<insert school name>
<insert school logo>
SCHOOL SITE EMERGENCY RESPONSE PLAN
Plan Disclaimer

This document is intended as a general guideline to address the areas that might be included in a school's emergency response plan.  Before use, it should be tailored and modified to meet the needs of your each school's programs, staffing, and risks.  The document prepared for your school's use should be reviewed by school administration and counsel to be sure it meets the needs of your school.   The County of San Mateo is not responsible for the contents of this document, any modifications that may be made, or the determination that it does or does not meet the needs of any particular school. 

Executive Order S-2-05
EXECUTIVE DEPARTMENT 

STATE OF CALIFORNIA 

EXECUTIVE ORDER S-2-05 

by the 

Governor of the State of California 

WHEREAS, the President in Homeland Security Directive-5, 

directed the Secretary of the Department of Homeland Security 

to develop and administer a National Incident Management System, 

which would provide a consistent nationwide approach for federal, 

state, local, and tribal governments to work together more 

effectively and efficiently to prevent, prepare for, respond to, 

and recover from disasters, regardless of cause, size, or complexity; 

and

WHEREAS; California local and state government pioneered the development 

of standardized incident management systems to respond to a variety of 

catastrophic disasters, including fires, earthquakes, floods, and landslide; 

and

WHEREAS, in the early 1970s, the California fire service, in partnership 

with the federal government, developed the seminal emergency incident 

command system that has become the model for incident management nationwide; 

and

WHEREAS; in 1993, California was the first state to adopt a statewide 

Standardized Emergency Management System for use by every emergency 

response organization, and implemented a system involving local and 

state agencies to ensure the continual improvement of the Standardized 

Emergency Management System; and

WHEREAS, California local and state emergency management professionals 

have contributed their expertise to the development of the new National 

Incident Management System; and

WHEREAS, it is essential for responding to disasters and securing the 

homeland that federal, state, local, and tribal organizations utilize 

standardized terminology, standardized organizational structures, 

interoperable communications, consolidated action plans, unified 

command structures, uniform personnel qualification standards, 

uniform standards for planning, training, and exercising, 

comprehensive resource management, and designated incident facilities 

during emergencies or disasters; and

WHEREAS, the California Standardized Emergency Management System 

substantially meets the objectives of the National Incident Management 

System, and

WHEREAS, the National Commission on Terrorist Attacks (9-11 Commission) 

recommended adoption of a standardized Incident Command System nationwide. 

NOW, THEREFORE, I, Arnold Schwarzenegger, Governor of the State of 

California, by virtue of the power vested in me by the Constitution 

and Statutes of the State of California, do hereby direct the following:
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Introduction
This Emergency Plan addresses the <insert school name> planned response to emergency situations associated with emergencies and/or disasters. It is designed to be read, understood, and exercised prior to an emergency and integrated into the Standardized Emergency Management System (SEMS). 
This plan has been written to encompass most potential emergency situations on a school campus. Situations may occur where standard methods and practices may be modified for such circumstances. Nothing contained in this plan should be interpreted as an obstacle to the experience, initiative, and/or ingenuity to adapt to the complexities which exist under emergency conditions.
Emergency Management Goals
· Provide effective life safety measures and reduce property loss

· Provide for the rapid resumption of impacted academic school-related activities and services

· Provide accurate documentation and records for potential cost recovery
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Section 1

IMMEDIATE RESPONSE CHECKLISTS





AIRCRAFT CRASH
If an aircraft crashes on or near school buildings:

	ACTIONS
	RESPONSIBILITY

	Contact an administrator and call "9-1-1"


	

	Decide whether to evacuate building

	

	Move to an area of safety and maintain control of students; caution students to stay clear of debris or other hazards

	

	Consult with the District Office

	

	Establish a Command Post away from the danger area; activate needed emergency management personnel or field teams;   co-locate school Command Post with police/fire 


	

	Have the building custodian report to the Command Post 


	

	Provide the following information to the safety officials
· Floor plans, location of utility controls
· Information on Staff in the area

· Information on Students in the area

	

	Plan possible evacuation routes away from the campus; inform police and District Office

	

	Resume school activities only after buildings have been inspected and determined safe by proper authorities

	


BOMB THREAT / POSSIBLE EXPLOSION

Sometimes bomb threats are hoaxes or pranks and are frequently anonymous phone calls.  Threats should be handled quickly and efficiently.

	ACTIONS
	RESPONSIBILITY

	Contact an administrator and call "9-1-1"


	

	Use the “Bomb Threat Questionnaire” to record information about the call; provide this information to Police

	

	Decide whether to evacuate building


	

	Decide whether to inform faculty


	

	Establish a Command Post away from the danger area; activate needed emergency management personnel or field teams; locate with police and fire
	

	Have the building custodian report to the Command Post 


	

	Provide the following information to the Police

· Floor plans, location of utility controls
· Information on Staff in the area

· Information on Students in the area


	

	Plan possible evacuation routes away from the campus; inform police and District Office


	

	Resume school activities only after buildings have been inspected and determined safe by proper authorities


	

	Avoid publicizing "scare"

	


CIVIL DISTURBANCE
Acts of violence could take the form of threats to the personal safety of employees or taking hostages.  Civil Disturbance could reflect gang or mob related activities. If advanced warning/notification is possible, staff should be advised. Take the appropriate following steps.
	ACTIONS
	RESPONSIBILITY

	Contact an administrator and call "9-1-1"

	

	Establish a Command Post away from the danger area; begin activating needed emergency management personnel or field teams; co-locate school Command Post with police


	

	Have the building custodian report to the Command Post 

	

	Provide the following information to the Police:
· Floor plans, location of utility controls
· Information on Staff in the area

· Information on Students in the area

	

	Lock down campus/classrooms


	

	Is evacuation warranted? If so, plan specific routes


	

	Take attendance and injury information; list name(s) of injured, nature of injury, and the location of the injured (room number and/or other location)

	

	Turn the bell system off (place on manual operation) 

	

	Document activities – video or photography

	

	Coordinate with police officials and District Office before notification of parents of students killed, injured, or hostage(s)

	

	Convene a Crisis Intervention Team; list names of counselors or other trained staff

	


CRISIS INTERVENTION
Normal people may respond in various psychological ways during the hours and days following a disaster or traumatic experience.  Crisis intervention concerns students and staff who require help to return to their normal emotional equilibrium.
	ACTIONS
	RESPONSIBILITY

	Contact an administrator or call "9-1-1"

	

	Inform staff and students of factual information

	

	Establish a Command Post away from the danger area; activate needed emergency management personnel or field teams

	

	Coordinate the crisis intervention with local police and fire officials

	

	Establish a Site Intervention Team, listing names of counselors, other trained staff

	

	Convene the Site Intervention Team; establish responsibilities

	

	Determine if the Intervention Team can handle the situation or if outside assistance is needed


	

	Contact County Mental Health and/or other volunteer professionals if needed.; meet these people as they arrive

	

	Instruct parents not to come to school unless requested to pick up their student

	

	Release no information relating to the situation; refer all information requests to the District Office

	

	Establish a sign-in and message center for outside assistance persons

	

	Maintain Intervention Team folders for the outside assistance person(s)

	


DAM INUNDATION
In the event of a Dam Failure, some campuses might be affected. Additionally, transportation disruptions could occur. 

	ACTIONS
	RESPONSIBILITY

	Contact an administrator

	

	Based upon conversation with public safety officials, decide whether to evacuate building/campus

	

	Consult with local officials and District Office about whether the school will be directly affected 

	

	If the campus will be affected, evacuate immediately; inform police and District Office

	

	If the campus is not directly affected but transportation disruptions are likely, establish a Command Post; activate needed emergency management personnel or field teams

	

	Resume school after consultation with local officials and after buildings have been inspected and determined safe by proper authorities

	


EARTHQUAKE

Tremors and shaking of the earth indicate an earthquake; there are usually no advanced warnings.  

	ACTIONS
	RESPONSIBILITY

	Activate the Emergency Management Staff and Field Teams

	

	Establish the Command Post in a safe location 

	

	Contact with local authorities either directly or via the City’s EOC;  report situation and likely support needs for the next 24-48 hours

	

	Contact the District Office and report your status

	

	Prepare for aftershocks


	

	If buildings are unsafe, the students should be held on an evacuation field or in any safe building on the school grounds; parents should  be informed that students will be cared for at school and must not rush immediately to the school or attempt to telephone; all roads and communication lines must be held open to facilitate emergency  needs

	


EXPLOSION
An explosion or multiple explosions could occur accidentally or as planned/timed assault.  Initial response/reaction should provide for the protection of people.

