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Purpose 
The Association of Universities for Research in Astronomy, Inc. and the NSF’s National Optical-
Infrared Astronomy Research Laboratory (the company) are dedicated to the protection of their 
employees, facilities, and resources. The company will strive to continue all aspects of the core 
business processes while working to safely maintain or resume normal operations after any natural or 
man-made disasters or crisis affecting any facilities, with the goal of minimizing the impact on 
employees, equipment, research, and development endeavors. Every attempt will be made to keep 
costs within the current financial budget. For the purpose of this document, the word “disaster” is 
used for any crisis.  

This document is designed to help with onsite facility recovery; our company is diverse and includes 
separate locations. If disaster strikes one location, it is likely that other sites would continue to operate 
and/or aid in the recovery process of the site that experienced a disaster. 

The guiding principles are that key stakeholders work by consensus, that local decisions are made by 
those most familiar with the situation on the ground, and that management keeps all stakeholders 
informed in a timely manner. 

Priority is placed on developing, validating, and, if necessary, implementing this emergency plan. 
This plan was exercised during the Kitt Peak threats of the 2007 Alambre Fire, the 2008 San Juan 
Fire, and several times after that with excellent results. 

If after reading this plan, you find that improvements can be made, please contact Chuck Gessner, 
Head of Safety, Health, and Environment, 520-318-8481, gessner@lsst.org. Suggestions are 
encouraged, because we are committed to the success of this plan and the process. 

1 Administrative Duties 
The Head of Safety, Health, and Environment is responsible for establishing and implementing this 
plan. Copies of this plan may be obtained from the following sources. 

 

 Location/Address  Contact Person  Telephone Number 

950 N. Cherry Ave, Room 
149A (master copy) Chuck Gessner 520-318-8481  

Various locations (electronic 
copies)  Company management  Names and contact information located in 

plan’s telephone file 

2 Business Continuity 
This document describes how to respond to disasters and major events that threaten business 
continuity. A threat to business continuity means any event that would take an observatory off sky or 

mailto:gessner@noao.edu
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prevent normal business functions for an extended period (a week at least). Events that are already 
covered in the Safety, Health, and Environment Plan, ITO Plan, or the Security Plan are not covered 
in this plan. 

3 Incident Command System (ICS) 
The responses covered in this document re-uses resources, methods, and timelines wherever possible. 
The following description of accountability will apply in most disaster situations. The method of 
responding to disasters follows FEMA guidelines for the structure of staffing and leadership. When 
there is a threat, the diagram below shows the teams to be convened. The Incident Commander may 
request specific staff and managers to work in one or more types of team depending on the event and 
personnel available. Note that “Incident Operations” and “Incident Admin/Finance” are distinct from 
existing Operations and Administration/Facilities departments, though the staffing per incident may 
be drawn mostly from current site management structures. There is no existing equivalent of the 
Command, Planning, and Logistics teams. The Incident Commander will normally be the Acting 
Director or the most senior manager physically located at the site, but may be delegated according to 
jurisdiction (senior management off-site, local law enforcement, fire services, or FEMA). 

The Incident Command System (ICS) is a management system designed to enable effective and 
efficient domestic incident management by integrating a combination of facilities, equipment, 
personnel, procedures, and communications operating within a common organizational structure. ICS 
is normally structured to facilitate activities in five major functional areas: command, operations, 
planning, logistics, finance and administration. Sometimes Intelligence & Investigations is added as a 
sixth function. It is a fundamental form of management, with the purpose of enabling incident 
managers to identify the key concerns associated with the incident—often under urgent conditions—
without sacrificing attention to any component of the command system. 

ICS establishes lines of supervisory authority and formal reporting relationships. Direction and 
supervision follows established organizational lines at all times. The following are the major 
responsibilities and duties of all ICS positions. Individual agencies may have additional 
responsibilities and more detailed lists of duties.  
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4 Emergency Operations Center (EOC) or Crisis 
Management Team (CMT) 

This is a separate team and not part of the Incident Command. This is the team that plans, leads, 
organizes, controls, and guides the organization strategic response and restoration. This team is a 
group of senior managers that can be both on scene and located away from the disaster site. 

The names CMT and EOC are synonymous. An EOC would be established for an incident of finite 
duration, for example, response to a natural disaster. A CMT is established for situations of an 
ongoing and unpredictable duration, such as civil unrest. 

The purpose of the Crisis Management Team (CMT) is to facilitate coordination between AURA and 
OIR Lab staff at the disaster site with their counterparts at other locations, to support sound decision-
making, to assess and manage risks, and to coordinate communications associated with events at the 
disaster site. 

Responsibilities 
• Recognize there is a crisis. 
• Establish a leader. 
• Establish an internal communications coordinator. 
• Document the strategic aspects of the emergency. 
• Communicate with the Incident Commander, authorities having jurisdiction, staff (AURA 

and NSF), and the media. 

EOC or CMT 

(if activated) 
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• Centralize the flow of information. 
• Provide strategic direction, guidance, and resource support for the Incident Commander. 

Membership 
The CMT is jointly chaired by the OIR Lab Director and an AURA-appointed Vice President or 
equivalent. Membership of the team is structured to include key stakeholders at the site of the 
disaster, in Tucson, and in Washington/Baltimore and to cover key expertise required to meet the 
team’s goals. Members should include the following individuals:  

 
• OIR Lab Director and an AURA-appointed Vice President or equivalent (AURA-O Head of 

Mission if it involves disasters in Chile) 
• OIR Lab Deputy Director and AURA-appointed legal representative (AURA-O Chile Deputy 

Head of Mission for matters in Chile) 
• AURA Corporate Representatives (VP, COO level) 
• Program Directors and locally based Deputy Directors 
• Head of Safety, Health, and Environment 
• Service Directors 
• Construction Project managers if applicable (LSST Construction Project Manager) 
• HR leadership 

• Communications leads in Tucson, Washington/Baltimore, and Chile and at Construction 
Projects (LSST) 

• Others may be invited to participate in CMT meetings at the discretion of the co-Chairs.  

Meeting Protocol  
• Meetings of the CMT may be called by either of the co-Chairs or the Deputy Program 

Directors based at the disaster site. Other members may call a meeting in extraordinary or 
emergency situations. Meetings will be held at times that are most appropriate for the location 
operations staff. 

• Meetings will be led by the co-Chairs, or the location-based Deputy Program Directors in 
their absence. Agendas will generally not be provided in advance as the CMT is intended to 
respond to up-to-the-minute circumstances and events. 

• A note taker will be designated at each meeting. Decisions taken and communications to 
internal and external stakeholders developed at, or shortly after, each meeting will be 
recorded. A central repository of pertinent records will be retained; notes of the discussions 
will not be retained. 

Communications Protocol  
• Internal and external communications will be drafted by the communications team. 

Communications will not be distributed without approval by the co-Chairs. The co-Chairs 
will consult with other members of the CMT and AURA Corporate as appropriate prior to 
approval of communications. In Chile, all internal communications with staff will be 
distributed in both English and Spanish.  
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• Communications within the CMT will be conducted by email and WhatsApp. The OIR Lab 
IT team will create an email exploder (such as Chile_CMT@aura-astronomy.org) to ensure 
that everyone is included in email discussions. The communications team will update the OIR 
Lab web pages and the pages for impacted programs such as Gemini and CTIO to 
communicate with observers and other visitors to the site to inform them of the current 
situation and to provide travel advisories. 

• Communications with NSF and other impacted agencies will be conducted by the OIR Lab 
Director. Communications with the AURA Board and board committees will be arranged by 
AURA Corporate.  

• Communications with the authorities in Chile will be conducted by the AURA-O Chile Head 
of Mission. Similarly, communications with Chilean unions will be conducted through the 
AURA-O office and the Head of Mission. Communications with La Serena authorities (e.g., 
carabineros [Chilean national police force]) will be conducted by the Deputy Head of 
Mission.) 

Decision Authority 
• The CMT will strive to reach consensus regarding decisions relating to the disaster site. The 

co-Chairs have the authority to halt operations at the mountain sites and at the OIR Lab base 
facilities offices. Construction projects may have separate reporting lines but will respect 
decisions by AURA and the CMT. The CMT will take the special considerations around 
construction projects into account when considering actions.  

• The disaster-location Deputy Program Directors shall have authority over transportation, 
logistics, security, and operational issues short of closure. (Changes in logistics that impact 
union agreements or other legal obligations in Chile must be coordinated with AURA-O and 
the Head of Mission.) 

