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TEMPLATE 1 

DESIGNATED DEPARTMENTAL PANDEMIC COORDINATOR 

AND PLANNING TEAM 
 
Identify a primary coordinator for the department who will lead the pandemic influenza planning 

process. List other individuals responsible for assisting with the development of the departmental 

pandemic influenza response plan. (Make additional copies as needed.) 

 

Departmental Information 

Department Name: University Housing 

Building name(s) and number(s): Russell Hall 

Building address(es): Russell Hall 

Departmental phone #(s): 706-542-8318 

 

Primary Departmental Pandemic Coordinator 

Name: John Trawick 

Position/Title: Assistant to the Executive Director 

Work address: Russell Hall 

Work #: 706-542-8314                                     

Cell #: 706-247-1071                                                                  Text capable  Yes_X_ or No___ 

Home #: N/A 

Email: jtrawick@uga.edu 

Pandemic Planning Team Member 

Name: Linda Kasper 

Position/Title: Executive Director of University Housing 

Work address: Russell Hall 

Work #: 706-542-8318                                                   

Cell #: 541-740-5779                                                                  Text capable  Yes_X_ or No___ 

Home #: N/A 

Email: Linda.Kasper@uga.edu  

Pandemic Planning Team Member 

Name: Gary Thompson 

Position/Title: Director of Facilities 

Work address: University Village Community Office 

Work #: 706-542-8982                                              

Cell #: 706-207-9626                                                                  Text capable  Yes_X or No__ 

Home #: N/A 

Email: gtthomps@uga.edu 

Pandemic Planning Team Member 

Name: Matthew Deason 

Position/Title: Associate Director for Facilities Planning and Maintenance 

Work address: University Village Community Office 

Work #: 706-542-7064                                                   

Cell #: 706-207-2275                                                                    Text capable  Yes_X_ or No__ 

Home #: 706-384-5123 

Email: mdeason@uga.edu 

 

mailto:jtrawick@uga.edu
mailto:Linda.Kasper@uga.edu
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Pandemic Planning Team Member 

Name: Rick Gibson 

Position/Title: Director of Residential Programs and Services 

Work address: Russell Hall 

Work #: 706-542-6533                                                   

Cell #: 706-338-2243                                                                    Text capable  Yes__ or No_X_ 

Home #: 706-549-6967 

Email: rlgibson@uga.edu 

Pandemic Planning Team Member 

Name: Steve Marcotte 

Position/Title: Associate Director for Facilities Operations 

Work address: University Village Community Office 

Work #: 706-542-8295                                                 

Cell #: 706-296-4817                                                                    Text capable  Yes_X_ or No__ 

Home #: N/A 

Email: steve.marcotte@uga.edu 

Pandemic Planning Team Member 

Name: Carla Dennis 

Position/Title: Director of Administrative Services and Communications 

Work address: Russell Hall 

Work #: 706-542-1421                                                   

Cell #: 706-296-3831                                                                    Text capable  Yes_X_ or No__ 

Home #: 706-548-9359 

Email: cadennis@uga.edu 

Pandemic Planning Team Member 

Name: Keener Scott 

Position/Title: Associate Director for Staff Development and Student Conduct 

Work address: Creswell Hall 

Work #: 706-542-8191                                                   

Cell #: 706-308-6522                                                                   Text capable  Yes_X_ or No___ 

Home #: 706-613-5145 

Email: kscott@uga.edu 

Pandemic Planning Team Member 

Name:  

Position/Title: Associate Director for Residence Life 

Work address: Russell Hall 

Work #: 706-542-6533                                                   

Cell #:                                                                                            Text capable  Yes _ or No___ 

Home #:  

Email:  

Pandemic Planning Team Member 

Name: Kristy Walker 

Position/Title: Associate Director for Business and Human Resources 

Work address: Russell Hall 

Work #: 706-542-8297                                                   

Cell #: 706-499-6118                                                                   Text capable  Yes_X_ or No___ 

Home #: N/A 

Email: klwalker@uga.edu  

mailto:rlgibson@uga.edu
mailto:cadennis@uga.edu
mailto:kscott@uga.edu
mailto:klwalker@uga.edu
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TEMPLATE 2 

IDENTIFICATION OF ESSENTIAL DEPARTMENTAL SERVICES 

 
Identify essential services and corresponding departmental personnel. Essential services are those 

necessary to (1) preserve human or animal lives, (2) maintain the physical infrastructure, or (3) 

continue essential business services until the emergency has abated. Confidential information on this 

sheet should be kept in a secure place. (Make additional copies as needed.) 

