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Introduction 
 

  This Manual provides for organizations for disaster prevention and disaster response at Kyushu 
University to prevent damages from large-scale disasters, such as earthquakes, fire, windstorms, 
flood disasters, etc. (hereinafter referred to as “disasters”) in Fukuoka and its neighboring 
prefectures. 
 
I To prepare for disasters 
  Always pay attention to the following matters in order to prepare for a sudden disaster. 
(1) Check the emergency exits of buildings, etc. and the location of evacuation areas. 
(2) When many people gather at a venue (for seminars, etc.), make sure to explain the evacuation 

routes for participants in advance. 
(3) Secure equipment that may topple, such as bookshelves, with topple prevention devices, etc. 
(4) Do not store heavy or breakable objects on high shelves. 
(5) Organize the floor cables and wiring. 
(6) Do not leave any baggage in hallways. 
(7) Check the location of the gas taps. 
(8) Organize and confirm a reporting route in case of a disaster. 
(9) Each laboratory and office must prepare an emergency telephone tree and each member must 

carry it to confirm each member’s whereabouts in case of disasters. 
(10) Check what role you are going to take in a case the disaster headquarters is established. 
  The Administration Bureau and all Departments and Offices, etc. must carry out regular emergency 
drills so that each member can respond to disasters in a prompt manner. 
 
 
II Disaster Response 
1. Response to earthquakes 

Three principles for earthquake response 

(1) Secure safety by means appropriate 
to the situation (2) Secure an exit (3) Extinguish fires 

quickly 
 

(1) When an earthquake occurs 
○When you are in a laboratory, office or classroom, etc. 

(i) Hide under your desk and keep yourself safe from falling and overturning objects (such 
as bookshelves, blackboards, fluorescent lamps, etc.) 

(ii) If you are near a door, open the door to secure an exit. 
(iii) If you are near windows, close the window blinds or curtains to block shattered glass 

fragments, and get away from the windows quickly. 
○When you are in an experimental laboratory 

(i) Extinguish the fire immediately and turn off electric equipment. Secure your safety 
first if you cannot extinguish the fire due to violent ground shaking. 

(ii) When a fire occurs, start initial fire fighting activities with an extinguisher after the 
shaking stops. If fire extinguishment is not possible, close the door of the room and 
evacuate from the place immediately. 

(iii) Be careful when handling dangerous materials in order to prevent secondary disasters. 
○When you are in a hallway 

(i) Cover your head with your clothes or belongings to keep yourself safe from collapsing 
walls, and evacuate immediately to a nearby room (classrooms, etc.) and hide under a 
desk. 

(ii) If there is no room (classrooms, etc.) nearby to evacuate to, get away from objects that 
may fall and crouch down with your head covered with your clothes or belongings. 

○When you are in an elevator 
(i) Push the buttons for all floors and leave at a floor where the elevator stops. 
(ii) When the elevator stops between the floors, call for a rescue using the emergency 

button or intercom system. 
○When you are in the library, gymnasium, cafeteria, etc. 

(i) Get away from objects that may fall or collapse (such as bookshelves, lockers, vending 
machines, etc.) 

(ii) Turn off the electric equipment you are using. 
○When you are outside 
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(i) Stay away from objects that may collapse, such as buildings and brick walls. 
(2) After the earthquake has stopped 

(i) After the earthquake has stopped, evacuate to your primary evacuation area (see 
Appendix 1, p.7). 

(ii) Members of a laboratory or office should confirm the safety of each other. 
 
2. Response to fires 

Three principles for fire response 

(1) Report immediately (2) Extinguish quickly (3) Evacuate promptly 

 
(1) Report immediately 

(i) Shout “fire!” loudly so that neighbors will know immediately. 
(ii) Push the emergency alarm if available. Avoid panicking and call 119. 

(2) Extinguish quickly 
(i) Secure an exit for your safety first, and then fight the fire using buckets, extinguishers, 

wet cloths, etc. Be careful since you cannot use an extinguisher or water for some types 
of fires caused by chemicals. 

*In principle, fires can be extinguished if they have not reached the ceiling. 
(ii) Organize a self-defense fire-fighting team as needed to conduct fire-fighting activities. 
(iii) When firefighters arrive at the spot, report the situation of the fire and offer 

cooperation for fire fighting if you can. 
(3) Evacuate promptly 
  When the fire becomes big, do not push yourself too much to extinguish the fire and evacuate 
promptly in the following manner. 

(i) Cover your nose and mouth with a towel or handkerchief. Try not to inhale the smoke. 
Keep yourself low and evacuate from the site. 

(ii) If you cannot see in front of you due to the smoke, put your hand on the wall and make 
sure of your direction while evacuating. 

(iii) When you are leaving the site, close the window or door of the burning room to 
prevent the fire from expanding. 

(iv) Never go back once you have started evacuation. 
 

3. Response to windstorms and flood disasters 
Three principles for windstorms and flood disaster response 

(1) Pay attention to weather 
information 

(2) Check the building and 
do maintenance work as 

soon as possible 
(3) Be prepared for 

evacuation 

 
(1) When a windstorm or flood disaster occurs 

(i) Pay attention to weather information. Check the building in which your room is 
established and do maintenance work as needed. Bring objects that are kept outdoors 
and may be blown away into the inside of the building. 

(ii) Stay away from the objects that may fall over, such as big trees and brick walls. 
Remove cars and motorcycles, etc. as needed. 

(iii) If the building is established at a low altitude, try to prevent flood by such means as 
placing sandbags. 

(iv) Close the curtains and window blinds to block window glass fragments and stay away 
from the windows. 

(v) If you are in an area where landslides, etc. are expected, start your preparation for 
evacuation as early as possible. 
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<Reference> 
 

○Concentrated heavy rain 
  You need to be careful around the end of the rainy season as intense rain that exceeds the 
expected precipitation may suddenly occur in a short time in a small area. 
  You also need to pay due attention for weather information if you are near a cliff or in a 
reclaimed land since significant damage is expected, such as flooding of small- and medium-
scale rivers, landslides and cliff failures. 

 
 

 
○Typhoons 

  It is important to obtain accurate information since the scale and arrival time of typhoons can 
be predicted in advance. 

 
 
4. When you are struck by a disaster at home 

(1) Secure your safety with reference to the aforementioned items 1 to 3. 
(2) Gather information concerning transportation, closed roads, etc. through television, radio, etc. 
(3) Do not push yourself to come to the University. Check with the University or Student Affairs 

Department’s portal website, etc. to see if the classes are cancelled or the University is closed. 
(4) Even when the classes are not cancelled or the University is not closed, wait at home if you 

think it is dangerous to go to the University, and contact the University to let the staff know the 
situation. 

(5) When the dangerous situation is ended and transportation means are recovered, check the 
situation with the University before you come to the University. 

 
  

４ 
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III. Disaster communications plans 
      Reporting of the situation of damages and evacuation is the basis of disaster response. It is 

important to conduct accurate and proper reporting. Each Department and Office, etc. is also 
required to prepare a disaster communications plan. 

(1) The emergency communication plan in case of disasters is provided in Appendix 2 (P.12) 
(2) When the disaster headquarters is established, the contacts provided in Appendix 3 (P. 13) apply. 

If you are not sure which team you belong to, check with the General Affairs Team. 
(3) Disaster hotlines are as provided in Appendix 4 (p.15). 
(4) Off-campus emergency contacts are provided in Appendix 5 (p.16). 
 
IV. Disaster headquarters 
1. Establishment of the disaster headquarters 

(1) The President will establish the Kyushu University Disaster Headquarters, for which the 
President serves as the chief, when a disaster breaks out or when there is a risk of disaster 
(hereinafter referred to as the “Headquarters”). 

(2) Organizations of the Headquarters are provided in Appendix 6 (P.17), and their duties in 
Appendix 8 (P.19). 

(3) If a major disaster occurs outside of working hours, the President or a senior employee who 
could reach the university will establish the Headquarters. 

(4) The Headquarters will be established in the Conference Room on the first floor of the Shiiki 
Hall. If this room is dangerous due to the collapse of the building, etc., the Headquarters will 
be established in the First Conference Room on the first floor of the Center Zone 1. This 
change will be informed to each Department and Office immediately. 

 
2. Securing personnel 

(1) Persons to be the members of the Headquarters must wait at the University until it becomes 
clear whether the Headquarters will be established or not. 

(2) The chief of the Headquarters (hereinafter referred to as the “Headquarters Chief”) will secure 
personnel. If he/she established the Headquarters during working hours, the secured personnel 
should be chosen mainly from the faculty members whose family members and homes are 
confirmed to be safe. 

(3) The Headquarters Chief will secure personnel: if he/she established the Headquarters outside 
of working hours, by convening available members immediately and organizing faculty staff 
who could reach the university. 
  The emergency assembly system and personnel for earthquakes are provided in Appendices 
9 (P.24) and 10 (P.26). 

(4) The Headquarters Chief must pay due attention to the physical and mental health of faculty 
members since the operation of the Headquarters is likely to continue 24 hours a day. 

(5) The Headquarters Chief must make efforts to secure personnel to perform normal duties. 
(6) The Headquarters Chief must instruct the staff to go home if necessary based on their 

situations, such as injury to their family members. 
(i) The Headquarters Chief must pay attention to the traffic situation and road conditions and 

confirm safety before making staff go home. The staff who reached home must report the 
situation of damages to their Department Director, etc. The Department Director, etc. will 
summarize the situation of damages and report to the Headquarters Chief. 

