Guest Houses Emergency Preparedness Plan

HURRICANE AND TROPICAL STORM PREPAREDNESS PLAN

Day-to-Day Operations

• The College Emergency Management Team will monitor all Atlantic tropical depressions and named storms from June 1 – November 30 for potential threat to South Carolina

• Guesthouses must maintain an up-to-date Hurricane and Tropical Storm Preparedness Plan.   And, anticipate peak house usage and check-in, check-out dates when storms are forecasted
• If changes in this plan are made, the College Emergency Management Team must be provided a copy.
96 Hours Prior to Storm Arrival

• Review storm procedures with key staff.  Update emergency kits by assuring flashlights work and have extra batteries, gloves are available, and first aid kit is stocked. 
• Contact sponsors of guests (or guests) and advise them that they may not be able to arrive in Charleston due to the forecast.  Recommend that the sponsor call Guest House Services in 24 hours for definitive cancellation or cancel proposed trip to the College at this time.
• Ensure sufficient supplies are on hand to secure offices and guestrooms.  Supplies should include garbage bags for covering all electronic equipment.
72 Hours Prior to Storm Arrival
• Assure that the list of emergency contact information for all staff members of the Office of the First Lady is up-to-date and accurate (attached to this document)
• Conduct inventory of emergency equipment

• Ensure that tables, chairs, trash and recyclable receptacles, benches, deck chairs and all other loose items that may become projectiles are appropriately secured.  Moving these items from the decks and gardens and into the empty rooms or hallways of the Guesthouses may be necessary.
• Ensure that contractors working on Guest Houses remove or secure all equipment and materials from their site that may become projectiles in high winds

• Begin backup of important data and records, reservations, and other records and relevant data such as future reservations and sponsor contact information
• Report the status of storm preparation procedures to Emergency Management Team
• Instruct sponsors that all reservations for potential guests should be cancelled (if arrival is scheduled in the next week) until storm passes or College is returned to normal activities
48 Hours Prior to Storm Arrival
Complete or continue 72 hour process, verify supplies, secured items, protected equipment and furnishings
24 Hours Prior to Storm Arrival
• Make sure that refrigerators are emptied of any potential items that would spoil/smell
• Follow-up call to sponsors to assure that no guest is coming to the College
• Evacuate all College buildings located in flood plains (Physical

Plant to decide if shut down of utilities is appropriate)

• Report status of storm preparation procedures to EMT
12 Hours Prior to Storm Arrival
• NO Guest Houses should be occupied.  This applies to 20 Glebe, 16 ½ Glebe, 9 Glebe, 9 ½ Glebe, and 16 Bull Street
• Public Safety will secure all unoccupied campus facilities

• Back up all computers, replace cover, unplug
• Report status of storm preparation procedures to EMT
• All persons on campus should follow the instructions of College

officials, including Public Safety, Student Affairs, Residence Life

and Housing and/or Physical Plant

• Survey all houses for security, potential for damage to valuable paintings or furnishings.  Consider removing paintings from walls and place on bed with extra bed linens between multiple framed pieces.
After Storm

• At first light, Public Safety and Physical Plant personnel will

assess damage to the campus and report conditions to the EMT. Damage will be documented and photographed

• Return to the campus to assist in cleanup of the Guest Houses (if needed), ONLY when requested to or acknowledgement of return has been confirmed by the Office of the First Lady 
• Public Safety to assign two-person teams to all patrol areas to

maintain maximum presence. Zero tolerance for any looters

• All employees to check the College emergency webpage or call

843.725.7246 for updates and status of campus. (If necessary,

any-and-all employees will be requested to report to campus to

assist with clean up activities.)

• The President, with the assistance of the EPG, to make the

determination regarding students returning to campus housing

and resumption of classes