• In an emergency, decision authority devolves to the Deputy Program Directors. (In Chile, 
decision authority devolves to the Deputy Director of CTIO and then to the Deputy Director 
of Gemini, and then to the most senior resident on the La Serena recinto). Emergency 
decisions include calling the police; making the decision to evacuate the base facilities, the 
recinto, or the mountaintop facilities; and other decisions that require immediate action.  

• Nothing in these protocols shall diminish the authority of the Head of Safety, including the 
authority to call a work stoppage in the event of unsafe conditions or other authority 
delegated to the Head of Safety. Nor shall anything in these protocols take precedence over 
established safety and emergency procedures.  

 
Duration of the CMT 

• The CMT will remain active until such time as the co-Chairs and AURA leadership deem that 
circumstances no longer require special attention. 
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5 Incident Commander and Command Staff 
The Incident Commander is responsible for the overall management of the incident. On most 
incidents, the command activity is carried out by a single Incident Commander. The Incident 
Commander is selected by qualifications and experience. The Incident Commander may have a 
deputy who may be from the same organization or from an assisting agency. Deputies may also be 
used as section and branch levels of the ICS organization. Deputies must have the same qualifications 
as the person for whom they work as they must be ready to take over the incident commander 
position at any time.  

Responsibilities 
• Assess the situation and/or obtain a briefing from the prior Incident Commander. 
• Determine incident objectives and strategy. 
• Establish the immediate priorities. 
• Establish an Incident Command Post. 
• Establish an appropriate organization. 
• Ensure planning meetings are scheduled as required. 
• Approve and authorize the implementation of an Incident Action Plan. 
• Ensure that adequate safety measures are in place. 
• Coordinate activity for all Command and General Staff. 
• Coordinate with key people and officials. 
• Approve requests for additional resources or for the release of resources. 
• Keep agency administrator informed of incident status. 
• Approve the use of trainees, volunteers, and auxiliary personnel. 
• Authorize release of information to the news media. 
• Order the demobilization of the incident when appropriate. 

6 Incident Command Staff (ICS) 

6.1 Information Officer 

The Information Officer is responsible for developing and releasing information about the 
incident to the news media, to incident personnel, and to other appropriate agencies and 
organizations. They may work with company communications manager or equivalent 
position to formulate a company statement. 

Only one Information Officer will be assigned for each incident at the disaster location. The 
Information Officer may have assistants as necessary, and the assistants may also represent 
assisting agencies.  

 



NSF’s OIR Lab Emergency Plan 

  10 

Responsibilities 

Agencies have different policies and procedures relative to the handling of public 
information. The following are the major responsibilities of the Information Officer that 
would generally apply on any incident. 

 

● Determine from the Incident Commander if there are any limits on information 
release. 

● Develop material for use in media briefings. 
● Obtain Incident Commander’s approval of media releases. 
● Inform media and conduct media briefings. 
● Arrange for tours and other interviews or briefings that may be required. 
● Obtain media information that may be useful to incident planning. 
● Maintain current information summaries and/or displays on the incident and 

provide information of status of incident to assigned personnel. 

6.2 Safety Officer 

The Safety Officer’s responsibility is to develop and recommend measures for assuring 
personnel safety and to assist and/or anticipate hazardous and unsafe situations. 

Only one Safety Officer will be assigned for each incident at the disaster location. The 
Safety Officer may have assistants as necessary, and the assistants may also represent 
assisting agencies. Safety assistants may have specific responsibilities such as hazardous 
materials, etc. 

Responsibilities 
● Participate in planning meetings. 
● Identify hazardous situations associated with the incident. 
● Review the Incident Action Plan for safety implications. 
● Exercise emergency authority to stop and prevent unsafe acts. 
● Investigate accidents that have occurred within the incident area. 
● Assign assistants as needed. 
● Review and approve the medical plan. 

6.3 The ICS General Staff Positions 

The General Staff consists of the following positions that report to the Incident 
Commander. 

● Operations Section Chief 
● Planning Section Chief 
● Logistics Section Chief 
● Finance/Administration Section Chief 
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6.4 Operations Section 

The Operations Section is the tactical group that is providing in the field response to the 
disaster.  

This group may also be responsible for restoration and recovery after the disaster. 

 Responsibilities 
● Manage tactical operations. 
● Interact with other Section to develop the operations portion of the Incident 

Action Plan.  
● Request resources needed to implement the Operation’s tactics as a part of the 

incident Action Plan development. 
● Assist in the development of the operations portion of the Incident Action Plan. 
● Supervise the execution of the incident Action Plan for Operations. 
● Maintain close contact with subordinate positions. 
● Ensure safe tactical operations. 
● Request additional resources to support tactical operations. 
● Approve release of resources from assigned status (not release from the 

incident). 
● Make or approve expedient changes to the Incident Action Plan during the 

Operational Period as necessary. 
● Maintain close communication with the Incident Commander. 

6.5 Planning Section 

The Planning Section collects, evaluates, processes, and disseminates information for 
use at the incident. When activated, the Section is managed by the Planning Section 
Chief who is a member of the General Staff.  

Responsibilities 
● Collect and process situation information about the incident. 
● Supervise preparation of the Incident Action Plan. 
● Provide input to the Incident Commander and Operations Section in preparing 

the Incident Action Plan. 
● Reassign out-of-service personnel already on-site to EMS organizational 

positions as appropriate. 
● Establish information requirements and reporting schedules for Planning Section 

units (e.g., Resources). 
● Determine need for any specialized resources in support of the incident. 
● Establish special information collection activities as necessary, e.g., weather, 

environmental, toxic, etc. 
● Assemble information on alternative strategies. 
● Provide periodic predictions on incident potential. 
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● Report any significant changes in incident status. 
● Compile and display incident status information. 
● Oversee preparation of Incident Demobilization Plan. 

6.6 Logistics Section 

All incident support needs are provided by the Logistics Section. 

Responsibilities 
● Manage all incident logistics. 
● Provide logistical input to the Incident Commander in preparing the Incident 

Action Plan. 
● Brief Branch Directors and Unit Leaders as needed. 
● Identify anticipated and known incident service and support requirements. 
● Request additional resources as needed. 
● Review and provide input to the Communications Plan Medical Plan and Traffic 

Plan.  
● Supervise request for additional resources. 
● Oversee demobilization of Logistics Section.  

6.7 Finance/Administration Section 

The Finance/Administration Section is responsible for managing all financial aspects of 
an incident. Not all incidents will require a Finance/Administration Section. Only when 
the involved agencies have a specific need for Finance/Administration services will the 
Section be activated.  

Responsibilities 
● Manage all financial aspects of an incident. 
● Provide financial and cost analysis information as requested. 
● Gather pertinent information from briefings with responsible agencies. 
● Develop an operating plan for the Finance/Administration Section; fill supply 

and support needs.  
● Determine need to set up and operate an incident commissary. 
● Meet with Assisting and Cooperating Agency Representatives as needed. 
● Maintain daily contact with agency(s) administrative headquarters on 

Finance/Administration matters. 
● Ensure that all personnel time records are accurately completed and transmitted 

to home agencies, according to policy. 
● Provide financial input to demobilization planning.  
● Ensure that all obligation documents initiated at the incident are properly 

prepared and completed.  
● Brief agency administrative personnel on all incident-related financial issues 

needing attention or follow-up. 
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7 Core Business Processes 
The core business processes to keep functioning during a recovery process include the following. 

 

 Business process Departments 
affected 

Must be functioning 
within what timeframe 
after a disaster 

Management and communications with the National 
Science Foundation, other government agencies, and 
collaborators 
Leadership of recovery efforts 

AURA Corporate 
Office, Director’s 
Offices 

As soon as possible 
(ASAP) 

Facilities Operations—power, water, gas, telephone, 
services, and maintenance of operations. 
Management of recovery efforts and perform 
recovery efforts. 

Entire organization  ASAP  

Computer Infrastructure Services (IT)—email, 
servers, intranet and internet, computer rooms Entire organization ASAP  

Communications (Manager)—Media contact and 
preparation of statements  

Entire organization, 
public opinion ASAP and continued  

 Communications—maintain home page with status 
of the crisis 

Entire organization, 
public opinion Immediate if possible  

AURA Central Administrative Services (AURA 
CAS)–Administration  

Procurement 
Dept.)—
procurement of 
materials 

One day 

 
AURA CAS–Administration  

Procurement and 
Contracts One day 

AURA CAS–Administration Payroll One week 

AURA CAS–Administration  HR—Benefits 
management One day to a week  

AURA CAS–Administration Accounting One day to a week 

Construction Projects NSF and 
Collaborators 

Resume work under safe 
conditions as quickly as 
possible. 

 Engineering and Instrumentation  NSF and 
Collaborators 

Resume work under safe 
conditions as quickly as 
possible. 

