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UNIVERSITY OF NEVADA, LAS VEGAS

SR. VICE PRESIDENT FOR FINANCE AND BUSINESS EMERGENCY PREPAREDNESS

Division Summary plan in case the University activities are halted due to a pandemic or other similar
emergency. This would represent skeleton staffing and service/support activities within the division by
program area. In general, this approach is modified after the annual holiday period between fall and spring
semester.

SR. VICE PRESIDENT

Sr. Vice President would to be on-site at the campus and/or EOC. If unable to be on campus he would have
access to all information from home. One Assistant would be on campus to keep the office open.

ASSOCIATE VP FOR ADMINISTRATION

*Delivery Services - Director of Delivery and Telecommunication Services, Receiving & Property
Manager

Delivery Services emergency personnel will be on-site for services as well as necessary skeleton crew for the
Mail Center and Central Receiving.

If the campus were closed, but essential service departments were open, the Mail Center and Central
Receiving would continue to accept mail and deliveries assuming the USPS, FedEx and UPS were operating
as normal and staff resources were available to process the work. Mail and Parcels would be received, sorted,
and stored ready for delivery. Departments requiring the mail to be delivered during the closure period would
need to notify the Department of Delivery Services to ensure that their mail is delivered during the closure
period. If the campus was closed and USPS, FedEx, and UPS are closed, mail and purchase order deliveries
would be suspended.

*Telecommunication Services - Asst. Director, IP Communications Manager, Operator Support — Chief
Operator , AAIl - Backup

Telecommunications Services Technical Support would be available on site, but the operator support would be
off-site unless an on-site presence was required by the situation. In the event that the campus is reduced to
essential personnel only, Telecom could easily halt all regular activities with minimal impact to the institution. A
simple voice menu to direct important and emergency calls would be implemented to direct calls as needed.
Telecommunications would have technical support available on campus should that be necessary.

Additionally, if it became necessary, Telecommunications could route the main line to operator's residences
lines, or cell phones, and provide operator service from remote locations without having to staff the office.

*Real Estate - Director, Real Estate and Assistant Director of Real Estate - Backup

Real Estate Services would be provided by an off-site presence, unless assistance in other areas was
required.

The Real Estate Office would be able to work off-site but would be available as needed to fill in, if needed, in
other campus areas. In addition, Parking and Transportation services could also work off-site, but they would
be able to serve in helping with traffic movement and other transportation related issues.

*Parking Services - Director of Parking & Transportation Services, Asst Director - Backup

Parking and Transportation Services would be provided by an off-site presence, unless assistance in other
areas was required.



ASSOCIATE VICE PRESIDENT OF HUMAN RESOURCES

In the case of a complete closure of campus offices, Human Resources staff would have access to all HR
systems from home assuming servers were up and running. While obviously no "hand delivered" new
transactions would be received or processed if all offices were shut down and everyone was gone, maintaining
the status quo at the time of closure would not be difficult remotely.

Minimal level of staffing for HR to actually keep the office open would be four (4). There would be no need to
keep the Employment or Training Offices open. Signs would be placed in these offices referring visitors to the
main HR reception area for assistance. The HR office would be staffed with a support person at the reception
desk, either the AVP or one of the Directors, plus one person in salary administration and one person in
benefits. Should a closure situation persist, and depending on the time of year for peak activities, HR would
increase these numbers.

In the event of a campus closure or suspension of activities, HR would assist in the application and
interpretation of the following:

University Closure / Suspension of Activities

Academic Faculty & Administrative Professional Staff

Only the President of the University (or designee) may make the decision to close or suspend activities at the
University. Announcement of such unscheduled disruptions will be communicated to the local media by the
Director of Public Affairs as soon as possible. The following is the Nevada System of Higher Education’s policy
relative to the pay status of the University’s faculty and professional staff during periods of University closure.

1. In the event of a campus closure, employees at the affected institution or location will be granted
administrative leave.

2. Employees desiring not to report to work due to pandemic outbreak and/or other natural disaster must
request and receive approval of leave.

3. Employees on previously approved leave during a closure do not get administrative leave credit.

4. Departments are responsible for notifying employees who are to respond during University emergencies and
periods of closure. In addition, others may be required to report due to unusual circumstances and will be so
notified by the appropriate supervisors at that time. Employees unsure of their status or unclear as to the
nature or extent of a closure announcement should contact their immediate supervisor(s) or departmental
offices for clarification.