	ACTIONS
	RESPONSIBILITY

	Contact an administrator and call "9-1-1"

	

	Decide whether to evacuate building(s)


	

	Move to an area of safety and maintain control of students; caution students to stay clear of buildings, trash cans, and lockers

	

	Inform faculty

	

	Establish a Command Post away from the danger area; co-locate with police and fire

	

	Have the building custodian report to the Command Post 


	

	Provide the following information to the Police:
· Floor plans, location of utility controls
· Information on Staff in the area

· Information on Students in the area


	

	Plan possible evacuation routes away from the campus; inform police and District Office

	

	Resume school activities only after buildings have been inspected and determined safe by proper authorities


	


FIRE / WILDLAND FIRE
The warning of fire is the alarm signal and/or smoke and flames. Some areas of the school may be surrounded by woodland areas which pose a potential fire threat to school site and surrounding areas.
	ACTIONS
	RESPONSIBILITY

	Contact an administrator and call "9-1-1"

	

	Determine situation and location and potential threat of fire


	

	Evacuate students and staff and indicated; account for any missing people

	

	Inform the District Office of the situation

	

	Establish a Command Post away from the danger area; Activate needed emergency management personnel or field teams; co-locate school Command Post with fire’s


	

	Have the building custodian report to the Command Post or EOC

	

	Provide the following information to the fire officials
· Floor plans, location of utility controls
· Information on Staff in the area

· Information on Students in the area

	

	Plan possible evacuation routes away from the campus; inform Police and the District Office

	

	Resume school activities only after buildings have been inspected and determined safe by proper authorities

	


FLOODING
Some areas of the community are susceptible to local flooding.  Closure of highways can result in isolating areas of the community.  Students may be unable to return home or may have to be evacuated to an alternate location.   

School officials may be alerted to danger and be ordered to evacuate by fire and/or law enforcement or local emergency officials.

	ACTIONS
	RESPONSIBILITY

	Contact an administrator and call "9-1-1"

	

	In consultation with local officials, decide to evacuate the school site; inform police and fire officials of any missing students

	

	Plan possible evacuation routes away from the campus; inform police, fire and District Office of your route and destination

	

	Keep the District Office informed of the situation

	

	Establish a Command Post away from the danger area; activate needed emergency management personnel or field teams; co-locate school Command Post with fire/police

	

	Have the building custodian report to the Command Post 

	

	Provide the following information to the police/fire officials
· Floor plans, location of utility controls
· Information on Staff in the area

· Information on Students in the area


	

	Resume school activities only after buildings have been inspected and determined safe by proper authorities

	


HAZARDOUS MATERIALS INCIDENT
Checklist should be employed during spill, unknown odors, leak, or any other time when a dangerous or potentially dangerous condition exists. Some hazardous materials may be located on district sites and should be inventoried, used, stored, and regularly disposed of in a safe and legal manner. 
	ACTIONS
	RESPONSIBILITY

	Contact an administrator and call "9-1-1"

	

	Based upon conversation with fire officials, decide whether to evacuate building

	

	Move to an area of safety and maintain control of students; have students to stay clear of the hazardous materials

	

	Inform faculty

	

	Establish a Command Post away from the danger area; activate needed emergency management personnel or field teams; co-locate school Command Post with fire’s 

	

	Have the building custodian report to the Command Post 

	

	Provide the following information to fire officials
· Floor plans, location of utility controls
· Information on Staff in the area

· Information on Students in the area

	

	Plan possible evacuation routes away from the campus; inform District Office

	

	Resume school activities only after buildings have been inspected and determined safe by proper authorities

	


LANDSLIDE
Areas of the community are highly susceptible to landslide.  Closure of highways can result in isolating areas of the community.  Students may be unable to return home or may have to be evacuated to an alternate location.   School officials may be alerted to danger and be evacuate by fire and/or law enforcement.

	ACTIONS
	RESPONSIBILITY

	Contact an administrator and call "9-1-1"

	

	In consultation with local officials, decide to evacuate the school site; inform police and fire officials of any missing students


	

	Plan possible evacuation routes away from the campus; inform police, fire and District Office of your route and destination


	

	Notify fire officials and utility companies of breaks and other known damage


	

	Keep the District Office informed of the situation

	

	Establish a Command Post away from the danger area; activate needed emergency management personnel or field teams; co-locate school Command Post with fire’s 

	

	Have the building custodian report to the Command Post 


	

	Provide the following information to fire officials
· Floor plans, location of utility controls
· Information on Staff in the area

· Information on Students in the area

	

	Resume school activities only after buildings have been inspected and determined safe by proper authorities

	


TERRORISM 
A warning may be received from law enforcement officials when an attack is expected or in progress against the United States, its territories, possessions, or allies.

	ACTIONS
	RESPONSIBILITY

	Contact an administrator


	

	Decide whether to evacuate building or lock down

	

	Consult with local officials and the District Office about  closing school


	

	Inform faculty

	

	Establish a Command Post; activate needed emergency management personnel or field teams

	

	Have the building custodian report to the Command Post 

	

	Plan possible evacuation routes away from the campus; inform police and District Office

	

	Resume school activities only after buildings have been inspected and determined safe by proper authorities

	


SMOG ALERT
The District Office may be notified of a smog alert by Air Quality Management District.  Due to the prevailing winds in the area, this potential incident is less likely to occur than within the bay area or valleys.

	ACTIONS
	RESPONSIBILITY

	Contact an administrator

	

	In a "First Stage Alert", vigorous and strenuous
 activities will be reduced and/or shortened


	

	In a "Second Stage Alert" all forms of vigorous
activity will be discontinued a/or canceled

	

	In a "Third Stage Alert" students and staff should remain indoors and restrict movement as much as possible

	

	Observe students and staff for respiratory distress.; report any problems to the administration

	

	Coordinate all issues with the District Office and local officials

	


WINDSTORM 
The National Weather Service has developed a system of "watches" and "warnings" that are issued when severe weather conditions may exist.

	ACTIONS
	RESPONSIBILITY

	Contact an administrator or call "9-1-1"


	

	Remain alert for additional weather advisories if a severe windstorm "Watch" has been issued.  (A "Watch" is issued by the National Weather Services when a thunderstorm in excess of 55 m.p.h. or a tornado may develop in a given area and during a specific time frame.)


	

	If a "Watch" is issued during working hours, notification will be by OES or local agencies, and will be kept up-to-date on the latest developments; monitor situation

	

	If a "Warning" is issued during working hours, provide care for students at school. (A "Warning" indicates that a thunderstorm with winds in excess of 55 m.p.h. or a tornado has been sighted in the area, and precautions to minimize potential risks should be taken.)


	

	If a "WARNING" is  issued,   the District  may direct the losing of the school, if there is sufficient time before the anticipated arrival of the storm, or may direct everyone to remain at their work sites if it would be dangerous to leave;  monitor situation

	

	Consult local officials and District Office about closing school

	

	Establish a Command Post; activate needed emergency management personnel or field teams


	

	Plan possible evacuation routes away from the campus; inform police and District Office

	

	Resume school activities only after buildings have been inspected and determined safe by proper authorities

	


ACTIVE SHOOTER

If an active shooter or person with a weapon is in on or near the school campus:

	ACTIONS
	RESPONSIBILITY

	Call "9-1-1" (Use 7-digit emergency number if using cell phone) provide the location and description of the shooter or person with the weapon.   

	

	Activate Emergency Plan, lock down campus/classrooms if unsafe to evacuate. Tell teachers to lock classroom doors and move students away from windows and doors.


	

	If safe to evacuate, plan possible evacuation routes away from the campus to designated safe area; inform police and District Office

	

	Establish a School Command Post away from the danger area; activate needed emergency management personnel using the Incident Command system;   If possible co-locate school Command Post near the Police Command Post. The principle or Vice Principle should report to the Police Command Post and remain with the Incident Commander until the incident is over.

	

	The Principle or Next in charge should bring  the following information to the Incident Commander

      ● Last known location of the suspect and victim                      information

· Campus maps, floor plans, location of utility controls, phones, and loudspeaker controls 
· Information on Staff in the area

· Information on Students in the area


	

	All teachers should be instructed to take attendance and injury information; list name(s) of injured, nature of injury, and the location of the injured (room number and/or other location. Identify any missing students


	

	 Designate a location for parents to reunify with students and have the students signed out to the parents.


	

	Appoint a Public Information person to communicate official information to the parents, and the media after clearing it with the School principal and Incident Commander
	

	Resume school activities only after buildings have been inspected and determined safe by proper authorities


	

	Resume school activities only after buildings have been inspected and determined safe by proper authorities


	



PANDEMIC INFLUENZA PLANNING
 A pandemic flu is a type of flu that causes severe outbreaks that progress rapidly to involve all parts of the world.  It occurs outside the usual “Flu season”.  There is usually a high attack rate in all age groups and high mortality even in children and healthy young adults.  There are usually multiple waves of disease immediately before and after the main outbreak. Schools, in additions to many other businesses, will likely be closed for extended periods of time, up to one year or even longer, during such a pandemic and need to make plans for continuity of education of students. The following actions are measures that should be taken in order to reduce the risks of a pandemic:

	ACTIONS
	RESPONSIBILITY

	
	

	Emphasize protective measures during flu season that should be utilized by children and staff including the following:

· Remind children and staff to wash their hands often, especially after sneezing or coughing. Use soap and warm water or alcohol-based hand sanitizer

· Avoid touching your eyes, nose or mouth

· Avoid close contact with people who are sick

· Cover you mouth and nose with a tissue or sleeve when coughing or sneezing

· Put your tissue in a trashcan

· Stay home when you are sick

· Wear a mask when you are sick and coughing
	

	Ensure hand washing equipment and/or hand sanitizers for children and staff are readily available.
	

	Develop local policies that discourage/prohibit attendance of symptomatic individuals, both staff and students.
	

	Encourage agency personnel to receive annual influenza vaccine.
	

