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Promulgation Statement
Your School Name Here is committed to the safety and security of students, faculty, staff, and visitors on its campus. In order to support that commitment, the President of Your School Name Here has asked for a thorough review of Your School Name Here’s emergency mitigation/prevention, preparedness, response, and recovery procedures relevant to natural and human caused disasters.

The School Emergency and Crisis Response Plan that follows is the official policy of Your School Name Here. It is a result of a comprehensive review and update of school policies in the context of its location in City, ST and in the current world situation. We support its recommendations and commit the school's resources to ongoing training, exercises, and maintenance required to keep it current. This plan is a blueprint that relies on the commitment and expertise of individuals within and outside of the school community. Furthermore, clear communication with emergency management officials and ongoing monitoring of emergency management practices and advisories is essential.
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Is Your School Ready?
Planning Questionnaire and Checklists for Your School

Use the questions below to help your school plan for an emergency.

1. Does your school have a multi-hazard emergency plan in place?

2. Are staff and students trained on the procedures?

3. How often has your school exercised the plan?  Have any changes been made, based on the exercise?

4. Does your staff know where your emergency checklists and resource manuals are located?

5. Do new hires, volunteers, student teachers and substitutes get training on your emergency plan before starting to work?

6. Does the school administrator know how long it would take for local fire, police or EMS to arrive, after dialing 9-1-1?

7. Is your staff trained to handle emergency tasks until help arrives?

8. Is any of the school staff trained to do CPR?

9. Does your school have 9-1-1 on speed dial?

10. Does your school know how long it will take for the administrator to obtain personnel or equipment from other facilities?

11. In an evacuation, does your school have enough buses to transport all of the students to another site?

12. Do the local emergency services (police, fire, etc.) have floor plans of all school buildings in their jurisdiction?

13. Does the administrator invite local police and fire to do a “walk-through” of the school yearly?
14. When does the school practice fire, evacuation and tornado drills?  Is it at the “high traffic” times (i.e., lunchtime, change of class, beginning and end of the school day)?

15. Does your school have a student release system established?  Is the staff trained to do their tasks?

16. Do you have procedures in place if an emergency occurs on a bus?

17. Who (besides the administrator and janitor) has the keys to the buildings, classrooms, locked fences and gates?  What about after school and on the weekends?

18. If your school holds children after normal school hours because of a disaster in the community, is the school prepared to keep students for long periods of time?  (Do you have enough food, water, medication, etc.)?

19. When does the school’s responsibility for the students end?  Is your school legally responsible for students if they are kept at school?

20. Do you have a backup system for your vital records?
Is Your School Ready?

How well would your school respond to a disaster?  How would people respond in the first few minutes?  In the first few hours?  Do people know what to do?  Schools and communities face all kinds of potential hazards, both natural (winter storms, tornadoes, fires, floods) and man-made (hazardous material spills, acts of violence).  Being prepared to address such hazards requires thorough and comprehensive planning.  How ready are you?  Take this test to find out!  Mark YES, NO, or NOT SURE to the following questions:

	
	
	YES
	NO
	NOT SURE

	1. Does you school have an emergency response plan?
	
	
	
	

	2. Did the plan result from a hazard analysis and does it address multiple hazards, not just fire?
	
	
	
	

	3. Does the plan include mitigating potential disasters?
	
	
	
	

	4. Does the plan include responding to disasters?
	
	
	
	

	5. Does the plan include recovering from disasters?
	
	
	
	

	6. Was the plan developed in cooperation with local emergency responders (i.e., fire, law enforcement, emergency medical, Emergency Manager)?
	
	
	
	

	7. Does the plan include an Incident Command System?
	
	
	
	

	8. Have incident command responsibilities been assigned along with back-up responsibilities?
	
	
	
	

	9. Does the plan include a system of accountability for all students and adults in the building?
	
	
	
	

	10. Does the plan include a system for releasing children to their parents?
	
	
	
	

	11. Does the plan include both primary and secondary evacuation routes?
	
	
	
	

	12. Is the plan practiced through regular drills and exercises?
	
	
	
	

	13. Are emergency responders included in drills and practice exercises?
	
	
	
	

	14. Are both evacuation and reverse-evacuation drills practiced?
	
	
	
	

	15. Are shelter-in-place drills practiced?
	
	
	
	

	16. Are lock-down drills practiced?
	
	
	
	

	17. During evacuation drills, are exits regularly blocked to test secondary evacuation route systems?
	
	
	
	

	18. During drills, are student accountability systems tested?
	
	
	
	

	19. Are systems for evacuation during cold weather ever tested?
	
	
	
	

	20. Does the plan include a system for regular review and updating?
	
	
	
	

	21. Have you read the plan?
	
	
	
	

	22. Do you know where the plan is located?
	
	
	
	

	23. Has the plan been reviewed with the professional and support staff as well as the local Emergency Manager?
	
	
	
	

	24. Do you know the name of the Emergency Manager for your jurisdiction?
	
	
	
	


If you were able to respond YES to all of these questions, congratulations, your school is probably well prepared to respond to almost any type of disaster.  Obviously, your NO or NOT SURE responses point to areas where present plans and systems might be improved.  If you had more than five NO responses, your school quite likely would face serious problems in the event of a real disaster.

Developed by Mary Erhardt, Director, North Dakota, LEAD Center

Emergency Plan Checklist

Use this checklist to verify that you have developed everything you need to include in your school’s emergency plan.

	Check
	Does Your Plan Include . . .

	
	An Introduction that includes:

	· 
	· A Table of Contents?

	· 
	· An Approval and Implementation Statement with dated approval signatures of the Administrator and other key personnel as appropriate (Associate Administrator, Assistant Administrator, Childcare Director, etc.)?

	· 
	· A Distribution List (including the local Emergency Manager and all first-response agencies)?

	· 
	· A Schedule of Page Changes?

	· 
	· A statement of the purpose of the emergency operations plan?

	· 
	· The size and location of your facility in acres and the number, general size, and use of each building on the site?

	· 
	· The number of students and employees normally on hand and any scheduled daily differences in population?

	· 
	· A description of who is in charge for emergency operations?

	· 
	· The location and function of your primary and alternate on-site Command Posts, including layout, staffing, displays, etc?

	· 
	· Persons, by title, who will be notified in an emergency?

	· 
	· How logistical support will be provided for the emergency response, including provision for food, water, emergency lighting, fuel, etc?

	· 
	· Actions planned to protect essential personnel, equipment, and resources during emergencies?

	· 
	· The actions that will be taken to assure that all employees and students understand the warning signals and know what to do in an emergency?

	· 
	· How emergency information will be disseminated for the disabled, including those who are visually or hearing impaired or non-English speaking?

	· 
	· Individual(s) who will serve as the school’s point of contact with the media during an emergency and procedures for authenticating information?

	· 
	· The individual, by title, who is responsible for directing the emergency response?


	Emergency Plan Checklist continued

	· 
	· The individuals, by title, who are responsible for maintaining recall rosters for all emergency functions?

	· 
	· The individual, by title, who is responsible for safeguarding essential records?

	· 
	· The individual(s), by title, who is/are responsible for preparation and distribution of employee and student emergency guidance material?

	· 
	· The individual, by title, who is responsible for briefing new employees on the emergency plan and the roles to which they are assigned?

	· 
	· The individual(s), by title, who is/are responsible for developing, scheduling, and presenting training in safety measures to all students and employees?

	· 
	· The individual, by title, who is responsible for the logistical preparations and support detailed under Administration and Logistics?

	· 
	· A three-deep line of succession for the Administrator to ensure continuous leadership.

	· 
	· A description of how resources and information are requested and passed through the chain of command to higher levels of the school.

	· 
	· A description of what records are considered essential and how they are protected and preserved.

	· 
	· The individual(s), by title, who is/are responsible for records, reports, and expenditures during an emergency?

	· 
	· Lists of agreements with voluntary organizations, government agencies, and private organizations that will assist the school district during an emergency?

	· 
	· A resource inventory of emergency items available, including lighting, first aid and medical supplies, firefighting equipment, and other basic emergency response support equipment?

	· 
	· Additional resource requirements for personnel, equipment, and supplies and the source(s) and method for obtaining them?

	· 
	· Provision for annual review of the emergency plan (conducted jointly with the local emergency management staffs)?

	· 
	· Provision for updating the plan based on deficiencies identified through drills, exercises, and actual emergencies?

	· 
	· A map of the area showing items that may have an impact on the school, including major highways, railways, airports, power transmission lines and generating stations, industrial complexes, bulk oil and gas storage, pipe lines, etc.?

	· 
	· A plot plan of the facility and floor plan(s) of the building(s), showing the location(s) of heat plants, boilers, generators, flammable liquid storage, other hazardous materials storage, firefighting equipment locations, first aid facilities, etc.?

	· 
	· Call-up lists with the names, titles, telephone numbers, and organizational responsibilities of all involved in emergency operations?

	· 
	· Checklists that detail specific tasks to be accomplished in an emergency?

	· 
	· Responsibility matrices?


SECTION ONE
Introduction
I. Authority 

A.
Federal: 10 CFR 350; (Nuclear Regulation) NUREG-0654; FEMA–REP-1, Revision 1 Regarding Mandated Emergency Response Plans and Emergency Planning Zones

B.
State: Public Act 94-600 School Safety Drill Act; 29 Illinois Administrative Code 1500 (School Emergency and Crisis Response Plans); 77 Illinois Administrative Code 527 (Physical Fitness Facility Medical Emergency Preparedness Code)

II.
Purpose

This Basic Plan outlines Your School Name Here approach to emergency management and operations.  It has been developed to assist Your School Name Here in protecting its staff and students during an emergency situation.  This plan takes an all-hazard approach to emergency management and plans for mitigation/prevention, preparedness, response, and recovery.

III.
Mission and Goals

A.
The mission of Your School Name Here in an emergency/disaster is to:

1.
Protect lives and property,

2. 
Respond to emergencies promptly and properly,

3.
Coordinate with local emergency operations plans and community resources, and

4. 
Aid in recovery from disasters.

B.
The goals of Your School Name Here are to:

1.
Provide emergency response plans, services, and supplies for all facilities and employees,

2.
Ensure the safety and supervision of students, faculty, staff, and visitors to the school,

3. 
Restore normal services as quickly as possible,

4.
Coordinate the use of school personnel and facilities, and

5.
Provide detailed and accurate documentation of emergencies to aid in the recovery process.

IV.
Explanation of Terms

A.
Acronyms

1.
AED
Automated External Defibrillator
2.
CERT
Community Emergency Response Team

3.
CFR 
Code of Federal Regulations
4.
CPR
Cardio-Pulmonary Resuscitation

5.
EOC 
Emergency Operations Center

6.
EOPT
Emergency Operations Planning Team

7.
EPI 
Emergency Public information

8.
FEMA 
Federal Emergency Management Agency


9.
Hazmat 
Hazardous Material

10.
IC 

Incident Commander

11.
ICP 
Incident Command Post

12.
ICS 
Incident Command System

13.
NIMS
National Incident Management System

14.
SC 

School Commander

15.
SOPs 
Standard Operating Procedures

16.
UC

Unified Command

B.
Definitions

1.
Emergency Public Information (EPI) 

This includes any information that is disseminated to the public via the news media before, during, and/or after an emergency or disaster.

2.
Emergency Situation 

As used in this plan, this term is intended to describe a range of situations, from a specific isolated emergency to a major disaster.

3.
Emergency
Defined as any incident human-caused or natural that requires responsive action to protect lives and property.  An emergency is a situation that can be both limited in scope and potential effects or impact a large area with actual or potentially severe effects.  Characteristics of an emergency include:

a.
Involves a limited or large area, limited or large population, or important facilities;

b.
Evacuation or in-place sheltering is typically limited to the immediate area of the emergency;

c.
Warning and public instructions are provided in the immediate area, not community-wide;

d.
One or more local response agencies or departments acting under an Incident Commander (IC) normally handle incidents.  Requests for resource support are normally handled through agency and/or departmental channels;

e.
May require external assistance from other local response agencies or contractors;

f.
May require community-wide warning and public instructions; and/or

g.
The Emergency Operations Center (EOC) may be activated to provide general guidance and direction, coordinate external support, and provide resource support for the incident.

4.
Disaster 

A disaster involves the occurrence or threat of significant casualties and/or widespread property damage that is beyond the capability of the local government to handle with its organic resources.  Characteristics include:

a.
Involves a large area, a sizable population, and/or important facilities;

b.
May require implementation of large-scale evacuation or in-place sheltering and implementation of temporary shelter and mass care operations;

c.
Requires community-wide warning and public instructions;

d.
Requires a response by all local response agencies operating under one or more Incident Commanders (ICs);

e.
Requires significant external assistance from other local response agencies, contractors, and extensive state or federal assistance; and/or

f.
The Emergency Operations Center (EOC) will be activated to provide general guidance and direction, provide emergency information to the public, coordinate state and federal support, and coordinate resource support for emergency operations.

5.
Hazard Analysis

A document published separately from this plan that identifies the local hazards that have caused or possess the potential to adversely affect public health and safety, public or private property, or the environment.

6.
Hazardous Material (Hazmat)

A substance in a quantity or form posing an unreasonable risk to health, safety, and/or property when manufactured, stored, or transported.  The substance, by its nature, containment, and reactivity, has the capability for inflicting harm during an accidental occurrence.  It can be toxic, corrosive, flammable, reactive, an irritant, or a strong sensitizer, and poses a threat to health and the environment when improperly managed.  Hazmates include toxic substances, certain infectious agents, radiological materials, and other related materials such as oil, used oil, petroleum products, and industrial solid waste substances.

7.
Inter-local agreement

These are arrangements between governments or organizations, either public or private, for reciprocal aid and assistance during emergency situations where the resources of a single jurisdiction or organization are insufficient or inappropriate for the tasks that must be performed to control the situation, commonly referred to as a mutual aid agreement.

8.
Standard Operating Procedures (SOPs)

SOPs are approved methods for accomplishing a task or set of tasks.  SOPs are typically prepared at the department or agency level.

SECTION TWO
Situation and Assumptions – Hazard Identification
This section corresponds to Phase One:  Mitigation and Prevention
I.
Situation

A.
Your School Name Here is exposed to many hazards, all of which have the potential for disrupting the school community, causing casualties, and damaging or destroying public or private property.  A summary of the major hazards is provided in Figure 1.  More detailed information is provided in a Hazard Analysis, published separately.

B.
The school's current student enrollment is approximately number of students (spell out number here) students.

C.
The school’s current enrollment of students with special needs is approximately number (spell number).  Special needs students are located in the following building(s) / room(s):

Building Name, Grade Number, Student’s Name (special need [deaf, wheelchair, etc.])

D.
The school’s staff is comprised of:

Building Name
Administrators
  #
Teachers 
  #
Office/support staff
  #
Aides
  #
Cafeteria staff
  #
Custodial staff
  #
E.
The school employs approximately number (spell number) people with special needs.  Employees with special needs are located in the following building(s)/ room(s): 

Building Name, Grade, Name (special need [deaf, wheelchair, etc.])
F.
The list of students and teachers with special needs and the person assigned to assist them during drills, exercises and emergencies is located in Phase Two:  Preparedness, Emergency Operations Planning Team
G.
The school has a master schedule of where classes and grade levels are located during the day.  The master schedule is located in Phase Two:  Preparedness, Master Campus Schedule.

II.
Building Information

A.
Your School Name Here is made up of 2 (two) building(s).

B.
The school consists of a main campus located at Address, City, State.

C.
The school also includes the following buildings: 

Building  Name located at Address, City, State.
D.
A map of the buildings annotated with evacuation routes, shelter locations, fire alarm pull stations, fire hydrants, fire extinguishers, first aid kits, hazardous materials storage, and utility shut offs is included in Phase Two:  Preparedness, Campus Maps.
III.
Hazard Analysis

A summary of the major hazards is provided in Figure 1.  A complete hazard analysis and security audit (located in Phase Two, Preparedness, Security Audit) has been completed for Your School Name Here.  After reviewing the school's hazard analysis and security audit, it appears that the school is most likely to be affected by the following hazards. 

	Human Made
	Natural

	Accidents (Transportation)
	Tornado

	Bomb Threat
	Winter Storm

	Death on Campus
	

	Explosion
	

	Fire
	

	Hostage Situation
	

	Intruder
	

	Kidnapping/Abduction
	

	Medical Emergency
	

	Power Outage
	

	Sexual Assault
	

	Suicide, Apparent
	

	Water System Failure 
	

	Weapon on Campus, Report of
	


Figure 1: HAZARD SUMMARY (used to identify potential hazards)
	
	Frequency
	Magnitude
	Warning Time
	Severity
	Risk Priority

	Natural Disasters / Hazards

	Earthquake
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	 Flooding (flash  

 flood, river or

tidal)
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible        
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Tornado
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       


	   High

   Medium

   Low

	Wildfire
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Winter Storm
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low


Figure 1: HAZARD SUMMARY (Continued)
	
	Frequency
	Magnitude
	Warning Time
	Severity
	Risk Priority

	Man-Made Disasters / Hazards

	Accidents,  transportation
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Bomb Threat
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Chemical/Hazardous  Materials
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Civil Disorder
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Contamination, Mass
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Dam Failure
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Death on Campus
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Explosion
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low


Figure 1: HAZARD SUMMARY (Continued)
	
	Frequency
	Magnitude
	Warning Time
	Severity
	Risk Priority

	Man-Made Disasters / Hazards

	Fire
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Hostage Situation
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Intruder
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Kidnapping / abduction
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Medical Emergency
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Nuclear Facility Incident
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Power Outage
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Sexual Assault
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low


Figure 1: HAZARD SUMMARY (Continued)
	
	Frequency
	Magnitude
	Warning Time
	Severity
	Risk Priority

	Man-Made Disasters / Hazards

	Suicide, Apparent
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Terrorism
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Water System Failure
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	weapon on campus,

Report of
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low

	Weapons, Assault
	4   Highly 

     likely

3   Likely  

2   Possible

1   Unlikely              
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	4   Minimal

3   6-12 hours

2   12-24

     hours

1   24+ hours
	4   Catastrophic

3   Critical

2   Limited

1   Negligible       
	   High

   Medium

   Low


IV.
Assumptions


Assumptions reveal the limitations of the Emergency and Crisis Response Plan by identifying what was assumed to be true during development.  These allow users to foresee the need to deviate from the plan if certain assumptions prove not to be true during operations.

A.
Your School Name Here will continue to be exposed to and subject to the impact of those hazards described in the Hazard Summary, as well as, lesser hazards and others that may develop in the future.

B.
It is possible for a major disaster to occur at any time and at any place.  In many cases, dissemination of warning to the public and implementation of increased readiness measures may be possible.  However, some emergency situations occur with little or no warning.

C.
A single site emergency, i.e. fire, gas main breakage, etc, could occur at any time without warning and the employees of the school affected cannot, and should not, wait for direction from the local response agencies.  Action is required immediately to save lives and protect school property.

D.
Following a major or catastrophic event, the school will have to rely on its own resources to be self-sustaining for up to 72 hours.

E.
There may be a number of injuries of varying degrees of seriousness to faculty, staff and/or students.  However, rapid and appropriate response will reduce the number and severity of injury.

F.
Outside assistance will be available in most emergency situations.  Since it takes time to summon external assistance, it is essential for this school to be prepared to carry out the initial emergency response on an independent basis.

G.
Proper mitigation actions, such as creating a positive school environment and fire inspections can prevent or reduce disaster-related losses.  Detailed emergency planning, training of staff, students and other personnel, and conducting periodic emergency drills and exercises can improve this school’s readiness to deal with emergency situations.

H.
A spirit of volunteerism among school employees, students, and families will result in their providing assistance and support to emergency response efforts.

V. Limitations

It is the policy of Your School Name Here that no guarantee is implied by this plan of a perfect response system.  As personnel and resources may be overwhelmed, Your School Name Here can only endeavor to make every reasonable effort to respond to the situation with the resources and information available at the time.

SECTION THREE
Concept of Operations
I.
Objectives

The objectives of the school emergency operations program are to protect the lives and well-being of its students and staff through the prompt and timely response of trained school personnel should an emergency affect the school.  To meet these objectives, the school shall establish and maintain a comprehensive emergency operations program that includes plans and procedures, hazard analysis, security audits, training and exercise, and plan review and maintenance.

II.
General

A.
It is the responsibility of Your School Name Here officials to protect students and staff from the effects of hazardous events.  This involves having the primary role in identifying and mitigating hazards, preparing for and responding to, and managing the recovery from emergency situations that affect school.

B.
It is the responsibility of the school to provide in-service emergency response education for all school and office personnel.

C.
It is the responsibility of the School Administrator, or a designated person, to conduct drills and exercises to prepare school personnel as well as students for an emergency situation.

D.
To achieve the necessary objectives, an emergency program has been organized that is both integrated (employs the resources of the school, local emergency responders, organized volunteer groups, and businesses) and comprehensive (addresses mitigation/prevention, preparedness, response, and recovery).  This plan is one element of the preparedness activities.

E.
This plan is based on a multi-hazard approach to emergency planning.  It addresses general functions that may need to be performed during any emergency situation and identifies immediate action functional protocols as well as guidelines for responding to specific types of incidents. 

F.
The Incident Command System (ICS) will be used to manage all emergencies that occur within the school.  We encourage the use of ICS to perform non-emergency tasks to promote familiarity with the system.  All site personnel should be trained in ICS.

G.
The National Incident Management System (NIMS) establishes a uniform set of processes, protocols, and procedures that all emergency responders, at every level of government, will use to conduct response actions.  This system ensures that those involved in emergency response operations understand what their roles are and have the tools they need to be effective.

H.
According to the U.S. Department of Homeland Security, school districts are among local agencies that must comply with NIMS.  Compliance can be achieved through coordination with other components of local government and adoption of ICS to manage emergencies in schools.  School district participation in local government’s NIMS preparedness program is essential to ensure that emergency responder services are delivered to schools in a timely and effective manner.  Your School Name Here recognizes that staff and students will be first responders during an emergency.  Adopting NIMS will enable staff and students to respond more effectively to an emergency and enhance communication between first responders and emergency responders.  Your School Name Here will work with its local government to become NIMS compliant.  NIMS compliance for school districts includes the following:

1.
Institutionalize the use of the Incident Command System – Staff and students tasked in the plan will receive ICS-100 training.  ICS-100 is a web-based course available free from the Emergency Management Institute.  All persons tasked in the Basic Plan will take the ICS-100 course.  (NOTE:  See the section on ICS-100 Training.)

2.
Complete NIMS awareness course IS-700 NIMS:  An Introduction.  IS-700 is a web-based course available free from the Emergency Management Institute at.  All persons tasked in the Basic Plan will take the IS-700 course.  (NOTE:  See the section on ICS-700 Training.)

3.
Participate in local government’s NIMS preparedness program.

I.
Personnel tasked in this plan are expected to develop and keep current standard operating procedures (SOPs) that describe how emergency tasks will be performed.  The school is charged with insuring the training and equipment necessary for an appropriate response are in place.

J.
This plan is based upon the concept that the emergency functions that must be performed by the school generally parallel some of their normal day-to-day functions.  To the extent possible, the same personnel and material resources used for day-to-day activities will be employed during emergency situations.  Because personnel and equipment resources are limited, some routine functions that do not contribute directly to the emergency may be suspended for the duration of an emergency.  The personnel, equipment, and supplies that would normally be required for those functions will be redirected to accomplish emergency tasks.

III.
Operational Guidance 

A.
Initial Response

1.
School personnel are usually first on the scene of an emergency situation within the school.  They will normally take charge and remain in charge of the emergency until it is resolved and will transfer command and incident management to the appropriate emergency responder agency with legal authority to assume responsibility.  They will seek guidance and direction from local officials and seek technical assistance from state and federal agencies and industry where appropriate.  However, at no time will school officials transfer responsibility for student care.  (Their emphasis.)

