders resources from off-incident locations as needed. Receives request for resources to be ordered outside of the 

incident.  
• Identifies needed or surplus personnel. 
• Maintains inventory of support and transportation vehicles. 
• Requisitions maintenance and repair supplies. 
• Maintains incident roads. 
• Ensures that the command center is fully operational. 
• Prepares and maintains an incident management log of logistical tasks of the incident. 

 

  



 January 2008 
 

Incident Volunteer Coordinator 
 

• Coordinates volunteer’s activity with all designated shelters and incident needs. 
• Maintains appropriate personal information on all volunteers. 
• Maintains all paperwork and volunteer activity. 
• Responsible for establishing visible identification of all volunteers.  
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American Red Cross Liaison  

 

• Functions as the SHSU point of contact with the American Red Cross and its local branch. 
• Develops and maintains all Red Cross training list for SHSU personnel. 
• Maintains all records associated with the Red Cross’s involvement in the incident. 
• Provides the Operations Officer with any pertinent Red Cross information who submits it to the Incident Commander. 
• Maintains a log on all Liaison tasks. 
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Walker County Emergency Services Liaison  

 

• Functions as the SHSU point of contact in the County EEOC with other governmental, non-governmental and private 
entities. 

• Maintains relationship with representatives from assisting or cooperating agencies and organizations. 
• Determines and identifies any assisting and cooperation agencies assigned representatives. 
• Receives requests for contacts between incident personnel and agency personnel. 
• Establishes contact with the appropriate personnel and keeps records of agencies currently involved in the incident. 
• Identifies current or potential interagency problems associated with the incident such as a lack of logistic support, 

inadequate communications, and personnel problems.  
• Maintains a log an all Liaison office tasks. 
• Collects and transmits the required records and logs to the Incident Commander at the end of each operational period. 
• Prepares and maintains an incident management log of liaison officer actions as related to the incident.  
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Sam Houston State University Shelter Model 
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Shelter Coordinator’s Position Description 
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Emergency Shelter Coordinator 

 

• Coordinates all activity as related to the designated shelter assigned. 

• Responsible for enlisting volunteer shelter team members.  

• Responsible for designating specific roles of team members. 

• Responsible for appointing chairs for the shelter sub-committees which includes registration, communication, 

transportation, supplies (including both consumable and non-consumable), volunteers, and morale. 

• The shelter’s sub-committee chairs will work with the Incident Volunteer’s Coordinator if necessary to ensure that the 

shelter has the volunteers needed to operate the shelter in a safe and efficient manner.  Shelter volunteer chairs will keep 

all appropriate written records on volunteers as needed. 

• Responsible for coordinating annual meetings during the month of April each year for the shelter team in order to stay 

current with all new information and to maintain a current list of shelter team members. 

• Responsible for maintaining all records relative to the shelter prior to, during, and after the incident has occurred. 

• Responsible for developing and providing a needs list (if any) for the shelter to the university’s incident commander 

before April 1 of each calendar year. 

• Responsible for being Red Cross trained as a shelter coordinator. 
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Current SHSU Shelter Position Assignments 
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Emergency Shelter Coordinators 

 

Shelter: 1 2 3 4 5 6 
Coordinators: JoEllen Tipton 

Dana Grant 
Ron Pettitt 

Ed Chatal 
Daniel Martinez 

Rosanne Keathley 
Scott Vaculik 
 

Jamie Hebert 
Dana Nicolay 
Bobby Williams 
Greg Hinze 
 

Dennis Stepp 
Leigh Mulligan 
Angie Burns 

Doug Dretke 
Ann Broussard 
Kristy Kreier 
A.K. Kahn 
 

Team Members: Registration 
Communications 
Transportation 
Laundry 
Supplies 
Volunteers 
Morale 

Registration 
Communications 
Transportation 
Laundry 
Supplies 
Volunteers 
Morale 
 

Registration 
Communications 
Transportation 
Laundry 
Supplies 
Volunteers 
Morale 

Registration 
Communications 
Transportation 
Laundry 
Supplies 
Volunteers 
Morale 

Registration 
Communications 
Transportation 
Laundry 
Supplies 
Volunteers 
Morale 

Registration 
Communications 
Transportation 
Laundry 
Supplies 
Volunteers 
Morale 

 

Note A:   Medical staff and supplies will be provided at each shelter by Red Cross. 
Note B:   Security staff will be provided at each shelter. 
Note C:   Custodial staff will be provided at each shelter by SHSU if available.  
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Additional Shelter Information 
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Key Shelter Functions 
 

Shelter Coordination Provide administrative support and supervision for all functions in the shelter. Ensure that the occupant’s needs are 
being met and the institutional resources are protected. 