	Raise public awareness of potential for pandemic influenza, the importance of hand washing, vaccination, and self-care.
	

	Work with health authority and local emergency services agencies to develop contingency plans for pandemic influenza
	

	Work with local information technology staff in developing Pandemic Influenza plans so that education of students can continue even though the physical school location is closed for extended periods of time


	


TSUNAMI WATCH/WARNING

A tsunami is a series of dangerous waves most commonly caused by an earthquake beneath the sea floor. If you are in a coastal community and feel an earthquake, you may have anywhere from minutes to hours until a Tsunami arrives. In the event of an earthquake, first follow your earthquake checklist. Depending on the location of the earthquake, a Tsunami Watch/Warning may be broadcast on local radio and television and your NOAA All Hazards Radio. An important first step in responding to a Tsunami Watch/Warning is to first determine whether your facility is located within the Tsunami inundation area. This information as well as further planning on evacuation routes etc. should be coordinated with your local fire and law enforcement agency(s). 
	ACTIONS
	RESPONSIBILITY

	If an earthquake occurs while at the coast:

· Drop, Cover and Hold. Get under a sturdy object and hold on. Watch for falling objects.
· As soon as the shaking stops, move students and staff to higher ground or inland. Do not wait for official warning. Go to your pre-designated Tsunami evacuation point. Make every effort to bring disaster supplies with you including access to public information, i.e. AM/FM Radio (KCBS 740 AM) and/or NOAA All Hazards Radio.
· Once away from the water, listen to a local radio or television station or your NOAA All Hazards Radio for information from the Tsunami Warning Center about what further action to take.
	

	If a Tsunami Watch is Issued:

· Listen to your NOAA All Hazards Radio or stay tuned to your local radio (KCBS 740 AM) or television station for updated information.

· Check your Disaster Supplies Kit.

· Review your evacuation plan

· If any staff or students have special evacuation needs consider evacuating early.

· Be ready to evacuate 


	

	If a Tsunami Warning is Issued for your area:
· Follow instructions issued by local authorities.
· Notify your school district that you are evacuating.
· Move students and staff to higher ground or inland to your pre-designated evacuation point. Take your Disaster Supplies including access to public information i.e. AM/FM Radio (KCBS 740 AM) and/or NOAA All Hazards Radio.
· Monitor information from local authorities on further actions to be taken.
· Return home only after local officials tell you it is safe to do so. 
	



Section 2

SCHOOL SITE 
EMERGENCY RESPONSE OPERATIONS
SCHOOL SITE EMERGENCY RESPONSE OPERATIONS

A.
GENERALtc \l1 "A.
GENERAL
This section describes procedures to be used in activating, staffing, oper​ating, completing documentation, and closing the Command Post (CP) in response to an emergency for <insert school name>.  

B.
OBJECTIVEStc \l1 "B.
OBJECTIVES  
The overriding objective in managing emergency operations is to ensure the effective direction of emergency response involved in preparing for and responding to situa​tions associated with natural disasters, technological incidents, or national defense emergencies.  

The specific objectives of CP are to facilitate:

· Overall safety and welfare of students and school employees
· Overall management and coordination of emergency operations
· Coordination and liaison with parents
· Coordination and liaison with city and government agencies
· Establishment of priorities 
· Collection, evaluation, and dissemination of essential information
C.
COMMAND POST ACTIVATION AND STAFFINGtc \l1 "C.
EMERGENCY OPERATIONS CENTER ACTIVATION AND STAFFING
Each school site must designate a primary and backup location for a command post. Only authorized personnel will be allowed into the command post.

Activation/Deactivationtc \l2 "Activation/Deactivation
Set-up is the responsibility of Facilities Manager.  Checklists for CP activation and deactivation are contained in the appendix.  
Activation Considerationstc \l2 "Activation Considerations
The CP will be activated as required for exercises or for impending or actual emergencies on request of a Principal or any other duly constituted authority. Staffing decisions will be driven by the nature and scope of the emergency.  Based on the situation, only portions may be activated.  The units activated will depend upon the needs of the situation.  The CP may be activated at any time the need arises.  It serves to provide data collection, verification, planning and other support to field operations.

Units will be activated through the school’s policies and procedures.  Section Chiefs will be notified of the requirement and be briefed on the situation by the Incident Commander or the senior official at the CP.  Chiefs will then notify Unit Leaders and describe the situation.  The Unit Leaders will determine how many personnel will be needed and will alert the appropriate personnel.

Upon CP activation, the senior official present will initiate the recall of the staff. Personnel will set up their work stations upon arrival and receive a briefing from their supervisor.  The participating units will plot the initial information and prepare an initial briefing for the IC.  The briefing should include a current weather report and forecast for adequate planning.
Alertingtc \l2 "Alerting  

The senior official present is responsible for alerting the Principal if not already on site. The Principal and/or Incident Commander is responsible for alerting District Office in the event of a threatened or actual emergency which may require CP activation. The Principal is responsible for alerting all needed school site staff. 

California Government Code allows for the recall or additional time of school staff following an emergency. At the direction of the Principal in concert with the District Office, staff may be retained or called back in to provide service or staffing.
Staff Organizationtc \l2 "EOC Staff Organization 

The CP will utilize Standardized Emergency Management System (SEMS).  SEMS organizational structure consists of five principal sections which may be activated for a major incident.  SEMS allows for the adding, subtracting, or shifting of staff and positions as the incident changes.  Due to the limited number of staff, members may be required to assume responsibility for more than one area or position.
Site Command Sectiontc \l2 "District Command/Management Section
This Section is headed by the Incident Commander (IC) who has overall management responsibility for an emergency.  A Command Staff element is provided for handling such matters as public information, and interagency liaison.  Command Staff will normally be assigned to:

· Site Incident Commander – School Principal
· Site Public Information Officer – As Assigned
Site Operations Sectiontc \l2 "District Operations Section
This Section is headed by an Operations Section Chief who is responsible for the coordination and management of all operations units.  The Operations Section is responsible for coordinating the response teams at the school site, and mitigating the effects of the emergency.  The Site Operations Staff will may consist of:

· Site Operations Chief – assigned by Site Incident Commander
· Care & Shelter Leader – assigned by Site Operations Chief

· Student Release Coordinator -  assigned by Site Operations Chief

· Site Security Leader -  assigned by Site Operations Chief

· Search & Rescue Leader – assigned by Site Operations Chief

· Utility Control Leader – assigned by Site Operations Chief

· First Aid/Medical Leader - assigned by Site Operations Chief
Site Planning Sectiontc \l2 "District Planning Section  

This Section is headed by the Planning Section Chief and is structured into several units depending on the needs of the incident.  The Planning Section collects and analyzes data regarding emergency operations; develops the Incident Action Plan; conducts planning meetings; and collects, disseminates, and maintains CP documentation.  The Site Planning Section may consist of: 

· Site Planning Section Chief - assigned by Site Incident Commander
· Site Situation Analysis - assigned by Site Planning Chief

· Site Documentation  - assigned by Site Planning Chief

· Site Student Status - assigned by Site Planning Chief
Site Logistics Sectiontc \l2 "District Logistics Section  

This Section is headed by the Logistics Section Chief and is responsible for the logistical needs for emergency response.  This may include procuring supplies and equipment such as communication gear; personnel management; and meeting the transportation requirements of the incident.  The Site Logistics Section may consist of:  
· Site Logistics Section Chief - assigned by Site Incident Commander
· Site Materials/Supply Unit Leader - assigned by Site Logistics Chief
· Site Communications - assigned by Site Logistics Chief

· Site Volunteer Coordinator - assigned by Site Logistics Chief
· Site Staff Resources – Assigned by Site Logistics Chief
Site Finance Sectiontc \l2 "District Finance Section 

This Unit is headed by the Finance Chief and is responsible for meeting the financial needs of the emergency response.  This may include purchasing and time-keeping functions.  The Site Finance Section may consist of: 

· Site Finance Section Chief – assigned by site Incident Commander 

· Cost Accounting Unit Leader - assigned by Site Finance Chief

· Timesheet Accounting Unit Leader - assigned by Site Finance Chief
D.
COMMAND POST ADMINISTRATIVE PROCEDUREStc \l1 "D.
EMERGENCY OPERATIONS CENTER ADMINISTRATIVE PROCEDURES
Message Control Procedurestc \l2 "Message Control Procedures  

A function of the CP in an emergency is to collect and disseminate information.  Information will reach the CP through various different pathways:  telephone, amateur radio, commercial broadcasts, runners, etc.  It is essential that all important information be documented to provide a record of problems encountered, courses of action available, and actions taken. 

Reports, Charts, Maps and Documentationtc \l2 "Reports, Charts, Maps and Documentation
Documentation and tracking of events during the emergency is essential and is the responsibility of the Site Planning Section.
Suppliestc \l2 "Administrative Supplies  

CP supplies can be found <insert location> 
E.
OPERATIONAL PROCEDUREStc \l1 "E.
OPERATIONAL PROCEDURES
Declarationtc \l2 "Declaration
The Site Incident Commander/School Administrator will determine whether to declare a site emergency.  If an emergency is declared, authorities in the city where the site is affected should be immediately notified.

Depending on the nature of the emergency, the Incident Commander may decide to establish security for the CP.  The Operations Chief is responsible for establishing physical security.  The security representative shall establish a CP roster and sign-in sheet as conditions require or at the request of the Incident Commander.