2.
The Administrator will be responsible for activating the school emergency operations plan and the initial response which may include:

a.
Evacuation – When conditions are safer outside than inside a building.  Requires all staff and students to leave the building immediately.

b.
Reverse Evacuation – When conditions are safer inside a building than outside.  Requires all staff and students to go to safe places in the building from outside the building.

c.
Lock Down – When a person or situation presents an immediate threat to students and staff in the building.  All exterior doors and classroom doors are locked and students and staff stay in their offices, work areas, and classrooms.

d.
Shelter-in-Place – When conditions are safer inside the building than outside.  For severe weather sheltering, students and staff are held in the building safe areas, interior rooms, or basement away from windows.  For hazardous material release outdoors with toxic vapors, students and staff are to remain in their classrooms, windows and doors are sealed and all ventilation systems are shut off.  Limited movement is allowed.  Taking shelter inside a sealed building is highly effective in keeping students and staff safe.

e.
Drop, Cover and Hold – Students and staff drop low, take cover under furniture, cover eyes, head with hands and arms and protect internal organs.

B.
Notification Procedures

1.
In case of an emergency at either building, the flow of information after calling 9-1-1, shall be from the School Administrator or his designee to the President.  Information should include the nature of the incident and the impact on the facility, students, and staff.

2.
In the event of a fire, any one discovering the fire shall activate the building fire alarm system.  Unless there is a lock down incident or a shelter-in-place incident in progress, the building shall be evacuated.  In the event that a lock down or shelter-in-place incident is in progress, the evacuation shall be limited to the area immediately in danger from the fire.

3.
In the event the school is in receipt of information, such as a weather warning that may affect the school, the information shall be provided to the Administrator.  Specific guidelines are found Phase Two:  Preparedness, Phase Three:  Recovery, and in the appropriate Planned Response Action Guide. 

C.
Training and Exercise

1.
Your School Name Here understands the importance of training, drills, and exercises in the overall emergency management program.  To ensure that school personnel and community first responders are aware of their duties and responsibilities under the school plan and the most current procedures, the following training, drill, and exercise actions will occur.

2.
Training and refresher training sessions shall be conducted for all school personnel.  In case of academic staff, training should coincide with the first in-service day of the school year.  Training for the remainder of the support staff shall be held at a time during the school year that will allow for maximum attendance.  Records of the training provided including date(s), type of training, and a participant roster will be maintained.  (See Phase Three:  Response, Emergency Response Drill Log for an example of a record keeping log for drills and exercises.)
3.
Information addressed in these sessions will include updated information on plans and/or procedures and changes in the duties and responsibilities of plan participants.  Discussions will also center on any revisions to the materials found in each Phase Document or in the Planned Response Action Guides.  Input from all employees is encouraged.

4.
Your School Name Here will plan for three (3) Evacuations, one (1) Severe Weather/Shelter-in-place, and one (1) Bus Evacuation drill.  Your School Name Here is encouraged to plan one (1) Law Enforcement exercise during the school year.  The types of drills and exercises will be determined by the District Emergency Management Coordinator in compliance with the provisions of PA 94-600 (105 ILCS 128) also known as the School Safety Drill Act.

5.
Your School Name Here will participate in any external drills or exercises sponsored by local emergency responders.  Availability of school personnel and the nature of the drill or exercise shall govern the degree to which the district will participate as it relates to improving the school's ability to respond to and deal with emergencies.

D.
Implementation of the Incident Command System (ICS)

1.
The designated Incident Commander (IC) for the school will implement the ICS Team and serve as the IC until relieved by a more senior or more qualified individual.  The IC will establish an Incident Command Post (ICP) and provide an assessment of the situation to local officials, identify response resources required, and direct the on-scene response from the ICP.

2.
For disaster situations, a specific incident site may not yet exist in the initial response phase and the local Emergency Operations Center may accomplish initial response actions, such as mobilizing personnel and equipment and issuing precautionary warning to the public.  As the potential threat becomes clearer and a specific impact site or sites identified, an Incident Command Post may be established at the school, and direction and control of the response transitioned to the IC.  This scenario would likely occur during a community wide disaster.

E.
Source and Use of Resources

Your School Name Here will use its own resources to respond to emergency situations until emergency response personnel arrive.  If additional resources are required, the following options exist:

1.
Request assistance from volunteer groups active in disasters.

2.
Request assistance from industry or individuals who have resources needed to assist with the emergency situation.

IV.
Incident Command System
This section corresponds to Phase III:  Response.

A.
Your School Name Here intends to employ the ICS in managing emergencies.  ICS is both a strategy and a set of organizational arrangements for directing and controlling field operations.  It is designed to effectively integrate resources from different agencies into a temporary emergency organization at an incident site that can expand and contract with the magnitude of the incident and resources on hand.

B.
The Incident Commander is responsible for carrying out the ICS function of command—managing the incident.  The IC may be the Administrator or Associate Administrator initially, but may transfer to the appropriate emergency responder agency official.  In order to clarify the roles, the school official in charge will be known as the School Commander.  The four other major management activities that form the basis of ICS are operations, planning, logistics, and finance/administration.  For small-scale incidents, the IC and one or two individuals may perform all of these functions.  For larger emergencies, a number of individuals from different local emergency response agencies may be assigned to separate staff sections charged with those functions.

C.
In emergency situations where other jurisdictions or the state or federal government are providing significant response resources or technical assistance, in most circumstances there will be a transition from the normal ICS structure to a Unified Command structure.  Designated individuals from one or more response agencies along with the School Commander will work jointly to carry out the response.  This arrangement helps to ensure that all participating agencies are involved in developing objectives and strategies to deal with the emergency.

V.
Incident Command System (ICS)—Emergency Operations Center (EOC) Interface

This section corresponds to Phase III:  Response.
A.
For community-wide disasters, the EOC will be activated.  When the EOC is activated, it is essential to establish a division of responsibilities between the ICP and the EOC.  A general division of responsibilities is outlined below.  It is essential that a precise division of responsibilities be determined for specific emergency operations.

B.
The IC is generally responsible for field operations, including:

1.
Isolating the scene.

2.
Directing and controlling the on-scene response to the emergency situation and managing the emergency resources committed there.

3.
Warning the school staff and students in the area of the incident and providing emergency instructions to them.

4.
Determining and implementing protective measures (evacuation or in-place sheltering) for the school staff and students in the immediate area of the incident and for emergency responders at the scene.

5.
Implementing traffic control arrangements in and around the incident scene.

6.
Requesting additional resources from the EOC.

7.
The EOC is generally responsible for:

a)
Providing resource support for the incident command operations.

b)
Issuing a community-wide warning.

c)
Issuing instructions and providing information to the general public.

d)
Organizing and implementing a large-scale evacuation.

8.
Organizing and implementing shelter and massive arrangements for evacuees.

9.
In some large-scale emergencies or disasters, emergency operations with different objectives may be conducted at geographically separated scenes.  In such situations, more than one incident command operation may be established.  If this situation occurs, it is particularly important that the allocation of resources to specific field operations be coordinated through the EOC.

VI.
Activities by Phases of Emergency Management

This plan addresses emergency actions that are conducted during all four phases of emergency management.

A.
Mitigation/Prevention

This section corresponds to Phase One:  Mitigation and Prevention.

Your School Name Here will conduct mitigation/prevention activities as an integral part of the emergency management program.  Mitigation/prevention is intended to eliminate hazards and vulnerabilities, reduce the probability of hazards and vulnerabilities causing an emergency situation, or lessen the consequences of unavoidable hazards and vulnerabilities.  Mitigation/prevention should be a pre-disaster activity, although mitigation/prevention may also occur in the aftermath of an emergency situation with the intent of avoiding repetition of the situation.  Among the mitigation/prevention activities included in the emergency operations program are:

1.
Hazard Analysis

2.
Identifying Hazards

3.
Recording Hazards

4.
Analyzing Hazards

5.
Mitigating/preventing Hazards

6.
Monitoring Hazards

7.
Security Audit

B.
Preparedness

This section corresponds to Phase Two:  Preparedness.

Preparedness activities will be conducted to develop the response capabilities needed in the event an emergency.  Among the preparedness activities included in the emergency operations program are:

1.
Providing emergency equipment and facilities.

2.
Emergency planning, including maintaining this plan and revising the Planned Responses:  Action Guides as needed.

3.
Involving emergency responders, emergency management personnel, other local officials, and volunteer groups who assist this school during emergencies in training opportunities.

4.
Conducting periodic drills and exercises to test emergency plans and training.

5.
Completing an After Action Review after drills, exercises, and actual emergencies.

6.
Revise plan as necessary.

C.
Response

This section corresponds to Phase Three:  Response.

Your School Name Here will respond to emergency situations effectively and efficiently.  The focus of most of this plan is on planning for the response to emergencies.  Response operations are intended to resolve an emergency situation quickly, while minimizing casualties and property damage.  Response activities include warning, first aid, light fire suppression, law enforcement operations, evacuation, shelter and mass care, light search and rescue, as well as other associated functions.

D.
Recovery

This section corresponds to Phase Four:  Recovery.

If a disaster occurs, Your School Name Here will carry out a recovery program that involves both short-term and long-term efforts.  Short-term operations seek to restore vital services to the school and provide for the basic needs of the staff and students.  Long-term recovery focuses on restoring the school to its normal state.  The federal government, pursuant to the Stafford Act, provides the vast majority of disaster recovery assistance.  The recovery process includes assistance to students, families and staff.  Examples of recovery programs include temporary relocation of classes, restoration of school services, debris removal, restoration of utilities, disaster mental health services, and reconstruction of damaged stadiums and athletic facilities.

E.
Emergencies Occurring During Summer or Other School Breaks

If a school administrator or other emergency response team member is notified of an emergency during the summer (or when affected students are off-track if they attend year-round schools), the response usually will be one of limited school involvement.  In that case, the following steps should be taken:

1.
Institute the phone tree to disseminate information to Emergency Response Team members and request a meeting of all available members.  The phone tree is located in Phase Two:  Phone Tree, Your School Name Here.
2.
Identify close friends/staff most likely to be affected by the emergency.  Keep the list and recheck it when school reconvenes.

3.
Notify staff or families of students identified in Number 2 and recommend support from one of the counselors (See Phase Two:  Emergency Operations Planning Team for a listing of counselors.).

4.
Notify general faculty/staff by letter or telephone with appropriate information.

5.
Schedule a faculty meeting for an update the week before students return to school.

6.
Be alert for repercussions among students and staff. 

7.
When school reconvenes, check core group of friends and other at-risk students and staff and institute appropriate support mechanisms and referral procedures. 

SECTION FOUR
Organization and Assignment of Responsibilities
This section corresponds to Phase Three:  Response.
I.
Organization

A.
General

Most schools have emergency functions in addition to their normal day-to-day duties.  During emergency situations, the normal organizational arrangements are modified to facilitate emergency operations.  School organization for emergencies includes an executive group, emergency operations planning team, emergency response teams, emergency services, and support services.

B.
Executive Group

The Executive Group provides guidance and direction for emergency management programs and for emergency response and recovery operations.  The Executive Group includes the President, School Administrator, and District Emergency Management Coordinator.

C.
Emergency Operations Planning Team

The Emergency Operations Planning Team develops emergency operations plans for the school, coordinates with local emergency services to develop functional protocols for specific hazards, coordinates Your School Name Here planning activities and recruits members of the school's emergency response teams.  The Emergency Operations Planning Team members are listed in Phase Two:  Preparedness, Emergency Operations Planning Team.

D.
Emergency Response Team

Emergency Response Teams assist the Incident Commander in managing an emergency and providing care for school employees, students, and visitors before local emergency services arrive or in the event of normal local emergency services being unavailable.  The Emergency Response Team is found in Phase Two:  Preparedness, Campus Emergency Assignment Worksheet.
E.
Volunteer and Other Services

This group includes organized volunteer groups and businesses who have agreed to provide certain support for emergency operations.

II.
Assignment of Responsibilities

A.
General

1.
For most emergency functions, successful operations require a coordinated effort from a number of personnel.  To facilitate a coordinated effort, school staff and other school personnel are assigned primary responsibility for planning and coordinating specific emergency functions.  Generally, primary responsibility for an emergency function will be assigned to an individual from the school that possesses the most appropriate knowledge and skills.  Other school personnel may be assigned support responsibilities for specific emergency functions.  A skills inventory for personnel is found in Phase Two:  Preparedness, Staff Skills Survey and Inventory.
2.
The individual having primary responsibility for an emergency function is normally responsible for coordinating preparation of and maintaining that portion of the emergency plan that addresses that function.  Listed below are general responsibilities assigned to the, Teachers, Emergency Services, and Support Services.  Additional specific responsibilities can be found in Phase Three:  Response.
B.
Executive Group Responsibilities

1.
The Administration

a.
Establish objectives and priorities for the emergency management program and provides general policy guidance on the conduct of that program.

b.
Reviews school construction and renovation projects for safety.

c.
Appoints an Emergency Management Coordinator to assist in planning and review.

2.
The School Administrator

a.
Initiates, administers, and evaluates emergency operations programs to ensure the coordinated response of all personnel within the system.

b.
Authorizes implementation of emergency preparedness curriculum.

c.
Meets and talks with the parents of students and spouses of adults who have been admitted to the hospital.

d.
Assigns resources (persons and materials) to various sites for specific needs.  This may include the assignment of school personnel from other school or community sites such as community emergency shelters.

e.
Authorizes immediate purchase of outside services and materials needed for the management of emergency situations.

f.
Implements the policies and decisions of the governing body relating to emergency management.

g.
Coordinates use of school building(s) as public shelter(s) for major emergencies occurring in the city or county.

h.
Coordinates emergency assistance and recovery.

3.
The School Emergency Management Coordinator

a.
Establishes a school emergency operations plan review committee to approve and coordinate all emergency response plans.

b.
Consults with the local Emergency Management Office to analyze system needs in regard to emergency preparedness, planning, and education and to ensure coordination of the school plan with community emergency plans.

c.
Develops and coordinates in-service emergency response education for all school personnel.

d.
Gathers information from all aspects of the emergency for use in making decisions about the management of the emergency.

e.
Monitors the emergency response during emergency situations and provides direction where appropriate.  Stays in contact with the leaders of the emergency service agencies working with the emergency.

f.
Requests assistance from local emergency services when necessary.

g.
Serves as the staff advisor to the President on emergency management matters.

h.
Keeps the President apprised of the preparedness status and emergency management needs.

i.
Coordinates local planning and preparedness activities and the maintenance of this plan.

j.
Prepares and maintains a resource inventory.

k.
Arranges appropriate training for district emergency management personnel and emergency responders.

l.
Coordinates periodic emergency exercises to test emergency plans and training.

m.
Performs day-to-day liaison with the state emergency management staff and other local emergency management personnel.

n.
Serves as the school's Emergency Management Coordinator.

o.
Organizes the school's emergency management program and identifies personnel, equipment, and facility needs.

p.
Encourages incorporation of emergency preparedness material into regular curriculum.

q.
Provides copies of the school plan to the local Emergency Management Office.

r.
Monitors developing situations such as weather conditions or incidents in the community that may impact the school.

s.
Creates Critical Incident Response Kits for the school with appropriate maps, floor plans, faculty and student rosters, photos, and other pertinent information to help manage the emergency. 

t.
Establishes an Incident Command Post.

4.
The School Administrator
a.
Has overall decision-making authority in the event of an emergency at his/her school building until emergency services arrive.

b.
With the assistance of the Public Information Officer, keeps the public informed during emergency situations.

c.
Keeps the President informed of emergency status.

d.
Coordinates with organized volunteer groups and businesses regarding emergency operations.

e.
Assigns selected staff members to the Emergency Operations Planning Team who will develop the school's emergency operations plan.

f.
Ensures that school personnel and students participate in emergency planning, training, and exercise activities.

g.
Conducts drills and initiates needed plan revisions based on After Action Reports.

h.
Assigns school emergency responsibilities to staff as required.  Such responsibilities include but are not limited to:

1)
Provides instruction on any special communications equipment or night call systems used to notify first responders.

2)
Appoints monitors to assist in proper evacuation.

3)
Ensures that all exits are operable at all times while the building is occupied.

4)
Ensures a preplanned area of rescue assistance for students and other persons with disabilities within the building readily accessible to rescuers.

i.
Acts as Incident Commander until relieved by a more qualified person or the appropriate emergency responder agency, and assist in a Unified Command.

C.
Emergency Operations Planning Team will:

1.
In conjunction with the local emergency services create and maintain the Emergency Operations Plan.  (See Phase Two:  Preparedness and Phase Three:  Response)
2.
In conjunction with the district and local emergency management officials, conduct a hazard analysis.  (See Section Two:  Situation and Assumptions – Hazard Identification)
3. 
Organize Emergency Response Teams.  (See Phase Three:  Response)
4.
Recommend training for the Emergency Response Teams.

5.
Establish a partner system to pair teachers and classes so that teachers assigned to an Emergency Response Team, can fulfill the duties.  The classroom buddy list is found in Phase Two:  Preparedness, Guidelines for Preparing a Buddy Teacher List.

6.
Provide information to staff, students, and school families on emergency procedures.

7.
Provide assistance during an emergency in accordance with designated roles.

8.
Conduct debriefings at the conclusion of each emergency to critique the effectiveness of the emergency operations plan.

D.
Emergency Response Teams will:

1.
Participate in the Community Emergency Response Team (CERT) program.

2.
Create annexes for their specific emergency function.

3.
Assist the Administrator during an emergency by providing support and care for school employees, students, and visitors during an emergency before local emergency services arrive or in the event of normal local emergency services being unavailable.

4.
Provide the following functions when necessary and when performing their assigned function will not put them in harm’s way:

a.
Facility Evacuation - The Evacuation team will be trained to assist in the evacuation of all school facilities and to coordinate the assembly and the accountability of the employees and students once an evacuation has taken place.

b.
First aid - The First Aid team will be trained to provide basic first aid to injured students and/or staff.

c.
Search and Rescue - The Search and Rescue team will be trained in search and rescue operations.  They will perform light search and rescue to find missing or trapped students and/or staff and note and record the situation for other responders.

d.
Limited Fire Suppression - The Limited Fire Suppression team will be trained to provide light fire suppression and provide utility shut-off if necessary.

e.
Damage Assessment - The Damage Assessment team will be trained to conduct a building assessment of school buildings to evaluate whether the building(s) are safe for occupation.

f.
Student/Parent Reunification - The Student/Parent Reunification team will establish sites for the orderly dismissal of students to their parents.

g.
Student Supervision - The Student/Staff Supervision team will be responsible for supervising the students while emergency response activities are occurring.

h.
Support and Security - The Support and Security team will be responsible for securing the school grounds and make preparations for caring for students until it is safe to release them.

E.
Teachers will:

1.
Prepare classroom emergency Go Kits.  (See Phase Two:  Response, Response Supplies Checklist.)
2.
Participate in trainings, drills, and exercises
.

3.
Direct and supervise students en-route to pre-designated safe areas within the school grounds or to an off-site evacuation shelter.

4.
Check visually rooms and areas along the path of exit for persons who may not have received the evacuation notice.  This process should not disrupt the free flow of students out of the building.

5
Maintain order while in student assembly area.

6
Verify the location and status of every student.  Report to the incident commander or designee on the condition of any student that needs additional assistance.

7
Establish a buddy system for students and teachers with disabilities.

8
Remain with assigned students throughout the duration of the emergency, unless otherwise assigned through a partner system or until every student has been released through the official "student/family reunification process."

F
Technology/Information Services will:

1.
Coordinate use of technology.

2.
Assist in the establishment/maintenance of an emergency communications network.

3.
Assist in obtaining needed student and staff information from the computer files.

4.
Prepare and maintain an emergency kit that contains floor plans, telephone line locations, computer locations, and other communications equipment.

5.
Establish and maintain computer communication with the central office and with other agencies capable of such communication.

6.
Establish and maintain, as needed, a stand-alone computer with student and staff database for use at the emergency site.

7.
As needed, report various sites involved in the communication system if there are problems in that system.

G.
Transportation will:

1.
Establish and maintain school division protocols for transportation-related emergencies.

2.
Establish and maintain plans for the emergency transport of personnel and students.
3.
Train all drivers and transportation supervisory personnel in emergency protocols involving buses and the school’s emergency operations plan.

H.
The School Incident Commander will:

1.
Assume command and manage emergency response resources and operations at the incident command post to resolve the emergency situation until relieved by a more qualified person or the appropriate emergency response agency official.

2.
Assess the situation, establish objectives, and develop an emergency action plan.

3.
Determine and implement required protective actions for school response personnel and the public at an incident site.

4.
Appoint additional staff to assist as necessary.

5.
Work with emergency services agencies in a Unified Command.

SECTION FIVE
Direction and Control
This section corresponds to Phase Three:  Response.

I.
General

A.
The Administrator is responsible for establishing objectives and policies for emergency operations and providing general guidance for emergency response and recovery operations.  In most situations, the Administrator will assume the role of Incident Commander.  During disasters, he/she may carry out those responsibilities from the ICP.

B.
The Emergency Management Coordinator will provide overall direction of the response activities of the school.  During emergencies and disaster, he/she will normally carry out those responsibilities from the ICP.

C.
The Incident Commander assisted by a staff sufficient for the tasks to be performed, will manage the emergency response from the Incident Command Post until local emergency services arrive.

D.
During emergency operations, the school administration retains administrative and policy control over their employees and equipment.  However, personnel and equipment needed to carry out mission assignments are directed by the Incident Commander.  Each emergency services agency is responsible for having its own operating procedures to be followed during response operations, but interagency procedures, such as common communications protocol and Unified Command, may be adopted to facilitate a coordinated effort.

E.
If the school’s own resources are insufficient or inappropriate to deal with an emergency situation, assistance from local emergency services, organized volunteer groups, or the State should be requested.

II.
Emergency Facilities

Incident Command Post

1.
The School Incident Command post should be established on scene away from risk of damage from the emergency.  Pre-determined sites for command posts outside the school building will be identified in cooperation with local emergency responder agencies.  Initially, the ICP will most likely be located in the main office of the school, but alternate locations must be identified if the incident is occurring at that office. 

 2.
Except when an emergency situation threatens, but has not yet occurred, and those situations for which there is no specific hazard impact site (such as a severe winter storm or area-wide utility outage), an Incident Command Post or command posts will be established in the vicinity of the incident site(s).  As noted previously, the Incident Commander will be responsible for directing the emergency response and managing the resources at the incident scene.

III.
Continuity of School Administration

A.
The line of succession for the Administrator is:

1. Name, Associate Administrator

2. Name, Dean of Students

3. Name, Assistant Administrator

B.
The lines of succession for each position shall be in accordance with the SOPs established by the school.

SECTION SIX
Readiness Levels
I.
Readiness Levels

Many emergencies follow some recognizable build-up period during which actions can be taken to achieve a gradually increasing state of readiness.  A five-tier system is utilized.  Readiness Levels will be determined by the Administrator.
II.
Readiness Action Level Descriptions

The following readiness action levels will be used as a means of increasing the school’s alert posture.  (Based on the U.S. Department of Homeland Security.) Suggested by the U.S. Department of Education)

A.
Green – Low

1.
Assess and update emergency operations plans and procedures.

2.
Discuss updates to school and local emergency operations plans with emergency responders.

4. Review duties and responsibilities of emergency response team members.

4.
Provide CPR and first aid training for staff.

5.
Conduct training and drills.

6.
Conduct 100% visitor ID check.

B.
Blue - Increased Readiness

1.
Review and upgrade security measures.

2.
Review emergency communication plan.

3.
Inventory, test, and repair communication equipment.

4.
Inventory and restock emergency supplies.

5.
Conduct emergency operations training and drills.

C.
Yellow – Elevated

1.
Inspect school buildings and grounds for suspicious activities.

2.
Assess increased risk with public safety officials.

3.
Review crisis response plans with school staff.

4.
Test alternative communications capabilities.

D.
Orange – High

1. Assign staff to monitor entrances at all times.

2. Assess facility security measures.

3. Update parents on preparedness efforts.

4.
Update media on preparedness efforts.

5.
Address student fears concerning possible emergency.

6.
Place school and district emergency response teams on standby alert status.

E.
Red – Severe

1.
Follow local and/or federal government instructions (listen to radio/TV).

2.
Activate emergency operations plan.

3.
Restrict school access to essential personnel.

4.
Cancel outside activities and field trips.

5.
Provide mental health services to anxious students and staff.

Code Red Procedures
Follow the classroom procedures below in an emergency.

· Stop class activities and wait for further instructions.

· Immediately shut and lock classroom doors.

· Free up the classroom telephone.

· Remain quiet.

· Ignore all bells.  Keep students in the classroom.

· All staff without student responsibility should report immediately to the office, unless instructed otherwise.

· Computer/media staff should turn off all Internet and computer access.