Classified Staff

In accordance with NAC 284.589, classified employees may be granted leave with pay by the President and/or
appropriate Cabinet member for closure of the employee's work site for a natural disaster or similar adverse
condition when the employee is scheduled and expected to be at work. The President and/or appropriate
Cabinet Member may designate certain employees as essential and notify them that they are required to report
to work.

Hourly Employees

Hourly employees do not qualify for any type of paid leave and are paid only for actual time worked



ASSOCIATE VP TMCI/ICA AUXILIARY SERVICES AND INTERNAL AUDIT

TMCMCA Business Services:

In general, the department does not have everyday essential activities. Most of the daily activities could be
delayed to some extent during an emergency. However, there are several periodic essential activities that
would need to perform in the case of an emergency. Periodic essential activities are outlined below:

1) Providing support to individuals on travel status. This would require one individual to be on call for
assistance with travel needs.

2) Provide student athlete stipends. This only occurs monthly during the semesters.  Students rely on
these funds for living expense.  One individual would need to assist with this process.

3) Procurement of goods and services related to event operations. This would have to be available unless
contracts could be suspended due to act of god clause.

Our plan would be to perform these services remotely and only be on campus for necessary distribution.

General accounting functions of accounts payable, cashiering, scholarship, and internal audit functions could
be done through remote locations.

Auxiliary Financial Services:
Auxiliary financial service activities could be suspended during emergency situations.

Campus Audit:
Campus audit activities could be suspended during emergency situations.

EOC - Finance Chief Responsibilities:

The Associate Vice President for TMC\AICA Business Services, Auxiliary Financial Services, and Campus Audit
will serve as an alternate “Finance Chief’ during emergency operations. As defined in the Emergency
Operation Center Guidelines, the Finance Chief is responsible for all the financial management and cost
analysis aspects of the incident and for supervising members of the Finance section. The Finance Chief is
responsible for the coordination of financial expenditures/procedures with the Director of Emergency Services.

BUDGET OFFICE

The Budget Office has a current list of employees’ home and / or cell phone nhumbers. Most have home
computers with the capability to log on and access Lotus Notes, the Advantage financial system, and the Data
Warehouse.

The UNLV Budget Office is not generally considered an essential service; however, staffing would be most
needed in the spring and summer.

Due to the nature of the Budget Office’s work, there is limited contact with others; in most situations, the entire
staff would be expected to come to the office. In the event of an extreme emergency, the Executive Budget
Director would plan to be in the office. The Associate Budget Director and Assistant Budget Director could
work from home or could be called to the office as needed.

CONTROLLERS OFFICE

The controller's Office has gone over plans and depending on duration of campus closure would follow the
December holiday plan for a shut-down of 2 weeks or less and follow the business continuity plan summarized
below for long term duration of greater than two weeks.

For the short run depending on whether a campus shut-down involves students only or staff as well, essential
or nonessential staff would report to work, respectively. Certain activities would necessitate coordination with

Delivery Services for mail, to continue transaction processing. Depending on offices which remained open the
Controller's Office can be flexible. Certain banking authorizations for disbursements would require assistance
from Chancellor's Office to ensure available funding and to be sure of their emergency plans.



For a longer duration, staff would generally work off site as all have access to Legacy Systems, web etc.
Coordination with Delivery Services would again be important to route mail.

For a complete campus shut down, arrangements would be made for off campus printing of checks off
campus, either relocating printer or contracting with 3rd party. All other activities would be accomplished
remotely assuming OIT and SCS systems are functioning. Cash receipts would be restricted to web and
lockbox payments.

Controller Business Continuity Plan (for long term duration)

General:

All Legacy systems, data warehouse information and servers are accessible by staff off campus via the web.
Staff access to computer hardware for staff is essential. Options include use of personal computers, or access
to loaned equipment or secure data center.

Delivery service for mail (external and internal campus), record retention and System Computing Services
(SCS) would need to be coordinated through EOC (Emergency Operating Center). Pick-up or routing of mail to
business units is necessary. This includes source documents requiring action, e.g. cash receipts, journals, e-
docs, invoices and documents, records and reports to be filed on campus or at a temporary remote location.
This may require unit managers to pickup mail and distribute to staff. With these issues resolved (which require
coordination with other offices) all financial activity may be processed and reported from remote locations.
EOC not opened.