 

Essential service: Housing facility safety (smoke detectors, fire alarm, sprinkler systems,  

exit signs, extinguishers) 

Responsible personnel: 

 

ADS Systems, Fire Protection Associates (Fire Alarms only) 

Alliance Fire Protection Services (Sprinklers only) 

Residence Hall Directors 

Senior/Area Coordinators   

Building Services Supervisors/Superintendents 

Director of Facilities 

Director for Residential Programs and Services 

Greek Advisor for Housing Management 

Maintenance Supervisors 

 

 

Essential service: Housing facility security (biometric hand readers, exterior doors, camera 

monitors, staff on-duty and rounds of building) 

Responsible personnel: 

    

Administrative Assistants 

Residence Hall Directors 

Senior/Area Coordinators 

Building Services Supervisors/Superintendents 

Director of Administrative Services and Communications  

Director of Facilities  

Director of Residential Programs and Services 

Greek Advisor for Housing Management 

Maintenance Supervisors 

Security Coordinator 

 

 

Essential service: Housing facility utilities (electricity, heating/cooling, water, trash removal) 

Responsible personnel:  

 

Senior/Area Coordinators 

Building Services Supervisors/Superintendents 

Director of Facilities 

Director of Residential Programs and Services 

Greek Advisor for Housing Management 

Maintenance Supervisors 
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Facilities Management Division 

Skilled Trades Workers 

    

 

Essential service: Residence hall maintenance (work order system for essential services - light 

repair, heating/cooling, plumbing, power) 

Responsible personnel: 

 

Residence Hall Directors 

Senior/Area Coordinators 

Director of Facilities 

Director of Residential Programs and Services 

Greek Advisor for Housing Management 

Maintenance Dispatcher 

Maintenance Supervisors 

Skilled Trades Workers 

 

 

Essential service: Residence hall custodial services (cleaning, in hall trash removal, bathroom 

supply replenishment) 

Responsible personnel: 

 

Residence Hall Directors 

Senior/Area Coordinators 

Building Services Superintendents 

Building Services Supervisor 

Building Services Workers 

Director of Facilities 

Director of Residential Programs and Services 

Greek Advisor for Housing Management       

 

 

Essential service: Residence hall scheduled programs and events (cancellations) 

Responsible personnel: 

 

Residence Hall Directors 

Associate Director for Residence Life 

Associate Director for Staff Development and Student Conduct 

Senior/Area Coordinators 

Director of Administrative Services and Communications 

Director of Facilities 

Director of Residential Programs and Services 

Greek Advisor for Housing Management       

 

 

Essential service: Residence hall business operations (i.e. budgeting, payroll, purchasing, 

personnel, revenue transmittal, travel) 

Responsible personnel: 
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Accountant 

Administrative Assistant 

Administrative Associate for Facilities 

Associate Director for Business and Human Resources 

Business Manager 

Human Resources Assistant 

Human Resources Manager 

Human Resources Specialist             

 

 

Essential service: Residence hall communications (radio, e-mail, pagers, Web site, someone in 

the main office to answer phones, mainframe database access, power and network capabilities) 

Responsible personnel: 

 

Accounting Technician 

Administrative Assistants 

Residence Hall Directors 

Senior/Area Coordinators 

Senior PR Coordinator 

Director of Facilities 

Director of Administrative Services and Communications  

Director of Residential Programs and Services 

Greek Advisor for Housing Management 

 



 

6 

 

TEMPLATE 3 

SUPPLIES AND MATERIALS NECESSARY TO PERFORM  

ESSENTIAL DEPARTMENTAL SERVICES AND FUNCTIONS 
 

Identify necessary supplies and materials needed to continue essential departmental services and 

functions. Essential services are those necessary to (1) preserve human or animal lives, (2) maintain 

the physical infrastructure, or (3) continue essential business services until the emergency has 

abated. Consider stockpiling critical items as supplies may be unavailable for extended periods 

during a pandemic (possibly 4-12 weeks).   