 Scientific Research NSF and Grantors  
Resume work under safe 
conditions as quickly as 
possible.  
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 Business process Departments 
affected 

Must be functioning 
within what timeframe 
after a disaster 

Observatories and tenants 
 

Astronomical 
Community  

Resume observations 
under safe conditions as 
quickly as possible. 

8 Risk Estimation 
A quantitative estimation of risk or mishap can be made relatively easy by the process and guidelines 
of the “Mil Spec Standard” or MIL-STD-882 (a U.S. military standard for risk assessment). In 
summary, each risk is ranked based on two criteria: the severity of the problem and the likelihood or 
probability. 

9 Severity 
Severity of a mishap is ranked into one of the following four well-defined categories. 
1. Catastrophic – Could result in one or more of the following: death, permanent total 

disability, irreversible significant environmental impact, or property loss exceeding 
$10M. 

2. Critical – Could result in one or more of the following: permanent partial disability, 
injuries or occupational illness that may result in hospitalization of at least three 
personnel, reversible significant environmental impact, or property loss exceeding $1M 
but less than $10M.  

3. Marginal – Could result in one or more of the following: injury or occupational illness 
resulting in 10 or more lost work days, reversible moderate environmental impact, or 
property loss exceeding $100K but less than $1M.  

4. Negligible – Could result in one or more of the following: injury or illness resulting in 
less than 10 lost work days, minimal environmental impact, or property loss less than 
$100K. 

10 Probability 
The measures of probability of a mishap are the following. 
1. Frequent – Likely to occur often in the life of an item. \ 
2. Probable – Will occur several times in the life of an item.  
3. Occasional – Likely to occur sometime in the life of an item.  
4. Remote – Unlikely, but possible to occur in the life of an item.  
5. Improbable - This risk is so unlikely that it can be assumed occurrence may not be 

experienced in the life of an item Risk Level.  



NSF’s OIR Lab Emergency Plan 

  15 

The last step in preliminary risk estimation is to make one more classification: the risk level. 
There are five categories specified in the MIL Spec Standard.  
 

Value Risk Level 

1 - 5 High 
6 – 9 Serious 

10 – 17 Medium 
18 - 20 Low 

21 Eliminated 
 

In the Mil Spec Standard, a numerical value is assigned to each combination of severity and 
probability by adding the two values, yielding 20 possible “risk indexes” organized as 1 = 
highest risk, 20 = lowest risk. The new probability level “eliminated” is given a risk index of 
21. 

In this exercise, the most disastrous risks to the organization have been identified; other risks 
that can be mitigated or have been mitigated are not identified. 

11 Disaster Threats and Business Impact  
Knowing that the following listed disasters may not include every emergency that may be managed; 
the following potential threats were identified. These threats have been identified as the most 
damaging to the organization and are considered beyond normal operating parameters and cannot be 
fully mitigated.  

 

 Disaster threats  Severity  Probability  Risk level 

Loss of key personnel: simultaneous loss of 
several people, workplace fatality, 
workplace violence, terrorism, pandemic – 
mass illness 

(1) Catastrophic (4) Remote (5) High 

Loss of data or data equipment 
infrastructure: physical destruction of data 
lines, loss of internet, loss of intranet, 
server software failure, sabotage 

(3) Marginal (2) Probable (5) High 

Wildfire – Kitt Peak and La Serena (1) Catastrophic (1) Frequent (2) High 
Facilities building fire – all locations (1) Catastrophic (2) Probable (3) High 
Long-term power loss: transformer failure, 
generator failure – all locations (3) Marginal (2) Probable (4) High 
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 Disaster threats  Severity  Probability  Risk level 

Plane crash – Tucson (flight path of 
DMAFB) (1) Catastrophic (4) Remote (5) High 

Earthquake – Chile and Hawaii (1) Catastrophic (2) Probable (3) High 
Loss of observatory road access due to 
weather, rock fall, protesters – civil unrest, 
all observatories 

(3) Marginal (2) Probable (5) High 

Volcano eruption – Chile and Hawaii, Lava 
flow, Hawaii (1) Catastrophic (4) Remote (5) High 

Hurricane or severe weather – all locations (3) Marginal (4) Remote (7) Serious 
Tsunami – Hilo and La Serena (3) Marginal (4) Remote (7) Serious 
Lightning strike – all locations (3) Marginal (2) Probable (5) High 

12 Risk Reduction and Elimination  
The following strategies and items have been established to reduce or eliminate risks: 

13 This Emergency Plan 
The development and maintenance of this document with various helpful appendices and 
attachments that are kept by key personnel. 

14 Kitt Peak 
• We maintain close cooperation with the Tohono O’odham emergency services; staff 

emergency response training and land management. 
• Wildland firefighting equipment including fast attack vehicle, water trucks, foam 

machines, and other ancillary equipment are located in the Kitt Peak “fire barn.” 
• Three emergency cell phones are kept at key locations on the mountain; see the Kitt 

Peak Emergency Manual for phone numbers. 
• Employees are encouraged to obtain EMT status. 
• Supplies of medical equipment to support the EMT’s are located in the fire barn. 
• Three AEDs are located at strategic locations on the mountain. 
• Safety supplies and other construction materials are stored in the Facilities 

maintenance area. 
• An 80-foot-diameter helicopter-landing zone marked in visitors parking area with 

windsock; emergency landing lights in fire barn. 
• First aid kits and rescue equipment are located in strategic locations in every 

building. 
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• Spill clean- up and containment kits are located in Facilities maintenance area. 
• All employees carry radios, and a bank of spare radios are located in a charging 

station at the administration building. Radios include NOAA weather band. 
• Fire-Smoke Detection is installed in every major building and is complemented with 

fire extinguishers in strategic locations. 
• The Kitt Peak Emergency Manual details actions to be taken in the event of 

emergencies. 
• Water is processed from rain/snow and stored in two 500,000-gallon storage tanks. In 

low-moisture periods the supply is supplemented by trucking water from Horseshoe 
Reservoir, with a minimum level maintained at 250,000 gallons for fire protection. 
Other small water tanks are located on the mountain. 

• Two diesel generators can supply emergency power to the mountain. 
• Various mobile equipment including earth moving equipment and tanker trucks. 
• Lightning arrestors and lightning protection systems are installed on all major 

buildings. 
• The visitor center is controlled by a Key Card entry system that is tied into the 

Tucson system. 
• Dorm rooms are equipped with a stand-alone Key Card swipe entry system. 
• Gasoline and diesel fuel storage is located in the facilities maintenance area. 
• Emergency lighting is provided in various locations. 
• An Emergency call-out list is maintained by the Facilities Manager and distributed to 

key personnel. 

15 Tucson Facilities at 950 N. Cherry Avenue 
Safety, Facilities, and General 

• Security guards provide after-hours fire watch and security at the Tucson location 
from 5:00 p.m. to 7:30 a.m., weekends and holidays. 

• An electronic keycard access system controls access to the main building, other 
support buildings, parking areas, and specific interior areas. The program and data 
are managed by a home server and computer. Controllers that control up to 16 doors 
are located throughout the facilities and can operate independent to the server. 
Controllers are powered by AC with battery backup. Estimated time for a controller 
to work on battery backup is 8 hours. Doors are normally locked and will fail locked. 
Backup entrance door hard keys are secured in Facilities. Facilities employees can 
access the Facilities building with a facilities key. Keycards include a photo 
identification of employees and other authorized visitors (some cards without photos 
are used for contractors and occasional visitors). Interior and exterior door hard keys 
are issued as required and the records are maintained within Facilities. Written 
authorization from the appropriate department supervisor or manager is required for 
special or off-system keys. Keycards will be deactivated when Facilities is notified 
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upon termination of employment, when lost or stolen, or when not returned from a 
visitor. 

• Security cameras are located at the reception area, main parking lot, and the service 
yard. 

• A building energy management and monitoring system is located in Facilities for 
HVAC and other utility function status. 

• Fire-smoke detection is installed in every major building and is complemented with 
fire extinguishers. The basement of the main building is protected by two sprinkler 
systems. The computer room is protected by a Halon fire suppression system. 

• An internal radio communications system is managed by Facilities, with NOAA 
weather band and radio communication with Kitt Peak and shuttle vehicles. 