· Take attendance immediately and keep your attendance book with you as you may be asked to leave the classroom.

Notes from the Waverly Schools Critique - Following a Chemistry Lab Explosion

What we learned:
· The district and building response plans are important and need to be reviewed with staff frequently.

· Call 911 when necessary.  (Use good judgment and terminology based on what you know.)  Understand that this call gives the command to the fire or police responders.

· The responders will assess and determine a safe environment.  Let them know the total number of students involved (e.g., 24 students in the class).

· The principal needs to be where information is accessible, where telephone calls are handled, and to be able to provide direction to staff and students as directed by the command.

· Students involved need to be kept as close to the area of the incident as is determined to be safe by the responders.

Code Red Procedures (continued)
· Make sure all of the students involved are accounted for.  Have current class rosters available.

· Facilities and maintenance staff should work directly with the command with regard to mechanical systems.

· All MSDS (Material Safety Data Sheets) sheets must be kept in a visible location.  (View www.msds.com to obtain free MSDS sheets.)
· Adults need to provide accurate information in a timely manner concerning who is involved and their status.

· Students need to be supervised when they are using the telephone.  Pay phones should be made unavailable.

· Identify rooms that parents can go to, based on where the incident is located.  The rooms should be close to an entrance.

· All media information is to be handled by the appropriate Media Response Team Member and emergency responders.

· Identify media staging areas.

· The School Administrator needs to identify the members of the building’s response team.  This team needs to be constant and available.  This assures that your team is communicating and attending to the issues.  They in conjunction with the Emergency Management Coordinator decide the next steps.

· Consider how to inform substitutes of what to do.  Assign another teacher as their contact.

SECTION SEVEN
Administration and Support
This section corresponds to Phase Two:  Preparedness and Phase Three:  Response.

I.
Agreements and Contracts

A.
Should school resources prove to be inadequate during an emergency, requests will be made for assistance from local emergency services, other agencies, and industry in accordance with existing mutual-aid agreements and contracts and those agreements and contracts concluded during the emergency.  Such assistance may include equipment, supplies, or personnel. All agreements will be entered into by authorized officials and should be in writing whenever possible. Agreements and contracts should identify the school personnel authorized to request assistance pursuant to those documents.

B.
The agreements and contracts pertinent to emergency management that this school is party to are summarized in Phase Two:  Preparedness, Summary of Agreements and Contracts.

II.
Reports

A.
Initial Emergency Report

This short report should be prepared and transmitted by the Administrator from the Incident Command Post when an on-going emergency incident appears likely to worsen and assistance from local emergency services may be needed.

B.
Situation Report 

A daily situation report should be prepared and distributed by the Administrator from the Incident Command Post during major emergencies or disasters.

C.
Other Reports

Several other reports covering specific functions are described in Phase Two:  Preparedness and Phase Three:  Response.
III.
Records

A.
Record Keeping for Emergency Operations

Your School Name Here is responsible for establishing the administrative controls necessary to manage the expenditure of funds and to provide reasonable accountability and justification for expenditures made to support emergency operations.  This shall be done in accordance with the established fiscal policies and standard cost accounting procedures.  More information can be found in Phase Three:  Response, Logistics and Finance/Administration.
B.
Activity Logs

The ICP shall maintain accurate logs recording key response activities, including:

1.
activation or deactivation of emergency facilities,  
2.
emergency notifications to local emergency services,

3.
significant changes in the emergency situation,

4.
major commitments of resources or requests for additional resources from external sources,

5.
issuance of protective action recommendations to the staff and students,

6.
evacuations,

7.
casualties, and
8.
containment or termination of the incident.

More information and an example of an Activity Log may be found in Phase Three:  Response, Planning Section Chief.
IV.
Incident Costs

The school shall maintain records summarizing the use of personnel, equipment, and supplies during the response to day-to-day incidents to obtain an estimate of annual emergency response costs that can be used in preparing future school budgets.

V.
Emergency or Disaster Costs

A.
For major emergencies or disasters, the school shall maintain detailed records of costs for emergency operations to include:

1.
Personnel costs, especially overtime costs,

2.
Equipment operations costs,

3.
Costs for leased or rented equipment,

4.
Costs for contract services to support emergency operations,

5.
Costs of specialized supplies expended for emergency operations.

B.
These records may be used to recover costs from the responsible party or insurers or as a basis for requesting financial assistance for certain allowable response and recovery costs from the state and/or federal government.

VI.
Preservation of Records

A.
In order to continue normal school operations following an emergency situation, vital records must be protected.  These include legal documents, student files as well as property and tax records.  The principal causes of damage to records are fire and water; therefore, essential records should be protected accordingly.  Personnel responsible for preparation of annexes to this plan will include protection of vital records in its SOPs.

B.
If records are damaged during an emergency situation, this school will seek professional assistance to preserve and restore them.

VII.
Post-Incident and Exercise Review

The Administrator, Emergency Management Coordinator, Emergency Operations Planning Team, and Emergency Response Teams are responsible for organizing and conducting a critique following the conclusion of a significant emergency event/incident or exercise.  The critique will entail both written and verbal input from all appropriate participants.  Where deficiencies are identified, school personnel will be assigned responsibility for correcting the deficiency and a due date shall be established for that action.  See Phase Three:  Response, Emergency Response Drill Log.
SECTION EIGHT
Plan Development and Maintenance
I.
Plan Development and Distribution of Planning Documents

A.
The Emergency Operations Planning Team is responsible for the overall development and completion of the Emergency Operations Plan, including the Planned Responses:  Action Guides.  The School Administrator is responsible for approving and promulgating this plan. 

B.
Distribution of Planning Documents

1.
The Administrator shall determine the distribution of this plan and any associated documents.  In general, copies of the plan should be distributed to those tasked in this document.  Copies are also kept in each school office (Daniel Building and Annex) for the EOC and other emergency facilities.

2.
The Basic Plan should include a distribution list that indicates who receives copies of the basic plan and the various annexes to it.  In general, individuals who receive annexes to the basic plan should also receive a copy of this plan, because the Basic Plan describes the emergency management organization and basic operational concepts.  The distribution list for the Basic Plan is located in Phase Two:  Preparedness, Distribution.

II.
PLAN Review

The Plan shall be reviewed annually by the School Emergency Operations Planning Team, emergency response agencies, and others deemed appropriate by school administration.  The Administrator will establish a schedule for annual review of planning documents.  The Emergency Operations Planning Team is identified in Phase Two:  Preparedness, Emergency Operations Planning Team.
III.
PLAN Updates
A.
This plan will be updated based upon deficiencies identified during actual emergency situations and exercises and when changes in threat hazards, resources and capabilities, or school structure occur.

B.
The Plan must be revised or updated as necessary.  Responsibility for revising or updating the Plan is assigned to the Emergency Operations Planning Team.

C.
The Administrator is responsible for distributing all revised or updated planning documents to all departments, agencies, and individuals tasked in those documents.

SECTION NINE
References
1.
Office for Domestic Preparedness Emergency Response Planning for WMD/Terrorism Incidents Technical Assistance Program

2.
Arizona Department of Education School Safety Plans and Resources

3.
FEMA Independent Study Program: IS 362 Multi-Hazard Emergency Planning for Schools

4.
Washington State Emergency Management Division in Partnership 

5.
Comprehensive All Hazard Planning Guide and Model School Plan for Washington State Schools

6.
U.S. Department of Education Practical Information on Crisis Planning A Guide for Schools and Communities

7.
Alaska Division of Homeland Security and Emergency Management: Safe Schools Training

8.
Missouri State Emergency Management Agency Missouri All-Hazards Planning Guide for Schools

9.
Jane’s Safe Schools Planning Guide for All Hazards

10.
Los Angeles Unified School District Model Safe School Plan

11.
Fairfax County Public Schools Crisis Management Workbook

12.
Chicago Public Schools Emergency Management Plan

13.
Georgia Emergency Management Agency Family Reunification Protocol

PHASE ONE
Mitigation and Prevention
This section corresponds to Section Two:  Situation and Assumptions.

Hazard Identification Guidelines

These guidelines are intended to assist you with the hazard identification and risk analysis process for your school.  Regardless of your current capability to reduce hazards, simply being familiar with the hazards in and around your school will be a large help in developing school emergency plans.

As you complete your hazard assessment, consider the potential impact of a major event on the community and the possible hazards a major event could cause.  Taking a broad view will help you to anticipate extraordinary problems.

As you identify potential hazards, remember that many hazards can be reduced substantially or eliminated with little effort and no cost.  Other hazard mitigation measures might be phased into the routine maintenance schedule.  Because the more costly measures are likely to compete with other budget items, it may be desirable to develop a long-term hazard reduction plan.  At any rate, as you identify potential hazards, record hazards that you can eliminate, those that you can reduce, and those that you can only anticipate.

The section includes the following job aides.
Preparing for Hazard Identification
Phase One, Page 2

School Grounds Hazard Assessment
Phase One, Page 3

Building Hazard Assessment
Phase One, Page 5

Classroom Hazard Assessment
Phase One, Page 6

Identifying Potential Hazards Along Evacuation Routes
Phase One, Page 7

Identifying Potential  Hazards in the Neighborhood and Community
Phase One, Page 8

International Chemical Safety Cards
Phase One, Page 9

Terrorist Bomb Threat Stand-Off
Phase One, Page 11

(also located with Action Plan:  Bomb Threats)
Preparing for Hazard Identification

There are several tasks that you should accomplish to help you prepare for the formal hazard identification.  Use the checklist below to help you complete these tasks.

	Check
	Activity

	
	Obtain or draw a map of the school and school grounds.

· This map will be used to note potential hazards and the location of utilities, emergency equipment, and supplies.  It will also provide a basis for establishing evacuation routes, identifying a safe, open-space assembly area, and developing procedures for conducting emergency response activities.

	
	Mark the location of:

· All classrooms.

· The library and other activity rooms. 

· Restrooms. 

· Heating plant.

· Hallways. 

· Doors and closets.

	
	Locate the following items on the map:

· Main shut-off valves for water and gas.

· Master electrical breaker.

· Heating and air-conditioning equipment.

· Stoves.

· Chemical storage and gas lines in laboratories.

· Hazardous materials stored by custodians and gardeners.

· Emergency lighting units.

· Fire extinguishers.

· First-aid equipment.

· Outside water faucets and hoses.

· Overhead power lines.

· Underground gas lines.


School Grounds Hazard Assessment

This checklist will help you identify hazards that exist on school property.  Identifying these potential hazards will provide useful information for planning evacuation routes and assembly areas.

Begin your assessment of the school grounds with the school building itself.  Then assess other structures on the property.  Finally, complete your assessment by surveying the grounds itself.

Date Surveyed:  
______________________________________________
Surveyed By:  
______________________________________________
	Hazard
	Comments

	School Building:

· Long, unsupported roof spans

· Large, window panes (especially over exits)

· Heating and air conditioning units

· Overhangs

· Trees or shrubs that require pruning

· Other (List)


	

	Other Structures:

· Unsecured portable structures

· Unsecured siding or roofing materials

· Incompatible chemical storage

· Inadequate ventilation

· Other fire hazards (List)


	


School Grounds Hazard Assessment (continued)
	Hazard
	Comments

	Playground:

· Equipment in need of repair

· Rocks or other material that could cause injury

· Fences in need of repair

· Exposed nails, screws, or bolts

· Other (List)


	

	School Grounds:

· Trees or shrubs that present a fire hazard or wind hazard or provide areas for an intruder to hide

· Streams in close proximity

· Electric wires

· Gasoline or propane tanks

· Natural gas lines

· Fences in need of repair

· Other (List)


	


Building Hazard Assessment

This checklist can be used by administrators, teachers, or staff to assess hazards throughout the building that require mitigation.  Be sure to check every room, including shop areas, custodian’s closets, storage areas, and the gymnasium, and complete this form for each area surveyed.  Use the information gathered during the hazard assessment to determine the scope of hazards throughout the school and to develop a plan and schedule to reduce the hazards.

Area:  __________________________________________________________________

	Hazard
	Comments

	· Toxic, corrosive, and flammable materials not stored to withstand falling and breaking (Note:  Be sure to check for cleaning compounds, art supplies, chemistry and science materials, swimming pool chemicals, etc.)


	

	· Hazardous materials located in areas that do not have warning signs


	

	· Unsecured appliances (e.g., water heaters, space heaters, toaster ovens, microwave ovens, etc.)


	

	· Unsecured fire extinguishers or fire extinguishers that require recharging


	

	· Unsecured filing cabinets or cabinets with inadequate drawer latches 


	

	· Inadequately supported light fixtures


	

	· Unanchored table lamps


	

	· Extended, unsupported roof spans


	

	· Windows not composed of safety glass, especially near exits 


	

	· Unsecured athletic equipment


	

	· Other (list):


	


Classroom Hazard Assessment

This checklist can be used by administrators, teachers, or staff to assess classroom hazards that can be eliminated at little or no cost.  Complete this form for each classroom surveyed.  Use the information gathered during the classroom hazard assessment to determine the scope of classroom hazards throughout the school and to develop a plan and schedule to reduce the hazards.

Room:  __________________
       Date Surveyed:  __________________
	Hazard
	Comments

	· Free-standing cabinets, bookcases, and wall shelves


	

	· Heavy objects on high shelves


	

	· Aquariums and other potentially hazardous displays located near seating areas


	

	· Unsecured TV monitors


	

	· Unsecured wall-mounted objects


	

	· Hanging plants above or near seating areas


	

	· Incompatible chemicals stored in close proximity (e.g., window cleaner and ammonia)


	

	· Paper or other combustibles (e.g., greasy rags) stored near heat source


	

	· Other hazards (list):


	


Identifying Potential Hazards Along Evacuation Routes

One key to developing procedures for a quick and orderly evacuation is a thorough assessment of the hazards likely to be encountered en route from classrooms and other activity rooms to safe, open-space areas.  Use this form to review the evacuation routes from your school, marking hazards and potential hazards along the routes.  It may be helpful to ask your local fire department to send an inspector to complete the survey with you.

	Hazard
	Location

	· Hallways and/or doors containing glass panels that are other than tempered glass or plexiglass


	

	· Lockers, bookshelves, or other storage units along hallways 

· Hallways may be cluttered with debris from ceilings, fallen light fixtures, broken glass, and toppled storage units.  Students should be advised to anticipate these hazards.


	

	· Lighting that is dependent on electricity rather than sunlight


	

	· Elevators

· Elevators are vulnerable to damage from fires, earthquakes, and other hazards.  Signs should be posted near elevators prohibiting their use during emergencies.


	

	· Building exit routes that pass through arcades, canopies, or porch-like structures


	

	· Roofs with clay or slate tiles


	

	· Building facings that include parapets, balconies, or cornices


	

	· Gas, sewer, or power lines near the outdoor assembly area


	

	· Other (list):


	


Identifying Potential Hazards in the Neighborhood and Community

Being aware of the potential hazards in the community can affect your school planning process.  For example, knowing that a facility uses toxic chemicals in processing helps you plan for a hazardous materials emergency.  Locate the potential hazards shown below on a street map of your community.  Then contact your local Emergency Manager to verify that you have identified all potential major hazards.

· Facilities containing toxic, chemically reactive, and/or radioactive materials.  

· Be sure to include both manufacturers and users (e.g., gas stations).

· High-voltage power lines.

· Transportation routes of vehicles carrying hazardous materials (e.g., truck routes and railroad rights of way).

· Underground gas and oil pipelines.

· Underground utility vaults and above-ground transformers.

· Multi-story buildings vulnerable to damage or collapse (e.g., unreinforced masonry construction).

· Water towers and tanks.

International Chemical Safety Cards

Polychlorinated Biphenyl (Aroclor 1254)




ICSC: 0939

	POLYCHLORINATED BIPHENYL (AROCLOR 1254)

Chlorobiphenyl (54% chlorine)

Chlorodiphenyl (54% chlorine)

PCB

Molecular mass:  327 (average)

CAS # 11097-69-1

RTECS # TQ1360000

ICSC # 0939

UN # 2315

EC # 602-039-00-4

	TYPES OF HAZARD/ EXPOSURE
	ACUTE HAZARDS/ SYMPTOMS
	PREVENTION
	FIRST AID/

FIRE FIGHTING

	FIRE
	Not combustible. Irritating and toxic gases may be generated in a fire.
	
	Powder, carbon dioxide.

	EXPLOSION
	
	
	

	EXPOSURE
	
	PREVENT GENERATION OF MISTS! STRICT HYGIENE!
	

	· INHALATION
	
	Ventilation
	Fresh air, rest. Refer for medical attention.

	· SKIN
	MAY BE ABSORBED! Dry skin, redness, chloracne (further see Inhalation).
	Protective gloves

Protective clothing
	Remove contaminated clothes.  Rinse and then wash skin with water and soap. Refer for medical attention.

	· EYES
	Redness, pain
	Safety goggles, face shield
	First rinse with plenty of water for several minutes (remove contact lenses if easily possible), then take to a doctor.

	· INGESTION
	Headache, numbness, fever
	Do not eat, drink, or smoke during work.
	Rest. Refer for medical attention.

	SPILLAGE DISPOSAL
	STORAGE
	PACKAGING & LABELING

	Consult an expert! Collect leaking liquid in sealable containers. Absorb remaining liquid in sand or inert absorbent and remove to safe place. Do NOT let this chemical enter the environment (extra personal protection: complete protective clothing including self-contained breathing apparatus).
	Separated from food and feedstuffs. Cool. Dry. Keep in a well-ventilated room.
	Unbreakable packaging; put breakable packaging into closed unbreakable container. Do not transport with food and feedstuffs.

Xn symbol

R: 33

S: 35

Note: C

UN Hazard Class: 9

UN Packing Group: II

	SEE IMPORTANT INFORMATION ON BACK

	ICSC: 0939
	Prepared in the context of cooperation between the International Programme on Chemical Safety & the Commission of the European Communities © IPCS CEC 1993


International Chemical Safety Cards (Continued)
Polychlorinated Biphenyl (Aroclor 1254)




ICSC: 0939
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	PHYSICAL STATE: APPEARANCE:

LIGHT YELLOW VISCOUS LIQUID.

PHYSICAL DANGERS:

CHEMICAL DANGERS:

The substance decomposes in a fire producing irritating and toxic gases.

OCCUPATIONAL EXPOSURE LIMITS (OELs):

TLV: ppm, 0.5 mg/m3 (skin) (ACGIH 1991-1992).
	ROUTES OF EXPOSURE:

The substance can be absorbed into the body by inhalation of its aerosol, through the skin and by ingestion.

INHALATION RISK:
A harmful contamination of the air will be reached rather slowly on evaporation of this substance at 20oC.

EFFECTS OF SHORT-TERM EXPOSURE:
The substance irritates the eyes (see Notes).

EFFECTS OR LONG-TERM OR REPEATED EXPOSURE:

Repeated or prolonged contact with skin may cause dermatitis chloracne. The substance may have effects on the liver. Animal tests show that this substance possibly causes toxic effects upon human reproduction.

	PHYSICAL PROPERTIES
	Relative density (water = 1): 1.5

Solubility in water: none
	Vapour pressure, Pa at 25oC: 0.01

Octanol/water partition coefficient as log

POW: 6.30 (estimated)

	ENVIRONMENTAL DATA
	In the food chain important to humans, bioaccumulation takes place, specifically in water organisms. It is strongly advised not to let the chemical enter into the environment.

	NOTES

	Changes into a resinous state (pour point) at 10oC. Distillation range: 365o-390oC. No open cup flash point to boiling. The symptoms other than the chloracne and liver effects may be in part due to contaminants of the PCB.

Transport Emergency Card: TEC (R)-914

	ADDITIONAL INFORMATION

	
	

	ICSC: 0939
	POLYCHLORINATED BIPHENYL (AROCLOR 1254)

© IPCS, CEC, 1993

	IMPORTANT LEGAL NOTICE:
	Neither the CEC or the IPCS nor any person acting on behalf of the CEC or the IPCS is responsible for the use which might be made of this information. This card contains the collective views of the IPCS Peer Review Committee and may not reflect in all cases all the detailed requirements included in national legislation on the subject. The use should verify compliance of the cards with the relevant legislation in the country of use.


Terrorist Bomb Threat Stand-Off
(Also located in Planned Responses:  Action Guides, Bomb Threats)
	

	Terrorist Bomb 

Threat Stand-Off
	THREAT DESCRIPTION
	EXPLOSIVES CAPACITY1
(TNT EQUIVALENT)
	BUILDING EVACUATION DISTANCE2
	OUTDOOR EVACUATION DISTANCE3
	

	
	PIPE BOMB
	5 LBS/

2.3 KG
	70 FT/

21 M
	850 FT/

259 M
	

	
	BRIEFCASE/ SUITCASE BOMB
	50 LBS/

23 KG
	150 FT/

46 M
	1,850 FT/

564 M
	

	
	COMPACT SEDAN
	500 LBS/

227 KG
	320 FT/

98 M
	1,500 FT/

457 M
	

	
	SEDAN
	1,000 LBS/

454 KG
	400 FT/

122 M
	1,750 FT/

534 M
	

	
	PASSENGER/ CARGO VAN
	4,000 LBS/

1,814 KG
	640 FT/

195 M
	2,750 FT/

838 M
	

	
	SMALL MOVING VAN/DELIVERY TRUCK
	10,000 LBS/

4,536 KG
	860 FT/

263 M
	3,750 FT/

1,143 M
	

	
	MOVING VAN/ WATER TRUCK
	30,000 LBS/

13,608 KG
	1,240 FT/

375 M
	6,500 FT/

1,982 M
	

	
	SEMI-TRAILER
	60,000 LBS/

27,216 KG
	1,570 FT/

475 M
	7,000 FT/

2,134 M
	

	
	

	[image: image3.wmf]
	All personnel must either seek shelter inside a building (with some risk) away from windows and exterior walls, or move beyond the Outdoor Evacuation Distance.
	

	
	Preferred area (beyond this line) for evacuation of people in buildings and mandatory for people outdoors.
	

	
	1 Based on maximum volume or weight of explosive (TNT equivalent) that could reasonably fit in a suitcase vehicle.

2 Governed by the ability of an unstrengthened building to withstand severe damage or collapse.

3 Governed by the greater of fragment throw distance or glass breakage/falling glass hazard distance.  Note that pipe and briefcase bombs assume cased charges which throw fragments farther than vehicle bombs.
	

	
	


PHASE TWO

Preparedness

This section includes checklists, worksheets, other job aids, and reminders that you will find useful when developing your school’s emergency plan.  Feel free to use the job aids as they are or to change them to fit your school’s needs.  The job aids included in this section are listed below:

Emergency Operations Planning Team
Phase Two, Page 3
Emergency Contact Numbers 
Phase Two, Page 5

Phone Tree


Your School Name Here
Phase Two, Page 8


Bethel Baptist Church
Phase Two, Page 9

Guidelines for Preparing a Buddy Teacher List
Phase Two, Page 10

Buddy Teacher List – Main Building
Phase Two, Page 11

Buddy Teacher List - Annex 
Phase Two, Page 12
Incident Commander


Pre-Incident Planning Guidelines
Phase Two, Page 13
Incident Command System Summary
Phase Two, Page 15

Incident Command Structure
Phase Two, Page 18

Parent Information Letter, Example of
Phase Two, Page 19

Emergency Information Sheet
Phase Two, Page 21

Staff Skills Survey & Inventory
Phase Two, Page 22

Campus Emergency Assignment Worksheet
Phase Two, Page 23
Resource Inventory
Phase Two, Page 25
Summary of Agreements and Contracts
Phase Two, Page 26
Checklist for Home Preparedness
Phase Two, Page 27
Response Supplies Checklist
Phase Two, Page 29
Classroom “Go Kit”

Storage Container (indoor and outdoor)

Student Request Table

Fire Extinguishers

Water Barrels

Water Dispensing System

Suggested Specifications for Water Storage Containers

Recommended Emergency Supplies
Phase Two, Page 32
First Aid

Sanitation Supplies

Emergency Supplies Inventory for SCS
Phase Two, Page 33
Master Campus Schedule (a copy of each teacher’s daily schedule)
Phase Two, Page 34
Campus Map
Phase Two, Page 35

Shows evacuation routes, utility access, staging areas, hazardous


material storage, heat plants/boilers, room numbers, door/window


locations, etc.)