(ii) The faculty members who went home will rejoin the Headquarters when possible after 
confirming the safety of their family members and checking damages of their homes. 

(iii) The faculty members who went home and found serious injuries among their family 
members or severe damage to their houses must report the situation to their Department 
Director, and make efforts to rejoin the Headquarters as early as possible after taking care 
of their family members and applying remedial rehabilitation steps to repair their houses. 

 
V Disaster response measures 
1. Evacuation and confirmation of safety 

(1) The primary evacuation areas for students and faculty members in case of disasters are 
provided in Appendix 1 (P.7). 

(2) If equipment or apparatus using fire or hazardous chemicals are used during the disaster, the 
faculty member must take safety measures immediately and evacuate the students and other 
people in the room to the abovementioned primary evacuation areas. 

(3) The Department Directors, etc. confirm the safety of the students and faculty members of the 
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Department by checking the names of evacuated students and faculty members and the status 
of injured persons using the safety confirmation system, etc. 

 
2. Emergency measures 

(1) The faculty members must pay attention to the risk of secondary disasters and make efforts to 
contain the expansion of damages by checking the safety of buildings, roads, etc. 

(2) The faculty members will take measures to prohibit entrance to the storage and handling 
facilities of hazardous materials, etc. 

(3) The faculty members must make efforts to find missing and injured persons in case of disasters 
and conduct rescue and relief activities. 

(4) When an injured person is found, the faculty members will contact the First Aid and Hygiene 
Team and follow its instruction. 

 
3. Procurement of disaster relief supplies 

(1) Necessary relief supplies such as food, etc. must be prepared in advance. 
(2) The Relief Supply Team will secure areas for receiving and storing relief materials. 
(3) The Relief Supply Team will cooperate with the General Affairs Team in distributing the relief 

supplies to the Headquarters personnel, evacuees, etc. 
(4) The Relief Supply Team will manage the amount of relief supplies and coordinate closely with 

the local government’s disaster prevention office and other universities, depending on the 
situation, in securing the relief supplies. 

 
VI Provision of evacuation shelters 
1. Accepting evacuated residents 

(1) Neighborhood residents who wish to evacuate to the University will be accepted at the 
primary evacuation areas (Appendix 1 (P.7)). 

(2) The Evacuation Support Team will consult with the disaster response offices of the Fukuoka 
City Government, Itoshima City Government, Kasuga City Government, etc. while guiding 
the evacuees to the primary evacuation areas. 

 
2. Provision of the university facilities to external bodies 

  When an external disaster response body requests the University to provide its facilities, etc. for 
lifesaving and other relief activities in the affected areas, the Headquarters Chief will decide which 
facilities to offer, taking into account the damages to the facilities, etc. 

 
3. Use of on-campus facilities for evacuation 

  The Headquarters will secure safe areas as provided in Appendix 1 (P.7) as the primary 
evacuation areas for affected students, faculty members and evacuated residents, and then confirm 
the safety of the secondary evacuation areas as provided in Appendix 11 (P.27) and guide the 
evacuees there. 

 
VII Recovery from the disaster 
1. Identifying the damages 

  The Executive Vice President in charge of general affairs must promptly check the conditions of 
facilities, installations, land and equipment damaged by the disaster. 
  The damages must be recorded in photos or videos with the date before working on them. 

 
2. Recovery from the disaster 

(1) The Executive Vice President in charge of general affairs must make efforts to restore the 
matters necessary for recovery from the disaster, such as the working environment for faculty 
members. 

(2) The Executive Vice President in charge of education must make efforts to restore the 
educational environment for students. 
(i) Curricular measures, such as supplementary lessons and examinations, etc., must be 

taken. 
(3) The Executive Vice President in charge of finance must make efforts to procure and restore 

equipment, etc. as soon as possible. 
(4) The Executive Vice President in charge of campus maintenance must make efforts to restore 

facilities, installations and land as soon as possible. 
(5) The Executive Vice President in charge of research must make efforts to restore the research 
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environment. 
(6) The Executive Vice President in charge of information affairs must make efforts to maintain 

safety confirmation activities and Headquarters’ functions and conduct the maintenance and 
prompt recovery of the information systems that are necessary for the swift recovery from the 
disaster. 

 
3. Prevention of secondary disasters 

(1) The Executive Vice President in charge of campus maintenance must make efforts to identify 
dangerous areas affected by cliff failures, collapsed buildings, etc. to prevent secondary 
disasters. 
(i) Patrol in and near the buildings and take measures to prohibit entrance to dangerous 

areas. 
(ii) Take temporary measures for dangerous buildings, such as collapse prevention measures. 
(iii) Take measures to prevent fires, etc. to prepare for the recovery of the utilities. 

(2) The Controlled Materials Team must promptly identify the controlled materials stored at each 
Department that may affect the surrounding environment due to leakage, etc., such as 
radioactive and poisonous materials. If there is a risk of leakage, measures to prevent 
secondary disasters must be taken immediately. 

 
VIII Response to the Ministry of Education, Culture, Sports, Science and Technology 
and other administrative bodies, including the Fukuoka Prefecture Government 
1. Reporting and recording of damages 

  The General Affairs Team will be responsible for the reporting and recording of damages. 
(1) When a disaster breaks out 

(i) Report the time and date, place and cause of the disaster and the level of damages by 
telephone, oral communication, email, etc. 

(ii) Update reports must be given according to the situation. 
(2) Interim report  

(i) Report identified damages according to the progress of information gathering at each 
Department and Office, etc. 

(ii) Open the evacuation areas, and report the situation of each area where evacuees are 
sheltered. 

(3) Final report 
(i) Report confirmed damages based on the final survey results. 

 
 
IX Measures for students and faculty members with disabilities 
  Measures for students and faculty members with disabilities will be taken based on the Basic Policy 
for Disaster Measures for People with a Disability (Appendix 12) (P. 28-29). 
 
X Others 
  This Manual provides the University’s basic policies concerning disaster response and systems. Each 
Department and Office, etc. is to follow the manuals prepared at each Department and Office, etc. 
while coordinating with the Headquarters. 
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Appendix 1 
 

List of the Primary Evacuation Areas 
 
 

Campus Primary Evacuation Area Map 

Ito Campus (including student 
residence)  

<Center Zone> Multipurpose Sports Field, 
Tennis Court, front area of the Shiiki Hall 
<West Zone> Front area of Ito Library, 
Campus Common, Tennis Court, Multipurpose 
Sports Field, West Zone Parking Area 
<East Zone> Multipurpose Sports Field 

P. 8 

Hakozaki Campus 

<Science Zone> Jizo Woods, open space near 
the Memorial Hall for the 50th Anniversary of 
the Faculty of Agriculture, Tennis Court 
(Faculty of Agriculture) 
<Social Sciences and Humanities Zone> 
Garden, Baseball Field, Multipurpose Sports 
Field 

P. 9 

Hospital Campus Garden, Multipurpose Sports Field P. 10 

Chikushi Campus Multipurpose Sports Field P. 10 

Ohashi Campus Multipurpose Sports Field P. 11 

Beppu Campus Garden near Rokkakudo P. 11 
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Tennis Court Campus 
Common Front area of Ito 

Library Tennis Court Multipurpose Sports 
Field 

Ito Campus 

Multipurpose 
Sports Field 

Front area of 
Shiiki Hall 

Multipurpose 
Sports Field 

West Zone Parking 
Area 
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長方形



Hakozaki Campus 

Jizo Woods 

Open space near the 
Memorial Hall for the 
50th Anniversary of 

   

Garden 

Tennis Court 
  

Baseball 
Field Multipurpose 

Sports Field 
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Garden 

Multipurpose Sports 
Field 

Hospital Campus 

Chikushi Campus 

Multipurpose Sports 
Field 
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Ohashi Campus 

Beppu Campus 

Multipurpose 
Sports Field 

Garden near 
Rokkakudo 
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Appendix 2 
Emergency Communication Plan in Case of Disasters 

 
(1) Emergency communication plan during working hours 

 
 
  
  
 
 
  
 
 
 
 
 
 
 
 

(2) Emergency communication plan outside of working hours 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
(Reference) Contacts of the security offices in campuses other than Ito Campus 

・ Hakozaki Campus (Komatsu Gate)  092-642-2196 
・ Hospital Campus (East Gate)  092-642-6019, (reception on the first floor of South Ward, Kyushu 

University Hospital outside of business hours) 092-642-5019 
・ Chikushi Campus (Onojo Gate) 092-583-7117, (Kasuga Gate) 092-583-7135 
・ Ohashi Campus (in front of the Main Gate) 092-553-4428 

President 
Executive Vice Presidents, 

Auditors  

Police, Fire Station 

Headquarters 

Principal contact of each team of the 
Headquarters* 

MEXT, etc. 
Faculty Directors 

Head and Deputy Head of the General Affairs Division, General Affairs 
Section 1 

(2) 

(3) 
(1) 

Disaster 

Discoverers 
Victims 

1. Head of the General 
Affairs Division 

2. Deputy Head of the 
General Affairs Division 

3. Head of General Affairs 
Section 1 

*The head of each division/office will contact the member of the division/office. 
*Administration offices of relevant departments will receive contacts when necessary. 