Registration Ensure that all shelter occupants are registered upon arrival. Maintain system for checking occupants in and out when 
they leave for any period of time. Manage the system of record keeping for shelter registrations. 

Feeding Supervise the food distribution in the shelter. Ensure that the needed supplies for the food service are available. Keep 
accurate records of food and supplies received and expended. 

Sleeping Arrangements Set up sleeping areas. Ensure that residents have assigned areas for sleeping. If applicable, coordinate placement of cots 
and blankets in area. 

Health Services  Under the direction of Disaster Health Services (DHS) consultant at chapter disaster operations, ensures shelter 
personnel's health and safety, disease prevention, and provides first aid, as needed, and maintains records of health 
services provided. 

Communication Identifying a team member responsible for ensuring that communication is intact throughout the crisis both internal to 
the shelter and external to the shelter. 

Volunteer Coordination Identifying a team member responsible for coordinating all volunteer efforts from work shifts to  
assignment areas. 

Logistical Coordination Identifying a team member responsible for coordinating the logistical efforts of the shelter including but not limited to 
supplies, transportation, and laundry. 

Morale    Providing, as much as possible, morale boosting activities for the shelter. 
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Shelter Resident Information 

 

Welcome  We hope that your stay here will be as pleasant as possible under the circumstances. Please take, a few minutes 
to read this sheet, as it contains important information that you will need about living in this shelter. 

Registration  Please sign in at the registration area if you have not already done so. Registration is required so we have the 
records necessary to help you. All registration information is kept confidential. Please leave a forwarding 
address when relocating out of the shelter. 

Smoking    You are not allowed to smoke, use matches, or lighters, etc. inside the shelter. 

Personal Belongings We cannot assume responsibility for your belongings. We recommend that valuables be locked in your car, out 
of sight, if possible. If that is impossible, keep valuable items with you. 

Pets We understand that your pets are very important to you. Unfortunately, Public Health codes forbid pets at our 
shelter. It is your responsibility to make provisions for your pet(s) before entering the shelter. 

Children Parents are responsible for keeping track of and controlling the actions of their children. Please don’t leave them 
unattended. 

Medical Problems or Injuries Notify our staff of any medications that you are taking. If you have a medical condition, please contact the 
Health Services worker. 

Alcohol, Drugs, and Weapons You are not allowed to possess or use alcohol or illegal drugs in any part of this shelter. No weapons are 
allowed in the shelter, except those of designated police or security staff. 

Volunteering to Help Shelter residents are encouraged to help in the shelter. There are many jobs that do not require special training. 
Please see the shelter workers if you would be willing to help. 

Telephones    Shelter residents are asked to use the public pay phones.  

Problems and Complaints  Please direct all comments about shelter operation to the shelter manager on duty. 
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Housekeeping  This shelter is your temporary home. Please help us keep it clean.  Pick up after yourself and help us with 
cleanup when possible. Food is not allowed except in appropriate locations. 

Quiet Hours  Quiet hours are enforced in the sleeping area(s) between the posted hours (11:00 PM and 7:00 AM). However, 
sleeping areas should be kept as quiet as possible at all times of the day. Some shelter residents may work night 
shifts or may not feel well and want to sleep during the day. 

News Media  News media representatives often visit shelters during disaster operations. They are allowed to enter the shelter 
and to request interviews or photographs. They will ask your permission first, and it is your right to refuse. 
Please report any problems with the media to the shelter manager. 

Special Needs    If you know of any special needs that exist, please contact the staff. 
 
 

 

Please volunteer to help make this a better shelter. 
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Shelter Functions 
  



 January 2008 
 

 

(PREPARED AS CHECKLISTS) 
 

SHELTER MANAGER, CHECKLIST 
 

INITIAL, IMMEDIATE  Brief and organize staff. Assign staff to do the following: 

ACTIONS  Put up appropriate Identification (outside and inside) if applicable. 

 Prepare for arrival of local media. 

 Set up Registration Area. 

 Work with Feeding to start preparing coffee, punch etc. 

 Sleeping Area. 

 Call contact at the Command Center for update information. Discuss the following: 

  Grocery store where Disaster Relief Account will, be opened.  

  Phone numbers to use in aiding shelter operations   

 Police and security coverage. 

  Arrangements for pet care if needed. 

   Weather conditions around shelter facility. 

  Coordinate recruitment of additional personnel. Encourage involvement of shelter            
  occupants. 

 Establish a shelter log reporting system. 
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ONGOING ACTIONS  Maintain regular communications with the shelter coordinator at headquarters. Provide    
                 Daily Report information to headquarters, discusses problems, supply needs, and plan for  
                immediate future. 

 Hold meetings with shelter occupants and with shelter workers.  Communicate pertinent  
      information in order to keep everyone adequately informed. 