• A television and radio scanner is located at Facilities. 
• Spill clean-up and containment kits are located in Facilities. 
• Safety supplies and other construction materials are stored in Facilities. 
• Replacement utility pumps, electrical components, redundant HVAC systems, and 

additional supplies are maintained by Facilities. 
• First aid kits and response equipment are located throughout the facilities. 
• AEDs are located at strategic locations in the buildings. 
• Gasoline fuel storage is located in the Facilities maintenance area. 
• Telescope data are regularly backed up and transmitted off the mountain via the 

internet. 
• Use of fireproof vault in DMAC building 
• Duplicate copies of engineering records are maintained at alternate locations (not 

100% complete). 
• Emergency lighting is located throughout buildings. 
• SDS sheets are located in the Logistics office and on the intranet. 
• First aid, CPR, and AED training is offered to staff. 
• Vehicle have radios, first aid kits, emergency equipment, and accident reporting 

paperwork. 
• Evacuation plans are located in strategic locations in every major building. 
• An emergency call-out list is maintained by the Facilities Manager and distributed to 

key personnel. 

16 AURA Central Administrative Services (CAS) 
• Fireproof cabinets are located at CAS for storage of critical documentation. 
• Daily backup of all data files (including HR, property, payroll, and accounting) is 

performed by CAS, which maintains a backup Windows Server in a location different 
than the production servers. Installed on the server are the MS SQL Server, USL 
Financials Server, and copies of the installation programs for mission critical 
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applications. In case of extended service interruption at the CIS computer room, the 
backup server can be brought on-line to provide temporary service for financial 
applications until production servers are restored. See document “GM-16-CAS IT 
DRP-1.pdf” for more details. 

• A disruption of service at the Tucson site would have minimal impact on basic 
payroll services since a third party provider, Ultipro, is used by all AURA centers. 
Payroll data is stored on Ultipro servers and access is via secured Internet connection 
from any PC. 

• Copies of programs and applications developed in-house (CASNet, Budman, 
Reqless, Carina) kept off-site. 

• Property management database, list(s) of major equipment, and equipment are tagged 
for all NSF equipment per NSF requirements. 

• Surge protection and UPS on various critical accounting computer systems. 
• Access to the CAS building and offices are controlled by the keycard system and 

hard key management by Facilities. The building is normally locked during business 
hours. Access is limited to CAS staff, maintenance staff, security services, and 
janitorial services during off hours. 

• An intruder alarm system is located in the CAS building. 

17 Information Technology (IT) 
• Back up of non-data disk(s) of “in-office” computers, subset of these backups are 

moved to Kitt Peak. 
• USP systems and a stand-alone diesel generator protect the computer room. 
• Access to the computer room is managed by a keycard system that limits access to 

authorized employees. 
• External access to the intranet requires authorization from CIS via issuance of a user 

name and password and is controlled by a VPN service. 
• Browser web filtering and email filtering is provided by third party monitoring 

software. 

18 Hilo Offices 
• An electronic keycard access system controls access to the main building, other 

support buildings, parking areas, and specific interior areas. 
• Access to the computer room is managed by a keycard system that limits access to 

authorized employees. 
• First aid kits and response equipment are located throughout the facilities. 
• AEDs are located at strategic locations in the buildings. 
• Telescope data are regularly backed up and transmitted off the mountain via the 

internet. 
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• Duplicate copies of engineering records are maintained at alternate locations. 
• Emergency lighting is located throughout buildings. 
• SDS sheets are located in the Logistics office and on the intranet. 
• First aid, CPR, and AED training is offered to staff. 
• Vehicle have radios, first aid kits, emergency equipment, and accident reporting 

paperwork. 
• Evacuation plans are located in strategic locations in every major building. 
• An emergency call-out list is maintained by the Facilities Manager and distributed to 

key personnel. 

19 AURA recinto in La Serena 
• Full-time guard service is provided for the recinto. 
• A high fence surrounds the recinto and entry is allowed through two guarded 

entrances. 
• Evacuation plans are located in strategic locations in every major building. 
• All buildings on the AURA-Chile compound are small-scale, relatively lightweight 

structures of one or two stories and not highly susceptible to major damage in the 
event of an earthquake. All new construction and additions are designed to current 
seismic requirements. 

• Fire-smoke detection is installed in every major building and is complemented with 
fire extinguishers and fire hose stations located outside the buildings. Computer 
rooms are protected by gaseous fire-suppression system. 

• Fire hose stations are located outside every major building and throughout the 
compound. 

• A radio communications system between Cerro Tololo and the La Serena guardhouse 
is maintained. 

• Spill clean-up and containment kits are maintained on-site by location safety 
coordinators. 

• Safety supplies and other construction materials are maintained on-site by location 
safety coordinators. 

• Replacement utility pumps, electrical components, HVAC parts, and additional 
supplies are maintained by Facilities. 

• First aid kits and response equipment are located throughout the facilities. 
• AEDs are located at strategic locations. 
• Telescope data are regularly backed up and transmitted off the mountain via the 

internet. 
• Emergency lighting is located throughout buildings. 
• SDS sheets are located within the departments that use hazardous materials. 
• First aid, CPR, and AED training are offered to staff. 
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• Vehicles have radios, first aid kits, emergency equipment, and accident reporting 
paperwork. 

• Evacuation plans are located in strategic locations in every major building. 
• A standby diesel generator can supply power to the recinto. 
• An emergency call-out list is maintained and distributed to key personnel. 
• Municipal water is supplied to the recinto. Water can be pumped from an on-site 

well. A 50,000-gallon tank provides water storage. 

20 Gemini Observatory on Maunakea 
• Two-way radios that are tied in with other tenants of Maunakea are available. 
• A 9500 base station can provide lodging and X days of food and water service. 
• Rescue vehicle is shared by Observatories / Emergency Evacuation Vehicle.  
• Advanced first aid and AED training are offered to all personnel. 

Emergency First Aid Equipment 
• Stationed in the 2nd floor entrance area and 5th floor elevator vestibule.  

o Automated External Defibrillator (AEDs) 
o Backboards 
o First responder bags 
o Emergency medical oxygen 

Site Control 
• Upon arrival, employees shall place their initials on the sign-in board next to the 

vehicle they came up in.  
• Pick up a two-way radio and inform the Duty Officer of your arrival. If there are 

sufficient radios, keep it with you or be sure that someone has a two-way radio in the 
area you will be working in.  

• When leaving, inform the Duty Officer of your departure, return the two-way radio to 
a charger, and place an arrow, indicating that the vehicle has left, next to the vehicle 
you will be going down in. 

Emergency Escape Routes 
• There are five (5) exits out of the facility:  

o Two on level 1, located on either side of the Platform Lift 
o Two on level 2, located at the south end of the corridor near the Crew Room and 

at the south end of the fan chamber in the exhaust tunnel 
o One on level 5, located on the west side of the Platform Lift 

• Always keep in mind where the best exit is located with respect to your location.  
Evacuation 

• The best way to alert telescope personnel to evacuate the facility is through the use of 
a fire pull station; alternatively, an evacuation alert can be communicated over the 
two-way radios.  



NSF’s OIR Lab Emergency Plan 

  22 

• Once the evacuation alert is given, exit the building through the nearest safest exit.  
Accounting for All Employees 

• Once outside of the facility, all employees will regroup as quickly as possible at the 
Meeting Area, which is at the top of the south stair entrance to the Support Facility. 
The person nearest the sign-in board will bring it to the Meeting Area, and roll call 
will be taken as quickly as possible. 

All Clear 
• Once outside, wait for the "all clear" from the incident commander to return to the 

building. 
• If you suspect a false alarm, remain in the meeting area until the incident commander 

and/or firefighters give the “all clear.” 
Reporting the Emergency 

• Dial 9-1-1 
o All our vehicles are equipped with cellular phones and satellite phones. Also, as 

soon as possible, inform the Director, Telescope Technical Manager (TTM), and 
the Safety Coordinator. 

o Let the emergency dispatcher know that you are on Maunakea at the Gemini 
Observatory, the type of emergency, and the number of patients involved.  

o If the regular phone lines are down, there is an emergency phone located on the 
wall between the entrances to the kitchen and engineering workspace.  

Medical and Rescue Duties 
• If personnel are injured, those that are first aid trained shall render first aid as 

required.  
• Use latex gloves and any other bodily substance isolation Personal Protective 

Equipment (PPE) if you may come in contact with any body fluids. 
Medical and Rescue Duties 

• Follow the MKSS “Mauna Kea Emergency Procedures,” utilizing the Emergency 
Evacuation Vehicle (EEV) as necessary.  

• The key for the EEV is kept in the MK Engineering workspace, on the vehicle 
keyboard, highlighted with a red border. 

• There is also a backup key in a magnetic key box under the eaves of the metal shed 
beside the EEV. 

21 Observatories at Cerro Tololo and Cerro Pachón 
• Roads on AURA property providing access to Tololo and Pachón are maintained 

daily and cleared when necessary following storms and other emergencies by on-staff 
equipment operators using AURA-owned road grader, bulldozer, trucks, and other 
equipment. 
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• The entrance to AURA mountain property is guarded by a full-time security service. 
Employees and visitors must stop at the entrance. Radio contact is made to the 
mountain and the security service monitors the journey. 