(5) Contact and 
information gathering 

Division (Office) Heads of the General Affairs Department, 
Head of the Secretarial Section, Head of the Public 

  

○Campuses other than Ito Campus 
○Outside of the campuses, etc. 
Emergency calls from places other 
than the security office in front of 
Big Orange 

(4) 

Auditor 

(5) Contact and information 
gathering 
 

(3) 

(Established as needed) 

Security Office 
(in front of Big Orange, Ito 

Campus) 
TEL: 092-802-2305 

(*See Appendix 3 (P.13) for 
principal contacts) 

Head of the General 
Affairs Division of each 
Department under the 
Administration Bureau 

Department Director for the relevant 
division 
Head of the relevant division (or 
office or center) 

Head of the Audit 
Office 

Police 
TEL: 110 

Fire Station 
TEL: 119 

President, Executive Vice Presidents 
Executive 
Director of the 
General Affairs 
Department 
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Appendix 3 
Headquarter Contacts 

(* indicates the principal contact of each team) 
 

Sections and titles Extension No. 

<Headquarters> (FAX: 2139) 

Chief (President) 
Assistant Chief (Executive Vice President in charge of crisis management) 
Executive Vice President 
Executive Vice President 
Executive Vice President 
Executive Vice President 
Executive Vice President 
Executive Vice President 
Executive Vice President 

2100 
2105 
2101 
2102 
2103 
2104 
2106 
2107 
2108 

<General Affairs Team> (FAX: 2139) 

Team Leader: Executive Director of the General Affairs Department 
*Head of the General Affairs Division 

Head of the Alumni and Fund Management Division 
Head of the Regional Collaboration Division 
Head of the Legal Affairs and Compliance Division 
<Public Relations Team> Head of the Public Relations Office 
<Controlled Materials Team> Head of the Environmental Safety Management 

Division 

2120 
2121 
2151 
2431 
2086 
2128 
2068 

<Employee Affairs Team> (FAX: 2239) 

Team Leader: Executive Director of the Human Resources Department  
*Head of the Human Resources Division 

Head of the Employee Relations Division 
Head of the Human Resources and Salaries Division 

2266 
2230 
2260 
2240 

<International Researcher Affairs Team> (FAX: 2225) 

Team Leader: Executive Director of the International Affairs Department  
*Head of the International Affairs Division 

Head of the International Strategy Division 
Head of the International Student Exchange Division 
Head of the International Student and Researcher Support Center 

2210 
2212 
2198 
2226 
2226 

<Student Affairs Team> (FAX: 2252) 

Team Leader: Executive Director of the Student Affairs Department 
*Head of the Student Affairs Planning Division 

Head of the General Education Support Division 
Head of the Student Affairs Division for School of Interdisciplinary Science 
and Innovation 
Head of the Student Support Division  
Head of the Career and Scholarship Support Division  
Head of the Admission Division  
Head of the Support Division for Graduate Education and Research Training 
Program in Decision Science for Sustainable Society 

5800 
2273 
5901 
5915 

 
2275 
5798 

99-2270 
6048 

<Relief Supply Team> (FAX: 2346) 
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Team Leader: Executive Director of the Finance Department 
*Head of the Finance and Planning Division 

Head of the Accounting Division 
Head of the Procurement Division 
Head of the Account Settlement Division 

2330 
2331 

99-2112 
99-2170 
99-2181 

<Evacuation Support Team> (FAX: 2178) 

Team Leader: Executive Director of the Research Planning Department (Ito 
Campus) 
*Head of the Research Planning Division  

Head of the Audit Office 
Team Leader: Executive Director of the Relocation Coordination Department 
(Hakozaki Campus) 
*Head of the Relocation Coordination Division 

Head of the Utilization Division 

2170 
 

2171 
2182 

99-2234 
 

99-4364 
99-2190 

<Facility Team> (FAX: 2048) 

Team Leader: Executive Director of the Facilities Department 
*Head of the Construction Planning Division  

Head of the Construction and Maintenance Division  
Head of the Environmental Maintenance Division 
Head of the Facilities Management Division 

2040 
2041 
2050 
2060 
2070 

<Research Support Team> (FAX: 2391) 

Team Leader: Executive Director of the Research and Industrial Collaboration 
Promotion Department  
*Head of the Research Planning Division  

Head of the Research Promotion Division  
Head of the Research and Industrial Collaboration Promotion Division 

2315 
 

2316 
2073 

832-2121 

<Information System Team> (FAX: 2630) 

Team Leader: Executive Director of the Information System Department  
*Head of the Information Technology and Planning Division  

Head of the Information Technology Infrastructure Division 

2611 
2612 
2681 

<First Aid and Hygiene Team> (FAX: 583-7060) 

Team Leader: Director of the Counseling and Health Center 
Ito Campus, Center Zone 
Ito Campus, West Zone 
Hakozaki Campus 
Hospital Campus 
Ohashi Campus 
Chikushi Campus 

93-7685 
5881 
3297 

99-2287 
91-6889 
95-4581 
93-7685 

<Hakozaki Campus> 
University Library, General Affairs Section 
Kaizuka Campus, General Affairs Division, General Affairs Section 
Faculty of Agriculture, General Affairs Section 

 
99-2325 
99-2352 
99-2796 

<Ito Campus> 
General Affairs Section (Sciences) 
General Affairs Section (Engineering, Information Science and Electrical 
Engineering and Integrated Frontier Sciences) 
General Affairs Section (Social and Cultural Studies, Integrated Sciences for 
Global Society, Languages and Cultures) 

4003 
2708 

 
5762 
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<Hospital Campus> 
General Affairs Section 1, General Affairs Division, Administrative Office 
(Medical Sciences, Dental Science and Pharmaceutical Sciences) 
General Affairs Section, General Affairs Division, Administration Department 
(University Hospital) 

91-6236 
 

91-5006 

<Ohashi Campus> 
General Affairs Section, Administrative Office (Design) 

 
95-4408 

<Chikushi Campus> 
General Affairs Section, Administrative Office (Chikushi Campus) 

 
93-7502 

<Sasaguri and Kasuya Campuses > 
General Affairs Section for University Farm and Forest 

 
948-3101 

<Beppu Campus> 
General Affairs Section for Beppu Campus 

 
0977-27-1602 

Ito Campus: 092-802-Ext.  Hospital Campus:: 092-642-Ext.  
Hakozaki Campus: 092-642-Ext.  Ohashi Campus: 092-553-Etx. 
Chikushi Campus: 092-583-Ext.  
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Appendix 4 
 

List of Disaster Hotlines 
 

Campus Location Telephone 
number 

Usage 

Ito Campus General Affairs Division, General Affairs 
Department  

092-807-1297 Disaster 
hotline 

Student Affairs Planning Division, Student 
Affairs Department 

092-807-2801 Disaster 
hotline 

International Student Exchange Division, 
International Affairs Department 

092-807-2805 Disaster 
hotline 

Utilization Division, Relocation 
Coordination Department (Ito Campus 
Annex) 

092-802-0117 Disaster 
hotline 

Person in charge of general affairs, 
Administrative Office (Sciences)  

092-807-2803 Disaster 
hotline 

Person in charge of general affairs, 
Administrative Office (Engineering, 
Information Science and Electrical 
Engineering and Integrated Frontier 
Sciences) 

092-802-0700 Disaster 
hotline 

Person in charge of general affairs, 
Administrative Office (Integrated Sciences 
for Global Society)  

092-802-0011 Disaster 
hotline 

Hakozaki 
Campus 

General Affairs Division, General Affairs 
Department 

092-641-2311 Disaster 
hotline 

Student Affairs Department 092-641-2411 Disaster 
hotline 

Person in charge of general affairs, 
Administrative Office (Agriculture)  

092-641-2101 Disaster 
hotline 

Person in charge of general affairs, Kaizuka 
Campus  

092-641-2102 Disaster 
hotline 

Person in charge of general affairs, 
Administrative Office (University Libraries) 

092-641-2103 Disaster 
hotline 

Kashiihama 
Campus  

International Residence (Office) 092-681-3233 Disaster 
hotline 

Hospital 
Campus 

Director of Kyushu University Hospital 092-633-2833 Disaster 
hotline 

Administration Department (University 
Hospital) 

092-633-5310 Disaster 
hotline 

Attendant console (can be reached using on-
campus internal phone by way of operators) 

092-641-0241 Disaster 
hotline 

092-641-0242 Disaster 
hotline 

092-641-0243 Disaster 
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hotline 

092-641-0244 Disaster 
hotline 

Ohashi 
Campus 

Faculty Director 092-553-5471 Disaster 
hotline 

Head of the General Affairs Division 092-553-5473 Disaster 
hotline 

Chikushi 
Campus 

Small Conference Room, Chikushi Campus 
Administrative Offices 2F 

092-573-9611 Disaster 
hotline 

Beppu 
Campus 

Connected by the operators’ office to the 
guards’ room 

0977-24-5306 Hotline/office 
use 

Shimabara 
Campus 

Office of the Institute of Seismology and 
Volcanology  

0957-62-6621 Hotline/office 
use 

0957-62-6621 Hotline/office 
use 

Amakusa 
Campus 

Office of the Amakusa Marine Biological 
Laboratory 

0969-35-1025 Hotline/office 
use 

Kasuya 
Campus 

Equestrian Club, University Farm of the 
Faculty of Agriculture (managed by the 
Student Affairs Department) 

092-611-1094 Hotline/office 
use 

Tsuyazaki 
Campus 

Laboratory of Regulation in Metabolism and 
Behavior, Faculty of Agriculture (Fishery 
Research Laboratory 2F) 

0940-52-0052 Hotline/office 
use 

Office of the Fishery Research Laboratory 0940-52-0163 Hotline/office 
use 
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  Appendix 5 