Shift Schedulingtc \l2 "Shift Scheduling  

Depending on the anticipated length of the incident, relief may be necessary for CP staffing. For sustained operations, 12-hour shifts may be an option and should be addressed by the Plans Section.
Briefings and Conferencestc \l2 "Briefings and Conferences
Briefings for the Incident Commander and the Public Information Officer should be scheduled at regular intervals.  The Plans Section is responsible for coord​inating all briefings.  Section chiefs should be prepared to attend these briefings with a short summary of their progress.  Briefings by each section should include:

· Unresolved problems
· Major new problems during previous period
· Assistance needed from other agencies and status of mutual aid
· Information that should be passed to other sections or to the public
Additional briefings may be organized at the request of the Incident Commander.  These may include VIP briefings, news media briefings, and situation reports for newly arrived state or federal representatives.

Clerical Support tc \l2 "Clerical Support  

Generally, each unit will be responsible for its clerical support.  The Documentation Unit will be responsible for the preparation of any official documents, re-supply of office supplies, and photocopying.

Incident Situation Chart and Maptc \l2 "Incident Situation Chart and Map  

An Incident Situation Status Chart and School Site Maps shall be maintained by the Planning Section.  The Situation Chart shall be posted as information is received and the situation map properly annotated.  Only currently active incidents will be maintained on the Incident Board.

Personnel Accountabilitytc \l2 "Personnel Accountability
It is the responsibility of each unit leader to maintain accountability of all assigned personnel.  Work schedules, responder time sheets, and injured personnel reports will be submitted to the Personnel Unit on a timely basis, but no less than once each shift.  

Personnel will be accounted for by name and location.  Unit leaders will prepare a Personnel Assignments list which reflects the personnel currently on-duty and the schedule for the next shift.  This form will be used to track the number of hours worked by each individual and will also document breaks and meals provided.

Plans and Formatstc \l2 "Plans and Formats
There are a number of formats for reports and plans included in this section. Should the format not contain adequate topics or space, the format may be expanded.  The format is intended as a guide for capturing a minimum of information.  
Records Maintenancetc \l2 "Records Maintenance  

Each Unit is responsible for the maintenance of its records.  Each shift is responsible for assuring that any documents generated are properly filed and cataloged before turning them over to the relief shift.  If necessary, members of the out-going shift may stay behind to assure a smooth transition of information and files.

At the conclusion of the incident or event, each unit will consolidate all files and will submit them to their section chief.  Each section chief will review the documentation for completeness and will then submit all unit files along with the section chief files to the Documentation Section.  No original documents shall be removed from the emergency operations center except by the documentation unit. 

Staff/Unit Logstc \l2 "Staff/Unit Logs  

Each unit will maintain a "Staff Officer/Unit Log."  This document shall be used to record any activities, staff coordination, policy changes, or requests processed by the unit.  This is not a record of "Incidents".  This form should be used by staff members to brief in-coming shifts.  The form will also be used to log message traffic and memoranda for record.  

Section 3

SCHOOL SITE COMMAND CHECKLISTS
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SITE COMMAND SECTION OVERVIEWtc \l1 "SITE COMMAND SECTION OVERVIEW
The Command Section is responsible for overall command and administration of the incident.  Command also includes certain support staff functions required to support the command function.  The Command Section consists of the following positions, although not all of the positions may be filled depending on the nature or extent of the emergency situation. The Site Incident Commander assumes the responsibilities of those positions which are vacant.

· Site Incident Commander
· Site Public Information Officer
SITE INCIDENT COMMANDER
This individual oversees and directs all matters relating to the incident and maintains contact with the District Office, and the city where the school is located.  

Primary:


School Principal
Alternate:


As Assigned

Reports to:


District Superintendent
Supervises:


Site Public Information Officer

Site Operations Chief

Site Plans Chief

Site Logistics Chief

Site Finance Chief

Work Station:

Site Command Section
Responsibilities:

Serves as Incident Commander for the School site; declares emergencies; establishes the site emergency response objectives, make rules, regulations, and orders; maintain contact with the City where the school is located and the District Office
Action Checklist:
· Identify yourself as the Site Incident Commander
· Obtain a briefing on the extent of the emergency from your Command Staff (Operations, Planning, Logistics and Finance Chiefs)

· Depending on the type of the incident and the information available, order appropriate activation of the School Site Command Post (CP)
· Determine if all key personnel or alternates are at the CP or have been notified
· Ensure Section Chiefs and their staff members possess and utilize checklists
· Assess the situation, develop an initial response strategy with the Command Staff and establish emergency response objectives and priorities
· Determine the need for evacuation; if evacuation is required, ensure coordination with the District Office
· Establish the frequency of briefing sessions for staff
· Direct the Site Planning Section Chief to maintain appropriate Situation Chart and Campus Maps.  Copies of Team and Section Reports should be provided to the Planning Site Documentation Team at end of each operational period to facilitate event record
· Ensure that accurate and complete information is provided to students and parents
· Ensure that assessments are made for aid requirements and that requests for such aid are made promptly to the District Office 

· If there is little or no damage to the school, be prepared to provide mutual aid or care and shelter to the community
· Complete the Command Section Situation Report at the end of operational period or prior to shift change; provide copy to your relief and to Site Planning Documentation Team
· Keep the District Office informed of all major problems and decisions
· Maintain a Command Section Log noting messages received, decisions made, and actions taken
SITE PUBLIC INFORMATION OFFICER

This person serves as the primary contact between the media and the school relating to the incident or event and is a member of the Command Staff.
Primary:


As Assigned

Alternate:


As Assigned

Reports to:


Site Incident Commander
Work Station:

Site Command Section
Responsibilities:

Assists in the preparation of public information releases to the news media; maintains close contact with any media representatives who appear at the school site; provides information to the District Public Information Officer; advises the Site Incident Commander regarding media issues.

Action Checklist:
· Identify yourself as the Site Public Information Officer
· Obtain a briefing from the Command Staff
· If excessive new media interest probable, request assistance from the District Office
· Prepare an initial information summary as soon as possible after arrival, and forward to the Site Command Staff, and District Public Information Officer
· Observe constraints on the release of all information imposed by the District Office and Site Command Staff
· Establish contacts with any media representatives who appear on campus, and provide whatever assistance is required
· Gather and disseminate instructions, warnings, and announcements
· Arrange for escort and briefing service for the media and VIPs
· Attend briefings and Command Staff meetings;  update information releases
· Monitor television and radio transmissions
· Issue warnings about unsafe areas, structures, and facilities

· Issue special information releases addressing rumors; identify them as such, and provide correct information, if available
· Provide information to the public on available transportation routes, closures, etc
· Ensure that announcements and information are translated for special populations
· Maintain a log noting messages received, releases published, interviews granted, and other activities; maintain record of personnel on duty
Section 4
SCHOOL SITE 
OPERATIONS CHECKLISTS
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SITE OPERATIONS SECTION OVERVIEW
The Site Operations Section is under the supervision of the Operations Section Chief and manages all tactical operations.  The following functions are assigned to the Operations Section.

· Care & Shelter

· Student Release 

· Site Security

· Search & Rescue

· Utility Control

· First Aid/Medical
SITE OPERATIONS SECTION CHIEF
The Operations Chief is tasked with overall managing and directing specific operations related to the incident.

Primary Section Chief:
As Assigned

Alternate Section Chief:
As Assigned

Reports to:


Site Incident Commander
Supervises:


Care & Shelter Unit

Student Release Coordinator


Site Security Unit

Search & Rescue Unit

Utility Control Unit

First Aid/Medical Leader

Responsibilities: 

The Operations Section Chief reports directly to the Site Incident Commander, and is responsible for the management of all operations directly applicable to the emergency.  The Operations Section Chief activates and supervises all Operations Units. The Operations Section Chief assists in the development and execution of the Incident Action Plan.

Action Checklist:
· Identify yourself as the Site Operations Chief
· Obtain a briefing on the extent of the emergency
· Depending on the type of the incident and the information available, ensure appropriate Operations Section Leaders are assigned 
· Assess the situation, develop an initial response strategy with the Command Staff and disseminate emergency response objectives and priorities to the Command Staff and Operations section leaders
· Activate all needed Operations Section Units; ensure Unit leaders possess and utilize checklists
· Determine the need for evacuation; if evacuation is required, ensure coordination with city officials and the news media via the District Office and the Student Release Coordinator to provide information updates to student’s parents or guardians
· Provide a Site Operations Section response summary to the Site Planning Section for inclusion on the school site Situation Chart and campus map
· Ensure that accurate and complete information is provided to students and parents
· Ensure that appropriate and adequate liaison is effected between Operations Section leaders, and outside agencies (police, fire, Emergency Medical Service) or student's parents or guardians
· If there is little or no damage to the school, be prepared to respond to requests for shelter operations for the community
· Complete the Operations Situation Report at the end of operational period or prior to shift change;  provide copy to your relief and to Planning Documentation leader
· Keep the Site Incident Commander and District Office informed of all major problems and decisions
· Maintain a Site Operations Section Log noting messages received, decisions made, and actions taken
CARE & SHELTER UNIT
The Care & Shelter Unit is responsible for the safety and welfare of the students and staff of the school site.  