• Company vehicles are monitored by real-time GPS (future goal). 
• Emergency call stations are located approximately every 5 km on the roads to the 

mountain observatories. 
• Both Tololo and Pachón have ambulances and firefighting equipment. 
• Tololo and Pachón are staffed 24/7 with paramedics. 
• Clinics and supplies of medical equipment are established to support the clinics on 

Tololo and Pachón. 
• AEDs are located at strategic locations on the mountains. 
• Safety supplies are stored in the Facilities maintenance area. 
• First aid kits and rescue equipment are located in strategic locations in every 

building. 
• Spill clean-up and containment kits are located in Facilities maintenance areas. 
• A radio communications system is maintained by Facilities. Key employees of every 

work group carry hand-held radios. 
• Telescope buildings and other critical facilities on Tololo and Pachón are designed to 

withstand maximum anticipated seismic loads. 
• Fire-smoke detection is installed in every major building and is complemented with 

fire extinguishers in strategic locations. 
• The Emergency Manual details actions to be taken in the event of emergencies. 
• Water is pumped from the valley and stored in 50,000-gallon storage tanks on Tololo 

and Pachón, with a minimum 50% level maintained at all times for fire protection. 
• Both Tololo and Pachón are served with electrical power by a connection from the 

regional electrical utility company. Diesel generators provide emergency power 
backup at all facilities on both mountains. 

• Lightning arrestors and lightning protections systems are installed on all major 
buildings. 

• Gasoline and diesel fuel are provided from underground storage tanks in the Tololo 
maintenance and storage area. Diesel storage is provided at LSST. 

• Emergency lighting is provided in all buildings. 
• An emergency call-out list is maintained and distributed to key personnel. 

22 Emergency Plans  
Please refer to the following emergency plan(s), in the event of an emergency. 
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 Emergency plans   Location of plan  Plan administrator  
 Telephone 
number 

Kitt Peak Emergency 
Manual /Procedures  

Hard copy – various 
locations, Tucson and 
KPNO websites  

Safety Manager 520-318-8211  

Facilities – PBX Failure 
Manual  Facilities  Facilities Manager 

and Admin Assistant  
520-318-8284 and 
520-318-8106  

Cybersecurity and 
Acceptable Use Plan IT Head of IT  

Power Recovery Procedure 
–Tucson Facilities  Facilities Manager 

and Electrician(s)  
520-318-8284 and 
520-318-8141  

Communications – 
Tucson/AZ media contact 
list  

EPO  Communications 
Manager   

Fire prevention – 
Firefighting plan AURA-O Chile AURA-O Safety 

Manager  

Winter Plan AURA-O Chile AURA-O Safety 
Manager  

Evacuation plan – 
earthquake and tsunami AURA-O Chile AURA-O Safety 

Manager  

Physical Security Plan  
 Head of Safety, 
Health, and 
Environment 

 
 

LSST Emergency 
Procedures LSST Safety Safety Supervisor  

Gemini Safety Manual  Gemini Web Page  Safety Manager 
808-974-2624 
 

Evacuation Plans  Throughout structures at all 
sites  Safety   

23 Recovery Goals and Objectives  
Based on the business impact analysis, the immediate goals and objectives for disaster recovery 
include the following. 

❑ The health and safety of the persons in the affected area 
❑ The health and safety of the personnel responding to the emergency 
❑ Protection of property, facilities, and infrastructure 
❑ Consideration of the impact on the environment 
❑ Economic and financial condition of the organization 
❑ Identification of resources that could help recovery 
❑ Continuity of operations as much as practicable and restore functionality 
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❑ Delivery of services during the disaster and thereafter 
❑ Development and costing of repair/replacement plans 
❑ Maintaining regulatory and contractual obligations 
❑ Maintaining the good reputation of the organization 
❑ Restoration of the capability of full scientific operation 
❑ To prevent (if possible) reoccurrence 

24 Recovery Suggested Steps  
Get Started 

• Gather staff off-site to assign tasks and review salvage priorities. Create a team large enough 
for the work. 

• Establish a “Command Center” with office equipment (computers, photocopier, etc.) and 
communications tools (radios and cell phones). 

• Evaluate the status of the infrastructure including electrical power, water, gas, telephone 
system, internet service, and other service. 

• Notify emergency officials of the extent of damage. Contact peer or professional groups for 
help if needed. 

• Appoint the Information Officer and the Safety Officer to report conditions and determine the 
need for help/volunteers. 

• Create a secure salvage area that may include locks, fans, tables, shelves, plastic sheeting, 
drying materials, and clean water. 

• Verify financial resources: amount and terms of insurance, government assistance, potential 
outside funding. 

• Contact service providers for generator(s), freezer(s), and drying or freeze-drying services. 
• Arrange for repairs to security system if needed. 

Stabilize 
• Some building contents may be contaminated. Do not enter without current tetanus shots, 

protective gloves/clothing, hard hat, and NIOSH-approved respiratory mask. 
• Identify and repair structural hazards. Remove debris from floor. 
• Reduce temperature and relative humidity at once to prevent mold outbreak. Ideal targets are 

less than 70° F/45% relative humidity. 
• If warm outside, use coldest air conditioning setting; cover broken windows with plastic. 
• In cool, low-humidity weather, open windows and use circulating fans. If mold is already 

present, do not circulate air. 
• Do not turn on heat unless required for human comfort. 
• Remove standing water and empty items containing water; remove wet carpets and 

furnishings. 
• If everything is soaked, use commercial dehumidification. 
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• Purchase needed supplies. 
• Document. 
• Once it is safe to enter the building, make a preliminary tour of all affected areas. Wear 

protective clothing. 
• Do not move objects without documenting their condition. 
• Use a digital-type camera or video camera to record conditions of items and structure. Make 

sure images clearly record damage. Supplement with better quality photos when necessary. 
• Make notes and voice recordings to accompany photographs. 
• Assign staff to keep written records of contacts with insurance agents and other investigators 

and staff decisions on retrieval and salvage. 
• Make visual, written, and voice records for each step of salvage procedures. 

Retrieve and Protect 
• Leave undamaged items in place if the environment is stable and area secure. If not, move 

them to a secure, environmentally controlled area. 
• If no part of the building is dry, protect all objects with loose plastic sheeting. 
• When moving collections, give priority to undamaged items. Separate undamaged from 

damaged items. 
• Until salvage begins, maintain each group in the same condition as found; i.e., keep wet items 

wet, dry items dry, and damp items damp. 
• Retrieve all pieces of broken objects and label them. 
• Check items daily for mold. If mold is found, handle objects with extreme care and isolate 

them. 

Assess the Damage 
• Notify insurance representative or risk manager. An on-site evaluation may be needed before 

taking action. 
• Make a rough estimate of the type of materials affected and the extent and nature of damage. 

A detailed evaluation can slow recovery. 
• Look for threats to worker safety. Determine status of security systems. 
• Look for evidence of mold. Note how long the materials have been wet and the current inside 

temperature and relative humidity 
• Documenting the damage is essential for insurance and will help with recovery. 

Establish Salvage Priorities 

Establish salvage priorities by groups of materials, not item-by-item. Focus first protection efforts 
and salvage work on 
• vital institutional information, employee and accounting records, and database backups; 
• items most prone to continued damage if untreated; and 
• materials most likely to be successfully salvaged. 
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25 Organizational Structure during a Disaster  
Two groups are identified in the organization to respond to a disaster. The Emergency Operations 
Center Team would be involved in planning, leading, organizing, controlling, and supporting the 
response and restoration of the on-site disaster Incident Command Team and in optimizing the overall 
organization’s performance. This team is a group of senior managers and is usually located remote 
from the disaster site. The Incident Command Team plans the details of the response and the 
restoration of the disaster. This Team is usually located near the disaster site and is comprised of local 
managers. 

Emergency Operations Center Team 

This team consists of senior managers appointed by the Director with special skills, such as 
operations management, human resources, public relations, legal, security, finance, etc. They develop 
strategies and provide strategic guidance for the organization and support to the Incident Commander 
on-site dealing with the emergency. In the organization, this team may consist of members from 
AURA and/or direct reports of the Director. The team has the ultimate authority for the activities, 
resources allocated, and personnel involved in the response and recovery. They also provide resources 
and other assistance required by the Incident Command Team. Generally, this team performs the 
following tasks. 