 In absence of chapter PR staff, greet and deal with media. Ensure family agrees to media  
      involvement. 

 As needed, oversee “shift assignments” for shelter workers. 

 Consult with headquarters regarding plan for closing the shelter. 

 Monitor the facility, including feeding and sleeping areas, rest rooms, exterior and  
      registration area and ensure that occupants' needs and health standards are being met. 

 Discuss plans to close shelter with contact at headquarters and with shelter occupants.   

 Discuss the following points prior to announcing closing. 

 Individual family relocation. 

 Immediate needs of each family and any Red Cross assistance. 

 Borrowed, misplaced or broken equipment. 

 Cleaning of facility. 

 Remove IDs. 

 Submit all paperwork, including Shelter Registration Forms and names, of shelter  
      workers, Purchase Log, etc. to Incident Commander. 
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REGISTRATION CHECKLIST 
The registration supervisor and workers are responsible for ensuring that persons entering AND leaving the shelter go through 
the registration process.  

Complete, legible, and accurate information about the residents of the shelter is needed. 

INITIAL, IMMEDIATE  Specifically, the registrars should; 

ACTIONS  Place the registration table near the entrance; welcome those entering, and answer any  
      questions they may have. 

  Use enough tables to ensure that everyone entering is registered within a reasonable period  
      of time.  

 Post Appropriate identification signs at the registration area. 

 To support effective registration efforts and provide a secure environment, use only one  
      entrance to the building, if possible. Position shelter staff at other entrances to direct  
      shelter residents to appropriate areas. However, fire exits should, never be blocked.  

 Use the Shelter Registration Form (Form 5972) to record information about families  
      entering the shelter unless another form has been created. 

 If Form 5972 is not available, use index cards or pads of lined paper. 

 Use one form, one card, or one sheet of paper for each family. 

 Note any of the following and refer to the Health Services worker:  

* Ill or injured person. 

    * Anyone special medications or diets. 

    * Any who claim to have medical training 
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It's recommended to have the Health Services worker at the registration table to help screen arrivals who need medical attention. 

 Remind shelter occupants, even as they first arrive and "sign in" that upon final departure,  
      they are expected to "sign out" permanently at the registration desk. 

ONGOING ACTIONS  Place signs at each exit to remind those-leaving the shelter to go to the registration desk  
      when permanently leaving the shelter. 

 Escort official visitors, including the media, to the shelter manager. 

   Maintain a shelter census and, as requested, report this information to the shelter manager. 

CLOSING  Ensure that shelter registration forms are forwarded to the appropriate location, as  
      instructed by the shelter manager. 

FEEDING CHECKLIST:    Supervise on-site food distribution for shelter residents and workers. Advise Logistics   
      supervisor or Shelter Manager of food and supplies that are needed. Prepare and monitor    
      the food distribution staff work schedule.  Keep accurate records of food and supplies  
      received and expended. If requested, record the house of personnel. 

  

INITIAL, IMMEDIATE  Discuss the following with your shelter manager: 

ACTIONS   Meal Schedules 

    Menus 

        Procedures for obtaining food and supplies. 

 Establish a beverage and snack canteen service as soon as possible. 
 

 Determine when the first meal will be needed 
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 Quickly inventory facility's food and supplies, i.e., paper towels, plastic and paper utensils,  
      coffee, etc. as appropriate. Keep list in order for Red Cross to restock upon closure of  
      shelter.  

  Plan menus around many considerations: availability of food, convenience of procurement,  
      age, culture, health condition of shelter occupants, cost, etc.  

  Arrange to have tables and chairs set up to accommodate the maximum number of persons  
      expected to be served. 

  Constantly evaluate staffing needs in order for meal distribution to function in a timely,  
      efficient manner. If more food helpers are needed, talk with the Shelter Manager. 

    
CONTINUING ACTIONS  Establish a work schedule and, as necessary, assign shifts 

 Ensure that your staff are assigned to and briefed on their specific duties. 

 Keep your menus simple. 

 Ensure that there is enough food for everyone, that food is not wasted, and that families  
      are not taking more food that they actually need. 

 Ensure that all food is eaten in the appropriate area and is not taken out into other areas of  
      the facility. 

 Be open to comments from the shelter occupants. 

 Preferably, serve food in accordance with the weather conditions: If it's hot, serve cold or  
      chilled food, etc. 
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  Keep records of all food and supplies obtained; keep receipts of all expenses incurred.  
      Record any breakage of the facilities equipment. 

    Ensure that food areas are kept clean and sanitary.  
 

  Keep the shelter manager informed as to the status of your food distribution, report  
      problems or needs, etc. 