Primary Unit Leader:
As Assigned

Alternate Unit Leader:
As Assigned

Reports to:


Site Operations Chief

Supervises:


Care & Shelter Teams

Responsibilities:

Ensure the safety and welfare of the students and staff at the school site. Track information on all students and staff to include their status, location, and immediate plans. Provide shelter and food as needed to students and staff.

Action Checklist
· Identify yourself as the Care & Shelter Unit Leader
· Obtain a briefing from the Site Operations Section Chief on situation, initial objectives, and priorities
· Prepare an initial estimate of the numbers of students and staff who require shelter. Identify any special needs students and staff and report the needs to the Site Operations Chief as soon as possible. Make sure that the Site Situation Analysis leader is provided with a copy of the estimate
· Activate all needed Care & Shelter Team members; ensure that they utilize checklists
· Coordinate with Student Status Unit and for numbers of remaining students and staff
· Coordinate with the First Aid Unit to provide medical care for sheltered students.

· Make recommendation for Care and Shelter of students and staff to Site Operations Chief
· Coordinate all supply requests through the Site Materials / Supply Unit in Logistics
· Consult the American Red Cross “Shelter Operations Handbook” for information on operating a shelter site
· If possible, make contact with the American Red Cross; if the Red Cross has asked to use the site for public shelter operations, ask if they can provide assistance to the student sheltering operation
· Maintain a log noting information received and actions taken
SHELTER TEAMS
The purpose of Shelter Teams is to provide any needed shelters for the site. Shelter Teams will communicate with the Utility Control Unit prior to setting up shelters.

The Shelter Team must also evaluate the condition of existing sanitary facilities and to provide additional sanitary facilities for students and staff if necessary.

Finally, the Shelter Team must obtain a supply of potable water, and to distribute food and water to staff and students during a declared emergency.

Several options are available for food.  Sources include school lunches, and food stored centrally.

Shelter Team Members

	
	

	
	

	
	

	
	

	
	

	
	


Shelter Team Checklist
· Check with the Care & Shelter Unit Leader to determine what shelters are necessary
· Retrieve canopies, needed tools, tables, chairs, etc. and bring to locations designated on site map for shelters
· Set up shelters as needed (reference the American Red Cross “Shelter Operations Participant’s Workbook”)
· Check with the Care & Shelter Unit Leader before setting up sanitation area to determine availability of indoor bathrooms and sanitation supplies
· Obtain supplies needed, including bags, prepackaged hand washing wipes, and toilet paper
· If using indoor bathrooms, and the sewer system is damaged, empty water and line with double trash bags (Do not flush toilets if the sewer system is not working.)
· Set up hand washing station using prepackaged wipes, or soap and water
· To dispose of filled waste bags, put in garbage containers for later disposal
· Set up privacy screens and gender separation screens as necessary
· Monitor use of all water
· Provide necessary water to First Aid Station
· Discuss with Site Manager and Student Status Unit the approximate number of students needing long term shelter so that supplies can be ordered from Site Materials / Supply

Shelter Team Annual Preparation
SHELTERS
· Review the American Red Cross “Shelter Operations Participant’s Workbook”
· Know location of canopy shelters, stakes and necessary tools
· Know how to put up the canopies
· Know locations of all emergency team sites 
SANITATION

· Determine type of alternate sanitary facility to be used (lined buckets or wastebaskets, portable folding toilets, or plastic bags in existing toilets)

· Plan for gender separation and use of plastic sheeting for privacy screen
· Know where to obtain prepackaged wipes, toilet paper and other toilet equipment
FOOD & WATER

· Know location of water containers and siphon pumps
· Survey water supply, including trapped water in hot water tanks and other sources.
· Assess water supply
· Know where eating and drinking supplies are kept
· Assess food supplies (snack packs, central food supply and/or cafeteria food supply)
Care & Shelter Planning Chart

	Issue
	Options

	Number of Students & Staff

Needing Shelter
	

	Number of Meals Required

(Next 24 Hours)
	

	Sleeping Accommodations

Required
	

	Food Service Area Status

(# Meals Capable)
	

	Sanitary Facility Status

(Toilets, Hand Washing)
	

	Shower Facility Status


	

	Potable Water Status


	


STUDENT RELEASE UNIT
The Student Release Unit is responsible for the tracking of information concerning students released to parents/guardians, students that left the campus without being released, and liaison with the student's parents or guardians.  

Primary Unit Leader:
As Assigned

Alternate Unit Leader:
As Assigned

Reports to:


Site Operations Chief

Responsibilities:

The Student Release Unit Leader oversees the tracking of information concerning students
Action checklist:
· Identify yourself as the Student Release Unit Leader
· Obtain a briefing from the Operations Chief and Care & Shelter Leader
· Assist the Student Status Unit Leader in compiling student and staff rosters to determine status of students and staff
· Recommend procedures for Operations Chief approval of method for dissemination of student and staff information to parent or guardian. Utilize District Office or law enforcement personnel for face-to-face notification in cases of death, serious injury or missing persons
· Coordinate efforts with the District Office as necessary
· Upon determination that students or staff have been killed, injured, or missing, obtain Site Operations Chief approval for notification of parent or guardian  
· Assemble Student Release Teams and have them begin operations using the Student Release Team checklist
· Maintain a log noting messages received, action taken, contacts established, and information passed
STUDENT RELEASE TEAM
In order to expedite the release of students to their parents, a Student Release Area should be established and procedures developed to provide for an orderly release process.  The Student Release area should be away from the evacuation assembly area and parents should be required to follow release procedures.  The most important task is to guarantee that documentation is kept about to whom each student is released.

Establish one area for initial contact with adults/parents, and a second "reunion" area.  The first area will check authorization for release on the student's emergency card.  The parent will initial the card.  Using hand-held radios or student messengers; if radios are not available, the student will then be summoned to the reunion area.  

Student Release Team Action Checklist
· Determine availability of supplies and safety of location for student release area and reunion area, if applicable
· Set up tables, chairs, emergency cards, and master rosters in student release area.  If using an initial contact area and a reunion area, set up equipment for these areas.

· Have parents or adults initial Health and Emergency Card and indicate their destination.  IF NAME OF ADULT IS NOT ON EMERGENCY CARD, STUDENT CANNOT BE RELEASED
· If adult's name is on emergency card, use walkie‑talkie or messenger to summon student to release or reunion area
· Note name and destination of student on master roster before releasing the student.

· Attempt to note name and destination of students who have left the campus without being released
Student Release Team Annual Preparation
· Maintain a current roster of all students

· Maintain a copy of the Health and Emergency Card for each student which lists persons authorized to pick up student

· Know where to obtain tables, chairs, writing supplies, and yellow barrier tape for delineating areas for student release and reunion areas, if applicable
SITE SECURITY UNIT
The Site Security Unit is responsible for security of students; staff, school property, and This Unit will liaison with law enforcement and fire officials upon their arrival at the school site.

Primary Unit Leader:
As Assigned

Alternate Unit Leader:
As Assigned

Reports To:


Site Operations Chief

Supervises:


Site Security Team

Responsibilities:

The Site Security Unit coordinates security of students, staff, and school property. The Unit Leader will liaison with law enforcement officials upon their arrival at the school site.

Action Checklist:
· Identify yourself as the Site Security Unit Leader
· Obtain a briefing from the Operations Chief and determine initial objectives and priorities
· If needed, assemble a security team to insure the safety of staff and students; have them begin operations using the Security Team checklist
· If 9-1-1 has not already been notified, contact them
· Establish and maintain coordination with the responding fire department;  coordinate information with Operations Chief
· Establish and maintain coordination with the responding fire department; coordinate information with Operations Chief
· Establish and maintain security for school site students, staff and facilities as required
· Maintain a log, noting messages received, action taken, contacts established, and information passed
SITE SECURITY TEAM

The district policy in a declared emergency is to provide supervision and care for students until it is safe to release them or until picked up by an authorized adult.  To accomplish this, site personnel must take steps to patrol the site perimeter to keep students from leaving.  If parents have followed the district's directions, students will have been told about this policy and should follow instructions of school personnel.

The Site Security Team will require all students to remain on site until released.  No physical force shall be used to restrain students’ intent on leaving.  In that case, request student to give his/her name and stated destination.  Report this information to the Student Release Team.

Parents or other adults coming on campus should be directed to the Student Release Area to have their student released to them.

The Site Security Team shall be responsible for maintaining a clear entrance to the school for emergency vehicles and guiding cars to parking and student release areas.

Site Security Team Members

	
	

	
	


Site Security Team Action Checklist

· Obtain signs, barrier tape, walkie‑talkies, vests and flares
· Short of physical restraint, keep all students on campus until legal release
· Direct authorized adults to Student Release Area
· Maintain a clear entrance to the school for emergency vehicles
· Direct vehicles to parking and student release areas
Site Security Annual Preparation

· Know location and alternative location(s) for entrance(s) for emergency vehicles and parking

· Prepare emergency signs for directing people and vehicles

· Know location of signs, barrier tape, walkie‑talkies, vests, and flares
SEARCH & RESCUE UNIT
The Search & Rescue Unit is responsible for searching for missing students and staff and in the event students or staff is unable to extricate themselves for light rescue operations.
Primary Unit Leader:
As Assigned

Alternate Unit Leader:
As Assigned

Reports to:


Site Operations Chief

Supervises:


Site Search & Rescue Team

Responsibilities:

Manages the Search & Rescue effort; effect liaison with law enforcement and fire officials in response to emergencies
Action Checklist:
· Identify yourself as the Site Search & Rescue Unit Leader
· Obtain a briefing from the Operations Chief and determine initial objectives and priorities
· Collect status reports on missing staff and students from the Student Status Unit. Based upon the last known (or assumed) position of the missing person, create a search plan
· If needed, assemble search and rescue teams; have them begin operations using the Search & Rescue checklist
· Using a site map, create a search pattern which insures that all areas will be searched, and no area will be double searched
SEARCH AND RESCUE TEAM
The Search and Rescue Team members must search all areas on campus, building, and grounds in a predetermined pattern shortly after the emergency has occurred and when it is safe to do so.