Emergency Response Area Layout #1 (Primary Evacuation)
Phase Two, Page 36
Emergency Response Area Layout #2 (Secondary Evacuation)
Phase Two, Page 37
Emergency Response Area Layout #3 (Indoor Emergencies)
Phase Two, Page 38
Emergency Response Traffic Control Map
Phase Two, Page 39
Shelter Layout Map
Phase Two, Page 40
Student/Family Reunification
Phase Two, Page 41
Student Release Form
Phase Two, Page 45
Distribution List for SCS Emergency Crisis Plan
Phase Two, Page 46
Security Audit
Phase Two, Page 48
Emergency Operations Planning Team

	
	Name
	Phone Number
(Office / Cell / Home)
	Email Address
(Office / Home)

	Emergency 

Management 

Coordinator
	
	O – 
C – 
H – 
	O - 

H – 

	
	
	
	

	Administrator
	
	O – 
C – 
H – 
	O - 

H – 

	
	
	
	

	School Resource/

Liaison Officer
	
	O – 
C – 
H – 
	O - 

H – 

	
	
	
	

	Associate Administrator
	
	O – 
C – 
H – 
	O - 

H – 

	
	
	
	

	Assistant Administrator
	
	O – 
C – 
H – 
	O - 

H – 

	
	
	
	

	Childcare Director
	
	O – 
C – 
H – 
	O - 

H – 

	
	
	
	

	Building & Grounds

Supervisor
	
	O – 
C – 
H – 
	O - 

H – 

	
	
	
	

	Transportation

Director
	
	O – 
C – 
H – 
	O - 

H – 

	
	
	
	

	Counselor(s)
	
	O – 
C – 
H – 
	O - 

H – 

	Counselor(s)
	
	O – 
C – 
H – 
	O - 

H – 

	Counselor(s)
	
	O – 
C – 
H – 
	O - 

H – 

	
	
	
	

	Health Personnel
	
	O – 
C – 
H – 
	O - 

H – 

	Health Personnel
	
	O – 
C – 
H – 
	O - 

H – 

	
	
	
	


	Emergency Operations Planning Team (continued)



	Other Staff
	
	O – 
C – 
H – 
	O - 

H – 

	Other Staff
	
	O – 
C – 
H – 
	O - 

H – 

	
	
	
	

	Other Staff - Facilities
	
	O – 
C – 
H – 
	O - 

H – 

	Other Staff - Facilities
	
	O – 
C – 
H – 
	O - 

H – 

	
	
	
	

	Other Staff – Special Needs Assistance - 
	
	O – 
C – 
H – 
	O - 

H – 

	
	
	
	

	Other Staff – Special Needs – Main Bldg. - Assistance (Suzette Feguer, deaf)
	
	O – 
C – 
H – 
	O - 

H – 

	
	
	
	

	Recovery Team Member
	
	O – 
C – 
H – 
	O - 

H – 


Emergency Contact Numbers

General Emergency – 9-1-1
(to report an accident, fire, serious illness, injury, or crime in progress that requires immediate response)
Most of the telephones on the premises require a “9” to be dialed to reach an outside line.  

If the call is outside the local dialing area, a tone will sound after the dialing sequence indicating the need for a long distance code.  Each person has been given a unique four-digit code.  The code of “9199” can be used if needed.
	Non Emergency Numbers

	Bartlett

Fire - 630-837-3701

Police - 630-837-0846


	Hanover Park

Fire - 630-736-6800

Police - 630-372-4400



	Elk Grove – Rural & Township

Fire - 847-364-4236

Police – n/a


	Hoffman Estates

Fire - 847-882-2138

Police - 847-882-1818



	Elk Grove – Rural & Township

Fire - 847-734-8000

Police - 847-357-4100


	Schaumburg

Fire - 847-885-6300

Police - 847-882-3586



	

	FBI
630-505-5755

847-290-0525

312-421-6700 (24 hour)



	

	State Police

847-294-4400



	

	US Secret Service

312-353-5431



	
	


Emergency Contact Numbers (continued)

	Sheriff

	Cook County

847-635-1188
	Lake County (Libertyville)

847-549-5200

	DuPage  County (Wheaton)

630-407-2400


	McHenry County (Woodstock)

815-338-2144



	Kane County (Geneva)

630-232-6840


	

	
	

	Hospitals

	Alexian Brothers Medical Center

800 Biesterfield Rd

Elk Grove Village

847-593-9042


	Lutheran General Hospital

1775 Dempster St

Park Ridge

847-723-2210



	Central DuPage Hospital

25 N Winfield Rd

Winfield

www.cdh.org
630-933-1600


	Northwest Community Hospital

800 W Central Rd

Arlington Heights

847-618-1000



	Children’s Memorial

880 W Central Rd

Arlington Heights

847-577-2010


	Sherman Hospital

934 Center

Elgin

847-742-9800



	Glenoaks Hospital

701 Winthrop Ave

Glendale Heights

www.keepingyouwell.com
630-545-8000


	St. Alexius Medical Center

1555 Barrington Rd

Hoffman Estates

847-843-8000



	Good Shepherd Hospital

450 W Hwy 22

Barrington

847-381-0123


	St. Joseph Hospital

77 N Airlite

Elgin

847-695-3200



	Loyola University Medical Center

2160 S 1st Ave

Maywood

888-584-7888


	

	Buried Cable Locating Service

J.U.L.I.E. – Suburban & State

800-892-0123

811-892-0123 (effective 3/07)



	
	

	Poison Control Center – Illinois
Chicago, IL  60607

312-942-5969




Phone tree

Your School Name Here
Guidelines for Preparing a Buddy Teacher List

This checklist includes items to remember when developing a buddy teacher list.  There may be additional items that you need to add to the list, depending on your school’s or district’s needs.  Feel free to add items as necessary.  Use the worksheet on the next page (and make additional copies as necessary) to record buddy teachers.

	Check
	Consideration

	· 
	Assign teachers in adjacent or nearby rooms as buddies.

	· 
	Review evacuation routes and procedures with entire staff.

	
	· During an emergency, teachers should conduct a classroom status check and buddy teachers should check with each other to determine each other’s health status, the need to assist with injuries, the need to stay with injured students, etc.  If possible, injured students should not be left alone.

· Remember:  The teachers’ responsibility is to all students, but in situations that threaten the lives of all, teachers should do the greatest good for the greatest number.

· If necessary, one buddy teacher should evacuate both classrooms.  In these cases, the students should exit without the teacher leading them.  The teacher should stay back to check the classroom and close the door (but not lock it).  If both buddy teachers are available for evacuation, one should lead and one should bring up the rear, checking briefly to make sure that both classrooms are empty and closing doors.

	· 
	Ensure that each classroom contains a “go kit” that contains the teacher’s class roster and the buddy teacher’s class roster.

	· 
	Immediately following student accounting, one member of each buddy team must check in at the Command Post.

	
	(
In emergency situations that do not involve evacuation, it may be necessary to move all students from one buddy’s classroom into the other.  One teacher is then available for assignments.

	· 
	Ensure that substitute teachers are familiar with emergency procedures and who their buddies are.


Buddy Teacher List
Name of Building
	Teacher. . .
	. . .Buddies With. . .

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Buddy Teacher List
Name of Building
	Teacher. . .
	. . .Buddies With. . .

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Incident Commander Pre-Incident Planning Guidelines

This checklist is intended to provide guidance to principals and others who have been designated to serve as Incident Commanders during a school emergency.  The tasks in the checklist should be completed as soon as possible after school starts every year.  Feel free to add additional tasks to the checklist if they are important to your school’s emergency response.

	Task/Step
	Action

	· 
	Acknowledge that your position is ultimately responsible for site emergency preparedness.

	· 
	Become familiar with all aspects of the site emergency plan.

	· 
	Review the emergency response procedures and nonstructural hazard mitigation with all staff.  Ensure that all staff are familiar with drills, including “drop, cover, and hold,” evacuation, shelter-in-place, and gunfire safety procedures.

	· 
	Survey staff for preference of emergency assignments.

	· 
	Make tentative assignments with provision for absences.

	· 
	Select back-up Incident Commanders (in case the Incident Commander is absent when an emergency threatens).  Train back-ups in Incident Commander responsibilities.

	· 
	Identify the person(s) with primary responsibility for after-hours emergency check of the facility and two back-ups.

	· 
	Coordinate with the leaders of all groups that use your site after hours.

	· 
	Create a buddy teacher list.  (Buddy teachers should be familiar with each other’s assignment in case one is absent when an emergency threatens.)

	· 
	Review and revise all necessary plans, lists, and maps.

	· 
	Schedule date(s) for skills training.

	· 
	Submit an updated emergency plan to the Emergency Responders (if required).

	· 
	Send parent information on preparedness at home and school (not later than October).

	· 
	Schedule a date for two-way radio checks.

	· 
	Ensure that emergency procedures are included in substitute teacher packets.

	· 
	Meet with emergency volunteers at your site to ensure that they understand the school district’s emergency plan.


Incident Commander Pre-Incident Planning Guidelines (Continued)

	Task/Step
	Action

	· 
	Meet with the site safety representative, PTA safety chair, and custodian to:

· Check bulk water for exchange date, determine the method of water distribution, and (if necessary) locate siphon pumps and directions.

· Check inventory of supplies in classroom go-kits.

· Replace missing supplies and change the batteries in the go kits.

· Verify availability of signs for pick-up gates.

· Verify that copies of all student emergency cards are available (one in the office and one in each classroom go kit.)  Ensure that the cards are moved appropriately when a student’s schedule changes.

· Plan monthly (elementary or middle school) or quarterly (high school) emergency/disaster drills with oral and written after-action reports.

· Gather and organize written materials and supplies required for a response.  Ensure that all individual job descriptions and necessary forms are on clipboards and stored with the Command Post supplies.


Incident Command System Summary

A.
Background

ICS is a management system that can be used to manage emergency incidents or non-emergency events such as celebrations.  The system works equally well for small incidents and large-scale emergency situations.  The system has built-in flexibility to grow or shrink based on current needs.  It is a uniform system, so personnel from a variety of agencies and geographic locations can be rapidly incorporated into a common management structure.

B.
Features of ICS

ICS has a number of features that work together to make it a real management system.  Among the primary attributes of ICS are:

1. 
Standard Management Functions

a. 
Command:  Sets objectives and priorities and has overall responsibility at the incident or event.

b. 
Operations:  Conducts tactical operations, develops the tactical objectives, and organizes and directs all resources.

c. 
Planning:  Develops the action plan to accomplish the objectives, collects and evaluates information, and maintains the resource status.

d. 
Logistics:  Provides support to meet incident needs, provides resources and all other services needed to support.

e. 
Finance/Administration:  Monitors costs, provides accounting, procurement, time recording, and cost analysis.

2. 
Incident Commander

The individual designated as the Incident Commander (IC) has responsibility for all functions.  In a limited incident, the IC and one or two individuals may perform all functions.  In a larger emergency situation, each function may be assigned to a separate individual.

3. 
Management By Objectives

At each incident, the management staff is expected to understand agency or jurisdiction policy and guidance, establish incident objectives, select an appropriate strategy to deal with the incident, develop an action plan and provide operational guidance, select tactics appropriate to the strategy, and direct available resources.

4. 
Unity and Chain of Command

Unity of command means that even though an incident command operation is a temporary organization, every individual should be assigned a designated supervisor.  Chain of command means that there is an orderly line of authority within the organization with only one Incident Commander and each person reporting to only one supervisor.

5. 
Organizational Flexibility

Within the basic ICS structure (Incident Command Structure follows), the organization should at any given time include only what is required to meet planned objectives.  The size of the organization is determined through the incident action planning process.  Each element of the organization should have someone in charge; in some cases, a single individual may be in charge of more than one unit.  Resources are activated as needed and resources that are no longer needed are demobilized.

6. 
Common Terminology

In ICS, common terminology is used for organizational elements, position titles, resources, and facilities.  This facilitates communication among personnel from different emergency services, agencies, and jurisdictions.

7. 
Limited Span of Control

Span of control is the number of individuals one supervisor can realistically manage.  Maintaining an effective span of control is particularly important where safety is paramount.  If a supervisor is supervising fewer than three (3) subordinates or more than seven (7), the existing organization structure should be reviewed.

8. 
Personnel Accountability

Continuous personnel accountability is achieved by using a resource unit to track personnel and equipment, keeping an activity log, ensuring each person has a single supervisor, check in/out procedures, and preparing assignment lists.

9. 
Incident Action Plan

The incident action plan, which may be verbal or written, is intended to provide supervisory personnel a common understanding of the situation and direction for future action.  The plan includes a statement of objectives, organizational description, assignments, and support material such as maps.  An Incident Briefing Form may be used on smaller incidents.

Written plans are desirable when two or more jurisdictions are involved, when state and/or federal agencies are assisting local response personnel, or there has been significant turnover in the incident staff.

10.
Integrated Communications

Integrated communications includes interfacing disparate communications as effectively as possible, planning for the use of all available systems and frequencies, and requiring the use of clear text in communications.

11.
Resource Management

Resources may be managed as single resources or organized in task forces or strike teams.  The status of resources is tracked in three (3) categories:  assigned, available, and out of service.

C.
Unified Command

1. 
Unified Command is a variant of ICS used when there is more than one agency or jurisdiction with responsibility for the incident or when personnel and equipment from a number of different agencies or jurisdictions are responding to it.  This might occur when the incident site crosses jurisdictional boundaries or when an emergency situation involves matters for which state and/or federal agencies have regulatory responsibility or legal requirements to respond to certain types of incidents.

2. 
ICS Unified Command is intended to integrate the efforts of multiple agencies and jurisdictions.  The major change from a normal ICS structure is at the top.  In a Unified Command, senior representatives of each agency or jurisdiction responding to the incident collectively agree on objectives, priorities, and an overall strategy or strategies to accomplish objectives; approve a coordinated Incident Action Plan; and designate an Operations Section Chief.  The Operations Section Chief is responsible for managing available resources to achieve objectives.  Agency and jurisdictional resources remain under the administrative control of their agencies or jurisdictions, but respond to mission assignments and direction provided by the Operations Section Chief based on the requirements of the Incident Action Plan.

Incident Command Structure
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EXAMPLE OF A PARENT INFORMATION LETTER
Date

Dear Parents:

Should an emergency or disaster situation ever arise in our area while school is in session, we want you to be aware that the schools have made preparations to respond effectively to such situations.

Should we have a major disaster during school hours, your student(s) will be cared for at this school. Our school has a detailed emergency operations plan which has been formulated to respond to a major catastrophe.

Your cooperation is necessary in any emergency.

1.
Do not telephone the school.  Telephone lines may be needed for emergency communication.

2.
In the event of a serious emergency, students will be kept at the school until they are picked up by an identified, responsible adult who has been identified as such on the school emergency card which is required to be filled out by parents at the beginning of every school year.  Please be sure you consider the following criteria when you authorize another person to pick up your child at school:

· He/she is 18 years of age or older.

· He/she is usually home during the day.

· He/she could walk to school, if necessary.

· He/she is known to your child.

· He/she is both aware and able to assume this responsibility.

3.
Turn your radio on to listen for emergency announcements.  If students are to be kept at school, radio stations will be notified.  If electrical service is not affected, information will be relayed via the school’s web site and through Emergency Response.  In addition, information regarding day-to-day school operations will be available by calling the school office and selecting Option 7 for information on school closings.
4.
Impress upon your children the need for them to follow the directions of any school personnel in times of an emergency

Students will be released only to parents and persons identified on the Emergency Card that was completed at the beginning of the year.  During an extreme emergency, students will be released at designated reunion gates located on the school campus.  Parents should become familiar with the School Emergency Disaster Plan and be patient and understanding with the student release process.  Please instruct your student to remain at school until you or a designee arrives.  Because local telephone service may be disrupted, you may want to consider also listing an out-of-State contact on the emergency card, as calls may still be made out of the area while incoming calls are affected.

In case of a hazardous release event (chemical spill) near the school area, Shelter-in-Place procedures will be implemented to provide in place protection.  All students and staff will clear the fields, report to their rooms, and all efforts will be made to prevent outside air from entering classrooms during the emergency.  "Shelter-in-Place" signs will be placed in classroom windows or hung outside classroom doors during a drill or emergency. Students arriving at school during a Shelter-in-Place drill or event should report to the school office or to a previously designated area at the school because classrooms will be inaccessible.

When the dangerous incident has subsided, an all-clear signal will be given.  Please discuss these matters with your immediate family.  Planning ahead will help alleviate concern during emergencies.

Sincerely,

James D. White

Administrator

	Emergency Information Sheet


Room Number __________________

Student’s Name  _______________________________________
Grade _________________________

Address  _____________________________________________
Home Phone  ___________________

Parent’s Names  ______________________________________________________________________

Mother’s Work Address  ________________________________________________________________

Father’s Work Address   ________________________________________________________________

Mother’s Work Phone ___________________________________
Father’s Work Phone _____________

In an emergency or major disaster during school hours, my child may be released to the following persons: (THESE NAMES SHOULD BE THE SAME AS ON YOUR CHILD’S GREEN EMERGENCY CARD)

Name ______________________ Address ______________________ Phone _____________________

Name ______________________ Address ______________________ Phone _____________________

Name ______________________ Address ______________________ Phone _____________________

Name ______________________ Address ______________________ Phone _____________________

Name ______________________ Address ______________________ Phone _____________________

My son/daughter needs to take the following medication:  ______________________________________

Medication ________________________  Dosage _______________________  Time_______________

Have you provided the school office with a supply of this medicine? ______________________________

My child may __________ or may not _______________ have Tylenol if needed during an emergency.

List allergies to medicine or foods  ________________________________________________________

Doctor_______________________  Address __________________________ Phone _______________

Family out-of-State telephone contact to be used in an emergency:

Name  ______________________________________Phone  __________________________________

                     (outside of State)                                                                   (Area code & number)

Date ___________________ Parent’s Signature _____________________________________________

---------------------------------------------------------------------------------------------------------------------------------------------

Student Released to: ___________________________________________________________________

Date:  ________________ Time:  _________________________ Destination:  _____________________




Staff Skills Survey & Inventory

________________________________________________________________________________________________

Name

_______________________________________________ 
 _______________________________________________

Home Telephone Number



 Cellular Telephone Number

During any disaster situation, it is important to be able to draw from all available resources.  The special skills, training, and capabilities of the staff will play a vital role in coping with the effects of any disaster incident, and they will be of paramount importance during and after a major or catastrophic disaster.  The purpose of this survey/inventory is to pinpoint those staff members with equipment and the special skills that might be needed.  Please indicate the areas that apply to you and return this survey to the School Administrator.

Please check any of the following in which you have expertise and/or training. 

Mark Yes or No where appropriate.  

	_____ Bi/Multi-lingual – List Language (s)

_________________________________

_________________________________


	_____ Emergency Planning
	_____ Recreational Leader



	_____ Bus/Truck Driver
           (CDL yes / no)

	_____ Firefighting


	_____ Running / Jogging / Physical 

           Fitness

	_____ Camping


	_____ First Aid (Current Card yes / no)


	_____ Search & Rescue



	_____ CB/Ham Radio Operator


	_____ Food Preparation


	_____ Shelter Management



	_____ Construction (Electrical, Plumbing,  

           Carpentry, etc.)


	_____ Journalism


	_____ Structural Engineering



	_____ CPR (current yes / no)


	_____ Law Enforcement


	_____ Survival Training & Techniques



	_____ Defibulator (current yes / no)


	_____ Mechanical Ability


	_____ Triage



	_____ Emergency Management


	_____ Military Experience (Present - 

           (Reserves / National Guard yes /

            no)      (Past - yes / no)
	_____ Waste Disposal




Do you keep a personal emergency kit?  _____Yes  _____No

If yes, in your car? _____     In your room? _____

Do you have materials in your room that would be of use during an emergency?  (i.e., athletic bibs, traffic cones, carpet squares, first aid kit, tarps, floor mats, etc.)          _____Yes   _____No     If yes, please identify___________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

What would make you feel more prepared should a disaster strike while you were at school?

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Campus Emergency Assignment Worksheet

This worksheet will help you ensure that you have coverage for all critical positions during a school emergency.  Ensure that each position is assigned as early as possible in the school year and that all positions are assigned even if you think that it will not be necessary to fill the positions during an actual emergency.  To guard against the absence of key personnel when an emergency threatens, it is strongly recommended that back-up personnel also be assigned and that key personnel are cross-trained in critical job requirements.

	Position
	Staff Assigned
	Back-Up Personnel

	Incident Commander
	
	1.

2.

	Safety Officer
	
	1.

2.

	Public Information Officer
	
	1.

2.

	Liaison Officer
	
	1.

2.

	Operations Section Chief
	
	1.

2.

	
Site Facility Check/Security
	
	1.

2.

	
Search & Rescue Team Leader
	
	1.

2.

	

S&R Team #1
	
	1.

2.

	

S&R Team #2
	
	1.

2.

	
Medical Team Leader
	
	1.

2.

	

Triage
	
	1.

2.

	

Treatment
	
	1.

2.


Campus Emergency Assignment Worksheet (Continued)

	Position
	Staff Assigned
	Back-Up Personnel

	Psychological First Aid
	
	1.

2.

	
Morgue
	
	1.

2.

	
Student Care Director
	
	1.

2.

	
Student Release Coordinator
	
	1.

2.

	Planning Section Chief
	
	1.

2.

	
Documentation 
	
	1.

2.

	
Situation Analysis
	
	1.

2.

	Logistics Section Chief
	
	1.

2.

	
Supplies/Facilities
	
	1.

2.

	
Staffing
	
	1.

2.

	
Communications
	
	1.

2.

	Finance/Administration Section Chief
	
	1.

2.

	
Timekeeping
	
	1.

2.

	
Purchasing
	
	1.

2.


Resource Inventory

Insert resource inventory of emergency equipment. 

Include: 

· Communications equipment

· First aid supplies

· Fire fighting equipment

· Lighting

· Classroom emergency kits

· Food

· Water

· Blankets

· Maintenance supplies

· Tools

Note: Identify any and all available resources that may be used or may be needed in the event of emergency. Also identify the locations of these emergency supplies. 

Summary of Agreements and Contracts

Insert applicable agreements and contracts here for Your School Name Here.
Checklist for Home Preparedness

This checklist will help school personnel ensure that they are prepared for an emergency that may affect their homes as well as the school.  Distribute this checklist to all school personnel at the beginning of each school year.  Urge faculty and staff to use the checklist to ensure that their families know what is on hand and what to do if an emergency occurs while they are at school.

The items shown on this checklist may not be complete, and some items may be inappropriate for the hazards faced in your area.  Feel free to revise the checklist to suit the hazards you face in your community.

Checklist for Home Preparedness

	Check
	Supplies

	· 
	Water and food for 3 days

	· 
	Can opener

	· 
	Utensils

	· 
	First aid kit

	· 
	At least a 30-day supply of all needed medications

	· 
	Fire extinguisher

	· 
	Extra pair of glasses (If you wear contact lenses have a pair of glasses too, because the dust or smoke in the air following some types of disasters makes contacts uncomfortable.)

	· 
	Flashlight(s) with extra batteries

	· 
	Flares

	· 
	Portable AM/FM radio with extra batteries  (A weather radio is also helpful in areas served by NOAA Weather Radio.)

	· 
	Communication kit (phone number of out-of-state relatives, coins for a pay phone and cash, pre-addressed, stamped postcards)

	· 
	Weather protection (gloves, jacket, raincoat, sunscreen, hat, etc.)  Rotate as necessary for the season.

	· 
	Plastic trash bags

	· 
	Complete change of clothing

	· 
	Comfortable shoes and practical shoes (steel toe), extra socks

· Comfortable shoes for those not involved in search and rescue

· Steel toe shoes for those exposed to debris

	· 
	Sanitation supplies (toothbrush, toothpaste, soap, comb, plastic bags, tissues, sanitary napkins)

	· 
	Heavy-duty work gloves

	· 
	Shovels

	· 
	Sleeping bag, pillow, blankets

	· 
	Full tank of gas


Rotate the supplies seasonally.  Check shelf life monthly.

Response Supplies Checklist

This checklist is a comprehensive list of items that schools may need to respond to an emergency.  Your school will not need all of these response supplies for every emergency but should plan on stocking (or being able to obtain) these supplies in the case of a catastrophic disaster.  Use the checklist as a guide to developing and maintaining your supply inventory.  Note:  Your school may not need all items on this checklist—or it may need other items that are not shown here.  Review the list carefully to determine the supplies that your school needs.