  Determine when the last meal will be served. 
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SLEEPING MANAGEMENT CHECKLIST 

Sleeping management includes setting up sleeping areas in dormitory style, assigning sleeping areas, and coordination with the 
Logistics staff or Shelter Managers for cots, blankets, comfort kits--if appropriate and if available. Specific tasks are listed 
below: 

 

INITIAL, IMMEDIATE  When designating space within the dormitory/sleeping area, consider allocating separate  
      space for families with small children, for the elderly, or for others with special situations 

  Consider any unique specifics due to. the particular incident, i.e., in hurricanes, consider  
      that shelter residents may be placed into confined areas of less than 10 square feet per  
      person until the storm is over.  

  Ensure that planning includes access to and movement within the building for persons with  
     disabilities.  

  Discuss with the Logistics worker or the Shelter Manager the procurement of cots and  
      blankets 

ONGOING ACTIONS  Give consideration to any personal items shelter occupants may bring into the shelter with  
      them. Communicate to them that those items are their responsibility. 

  Monitor the area to safeguard the area from firearms, alcohol, non-prescription drugs,  
      tobacco, etc. 

  Ensure that the appropriate Identification is posted all around the Dormitory/Sleeping area. 

   Post signs informing residents of times for lights out and quiet hours.  

   Plan on some very dim lighting to be on during sleeping times. 
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  Coordinate activities with fire and security teams to ensure that patrols circulate  
      throughout the shelter during the quiet hours. 
 

 Control all equipment, using standard inventory techniques.  In some situations, it might  
      be necessary for families to sign on their "Shelter Registration Form" that they have been  
      issued (number of) blankets and cots. 

    Communicate that the shelter occupants are expected to volunteer to help keep the shelter  
      clean. 

CLOSING  Close the dormitory only after all equipment is properly disposed of, and the area is  
      cleaned and returned to pre-disaster condition. 
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HEALTH SERVICES CHECKLIST 
When Mass Care facilities are established, Disaster Health Services is responsible for providing quality health services and for 
seeing that applicable public health standards are met. Workers in health facility who are responsible for Health Services are 
encouraged to take "DISASTER HEALTH SERVICES OVERVIEW (though the chapter's regular course schedule.) A Disaster 
Shelter Nurses Orientation for the shelter nurses will be scheduled annually.)  

 

IMMEDIATE, INITIAL   Contact the Operations Officer in the Command Center 

ACTIONS    Quickly assess and determine the health needs of all shelter occupants and  
               arrange to meet those needs. 

ONGOING     Observe number of infants, elderly, or physically handicapped individuals in  
                                               shelter and anticipate need to arrange special care for them. 

   Discuss medical coverage by physician with Operations Officer if needed. 

   Determine need for special diets; discuss with Operations Officer and Shelter   
                Manager if needed. 

   Assess the number and type of injuries and the age of the population affected &  
                plan preventive interventions. 

   Note individuals with communicable disease; discuss with Operations Officer. 

   Be knowledgeable of individuals with pare-existing health problems.  Prevent  
                problems from worsening. 

    Discuss shelter facility inspection with Shelter Manager. 
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  Monitor individuals on special medications; access security of their  
      medications. 

CLOSING  Transfer medical records as instructed by DHSS and/or Shelter Manager 

      Oversee handling of supplies & equipment, i.e., DHS kit. 
Note: Disaster Health Services is also responsible for obtaining necessary waivers from public health officials when compliance 
with official regulations is not realistic under the circumstances. The waivers are obtained by working with the shelter manager 
or with your Disaster Health Services Supervisor at Disaster Relief Headquarters. 

When a nursing home or a hospital evacuates to a Red Cross assisted shelter, it is provided with separate space to accommodate 
its people, supplies, and equipment. The responsibility for the care of the clients rests with the institution. However, the Red 
Cross can assist by supplementing the institution's staff, who then are under the supervision and control of the institution's 
clients and workers, and by helping to procure needed supplies and equipment. 

The Red Cross does not assume responsibility for the total care of clients of other institutions. The staff of those institutions 
must continue to be present and provide the usual care that they give to their clients. 

When the shelter population bas many medical cases or many people with special problems requiring more than the usual care 
than DDS personnel can offer, the shelter management and DDS should contact local public health authorities and inform them 
that public health intervention is needed, or request that they establish a temporary infirmary. 

The Red Cross cannot operate a facility during a disaster that would require licensure during non-disaster times. 

It is important to keep in mind that THE HEALTH OF THE COMMUNITY IS THE RESPONSIBILITY OF THE LOCAL 
PUBLIC HEALTH AUTHORITY, not the Red Cross. 

SHELTER NURSES: STAFF SUPPORT WILL BE AVAILABLE AND PROVIDED THROUGH-OUT THE SHELTER 
OPERATION IF AVAILABLE. 
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Communication Information 
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Incident Communication System 

Communication is the number one item that any incident needs to have in place in order to handle a crisis successfully. 
SHSU has developed an extensive communication system that would be informative and practical should an incident of 
significant importance take place. There are several components which make up the incident response communication 
system and each will be discussed in this section. 

