University Of Guam

Campus Shutdown Procedures

PURPOSE and GUIDELINES:
The purpose of these guidelines is to provide an organized procedure that deals with preparation for a typhoon.  The Maintenance Division is, tasked with the responsibility of accomplishing this operation.  The Division will be, divided into five (5) teams with team leader.  Each team will be responsible for boarding up designated buildings.  As each assigned building is, completed the team leader will radio or telephone base of the completion and the team leader will escort their team to the next available building requiring assistance or request for further instructions from base.

NOTIFICATION:
Once the Building Maintenance Superintendent has been, notified of the weather conditions, a decision will be, announced to the division to prepare to secure the campus.  If this announcement is during duty hours, the team leaders will assemble their crew as outlined in this Operational Instruction and begin securing the campus.  In the event that they announcement it’s condition three (3) is made after, working hours and the campus has not yet been secured, the recall procedures will begin immediately by the Building Maintenance Superintendent notifying the Team Leaders, and they will begin calling their team members.  All those individuals without telephones will be responsible for monitoring the weather report after hours and calling their Supervisors for update.  The Building Maintenance Superintendent may recall any employee anytime prior to the announcement of the Condition II depending on the status of the storm and prevailing conditions. 

REQUIRED EQUIPMENT:     Each Team leader will have a radio or telephone to communicate with base and will insure that the team has all the proper equipment needed to complete its assigned task and request for instructions from the Building Maintenance Superintendent.

DISPATCH:    Once the Building Maintenance Superintendent has announced that the campus must be secure, each Team Leader is to recognize their personnel and dispatch them to their assigned building for immediate securing.  All personnel must report to their Team Leaders for instructions.  The Team Leader will be responsible for turning in the name and time of all personnel members present as well as submitting any required reports.

Should the announcement of Typhoon Condition II occurs after hours each Team Leader will begin contacting each team member to report to the campus immediately and the Team Leaders must report to the Building Maintenance Superintendent by radio/telephone as soon as possible.

Once the campuses are secure, all Team Leaders and personnel will report to the Maintenance Office/Shop.  The Building Maintenance Superintendent or a designated representative will release all assigned maintenance personnel once all the teams have reported in and the campus security for cross-checked.

*****
Strict adherence to these procedures is expected.  There will be no early releases without authorization from the Building Maintenance Superintendent.  If the Team Leaders are unable to contact the Building Maintenance Superintendent, they are to seek additional instruction from a designated representative.

 (Typhoon and Earthquake Restoration & Damaged Assessment)
DAMAGE ASSESMENT/RESTORATION:     The Damage Assessment Teams is composed of the same five (5) Team Leaders. Each Team Leader will respond to the safe operations and securing of property immediately upon arrival at their assigned building. Restoring of buildings will take place once it is deem safe to do so by removing water and airing out the buildings. ADDITIONAL SUPPLIES WILL BE PROVIDED FOR THOSE WHO SHOW UP TO HELP WILL BE ISSUED AND SIGN FOR FROM THE MAINTENANCE BUILDING AND TO REPORT TO THE ASSIGNED TEAM LEADER FOR THAT BUILDING. Each Team Leaders will submit damage estimates to the Building Maintenance Superintendent as soon as possible to be recorded for FEMA reimbursement.
	 “Building Assignments”
	“Teams”
	“Team Leader & Personnel”
	“Emergency Contact Numbers/Alternates”

	L.G. Building

Fine Arts

Administration Building

(All) Air Conditioner Units
	Team – 1
	Pedro Benito (Leader)
Reynaldo Salas (Alternate 1)

Thomas San Nicolas
Joseph Quenga

Fidel Francisco
Carmencita Oquindo (Alternate 2) Call Back

 (After securing Field House will report to Mr. Pedro Benito)

Jude Cameno

Virgilo Calceta

Tony Guilas
	​​​​​​​​​​
Lisa Flores (HRO)
Zeny Nace (Comptroller)

Bobby Molarte (Comptroller)



	CLASS / HSS Building

Lecture Hall

EC Building

Marine Lab & Visitors Housing
WERI

Generator Houses
	Team – 2


	Joaquin Ninete (Leader)       
Michael Taijeron (Alternate 1)
Franklin Blas

Zina Pinaula

Archilles Ponce

Anthony Q. Cruz
Evelyn Siquig

Gus Meno
Leo De Guzman (Alternate 2)    Call Back
	Dr. James Sellman (Dean CLASS)

Asst. Troy McVey (Asst. Dean CLASS)

Liz Matanane (CLASS

	ELI Building

CNAS Building

Science

Health Science

Warehouse “A” & “B”

Dean Circle (ALL)
	Team – 3


	Jesse Lujan (Leader)               

Sibal Basilio (Alternate 2)
Bertha Meno

Catalina Pineda

Carmen Pinaula

Juan Quichocho
Rosemargaret Claros (Alternate 1) Call Back

	Antonio Endaya (CIS)

	R.F.K. Library

Computer Center/ MARC / PIP
          (1st and 2nd floor)

Trash Containers (ALL)
	Team – 4


	George Mendiola (Leader)
Carmelino Medina (Alternate 1)
Miranda Oderiong

Crisanto Oquindo

Cesar Pakingan 

Juan Quichocho
Steve Perdido (Alternate 2)     Call Back
	LaVonne Guerrero-Meno (MARC)
Perry Jason Pangelinan(MARC)

Elvie Tyler (MARC)

Christine Scott-Scott-Smith (RFK)

Connie Quinata; Mary Perez (RFK)

Manny Hechanova (TADEO)

Chris Pangelinan (TADEO)

Cathleen Moore-Linn (PIP)

AJ Tiong; Rudy Villaverde; Fernando Caberra; Andrew Guihama (ITRC)

	SOE (School of Education)

Student Center   
Dorm – 1, 2 & 3

Maintenance Shop
	Team – 5


	William Payumo (Leader)
Ricardo Ponce  (Alternate 1)
Adelaida Canlas

Kenneth Mendiola
Derek Blas
Francisco Cruz (Alternate 2)     Call Back
	Susan Fejarang (EMSS)

Diana Sablan (EMSS)


Note:
Fieldhouse maintenance personnel will handle securing the Field House. Immediately after securing the Fieldhouse they are to report to the Building Maintenance Superintendent to assist in securing the rest of the campus.