Payroll:

Processing of payroll documents and payrolls may be done off site. BCN may process payrolls if BCS closed.
Through direct deposit and remote printing of checks payrolls may continue to be handled. If the CSB is not
open, remote printing may be handled by BCN or other NSHE institutions utilizing the UNLV printer software.
Year end tax reporting would require additional assessment and coordination with SCS.

Accounts Payable/Travel:

All payables documents may be processed from remote site. Delivery Services will need to coordinate delivery
from Purchasing of documents supporting payments to Accounts Payable. Remote printing of A/P checks of
may be handled by BCN or other NSHE institutions utilizing the UNLV printer software. Year end tax reporting
would require additional assessment and coordination with SCS.

Banking:
Authorized staff have access to the bank website and may download daily bank activity and process
transactions. NSHE may handle transfers on behalf of UNLV.

General Accounting:
All journals and interdepartmental requests may be processed remote. Daily suspense transactions may be
processed and the Financial System updated daily

Cashiering and Student Accounts Minimum Staffing Levels:

Cashiering would be limited. Student payments would be required to be processed through on-line web
application or lockbox. Cash would not be accepted. Departmental receipts may be deposited at drop site or
held at EOC for cashier staff to pick up and process. (2 FTE — Cashiers on campus)

The majority of work can be handled remotely, therefore, most, if not all the staff can be kept busy remotely.
The only possible exception may be a couple of the cashiers. Remote work can be done by computers, e-mail
and phones. The office phone messages can be accessed remotely, as well as returning calls as necessary.

The following would be the minimum staffing levels for the work that has to be done with a physical presence.

Area Minimum Processes Comments
Cashiering 2-3 Daily or Weekly | Reason for numbers is for security
Deposits reasons. Deposits could be handled a

little as once a week.

Students 2 Various The various functions could be rotated




Accounts Student so that each person would be present
Accounts once a week. The primary reason
processes would be to pick up mail, distribute
and work on their individual areas.
The remainder of the work could be
done remotely.

General EOC not opened. Delivery services
and OIT operative

Payroll 4 FTE Payroll Payroll Mgr, assist mgr, 2 account
tech.

Banking & 2 FTE Director Fin. Acct., 1 acct. tech

General Acct.

Loan Closed No need to be on campus

Administration,
non-resident
Alien
Compliance,
Financial
Reporting

Depending on the total degree of shut down, and the time of year, the amount of work may be such that we
may have difficulty in keeping most people busy for 50% of the time.

Student Accounts:

Student account billings and collections may continue from remote site. Students and Financial Aid may
communicate with staff via email. Remote printing of student refund checks of may be handled by BCN or
other NSHE institutions utilizing the UNLV printer software. Year end tax reporting would require additional
assessment and coordination with SCS.

Loan Administration:
Students in pay status may continue to make payments to service provider. Students may communicate with
staff via email. Journals to the financial system may be processed from remote site.

Non-resident Alien Compliance:

Students may access the web for tax information. Students may communicate with staff via email. Documents
for processing may be picked up from Delivery Services. Year end tax reporting would require additional
assessment and coordination with SCS.

Financial Reporting:

All activities may be accomplished off campus. This includes processing journals, account maintenance,
reconciliations, analysis and reporting. Communication with key Finance and NSHE staff may be coordinated
through email along with approvals necessary for certain transactions. Year end financial statements could be
accomplished off site as well.

FACILITIES MANAGEMENT

Custodial/Recycling: No personnel will be needed unless there is an outbreak on campus. Then we would
require custodians to use our Green solutions to disinfects and clean as necessary. We will have radio contact
with those that are needed to come to the campus.

SLC-- 2 personnel and more if an outbreak occurs at SLC

Administration/Warehouse/Motorpool--No personnel needed--can contact by radio if needed.

Grounds -- Reduce staff to 1 senior supervisor, 5 construction crew members and 2 irrigation crew members
to maintain current projects.



Maintenance -- Suspend all activities in PAINT ,CARPENTER ROOFS and WELDING SHOPS
Lockshop-- Reduce to 1

HVAC-- Reduce to 3 --others on standby

Controls-- Can Monitor from their homes.

Electrical-- Reduced to 3--others on call.

ALARMS-- Reduce to 2

SWING SHIFT -- MAINTAIN ALL 3 to do what is necessary.