 

There are seven tools used in the communication system designated for an incident having a large scale impact. They include 
administrative walkie talkies, university wide walkie talkies, satellite telephones, university hard line telephones, university 
email system, university mass notification system, and personal cell phones. 

 

Walkie Talkies are perhaps the most universal pieces of communication devices that are used in incident situations. SHSU is 
nearly complete in creating a university wide practice of purchasing 16 channel walkie talkies that are used year around by 
various university units in their day to day operations. In purchasing 16 channels walkie talkies, a consistent communication 
plan can be established for use when and if an incident ever occurs while at the same time provides independent use year 
around by the many university units which need communication capability for their day to day operations. 

 

In any incident situation, channel 9 will serve as the primary emergency management channel. Channel 10 will serve as the 
secondary emergency management channel. These channels are not to be used to carry on lengthy conversations but rather to 
relay information. Other channels can be used to carry on further conversations. The following page notes the channel 
assignments: 

 



 January 2008 
 

University Walkie Talkies 

Channel         Purpose                                                     Department 

1 Shared 
2 NGL/Restricted      REG 
3 Shared       RS 
4 Shared 
5 Shared 
6 Shared 
7 Physical Plant Primary    PP 
8 Computer Services Primary    CS 
9 Emergency Management Primary   ATL/LSC 
10 Emergency Management Secondary 
11 CJC Primary      CJC/RL 
12 Shared Channel R3 
13 Shared Channel S6 
14 Shared Channel S6 
15 Shared Channel S4 
16 UPD Restricted      UPD 

 
Administrative Walkie Talkies 
 
There are 10 Walkie Talkies identified as administrative walkie talkies. These are assigned to the: 
President 
Provost 
VP Finance & Operations 
VP Student Services 
Director of Public Information 
Chief of the University Police 
Incident Commander 
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Safety Officer 
Director of Physical Plant 
Physical Plant Work Station Coordinator 
The administrative walkie talkies are housed in the offices of the assigned individuals. Each office is responsible for making 
sure that the walkie talkie is plugged in and operational with a backup battery in hand. The university’s walkie talkie 
coordinator will test the walkie talkies annually to ensure that they are in good working order. This is scheduled to be done 
around May 1 of each calendar year. 

 

University Wide Walkie Talkies 

There are many university units which utilize walkie talkies for daily operations. These include but are limited to Residence 
Life, Recreational Sports, Computer Services, Athletics, the Registrar, the Visitors Center, Enrollment Management, 
Physical Plant, etc… The majority of these units are in compliance with having 16 channel walkie talkies in their possession 
for daily use. The walkie talkie coordinator has synched all new walkie talkies so that in the event of an emergency, any and 
all university walkie talkies may be used if needed. All units are responsible for maintaining their walkie talkies in 
operational condition with annual testing if needed around May 1 of each calendar year. The walkie talkie coordinator 
maintains a list of all walkie talkies purchased on campus and provides the list to the incident commander if and when a 
situation arises that requires walkie talkies for communication purposes for an emergency incident. 

 

University Satellite Telephones 

In response to the communication shortfalls during the Hurricanes Rita and Katrina incidents, SHSU has procured 5 Satellite 
Telephones. The five satellite telephones are assigned to the President, the Provost, the Associate VP for Informational 
Services, and two for the Incident Command Post. Telephone numbers for the Satellite Phones are kept by the Incident 
Commander. 
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University’s Mass Notification System 

As part of SHSU’s development of its emergency response plan, the institution has developed a relationship with a third 
party vendor (Connect-ED) to provide the SHSU community with a mass notification system. The system will be in place 
for the fall 2008 semester and SHSU community members will be able to voluntarily participate in providing telephone 
numbers (up to 6) that will notify individual participants of emergency situations on or off campus that will impact the daily 
operations of the university. The coordination of this system will be done through the University Police Department.  

University Telephone and Email System 

SHSU’s Computer and Informational Services Division maintain a high level of quality in its hard line and computer system. 
In the event of an emergency that necessitates the need for wide spread university information, both the university’s 
telephone and email system will be used to notify the SHSU community. The coordination of this effort will be done through 
SHSU’s Computer and Informational Division. 

Personal Cell Phones 

As part of the development of the communication process for a wide spread emergency, personal cell phones may be used to 
further the information sharing efforts. A list of all personal cell phone numbers for critical person’s in the CIMS 
organizational structure will be kept by the President, Provost, and the Incident Commander. It will be the responsibility of 
the Incident Commander to provide the President and Provost an annual update (by May 1) of all personal cell phones for 
individuals holding critical positions in the CIMS organizational structure. 
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Emergency Power Information 
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Sam Houston State University 

 

Summary: The current emergency backup power capability of the University for a Power Outage Crisis is as follows. 