• Identifies high-level organizational issues 
• Analyzes the conditions of the organization and the extent of the damages. 
• Set priorities for the organization. 
• Selects alternatives for staffing and placement.  
• Implements actions that supports local response activities. 
• Allocates resources such as finances and labor. 
• Interface and cooperate with the community, providing resources if needed. 
• Follows up with Incident Command Team to ensure needed resources are provided. 

The Emergency Operations Center Team responsibilities include the following. 
• Recognize there is a crisis. 
• Establish a leader. (May not be the Director.) 
• Establish an internal communications coordinator. 
• Document the strategic aspects of the emergency. (Have someone take notes.) 
• Link with the Incident Command Team and/or the authority having jurisdiction. 
• Establish and maintain contact with senior staff. 
• Centralize the flow of information by establishing an Emergency Operations Center. 
• Establish the Emergency Operation Control Center location, most likely Tucson. 
• Provide strategic direction, guidance, and resource support to the Incident Commander and 

maintain the overall organization’s operation. 
• Notify and keep higher levels of management informed (AURA and NSF). 
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• Define a strategy for dealing with and establishing media contact(s) and location(s) as well as 
o developing approved statement on situation and known recovery schedule; 
o distributing information to media/responding to queries; 
o preparing internal communications; and  
o providing regular public/media status reports. 

• Assure compliance with relevant international statutes and regulations. 
• Coordinate strategic level contacts with government and law enforcement authorities. 
• Prepare for government investigations. 

o Monitor financial aspects of the response and recovery 
o Resource lists 
o Personnel management 
o Response equipment 
o Support equipment 
o Contracting 
o Claims procedures 
o Cost documentation 
o Determine signatory authority for expenditure if different from normal procedures. 
o Notify insurance organizations and coordinate insurance activities. 
o Set up service agreements outside of the company, if needed. 

• Devise plan(s) for handling observer/instrument support. 
• Develop plans to rebuild web pages, computer files, and paper files. 
• Prepare contact lists from Ultipro database. (Note: contact information in Ultipro should be 

updated yearly) (Determine a means to have people check in like WhatsApp or blog.) 
• Set up off-site individual capabilities for remote work via the managers. 
• Provide continued support to observers and instruments. 
• Foster the interest of the U.S. astronomical community. 
• Monitor employee behavior and actions during the emergency; this is not business as usual. 
• The Director or the respective designate will brief the employees, the public, AURA, and 

NSF on the damage and on our needs and strategies. 

Alternative Site(s) for the Emergency Operations Center 

The following alternative sites have been suggested. Depending on the location and the extent of 
damage, the following is a list of possible locations. 

• Tucson conference rooms (the most likely alternative) 
• La Serena conference rooms 
• Tololo round building 
• LSST, Gemini, SOAR control rooms 
• Facilities building 
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• CAS or DMAC building 
• Kitt Peak administration building 
• Kitt Peak dining area and conference room 
• U of A building, Steward Observatory 
• AURA Corporate offices 
• Gemini offices and conference rooms, Hilo or La Serena 
• Maunakea 9500 ft. base facility 
• STScI offices and conference rooms 
• Hotel, convention center, or other public facility 
• Modular installations 

In a worst-case scenario, it is estimated that one or more of these sites will be utilized until the 
infrastructure is re-established. 

26 Incident Command Team 
The Incident Command Team coordinates actions undertaken to manage the consequences of a 
physical incident that threatens life, environment, and assets. The Incident Command Team consists 
of members of site management and emergency response personnel and follows the Incident 
Command Systems for functional organization. It oversees the immediate and tactical response to an 
emergency and manages other aspects within the responsibility of the site manager(s). 

The Incident Command Team’s responsibilities include the following. 
• Establish a leader (Incident Commander). (May not be the site senior manager or director.) 
• Establish the local Information Officer, Safety Officer, Operations Section Chief, Planning 

Section Chief, Logistics Section Chief, and the Finance/Administration Section Chief (some 
might be the same person). 

• People’s Safety First — employees, visitors, guests, contractors 
• Incident Commander to liaison with civil defense or the department having jurisdiction 

dealing with a community disaster. 
• Secure the area and/or direct the evacuation. 
• If a crime has been committed or an industrial accident has occurred, protect evidence and 

avoid disturbing the scene for investigative purposes. 
• Locally refer the media to the Information Officer and location as assigned by the Incident 

Commander and the Emergency Operations Center Communications Manager. 
• Notify the Emergency Operations Center Team of the emergency. 
• Establish an incident command post. 
• Establish immediate priorities and goals. 
• The Incident Commander approves and authorizes an incident action plan (priorities and 

goals). 
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• The Information Officer, Safety Officer, and Section Chiefs agree and signs the Incident 
Action Plan. 

• Direct the activities of the response in the field via the Incident Action Plan. 
• Manage all aspects of the tactical response to the emergency. 
• Take all possible steps to safeguard personnel and other company assets. 
• Control and contain access to the site of the emergency. 
• Keep the Emergency Operation Center Team informed and request resources. 
• Determine and provide resource assistance required by response personnel 
• Ensure all aspects of the local response to the emergency conform to relevant local statutes 

and regulations. 
• Document on-site aspects of the emergency, its effects, and the response. 
• Cooperate with the “jurisdiction in charge” such as local fire departments. 
• Determination of unaffected segments of the operation and returning those to normal 

operations. 
• Document recovery efforts: photo and video. 
• Refer the media to the appropriate personnel and location. 
• Prepare for salvage, lay down areas, and inventory. 
• Prepares decontamination procedures. 
• Prepare for medical needs of the responders. 
• Establish communications (internal and external resources). 
• Establish transportation methods (air, land, water). 
• Establish personnel support (e.g., meals, housing, equipment). 
• Establish equipment maintenance and support. 
• Schedule planning meeting(s). 
• Conduct and document a thorough investigation of the emergency. 
• Direct the cleanup of the emergency. 
• Stands down and demobilize when appropriate. 

27 Individual Roles and Responsibilities 
To achieve the recovery goals and objectives, the following people will have the roles and 
responsibilities listed below. This section lists AURA’s management and who would replace them in 
an interim fashion if the need arose: 
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Individual, team, 
department, or agency 

Backup individual, team, 
department, or agency  Role and responsibility  

Director* Deputy Director  
Leader, Emergency Operations Center 
Team 
Assumes other functions, if needed.  

Deputy Director*  A Senior Manager appointed 
by the Director 

Member of the Emergency Operations 
Center Team 
Assumes leadership role if Director is 
unavailable. 

Location Directors Location Deputy Directors 

Member of the Emergency Operations 
Center Team and Leader of the 
Emergency Operations Center Team if 
the North is not available 

   

Science Director or 
Associate Director Senior Astronomer Managers 

Member of Emergency Operations 
Center Team 
Assists where needed. 

Engineering Head* Engineering and Technical 
Services Manager 

Member of Emergency Operations 
Center Team or may be the Incident 
Commander 
Assists where needed 

Communications Manager  Sr. Admin Staff Member of Emergency Operations 
Center Team 
Provides press releases, communications 
coordination, phone and web message 
statements. 

Director’s Admin. 
Assistant Publications Coordinator Assists the Emergency Operations Center 

Team in coordination and in note-taking. 

NSO or STScI Director Deputy Director 
Member of Emergency Operations 
Center Team. If NSO or STScI specific, 
then becomes the Leader of the SMT. 

Engineering and Technical 
Services Managers Senior Engineer(s) 

Member of the Incident Command Team. 
Evaluates current projects status, 
coordinates technical recovery 
management, and provides resources 
where necessary 

Head of Safety, Health, 
and Environment  Location Safety personnel 

Member of Emergency Operations 
Center Team. Externally communicates 
with OSHA, EPA, and other regulatory 
authorities. 

AURA CAS      

Payroll – Controller  Payroll Generalist(s) Coordinates payroll options if needed and 
manages payroll outsourcing. 
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Individual, team, 
department, or agency 

Backup individual, team, 
department, or agency  Role and responsibility  

Head Human Resources  HR Generalist(s) Sets up HR, establishes contacts, and 
arranges for counseling and notifications.  

Procurement Manager  
Contracts, Purchasing, 
Property, Sponsored Projects, 
and Logistics personnel  

Coordinates purchasing, contracting 
procedures, and off-site paper procedures 
if needed (establishes requisitions).  

CAS Senior Manager CAS Controller Coordinates internal and external 
network and accounting systems. 

Logistics 
Supervisor/Export Control 
Officer 

Logistics Specialist(s) 
Coordinates deliveries, exporting, 
licensing, material handling, and 
notifications.  

Facilities Manager Facilities Assistant Manager  Provides oversight, direction, and 
planning of facilities recovery. 

Facilities Admin. 
Assistant  Facilities Secretary  Restores phone and communications. 