· Classroom “Go Kit”

· Bright-colored bucket with lid  The bucket should be stenciled with the classroom number for visual identification.

· First aid kit
· A hat, vest, or other unique identifier for the teacher (and aide)
· A whistle
· Student accounting paperwork for student accountability (student disaster cards, buddy class list, etc.)
· Tarp or ground cover
· Age-appropriate time passers (cards, crayons, etc.)
· Storage Container (Keep this container outside if your school is at high risk for earthquakes.)

· Medical equipment
· Food and water  (Remember dietary needs for special populations.)

· Sanitary supplies:

· Toilet paper
· Chemicals (if required)
· Plastic sheeting for privacy
· Disinfectant spray
Note:  Consult with the local sanitation district regarding plans for post-event disposal of human waste.

· Spare batteries
· Blankets
· Search and rescue backpacks with medical supplies
Response Supplies Checklist (Continued)

· Outdoor Storage Container
· Search and rescue bucket that contains:

· Flashlights
· Crowbar
· Masking tape
· Large chalk
· A door restraint
· A lanyard with snap hook
· Whistle
· Keys
· Portable radio
· Pen and clipboard (for logging of victim locations and status)
· Site map
· A lockbox with master key sets (enough to guarantee access) on lanyard
· A bull horn
· Rescue tools
· Shovels

· Prybars

· Sledgehammers (10 lb.)

· Pick axes (6 lb.)

· Backboards
· Student Request Table:

· Signs to notify parents

· Request cards, pencils, and pens

· File box containing each student’s emergency card and alpha dividers

· Staplers

· 2-way radios

· Vests for staff and student runners
· Fire Extinguishers (A, B, C, D)

Response Supplies Checklist (Continued)

· Water Barrels
· Water Dispensing System, consisting of:

· 5-gallon barrel(s) with spigot in lid
· Disposable paper cups
Suggested Specifications for Water Storage Containers

This checklist includes specifications for water storage containers.  Use the checklist as a guide to planning the type and numbers of storage containers needed at your school.

· Quantity Considerations:
· Number of students and staff requiring water  (Allow 1-2 gallons per person per day for drinking and 1-2 gallons per person per day for sanitation needs.)

· Uses (i.e., drinking only, cooking and drinking, or drinking, cooking, and sanitation)
· Length of time predicted to release all students and staff
· Container Size Considerations:
· Stacking
· Storage space
· Transport requirements
· Tips!

1. Consider having the local water authority perform random checks of the drinking water to ensure portability.

2. If containers must be stacked, consider improving stability by placing a masonite or plywood sheet between each layer of containers.

3. If toppling is a potential problem (such as in an area that is high-risk for earthquakes), consider restraining the containers with 2 x 8 boards, held in place with removable wingnuts.

	Recommended Emergency Supplies

	First Aid

· 4 x 4" compress: 1000 per 500 students

· 8 x 10" compress: 150 per 500 students

· Kerlix bandaging: 1 per student

· Ace wrap: 2-inch: 12 per campus 

4-inch: 12 per campus

· Triangular bandage: 24 per campus

· Cardboard splints: 24 each of sm, med, lg.

· Steri-strips or butterfly bandages: 50 per campus

· Aqua-Blox (water) cases (for flushing wounds, etc.): 0.016 x students + staff = # cases 

· Neosporin: 144 squeeze packs per campus

· Hydrogen peroxide: 10 pints per campus

· Bleach, 1 small bottle


	· Plastic basket or wire basket stretchers or backboards: 1.5 per 100 students

· Scissors, paramedic: 4 per campus

· Tweezers: 3 assorted per campus

· Triage tags: 50 per 500 students

· Latex gloves: 100 per 500 students

· Oval eye patch: 50 per campus

· Tapes: 1" cloth: 50 rolls per campus 

2" cloth: 24 per campus

· Dust masks: 25 per 100 students

· Disposable blanket: 10 per 100 students

· First aid books:  2 standard and 2 advanced per campus

· Space blankets: 1 per student and staff

· Heavy duty rubber gloves, 4 pairs



	
	

	Sanitation Supplies
· 1 toilet kit per 100 students/staff, to include:  1 portable toilet, privacy shelter, 20 rolls toilet paper, 300 wet wipes, 300 plastic bags with ties, 10 large plastic trash bags.  (Note:  Toilet kits will not be necessary for most emergencies.  Consult your hazard and risk analyses when determining need.)

· Soap and water, in addition to the wet wipes, is strongly advised.




Your School Name Here
Site Emergency Supplies Inventory 
Master Campus Schedule

Insert Master Campus Schedule 

Campus Map

Insert map of campus and surrounding area. At minimum, include the following information on the map:

· Primary evacuation routes

· Alternate evacuation routes

· Handicap evacuation areas

· Utility access/shut-off for

· Gas

· Water

· Electricity

· HVAC System

· Telephone System

· Site assignments and Staging Areas

· Hazardous Material storage areas

· Heat plants/boilers

· Room numbers

· Door/window locations

· Any other information deemed appropriate by your planning committee
Note: 

· Primary and Alternative evacuation route maps should be posted in each room of each building on campus.
It is recommended that you develop a diagram of the entire campus site and surrounding areas. In an emergency, a diagram may be easier to read than blueprints. Consult with your local emergency responder agencies on what type of maps they prefer. Blueprints of the site should also be available in addition to the map or diagram. Blueprints may be necessary in certain fire or tactical situations.
Emergency Response Area Layout #1

	Insert your map of the primary evacuation area here.  Be sure that the following items and/or areas are indicated on the map.  Be sure to mark evacuation routes for students and staff who have mobility impairments.


· Supplies container

· Command Post

· Student Assembly Area

· First Aid Areas:

· Triage

· Immediate Treatment

· Delayed Treatment

· Psychological Treatment

· Consider access for emergency vehicles.  Also try to ensure that the site is not readily visible to students, press, or parents.  Those requiring first aid should enter via the triage area.  Psychologically traumatized students should be separated from students who are physically injured.

· Request Gate

(
Consider the logical place for parents to arrive at the school to pick up their students.  Be sure that this gate is clearly posted at all times.

· Release Gate

· Consider how far parents will be willing to walk.  The release gate should be separated from, but in sight of, the request gate.

· Sanitation area for portable toilets and hand washing.

· Consider privacy and location of disposal area.

· Traffic control pattern

· Information Center

· Staging area

· Staging areas are locations where resources awaiting assignment are located.

· Critical Incident Stress Debriefing Area for adults

· The Critical Incident Stress Debriefing Area is a waiting area for adults whose children are not immediately available for release.

Emergency Response Area Layout #2

	Insert your map of the back-up evacuation area here.  Be sure that the following items and/or areas are indicated on the map.  Be sure to mark evacuation routes for students and staff who have mobility impairments.


· Supplies container

· Command Post

· Student Assembly Area

· First Aid Areas:

· Triage

· Immediate Treatment

· Delayed Treatment

· Psychological Treatment

(
Consider access for emergency vehicles.  Also try to ensure that the site is not readily visible to students, press, or parents.  Those requiring first aid should enter via the triage area.  Psychologically traumatized students should be separated from students who are physically injured.

· Request Gate


(
Consider the logical place for parents to arrive at the school to pick up their students.  Be 
sure that this gate is clearly posted at all times.

· Release Gate


(
Consider how far parents will be willing to walk.  The release gate should be separated from, but in sight of, the request gate.

· Sanitation area for portable toilets and hand washing.

· Consider privacy and location of disposal area.

· Traffic control pattern

· Information Center

· Staging area


(
Staging areas are locations where resources awaiting assignment are located.

· Critical Incident Stress Debriefing Area for adults

(
The Critical Incident Stress Debriefing Area is a waiting area for adults whose children are not immediately available for release.

Emergency Response Area Layout #3

	Insert your map of the indoor emergency set-up area here.  Be sure that the following items and/or areas are indicated on the map.


· Command Post

· Student Assembly Area

· First Aid Areas:

· Triage

· Immediate Treatment

· Delayed Treatment

· Psychological Treatment

(
Consider access for emergency vehicles.  Also try to ensure that the site is not readily visible to students, press, or parents.  Those requiring first aid should enter via the triage area.  Psychologically traumatized students should be separated from students who are physically injured.

· Request Entrance


(
Consider the logical place for parents to arrive at the school to pick up their students.  Be sure that this entrance is clearly posted at all times.

· Release Exit


(
Consider how far parents will be willing to walk.  The release exit should be separated from, but in sight of, the request entrance.

· Sanitation area for portable toilets and hand washing.

· Consider privacy and location of disposal area.

· Information Center

· Staging area


(
Staging areas are locations where resources awaiting assignment are located.

· Critical Incident Stress Debriefing Area for adults

· The Critical Incident Stress Debriefing Area is a waiting area for adults whose children are not immediately available for release.

· Signs for shelter in place

· Shelter in place entrance for latecomers

Emergency Response Traffic Control Map

	Insert a map of your campus and the surrounding streets here.  Work with the Police Department to plan traffic control around the school in the event of an emergency.


Shelter Layout Map

	Many schools are designated as community shelters in emergency or disaster situations.  If your school is designated as a shelter, insert your layout for use of the school facility as a shelter by the American Red Cross here.


 STUDENT/FAMILY REUNIFICATION

This section corresponds to Phase Three:  Response, Operations – Student Release.

The Student/Family Reunification Team is responsible for supervising the reunification site and the releasing of students to their parents/guardians.

· Oversee location where students assemble.  

· Attend to student needs when providing shelter.

· Reunite students with their parents or guardians in an efficient and orderly manner.

· Materials needed:

· Radios/pagers

· Cell phones

· Clipboards

· Paper

· Pens

· Markers

· Rosters of school students and staff

· Student Emergency Medical Cards

· Yellow Caution tape or portable plastic construction fencing
· Copies of Student Release Form
Double Gate System. The reunification team will be using the double gate system. Staff will be located in two areas. The first area, the "holding area," will be where students can wait for their parents. The second area, will include both the "report point" and the "student release point" where adult care givers will report and wait for their students to join them. These will be two distinctly separate areas, but they will be in close proximity to one another. Red Cross assistance, if available, will be utilized to increase staffing, to improve the communications capabilities and the conditions at both areas, and to make available refreshments at both areas.

Holding Area Operation. Designated classroom teachers will remain with their assigned students in the holding area. Each will have the list of the students assigned to their supervision, including the exact name of their parents/guardians. Anyone who was absent at the start of the school day or who departed prior to the incident will be noted. At the end of the day, teachers will call all those parents/guardians who have not yet picked up their child(ren). If the parent cannot be reached, the student will be transported to his or her home by school district personnel.

Release Point Operation. When a parent/guardian arrives at the release point, s/he will be asked for the name of the student(s) being picked up. The parent/guardian will then be required to show proof of their identification (driver's license or other government issued photo identification). When the staff member confirms the parent's/guardian's identity and authority to pick up the student, the staff member will use a runner or a radio/cellular telephone to notify the staging area that the designated student(s) are to be escorted to the release point. When the student(s) reports to the release point, the staff member will have the parent/guardian sign for the student(s) on Student Release Form and the student(s) are released to the adult care giver.  (The form is located at the end of this section.)
If the parent/guardian must be notified that their child(ren) have been injured or for some other reason are not available for release to them, the staff member at the release point will not indicate the status of the child but will ask the parent to report to a nearby room for further processing. The "notification room(s)" will be manned by members of the Mental Health Team.

Notification Room Operation. Members of the Mental Health Team (school counselors, chaplains, or other mental health professionals) will be responsible for notifying parents that their child is not available for pick-up for any of the following reasons: injured, dead, arrested, witness, etc. The staff member will:

· Provide available information regarding the child(ren) in a sensitive way.

· Will assure the parent/guardian that everything possible is being done to safeguard their child or their child's remains.

· Will inform the parent/guardian where they are to await further information about how they will be reunited with their child(ren) or the remains of their child(ren).

· Will assist the parent/guardian with their trauma.

· Will make available to the parent/guardian means for communicating with other family members and supporters.

· Will shelter the parent/guardian from media representatives.

Note: Parents and students have been informed of the procedure in a letter from the principal that is part of the registration package distributed at the start of each school year or whenever the student is registered.
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The double-gated system to be utilized when laying out the Student/Family Reunification Site is depicted above. The adult picking up a student will report to the "Adult Report Point" at the upper right. Signs will be posted by the Student/Family Reunification Team and Security Team Members will be stationed to assist adults find their way to the "Adult Report Point." The arriving adults will be greeted by 2 or more members of the Student/Family Reunification Team who are working the report point. The Team Members will provide the adult a copy of the "Student Release Form" in Appendix 2, asking the adult to complete the first section. A Team Member will then confirm the identity of the adult utilizing a government issued picture identification (driver's license, military ID, passport, etc.) and confirm that the adult is listed on the emergency data card (or SASI report) for the student as being authorized to pick up the student. A Team Member will then complete the second section of the "Student Release Form" and hand it to a Runner to be carried to the Student Holding Area. The adult will be asked to step around to the "Student Release Point" and wait for the Runner to return. [NOTE: The "Adult Reporting Point" and the "Student Release Point" may be consolidated if there are too few Student/Family Reunification Team Members to run both locations.]

The Runner will deliver the "Student Release Form" to the 2 or more members of the Student/Family Reunification Team who are working at the entrance to the "Student Holding Area." The Team Members will have the requested student report to them, if the requested student is present in the holding area. A Team Member will then record on a roster they maintain that the student has been released from the holding area, check off the "Sent with Runner" entry in the third section of the "Student Release Form" and send the student with a Runner to the "Student Release Point." If, however, the student was never at school that day (absent), is being attended to at the First Aid station, has been taken to the hospital, is not available for pickup due to some "other" situation, or is missing, the Team Member will make the appropriate entry in third section of the "Student Release Form" and enter comments to clarify the status. The Runner will deliver the "Student Release Form" to the "Student Release Point."

When the Runner delivers the "Student Release Form" and the student (if available) to the 2 or more Student/Family Reunification Team Members at the "Student Release Point," the Team Members will call for the adult picking up the student. The adult's identification will again be confirmed utilizing a government issued picture identification. The adult will then sign for the student and depart the area with the student. If, however, the adult must be notified that the student is not available for pickup, a Student/Family Reunification Team Member will link the adult with a Mental Health Team Member, who will make the notification privately based on the information provided in the third section of the "Student Release Form." The Mental Health Team will be responsible for helping the adult and finding answers to the resulting questions. 
	Student Release Form
To be taken by Runner

Please Print
Student’s Name 


Teacher
 Grade


Requested By 


********************************************************************************************



	To be filled in by Request Gate staff

Proof of I.D. 
        Name on Emergency Card 


                                                                              (yes) (no)

********************************************************************************************

Student’s Status

To be filled in by teacher

Sent with Runner
Absent
First Aid
Missing


********************************************************************************************



	To be filled in by Request Gate staff

Proof of I.D. 
        Name on Emergency Card 


                                                                             (yes) (no)

*********************************************************************************************



	To be filled in by Requester

at Release Gate

Requester Signature


Destination:


Date:


Time:


*********************************************************************************************




	Distribution List FOR School Name Here EMERGENCY PLAN

	Church Staff
	School Staff
	Music Staff
	Child Care
	Preschool
Three Year Olds
	Preschool
Four Year Olds
	Kindergarten

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	A complete copy of this document is located at each of the following locations:
	
	
	

	Church Office – Location:  Receptionist’s Desk

Main School Office – Location:  Cabinet above PA system 

Annex – Location:  Receptionist’s Desk
	
	
	

	
	
	
	

	
	
	
	


	Distribution List FOR Name of School Here EMERGENCY PLAN

	First Grade
	Second Grade
	Third Grade
	Fourth Grade
	Fifth Grade
	Sixth Grade
	7th - 12th Grade

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Security Audit

Insert Security Audit information

PHASE THREE
Response

This section corresponds to Section Four:  Organization and Assignment of Responsibilities and to Section Five:  Direction and Control.

Use the forms in this area to document drills, exercises, and real emergencies.  Document all actions taken. 

Use the job aids provided in this section as a reference point for the position descriptions of each of these groups.
Emergency Response Drill Log
Phase Three, Page 3

Position Descriptions

General

Student Care:  Teacher Responsibilities
Phase Three, Page 3
Student Accounting Form
Phase Three, Page 7
Support Staff Responsibilities
Phase Three, Page 8

Student Support Teams
Phase Three, Page 9
Incident Command System Organization Chart
Phase Three, Page 10
Command Section:

Incident Commander
Phase Three, Page 11


Site Status Report
Phase Three, Page 14


Update Report
Phase Three, Page 15
Safety Officer
Phase Three, Page 16
Public Information Officer
Phase Three, Page 17
Liaison Officer
Phase Three, Page 20
Operations Section:

Operations Section Chief
Phase Three, Page 21

Site Facility Check/Security
Phase Three, Page 23

Search and Rescue Team Leader
Phase Three, Page 25

Search and Rescue Teams
Phase Three, Page 29

Medical Team Leader
Phase Three, Page 31

Medical Team
Phase Three, Page 36

Medical Branch Morgue
Phase Three, Page 38

Student Care
Phase Three, Page 40

Student Release
Phase Three, Page 42
Planning Section:

Planning Section Chief
Phase Three, Page 45

Documentation
Phase Three, Page 46


Emergency Time / Situation /. Response Report
Phase Three, Page 48

Situation Analysis
Phase Three, Page 50
Logistics Section:


Logistics Section Chief
Phase Three, Page 52

Supplies/Facilities
Phase Three, Page 53

Staffing
Phase Three, Page 54

Communications
Phase Three, Page 55
Finance/Administration Section:

Finance/Administration Section Chief
Phase Three, Page 57

Timekeeping
Phase Three, Page 58

Purchasing
Phase Three, Page 59
Emergency Response Drill Log

School Name:  Your School Name Here
	Date
	Type of Drill
	After Action Review

	
	
	· 

	
	
	

	
	
	· 

	
	
	


Student Care:  Teacher Responsibilities

	Personnel:

Responsibilities:


	All teachers and substitute teachers

General:

· Assess the situation and remain calm.

· If the ground is shaking or wind is blowing to the point that glass breakage or other damage to the school poses a risk to students, lead “drop, cover, and hold.”

· Calm, direct, and give aid to students.  Assist seriously injured students if possible.

Lockdown or Shelter in Place:

· If gunfire or explosions are heard, get everyone to lie flat on the floor.

· If shelter-in-place is activated, follow procedures as described in your school’s plan.  (Note:  These procedures should be in your classroom “Go Kit” as well.)

Evacuation:

· Check with your buddy teacher and assist as necessary.

· Take classroom Go Kit, emergency cards, and roll book.

· Evacuate to emergency assembly area:

· Check with your buddy teacher and assist or, if necessary, evacuate both classes together.

· Use the safest route; stay alert for hazards; move quickly and quietly.

· Close the classroom door, but leave it unlocked for search and rescue access.

Assembly Area:

· Instruct the students to sit on the grass or blacktop.

· Take attendance and complete a Student Accounting Form.

· One of each pair of buddy teachers must take the accounting forms to documentation and reports (at the Command Post).




Student Care:  Teacher Responsibilities (Continued)

	Responsibilities (Continued)


	Remaining Supervising Teacher:

· Supervise and reassure students.

· Administer first aid as necessary, or send the student(s) to the First Aid area with his/her emergency card.

· Fill out a Notice of First Aid Care form if first aid is given.  Retain one copy;  attach the other to the emergency card.

· Locate each student’s emergency card.

· Keep a record of the location of all students at all times, using the Student Accounting Form.

· Be alert for latent signs of injury/shock in all students.

Student Release:

· Student runners will bring a form requesting the student.

· Note that the student has left on the Student Accounting Form.

· Send the emergency card and any first aid forms with the student.

· The student will accompany the runner to the release area.

· If a parent demands the child, breaking release procedure, make an appropriate notation describing the incident on the emergency card and store it in the Classroom Kit.  Avoid confrontations.



	Equipment/

Supplies:


	· Class lists

· Student Information Sheets or Emergency Cards

· First Aid Kit and Classroom Kit (if available)

· Forms:  

· Student Accounting Form

· Notice of First Aid Care

· Clipboard

· Pen or pencil




Student Accounting Form

________________________________
________________________________
Grade / Room No. / Teacher
Date
________________________________
________________________________
Enrolled per Register  
Reported by
________________________________
________________________________
Not in School Today
Received by
________________________________
Present Now
1. Students or classroom volunteers elsewhere (off campus, left in room, other location, etc.)

	Name
	Location
	Problem

	
	
	

	
	
	

	
	
	

	
	
	


2. Students on playground needing more first aid than you can handle:

	Name
	Location
	Problem

	
	
	

	
	
	

	
	
	

	
	
	


Additional comments: (report fire, gas/water leaks, blocked exits, structural damage, etc.)

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

Support Staff Responsibilities
	Personnel:
	Cafeteria Workers

RSP

SDC

Classroom Aides

School Volunteers

Resource Teachers


	Maintenance Workers

Day Care Providers

ROP

Curriculum Specialist

Deans

Custodians

	Responsibilities:
	· Follow standard safety procedures.

· If remaining with the students, follow Classroom Teacher Responsibility guidelines.

· Check in at the Command Post for assignment.

· Report any known injuries or damage.

· Use safety equipment and follow directions.




Student Support Teams (Optional)
	Personnel:
	Pre-selected students inserviced on emergency procedures and with parental permission may assist in support roles.  Students should never be placed in hazardous or potentially traumatic situations or unsupervised positions responsible for the safety of others.



	Responsibilities:
	· Report to classroom location for roll call.

· After roll is taken, check in at the Command Post for assignment.

Possible assignments may include:

· Serving as runners for student release or delivery of written information to or from the Command Post.

· Assisting in the set up of student release and other response locations.

· Assisting the Student Care Director by delivering or assembling equipment (e.g., portable toilets and enclosures), distributing water, or acting as information runners.

· Assisting in recreational activities for students.



	Equipment/

Supplies:
	· Orange safety vest (if available)

· Others issued as necessary




Incident Command System
Organization Chart

Command Section

Incident Commander
	Responsibilities:
	The Incident Commander is solely responsible for emergency/disaster operations and shall remain at the Command Post to observe and direct all operations.

Ensure the safety of students, staff, and others on campus.  Lead by example: your behavior sets tone for staff and students.



	Start-up Actions
	· Obtain your personal safety equipment (i.e., hard hat, vest, clipboard with job description sheet).

· Assess the type and scope of emergency.

· Determine the threat to human life and structures.

· Implement the emergency plan and hazard-specific procedures.

· Develop and communicate an incident action plan with objectives and a timeframe to meet those objectives.

· Activate functions and assign positions as needed.

· Fill in the Incident Assignments form.

· Appoint a backup or alternate Incident Commander (as described in the emergency plan).




Command Section:  Incident Commander (Continued)

	Ongoing

Operational

Duties:
	· Continue to monitor and assess the total school situation:

· View the site map periodically for search and rescue progress and damage assessment information.

· Check with chiefs for periodic updates.

· Reassign personnel as needed.

· Report (through Communications) to the President on the status of students, staff, and facility, as needed (Site Status Report).

· Develop and communicate revised incident action plans as needed.

· Begin student release when appropriate.

· NOTE:  No student should be released until student accounting is complete.  Never send students home before the end of the regular school day unless directed by the Administrator, except at the request of parent/guardian.

· Authorize the release of information.

· Utilize your backup;  plan and take regular breaks (5-10 minutes per hour).  During break periods, relocate away from the Command Post.

· Plan regular breaks for all staff and volunteers.  Take care of your caregivers!

· Release teachers as appropriate.  (By law, during a disaster, teachers become disaster workers.)

· Remain on and in charge of your campus until redirected or released by the President or until the situation is under control or over.




Command Section:  Incident Commander (Continued)

	Closing Down:
	· Authorize deactivation of sections, branches, or units when they are no longer required.

· In conjunction with the fire and/or police departments, deactivate the entire emergency response once the “all clear” has been given.

· Ensure that any open actions not yet completed will be taken care of after deactivation.

· Ensure the return of all equipment and reusable supplies to Logistics.

· Close out all logs.  Ensure that all logs, reports, and other relevant documents are completed and provided to the Documentation Unit.

· Announce the termination of the emergency and proceed with recovery operations if necessary.



