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I. Scope: All university operations during an emergency response or disaster. 
 

II. Purpose: Emergency and continuity of operations planning is a crucial function, the University will 
mitigate the impact of operational disruptions to its campus community by implementing policies, 
procedures, and capabilities that provide continuity of operations should a catastrophic event 
occur. 

 

III. Policy: The authority to declare a campus state of emergency rests with the President of the 
University or, in his/her absence, the Chief Operating Officer/Chief Financial Officer. The primary 
responsibility for executing the response and recovery and coordination of university resources 
rests with the President. The President or his/her designee will serve as the Campus Emergency 
Response Coordinator. 

 

During a state of emergency, the Campus Safety Team, with the President or Vice President's 
authorization, shall place into immediate effect the appropriate procedures necessary to meet 
the emergency and to safeguard persons and property. The Office of the President is the official 
department for all release of information outside the University. 

 

Only those faculty and staff members who have been assigned emergency response team duties 
by President &/or COO/VP will be allowed to enter the designated emergency areas. In the 
event of a fire or a major disaster occurring on or about the campus, or one that involves 
University property, the Director of Facilities and/or designee will be dispatched to determine the 
extent of any damage to any University property. 
 
Continuity of Operations: The University utilizes highly accessible, cloud-based educational 
technologies minimizing the likelihood of interruptions in the unlikely event campus facilities are 
not accessible. In addition, Information Privacy and Data Security policies and procedures ensure 
that systems are protected from vulnerabilities, are adequately secured, and are backed up to 
prevent record destruction and/or data loss. 
 
The following resources are intended to help mitigate the impact of a catastrophic event on 
University operations: 

• Academic Records Policies provide guidance for ensuring the integrity, confidentiality, and 
security of all documents and records created, received, or maintained during academic 
activity. In the event campus facilities are not available and/or closed, transcripts can be 
provided off-site in an electronic format through a partnership with the National Student 
Clearinghouse.  

• The University’s Refund Policy provides guidance for ensuring financial refunds are 
processed in a timely manner consistent with university policy and applicable federal, state, 
and Northwest Commission on Colleges and Universities (NWCCU) accreditation 
requirements. The President maintains the authority to enact additional refund measures 
due to a catastrophic event and associated extenuating circumstances. 
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• The University’s Campus Safety Plan (U.S. & Canada) provides detailed emergency
procedures for University faculty, staff, students, and visitors to ensure safety and
protection during a fire, severe weather, loss of utilities, and other emergencies.  the
University also adheres to Emergency Notification Procedures.

Program Discontinuances and Financial Compensation: In the unlikely instance due to a 
catastrophic event  the University is unable to deliver the instruction for which students have 
registered, the University commits to one or more of the following courses of action, depending on 
the situation and on each individual student’s needs: 

• Provide a reasonable instruction delivery alternative and/or services for which students
have paid (for example online instruction delivery replaces in-person instruction delivery).

• Provide assistance in the transfer of credits to other institution(s) or determine an
alternative program path at the University..

• Provide a financial refund to the extent that no alternative instructional delivery option,
course, or program, and/or services are available.

• Should a discontinuance occur, Administration will notify students and provide available
options. In accordance with institutional accreditation requirements, a teach-out plan will
be submitted to the Northwest Commission on Colleges and Universities (NWCCU) prior to
its implementation.

IV. Responsibility: The President will oversee the future review and, if necessary, revision of this
policy.

Related Policies & Procedures 

CityU Policy Number 2400.19 Refunds Policy 
4100.27 Record Retention Policy 
4200.01 Electronic Data and Information System 
Security 
4200.03 Student Electronic Data Privacy Policy 
4300.09 Site Closure Inclement Weather Policy 
4300.09.01 Site Closure Inclement Weather 
Procedure 

Additional CityU Documents Campus Safety Plan – U.S. 
Campus Safety Plan – Canada 

Unit Head Signature: 

President’s Signature: 