The Search and Rescue Team is divided into groups of two each (buddy system for safety) who search for the injured or trapped and assess the safety of the various structures. 
Site Search & Rescue Team Members

	
	

	
	

	
	

	
	


Search and Rescue Team Action Checklist
· Report to assigned area, obtain dust masks, hard hats, gloves, flashlights, goggles, tape, and tools; Begin sweep
· Always work in pairs for safety
· Report locations of injured to the First Aid Unit and place red flags or cards near these locations
· Aid in the rescue of trapped/injured people
· After the search, cordon off all dangerous areas and secure unsafe buildings/classrooms against re‑entry.  Post warning signs on unsafe buildings
· Report any facility damage encountered during search operations to the Utility Control and Site Situation Analysis Units

· Continue to monitor the situation as needed during emergency

· Proceed carefully ‑ buildings may be unstable

· Proceed quietly so calls for help can be heard
· Call out when entering your area, wait for an answer
· Remain in voice contact with your partner at all times

Search and Rescue Team Annual Preparation
· Train the Search and Rescue Team
· Divide campus into predetermined search areas. The Team is responsible for all buildings, grounds and restrooms
· Assign a hand-held radio to the Search and Rescue Team
· Know locations of search and rescue equipment
· Identify and consult with Special Education, Child Development, and itinerant staff to coordinate plans for location and rescue of their students
UTILITY CONTROL UNIT
The Utility Control Unit is responsible for inspecting and performing damage control of all school site utilities. This Unit is also primarily responsible for evaluating damage to the facility.

Primary Unit Leader:
As Assigned

Alternate Unit Leader:
As Assigned

Reports to:


Site Operations Chief

Supervises:


Site Utility Control Team

Responsibilities:

The Utility Control Unit Leader is responsible for coordinating the inspection and damage control of all school site utilities. 

Action Checklist:
· Identify yourself as the Site Utility Control Unit Leader
· Obtain a briefing from the Operations Chief and determine initial objectives and priorities
· Collect preliminary reports on damage to facilities from staff and students
· Assemble Utility Control teams and coordinate their activities
· As damage assessment reports com in from the Utility Control Teams, provide them to Site Situation Analysis
UTILITY CONTROL TEAM
The purpose of the Utility Control Unit is to check the utilities and identify hazards.  The team shall do whatever is necessary to minimize further danger and report findings to the Command Center.
Site Utility Control Team Members

	
	

	
	

	
	

	
	


Utility Control Team Action Checklist
· Secure necessary tools and hard hats and check the condition of the utilities and connecting pipes and lines and, if necessary, turn them off (each place pipes pass through concrete is a prime breakage point.)

· Check the site completely for:

1) Fire and electrical hazards

2) Chemical hazards 

3) Other hazards

· Make a note of structural and non‑structural damage when checking utilities or hazards. Report any identified damage to the Site Situation Analysis Unit

· Notify Command Center of hazards and services needed

· Barricade or tape off hazardous areas

Utility Control Team Annual Preparation
· Know location of and procedure for turning off water, gas, and electricity, and intake valve on water heaters
· Know fire fighting procedures
· Know location of and make sure fire fighting equipment (extinguisher, etc.) is in working order
· Know locations of stored hazardous materials, including chemicals

· Know location of shutoff tools, hard hats, dust masks and barrier tape

Utility Checklist

	Utility
	Status

	Electric
	

	Gas
	

	Water
	

	Sewer
	


FIRST AID/MEDICAL UNIT
The First Aid/Medical Unit will provide immediate First Aid for injured students or staff. The Team will determine the medical needs of students or staff and coordinate with the District Office.  If Emergency Medical Service (EMS) is not available (major disaster situation) the First Aid/Medical Team will render assistance to their level of training.

Primary Unit Leader:
As Assigned

Alternate Unit Leader:
As Assigned

Reports to:


Site Operations Chief

Supervises:


First Aid Teams

Responsibilities:

Oversee medical care for injured students or staff in the event of an emergency or disaster.  

Action Checklist:
· Identify yourself as the First Aid/Medical Team Leader
· Obtain a briefing from the Operations Chief and the Site Security and Search & Rescue Team Leaders
· If needed, assemble First Aid Team(s) and equipment/supplies; have them begin operations using the First Aid Team checklist
· Dispatch First Aid Team(s) upon notification of injured students or staff
· Effect coordination with 9-1-1 for ambulance
· If EMS service is unavailable (major disaster situation) determine from the City or County EOC if a local casualty hospital has been identified; if so, effect emergency movement of the most seriously injured to that location if possible
· Maintain a log, noting messages received, action taken, contacts established, and information passed
FIRST AID TEAM

The purpose of the First Aid Team is to provide emergency and long‑term first aid, to set up the First Aid Station (away from possible hazards) and to manage and utilize first aid supplies.  California law provides immunity under the Good Samaritan law.  

Site First Aid Team Members

	
	

	
	

	
	


First Aid Team Action Checklist
· A faculty member will set up the first aid station
· Evacuate classes to the assigned evacuation area
· Transfer students and the enrollment/emergency data to buddy teacher
· Report to First Aid Station
· Display first aid sign
· Prepare first aid supplies for immediate use
· Administer first aid as necessary

· Supervise the use and distribution of first aid supplies
· Notify the Command Post of staff and student injuries
· Document treatment, time, and release of all injured on student card and school treatment log
· Determine need for more extensive treatment and notify Command Center to call 911, or the District Office 
· Place emergency information on injured persons if not previously done by the classroom teacher
First Aid Team Annual Preparation
· Update first aid supplies to standards both for the first aid station and first aid kits
· Note on site map the location of all first aid kits and supplies
· Develop triage procedures with First Aid Team members
· In consultation with the principal/site manager, decide primary and alternate location for the emergency first aid station
· Check student and school personnel emergency information cards
Section 5

SITE PLANNING CHECKLISTS
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SITE PLANNING SECTION OVERVIEW
The Site Planning Section is under the supervision of the Site Planning Section Chief.  The duties and responsibilities of this section are the gathering and analysis of all data regarding the incident.  The Site Planning Section maintains an incident log and display maps and charts.  In addition, the Site Planning Section is also responsible for preparing situation reports for both the Command Staff and the District Office, assessing damage, conducting the planning meetings, documenting all activities, and preparation of action plans. The Site Planning Section consists of the following positions, although not all of the positions may be filled depending on the nature or extent of the emergency situation.  The Site Planning Section Chief assumes the responsibilities of those positions which are vacant.

· Site Situation Analysis

· Site Student Status

· Site Documentation 

SITE PLANNING SECTION CHIEF

The Site Planning Section Chief reports directly to the Site Incident Commander and is responsible the management of the Site Planning Section.  The Site Planning Section Chief is responsible for the development and distribution of the Incident Action Plan.
Primary Section Chief:
As Assigned

Alternate Section Chief:
As Assigned

Reports to:


Site Director of Emergency Services

Supervises:


Site Situation Analysis Leader

Site Documentation Leader

Site Student Status Leader


Responsibilities:

Gather and verify situation for the entire district and prepare briefings for the Site Command staff, develop the Action Plan, and maintain records on all aspects of the school sites response to the emergency
Action Checklist:
· Identify yourself as the Site Planning Section Chief
· Obtain a briefing on the extent of the emergency
· Depending on the type of the incident and the information available, ensure appropriate Planning Section Leaders are assigned 
· Assess the situation, begin gathering documentation on the initial response from the Command Staff
· Ensure Planning Section Leaders possess and utilize their checklists
· Keep the Site Incident Commander informed of all major problems and decisions
· Ensure that the District Office is kept informed as to the status of the school site
· Maintain a log noting messages received, decisions made, and actions taken
SITE STUDENT STATUS UNIT
The Site Student Status Unit is responsible for gathering information on the status of all students and staff (include their status, location, and immediate plan of each individual).
Primary Unit Leader:
As Assigned

Alternate Unit Leader:
As Assigned

Reports to:


Site Planning Section Chief

Responsibilities:

responsible for coordinating the collection of information on the status of all students and staff

Action Checklist:
· Identify yourself as the Site Student Status Leader
· Obtain a briefing from the Site Planning Section Chief on situation, initial objectives, and priorities
· Assign either staff or Student Runners to gather information on students from all teachers
· Assign Staff to poll the Security, Search & Rescue and First Aid units for information on students 

· Prepare an initial situation summary as soon as possible to the Site Planning Chief and the District Office as soon as possible
· Regularly contact the Student Release Coordinator for updates
· Maintain a log noting information received and actions taken
Confidential Student Status