	Command Post

Equipment/

Supplies:
	· Campus map

· Master keys

· Staff and student rosters

· Disaster response forms

· Emergency plan

· Duplicate rosters (two sets)

· Tables and chairs (if Command Post is outdoors)

· Vests (if available)

· Job description clipboards

· Command Post tray (pens, etc.)

· School district radio

· Campus two-way radios

· AM/FM radio (battery)

· Bullhorn




	Site Status Report

TO:
 FROM: (name) 
LOCATION: 


DATE:
 TIME:
 PERSON IN CHARGE AT SITE: 


Message via:      2-way Radio _____       Telephone
     Messenger _______

EMPLOYEE/STUDENT STATUS

	
	Absent
	Injured
	# Sent to

hosp./med
	Dead
	Missing
	Unaccounted for

(away from site)
	# Released

to parents
	# Being

supervised

	Students
	
	
	
	
	
	
	
	

	Site Staff
	
	
	
	
	
	
	
	

	Others
	
	
	
	
	
	
	
	

	STRUCTURAL DAMAGE  Check damage/problem and indicate location(s).

	Check

(
	Damage/Problem
	Location(s)

	
	Gas leak
	

	
	Water leak
	

	
	Fire
	

	
	Electrical
	

	
	Communications
	

	
	Heating/cooling
	

	
	Other (list):
	

	
	
	

	MESSAGE: (include kind of immediate assistance required; can you hold out without assistance/how long?; overall condition of campus, neighborhood & street conditions; outside agencies on campus & actions; names of injured, dead, missing and accounted for ASAP)


	Update Report

Name

Time



 # children remaining at school


 # staff members remaining to care for children

______ Assistance required:  ______ water  _____ food  ______ blankets  ______ # people to help



	Update Report

Name

Time



 # children remaining at school


 # staff members remaining to care for children

______ Assistance required:  ______ water  ______ food  ______ blankets  ______ # people to help



	Update Report

Name

Time



 # children remaining at school


 # staff members remaining to care for children

______ Assistance required:  ______ water  ______ food  ______ blankets  ______ # people to help



	Update Report

Name

Time



 # children remaining at school


 # staff members remaining to care for children

______ Assistance required:  ______ water  ______ food  ______ blankets  ______ # people to help




Command Section

Safety Officer

	Responsibilities:


	The Safety Officer ensures that all activities are conducted in as safe a manner as possible under the existing circumstances.



	Start-Up Actions:
	· Check in with the Incident Commander for a situation briefing.

· Obtain necessary equipment and supplies from Logistics.

· Put on a position identifier, such as a vest, if available.

· Open and maintain a position log.  Maintain all required records and documentation to support the history of the emergency or disaster.  Document:

· Messages received.

· Action taken.

· Decision justification and documentation.

· Requests filled.



	Operational Duties:
	· Monitor drills, exercises, and emergency response activities for safety.

· Identify and mitigate safety hazards and situations.

· Stop or modify all unsafe operations.

· Ensure that responders use appropriate safety equipment.

· Think ahead and anticipate situations and problems before they occur.

· Anticipate situation changes, such as cascading events, in all planning.

· Keep the Incident Commander advised of your status and activity and on any problem areas that now need or will require solutions.



	Closing Down:
	· When authorized by the Incident Commander, deactivate the unit and close out all logs.  Provide logs and other relevant documents to the Documentation Unit.

· Return equipment and reusable supplies to Logistics.



	Equipment/

Supplies:
	· Vest or position identifier, if available

· Hard hat, if available

· Clipboard, paper, pens

· Two-way radio, if available




Command Section

Public Information Officer (PIO)

	Personnel:
	Available staff with assistance from available volunteers



	Policy:
	The public has the right and need to know important information related to an emergency/disaster at the school site as soon as it is available.

The PIO acts as the official spokesperson for the school site in an emergency situation.  If a school district PIO is available, he/she will be the official spokesperson.  A school site-based PIO should be used only if the media is on campus and the district PIO is not available.

News media can play a key role in assisting the school in getting emergency/ disaster-related information to the public (parents).

Information released must be consistent, accurate, and timely.



	Start-Up Actions:
	· Determine a possible “news center” site as a media reception area (located away from the Command Post and students).  Get approval from the Incident Commander.

· Identify yourself as the PIO (by vest, visor, sign, etc.)

· Consult with the district PIO to coordinate information release.

· Assess the situation and obtain a statement from the Incident Commander.  Tape record it if possible.

· Advise arriving media that the site is preparing a press release and the approximate time of its issue.

· Open and maintain a position log of your actions and all communications.  If possible, tape media briefings.  Keep all documentation to support the history of the event.




Command Section:  Public Information Officer (PIO) (Continued)

	Operational Duties:
	· Keep up to date on the situation.

· Statements must be approved by the Incident Commander and should reflect:

· Reassurance (EGBOK— “Everything’s going to be OK.”)

· Incident or disaster cause and time of origin.

· Size and scope of the incident.

· Current situation—condition of school site, evacuation progress, care being given, injuries, student release location, etc.  Do not release any names.

· Resources in use.

· Best routes to the school, if known and if appropriate.

· Any information the school wishes to be released to the public.

	
	· Read statements if possible.

· When answering questions, be complete and truthful, always considering confidentiality and emotional impact.  Avoid speculation, bluffing, lying, talking “off the record,” arguing, etc.  Avoid using the phrase “no comment.”

· Remind school staff and volunteers to refer all questions from the media or waiting parents to the PIO.

· Update information periodically with the Incident Commander.

· Ensure that announcements and other information are translated into other languages as needed.

· Monitor news broadcasts about the incident.  Correct any misinformation heard.



	Closing Down:
	· At the Incident Commander’s direction, release PIO staff when they are no longer needed.  Direct staff members to sign out through Timekeeping.

· Return equipment and reusable supplies to Logistics.

· Close out all logs.  Provide logs and other relevant documents to the Documentation Unit.




Command Section:  Public Information Officer (PIO) (Continued)

	Equipment/

Supplies:
	· Public information kit consists of:

· ID vest

· Battery-operated AM/FM radio

· Paper/pencils/marking pens

· Scotch tape/masking tape

· Scissors

· School site map(s) and area maps

· 8-l/2 x 11 handouts

· Laminated poster board size for display

· Forms:

· Disaster Public Information Release Work Sheet

· Sample Public Information Release

· School Profile or School Accountability Report Card (SARC)




Command Section

Liaison Officer
	Responsibilities:
	The Liaison Officer serves as the point of contact for agency representatives from assisting organizations and agencies outside the school district and assists in coordinating the efforts of these outside agencies by ensuring the proper flow of information.



	Start-Up Actions:
	· Check in with the Incident Commander for a situation briefing.

· Determine your personal operating location and set it up as necessary.

· Obtain the necessary equipment and supplies from Logistics.

· Put on a position identifier, such as a vest, if available.

· Open and maintain a position log.  Maintain all required records and documentation to support the history of the emergency or disaster.



	Operational Duties:
	· Brief agency representatives on the current situation, priorities, and incident action plan.

· Ensure coordination of efforts by keeping the Incident Commander informed of agencies’ action plans.

· Provide periodic update briefings to agency representatives as necessary.



	Closing Down:
	· At the Incident Commander’s direction, deactivate the Liaison Officer position and release staff no longer needed.  Direct staff members to sign out through Timekeeping.

· Return equipment and reusable supplies to Logistics.

· Close out all logs.  Provide logs and other relevant documents to the Documentation Unit.



	Equipment/

Supplies:
	· Vest or position identifier, if available

· Two-way radio, if available

· Clipboard, paper, pens




Operations Section

Operations Section Chief
	Responsibilities:
	The Operations Chief manages the direct response to the disaster, which can include:

· Site Facility Check/Security

· Search and Rescue

· Medical

· Student Care

· Student Release



	Start-Up Actions:
	· Check in with the Incident Commander for a situation briefing.

· Obtain necessary equipment and supplies from Logistics.

· Put on a position identifier, such as a vest, if available.



	Operational Duties:
	· Assume the duties of all operations positions until staff are available and assigned.

· As staff members are assigned, brief them on the situation, and supervise their activities, using the position checklists.

· If additional supplies or staff are needed for the Operations Section, notify Logistics.  When additional staff arrive, brief them on the situation, and assign them as needed.

· Coordinate search and rescue operations if it is safe to do so.  Appoint an S&R Team Leader to direct operations, if necessary.

· As information is received from operations staff, pass it on to situation analysis and/or the Incident Commander.

· Inform the Planning Section Chief of operations tasks and priorities.

· Make sure that operations staff are following standard procedures, using appropriate safety gear, and documenting their activities.

· Schedule breaks and reassign staff within the section as needed.




Operations Section:  Operations Section Chief (Continued)

	Closing Down:
	· At the Incident Commander’s direction, release Operations staff no longer needed.  Direct staff members to sign out through Timekeeping.

· Return equipment and reusable supplies to Logistics.

· When authorized by the Incident Commander, deactivate the section and close out all logs.  Provide logs and other relevant documents to the Documentation Unit.



	Equipment/

Supplies:
	· Vest or position identifier, if available

· S&R equipment

· Two-way radio

· Job description clipboard, paper, pens 

· Maps:

· Search and rescue maps

· Large campus map



Operations Section

Site Facility Check/Security
	Personnel:
	Staff as assigned.  Work in pairs.

	Responsibilities:
	Take no action that will endanger yourself.

	Start Up Actions:
	· Wear hard hat and orange identification vest, if available.

· Take appropriate tools, job description clipboard, and radio.

· Put batteries in flashlight if necessary.

	Operational duties:
	As you complete the following tasks, observe the campus and report any damage by radio to the Command Post.

· Remember:  If you are not acknowledged, you have not been heard.  Repeat your transmission, being aware of other simultaneous transmissions.

· Lock gates and major external doors.

· Locate, control and extinguish small fires as necessary.

· Check gas meter and, if gas is leaking, shut down the gas supply.

· Shut down electricity only if building has clear structural damage or advised to do so by Command Post.

· Post yellow caution tape around damaged or hazardous areas.

· Verify that the campus is “locked down” and report the same to the Command Post.

· Advise the Command Post of all actions taken for information and proper logging.

· Be sure that the entire campus has been checked for safety hazards and damage.

· No damage should be repaired before full documentation, such as photographs and video evidence, is complete unless the repairs are essential to immediate life-safety.

· Route fire, rescue, and police, as appropriate.

· Direct all requests for information to the Public Information Officer.

	Closing Down:
	· Return equipment and reusable supplies to Logistics.

· When authorized by the Incident Commander, close out all logs.  Provide logs and other relevant documents to the Documentation Unit.


Operations Section:  Site Facility Check/Security (Continued)

	Equipment/

Supplies:
	· Vest, hard hat, work gloves, and whistle.

· Campus two-way radio, master keys, and clipboard with job description.

· Bucket or duffel bag with goggles, flashlight, dust masks, yellow caution tape, and shutoff tools—for gas and water (crescent wrench)


Operations Section

Search and Rescue Team Leader
	Safety Rules:
	Use the buddy system:  Assign a minimum of 2 persons to each team.

Take no action that might endanger you.  Do not work beyond your expertise.   Use appropriate safety gear.  Size up the situation first.   Follow all operational and safety procedures.



	Start-up Actions:
	· Obtain all necessary equipment from container.  (See list below.)

· Obtain a briefing from Operations Chief, noting known fires, injuries, or other situations requiring response.

· Assign teams based on available manpower, minimum 2 persons per team.



	Operational Duties:
	· Perform a visual and radio check of the outfitted team leaving the Command Post.  Teams must wear sturdy shoes and safety equipment.

· Record names and assignments before deploying teams.

· Dispatch teams to known hazards or situations first, then to search the campus using specific planned routes.  Send a specific map assignment with each team.

· Remain at the Command Post in radio contact with S&R Teams.

· Record all teams’ progress and reports on the site map, keeping others at the Command Post informed of problems.  When a room is reported clear, mark a “C” on the map.

· If injured students are located, consult the Operations Section Chief for response.  Utilize Transport teams, or send a First Aid Team.

· Record the exact location of damage and a triage tally (I=immediate, D=delayed, DEAD=dead) on the map.

· Keep radio communication brief and simple.  No codes.

· Remember: if you are not acknowledged, you have not been heard.  Repeat your transmission, being aware of other simultaneous transmissions.



	Closing Down:
	· Record the return of each S&R team.  Direct them to return equipment and report to Logistics for additional assignment.

· Provide maps and logs to the Documentation Unit.




Operations Section:  Search and Rescue Team Leader (Continued)

	Equipment/

Supplies:
	· Vest, hard hat, work and latex gloves, and whistle with master keys on lanyard.  One team member should wear a first aid backpack.

· Campus two-way radio and clipboard with job description and map indicating the search plan.

· Bucket or duffel bag containing goggles, flashlight, dust masks, pry bar, grease pencil, pencils, duct tape, and masking tape.




Search and Rescue Teams

SEARCH AND RESCUE TEAM LEADER



Note:  Number of teams will vary 

depending on size of campus.


NAMES
                          

SEARCH AND RESCUE TEAM #1

NOTES:

SEARCH AND RESCUE TEAM #2

NOTES:

SEARCH AND RESCUE TEAM #3

NOTES:

SEARCH AND RESCUE TEAM #4

NOTES:

SEARCH AND RESCUE TEAM #5

NOTES:


1.

2.


1.


2.


1.

2.


1.

2.


1.

2.



S&R Team Leader

· Assign teams based on available manpower; minimum 2 persons. Attempt to place one experienced person on each team.

· Perform visual check of outfitted team leaving CP; include radio check. Advise teams of known injuries.

· Remain at Command Post table.

· Be attentive to all S&R related communications.

· Utilize boxes above to record location of injured students. Example: report of 2 injured students in Room 20 would be recorded as “S/2 = RM 20” in box under team #3.

· Utilize manpower pool to aid S&R (i.e., request for backboard and carryout or request for rescue equipment).
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Operations Section

Search and Rescue Teams
	Safety:
	Use the buddy system:  Ensure that each team has been assigned a minimum of 2 persons.

Take no action that might endanger you.  Do not work beyond your expertise.  Use appropriate safety gear.  Size up the situation first.

Follow all operational and safety procedures.



	Start-up Actions:
	· Obtain all necessary equipment from the container.  (See list below.)  You must wear sturdy shoes and long sleeves.  Put batteries in the flashlight.

· Check in at the Command Post for assignment.



	Operational Duties:
	· Report gas leaks, fires, or structural damage to the Command Post immediately upon discovery.  Shut off gas or extinguish fires if possible.

· Before entering a building, inspect the complete exterior of the building.  Report structural damage to the team leader.  Use yellow caution tape to barricade hazardous areas.  Do not enter severely damaged buildings.  If you are in doubt about your safety, DO NOT ENTER!
· If the building is safe to enter, search the assigned area (following the map) using an orderly pattern.  Check all rooms.  Use chalk or grease pencil to mark a slash on the door when entering a room.  Check under desks and tables.  Search visually and vocally.  Listen.  When leaving each room, complete the slash to form an “X” on the door.  Report by radio to the Command Post that the room has been cleared (e.g. “Room A-123 is clear.”).

· Remember:  If you are not acknowledged, you have not been heard.  Repeat your transmission, being aware of other simultaneous transmissions.

· When an injured victim is located, transmit the location, number, and condition of the injured to the Command Post.  Do not use names of students or staff.  Follow directions from the Command Post.

· Record the exact location of damage and triage tally (I=immediate, D=delayed, DEAD=dead) on the map and report the information to the Command Post.

· Keep radio communication brief and simple.  Do not use codes.




Operations Section:  Search and Rescue Teams (Continued)
	Closing Down:
	· Return equipment to Logistics.  Provide maps and logs to the Documentation Unit.



	Equipment/

Supplies:
	· Vest, hard hat, work and latex gloves, and whistle with master keys on a neck lanyard.  One member of the team should wear a first aid backpack.

· Campus two-way radio and clipboard with job description and map indicating the search plan.

· Bucket or duffel bag containing goggles, flashlight, dust masks, pry bar, grease pencil, pencils, duct tape, and masking tape.




Operations Section

Medical Team Leader
	Responsibilities:
	The Medical Team Leader is responsible for providing emergency medical response, first aid, and counseling.  He or she informs the Operations Chief or Incident Commander when the situation requires health or medical services that staff cannot provide and ensures that appropriate actions are taken in the event of deaths.



	Start-Up Actions:
	· Establish scope of disaster with the Incident Commander and determine probability of outside emergency medical support and transport needs.

· Make personnel assignments.  If possible, assign a minimum of two people to triage, two to immediate treatment, two to delayed treatment, and two to psychological treatment.

· Set up a first aid area in a safe place (upwind from the emergency area if the emergency involves smoke or hazardous materials), away from students and parents, with access to emergency vehicles.  Obtain equipment and supplies from the storage area.

· Assess available inventory of supplies and equipment.

· Review safety procedures and assignments with personnel.

· Establish a point of entry (“triage”) into the treatment area.

· Establish “immediate” and “delayed” treatment areas.

· Set up a separate psychological first aid area if staff levels are sufficient.




Operations Section:  Medical Team Leader (Continued)

	Operational Duties:
	· Oversee the assessment, care, and treatment of patients.

· Ensure caregiver and rescuer safety:  Ensure that they use latex gloves for protection from body fluids and new gloves for each new patient.

· Make sure that accurate records are kept.

· Provide personnel to respond to injuries in remote locations or request a Transport Team from Logistics.

· If needed, request additional personnel from Logistics.

· Brief newly assigned personnel.

· Report deaths immediately to the Operations Section Chief.

· Keep the Operations Section Chief informed of the overall status.

· Set up a morgue, if necessary, in a cool, isolated, secure area;  follow the guidelines established in the plan.

· Stay alert for communicable diseases and isolate appropriately.

· Consult with the Student Care Director regarding health care, medications, and meals for students with known medical conditions (e.g., diabetes, asthma, etc.).


Operations Section:  Medical Team Leader (Continued)

	Closing Down:
	· At the Incident Commander’s direction, release medical staff who are no longer needed.  Direct staff members to sign out through Timekeeping.

· Return equipment and reusable supplies to Logistics.

· When authorized by the Incident Commander, deactivate the section and close out all logs.  Provide the logs and other relevant documents to the Documentation Unit.



	Equipment/

Supplies:
	· First aid supplies.  (See the list on the following page.)

· Job description clipboards

· Stretchers

· Vests, if available

· Tables and chairs

· Staff and student medication from the Health Office

· Forms: 

· Notice of First Aid Care

· Medical Treatment Victim Log

· Masking tape

· Marking pens

· Blankets

· Quick reference medical guides
· Ground cover/tarps




Operations Section:  Medical Team Leader (Continued)

	Recommended First Aid Supplies:

· 4 x 4" compress: 1000 per 500 students

· 8 x 10" compress: 150 per 500 students

· Kerlix bandaging: 1 per student

· Ace wrap: 2-inch: 12 per campus 

4-inch: 12 per campus

· Triangular bandage: 24 per campus

· Cardboard splints: 24 each of sm, med, lg.

· Steri-strips or butterfly bandages:  50 per campus

· Aqua-Blox (water) cases (for flushing wounds, etc.):  0.016 x students + staff = # cases

· Neosporin:  144 squeeze packs per campus

· Hydrogen peroxide: 10 pints per campus

· Bleach:  1 small bottle

· Plastic basket or wire basket stretchers or backboards: 1.5 per 100 students

· Scissors, paramedic: 4 per campus

· Tweezers: 3 assorted per campus

· Triage tags: 50 per 500 students

· Latex gloves: 100 per 500 students

· Oval eye patch: 50 per campus

· Tapes: 1" cloth: 50 rolls/campus 

2" cloth: 24 per campus

· Dust masks: 25 per 100 students

· Disposable blanket: 10 per 100 students

· First Aid Books:  2 standard and 2 advanced per campus

· Space blankets: 1 per student and staff 

· Heavy duty rubber gloves:  4 pair




[Place on school letterhead]

DATE:  ____________________________________________
Dear Parent:

____________________________________________ was injured at school and has been given first aid.  If you feel further care is necessary please consult your family physician.

Destination: (If not presently on site) ________________________________________________________________________
Transporting Agency: (if not presently on site) ________________________________________________________________________
Time:
  ____________________

Remarks:

Please sign and return one copy to school.  Retain a copy for your records.

_______________________________

______________________________
Parent’s Signature




School Representative’s Signature
Note: 
1 copy goes home with student


1 copy stays with teacher or medical treatment team records

Operations Section

Medical Team
	Personnel:
	First-aid trained staff and volunteers



	Responsibilities:
	Use approved safety equipment and techniques.



	Start-Up Actions:
	· Obtain and wear personal safety equipment including latex gloves.

· Check with the Medical Team Leader for assignment.



	Operational Duties:
	· Administer appropriate first aid.

· Keep accurate records of care given.
· Continue to assess victims at regular intervals.

· Report deaths immediately to the Medical Team Leader.

· If and when transportation is available, do a final assessment and document on the triage tag.  Keep and file records for reference—do not send any records with the victim.

· A student’s emergency card must accompany each student removed from campus to receive advanced medical attention.  Send an emergency out-of-area phone number, if available.



	
	Triage Entry Area:



	
	The triage area should be staffed with a minimum of two trained team members, if possible.

· One member confirms the triage tag category (red, yellow, green) and directs to the proper treatment area.  Should take 30 seconds to assess—no treatment takes place here.  Assess if not tagged.

· Second team member logs victims’ names on form and sends the forms to the Command Post as completed.




Operations Section:  Medical Team (Continued)

	
	Treatment Areas (“Immediate and Delayed”)



	
	Treatment areas should be staffed with a minimum of two team members per area, if possible.

· One member completes secondary head-to-toe assessment.

· Second member records information on the triage tag and on-site treatment records.

· Follow categories:  Immediate, Delayed, Dead

· When using the two-way radio, do not use the names of the injured or dead.



	Closing Down:
	· Return equipment and unused supplies to Logistics.

· Clean up first aid area.  Dispose of hazardous waste safely.

· Complete all paperwork and turn it in to the Documentation Unit.



	Equipment/

Supplies:
	· First-aid supplies (See the list on the following page.)

· Job description clipboards

· Stretchers

· Vests, if available

· Tables and chairs 

· Staff and student medication from health office

· Forms:  

· Notice of First Aid Care 

· Medical Treatment Victim Log

· Marking pens

· Blankets

· Quick reference medical guides

· Ground cover/tarps




Operations Section

Medical Branch Morgue

	Personnel:
	To be assigned by the Operations Section Chief if needed.



	Start-Up Actions:
	· Check with the Operations Section Chief for direction.

· If directed, set up a morgue area.  Verify:

· Tile, concrete, or other cool floor surface

· Accessible to Coroner’s vehicle

· Remote from the assembly area

· Security: Keep unauthorized persons out of the morgue.

· Maintain a respectful attitude.



	Operational Duties:
	After pronouncement or determination of death:

· Confirm that the person is actually dead.

· Do not move the body until directed by the Command Post.

· Do not remove any personal effects from the body.  Personal effects must remain with the body at all times.

· As soon as possible, notify the Operations Section Chief, who will notify the Incident Commander, who will attempt to notify law enforcement authorities of the location and, if known, the identity of the body.  Law enforcement personnel will notify the Coroner.

· Keep accurate records and make them available to law enforcement and/or the Coroner when requested.

· Write the following information on two tags:

· Date and time found.

· Exact location where found.

· Name of decedent if known.

· If identified—how, when, by whom.

· Name of person filling out tag.

· Attach one tag to body.

· If the Coroner’s Office will not be able to pick up the body soon, place the body in a plastic bag and tape securely to prevent unwrapping.  Securely attach the second tag to the outside of the bag.  Move the body to the morgue.

· Place any additional personal belongings found in a separate container and label as above.  Do not attach to the body—store separately near the body.




Operations Section:  Medical Branch Morgue (Continued)

	Closing Down:
	· After all bodies have been picked up, close down the Morgue.

· Return equipment and unused supplies to Logistics.

· Clean up the area.  Dispose of hazardous waste safely.

· Complete all paperwork and turn in to the Documentation Unit.



	Equipment/

Supplies:
	· Tags

· Pens/pencils

· Plastic trash bags

· Duct tape

· Vicks VapoRub

· Plastic tarps

· Stapler

· 2" cloth tape




Operations Section

Student Care
	Personnel:
	Classroom teachers, substitute teachers, and staff as assigned.