Facilities Electrician(s) Facilities Manager / Facilities 
staff  Repairs power and facilities.  

Chile, Gemini, Shipping 
and Mail 

Procurement Manager, 
Financial Manager  Sets up delivery and notifications.  

Head of IT  System/Software 
Coordinator(s) 

Internet and Intranet Systems software 
and hardware support, computer support 

*The management structure lends itself to versatility and quick, temporary succession in the case that 
a manager leaves or is otherwise unable to perform her/his duties. The Director and Associate 
Directors responsible for the observatory and main divisions all have deputies or next-level managers 
that can take over if needed, including for temporary assignment of authority in the event of short-
term planned absences. In addition, the larger management team, the Executive Council, meets every 
two weeks so that the entire management team is up to speed on the critical issues affecting the 
observatory. The table above shows a matrix of leadership positions and the people/positions that will 
fill in if needed. These links apply equally to short-term absences as well as long-term interim 
replacements while permanent replacements are found. Next-level managers all report to one of the 
people in column one or two of the table above. All managers have staff that stands in for short, 
planned periods. In the event that a manager needs to be replaced, senior scientists or program heads 
perform as interim managers until replacements are hired. 

28 Recovery Procedures 
The procedures provided below assume the entire facility has been destroyed or is otherwise not 
operational. If the entire facility is not destroyed or is partially operational, then adjustments to these 
procedures will be made. 
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Within 24 Hours 

Within 24 hours after a disaster, our company will take the following steps: 
 

 Step  Action  Who is responsible  Backup person 

Safety of personnel  Removal and 
evacuation  

First responders, 
emergency personnel  

Authority having 
jurisdiction  

Elimination or 
minimize the of threat 

Foam or water for fire, 
separation, 
containment 

Fire crews  Authority having 
jurisdiction 

Secure area  Cordon, barricades, 
fences with locks Incident Commander  Facilities Coordinator 

Establish 
communications  

Radios, cell phones, 
landlines, email, 
internet, TV  

Facilities Manager and 
Head of IT 

Facilities staff and 
system software 
coordinators  

Assess risk and damage  
Hazardous material 
Inspection and 
sampling  

Safety Personnel, 
Facilities Manager, and 
Engineering Manager 

Facilities leader 
and/or coordinator  

Restore partial 
operation  

Power, water, 
operations  Facilities Manager Facilities Staff  

Public relations  Interviews, press 
releases  Communications Manager Deputy Director  

Facilities – evaluate  Review the structural 
damage of the disaster  

Facilities Manager and 
Engineering  Facilities Staff  

Facilities – identify 
plan of action  

Review options to 
recover  

Facilities Manager and 
Engineering  Facilities Staff  

Facilities – implement 
action  

Determine what is 
required  

Facilities Manager and 
Engineering Facilities Staff  

CAS        
Determine effect to 
CAS  

Contact recovery team 
members  Senior Manager  Controller  

Initiate recovery efforts  

Recover data or 
rebuild; replace 
systems and 
equipment  

Senior Manager  Controller 

Check payroll timing 
and availability of cash 
flow  

Run prior payroll, 
contact banks  Controller  

Payroll and 
Accounting 
Generalists 

Check purchasing 
status  Set up paper system  Procurement Manager  Procurement and 

Contracts Specialist 

Check cash flow and 
payment status  

Cash recovery, checks 
availability, bank 
contacts  

Controller Accounting 
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 Step  Action  Who is responsible  Backup person 

Communications       

Contact media  Call all names on 
media list  Communication Manager EPO Manager  

Within 48 Hours 

Within 48 hours after a disaster, the company will take the steps listed in the following table. 

 Step   Action  Who is responsible  Backup person 

Further assess damage  Procure professional 
consultants  

Lead Engineer and/or 
Safety Personnel 

Facilities Manager 
and/or coordinator  

Notify scheduled 
observers  Telephone and/or e-mail  Area Director  

Area supervisor, 
mountain scientific 
support  

Computer and 
communications  Determine workarounds  

IT Director, Facilities 
Manager and 
Engineering  

Facilities or IT 
Technician  

CAS        

Continue with actions 
above  

Determine the extent of 
damage and establish 
timelines  

Senior Manager  
Controller, HR 
Supervisor, 
Procurement Manager  

  
Check on staff 
availability; reassign 
duties if necessary  

Senior Manager  
Controller, HR 
Supervisor, 
Procurement Manager  

Communications       
Issue regular updates / 
status reports  

Photograph damage, if 
appropriate  Graphics Designer   

  
Provide media with 
interview access to 
senior staff  

Communications 
Manager EPO Manager 

  Possible media briefings  Communications 
Manager EPO Technical Writer  

Within 72 Hours 

Within 72 hours after a disaster, the company will take the following steps: 
 

 Step  Action  Who is responsible  Backup Person  

Repair planning  Estimates, management 
meetings  

Director, Engineering, 
Facilities Manager    
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Assess effect on 
company    Emergency Operations Center 

Team    

Ongoing Recovery Procedures 

Other ongoing recovery procedures include the following tasks. 
 

 Action  Who is Responsible  Backup person  

Facilities – Phone backups  Facilities Manager  Facilities Admin. Assistant  
Facilities – Equipment spares  Facilities Electrician    
Facilities – Facilities energy control 
system Facilities Manager    

IT – Disk backup  Systems Software Support  IT Admin. / System 
Support  

The person in charge of the Incident Command Team could be one of the following personnel: 
• Local Director or Associate Director 
• Head of Engineering or Engineering Supervisor 
• Facilities Manager 
• Facilities Supervisor 
• Scientific Supervisor 

The Head of Safety, Health, and Environment will be briefed by the person the Incident Commander 
or the Safety Officer and will brief the Emergency Operations Center Team. Specifically, there will 
be direct contact with the company Directors or their designates. 
 
The Director (or designate) will brief AURA corporate staff and possibly members of the NSF and 
other collaborators if applicable. AURA senior management may choose to be in direct contact with 
the NSF, NASA, or other collaborators such as the DOE. 

28.1 Alternative Site(s) 

The following alternative sites have been selected if an Emergency Operations Center and/or an 
incident command center is needed. Depending on the location and the extent of damage, the 
following is a list of possible locations: 

• Tucson conference rooms 
• La Serena conference rooms 
• Tololo round building 
• LSST, Gemini, SOAR control rooms 
• Facilities building 
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• CAS or DMAC building 
• Kitt Peak administration building 
• Kitt Peak dining area and conference room 
• U of A building, Steward Observatory 
• AURA Corporate offices 
• Gemini offices and conference rooms, Hilo or La Serena 
• Maunakea 9500 ft. base facility 
• STScI offices and conference rooms 
• Hotel, convention center, or other public facility 
• Modular installations 

In a worst-case scenario, it is estimated that one or more of these sites will be utilized until the 
infrastructure is re-established. 

29 Supply Lists 

29.1 Incident Command Supply List 

For disaster cleanup, the following supplies will be needed (many of which are in supply in various 
locations). Note business technology rapidly changes so use equivalents: 
❑ SB and/or Backup drives 
❑ Bulletin boards and pushpins 
❑ Computers 
❑ Calculators 
❑ Cash 
❑ Cameras 
❑ Cell phones 
❑ Chairs 
❑ Coffee maker, coffee, cups 
❑ Computers - laptops with webcams and 

speakers 
❑ Computer printers 
❑ Copies of business forms  
❑ Copies of procedure manuals 
❑ Copy paper 
❑ Fax machines 
❑ Folders 
❑ Highlighters 
❑ Labels 
❑ Microfilm/microfiche readers 
❑ Pads of paper 
❑ Paper clips 

❑ Pens 
❑ Post-It notes 
❑ Scissors 
❑ Scotch tape 
❑ Software supplies 
❑ Staple removers 
❑ Staplers and staples 
❑ Tables 
❑ Telephones 
❑ Televisions and cable connections 
❑ Three-hole paper punches 
❑ Toner/ink, typewriter, and ribbon 
❑ Waste receptacles 
❑ Plastic plates and silverware 
❑ Water and food 
❑ Whiteboards and markers 
❑ Digital Projectors 
❑ Photocopiers/scanners 
❑ Video conferencing equipment 
❑ Projector screen 
❑ UPS power 
❑ Microwave 
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❑ Refrigerators 
❑ Food supplies 

❑ Wi-fi access 

29.2  Emergency Response Supply List 
❑ Absorbents 
❑ Aprons 
❑ Barricading 
❑ Batteries 
❑ Boxes and dumpsters 
❑ Brooms 
❑ Buckets 
❑ Camera and film 
❑ Dehumidifiers 
❑ Digital cameras 
❑ Duct tape 
❑ Emergency lighting 
❑ Extension cords 
❑ Fans 
❑ First aid kits 
❑ Flashlights 
❑ Garbage cans 
❑ Generator 
❑ Goggles 
❑ Hard hats 
❑ Hearing protection 
❑ Knives 
❑ Labels and tags 
❑ Ladders 
❑ Leather gloves 
❑ Light plants 
❑ Masking tape 
❑ Mops 

❑ PA system 
❑ Paper 
❑ Paper towels 
❑ Plastic bags and ties 
❑ Plastic sheeting 
❑ Protective clothing 
❑ Pylons 
❑ Radios 
❑ Respirators and various cartridges 
❑ Rubber bands 
❑ Rubber boots 
❑ Rubber gloves 
❑ Rubbing alcohol 
❑ Scissors 
❑ Shovels 
❑ Signs 
❑ Spill prevention equipment 
❑ Sponges 
❑ Spray bottles 
❑ Staplers and staples 
❑ Tarps 
❑ Towels 
❑ Video camera and videotape 
❑ Video cameras 
❑ Waterproof pens 
❑ Wet/dry vacuums 
❑ Whistles 
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30 Recovery Supplies and Services 
To keep core business processes operational, the following supplies and software will be needed. 

