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Academic Administration  

The Academic Administration team is responsible for contingency planning for all aspects of 
academic and student services functions of the college. 

Priority of Services 
Academic administration has been designated as a priority service level 3. 
 
Continuity of Operations: 
The chain of responsibility for the Collegewide Academic Administration plan has been 
defined with the following designated spokes-persons appointed: 
1.  Kent Hanson, Chief Academic Officer  
2.  Jeff Thomas, Dean of Academic Affairs, Mike Normandin, Dean of Academic Affairs 
3.  Dennis Bendickson, VP of Student Affairs, Mary Fontes, Dean of Student Affairs 
 
Pre-planning: 
It will be necessary to engage faculty and staff in planning contingencies for a pandemic.   
 

1. At the fall in-service, faculty will develop a plan to continue delivery of instruction in 
the event of an interruption. Alternative methods of delivery may include D2L, email 
or telephone communications.   

a. Fall in-service is scheduled for August 22. 
2. Student services, learning services and financial aid will be asked to identify what 

services can be continued in the event the buildings are closed. 
a. Mary and Dennis will schedule a college-wide meeting to identify which  

tasks can be continued and necessary personnel to complete the tasks. 
b. Campus meetings will start week of June 19, followed by a college-wide 

meeting. 
3. Identify tasks that can be completed by tele-commuting. 
4. Identify essential functions that must be maintained in case of pandemic. 
5. Cross-train staff to perform essential functions. 
6. Written job action sheets and instruction completed for essential functions. 

 
Scenario 1: 
The Avian flu has reached the US transmitted from wild bird to wild bird and from wild bird to 
human. Transmission is made by making direct contact with the wild bird itself; its blood or 
body fluids, bird droppings or eating the under cooked bird. Review essential services and 
determine how this scenario will impact on campus activities and what if any countermeasures 
would you do to minimize the impact. (The goal is to stay open) 
 

1. Work with communications committee to provide information to faculty and staff. 
2. Inform faculty to expedite contingency preparations for potential building closures. 

 
Pre-Scenario 2: 
Outbreak in region.  Goal is to reduce social contact. 

1. Cancel athletic and student life events. 



2. Cancel recruiting and marketing trips.(Plan developed to continue recruiting/admissions 
during reduced social contact period.) 

3. Reschedule all college-wide meetings to polycom, ITV, telephone. 
4. Initiate faculty D2L contingency plan. 
5. Cancel non-essential travel for meetings and conferences. 
6. College employees will be notified of leave options. 
7. Coordinate with healthcare committee to provide necessary supplies for essential 

services. 
 

  
Scenario 2:  
An outbreak of Avian flu has occurred on campus, possibly caused by multiple direct contacts 
with an infected bird(s). There is a “rolling wave of absenteeism of up to 30% reduction in the 
work force and a large portion of the student body is sick. The absenteeism rates climb and fall 
over the course of several weeks. Review essential services and determine how this scenario will 
impact on campus activities and what if any countermeasures would you do to minimize the 
impact. (The goal is to stay open) 
  
1. Cancel on-campus classes.   
2. Inform students through email, radio, TV that they should not come to campus until notified 

by the college.  (Coordinate with communications team). 
3. Contact by faculty to students will be made using email or D2L. 
4. Implement tele-commuting for identified employees. 
5. Building will remain open. 
 
 
Scenario 3: 
The Avian flu has changed and there is significant human to human transmission. As part of the 
local pandemic plan or by the Governor’s Executive Order the campus has become an 
inoculation site for the region. Review essential services and determine how this scenario would 
impact on campus activities and what if any countermeasures should be taken to minimize the 
impact. (The goal is to stay open) 
 

1. Communicate the impact of governor’s order on the operation of the college. 
2. Initiate plan to maintain essential services/functions. 

 
Scenario 4: 
By the Governor’s Executive Order the College is directed to become a quarantine/isolation site 
for the region. This will mean that the Governor has closed the campus and students who could 
get home are sent home. Individuals from outside the campus community are being brought to 
the College. Review essential services and determine how this scenario would impact on campus 
activities and what if any countermeasures would be taken to minimize impact. 
 
1. The campus is closed for all classes, campus activities and athletic events. 

Internal and external communications will be provided to students, faculty and staff with 
regards to the closure and throughout the recovery process. Communications will be 



continuously updating the faculty, staff and students as to when to report back to work and 
when classes will resume.  

2. Maintain communication with communications group to provide relevant information to 
employees and students. 

 
 
Scenario 5: 
By Governor’s Executive Order the College has been directed to close. This is a precautionary 
measure to help minimize the spread of the Avian flu. Students are sent home. Review essential 
services and determine how this scenario would impact on campus activities and what if any 
countermeasures would be taken to minimize the impact. 
 
1.  The campus is closed for all classes, campus activities and athletic events. 
Internal and external communications will be provided to students, faculty and staff with regards 
to the closure and throughout the recovery process. Communications will be continuously 
updating the faculty, staff and students as to when to report back to work and when classes will 
resume.  
 
 
Post-pandemic 

1. Initiate tuition plan 
2. Adjust course schedule based on enrollment. 
3. Counseling  
4. Advising/completion plans for students whose programs are interrupted. 
 