1. The Coliseum uses a Diesel 40 kw generator for minimal lighting purposes. 
2. The Health & Kinesiology Center uses a 39 kw Natural Gas generator for minimal lighting purposes. 
3. The Criminal Justice center uses a 60 kw Diesel generator however that generator does not power up the hotel or the 

Command Center in LEMIT. (Plans are being made to include a Natural Gas generator in the new Academic Building 5 
providing a backup power location for a permanent Command Center) 

4. The Library uses a 30 kw Natural Gas generator for minimal lighting purposes. 
5. The Smith-Hutson building has a 20 kw Natural Gas generator for minimal lighting purposes. 
6. AB1 uses two generators, a 50 kw Natural Gas and 250 kw Diesel for limited university operational computer and telephone 

needs. 
7. The University Police building use a 30 kw Natural Gas generator for all functional purposes. 
8. The telephone office uses a 55 kw Diesel generator. 
9. The shelter using AB3 uses portable generators supplied by Physical Plant to provide sheltering needs during an evacuation 

situation. 
 

There is no backup power in any of the Residence Halls, Food preparation areas, or Physical Plant. The next page highlights the 
generators currently operational and those that exist but are not in operational condition. 
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Generator Status Chart 
(Excludes portable generators) 

Criminal Justice Center Kohler 60 60 KW 1991 Diesel Operational 
Evans Generac 40 KW 1987 Diesel Out of Service 

Library Kohler 30 30 KW 1991 Natural Gas Operational 
Health & Kinesiology Kohler 40 39 KW 1985 Natural Gas Operational 

Smith Hutson Kohler 20 20 KW 1991 Natural Gas Operational 
Teacher Education Center Kohler 30 33 KW 1991 Diesel Out of Service 

Telephone Office Kohler 50 55 KW 1991 Diesel Operational 
University Police Dept. Kohler 30 30 KW 1992 Natural Gas Operational 

University Theatre/Fine Arts Kohler 30 30 KW 1980 Diesel Out of Service 
 Johnson Coliseum  Kohler 40 40 KW 2001 Diesel Operational 
Computer Services Kohler 50 50 KW 2002 Natural Gas Operational 

 

 

• Note: All of the inoperable generators have been replaced with emergency lighting wall packs to evacuate the buildings.  
• Note: All of the generators are designed for emergency lighting – no building loads. The circuits were designed to do just that and no more. 
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Walker County Emergency Services Information 

 
 

 

 

 

 

 



 January 2008 
 

 

 

Walker County Emergency Management Services 
 

As part of that Texas Governor’s Emergency Response Plan, Sam Houston State University will work in collaboration 
with the Walker County Emergency Management Services Division in responding to any critical local, state, or national 
emergency crisis that necessitates the emergency response plan be activated. 

The Walker County Sheriffs office will serve as the primary command station for the county if and when the emergency 
response plan ever gets activated. The contacts for the Walker County Emergency Management Services are: Butch 
Davis and Charles Sturrock. 

The telephone number at the Sheriffs office is 936-435-2400. 
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American Red Cross Information 
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Sam Houston State University (SHSU) and the American Red Cross (ARC) Disaster Relief 
Collaboration Effort 

 

SHSU and the ARC will work in close collaboration during any applicable societal crisis or incident which necessitates the 
use of evacuation shelters. 

SHSU will provide three evacuation shelters along with ARC trained shelter coordinators and volunteers. The ARC will 
provide resources and personnel as they are available to assist in the sheltering operations. This will include but not be 
limited to medical supplies and personnel, bedding, etc… In addition, the ARC will provide Purchase Authorization Cards to 
the shelters to assist the shelter in procuring supplies during a time of crisis. 

In specific, SHSU will work directly with the Montgomery County Red Cross Office as the extension office for the greater 
Houston area Red Cross organization. The Montgomery County Red Cross office is located in Conroe, Texas. The Conroe 
Red Cross office telephone number is 936-756-1212. The contact person for this office is Bob Cargo with his telephone 
number being 936-661-0028. 
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Inter-Agency Agreements 
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State of Texas 
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Texas Emergency Portal 
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Houston Area Evacuation Routes 
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State Hurricane Shelter Hubs 
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Special Needs Assistance 
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Tornado, Earthquake, Chemical/Hazardous Emergency Tips 
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TORNADO SAFETY TIPS 

 
 

More tornadoes strike Texas than any other sate.  They can occur at any time of year, including winter, but are most frequent 
from mid-March through May.  They are also common during hurricanes.  To prepare for these violent storms, there are several 
precautions you can take: 
 

• Seek shelter in an interior room on the lowest floor of your home, such as a bathroom, closet or room without windows.  
Cover yourself with a mattress or cushions.  
 