 

Critical item: Batteries 

Critical function supported: Residence hall safety; residence hall communications 

Storage considerations (space/temperature/shelf life): N/A 

Person responsible for monitoring supply: Maintenance Supervisors  

 

Critical item: Cleaning chemicals 

Critical function supported: Residence hall custodial services 

Storage considerations (space/temperature/shelf life): Varies based on the chemical 

Person responsible for monitoring supply: Building Services Superintendents and Building 

Services Supervisors 

 

Critical item: Exit signs 

Critical function supported: Residence hall safety 

Storage considerations (space/temperature/shelf life): N/A 

Person responsible for monitoring supply: Maintenance Supervisors 

 

Critical item: Fire extinguishers  

Critical function supported: Residence hall safety 

Storage considerations (space/temperature/shelf life): N/A 

Person responsible for monitoring supply: Maintenance Supervisors 

 

Critical item: Hand reader parts 

Critical function supported: Residence hall safety; residence hall maintenance 

Storage considerations (space/temperature/shelf life): N/A 

Person responsible for monitoring supply: Maintenance Supervisors and Director of 

Administrative Services and Communications 

 

Critical item: HVAC parts 

Critical function supported: Residence hall utilities; residence hall maintenance 

Storage considerations (space/temperature/shelf life): N/A 

Person responsible for monitoring supply: Maintenance Supervisors 

 

Critical item: Light bulbs 

Critical function supported: Residence hall utilities; residence hall maintenance 

Storage considerations (space/temperature/shelf life): N/A 

Person responsible for monitoring supply: Maintenance Supervisors 
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Critical item: Pagers/Cell Phones 

Critical function supported: Residence hall communication 

Storage considerations (space/temperature/shelf life): N/A 

Person responsible for monitoring supply: Maintenance Supervisors, Administrative 

Associate for Facilities and Administrative Specialist in Office of Executive Director 

 

Critical item: Radios and radio batteries 

Critical function supported: Residence hall communication 

Storage considerations (space/temperature/shelf life): N/A 

Person responsible for monitoring supply: Building Services Supervisors, Maintenance 

Supervisors and Administrative Associate for Facilities 

  

Critical item: Toilet paper 

Critical function supported: Residence hall custodial services 

Storage considerations (space/temperature/shelf life): N/A 

Person responsible for monitoring supply: Building Services Supervisors 

 

Critical item: Trash bags 

Critical function supported: Residence hall utilities; Residence hall custodial services 

Storage considerations (space/temperature/shelf life): N/A 

Person responsible for monitoring supply: Building Services Supervisors 
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TEMPLATE 4 

SUPPLIER CONTACT INFORMATION FOR CRITICAL RESOURCES 
 
Identify contact information for all suppliers needed to provide critical resources for the 

department. Critical resources are those necessary to carry out essential functions that (1) preserve 

human or animal lives, (2) maintain the physical infrastructure, or (3) continue essential business 

services until the emergency has abated. (Make additional copies as needed.) 

 

Critical Resource: Batteries 

Supplier Name: Grainger 

Contact Name: Kelly Kuppersmith       

Address: 1205 Commerce Road 

City/State/Zip: Athens, GA  30607-1101 

Phone: 706-546-0595; Fax: 706-546-1277 

Email: N/A 

Federal Tax ID Number (if available): SWC#60741                                  

 

Critical Resource: Batteries 

Supplier Name: Office Depot 

Contact Name: N/A       

Address: http://bsd.officedepot.com 

City/State/Zip: N/A 

Phone: 800-521-3939; Fax: N/A 

Email: N/A 

Federal Tax ID Number (if available): Acct#33813287                                  

 

Critical Resource: Cell phones 

Supplier Name: AT & T Mobility 

Contact Name: Lynn Pease    

Address: 1750 Epps Bridge Parkway 

City/State/Zip: Athens, GA 30606 

Phone: 706-540-5308; Fax: N/A 

Email: N/A 

Federal Tax ID Number (if available):                                  

 

Critical Resource: Cleaning chemicals 

Supplier Name: Athens Janitor Supply 

Contact Name: John Chittom       

Address: 900 Old Hull Road 

City/State/Zip: Athens, GA  30601 

Phone: 706-548-1325; Fax: 706-548-0838 

Email: N/A 

Federal Tax ID Number (if available): Acct#245945                                 

 

Critical Resource: Cleaning chemicals 

Supplier Name: Roman Chemical 

Contact Name: N/A      
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Address: P.O. Box 1462 