	Date/Time
	Student Name
	Student Location
	Status

	
	
	
	

	
	
	
	

	
	
	
	


Student Runner Instructions

· Report to the Student Status Unit Leader immediately after your teacher takes attendance and excuses you from the class
· Provide assistance in gathering information on Student Status under the direction of the Student Status Unit Leader
· When moving about the area, avoid hazards. Follow the safety instructions of all Security, Search & Rescue and Utility Control Team members
· DO NOT enter areas that have been closed or barricaded

· All information is CONFIDENTIAL and should NOT be shared with anyone other than the Student Status Unit Leader
· Runners will remain with the Student Status Unit until requested by a parent/guardian, or their services are no longer needed
SITE DOCUMENTATION UNIT
The Site Documentation Unit is responsible for maintenance and preservation of all incident related information; documentation must be organized and filed for references
Primary Unit Leader:
As Assigned

Alternate Unit Leader::
As Assigned

Reports to:


Site Planning Section Chief

Responsibilities:

oversees the gathering, organizing, and maintaining all incident related information for necessary reference
Action Checklist:
· Identify yourself as the Site Documentation Leader
· Obtain a briefing from the Site Planning Section Chief
· Create a Master Incident File
· Regularly gather all Team Logs, Incident Briefing Forms, Message Forms and other documentation 
· File all incident related information chronologically by section
· Maintain a log, noting messages received, action taken, contacts established, and information passed
· After the emergency, provide copies of all documentation to the District Office
SITE SITUATION STATUS UNIT
The Site Situation Status Unit is responsible for gathering and verification of information from the school site. Site Situation Status Leader also gathers and verifies all information related information from the Site Operations Section, Site Logistics Section, Site Finance Section, the District Office, and other sources. Of special concern is the status and damage assessment of school buildings, and other infrastructure.  This information is used for inclusion in regular situation briefings for command staff and the District Office. 
Primary Unit Leader:
As Assigned

Alternate Unit Leader:
As Assigned

Reports to:


Site Planning Section Chief

Responsibilities:

managing all incident related data, situations, and events; providing the Incident Commander via Site Plans Section Chief updated situation reports
Action Checklist:
· Identify yourself as the Site Situation Status Leader
· Obtain a briefing from the Site Planning Section Chief on situation, initial objectives, and priorities
· Obtain situation reports from the Site Operations Section Chief to determine status and location of all students and school staff
· Begin a Status Board showing all known incidents at the school site
· Prepare an initial situation summary as soon as possible including damage assessment and facility status.  Provide the summary to the Site Planning Chief and the District Office as soon as possible
· Regularly contact the Operations, Logistics & Finance sections for updates
· Maintain a log noting information received and actions taken
Section 6

SITE LOGISTICS CHECKLISTS
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SITE LOGISTICS SECTION OVERVIEW

The Logistics Section is under the supervision of the Site Logistics Section Chief and provides all emergency support needs.  The Logistics Section orders all resources, assesses damage, and provides communications, facilities, transportation, supplies, equipment, fuel, food, and shelter as required.  The Logistics Section is made up of the following Teams:

· Site Materials/Supply

· Site Volunteer Coordinator

· Site Communications
· Staff Resources
SITE LOGISTICS SECTION CHIEF

The Site Logistics Section Chief manages all logistical functions and. Site Logistics Section provides support and materials for Site Operations. The Site Logistics Section Chief assumes the responsibilities of any Logistics Section positions which are vacant.

Primary Section Chief:
As Assigned

Alternate Section Chief:
As Assigned
Reports to:


Site Incident Commander
Supervises:


Site Materials/Supply Leader

Site Volunteer Coordinator

Site Communications Leader

Staff Resources

Responsibilities:

The Site Logistics Section Chief is responsible for providing facilities, communications, food and shelter, services and material and assessing damage in support of the incident.  The Site Logistics Section Chief participates in development and implementation of the Incident Action Plan and activates and supervises Teams leaders within the Logistics Section. The Site Logistics Section Chief must also insure that logistical requests are coordinated through the District Office Logistics Section.
Action Checklist:
· Identify yourself as the Site Logistics Section Chief
· Obtain a briefing on the extent of the emergency from the Site Operations Section Chief or Command Staff
· Obtain initial instructions concerning logistics work activities/priorities
· Confirm that all Logistics Section members or alternates have been notified
· Assemble and brief logistics leaders
a. provide summary on incident

b. assign work locations and preliminary work tasks to section personnel

c. present procedures and limitations on purchasing or expenditures

d. provide administrative and personnel reporting guidance

· Identify and coordinate the procurement of additional service personnel, supplies, and equipment to support planned and expected operations through the District Office Logistics Section
· Brief and update the Site Incident Commander and the District Office of all logistics resources and support concerns caused by the emergency.   Information that should be provided includes:

a. priority logistics requirements filled/completed

b. logistics shortfalls/unresolved problems

c. major new problems since previous brief

d. assistance needed from other agencies and status of mutual aid

e. information developed by the logistics section that should be passed to other       sections or to the public

· Assist in the initial development and the daily review of an 24 Hour Action Plan
· Continually coordinate with the Site Operations Section Chief and Site Planning Section Chief to ensure timely and efficient logistics support
· Ensure that logistics Team leaders open and maintain Team Logs.  All documents prepared by the logistics section should be passes to the documentation Team in the Planning Section at the conclusion of the emergency.  At a minimum the following records should be maintained:

a. messages received and transmitted

b. action pending

c. action completed

d. logistics personnel and time on duty

e. active vendor records

f. non-expendable property records

g. expendable property purchase records

h. expendable property expenditure record

i. facility records

j. facility rental contracts/inspection reports

k. vehicle records

l. vehicle accident reports

m. staff information folder

· Maintain accountability of all logistics personnel assigned; work schedules, time sheets and injury reports will be submitted no less than once a day
· Ensure for the general welfare and safety of all logistics section personnel
· Establish turnover procedures and conduct shift change briefs at the end of each shift
· Prior to the end of the operation obtain a demobilization plan from planning section

 
SITE MATERIALS/SUPPLY UNITtc \l2 "SUPPLY
This Unit is responsible for ordering, receiving, inventory, storage and distribution of supplies for the school site; and servicing non-expendable supplies and equipment. This should be done in coordination with the District Office.
Primary Unit Leader:
As Assigned
Alternate Unit Leader:
As Assigned
Reports to:


Site Logistics Section Chief
Responsibilities:

oversees the ordering, receiving, inventory, storage and distribution of supplies for the incident and servicing non-expendable supplies and equipment for the school site
Action Checklist: 

· Identify yourself as the Site Materials/Supply Unit Leader
· Obtain a briefing on the extent of the Emergency from the Site Logistics Section Chief and determine the priorities of supplies required to support emergency operations
· Participate in the Site Logistics Section planning
· Provide administrative supplies as required to the Command, Planning, Logistics and Finance Sections for the school site
· Coordinate with the Finance Section for the administration of all financial matters pertaining to vendor contracts and open purchase orders
· Stockpile, maintain, deploy and reserve critical supplies and equipment.  Maintain an inventory of all supplies expended during the operation
· Provide a forecast of the school’s ability to survive on current inventories and locally procured items
· Open and maintain a Team Log;  insure that all documents prepared by the Logistics Section are given to the Site Documentation Leader in the Site Planning Section at the conclusion of the emergency
a. document messages received/transmitted

b. action taken

c. requests filled

d. active Vendor Records

e. non-Expendable Property Records

f. expendable Property Purchase Records
SITE VOLUNTEER COORDINATOR
The Site Volunteer Coordinator is responsible for managing all volunteers who are working at the school site. The Site Volunteer Coordinator works with the District Personnel Team to register all non-parent volunteers. The Site Volunteer Coordinator registers all parents of school students who wish to volunteer their services during an emergency. 

Primary Coordinator:
As Assigned

Alternate Coordinator:
As Assigned

Reports to:


Site Logistics Section Chief

Responsibilities:

Identify and manage all parents who wish to volunteer their services to the school during an emergency. Coordinate the registration of all non-parent volunteers with the District Office Personnel Leader.

Action Checklist
· Identify yourself as the Site Volunteer Coordinator
· Obtain a briefing on the extent of the emergency from the Site Logistics Section Chief
· Register all parent volunteers as Disaster Service Workers using the Disaster Service Worker Registration forms 
· Provide for an initial safety briefing for all volunteers
· Coordinate any requests for non-parent volunteers through the District Office Personnel Leader
· Establish a shift schedule for all volunteers at the school site
· Insure that all volunteers have adequate food and rest breaks
· Maintain log of all messages received and sent and all significant actions taken
· Maintain record of all personnel participating and their hours on duty
SITE COMMUNICATIONS UNITtc \l2 "SITE COMMUNICATIONS
The Site Communications Unit is responsible for all aspects of school site communications including telephones, district radios, amateur radio, citizens band radio, and any other communications resources. The Site Communications Unit Leader is also responsible for coordinating any repairs to site equipment with the District Office.
Primary Unit Leader:
As Assigned
Alternate Unit Leader:
As Assigned
Reports to:


Site Logistics Section Chief
Responsibilities:

coordinate the use and repair of all school site communications assets including telephones district radio, amateur radio, citizen’s band radio, and any other communications method
Action Checklist:

· Identify yourself as the Site Communications Unit Leader
· Obtain a briefing on the extent of the emergency, existing communications requirements and priorities from the Site Logistics Section Chief
· Analyze existing communications capabilities of the school; coordinate communications requirements over and above those available at the school with the District Communications Leader
· Compile a prioritized list of equipment and personnel shortfalls
· With the approval of the Site Logistics Section Chief, place request with the city Logistics Section for amateur radio operators or other support personnel.  Provide the city with the purpose for which they will be used and the estimated duration of assignment and locations.