	Responsibilities:
	Ensure the care and safety of all students on campus except those who are in the medical treatment area.



	Start-Up Actions:
	· Wear an identification vest, if available.

· Take a job description clipboard and radio.

· Check in with the Operations Section Chief for a situation briefing.

· Make personnel assignments as needed.

· If evacuating:

· Verify that the assembly area and routes to it are safe.

· Count or observe the classrooms as they exit, to make sure that all classes evacuate.

· Initiate the set-up of portable toilet facilities and hand-washing stations.



	Operational duties:
	· Monitor the safety and well-being of the students and staff in the assembly area.

· Administer minor first aid as needed.

· Support the Student Release process by releasing students with the appropriate paperwork.

· When necessary, provide water and food to students and staff.

· Make arrangements for portable toilets if necessary, ensuring that students and staff wash their hands thoroughly to prevent disease.

· Make arrangements to provide shelter for students and staff.

· Arrange activities and keep students reassured.

· Update records of the number of students and staff in the assembly area (or in the buildings).

· Direct all requests for information to the PIO.




Operations Section:  Student Care (Continued)

	Closing Down:
	· Return equipment and reusable supplies to Logistics.

· When authorized by the Incident Commander, close out all logs.  Provide logs and other relevant documents to the Documentation Unit.



	Equipment/

Supplies:
	· Vest

· Clipboard with job description

· Ground cover, tarps

· First aid kit

· Student activities: books, games, coloring books, etc.

· Forms: 

· Student Accounting

· Notice of First Aid Care

· Campus two-way radio

· Water, food, sanitation supplies




Operations Section

Student Release
This section corresponds to Phase Two:  Preparedness, Student/Family Reunification.

	Personnel:
	School secretary, available staff and disaster volunteers.  Use a buddy system.  The Student Release process is supported by student runners.



	Responsibilities:
	Assure the reunification of students with their parents or authorized adult through separate Request and Release Gates.



	Start-Up Actions:
	· Obtain and wear a vest or position identifier, if available.

· Check with the Operations Section Chief for assignment to the Request Gate or Release Gate.

· Obtain necessary equipment and forms from Logistics.

· Secure the area against unauthorized access.  Mark the gates with signs.

· Set up the Request Gate at the main student access gate.  Use alphabetical grouping signs to organize parent requests.

· Have Student Release Forms available for parents outside of the fence at the Request Gate.  Assign volunteers to assist. 
· Set up the Release Gate some distance from the Request Gate.



	Operational Duties:
	Follow the procedures outlined below to ensure the safe reunification of students with their parents or guardians:

· Refer all requests for information to the POI.  Do not spread rumors!

· If volunteers arrive to help, send those with Disaster Volunteer badges with photo ID to Logistics.  If they are not registered (i.e., do not have badges), direct them to a branch library to register.




Operations Section:  Student Release (Continued)

	Procedures:
	· The requesting adult fills out a Student Release Form, gives it to a staff member, and shows identification.

· The staff member verifies the identification, pulls the Emergency Card from the file, and verifies that the requester is listed on the card.

· The staff member instructs the requester to proceed to the Release Gate.

· If there are two copies of the Emergency Cards (one at each gate), staff files the Emergency Card in the out box.  If there is only one copy, a runner takes the card with the Student Release Form, and staff files a blank card with the student’s name on it in the out box.

· The runner takes the form(s) to the designated classroom.

· Note:  If a parent refuses to wait in line, don’t argue.  Note the time with appropriate comments on the Emergency Card and place it in the out box.



	
	If the student is with the class:



	
	· Runner shows the Student Release Form to the teacher.

· The teacher marks the box, “Sent with Runner.”
· If appropriate, the teacher sends the parent copy of the First Aid Form with the runner.

· The runner walks the student(s) to the Release Gate.

· The runner hands the paperwork to release personnel.

· Release staff match the student to the requester, verify proof of identification, ask the requester to fill out and sign the lower portion of Student Release Form, and release the student.  Parents are given the Notice of First Aid Care Given, if applicable.




Operations Section:  Student Release (Continued)

	
	If the student is not with the class:



	
	· The teacher makes the appropriate notation on the Student Release Form:

· “Absent” if the student was never in school that day.

· “First Aid” if t   he student is in the Medical Treatment area.

· “Missing” if the student was in school but now cannot be located.

· The runner takes Student Release Form to the Command Post.

· The Command Post verifies the student’s location if known and directs the runner accordingly.

· If the runner is retrieving multiple students and one or more are missing, the runner walks the available students to the Release Gate before returning “Missing” forms to the Command Post for verification.

· The parent should be notified of the missing student’s status and escorted to  a crisis counselor.

· If the student is in First Aid, the parent should be escorted to the Medical Treatment Area.

· If the student was marked absent, the parent will be notified by a staff member.



	Closing Down:
	· At the direction of the Operations Section Chief, return equipment and unused supplies to Logistics.

· Complete all paperwork and turn it in to the Documentation Unit.



	Equipment/

Supplies:
	· Job description clipboards

· Pens, stapler

· Box(es) of Emergency Cards

· Signs to mark Request Gate and Release Gate

· Signs for alphabetical grouping to organize the parents (A-F, etc.)

· Empty file boxes to use as out boxes

· Student Release Form (copies for every student)




Planning Section

Planning Section Chief

	Responsibilities:
	This section is responsible for the collection, evaluation, documentation and use of information about the development of the incident and the status of resources.  Maintain accurate records and site map.  Provide ongoing analysis of situation and resource status.



	Start-Up Actions:
	· Check in with the Incident Commander for a situation briefing.

· Obtain necessary equipment and supplies from Logistics.

· Put on a position identifier, such as a vest, if available.



	Operational Duties:
	· Assume the duties of all Planning Section positions until staff is available and assigned.

· As (or if) staff is assigned, brief them on the situation and supervise their activities, utilizing the position checklists.

· Assist the Incident Commander in writing action plans.



	Closing Down:
	· At the Incident Commander’s direction, deactivate the section and close out all logs.

· Verify that the closing tasks of all Planning Section positions have been accomplished.

· Return equipment and reusable supplies to Logistics.



	Equipment/

Supplies:
	· Two-way radio

· File box(es)

· Dry-erase pens

· Large site map of campus, laminated or covered with Plexiglas

· Forms: 

· Emergency Time/Situation Report

· Sample Log

· Student Accounting Form

· Paper, pens

· Job description clipboard

· Tissues




Planning SectioN

Documentation
	Responsibilities:
	This section is responsible for the collection, evaluation, documentation and use of information about the development of the incident and the status of resources.



	Start-Up Actions:
	· Check in with the Planning Section Chief for a situation briefing.

· Obtain necessary equipment and supplies from Logistics.

· Put on a position identifier, such as a vest, if available.

· Determine whether there will be a Finance/Administration Section.  If there is none, the Documentation Clerk will be responsible for maintaining all records of any expenditures as well as all personnel timekeeping records.



	Operational Duties:
	Records:

· Maintain a time log of the incident, noting all actions and reports.  (See the sample log in Appendix G.)

· Record content of all radio communication with the district Emergency Operations Center (EOC).

· Record verbal communication for basic content.

· Log in all written reports.

· File all reports for reference (file box).

· Important:
A permanent log may be typed or rewritten at a later time for clarity and better understanding.  Keep all original notes and records—they are legal documents.



	
	Student and Staff Accounting:

· Receive, record, and analyze Student Accounting forms.

· Check off staff roster.  Compute the number of students, staff, and others on campus for Situation Analysis.  Update periodically.

· Report missing persons and site damage to the Command Post.

· Report first aid needs to the Medical Team Leader.

· File forms for reference.




Planning Section:   Documentation (Continued)

	Closing Down:
	· Collect and file all paperwork and documentation from deactivating sections.

· Securely package and store these documents for future use.

· Return equipment and reusable supplies to Logistics.



	Equipment/

Supplies:
	· Two-way radio

· File box(es)

· Forms: 

· Emergency Time/Situation Report

· Student Accounting Form

· Sample Log

· Paper, pens

· Job description clipboard




	Emergency Time / Situation / Response Report



	TIME
	SITUATION
	RESPONSE
	INITIAL

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Sample Log

Date_________________
Important:
A permanent log may be typed or rewritten at a later time for clarity and better understanding. Keep all original notes and records. They are legal documents!


	9:50

9:55

10:00

10:00

10:00

10:00

10:02

10:06

10:10

10:14

10:15

10:16

10:17

10:18

10:19

10:20

10:21

10:22

10:22

10:23

10:24

10:24

10:25

10:26

10:27

10:27

10:28

10:28

10:29

10:30

10:32

10:33

10:35

10:35

10:35

10:36

10:38


	Approximate time of quake

Custodian opened container

Set up Command Post, Becky Harrison in charge

Becky says Nurse Nightingale is off campus

Student accounting forms coming into CP

Teachers are reporting to manpower pool

Report of Carrie Macintosh trapped in computer lab

Water running out of boys room by room 3

S&R teams assigned, team #1 told about Carrie in

computer lab

S&R #3 radio batteries dead

Broken glass and lights in room 10

Repairman on office roof prior to quake not seen since

Aftershock - no injuries reported - students are seated

All S&R teams check in ok

Room 20 front door jammed

Sarah Laws & Mary Hans (parent nurses) here to help

Becky places Sarah in charge of medical

Request backboard and 4 carriers to cafeteria

Nancy Powers assigned stress counseling

Aftershock - Becky Harrison injured

All S&R teams check in ok

Command transferred to Laura Werner

District EOC on radio – we receive but cannot transmit

Natural gas leak below bungalow 30

Custodian sent to check gas leak

Student release ready - S&R not finished

Major damage to cafeteria

Broken windows/lights - room 14

Burning smell room 23

Custodian unable to shut off gas by room 30

Michael Burns here - sent to help custodian

Room 32 shaken off foundation

Police helicopter flies over

Gas leak stopped

John Forest climbed fence, took son Jeremy

Michelle Pauls here-assigned with Nancy Powers

Medical-reports total 9 minor injuries, 1 broken leg




Planning Section

Situation Analysis
	Responsibilities:
	This section is responsible for the collection, evaluation, documentation and use of information about the development of the incident and the status of resources.  Maintain accurate site map.  Provide ongoing analysis of situation and resource status.



	Start-Up Actions:
	· Check in with Planning Section Chief for a situation briefing.

· Obtain necessary equipment and supplies from Logistics.

· Put on a position identifier, such as a vest, if available.



	Operational Duties:
	Situation Status (Map):

· Collect, organize and analyze situation information.

· Mark the site map appropriately as related reports are received, including but not limited to S&R reports and damage updates, giving a concise picture of the status of the campus.

· Preserve the map as a legal document until it is photographed.

· Use an area-wide map to record information on major incidents, road closures, utility outages, etc.  (This information may be useful to staff for planning routes home, etc.)



	
	Situation Analysis:

· Provide current situation assessments based on analysis of information received.

· Develop situation reports for the Command Post to support the action planning process.

· Think ahead and anticipate situations and problems before they occur.

· Report only to Command Post personnel.  Refer all other requests to the PIO.



	Closing Down:
	· Close out all logs and turn all documents in to Documentation.

· Return equipment and reusable supplies to Logistics.




Planning Section:  Situation Analysis (Continued)

	Equipment/

Supplies:
	· Two-way radio

· Paper, pens, dry-erase pens, tissues

· Job description clipboards

· Large site map of campus, laminated or covered with Plexiglas

· File box(es)

· Map of county or local area




Logistics Section

Logistics Section Chief
	Responsibilities:
	The Logistics Section is responsible for providing facilities, services, personnel, equipment, and materials in support of the incident.



	Start-Up Actions:
	· Check in with the Incident Commander for a situation briefing.

· Open the supplies container or other storage facility.

· Put on position identifier, such as a vest, if available.

· Begin distribution of supplies and equipment as needed.

· Ensure that the Command Post and other facilities are set up as needed.



	Operational Duties:
	· Assume the duties of all Logistics positions until staff is available and assigned.

· As (or if) staff is assigned, brief them on the situation and supervise their activities, utilizing the position checklists.

· Coordinate supplies, equipment, and personnel needs with the Incident Commander.

· Maintain security of the cargo container, supplies and equipment.



	Closing Down:
	· At the Incident Commander’s direction, deactivate the section and close out all logs.

· Verify that closing tasks of all Logistics positions have been accomplished.  Secure all equipment and supplies.



	Equipment/

Supplies:
	· Two-way radio

· Job description clipboard

· Paper, pens

· Cargo container or other storage facility and all emergency supplies stored on campus

· Clipboards with volunteer sign-in sheets

· Forms:

· Inventory of emergency supplies on campus

· Site Status Report

· Communications Log

· Message forms




Logistics Section

Supplies/Facilities
	Responsibilities:
	This unit is responsible for providing facilities, equipment, supplies, and materials in support of the incident.



	Start-Up Actions:
	· Check in with the Logistics Section Chief for a situation briefing.

· Open the supplies container or other storage facility if necessary.

· Put on a position identifier, such as a vest, if available.

· Begin distribution of supplies and equipment as needed.

· Set up the Command Post.



	Operational Duties:
	· Maintain security of the cargo container, supplies and equipment.

· Distribute supplies and equipment as needed.

· Assist team members in locating appropriate supplies and equipment.

· Set up the Staging Area, Sanitation Area, Feeding Area, and other facilities as needed.



	Closing Down:
	· At the Logistic Chief’s direction, receive all equipment and unused supplies as they are returned.

· Secure all equipment and supplies.



	Equipment/

Supplies:
	· Two-way radio

· Job description clipboard

· Paper, pens

· Cargo container or other storage facility and all emergency supplies stored on campus

· Form: Inventory of emergency supplies on campus




Logistics SectioN

Staffing
	Responsibilities:
	This unit is responsible for coordinating the assignment of personnel (staff, students, disaster volunteers) in support of the incident.



	Start-Up Actions:
	· Check in with the Logistics Section Chief for a situation briefing.

· Put on a position identifier, such as a vest, if available.

· Open three logs to list staff, volunteers, and students who are awaiting assignment.



	Operational Duties:
	· Deploy personnel as requested by the Incident Commander.

· Sign in volunteers, making sure that volunteers are wearing their ID badges and are on the site disaster volunteer list.  Unregistered volunteers should be sent to the city library to register.



	Closing Down:
	· Ask volunteers to sign out.

· At the Logistic Section Chief’s direction, close out all logs and turn them in to Documentation.

· Return all equipment and supplies.



	Equipment/

Supplies:
	· Two-way radio

· Job description clipboard

· Paper, pens

· Cargo container or other storage facility and all emergency supplies stored on campus

· Clipboards with volunteer sign-in sheets

· Forms:

· Inventory of emergency supplies on campus

· List of registered disaster volunteers




Logistics Section

Communications
	Responsibilities:
	This unit is responsible for establishing, coordinating, and directing verbal and written communications within the school disaster site and with the school district.  If the school district cannot be contacted, communications may be made with outside agencies when necessary.



	Personnel:
	· A school staff member with a campus two-way radio, supported by student or disaster volunteer runners, and 

· A disaster volunteer who is a qualified amateur radio operator.



	Start-Up Actions:
	· Set up the Communications station in a quiet location with access to the Command Post.

· Turn on radios and advise the Command Post when ready to accept traffic.



	Operational Duties:
	· Communicate with the district EOC per district procedure.  At the direction of the Incident Commander, report the status of students, staff, and campus, using the Site Status Report form.

· Receive and write down all communications from the district EOC.

· Use runners to deliver messages to the Incident Commander with copies to the Planning Section Chief.

· Maintain the Communications Log:  date/time/originator/recipient

· Follow communications protocol.  Do not contact the city directly if the district EOC is available.

· Direct the media or the public to the PIO.

· Monitor AM/FM radio for local emergency news: [specify station(s) and frequency].



	Closing Down:
	· Close out all logs, message forms, etc.  and turn them over to Documentation.

· Return all equipment and unused supplies to Logistics.




Logistics Section:  Communications (Continued)

	Equipment/

Supplies:
	· Two-way radios with spare batteries for each

· Job description clipboard

· Paper, pens 

· Table and chairs

· AM/FM radio

· File boxes, tote tray for outgoing messages

· Forms:  

· Site Status Report 

· Message forms


Finance/Administration Section

Finance/Administration Section Chief
	Responsibilities:
	The Finance/Administration Section is responsible for financial tracking, procurement, and cost analysis related to the disaster or emergency.  It maintains financial records and tracks and records staff hours.



	Start-Up Actions:
	· Check in with the Incident Commander for a situation briefing.

· Put on a position identifier, such as a vest, if available.

· Locate and set up work space.

· Check in with the Documentation Clerk to collect records and information that relate to personnel timekeeping and/or purchasing.



	Operational Duties:
	· Assume the duties of all Finance/Administration positions until staff is available and assigned.

· As (or if) staff is assigned, brief them on the situation and supervise their activities, utilizing the position checklists.



	Closing Down:
	· At the Incident Commander’s direction, deactivate the section and close out all logs.

· Verify that the closing tasks of all Finance/Administration positions have been accomplished.  Secure all documents and records.



	Equipment/

Supplies:
	· Job description clipboard

· Paper, pens

· Form:  Staff Duty Log




Finance/Administration Section

Timekeeping
	Responsibilities:
	This unit is responsible for maintaining accurate and complete records of staff hours.



	Start-Up Actions:
	· Check in with the Finance/Administration Section Chief for a situation briefing.

· Put on a position identifier, such as a vest, if available.

· Locate and set up work space.

· Check in with the Documentation Clerk to collect records and information which relate to personnel timekeeping.



	Operational Duties:
	· Meet with the Finance/Administration Section Chief to determine the process for tracking regular and overtime hours of staff.

· Ensure that accurate records are kept of all staff members, indicating the hours worked.

· If district personnel not normally assigned to the site are working, be sure that records of their hours are kept.



	Closing Down:
	· Close out all logs.

· Secure all documents and records.



	Equipment/

Supplies:
	· Job description clipboard

· Paper, pens

· Form:  Staff Duty Log




Finance/Administration Section

Purchasing
	Responsibilities:
	This unit is responsible for maintaining accurate and complete records of purchases.  Most purchases will be made at the district level; however, in emergency situations, it may be necessary for school sites to acquire certain items quickly.



	Start-Up Actions:
	· Check in with the Finance/Administration Section Chief for a situation briefing.

· Put on a position identifier, such as a vest, if available.

· Locate and set up work space.

· Check in with the Documentation Clerk to collect records and information that relate to purchasing.



	Operational Duties:
	· Meet with the Finance/Administration Section Chief to determine the process for tracking purchases.

· Support Logistics in making any purchases which have been approved by the Incident Commander.



	Closing Down:
	· Close out all logs.

· Secure all documents and records.



	Equipment/

Supplies:
	· Job description clipboard

· Paper, pens


PHASE FOUR
Recovery

Planning for the Psychological Aftermath of School Tragedy

Use the information contained in this section to help your school plan for psychological recovery from a school tragedy.

The contents of this section are listed below.

Planning for the Psychological Aftermath of School Tragedy
Phase Four, Page 2
Principles of Postvention
Phase Four, Page 4

Postvention Plan
Phase Four, Page 7

The Issue of Staff Grief
Phase Four, Page 14
Suggestions on Leading Class Discussion of Death
Phase Four, Page 16
When to Refer a Child to Mental Health Professionals:  
Phase Four, Page 17

Preschool and Elementary School Students

Emotional and Behavioral Reactions of Children to Disasters
Phase Four, Page 18

Guidelines for Student/Staff Sudden Death
Phase Four, Page 22
Planning for the Psychological Aftermath of School Tragedy

	Thomas T. Frantz

Associate Professor of Counseling and Educational Psychology

State University of New York at Buffalo

Our purpose is to discuss a basic postvention plan that can be adopted for use in any school following a death or tragedy. The plan is designed to go into effect the first school day after the trauma has occurred.

To initiate thinking about postvention, consider the following specific questions that will usually arise:

1. How and when should students and faculty be informed of the pertinent details surrounding it?

2. How, when, and where should students be allowed to express their reactions?

3. What should be done for victims’ close friends?

4. What should be done for “high risk” students?

5. Should the school hold a special assembly or memorial service?

6. Should there be a symbolic expression of grief, such as lowering the flag to half mast?

7. Should the school close for the funeral?

8. Who should go to the funeral?

9. What kinds of commemorative activities or symbols—plaques, memorial funds, etc.—are appropriate?

10. Should the victims’ parents be contacted and what help can be offered to them?

11. What should be done about the concerns of other parents?

12. How should the school deal with the media?

13. Should the school turn to outside consultation for help?  To whom?

14. What reactions from students should be expected?

15. Should a regular school schedule be followed the day after?




Planning for the Psychological Aftermath of School Tragedy (Continued)

	16. How long should the school be concerned about student reactions?

17. How much grieving or “acting out” should be allowed?

18. Should students be involved in planning the school’s response?

19. Who should organize and coordinate the school’s response?

20. What about siblings or affected students in other schools?

21. What should teachers say to students in their classes?

____________________________________________
*Reprinted with permission from Thomas T. Frantz


Principles of Postvention
	Before presenting a plan to respond to the issues raised by these questions, interrelated principles of postvention are outlined. The postvention plan is on the principles of reducing fear, facilitating grieving, and promoting education.

Reduce Fear

Fear is the most overpowering and debilitating human emotion. Fear can cause us to flee in panic, act irrationally, become immobilized, say things we regret, and act in other ways that later are embarrassing to us. To deal with fear, we first recognize that fear breeds in the unknown. People are most afraid of what they don’t understand, of mysterious, dark, different, unknown situations. The neighbors’ German Shepherd running at you, riding the subway, or driving to Toronto may each be scary the first time, but once you get to know the dog, have taken the subway a few times, or made the trip to Toronto often, you are much less afraid. Experience reduces the unknown and thereby reduces fear. An earthquake, especially one resulting in death, produces so many unanswered questions, leaves so much unknown, and thus creates fear. What made it happen? Will it happen again? Is the school really safe? Am I safe at home?



	Will the next one get me? Why didn’t God do something! Is there any place that’s really safe?

As a result of so many unanswerable questions, the atmosphere in a school following an earthquake may be tinged with fear. Students and staff may feel unsure of themselves, confused, afraid of what else might happen, and not know how to behave or what to say.

Most of us grow up not thinking much about earthquakes. They only happen to other people, people we heard of or read about. It’s hard to imagine that a major earthquake, especially one that kills people, would ever happen to our friends, family, or community, and when it does, many people feel insecure and afraid. Something that wasn’t supposed to be part of the plan, something that wasn’t supposed to happen has happened, and if that can happen, then anything can happen.

An earthquake can pull the rug out from under basic beliefs about how the world is and leave us feeling unsure, unsafe, and wondering what we can count on with certainty. It’s in this sense that an atmosphere of fear may prevail in a school the days following an earthquake. Of course, those friends and staff closest to those who may have died will be most affected; but the tragedy will affect everyone in the school to some extent.

It is very difficult for any constructive activity to take place when people are afraid. It’s hard to concentrate, hard to take tests, write essays, or listen to lectures. It’s even hard to feel sadness, remorse, or other normal grief feelings. Hence the reduction of fear is the first major goal for the school following a tragedy. We can’t expect to eliminate it, but we can reduce it by reducing the unknowns.

_________________________________________
*Reprinted with permission from Thomas T. Frantz


Principles of Postvention (Continued)

	While exercising sensitivity, we reduce fear by providing students and staff factual information about what happened, the deaths, and the grieving process to be expected in the days ahead by organizing the school day with as few changes as possible and by providing an open, accepting atmosphere allowing the “secret” fears, questions, and feelings of students and staff to come out.

Facilitate Grieving

Grief is the normal, healthy, appropriate response to death or loss. Anyone who knew those that were killed is going to experience grief, from the parents whose bereavement will normally last 2 to 3 years to tangential acquaintances whose grief will be measured in days. Students and staff don’t get a choice of whether to feel grief, but they do get to choose how they’ll respond to it.

People who deny their grief, pretend it’s not a big deal, or insist they’re not going to let it bother them, or try to cover it up with bravado, laughter, or stoicism usually have a much harder time resolving their grief than do people who are able to grieve more expressively.

Each person grieves in his or her own way, a way that has been learned by experience with loss over the years. A student or staff member’s way of grieving or coping with loss can be predicted (based on past experience with loss) and is not likely to change in the midst of a crisis like the aftermath of an earthquake.