City/State/Zip: Rome, GA  30161-1462 

Phone: 800-253-4935; Fax: 706-234-0791 

Email: N/A 

Federal Tax ID Number (if available): Acct#345945                                  

 

Critical Resource: Cleaning chemicals 

Supplier Name: Grainger 

Contact Name: Kelly Kuppersmith       

Address: 1205 Commerce Road 

City/State/Zip: Athens, GA  30607-1101 

Phone: 706-546-0595; Fax: 706-546-1277 

Email: N/A 

Federal Tax ID Number (if available): SWC#60741                                  

 

Critical Resource: Fire extinguishers 

Supplier Name: Peach State Fire 

Contact Name: N/A       

Address: 626 Industrial Boulevard 

City/State/Zip: Gainesville, GA  300501 

Phone: 770-536-3948; Fax: 770-536-9295 

Email: N/A 

Federal Tax ID Number (if available): N/A                                  

 

Critical Resource: HVAC parts 

Supplier Name: Friedrich Air Conditioning Company 

Contact Name: Norma Williams       

Address: P.O. Box 1540 

City/State/Zip: San Antonio, TX  78295-1540 

Phone: 800-541-6645 ext. 667; Fax: 210-357-4483 

Email: N/A 

Federal Tax ID Number (if available): 94-2462111  SWC50508                                  

 

Critical Resource: HVAC parts 

Supplier Name: Grainger 

Contact Name: Kelly Kuppersmith       

Address: 1205 Commerce Road 

City/State/Zip: Athens, GA  30607-1101 

Phone: 706-546-0595; Fax: 706-546-1277 

Email: N/A 

Federal Tax ID Number (if available): SWC#50508                                  

 

Critical Resource: HVAC parts 

Supplier Name: Baker Distributing Company 

Contact Name: N/A       

Address: 150 Paradise Boulevard 

City/State/Zip: Athens, GA  30607 
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Phone: 706-549-1725; Fax: N/A 

Email: N/A 

Federal Tax ID Number (if available): N/A                                

 

Critical Resource: HVAC parts 

Supplier Name: Mingledorf’s Inc. 

Contact Name: N/A 

Address: 386 Commerce Road      

City/State/Zip: Bogart, GA  30622 

Phone: 706-548-4019; Fax: N/A 

Email: N/A 

Federal Tax ID Number (if available): Acct#80715                                 

 

Critical Resource: HVAC parts 

Supplier Name: Hughes Supply 

Contact Name: N/A       

Address: 1430 North Chase Street 

City/State/Zip: Athens, GA 30601 

Phone: 706-543-4343; Fax: N/A 

Email: N/A 

Federal Tax ID Number (if available): N/A                                 

 

Critical Resource: HVAC parts 

Supplier Name: The Home Depot 

Contact Name: N/A       

Address: 1740 Epps Bridge Road 

City/State/Zip: Athens, GA  30606 

Phone: 706-353-6079; Fax: N/A 

Email: N/A 

Federal Tax ID Number (if available): N/A                                  

 

Critical Resource: HVAC parts 

Supplier Name: Lowe’s Home Improvement 

Contact Name: N/A      

Address: 1851 Epps Bridge Road 

City/State/Zip: Athens, GA 30606 

Phone: 706-613-1100; Fax: N/A 

Email: N/A 

Federal Tax ID Number (if available): N/A                                

 

Critical Resource: HVAC parts 

Supplier Name: Trane 

Contact Name: N/A      

Address: 3600 Pammell Creek Road 

City/State/Zip: La Crosse, WI 54601-7599 

Phone: 800-229-4178; Fax: 404-315-8916 

Federal Tax ID Number (if available): Acct#1885946 
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Critical Resource: Radios and radio batteries 

Supplier Name: Motorola 

Contact Name: Rick Rigsby 

Address: P.O. Box 404059 

City/State/Zip: Atlanta, GA 30384-4059 

Phone: 800-446-6002; Fax: N/A 

Email: rick.rigsbee@motorola.com 

Federal Tax ID Number (if available): 36-1115800   Acct#1000403361 0021 

 

Critical Resource: Toilet paper 

Supplier Name: Dade Paper 

Contact Name: Kay Ross       

Address: STE 200 

City/State/Zip: Austell, GA  30168 

Phone: 678-322-4568; Fax:  

Email: kross@dadepaper.com 

Federal Tax ID Number (if available):                                 

 