· Open and maintain a Log.  Insure that all documents prepared by the Communications Team are given to the Site Documentation Team in the Site Planning Section at the conclusion of the emergency.

1. Document messages received/transmitted

2. Action taken
3. Requests filled
STAFF RESOURCES UNITtc \l2 "SITE COMMUNICATIONS
This Unit is responsible for tracking all staff on campus not currently assigned and providing staff resources to the other sections as needed.
tc \l1 "SITE COMMUNICATIONS LEADER CHECKLISTPrimary Unit Leader:
As Assigned
Alternate Unit Leader:
As Assigned
Reports to:


Site Logistics Section Chief
Responsibilities:

manages the tracking of all staff on campus not currently assigned and providing staff resources to the other sections as needed
Action Checklist:
· Identify yourself as the Staff Resources Leader
· Obtain a briefing on the extent of the emergency, existing staffing requirements and priorities from the Site Logistics Section Chief
· Set up a workstation and post sign “Staff Check In”
· Maintain a Master Staff List

· As needs arise, assign staff to other units

· As staff are assigned, coordinate information with the Site Timesheet Accounting and Documentation units
· Record any workplace injuries to assigned staff
· Maintain a log noting assignments made and actions taken
Master Staff List
	Name
	Location
	Assignment
	Date/Time

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section 7

SITE FINANCE CHECKLISTS


SITE FINANCE SECTION OVERVIEW
The Finance Section provides for the tracking of the time worked by all emergency personnel involved in the incident and cost analysis.  The following Teams are established as necessary in the Finance Section:

· Site Cost Accounting

· Site Timesheet Accounting
SITE FINANCE SECTION CHIEF


The Site Finance Section chief provides supervision to members of the Section and manages all financial aspects of the emergency for the school site. The Site Finance Section Chief insures coordination with the District Office.

Primary Section Chief:
As Assigned

Alternate Section Chief:
As Assigned

Reports to:


Site Incident Commander
Responsibilities:

Provide advice and support to Site Incident Commander regarding financial issues; effect payment for disaster related supplies and equipment and coordinate payment issues with the District Office Finance Section; insure that adequate records are maintained to support requests for state and federal assistance; track time worked by all emergency personnel involved in the incident; provide cost analysis and projections for the school site
Action Checklist:
· Identify yourself as the Site Finance Section Chief
· Obtain a briefing on the extent of the emergency from the Site Incident Commander 

· Obtain initial instructions from the Site Incident Commander concerning purchasing authority and priorities
· Obtain inputs from the various teams to determine projected cost of supplies and materials to support the emergency
· Insure that Timesheet Accounting Leader maintains records of all personnel time worked at the emergency which includes all volunteers that may or may not be previously registered as Disaster Service Workers
· Insure that a Finance Section log is maintained, noting messages received, decisions made, actions taken, and personnel on duty

SITE COST ACCOUNTING UNIT
The Site Cost Accounting Unit provides the projected cost of supplies and materials to support the emergency operation at the school site. 

Primary Unit Leader:
As Assigned

Reports to:


Site Finance Section Chief

Responsibilities:

The Site Cost Accounting Leader is responsible for payment for emergency supplies or equipment, collecting all cost data, performing cost effectiveness analyses, providing cost estimates, and cost saving recommendations for the school site. The Site Cost Accounting Leader is responsible for coordinating payments with the District Office
Action Checklist:
· Identify yourself as the Site Cost Accounting Leader
· Obtain briefing from Site Finance Section Chief on procedures for payment for emergency supplies, equipment or other disaster related costs
· Obtain and record all cost/purchasing data and coordinate with the District Office Cost Accounting Leader
· Prepare incident cost summaries
· Make recommendations for cost savings to Site Finance Section Chief
· Insure that all cost documents are accurately prepared
· Brief the Site Logistics Section Chief on current problems, recommendations, outstanding issues, and follow-up requirements
· Maintain a Log
SITE TIMESHEET ACCOUNTING UNIT

The Site Timesheet Accounting Unit maintains records of all personnel time worked at the emergency including all volunteers that may or may not be previously registered as Disaster Service Workers.

Primary Unit Leader:
As Assigned

Alternate Unit Leader:
As Assigned

Reports to:


Site Finance Section Chief

Responsibilities:

The Site Timesheet Accounting Leader maintains records of all personnel time worked at the emergency 

Action Checklist:
· Identify yourself as the Site Timesheet Accounting Leader
· Obtain a briefing from Site Finance Section Chief and establish and determine incident requirements for time recording function
· Insure that daily personnel time recording documents are prepared and that compliance to time policy is met. Coordinate this function with the District Office 
· Brief the Site Finance Section Chief on current problems recommendations, outstanding issues, and follow-up requirements
· Maintain Team Log
APPENDIX
BOMB THREAT CHECKLIST
1.
EXACT WORDING OF THE THREAT:

______________________________________________________________________________
2.
ASK THE CALLER:

a.
What can you tell me?

b.
When is the bomb going to explode?

c.
Where is it right now?

d.
What kind of bomb is it?

e.
What will cause it to explode?

f.
Did you place the bomb?

g.
Why?

h.
What is your address?

I.
What is your name?

3.
REPORT THREAT IMMEDIATELY TO:

a. Your supervisor

b. Building Emergency Coordinator

c. 9-1-1

4.
BASIC CALL INFORMATION:

a. Time of threat: 

b. Date:  

c. Your name:  

d. Position:  

e. Phone number where threat was received: 

5.
THREAT LANGUAGE:

      Well-spoken

      Incoherent

      Irrational
      Foul


      Taped


      Message was Read
6.
BACKGROUND NOISES:

__ Street Noises

__ Office Machinery

__ Long Distance

__ Restaurant

__ Voices


__ Motor

__ Factory Machinery
__ Animal Noises

__ Local

__ PA System

__ Clear


__ Household Noises

__ Music


__ Static


__Other
7.
CALLER'S VOICE:

Sex:                 
Age:    _______

     Calm


     Nasal


     Familiar
     Angry


     Stutter


     Slurred
     Excited


     Lisp


     Distinct
     Slow


     Raspy


     Accent
     Rapid


     Deep


     Normal
     Soft


     Ragged


     Disguised
     Loud


     Clearing Throat

     Crying
     Laughter


     Deep Breathing

     Cracking Voice
If voice is familiar, who did it sound like? _______________________________

BOMB THREAT QUESTIONNAIREtc \l2 "BOMB THREAT QUESTIONNAIRE
1. If you receive a bomb threat, try to find out:

· When is the bomb going to explode?

· Where is it located?

· What does it look like?

· What kind of bomb is it?

· What will cause it to explode?

· Why did you choose this location?

· What is your name?

· What damage will it do?

· Do you want people hurt?

2. Try to determine the caller's sex, race, approximate age, tone of voice, mental condition, any accent, unusual speech mannerisms or phrases, organizational affiliations and any background noises such as street noises, animals, music, etc.

3.
Notify a supervisor immediately.  If directed, notify emergency responders by calling 9-1-1.

4
Quickly search your work area and report unusual articles without touching them.  If evacuation or relocation is ordered, take all personal effects such as lunch bags, briefcases, coats, and purses with you.
ACTIVATION CHECKLIST
 

 Assigned
Incident Commander
Incident Commander
Logistics Chief

             Action




 
 Responsibility  

 

· Determine whether to activate CP 
· Determine staffing level and assign responsibility to call in staff
· Call in staff and volunteers as necessary
 DEACTIVATION CHECKLIST
Assigned
             Action





Responsibility  


Incident Commander
Incident Commander
Incident Commander
Incident Commander
All Sections and Units

All Sections and Units
· Determine when to deactivate and 

which sections will be closed down first
· Inform City, and cooperating agencies 
            that the CP is shutting down
· Conduct debrief for operational improvement and assign responsibility 
            for corrective actions
· Prepare after-action report
· Return emergency supplies and 
       equipment to storage
· Inventory supplies and reorder any expended supplies
ACTION PLANtc \l2 "TAB F:  Sample 24-Hour Action Plan
The following is a suggested Incident Action Plan to be issued by the Site Incident Commander.  It sets short-term goals for immediate response and lays the groundwork for longer term recovery.
Goals should include:

· Safeguarding lives of students and staff

· Protecting property

· Minimizing further dangers
· Writing specific objectives, directions, and assignments to be accomplished in a given time frame (e.g. 4 hours, 6 hours, 12 hours)
COMMAND POST SUPPLIES

· Staff telephone lists

· Student telephone lists

· District telephone lists

· City / emergency contact information

· Area maps

· Signage 
· ID vests

· Emergency Plan

· Pens, paper, markers, tape, tacks, rope, highlighters, barrier tape
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COMMANDER





INCIDENT


COMMANDER
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