WEEKEND SHIFT-- MAINTAIN BOTH ON CAMPUS

HELP DESK-- Will be fully staffed and if an outbreak on main campus -will relocate to our alternate at SLC
SUSPEND all CONTRACTS such as pest controls and elevators unless needed.

PROFESSIONAL STAFFE--Executive Director, Director of FM and Assistant Director of FM--all others can be
contacted through radios and telephones.

In summary, Facilities will need minimum staff to maintain the campus and keep moving forward on going
projects. Our hand held radios can provide communication throughout the valley and state. So we will have
contact with supervisors if needed. If an outbreak occurs on Campus, then we will need cleaning crews and
recycling to assist.

PLANNING & CONSTRUCTION

In the instance of a pandemic occurrence or emergency that would restrict campus operations, Planning and
Construction would reduce on-site staff to minimum levels. Planning and Construction would assess the
impact of campus operations restrictions on all projects and determine which projects would have restricted
activity, and which would proceed.

Planning and Construction will contact vendors providing work for our projects to advise them of the nature of
the limited campus operations and project activity restrictions. Planning and Construction staff will be advised
to stay off campus and engage in or monitor any project activities from off the campus, through methods such
remote campus computing access and telephone. A contingent of Planning and Construction staff would staff
campus operations if limited staff were permitted to be on campus, as follows:

Executive Director of Planning and Construction

Assistant Director of Design

Assistant Director of Construction

Assistant to the Executive Director of Planning and Construction

Lead Planning and Construction Administrative Staff (currently Administrative Assistant V)

A Construction Project Manager would be a delegate for the limited campus presence as a member of the
facilities assessment team in place during emergencies.

PURCHASING

If the campus is semi-open, Purchasing will use a skeleton crew (like we do for Winter break). If the incident is
more severe, Purchasing staff and campus departments can access MUNIS as well as the PCard reconciling
program off site through the web. The MUNIS administration staff can access MUNIS and Advantage remotely
to perform any administrative functions necessary between the two systems. The PCard administration staff
can communicate directly with the bank from their home phones to authorize any adjustments to card limits,
and any other transactions requiring immediate assistance from banking staff. Purchasing staff will be
assigned to check the main purchasing phone line to review any messages received and will respond to them
accordingly dependent upon their content.



RISK MANAGEMENT & SAFETY

The RMS Executive Director, Insurance / Workers’ Compensation Officer, Environmental Management & Lab
Safety Manager and the Radiation Safety Manager are members of the EOC and will be on campus if the EOC
is activated. The Insurance / Workers’ Compensation Officer will be the alternate for the Executive Director and
the Radiation Safety Manager the alternate for the Environmental Management & Lab Safety Manager.

Other RMS staff members will not be asked to staff the office unless specifically needed to address an
emergency situation. Reason: if the University closes, there will be little or no activity. In case of an
emergency, UNLVPD are the first responders and they have been provided an up to date contact list for RMS
staff and know who to call depending on the type of emergency. Response time is dependent on the situation.

Several staff members will take two way radios home and monitor transmissions in addition to utilizing cell
phones, home phones and email for communicating with each other.

RMS:

e Has arranged for everyone to remotely connect to their computers from their homes and have access
to all their files and programs. Staff members that do not have computers at home will be provided a
computer via RMS while the University is closed.

e Will be sending a communication to various campus personnel (Researchers) asking them to notify us
of any special circumstances we should be aware of and,

At UNLV Pandemic Plan Level 1 RMS will:

¢ Compile and maintain a stockpile of supplies that could be needed during a pandemic (face masks,
latex gloves, hand sanitizer, tissues, etc.).

e Encourage staff member to:
1) Be immunized,
2) Remain at home if they feel they have been infected with the flu and return 24 hours after they no
longer have a fever without the use of fever reducing drugs, and
3) Practice hygiene etiquette.

e Contact vendors, clients, consultants, contractors, etc. to ensure continued services during the
pandemic, if possible and if not then make adjustments accordingly.

e Begin working with researchers, labs, professors, deans, etc. to ensure the safety of research,
hazardous and radioactive material during the pandemic.

At Level 2 RMS will:
¢ Heed all warnings from the Student Health Center.

e Consider reducing staff to essential function and alternate shifts.
e Rotate EOC members if necessary.
At Level 3 RMS will:

e Instruct all RMS staff members (Except EOC members) to work from home and be on call in case of an
emergency.