Off-campus Emergency Contacts 

Organization Telephone 
number 

Organization Telepho
ne 
number 

<National administrative organs> <Public transportation> 

Ministry of Education, 
Culture, Sports, Science and 
Technology (Reception) 

Department of Facilities 
Planning and Administration 
(Direct) 
National University 
Corporation Support 
Division (Direct) 
Medical Education Division 
(Direct) 

Fukuoka Regional 
Headquarters, Japan 
Meteorological Agency 

03-5253-4111 
 
 
03-6734-2523 
 
 
03-6734-3324 
 
 
03-6734-2508 
 
092-725-3601 

JR Kyushu 
Hakata Station 
Yoshizuka Station  
Hakozaki Station 
Chihaya Station 
Onojo Station 
Takeshita Station 
Sasaguri Station 
Harumachi Station 
Kyudaigakkentoshi Station 

Fukuoka City Subway 
Meinohama Area Station 
Tenjin Area Station 
Hakata Area Station 
Kaizuka Area Station 

Nishitetsu Bus 
Hakata Office 
Yoshizuka Office 

Nishitetsu Train Fukuoka 
Area Station 
Showa Bus 

Maebaru Office 
Itoshima City Community 
Bus 

 
092-431-0202 
092-651-0018 
092-622-5202 
092-663-7200 
092-581-4502 
092-431-4192 
092-947-0043 
092-938-8003 
092-805-3337 

 
092-881-7800 
092-741-7800 
092-451-7800 
092-651-7800 

 
092-431-6350 
092-651-1617 
092-761-6871 

 
 

092-327-5611 
092-332-2062 

<Local administrative organs> 

Fukuoka Prefectural Office, 
Fire and Disaster Prevention 
Division 
Fukuoka City Hall 

Civic Affairs Bureau, 
Disaster Prevention/Crisis 
Management Division 
Hihashi Ward Office 
Chuo Ward Office 
Minami Ward Office 
Sawara Ward Office 
Nishi Ward Office 

Kasuga City Hall, Road 

092-643-3111 
 
 
092-711-4111 
092-711-4056 
 
 
092-645-1007 
092-718-1056 
092-559-5063 
092-833-4304 
092-895-7037 
092-584-1111 <Utilities>  
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Emergency Management 
Division 
Kasuya Town Office, General 
Affairs Division 
Itoshima City Hall, Crisis 
Management Division 
Sasaguri Town Office, 
General Affairs Division 
Fukuoka Prefectural Police 
Headquarters 

Higashi Police Station 
Chuo Police Station 
Minami Police Station 
Sawara Police Station 
Nishi Police Station 
Chikushino Police Station 
Itoshima Police Station 

Fukuoka City Fire Prevention 
Bureau 

Higashi Fire Station 
Chuo Fire Station 
Minami Fire Station 
Sawara Fire Station 
Nishi Fire Station 

Itoshima City Fire Prevention 
Headquarters, Fire Prevention 
General Affairs Division 
Kasuga/Onojo/Nakagawa 
Fire Prevention Headquarters 
Japan Ground Self-Defense 
Force, Fukuoka Station 

 
 
092-938-2311 
 
092-332-2110 
 
092-947-1111 
 
092-641-4141 
 
092-643-0110 
092-734-0110 
092-542-0110 
092-847-0110 
092-805-6110 
092-929-0110 
092-323-0110 
092-725-6600 
 
092-638-0119 
092-524-1501 
092-541-0219 
092-821-0245 
092-806-0642 
092-322-4222 
 
 
092-584-1191 
 
092-591-1020 

Kyushu Electric Power Co. 
East Fukuoka Office 
South Fukuoka Office 
West Fukuoka Office 

Saibu Gas 
Customer Center 
Gas leak emergency number 

Fukuoka Water Service 
East Maintenance Office 
West Maintenance Office 
Emergency number (for 
outside of business hours) 

Kasuga Nakagawa 
Waterworks Agency  

 
0120-986-204 
0120-986-207 
0120-986-206 

 
092-633-2345 
092-631-0919 

 
092-641-1197 
092-882-5127 
0120-290-432 

 
092-571-7001 

<Medical institutions>  <Broadcasters>  

Fukuoka City Hospital 
Fukuoka City Emergency 
Medical Center 

Higashi Emergency Medical 
Clinic 
Hakata Emergency Medical 
Clinic 
Minami Emergency Medical 
Clinic 
Jonan Emergency Medical 
Clinic 

Nishi Emergency Medical 
Clinic  

092-632-1111 
092-847-1099 
 
092-651-3835 
 
092-441-0020 
 
092-541-3299 
 
092-831-7979 
 
092-882-3145 

NHK Fukuoka 
FBS (Fukuoka Broadcasting 
System)  
RKB Mainichi Broadcasting 
Corporation 
TNC (Television Nisinippon 
Corporation) 
KBC (Kyushu Asahi 
Broadcasting Corporation) 
TVQ Kyushu Broadcasting 
Co., Ltd 

092-724-2800 
092-532-1111 

 
092-852-6666 

 
092-852-5555 

 
092-721-1234 

 
092-262-0019 

<Other>  

Fukuoka Trucking 
Association 

092-451-7878 
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Appendix 6 
 

Organization Chart of the Headquarters 

  Headquarters Team Division/Department in 
Charge 
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Executive Vice President 
(General Affairs) 
 
Executive Vice President 
(Public Relations) 

General Affairs Team 
(Team Leader: Executive 
Director of the General 
Affairs Department) 

General Affairs Department 
Legal Affairs and Compliance 
Division  

Public Relations Team ⇒ 
Public Relations Office 

Controlled Materials Team  
⇒ Environmental Safety 

Management Division, 
General Affairs Department  

Executive Vice President 
(Human Resources) 

Employee Team 
(Team Leader: Executive 
Director of the Human 
Resources Department) 

Human Resources 
Department 

Executive Vice President 
(Global Strategy and 
Advancement) 

International Researcher 
and Student Affairs Team 
(Team Leader: Executive 
Director of the 
International Affairs 
Department) 

International Affairs 
Department 

Executive Vice President 
(Education)  

Student Affairs Team 
(Team Leader: Executive 
Director of the Student 
Affairs Department) 

Student Affairs Department 

Executive Vice President 
(Finance)  

Controlled Materials 
Team 
(Team Leader: Executive 
Director of the Finance 
Department) 

Finance Department 

Executive Vice President 
(Crisis Management)  

Evacuation Support Team 
(Team Leader: Executive 
Director of the Research 
Planning Department) 

Research Planning 
Department; Audit Office (Ito 
Campus) 
Relocation Coordination 
Department (Hakozaki 
Campus) 

Executive Vice President 
(Campus Relocation and 
Development) 

Facility Team 
(Team Leader: Executive 
Director of the Facilities 
Department) 

Facilities Department 

Executive Vice President 
(Research)  

Research Support Team 
(Team Leader: Executive 
Director of the Research 
and Industrial 
Collaboration Promotion 
Department) 

Research and Industrial 
Collaboration Promotion 
Department 

Executive Vice President  
(Information)  

Information System Team 
(Team Leader: Executive 
Director of the 

Information System 
Department 
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Information System 
Department) 

Executive Vice President 
(Safety and Health)  

First Aid and Hygiene 
Team 
(Team Leader: Executive 
Director of the Counseling 
and Health Center) 

Counseling and Health Center 

○The Executive Vice Presidents will direct the teams under their supervision and communicate and 
coordinate with the Headquarters Director and Deputy Director. 

○ When a self-defense fire-fighting team has been established based on the Kyushu University Ito Campus 
Fire Prevention Plan (Appendix 7), priority will be given to the duties of the self-defense fire-fighting 
team. 
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Appendix 7 
Organization of the Self-Defense Fire-fighting Team (Chart) (Ito Campus) 

 
（Chart Omitted） 
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Appendix 8 
Duties of the Headquarters’ Teams 

I Duties of the Headquarters 
1. Duties of the Headquarters are as follows. 

(1) The President is to direct the disaster response operations as the Chief of the 
Headquarters. 

(2) The Executive Vice President in charge of crisis management is to serve as the Assistant 
Chief of the Headquarters to support the Chief. Other Executive Vice Presidents will 
support the Chief and the Assistant Chief as Headquarters Members. 

(3) Under the Headquarters, the following teams will be established: General Affairs Team, 
Employee Affairs Team, International Researcher Affairs Team, Student Affairs Team, 
Relief Supply Team, Evacuation Support Team, Facility Team, Research Support Team, 
Information System Team and First Aid and Hygiene Team. Executive Department 
Directors, etc. will direct the disaster response operations of the team they serve. 

(4) The Public Relations Team and Controlled Materials Team will be established under the 
General Affairs Team. 

(5) The priority will be given to the duties of the self-defense fire-fighting team when it is 
established based on the Kyushu University Ito Campus Fire Prevention Plan 
(Administration Bureau). 

 
2. Delegation of the Headquarters Chief’s authority 

If the Headquarters Chief (the President) is absent or involved in an accident, the Assistant 
Chief (the Executive Vice President in charge of crises management) will take over the role. 

 
3. When the Team Leader becomes unavailable, a senior faculty member of that team will take 

the position. 
 
II Duties of the Headquarters’ Teams 

1. General Affairs Team (General Affairs Department; Legal Affairs and Compliance Division) 
(1) Identify, communicate and coordinate overall operations of the Headquarters. 
(2) Ensure that necessary personnel are secured. 