Critical Resource: Toilet paper 

Supplier Name: Athens Janitor Supply  

Contact Name: John Chittom       

Address: 900 Old Hull Road 

City/State/Zip: Athens, GA  30601 

Phone: 706-548-1325; Fax: 706-548-0838 

Email: N/A 

Federal Tax ID Number (if available): Acct#245945                                  

 

Critical Resource: Toilet paper 

Supplier Name: Roman Chemical 

Contact Name: N/A      

Address: P.O. Box 1462 

City/State/Zip: Rome, GA  30161-1462 

Phone: 800-253-4935; Fax: 706-234-0791 

Email: N/A 

Federal Tax ID Number (if available): Acct#345945                                  

 

Critical Resource: Trash bags 

Supplier Name: Dade Paper 

Contact Name: Kay Ross       

Address: STE 200 

City/State/Zip: Austell, GA  30168 

Phone: 678-322-4568; Fax:  

Email: N/A 

Federal Tax ID Number (if available):                               
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Critical Resource: Trash bags 

Supplier Name: Athens Janitor Supply  

Contact Name: John Chittom       

Address: 900 Old Hull Road 

City/State/Zip: Athens, GA  30601 

Phone: 706-548-1325; Fax: 706-548-0838 

Email: N/A 

Federal Tax ID Number (if available): Acct#245945                                  

 

Critical Resource: Trash bags 

Supplier Name: Roman Chemical 

Contact Name: N/A      

Address: P.O. Box 1462 

City/State/Zip: Rome, GA  30161-1462 

Phone: 800-253-4935; Fax: 706-234-0791 

Email: N/A 

Federal Tax ID Number (if available): Acct#345945                                  
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EMPLATE 5 

DEPARTMENTAL EMERGENCY CONTACT INFORMATION 
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TEMPLATE 6 

IDENTIFICATION OF MONITORS FOR UGA-FUNDED TRAVEL 
 
Identify the primary and backup departmental representative(s) responsible for monitoring UGA-

funded travel by all departmental faculty, staff, and students. These individuals should obtain 

emergency contact information for travelers prior to all work or study-related trips made by 

departmental personnel so they can relay emergency messages to travelers as needed. 

 

Primary Monitor 

Name: Marion Spearman 

Position/Title: Business Manager 

Work #: 706-542-8304                                               

Email: denisest@uga.edu  

Primary Monitor 

Name: Jane Ivey 

Position/Title: Accountant 

Work #: 706-583-0912                                                   

Email: janiet@uga.edu  

Backup Monitor 

Name: Kristy Walker  

Position/Title: Assistant Director for Business and Human Resources 

Work #: 706-542-8297                                                  

Email: klwalker@uga.edu  

 

 

 

 

mailto:denisest@uga.edu
mailto:janiet@uga.edu
mailto:klwalker@uga.edu
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TEMPLATE 7 

PHONE TREE INSTRUCTIONS AND SAMPLE FORMS 
 

Phone trees are an effective method of disseminating critical information among work groups. In 

cases where time is of the essence, a phone tree can distribute the responsibility for emergency 

notification among an entire work group to ensure all individuals receive timely notification of the 

emergency without overtaxing a single individual. To succeed, every individual must make their 

assigned calls. The following should be taken into account when completing the phone tree 

template:  

 

1. Only designated Departmental Pandemic Coordinators and their backup(s) should have 

access to the entire list of personal contact information. Other employees should only 

receive information for their assigned contacts.  

 

2. If an employee prefers not to be the contact person for specific individuals, s/he should be 

reassigned on the phone tree to another acceptable call sequence. 

 

3. When posting the phone tree for review and feedback, only names should be reflected so 

personal contact information is not shared with everyone.  

 

4. Each employee should be assigned two (2) colleagues to call. The caller should be 

provided the contact information for his/her two assigned contacts only. This information 

should be provided, and kept up to date, by the Departmental Pandemic Coordinator. 

 

5. In the event an employee cannot reach his or her contacts, the Departmental Pandemic 

Coordinator may assign alternate contacts for that employee to call. 

 

6. As part of the phone tree briefing, Departmental Pandemic Coordinators should instruct 

employees to record the date and time each contact is made (or attempted) during an 

actual activation of the phone tree. The method of recording this information is up to the 

individual. However, documentation of the call, whether the call is answered or not, is an 

important part of the phone tree activation.
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