• In an office building, go to an interior room or hallway on the lowest floor.  
 

• If you are in a mobile home, get out and take shelter in a nearby building.  If there are none, lie flat in a ditch or ravine.  
 

• Never stay inside a car.  Get out and lie flat in a ditch or a ravine.  If a building is nearby, take shelter inside.  Do not try 
to outrun a tornado in your car. 
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• At school, follow plans and go to a designated shelter area, usually interior hallways on the lowest floor.  Avoid 
auditoriums, gyms and areas with wide, free-span roofs.  
 

• In a shopping center, move towards the interior away from exterior glass walls. 
 

• In a shopping center, move towards the interior away from exterior glass walls.  
 

• If you are in open country, take cover in a low spot away from trees. 
 

• Learn the difference between a Tornado Watch and a Tornado Warning.  A Tornado Watch means watch the sky.  A 
Tornado Warning means a tornado is on the ground and you must seek shelter immediately.  
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EMERGENCY ACTIONS FOR EARTHQUAKES 

 
When You Feel an Earthquake: 
 

• DROP, COVER, AND HOLD ON!  Move quickly and only a few steps to a safer place – under a sturdy piece of furniture, 

such as a desk or stout table.  Research has shown that most injuries in U.S. earthquakes occur when people inside buildings attempt to move 

to a different location inside the building or try to leave.  

• If you are in bed, hold on and stay there, protecting your head with a pillow.  

• Stay away from windows. 

• Stay indoors until the shaking stops and you’re sure it’s safe to exit.  In a high-rise building, you can expect that fire alarms and sprinklers 

will activate during a quake.  

• If you are outdoors, find a clear spot away from building, trees, and power lines.  Drop to the ground. 

• If you are in a car, slow down and rive to a clear place (as described above).  Stay in the car until the shaking stops.  

 

After the Shaking Stops: 
 

• Check yourself for injuries.  Check others for injuries and give first aid for serious injuries.   

• Look for and extinguish small fires and eliminate any obvious fire hazards.  Turn off your electricity if you have obvious damage to wiring 

and fixtures.  If you smell gas or think your gas pipes are leaking, turn off the gas.  (Remember, only a professional should turn it back on.)  

• Protect yourself from further danger by putting on long pants, a long-sleeved shirt, sturdy shoes, and work gloves.   

• Listen to the radio or television for emergency information and instructions.  

• Expect aftershocks.  Each time you feel one, DROP, COVER, AND HOLD ON! 

• Inspect your home for damage. If it appears your home could collapse, then get everyone out as soon as possible.  

• Use the telephone only to report life-threatening emergencies.  Telephone service may be disrupted by the earthquake. 
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CIMS Team Call List 
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Name Emergency Management Role Work Phone Work Address E-Mail Address 
          
Dr. James Gaertner President X41012 AD 303 /  Box 2026  gaertner@shsu.edu 

Dr. David Payne Provost X41001 ADM 302 /  Box 2087 david.payne@shsu.edu 

Keith Jenkins Incident Commander X41871 LSC 311/ HKC 104 / 2389 kjenkins@shsu.edu 

David Webb Incident Commander X43177 LEMIT RM. 314/Box 2417 davidwebb@shsu.edu 

VP Frank Parker Student Welfare Officer X41786 LSC 303 /  Box 2237 fparker@shsu.edu 

Joe Kavanaugh Student Welfare Officer X41236 SHB 236F /  Box 2056 kavanaugh@shsu.edu 

Chief Culak Safety & Intellignece Officer X41793 UPSB 119 /  Box 2329 dculak@shsu.edu 

Captain Morris Safety & Intelligence Officer X41753 UPSB 102 /  Box 2329 upd_khm@shsu.edu 

Mark Adams Communication Officer X41158 AB1 129 /  Box 2449 marka@shsu.edu 

Craig Schlicher Communication Officer X44942 AB1 216D /  Box 2449  craig@shsu.edu 

Grady Mangum Communication Officer X43974 PPTR 170B / Box 2449 magnum@shsu.edu 

Frank Krystyniak Public Information Officer X41833 AD 115B /  Box 2105 frankk@shsu.edu 

Julia May Public Information Officer X41837 AD 115C /  Box 2105 jmay@shsu.edu 

Mark Shiflet Safety Officer X41921 PPTR 132 /  Box 2327 safety@shsu.edu 

Dick Eglsaer Operations Officer X41006 AD 302A  /  Box 2087 eglsaer@shsu.edu 

Randy Garner Operations Officer X44646 CJC C219  /  Box 2296 rgarner@shsu.edu 

VP Jack Parker  Finance & Administration  Officer X41016 AD 308D /  Box 2027  parker@shsu.edu 