(i) Since the operations are likely to be extremely demanding as they would continue 24 
hours a day, pay due attention to the physical and mental health of the faculty 
members. 

(ii) Conduct university-wide coordination to dispatch faculty members when required by 
each Department and Office or when required for an urgent disaster response 
operations for the whole university. 

(3) Prepare accommodations, bedding, food, water, portable toilets, etc. for the Headquarters 
Members by communicating and coordinating with the Employee Affairs Team, Relief 
Supply Team and Facility Team. 

(4) Provision of facilities, etc. to external bodies 
(i) When an external body requests the University to provide its facilities, etc. for 

lifesaving and other relief activities in the affected areas, the General Affairs Team will 
try to provide the facilities for their use by communicating and coordinating with 
relevant Departments and Offices. 

(5) Request support from neighboring national universities, etc., as necessary. 
(6) Communicate and coordinate with relevant organizations 

(i) The General Affairs Team will closely work together with the Ministry of Education, 
Culture, Sports, Science and Technology (MEXT), Prefecture Government and City 
Governments, etc. to communicate and coordinate disaster response measures. 

(7) Provide other comprehensive supports to the Headquarters. 
 

1-2. Public Relations Team (Public Relations Office) 
(1) Response to the media and visitors 

(i) The Public Relations Team will provide information concerning the situation in the 
campus, etc., and hold press conferences, etc. as necessary. 

(ii) The Public Relations Team will respond to visitations by external bodies and 
individuals. 
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(2) Make information-gathering efforts. 
(i) Gather information from each Division, Department and Office, to identify the 

situation in the campus promptly and accurately. 
(ii) Use any possible means, such as the Internet, telephone, FAX, television, radio, etc., to 

collect information in a prompt manner. 
(iii) Make efforts for obtaining information from external bodies, such as local public 

entities. 
(iv) Communicate useful information to each Team, Department and Office, etc. 

(3) Keeps the record of the disaster. 
(i) Keep clear records of the situations from the immediate aftermath of the disaster to the 

time of restoration in videos, etc. with the dates. 
(ii) Keep records of the Headquarters’ activities. 

 
1-3. Controlled Materials Team (Environmental Safety Management Division, General Affairs 
Department) 

(1) Immediately receive, compile and communicate to the General Affairs Team reports 
from the managers of the radioactive and poisonous materials and laboratory animals, 
etc. (referred to as the “controlled materials” hereinafter) stored at each department and 
office concerning the situation of storage and secondary damage. 

(2) Report the situation of storage and management of the controlled materials to the 
national and local governments, etc. based on the laws and regulations. 

(3) Take necessary measures immediately if any leakage to external environment is 
discovered. 

 
2. Employee Affairs Team (Human Resources Department) 

(1) Confirm the safety of employees. 
(i) Confirm the safety of employees using the safety confirmation system, and plan and 

implement various support measures for the employees suffering injuries or losses. 
(ii) Confirm the safety of the residents who stay at the University’s accommodations, 

survey the situation of damages to the facilities, and communicate the results to the 
General Affairs Team. 

(iii) Secure a space for a nap for the faculty members at the Headquarters. 
(iv) Receive and organize the reports and communications from the Administration 

Bureau, Departments and Offices. 
(v) Communicate closely with each Division, Department and Office, etc., when 

conducting surveys and make efforts to identify accurately the situation of the entire 
University. 

(vi) Coordinate with each Division, Department and Office, etc., when conducting 
investigations and checking employees who did not respond to the safety confirmation 
system, using any possible means, such as FAX, telephone, email, etc. 

 
3. International Researcher Affairs Team (International Affairs Department) 

(1) Confirm the safety of international researchers and students, etc. 
(i) Coordinate with the Employee Affairs Team and check the safety of international 

researchers and students, etc. with limited Japanese proficiency, using foreign 
languages. At the same time, plan and implement various support measures for 
international researchers and students, etc. suffering injuries or losses. 

(ii) Check the safety of international researchers and students, etc. staying at university’s 
accommodation facilities, check the situation of damage to the facilities, and report it 
to the General Affairs Team. 

(iii) Receive and organize the reports and communications from the Administration 
Bureau, Departments and Offices. 

(iv) Communicate closely with each Division, Department and Office, etc., when 
conducting investigations and make efforts to identify accurately the situation of the 
entire University. 

(v) Coordinate with each Division, Department and Office, etc., when conducting 
investigations on employees who did not respond to the safety confirmation system, 
using any possible means, such as FAX, telephone, email, etc. 

(vi) Seek cooperation as necessary from departments that closely communicate with 
international researchers, etc. on a daily basis, such as the International Student and 
Researcher Support Center, the Administrative Office of the International Institute for 
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Carbon-Neutral Energy Research, etc. 
(vii) Provide disaster-related information, including evacuation and disaster 

prevention information, in foreign languages. 
 
 

4. Student Affairs Team (Student Affairs Department) 
(1) Confirm the safety of students using the safety confirmation system, and plan and 

implement various support measures for students suffering damage. Make efforts to 
confirm the number of students on campus, if the disaster occurred during working 
hours. 

(i) Receive and organize reports and communications from each faculty. 
(ii) Communicate closely with each faculty when conducting surveys in order to 

accurately identify the situation of the entire University. 
(iii) Coordinate with extracurricular activity groups of the students when conducting 

investigations and checking students who did not respond to the safety confirmation 
system, using any possible means, such as FAX, telephone, email, etc. 

(iv) Measures for students, etc. with limited Japanese fluency are mainly taken by the 
International Student Exchange Division, International Affairs Department, using 
foreign languages. 

(2) Measures for classes 
(i) Conduct on-campus communications and coordination concerning the 

recommencement of classes, etc. 
(ii) Communicate the schedule of the resuming classes, etc. to the faculty members and 

students promptly and without fail. 
(3) Make efforts to provide and secure accommodations for the domestic and international 

students. 
(4) Conduct safety inspections of the Welfare Facilities and extracurricular activity facilities 

and survey the situation of damages. 
(5) Conduct prompt on-campus communications and coordination concerning student-

related events and report the results to relevant parties, including students, through 
proper public relations methods. 

(6) Identify the situation of students’ extracurricular and on- and off-campus activities and 
provide necessary instructions. 

(7) Communicate and coordinate with the Universities and other relevant Departments and 
Divisions. 

(i) Communicate and coordinate with related Departments and Divisions concerning the 
deadline of the payments from students (such as tuition fees, etc.) 

(ii) Conduct on-campus communications and coordination concerning the venue and dates 
of the admission test, etc. 

(iii) Inform the examinees of changes to the examination venue, etc., in a prompt manner. 
 

5. Relief Supply Team (Finance Department) 
(1) Secure areas for receiving and storing relief materials. 

(i) Secure truck drivers. 
(2) Coordinate with the General Affairs Team in receiving relief materials and food from 

other universities, local public entities, etc. 
(i) Manage the quantity of the relief supplies and request relevant organizations for 

additional supplies, etc. in coordination with the General Affairs Team and Evacuation 
Support Team. 

(ii) Communicate closely with the General Affairs Team and Evacuation Support Team, 
etc. and distribute the relief supplies to the evacuated residents, the Headquarters 
Members, students, etc. 

(iii) Secure personnel to receive relief supplies, etc., bearing in mind that their arrival times 
are unpredictable. 

(3) Determine the state of damages to the properties. 
(i) Communicate closely with each Team, Department and Office, etc., conduct surveys 

on the situation of damages to the properties, such as laboratory equipment, etc., in a 
prompt manner, and compile the results. 

 
6. Evacuation Support Team (Ito Campus: Research Planning Department; Audit Office) 

(Hakozaki Campus: Relocation Coordination Department)) 
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(1) Take the following measures when the University accepts evacuated neighborhood 
residents in the primary evacuation area. 

(i) Clearly indicate which area is to accept the residents. 
(ii) Prepare a name list and identifies names and number of the residents, etc. 

(2) Communicate and coordinate with the General Affairs Team and take the following 
measures when providing the University's buildings as the secondary evacuation areas. 

(i) Clearly indicate the buildings provided in Appendix 11 (P. 27). 
(ii) Prepare a name list and identify names and number of the residents, etc. 

(3) Communicate and coordinate with the General Affairs Team immediately when residents 
have already been evacuated to the Departments and Offices and temporarily accepted 
by the Departments and Offices before contacting the General Affairs Team as provided 
above. 

(4) Pay attention so that information is provided to the evacuated residents promptly and 
accurately. 

(i) Communicate closely with the Departments and Offices, etc. that have accepted 
evacuated residents so that information is communicated to them accurately. 

(5) Conduct the following items in coordination with the Departments and Offices, etc. that 
have accepted evacuated residents. 

(i) Make efforts to meet the requests from the evacuated residents to the extent possible. 
(ii) Accept visitors for evacuated residents. 
(iii) Prepare necessary matters at the buildings that are designated as evacuation areas. 
(iv) Install and ensure the safety of kitchen and laundry facilities. 
(v) Respond to autonomous and volunteer organizations comprised of evacuated residents. 
(vi) Make uncomfortable evacuation life as comfortable as possible through keeping order 

and mutual support. 
Communicate and coordinate with the General Affairs Team and Relief Supply Team concerning 
receipt of relief supplies, food, etc. for evacuated residents. 
 

7. Facility Team (Facilities Department) 
(1) Determine the state of damages to the facilities, installations and lands. 

(i) Receive reports (including records and photos) from each Division, Department and 
Office, etc., identify the situation of the whole university, and compile the results. 

