Organizational Emergency Response Activities

The following chart briefly describes what activities might occur within University of Maine Cooperative Extension if Maine were in a state of emergency or crisis. Depending on the nature of the crisis, some of these activities may or may not happen. The intention of this list is to set up a tentative strategy to enhance our communications, quicken response time, and bolster our ability to meet the educational needs of citizens before, during, and after a natural disaster or emergency. 

Following this chart is a listing of who currently would carry out and assist with some of the activities described below. 
	ACTIVITY
	WHO
	WHEN

	Communicate that a disaster or emergency is likely or has occurred. Remind staff of organizational commitment to education when needs are great.  

	Organizational Emergency Contact

	Before or at the start of an emergency

	Remind staff of available resources; provide staff with resources they might need or can’t locate. 
	Communications Leader & Marketing Leader
	Before and during an emergency

	Provide a centralized communications link for field offices that may have limited capacities (no phone, fax, electricity, etc.). 
	Administrative Support Staff
	During an emergency

	Maintain and share information about which offices are in full operation. Help connect county offices that may need to share resources. 
	Dean & Director/ Administrative Support Staff
	During an emergency 


	ACTIVITY
	WHO
	WHEN

	Help staff connect with media; coordinate statewide media activities; collaborate with University Relations as needed to address needs.
	Marketing Leader
	Before and during an emergency

	Devise a local emergency response plan (see the checklist and other materials in this manual for ideas).
	County office staff
	Before an  emergency

	Advise offices on strategies to meet developing or identified educational needs. 
	Program Administrators 
	Before and during an emergency

	Serve as resources, provide information for dissemination statewide or locally, answer questions, be available for media opportunities.
	Faculty and Emergency Response Resource People

	Before, during, and after an emergency

	Identify “back-up” resource people as described above, in the event that people are unavailable or unreachable. 


	Program Administrators,

Director & Dean
	During an emergency

	Evaluate UMaine Cooperative Extension’s overall response to the emergency and use results to improve future efforts.
	Administrative Council/  Support Staff
	After an emergency


* Each method of communication is dependent on the available means of communication during the emergency.
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