Jacque Gillam  Finance & Administration  Officer X41085 AD 208 / Box 2027 acc_office@shsu.edu 

Doug Greening  Logistics Officer X41910 PPTR B104 /  Box 2357  ppl_djg@shsu.edu 

John McCroskey Logistics Officer X44970 PPTR 115 /  Box 2357 ppl_jfm@shsu.edu 

Keri Rogers Volunteer Coordinator X43422 LDB 200J /  Box 2209 krogers@shsu.edu 

Kristy Vienne Volunteer Coordinator X42274 LSC 330A / Box 2538 kristyvienne@shsu.edu 

Bill Hyman Walker County  Liaison Officer X41212 HKC 208 /  Box 2176 bhyman@shsu.edu 

Will Oliver Walker County  Liaison Officer X44173 CJC C121 /  Box 2296 woliver@shsu.edu 

Joellen Tipton Resident Hall Shelter Coordinator X41810 RLB 204 /  Box 2416 joellen@shsu.edu 

Dana Grant Resident Hall Shelter Coordinator X41816 RLB 208 /  Box 2416 danagrant@shsu.edu 

Ron Pettitt Resident Hall Shelter Coordinator X41924 PPTR 157C /  Box 2416 rsp001@shsu.edu 

Ed Chatal Evacuee Shelter #1 Coliseum X44889 HKC 162C /  Box 2387 rca_elc@shsu.edu 

Daniel Martinez Evacuee Shelter #1 Coliseum X41966 COL 235 / Box 2387 dwm004@shsu.edu 

Rosanne Keathley Evacuee Shelter #2 HKC X41171 HKC 216 /  Box 2176 hpe_rsk@shsu.edu 

Scott Vaculik Evacuee Shelter #2 HKC X44367 HCK 162C / Box 2387 ssv001@shsu.edu 

Jamie Hebert Evacuee Shelter #3 AB3/Fld House X41458 LDB 200S /  Box 2209 hebert@shsu.edu 

Dana Nicolay Evacuee Shelter #3 AB3/Fld House X41117 AB3 241 /  Box 2209 nicolay@shsu.edu 
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Bobby Williams Evacuee Shelter #3 AB3/Fld House X44205 RMFH 308 /  Box 2268 bwilliams@shsu.edu 

Greg Hinze Evacuee Shelter #3 AB3/Fld House X41725 RMFH 309 / Box 2268 ghinze@shsu.edu 

Dennis Stepp Indoor Ag Arena/Gibbs Ranch X53213 RNCH 135 /  Box 2088 agr_dos@shsu.edu 

Leah Mulligan Small Animal Pet Shelter-Indoor Arena X41761 LSC 328E /  Box 2507 leahw@shsu.edu 

Angie Burns Small Animal Pet Shelter-Indoor Arena X43466 LSC 328G /  Box 2507 angieb@shsu.edu 

Doug Dretke SHSU Volunteer Family Shelter CJ Hotel X41675 CJC A169 /  Box 2296 djdretke@shsu.edu 

Ann Broussard SHSU Volunteer Family Shelter CJ Hotel X41693 CJC A251 /  Box 2296 icc_cab@shsu.edu 

Kristi Kreier Hotel & Concourse Food Service X43579 CJC A250 / Box 2296 kkreier@shsu.edu 

A.K. Kahn Hotel Manager X41296 HOTL 115B /  Box 2388 aakhan@shsu.edu 

Bobby Williams Evacuee Shelter #3 AB3/Fld House X44205 RMFH 308 /  Box 2268 bwilliams@shsu.edu 

Greg Hinze Evacuee Shelter #3 AB3/Fld House X41725 RMFH 309 / Box 2268 ghinze@shsu.edu 

Dennis Stepp Indoor Ag Arena/Gibbs Ranch X53213 RNCH 135 /  Box 2088 agr_dos@shsu.edu 

Leah Mulligan Small Animal Pet Shelter-Indoor Arena X41761 LSC 328E /  Box 2507 leahw@shsu.edu 

Angie Burns Small Animal Pet Shelter-Indoor Arena X43466 LSC 328G /  Box 2507 angieb@shsu.edu 

Doug Dretke SHSU Volunteer Family Shelter CJ Hotel X41675 CJC A169 /  Box 2296 djdretke@shsu.edu 

Ann Broussard SHSU Volunteer Family Shelter CJ Hotel X41693 CJC A251 /  Box 2296 icc_cab@shsu.edu 

Kristi Kreier Hotel & Concourse Food Service X43579 CJC A250 / Box 2296 kkreier@shsu.edu 

A.K. Kahn Hotel Manager X41296 HOTL 115B /  Box 2388 aakhan@shsu.edu 