(ii) Immediately prohibit entrance to the facilities, etc. that may cause a secondary disaster 
due to collapse, etc. and apply temporary prevention measures. 

(iii) Keep records of the damages in photos, videos, etc. with the dates before starting 
restoration works. 

(2) Secure lifeline utilities. 
(i) Coordinate with the Information Infrastructure Initiative concerning the situation of 

important systems for restoration from disaster, etc., and take back-up measures as 
necessary. 

(ii) Make efforts for early restoration of the utilities, such as electricity, gas, water, 
telephone, etc. 

(iii) Install temporary telephones and portable toilets when requested by local public 
entities, etc. 

 
8. Research Support Team (Team Leader: Executive Director of the Research and Industrial 

Collaboration Promotion Department) 
(1) Determine the situation of damage to the research process. 

(i) Communicate closely with other Teams (especially the Relief Supply Team and the 
Facilities Team), Departments and Divisions, promptly conduct surveys on the status 
of damage to research facilities, equipment, etc., and summarize the results. 

(2) Based on the damage information, provide necessary support for researchers to 
recommence their research projects. 

9. Information System Team (Information System Department) 
(1) Restore in-campus systems, communications, etc. and ensure their stable operation. 

(i) Maintain and secure the systems, communications, etc. 
(ii) In case of a failure of the systems or communications, investigate the situation of the 

failure, identify the cause and take restoration measures. 
 
10. First Aid and Hygiene Team (Counseling and Health Center) 

(1) Apply first aid to injured students, faculty members and evacuated residents, etc. 
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(2) Search for and identify the hospitals that accept patients. 
(i) Direct and carry (when necessary) injured students, faculty members and evacuated 

residents, etc. to the hospitals. 
(ii) Secure vehicles to take injured persons to medical institutions. 

 
III Common duties 

1. All faculty members must engage in disaster response operations. The Headquarters Chief 
may direct faculty members to engage in the operations of other Team, Department or Office. 

2. Disaster response operations will be carried out by the University as a whole according to the 
urgency of each operation. 
(e.g. lifesaving, fire fighting, acceptance of evacuated residents, etc.) 

3. Each Team will communicate and coordinate with other Teams in the Headquarters, while 
conducting necessary information gathering and coordination activities in cooperation with 
the Divisions of the Administration Bureau. Contact and make the necessary adjustments with 
the General Affairs Team if there is any matter for which the Team in charge is unclear. 

4. The staff members at each Division of the Administration Bureau will perform the operations 
of each Team as the Team Members. The Team Leaders must pay due attention to the physical 
and mental health of the Team Members so that they can take necessary rest for the smooth 
performance of operations. 
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Appendix 9 
Emergency Assembly System for Earthquakes that Occurred Outside of Working 
Hours  
1. The Primary Assembly System 

(i) The Head and Deputy Head, and General Affairs Section 1 of the General Affairs Division, 
General Affairs Department will communicate information concerning an earthquake, etc. to 
the Communication Personnel (Appendix 10 (P. 26)) in the following cases: [a] an earthquake 
registering lower or upper 5 in Fukuoka City or Itoshima City; [b] an earthquake registering 
lower or upper 5 or lower 6 in areas other than Fukuoka City and Itoshima City*; or [c] a 
tsunami or major tsunami warning issued for an area that includes Fukuoka Prefecture, 
Shimabara City in Nagasaki Prefecture, Reihoku-machi in Kumamoto Prefecture or Ibusuki 
City in Kagoshima Prefecture. 

(ii) Among the Communication Personnel, the Emergency Personnel (Appendix 10 (P. 26) must 
gather at Kyushu University immediately and gather information concerning damages, etc., 
except when the Executive Director of the General Affairs Department determines it is 
unnecessary. 

(iii) Communication Personnel that have been contacted must pay attention to information from 
television programs, etc. and be ready to receive further contacts by waiting at home, etc. 

(iv) The Executive Director of the General Affairs Department may call for the Secondary 
Assembly System when he/she finds it necessary based on information concerning damages, 
etc. 

 
2. The Secondary Assembly System 

(i) The Head and Deputy Head, and General Affairs Section 1 of the General Affairs Division, 
General Affairs Department will communicate information concerning an earthquake, etc. to 
the Communication Personnel in the following cases: [a] an earthquake registering lower or 
upper 6 in Fukuoka City or Itoshima City; or [b] an earthquake registering upper 6 or a major 
epicentral earthquake in areas other than Fukuoka City and Itoshima City. 

(ii) The Communication Personnel that have been contacted will convey information concerning 
the earthquake, etc., according to the Emergency Communication Plan in Case of Disasters 
(Appendix 2 (P. 12)). 

(iii) The Emergency Personnel that received the contact must gather at Kyushu University 
immediately and gather information concerning human and property damages. 

(iv) The Communication Personnel (excluding the Emergency Personnel) that have been 
contacted must pay attention to information from television programs, etc. and be ready to 
receive further contacts by waiting at home, etc. 

(v) The Emergency Personnel that gathered at the University are to establish the Headquarter as 
needed and take necessary actions for the operation of the Headquarters and emergency 
measures. 

(vi) When it is impossible to communicate information concerning the earthquake due to the 
shutdown of telephone lines, etc., the Communication Personnel gather at Kyushu University 
on a voluntary basis if it seems necessary based on information from television programs, 
etc., and take necessary measures. 

(vii) The faculty members who are within an approximate 10km radius from the Ito Campus must 
gather at Kyushu University and take necessary measures when they are both possible and 
considered to be necessary based on information from television programs, etc., bearing in 
mind the risks of secondary disaster (consult with superiors, depending on the situation), after 
confirming the safety of the family members and damages to the home. 

 
3. The Tertiary Assembly System  

(i) The Emergency Personnel gather at Kyushu University, if possible, when they become aware 
of an epicentral earthquake in Fukuoka Prefecture. 

(ii) The faculty members gather at Kyushu University, when it is necessary and possible, to take 
necessary measures, following instructions from the Emergency Personnel, after confirming 
the safety of their family members and damages to their homes. Depending on the situation, 
they may gather at the nearest campus from their locations as of the time of the outbreak of 
the earthquake. 
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This Emergency Assembly System should be understood as a basic plan. Information 
communication and emergency assembly will be conducted in a flexible manner according to the 
status of damage so that the damage can be taken care of promptly. 
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*(Reference) Kyushu University’s facilities located in areas other than Fukuoka City  
Chikushi Campus (Kasuga City) 
University Farm (Kasuya-machi, Kasuya-gun) 
Kyushu University Forest (Fukuoka) (Sasaguri-machi, Kasuya-gun) 
Faculty of Pharmaceutical Sciences’ Experimental Station for Medicinal Plant Studies (Sasaguri-
machi, Kasuya-gun) 
Fishery Research Laboratory (Fukutsu City) 
Research Center for Synchrotron Light Applications (Tosu City, Saga Prefecture) 
Institute of Seismology and Volcanology (Shimabara City, Nagasaki Prefecture) 
Amakusa Marine Biological Laboratory (Reihoku-machi, Amakusa-gun, Kumamoto Prefecture) 
Kyushu University Beppu Hospital (Beppu City, Oita Prefecture) 
Kuju Joint Training Center for National Universities in Kyushu Area (Kokonoe-machi, Kusu-gun, 
Oita Prefecture) 
Kuju Joint Training Center (Yamanoie) (Kokonoe-machi, Kusu-gun, Oita Prefecture) 
University Farm (Experimental Farm for Agriculture in Highlands) (Kuju-machi, Taketa City, Oita 
Prefecture) 
Kyushu University Forest (Miyazaki) (Shiiba-son, Higashi-usuki-gun, Miyazaki Prefecture) 
Ibusuki Experiment Station, Instisute of Genetic Resource (Ibusuki City, Kagoshima Prefecture) 
University Forest (Hokkaido) (Ashoro-cho, Ashoro-gun, Hokkaido Prefecture) 
Tokyo Office (Yurakucho, Chiyoda-ku) 
Osaka Office (Umeda, Kita-ku, Osaka City) 
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Appendix 10 
Emergency Personnel for Earthquakes That Occurred Outside of Working Hours 

Subject persons 
Primary Assembly Secondary Assembly Tertiary 

Assembly 
Communication 

Personnel 
Emergency 
Personnel 

Communication 
Personnel 

Emergency 
Personnel 

Emergency 
Personnel 

1 President     ● 

2 Executive Vice President in charge of crisis 
management    ● ● 

3 Executive Vice President in charge of general 
affairs    ● ● 

4 Executive Vice Presidents (other than 2 and 3 
above)     ● 

5 Executive Director of the Research Planning 
Department    ● ● 

6 Head of the Research Planning Division ○  ○ ● ● 

7 Executive Director of the General Affairs 
Department   ● ○ ● ● 

8 Head of the General Affairs Division ○ ● ○ ● ● 
9 Head of the Alumni/Endowment 

Management Division     ● 

10 Head of the Regional Collaboration 
Division 

○  ○ ● ● 

11 Environmental Safety Management 
Division 

  ○ ● ● 

12 Executive Director of the Human Resources 
Department 

 ●  ● ● 

13 Head of the Human Resources Division  ○ ● ○ ● ● 
14 Head of the Employee Relations Division      ● 

15 Head of the Human Resources and Salaries 
Division     ● 

16 Executive Director of the Research and 
Industrial Collaboration Promotion 
Department  

   ● ● 

17 Head of the Research Planning Division  ○  ○ ● ● 

18 Head of the Research Promotion Division    ○  ● 

19 Head of the Research and Industrial 
Collaboration Promotion Division 

  ○  ● 

20 Executive Director of the International Affairs 
Department    ● ● 

21 Head of the International Affairs Division ○  ○ ● ● 

22 Head of the International Strategy Division      ● 

23 Head of the International Student Exchange 
Division  

   ● ● 

24 Head of the International Student and 
Researcher Support Center  

   ● ● 

23 Executive Director of the Finance Department    ● ● 

24 Head of the Finance and Planning Division ○  ○ ● ● 
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25 Head of the Accounting Division     ● 