 

 Supply items  Model  Supplier  Quantity 

CAS – server, modem        
CAS – software ABRA and USL backup tapes and CASNet 
backup        

Also, to keep core business processes operational, we will need the following backed-up databases 
and electronic and paper documents: 

 

 Database/Documents  
Network or 
physical 
location/date  

 Backup location  Who needs it  

Telescope instrument drawings  

Tucson drafting 
and Chile 
Engineering, Hilo 
Engineering 

Observatories  Engineering and 
Technical support  

Tololo, Pachón, Maunakea 
Services, Kitt Peak meals and 
lodging records 

Location 
reception areas    Administration  

Telescope and instruments 
operating systems  

Observatory 
computers  

Tucson, Hilo, and La 
Serena computer rooms  

Telescope 
operators, 
technical support  

Facilities and preventative 
maintenance procedures  

Observatory 
facilities 
computers  

  Facilities 
management  

Facilities – critical documents  Admin. Assist. 
computer; website  

Kitt Peak, Pachón, 
Maunakea and Tololo  Facilities  

Facilities – key list  Admin Assist 
computer  

Kitt Peak Pachón, 
Maunakea, and Tololo. 
Disaster Recovery 
documents 

Facilities  

Facilities – property surveys  Facilities 
Manager(s)  

Disaster recovery 
documents Facilities  

Facilities – telephone data Admin. Assist. On-site Facilities 

Facilities – building drawings  Facilities Drafting 
Technicians  

Facilities Engineer 
Backup server and 
portable HD  

Facilities  
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 Database/Documents  
Network or 
physical 
location/date  

 Backup location  Who needs it  

Facilities – vehicle list  Facilities Admin. 
Asst.  

Portable HD and Disaster 
Recovery Flash drive – 
Insurance documentation  

Facilities  

CAS – off-site backup tape    Provided services Network 
administrators  

CAS – backup of individuals 
PCs    Portable hard drives    

Communications – media 
contact list  Hardcopy    Communication 

Manager 
Communications – senior staff 
list  Hardcopy  Disaster recovery 

document 
Communication 
Manager 

Communications – network or 
physical POS   Visitor Centers  Tucson and Gemini 

computer room  
Visitors Centers 
Operations 

Communications – AOP 
images  

NOP Office 
Computer  

AOP program, Portable 
HD    

IT – storage backup    Kitt Peak, Others All  

To obtain services and supply items, the following is a list of service and supply vendors: 
 

 Service types  Vendor  Address  Phone/Fax 

See Facilities vendor contact list.doc       
See CAS service and supplies list.doc    
CAS – banking, loans, etc.  JP Morgan Chase     
CAS – Benefits        
CAS – Insurance Broker        
CAS – Temp agencies        
CAS – Ultipro HR and payroll 
software  Ultimate Software  

2000 Ultimate Way,  
Weston, FL 3326  

CAS – USL accounting software  Public-Sector 
Solutions  

900 S. Washington 
Street, Falls Church, VA 
22046  

703-891-
4000  

IT – Computers etc. Insight www.insight.com  
IT – ISP  The River  www.theriver.com    
IT – ISP  Dakota.com  www.dakota.com   
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30.2 Additional Recovery Services 
❑ Office supply services 
❑ Tool and equipment supply services 
❑ Furniture supply services 
❑ Transporters 
❑ Counselors 
❑ Caterers 
❑ Records recovery specialists 
❑ Equipment rental businesses 
❑ Security specialists 
❑ Waste removal and transport services 

❑ Utility services 
❑ Banking institutions 
❑ Insurance agents 
❑ Medical services 
❑ Morticians 
❑ Volunteer organizations 
❑ Charitable organizations 
❑ Agencies 
❑ Demolition/Construction companies 

31 Security 
To protect the company, property, and employees, certain security measures will be in place during 
disaster recovery. Depending on the situation and location of the disaster, the following will be 
considered. 

• Physical security: Guards at the site and salvage areas, guards for transported equipment and 
records, police assistance, security entry cards, communication line security, locks, cameras, 
intrusion alarms or signals, identification badges, reception desk, restricted area signs, sign-
in/sign-out sheet, and other measures, staging area(s) for the media, staging areas for 
deliveries, staging area for command center(s)  

• Logical security: Passwords, security software, key locks, identification readers, network 
security, encryption devices, voice scrambling, automatic callback procedures, and other 
measures 

32 Media Relations 
Once briefed on the post-disaster analysis, the Communications Manager and the Director will 
prepare a public statement. If necessary, the Communications Manager and her staff will 
communicate with and/or escort media, as well as keep records of any information released to the 
media. Under no circumstances shall an employee speak to the media unless authorized. 

33 AURA, Inc. Centers and Affiliations (Past and Present) 
Association of Universities for Research in Astronomy, Inc. (AURA) 

National Optical Astronomy Observatory (NOAO) 

Kitt Peak National Observatory (KPNO) 

National Solar Observatory (NSO) 

Space Telescope Science Institute (STScI) 
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Gemini Observatory (Gemini) 

Cerro Tololo Inter-American Observatory (CTIO) 

LSST Project Office 

LSST Corporation 

W.I.Y.N. 

SOAR Consortium, Inc. 

NSO’s Global Oscillation Network Team (GONG) 

NISP NSO Integrated Synoptic Program 

 

Addresses of AURA, Inc. Centers and Affiliations 

AURA Corporate Office 

National Place Building 

1331 Pennsylvania Avenue NW - Suite 1475  

Washington, DC 2000 

Phone: (202) 483-2101 

Fax (202) 483-2106 

*updated 2018 

 

AURA Observatory in Chile 

Edificio Parque Araucano 

Oficina 507 

Avenida Presidente Riesco 5335 

Las Condes 

Santiago, Chile 

Phone/Fax (Office): 011-56-2-370 10 85 

 

Observatorio de AURA en Chile (NOAO, CTIO, Gemini, SOAR, LSST) 

Colina El Pino s/n 

Casilla 603 

La Serena, Chile 
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Phone: 011-56-51 205200, 

Fax: 011-56-51 205212 

 

AURA NOAO NSO WIYN LSST Tucson 

950 N. Cherry Avenue 

Tucson, Arizona 85719 

Phone: (520) 318-8000 

 

Kitt Peak National Observatory 

Kitt Peak, Sells, Arizona 85634 

Phone: (520) 318-8603 

 

NSO Sacramento Peak 

3010 Coronal Loop 

Sunspot, New Mexico 88349 

Phone: (575) 434-7000 

 

NSO DKIST Maui 

22 Ohi'a Ku Street  

Makawao (Pukalani) Maui HI 96768 

Phone: (808) 727-8183 

LSST Corporation 

933 N. Cherry Avenue 

Tucson, Arizona 85821 

Phone: (520) 881-2626 

Fax: (520) 881-2627 

 

Gemini Observatory 

Northern Operations Center 

670 N. A'ohoku Place 
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Hilo, Hawaii, 96720, USA 

Phone: (808) 974-2500 

Fax: (808) 974-2589 

 

Gemini Observatory 

Southern Operations Center 

c/o AURA, Casilla 603 

La Serena, Chile 

Phone: 56-51-205-600 

Fax: 56-51-205-650 

 

Space Telescope Science Institute 

3700 San Martin Drive, Baltimore, Maryland 21218  

3400 N. Charles St., Baltimore, Maryland 21218 

Phone: (410) 338-4700 
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