26 Head of the Procurement Division    ● ● 

27 Head of the Account Settlement Division     ● 

28 Executive Director of the Student Affairs 
Department   ●  ● ● 

29 Head of the Student Affairs Planning 
Division 

○ ● ○ ● ● 

30 Head of the General Education Support 
Division     ● 

31 Head of the Student Affairs Division for 
School of Interdisciplinary Science and 
Innovation 

    ● 

32 Head of the Student Support Division    ● ● 

33 Head of the Career and Scholarship Support 
Division 

   ● ● 

34 Head of the Admission Division     ● 

35 Head of the Support Division for Graduate 
Education and Research Training Program 
in Decision Science for Sustainable Society 

    ● 

36 Executive Director of the Facilities 
Department  ●  ● ● 

37 Head of the Construction Planning Division ○ ● ○ ● ● 
38 Head of the Construction and Maintenance 

Division     ● 

40 Head of the Environmental Maintenance 
Division     ● 

41 Head of the Facilities Management Division     ● 

42 Executive Director of the Relocation 
Coordination Department  

   ● ● 

43 Head of the Relocation Coordination 
Division  

    ● 

44 Head of the Utilization Division ○ ● ○ ● ● 

45 Executive Director of the Information System 
Department    ● ● 

46 Head of the Information Technology and 
Planning Division 

○ ● ○ ● ● 

47 Head of the Information Technology 
Infrastructure Division     ● 

48 Head of the Legal Affairs and Compliance 
Division     ● ● 

49 Head of the Audit Office     ● 

50 Head of the Public Relations Office ○  ○ ● ● 

※ Assistants in charge of general affairs and 
equivalent persons for 6, 8, 13, 17, 21, 24, 29, 
37, 44 and 46 

    ● 

※ Regular faculty members of individual 
divisions and offices (faculty members who are 
in an approximate 10 km radius from Ito 
Campus) 

    ● 
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Seismic intensity Fukuoka City, 
Itoshima City 

Areas other than Fukuoka 
City and Itoshima City 

Lower or upper 5 Primary Primary 

Lower 6 Secondary Primary 

Upper 6 Secondary Secondary 

Epicentral earthquakes Tertiary Secondary 
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Appendix 11 
List of the Secondary Evacuation Areas 

 
Campus Secondary Evacuation Area Capacity 

Ito Campus Shiiki Hall 
Lecture Rooms and other buildings available for shelter 3,000 persons 

Kaizuka Campus Large Lecture Room 
Medium Lecture Room 

300 persons 
200 persons 

Hakozaki Campus Audiovisual Hall of the University Library 200 persons 

Hospital Campus Centennial Hal, Gymnasium 1,000 persons 

Chikushi Campus Welfare Facilities 200 persons 

Ohashi Campus Multi-purpose Hall, Gymnasium 1,000 persons 
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Appendix 12 
 

Approved by the Committee for Support for Persons with Disabilities on May 30, 2017 

 

Regarding the Basic Policy for Disaster Measures for People with Disabilities 

 

  While Kyushu University’s Disaster Preparedness Manual provides for basic matters concerning disaster 

response, emergency communication plans, and first-aid disaster measures, this document provides for the basic 

policy for disaster measures for students and faculty members with disabilities (hereinafter referred to “persons 

with disabilities”), which is to be universally applied to all faculties. 

 

1. Identifying persons with disabilities 

  The heads of Departments, etc. must be aware of the disability characteristics of the persons in their Departments, 

etc. In case of a disaster, the heads of Departments, etc. share information with relevant people in the Departments, 

etc. and cooperate with them in providing evacuation assistance to the persons with disabilities. 

 

2. Evacuation assistance 

(1) A person with a disability who will need evacuation assistance in case of a disaster is required to submit a 

written request to the head of Department, etc. (for students, “Request for Consideration and Assistance 

Concerning Lectures, Tests, Life, etc.”; for faculty members, “Request for Consideration and Assistance 

Concerning Work”). 

(2) The head of the Department, etc. must prepare an evacuation assistance system for the person with a disability, 

whenever evacuation assistance is deemed to be necessary based on the request of the person with a disability. 

(3) The evacuation assistance plan for the person with a disability must be clearly specified in relation to 

individual classes, offices, laboratories, etc. It is preferable that whoever is near the person with a disability is 

able to provide evacuation assistance in case of a disaster.  

(4) It is preferred that the evacuation routes from the main activity areas of the person with a disability to the 

primary evacuation area are identified in advance, while also arranging evacuation assistive devices and storing 

them in the main activity areas of the person with a disability. 

(5) When preparing a disaster communication plan, the faculty member giving the lecture, tutor, or superior is to 

be designated as evacuation confirmation personnel, who will check if the person with a disability is safely 

evacuated and report the results to the office in charge of confirming the safety of people in the Department, 

etc. 

 

3. Disaster communication plan 

(1) Under “III. Disaster Communications Plans” of the Disaster Preparedness Manual, it is provided that “Each 

Department and Office, etc. is required to prepare a disaster communications plan.” Each Department, etc. 

must prepare a communication plan that includes the person with a disability. 
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(2) When preparing a communication plan, the head of Department, etc. is to hear the disability characteristics 

from the person who submitted a written request and prepare an Individual Disaster Assistance Plan (Form 1) 

according to such characteristics. Moreover, even when the person with a disability recognized by the 

Department, etc. has not submitted a written request, the Department is to strive to take relevant measures 

according to the disability characteristics with reference to the Individual Disaster Assistance Plan form. 

(3) The details of the written request and Individual Disaster Assistance Plan must be handled with special care. 

These documents are to be only used in disaster drills and in actual disasters; these are not meant to be 

carelessly shared among faculty members during times other than during disasters. 

(4) Efforts must be made to keep the name list usable in emergencies (including efforts to check the newest 

information with the relevant individuals for regular updating). 

(5) The Department, etc. must transfer the information on the Individual Disaster Assistance Plans into the 

Individual Disaster Assistance Plans (Form 2) for students and faculty members separately and send them to 

the office in charge of safety confirmation under the Disaster Headquarters. 

 

4. Evacuation from a disaster 

  A person providing evacuation assistance will evacuate the person with a disability by taking the following steps. 

(1) Identify the location of the person with a disability, confirm his/her safety, and secure safety in the room. 

(2) Once the disaster situation stabilizes, guide the person with a disability to the primary evacuation area. 

(3) After the person with a disability is evacuated, report the state of evacuation to the Department’s evacuation 

confirmation personnel who are in charge of safety confirmation. 

(4) If the person with a disability complains of injury or a medical problem in the evacuation area, contact the First 

Aid and Hygiene Team (Counseling and Health Center’s infirmaries established in individual campuses). 

 

5. Prior check of the disaster evacuation process 

  The disaster response plan must be made familiar by conducting disaster (evacuation) drills, etc. The safety of 

the facilities and evacuation routes must be ensured in advance, while effectively installing evacuation assistive 

devices. Evacuation methods and other information must be shared among people in the Departments. Some prior 

arrangements are also required for evacuation areas, in order to ensure the capability of taking effective measures 

based on the various disability characteristics. See the Basic Disaster Measures for Persons with Disabilities Based 

on Disability Characteristics for prior arrangements. 

  If an expert’s advice is needed when developing evacuation methods, etc. based on disability characteristics, 

consult the Support Section for Equal Opportunity Services of the Counseling and Health Center. 
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Form 1 

 

Individual Disaster Assistance Plan 
 

Name of person with a disability（          ）Faculty member/student no.（           ） 

Affiliation（                ） Date of birth（                ） 

Address（                   ） Club（                   ） 

Emergency contact 1 (Relationship: □Family・□Other（        ）) / Name / Address / TEL 

（                                             ） 

Emergency contact 2 (Relationship: □Family・□Other（        ）) / Name / Address / TEL 

（                                             ） 

*Specify contact information of two or more persons (if possible) who are able to provide assistance in a disaster. 

 

[Disaster communication plan] 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

[Checklist] 

[Disaster drill at Departments, etc.] 

□The person with a disability participated in the drill. (1st drill:     /   /     ; 2nd drill:     /   /     ; ...) 

□The major evacuation confirmation personnel participated in the drill. (1st drill:     /   /     ; 2nd drill:     

/   /     ; ...) 

□During the disaster drill, preparation and operation check of evacuation assistive devices were conducted based on 

the attached Disaster Drill Checklist. 

[Person with a disability] 

TEL: 

Email: 

Other communication means (social media, etc.): 

 

[Evacuation confirmation personnel] 

(Faculty member giving the lecture, tutor, 

superior, etc.) 

Name: 

TEL: 

Email: 

 

Name: 

[Sending/receipt of information]  

Office in charge of safety confirmation:  

TEL: 

Email address: 

[Entity that can provide assistance 

(regularly visited doctor, etc.)] 

Name (institution name): 

TEL: 

Disaster information 

Safety information 
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[Checking evacuation methods specified for individual classrooms, offices, laboratories, etc.] 

□Checked the evacuation routes. (Classroom / Office / Laboratory / Other (          )) 

□Checked if the evacuation routes are clear of all obstacles. (Classroom / Office / Laboratory / Other 

(          )) 

□Checked the locations of the evacuation areas. (Primary evacuation area:           ) 

[Measures to be taken in evacuation areas] 

□Confirmed the method for communicating safety information. 

□Designated the person in charge of auditory communication (for persons with visual disability) and the person in 

charge of communication in sign language or by writing. 

□Arranged written communication tools and whiteboards (for illustrating the situation in an easy-to-understand 

manner). 

□Arranged a sign that indicates that the person needs assistance (upon the consent of the person). 

□Arranged coordination with infirmaries and relevant medical institutions (specifically,                     ). 

□Designated the person to provide assistance in case of injury or medical problems. 

□Ensured the capability of daily actions. 

□Others (                                                                    ) 

[Measures to be taken after evacuation] 

□Time and space are secured where the person can feel safe to talk (checking if he/she suffers flashbacks, etc.) 

 

*Personal information on this Form will be strictly kept confidential and will not be used for any purpose other than 

disaster response or provided to a third person, except for the occasions specified in Article 9 of the Act on the 

Protection of Personal Information Held by Independent Administrative Agencies, etc. 
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Attachment 

Disaster Drill Checklist 
[Date of the drill:                ] 

Items Arranged 
Checked 

in the drill 

Participation of the person with a disability and evacuation confirmation personnel 

(                ) 

  

Evacuation route 

(                                ) 

  

Evacuation plan for a case where nobody is around the person with a disability at the time 

of occurrence of the disaster 

  

Evacuation assistance method 

(Assistance for persons with visual disability, assistance for crippled persons when going 

up and down stairs, etc.) 

  

Existence of any obstacles in the evacuation route 

(                                ) 

  

Primary evacuation area 

(                                ) 

  

System for communicating written disaster information 

(including the communication of sound information using computers, cellphones, etc.) 

  

Evacuation assistive devices (backpack carriers, stretchers, flashing lights, etc.) 

Others (                             ) 

  

Writing communication device/whiteboard   

Signs indicating places where communication in hand sign or by writing is available and 

signs indicating persons capable of such communication 

(Flags, banners, armbands, badges, etc.) 

  

Signs indicating the person that needs assistance 

(Upon the person’s consent, ask him/her to wear an indicator so that people surrounding 

him/her can recognize that the person needs assistance, for example.) 

  

Others 

(                                ) 
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Form 2 

Individual Disaster Assistance Plan 

[Name of the Department, etc.                 ] 
Office in charge: 
TEL: 
Email address: 

№ 
Name, address, telephone no., 
email address of person with a 

disability 

Date of 
birth 

Faculty staff / 
student no. 

Affiliation 
(department, 
major, etc.) 

Evacuation 
confirmation 
personnel 1 

Evacuation 
confirmation 
personnel 2 

Emergency 
contact 1 

Emergency 
contact 2 University 

club Notes 

Name/title/contact Name/title/contact Name/contact Name/contact 

1 

Name: 
Address: 
TEL: 
Email: 

   Name: 
Title: 
TEL: 
Email: 

Name: 
Title: 
TEL: 
Email: 

Name: 
Address: 
TEL: 

Name: 
Address: 
TEL: 

  

2 

Name: 
Address: 
TEL: 
Email: 

   Name: 
Title: 
TEL: 
Email: 

Name: 
Title: 
TEL: 
Email: 

Name: 
Address: 
TEL: 

Name: 
Address: 
TEL: 

  

3 

Name: 
Address: 
TEL: 
Email: 

   Name: 
Title: 
TEL: 
Email: 

Name: 
Title: 
TEL: 
Email: 

Name: 
Address: 
TEL: 

Name: 
Address: 
TEL: 

  

4 

Name: 
Address: 
TEL: 
Email: 

   Name: 
Title: 
TEL: 
Email: 

Name: 
Title: 
TEL: 
Email: 

Name: 
Address: 
TEL: 

Name: 
Address: 
TEL: 

  

5 

Name: 
Address: 
TEL: 
Email: 

   Name: 
Title: 
TEL: 
Email: 

Name: 
Title: 
TEL: 
Email: 

Name: 
Address: 
TEL: 

Name: 
Address: 
TEL: 
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Basic Disaster Measures for Persons with Disabilities Based on Disability Characteristics Attachment 

 Common items Visual impairment Hearing impairment Orthopedic impairment Intellectual disability Developmental disability Mental disorder 
Initial response Confirmation and securing of 

the person’s safety 
Evacuation instruction, 
guidance to the primary 
evacuation area in the 
building, and explanation 
of the situation, all given 
in the auditory form 

Delivering disaster 
information to the person 

Gathering initial response 
personnel (primary 
evacuation 
assistants/teams) 

Gathering initial response 
personnel (primary 
evacuation 
assistants/teams) 

Same as the common 
items 

Same as the common 
items 

Determination of a safer 
evacuation area (primary 
evacuation area) 

Communication means 
between the person and 
evacuation confirmation 
personnel 

Reporting safety 
information to the 
Department 

Communication means 
between the person and 
initial response personnel 

Communication means 
between the person and 
initial response personnel 

Method of evacuation to the 
primary evacuation area in the 
building 

    

Route of evacuation to the 
primary evacuation area in the 
building 

    

Evacuation 
method, route, 
etc. to the 
designated 
evacuation area 

Evacuation route from the 
primary evacuation area to 
outside of the building 

Evacuation assistance Delivering evacuation 
instruction to the person 

Designation of 
installation locations and 
operators for assistive 
devices 

Gathering evacuation 
assistants/teams 

Gathering evacuation 
assistants/teams 

Gathering evacuation 
assistants/teams 

Evacuation route from the 
primary evacuation area to the 
designated evacuation area 

Gathering evacuation 
assistants/teams 

Evacuation support 
(sharing hazard 
information concerning 
the evacuation routes, 
etc.) 

Gathering evacuation 
assistants/teams 

   

Method for assisting evacuation       
Measures to be 
taken in the 
evacuation area 

Measures to be taken when it is 
impossible to return home; 
information sharing 

Deployment of evacuation 
assistants 
・ Explanation of the 

situation, guiding the 
person 

・ Communication of 
written information, 
etc. 

Clear indication that the 
person needs assistance 

Deployment of helpers 
(as necessary) 

Securing a space where 
the person can settle 
down 

Support for 
communication with key 
persons and other people 

Coordination with the 
infirmaries; 
management/provision of 
drugs 

Measures to be taken for injury 
and medical problems 

 Support for 
communication between 
the person and his/her 
family and emergency 
contacts 

 Support for 
communication with the 
person’s family and 
emergency contacts 

Introduction to the 
welfare and evacuation 
center 

Considering transfer to a 
less stimulating place or 
hospital 

  Information sharing by 
visual means 

 Deployment of assistants 
according to the situation 

Collecting information on 
areas where people close 
to the person are 
evacuated to, and sharing 
such information with the 
person 

 

  Clearly indicating places 
where communication in 
hand sign or by writing is 
available and persons 
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capable of such 
communication 

Communication 
and liaisons 

Department’s emergency chain 
of command and reporting 
system 

Methods for 
communicating with the 
person 
・ Explanation of the 

situation 
・ Communication of 

written information, 
etc. 

Methods for 
communicating with the 
person 
・Sign language, written 
communication, oral 
communication, etc.  

Methods for 
communicating with the 
person (such as when 
vocal communication is 
difficult) 

Methods for 
communicating with the 
person 
・ Providing 

easy-to-understand 
visual information 

・ Explanation in basic 
words, etc. 

Telephonic 
communication 

Checking how to send 
and receive safety and 
medical information 

Routes and means of 
communication in the 
Department and to the Disaster 
Headquarters 

 Department’s emergency 
chain of command and 
reporting system 

  Instruction to check 
information in mass 
emails 

Utilization of social 
media 

  Routes and means of 
communication in the 
Department and to the 
Disaster Headquarters 

    

Others Prior check of disaster response 
actions 
・ Checking evacuation areas 

and routes 
・ Conducting regular 

evacuation drills, etc. 

Safety confirmation of the 
location and surrounding 
environment, securing of 
passages 

Installation of fire alarms 
for hearing-impaired 
persons 

Same as the common 
items 

Holding study sessions 
on disaster response 

Prior check of disaster 
response actions 

Prior check on how to 
contact the person 
directly 

 
Prior check of communication 
methods and means 

Training evacuation 
assistants on how to guide 
the person 

Sharing of written 
information using 
cellphones 

Checking methods and 
means for 
communicating with the 
person’s family 
・ Utilizing the Disaster 

Emergency Message 
Dial, Disaster 
Message Board 
Service, etc. 

Establishing a system to 
check the person’s 
location and safety and 
situation of the disaster; 
explaining procedures to 
the person 

 

 Information sharing using 
cellphones, social media, 
etc. 

Disseminating 
information and carrying 
out training, etc. on 
in-campus safety 
confirmation system 
using cellphones 

Sharing information on 
the person among 
relevant people 
・ Emergency contacts 
・ Chronic disease, 

medication, if any 
・ How to handle the 

person’s panic attack, 
etc. 

Keeping watching; 
securing time and space 
where the person can feel 
safe 

 

 Disseminating information 
and carrying out training, 
etc. on in-campus safety 
confirmation system using 
cellphones 
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