Accordingly, a wide range of grieving behavior needs to be tolerated, e.g., screaming in anguish, pounding the lockers in anger, sobbing in the hallway, stunned silence, inability to answer even simple questions, seeming totally unaffected as if nothing happened, or saying as one boy did upon being told of his friend’s death, “Good, now I don’t have to pay him the ten bucks I owe him.” (This last remark was made in shock and he spent the next month being attacked for it and apologizing over and over for it.)

The initial response of most people to learning that someone they know has died is shock. Shock is usually a numbness, feeling like in a fog or spacey during which the full impact of what’s happened may not have sunk in. People in shock usually don’t talk a lot and mostly need friends to be patient and not assume that they’re unaffected just because they’re not emotional.

Other reactions to be expected for some people following death are anxiety over what else might happen; anger at the person that died (e.g., for not heeding warnings); blame at someone for not doing something to save her; and perhaps guilt for surviving when he didn’t. Naturally sadness and feeling the loss will usually replace shock, anxiety and anger and remain as the major result of the death for a long time.




Principles of Postvention (Continued)

	While each person’s way of grieving needs to be accepted, people who can get their grief out by talking, crying, expressing anger or guilt, writing, reading, exercise, painting, music, etc. are usually better able to resolve their grief and in less time than those who can’t or are not allowed to grieve. Thus, the school’s postvention program needs to allow and encourage the natural expression of grief, especially immediately after the tragedy, but also, for some students, in the weeks and months ahead.

In this vein, one of the most predictable and significant consequences of a tragedy is that it will unlock and trigger unresolved grief in many students and staff. That is, there will be a sadness in the school not only because a student has died, but because grief over people’s previous losses will be activated. For example, the girl whose father drowned last year, the teacher whose miscarriage at 6 months no one would talk about, the boy whose mother has breast cancer, the custodian whose dad is deteriorating with Alzheimer’s disease at a nursing home, the freshman whose parents are fighting out a bitter divorce all will be feeling both the effects of the tragedy and, now even more intensely, the pain of their own life.

The school’s postvention program must take into consideration both grief over previously unresolved losses and give high priority to facilitating the grieving process of students and staff.

Promote Education

The purpose of a school is to educate its students and (if Anna who says in The King and I, “by our students we’ll be taught” is right) staff. Since we learn more from problems, crisis, and tragedies than on average days, an earthquake will be an intense time of learning—not reading and arithmetic, but of things perhaps more important.

The postvention program must be developed to promote constructive and useful learning in the aftermath of tragedy. Students and staff can be helped to learn how they react in a crisis, what people do that help most, how to help other people, what they really believe about death, that people can cry and still be strong, and, measured against the criterion of death, what’s really important in life.

Obviously no one wants a student to die; however, given that the death has happened, inevitably learning is going to take place. The only question is whether the school going to allow it to occur haphazardly or will a postvention program be developed to promote constructive grieving, ways of helping others, and understanding of death and people in crisis.




Postvention Plan
	What follows is intended to be a practical step-by-step outline of the tasks to be accomplished in planning a school’s response to tragedy. The planning process should begin, of course, long before the event occurs. It may be initiated by anyone recognizing the need for a postvention plan; however, the cooperation, support, and, hopefully, leadership of key school personnel must be obtained before meaningful planning can take place. That is, the principal, superintendent, and guidance staff clearly needs to be involved and preferably also key teachers, coaches, school psychologists and social workers, nurses, and administrative assistants. Some involvement of an outside expert or consultant may be helpful at varying stages of the planning process. At times in the process it is extremely important to consider the roles that custodians, secretaries, cafeteria workers, substitute teachers, bus drivers and student leaders may play in the planning and/or implementation of the postvention program.

Each school needs to plan how it will carry out the 19 tasks outlined below. A report containing plans for how each task will be accomplished constitutes the postvention plan and should be available to all school personnel. It should be periodically reviewed, especially by the administrative and guidance staff, to update it (key resource people and phone numbers may change) and to keep copies of it at home as that’s where the initial call about the tragedy may come.

To provide a context for the specific aspects of the postvention plan, we’ll assume that the school day after the earthquake would begin with an emergency staff meeting before school followed by each faculty member facilitating a short discussion of what has happened in the homeroom or first period class. Discussion of feelings about what’s happened should be allowed to take as much class time as seems appropriate. A regular school schedule should be followed, but with great flexibility in allowing students to talk in the hallways, go to various individual and group counseling rooms provided, sit quietly in pairs on the stairway, be excused from tests and homework, etc. The structure of a regular school day provides some security and routine in a suddenly topsy turvy world while the wide latitude given students allows grief to be expressed.

_________________________________________
*Reprinted with permission from Thomas T. Frantz


Postvention Plan (Continued)

	A variety of school and community personnel will be available to help students during the day. After school a second general staff meeting is held to review the day and prepare for tomorrow.

1. Selection of the Crisis Response Team. A crisis response team of perhaps three to five members with authority to make decisions in the time of crisis needs to be chosen. The team is responsible for both planning and implementation of postvention. Among its members should be staff who have some respect in the school, are sensitive to student and faculty needs, are committed to personal involvement in a crisis response, are able to be decisive, and who are relatively calm under fire. The crisis response team would conduct planning for the remaining tasks and, along with the building principal if he or she is not on the team, be responsible for carrying out the school’s response to a suicidal death on the days succeeding it.

2. Identification of Media Liaison Person. One person within the school district should be designated to handle all contact with newspaper, television, radio, and magazine reporters and shield school personnel from media intrusion. Media personnel should not be allowed in school. All school students and staff should be firmly instructed to refer any phone or personal contact, whether in school or at home, to the media liaison person whose phone number should be readily available and who should receive instructions on what information to release from the crisis response team. A press release should be prepared to serve as a basis for talking with the media. In general, the less publicity death receives the better.

3. Identification of Family Liaison Person. The crisis response team should designate a representative of the school to initiate immediate and appropriate contact with the family of the dead student, to express the empathy and concern of the school, to answer parents’ questions regarding school plans; to ascertain family wishes and plans regarding funeral, wake and memorials; to discretely obtain the information about the death and the circumstances surrounding it; and to offer to help the family with support, contact with community resources, or perhaps tangible help like driving, food, babysitting, or talking with siblings. The family liaison person should be educated about helpful and unhelpful responses to grieving people, be sensitive to family privacy, and use intuition about maintaining some contact with the family during the weeks ahead. The crisis response team may choose one family liaison person for all situations or a different one may be designated for each crisis based on the person’s relationship to the deceased student or his/her family.

4. Organization of Staff/Telephone Network. A telephone network or tree should be developed wherein each school staff member is called as soon as possible after the incident has occurred, given the brief basic facts, and notified of the time and place of the emergency staff meeting to be held usually before the next school day. Care should be taken to reach not only faculty, but all auxiliary and related personnel as well. Furthermore, selected staff members in schools throughout the district should be notified, particularly in schools attended by siblings or schools from which support staff may be borrowed to help during the crisis.




Postvention Plan (Continued)

	5. Identification of Crisis Consultant. Despite the expertise and capabilities of school staff, it is recommended that a consultant from outside the school be chosen with whom an agreement is developed to offer assistance to the school in the event of a tragedy. The principal, guidance counselor, or most experienced members of the crisis response team may know the student who has died and thus be personally affected by the death, making it difficult for him or her to play their usual leadership role. Additionally, trained experts in grief or trauma are probably more experienced in coping with tragedy and knowing what helps in time of crisis than most school staff. The role of the consultant should be to assist with or review the postvention plan with the crisis response team, address the emergency staff meeting, generally be available for intervention or feedback during postvention, and to support school staff during the crisis.

6. Identification of Community Response People. Experienced counselors, psychiatrists, clergymen, psychologists, or social workers from the community should be identified and contacted ahead of time to ascertain their availability and willingness to help in one or both of two ways: first, to come to the school on the day after the tragedy and be available to talk with students needing support or counseling; and second, to agree to see professionally and immediately (or as appropriate) students or staff referred by the school. Lists of these professionals should be clearly posted in school on the days following the death(s).

7. Develop Suggestions for Classroom Discussion. During either the homeroom or first class period, whichever is longer, each teacher should announce to the students what has happened, give the pertinent facts about the tragedy in a low key, unsensational manner, describe the schedule for the day and mention the people and places in school where help is available. The purpose is to ground the students in reality, reduce rumors and gossip, provide an accurate basis for discussion and grieving, and assure the students that help is here if they need it. Once the students are informed, the teacher should allow for and facilitate a discussion encouraging students to share their reactions, thoughts and feelings to what has happened, recognizing that, while many students will have heard about the death before, others may not know until the teacher announced it.

Some schools prefer the equally acceptable plan of having the principal make a brief announcement of the death at the time of morning announcements, after which the teachers will add some information and lead class discussion. Tragic news is usually best delivered by the person with most authority.

Since following the announcement of the death, however it is made, the classroom teacher will facilitate student discussion which will be a new and difficult experience for most teachers, the crisis response team should develop and distribute guidelines for conducting such a discussion. An in-service training session should be devoted to explaining the postvention plan and suggestions for facilitating class discussion ought to be the main focus of that training. Some guidelines for such a discussion are offered at the end of this paper.




Postvention Plan (Continued)

	8. Identification of Crisis Center and Counseling Room. One room with a telephone needs to be set up as a general headquarters and information center. Someone (perhaps the principal’s secretary, the media liaison person, or a member of the crisis response team) should be designated to be in that room at all times during the day after the tragedy to relay information and answer questions on how to locate the principal, superintendent, school nurse, school psychologist, crisis response team, etc.

Additionally, rooms should be set aside and their existence clearly publicized the day after the earthquake for individual and small group counseling or where students can go to talk and not be alone. Each room should be manned by a school or community resource person. One of these rooms, though loosely supervised by a staff member, may be designated as a quiet or respite room where a student can go to be alone and silent.



	9. Formulation of School Policy on Funerals. Wakes, funerals, and other rituals around death usually serve a useful purpose in acknowledging and accepting the death, beginning the grieving process, and letting people know they’re not alone. The crisis response team needs to formulate a school policy on funerals which addresses questions like: Will the school be closed for the funeral? Will staff and/or students be given permission to attend the funeral? Will notes from parents be required for students to attend the funeral or memorial service? Will the school provide bus transportation to the funeral? Will students absent the day of the funeral be penalized? How will teachers who insist on having a test on the day of the funeral be handled? Will any in-school memorial services be held?

Each school needs to answer these questions for themselves. Our general suggestions are to allow or encourage students and staff to attend the funeral—the students preferably with parental permission. It is best nonetheless to run a regular school schedule and not usually offer special transportation to the service. Penalties to students in the days after the death should be few, and in most cases, the school is better off not setting up its own memorial service.

Special arrangements may need to be made in the rare instance when the family has no wake, a closed funeral, or no funeral at all. In such cases, the school may need to organize or at least allow some special memorial service to take place.




Postvention Plan (Continued)

	10. Formulation of Policy or School Memorial. The crisis response team, perhaps in conjunction with student leaders, needs to formulate a policy on what sort of memorial is appropriate to pay tribute to the person who has died. Will the flag be flown at half mast? Will a special page be set aside in the yearbook and who will write it? Will parents be consulted about a memorial? Does the class of the student who died want to establish a scholarship in the student’s memory? Will a special event like a swim meet, school play, or class day be dedicated to the deceased student? Will a plaque be placed in the school? Will a tree be planted in the student’s name?

The implementation of this policy on memorials is an excellent place to involve students and can provide a task which helps them channel their grief into a constructive goal while giving them a reason to come together, which may allow them to share with and support each other. It is often best to invite those students closest to the deceased student to plan the memorial to that student.



	11. Interface with Student Leaders. Postvention is best handled by the school staff and community people, but the crisis response team should consider what role student leaders could play. Should there be a student member on the crisis response team? If there is a peer counseling program established, how will peer counselors be involved in the aftermath? This is not to say that student leaders should have a role in postvention; rather it is to ask the crisis response team to consider whether they should, and if so, in what way.

12. Availability of Readings on Death. Many people affected by death find great comfort or help in reading about the grieving process, other people’s experience with death, death itself, or suggestions on how to be helpful to their friends in a time of crisis. Accordingly, the school librarian should be prepared to place on an easily accessed table or counter a number of books or pamphlets on death, grief, and earthquakes to be readily available for those students and staff who may find them helpful.

13. Plan for Calling in Substitute Teachers. Owing to their own grief or personal difficulties with death, some teachers may be unable to function normally, let alone help with student reaction. This coupled with the difficulty in predicting the extent of student needs leads to the suggestion that the crisis response team develop a plan for calling in a number of substitute teachers who will be available to fill in, in whatever ways the day’s events dictate. Perhaps they won’t be needed, but their presence will allow flexibility in use of school resources to meet student needs.




Postvention Plan (Continued)

	14. Plan for Morning-After Staff Meeting. The school day following the tragedy should begin with an emergency meeting of all school staff, teachers, custodians, nurses, counselors, administrators, substitute teachers, cafeteria workers, resource room volunteers, etc. and including the community resource people. Thirty to forty-five minutes should be allowed for this meeting, which should take place before the normal start of the school day. The meeting has two purposes, the first handled by the building principal, the second by the crisis consultant.

The principal should begin the meeting by announcing what has happened, giving as much information about damage, death, funerals, and family wishes as possible. Staff will function best if they’re well informed. Succinct staff questions should be answered and the plan for the day should be spelled out, including introduction of community resource people, media and family liaison people, and crisis response team, location of the crisis center room and counseling rooms, and plans for the after-school staff meeting.

The crisis consultant will then address the group on what to expect from and how to respond to students, what to say in the homeroom or first class, special issues raised by the earthquake, and the importance of paying attention to the staff members’ own feelings and reactions about the death.

15. Identification and Contact with At-Risk Students. Through the telephone networking and other channels the crisis response team should make an intense effort to identify two kinds of at-risk kids: boyfriends, girlfriends, and close friends of the dead student; and students who are known to be depressed, under great stress, or readily set off for other reasons.

Each identified student should be contacted sensitively and privately by a school staff member to assess his/her current state, let the student know someone cares, and offer individual counseling or support at any point in the day and days that follow. If serious cause for concern is detected, the student’s parents may be notified to helpfully insure their support. In certain instances the at-risk student’s closest friend or friends may be notified for the same reason.

Additionally, those close friends of the deceased student may be invited and encouraged to meet as a group with a trained counselor to share their feelings, facilitate their grief, and feel their mutual support.

16. Drafting a Letter for Parents. During the school day a letter to parents should be drafted so it can be sent home with the students. The letter should sensitively and succinctly state what has happened, how the school has responded thus far, plans the school has for the coming days, suggestions on being especially aware of and supportive to their child, names and phone numbers of community resources to call for information or help, and an announcement of the parent/community meeting.




Postvention Plan (Continued)

	17. Plan for After-School Staff Meeting. At the close of the first school day after the tragedy, a second staff meeting should be held for all school staff. The meeting may be led by the principal or the crisis response team. The purpose is to review the day’s events, attending to what went well and what didn’t, identifying which students staff are most worried about and how to help them, making any needed adjustments in the postvention plan, enunciating continuing postvention plans, and allowing staff to raise questions for the crisis consultant or response team.

18. Plan for Evening Parent/Community Meeting. Plans for a parent/community meeting to be held a day or two after the funeral should be formed by the crisis response team. Experience shows that such a meeting may be more important in a small or isolated community. The principal, crisis response team, and crisis consultant should speak at the meeting with the crisis consultant bearing the brunt of the load and emphasizing what to expect during the grieving process and how to be helpful to students and adults affected by the earthquake. While such a meeting is not essential, it usually is helpful to community people even if not directly affected by the tragedy and allows the school to perform a constructive community service.



	19. Plan for Postvention Evaluation. After the crisis is over usually a few weeks following the tragedy, there will still be some students and perhaps staff who will be grieving deeply and need support or counseling for some time to come. However, for most of the school, life will be more or less back to normal. During the time after the crisis, the crisis response team needs to organize a meeting of those staff most directly involved in postvention to discuss and evaluate the postvention process. Prior to the meeting feedback should be solicited from other people who were involved in postvention. This information can be fed into the postvention evaluation meeting. Of course, the purpose of the meeting is to ascertain what worked well and what didn’t, what modifications in the postvention plan are needed, and to thank or give feedback to those who helped the school cope with the crisis.




The Issue of Staff Grief
	Responsibility for carrying out the postvention plan is on the shoulders of various school staff members, some of whom will have known, perhaps been close to, the student who died.

Other key staff may be experiencing painful turmoil in their own lives. A student’s death will cast grief over the school. The staff will be trying to help students cope with grief. The first principle of grief work is to be aware of and pay attention to one’s own grieving process. The nature and strength of a teacher’s feelings will affect—perhaps to help, perhaps to interfere with—students’ grief.

Therefore, to best prepare for postvention following a death, the crisis response team, cognizant of staff being (intended or not) role models for student grief, should organize an in-service training day focusing on the losses, grieving styles, coping mechanisms, and feelings about death experienced by staff members. The in-service should contain two sessions, one didactic and the other experiential, and be conducted by the crisis consultant.

The didactic portion should consist of an explanation of grief and the process people go through when a loved one dies. Issues such as how long the grieving process may take, phases one goes through, feelings of going crazy as a normal part of grief, what helps and what to say to people in grief, and especially the influence of coping with past losses or current reaction to death should be discussed.

Experientially, the session should help people become aware of their own grieving process—their own unique ways of coping with loss and death. In pairs, triads, or small groups, each person may be asked to think back over his/her life about the losses he/she suffered (to death or otherwise), to describe one or two of these losses, share how he/she reacted, coped and grieved during those times, and recall what helped or didn’t help.

There are two reasons for this exercise. First, people grieve a current death in much the way they’ve grieved other losses in their lives. When death occurs, people don’t leisurely decide how they’re going to grieve; they react immediately and begin to respond the only way they know how, the way they’ve learned over years of coping with losses. People don’t change their style of grieving in a crisis; so focusing on one’s grieving style will provide a good indication of how that person will react when a student death occurs. Thus, staff can know what to expect from themselves and what they’ll need in the crisis.
Second, people have a tendency to judge others through their own eyes and hence assume that other people will or should react to and grieve the death they way they do. This tendency is nearly always unhelpful and interferes with the staff member’s ability to respond to student or other staff needs following the earthquake. Awareness of one’s own grieving tendency makes it more likely that he/she can set that tendency aside for a time and be open to helping other people cope in their own way.

The Issue of Staff Grief (continued)
Knowledge about grief in general and one’s own grief in particular, will increase the self-confidence of staff members, thus enabling them to talk with, listen to, and help students in the aftermath of an earthquake.

__________________________________________
*Reprinted with permission from Thomas T. Frantz

	


Suggestions on Leading Class Discussion of Death
	One or more of three paths can be followed in leading a class discussion following the death of a student. First, mention in a kind and sensitive way what has happened and then simply open the floor for whatever anyone wants to say by saying something like: “This has come as such a shock to all of us. It’s so hard to believe. Do any of you have any reactions or feelings or thoughts about ____________________’s death?” If it’s a vocal group or emotions are high, this simple offer may be all that’s needed for students to begin sharing their reactions.

Second, reference can be made to some aspect of the crisis and specific questions can be directed to the class about the concern. For example, the teacher can mention that the funeral will be at 1:00 p.m. tomorrow and that any student who wishes to, may attend; then follow this by asking, “How many of you have ever been to a funeral?” and asking some of those with their hands up whose funeral they went to and what it was like, was the casket open, what did people say at the funeral, etc. This more direct cognitive approach may be easier for some students to respond to. The teacher may choose to share his or her funeral experience with the class as well.

Third, depending on the teacher’s own state of mind or his/her assessment of the mood of the class, the teacher may express his/her own emotional reaction in a very feeling way to the class and perhaps be silent for a moment afterwards to see if it triggers any student response. For example, a teacher may say something like, “I was 12 years old when my dad died. I was so scared I could hardly talk, but all I could think of was I better not cry because my mother’s going to need me to take care of my little sister,” etc. or “Last night when Mr. ____________________ called to tell me what had happened, I thought he was joking and said, ‘If you think this is funny, you’re wrong!’ When I realized he was serious, I hung up the phone, slammed my fist on the table, and thought “What a rotten thing to happen.” I couldn’t get to sleep wondering all night what was going through her mind as she died and I kept getting sadder and sadder.”




	Emotion begets emotion. A genuine, honest heartfelt response by a teacher will be more likely to elicit an emotional response in a student than will a cognitive or light response. Death is a great leveler. Neither teacher nor student fully understand it, has an answer for it, nor knows how to make it better. Though used to being cast in the role of expert, few teachers are experts on death; so it’s phony to try and play that role. It’s far better to be human with your students, showing your feelings if you can, and modeling that it’s OK to be upset or grieve when someone dies.

Being only human, some teachers may know themselves well enough to realize they are simply unable to lead a class discussion on death, in which case they may ask a counselor or someone to come to their class and take over the discussion.

__________________________________________
*Reprinted with permission from Thomas T. Frantz


When to Refer a Child to Mental Health Professionals
Preschool and Elementary School Students

	There is a wide range of normal reactions following a disaster. Usually, these reactions can be handled by support at home and at school. However, this is not always the case. As teachers you may need to recommend professional intervention to some parents. In making such a referral, it is important to stress that it is not a sign of failure if parents find that they are not able to help their child by themselves. It is also important to note that early intervention will help the child return to normal and avoid more severe problems later. Young children are the ones most likely to act out the tensions within the family. Family participation in the consultation or treatment is always desirable.

Consider referring the family for professional help if the child:

· Seems excessively withdrawn and depressed; does not respond to special attention or attempts to draw him/her out;

· Engages in overly self-destructive behavior such as holding his/her breath, head-banging, eating inedible objects or substances, intentionally injuring self or having repeated “accidents” that result in injury;

· Continues to have physical complaints (such as diarrhea or constipation) after clearance by pediatrician;

· Acts out in an excessively aggressive manner that poses a danger to children or adults around him/her.

If any of the symptoms described in the next section (Emotional and Behavioral Reactions of Children to Disasters), persist 2 to 4 weeks after the disaster, special attention may be required. It is important to watch for significant changes in the child’s temperament or personality. A normally excitable child who becomes docile and quiet, or a quiet, obedient child who becomes aggressive and belligerent, may be demonstrating an inability to cope with stress.

Children who have lost family members or friends and children who were physically injured, or felt that they were in life-threatening danger, are at special risk. Children who have been in previous disasters or who are involved in a family crisis (e.g. parental separation) in addition to the disaster may have more difficulty coping. Counseling may be recommended when these circumstances exist or when the student is unfamiliar and is showing unusual behavior.


Emotional and Behavioral Reactions of Children to Disasters

	The reactions of children to disasters are affected by five important factors:

1. A child’s perception of adults’ reactions to the disaster.

2. The amount of direct exposure the child has had to the destruction of the disaster.

3. A child’s developmental age.

4. The existence of family or other problems prior to the event.

5. Prior experience in another disaster.

Preschool:  Ages 1 to 5

· Children this age are particularly vulnerable to changes in routine.

· They lack the ability to verbalize their feelings and the conceptual skills to cope with sudden stress.

· They are affected by the reactions of family members and school personnel.

· Some of the common emotional and behavioral reactions to a natural disaster include:

· Denial of the event, or no reaction whatsoever.

· Nervousness.

· Irritability.

· Disobedience.

· Hyperactivity.

· Tics.

· Speech difficulties.

· Anxiety about any separation from parents.

· Shorter attention span.

· Aggressive behavior.

· Sudden bursts of tears.

· These typical responses can manifest themselves in the following physiological reactions:

· Loss of appetite or overeating.

· Indigestion or vomiting.

· Bowel or bladder problems.

· Sleep disorders and nightmares.




Emotional and Behavioral Reactions of Children to Disasters (Continued)

	· Stress in these children may result in the following regressive reactions:

· Resumption of bedwetting.

· Thumbsucking.

· Fear of:

· Darkness.

· Animals.

· Monsters.

· Strangers.

· Actions you can take in the classroom to alleviate some of this stress include:

· Re-establishing comfortable routines.

· Providing opportunities for children to express their feelings both verbally and nonverbally.

· Giving ample physical comfort (e.g., hugs, holding hands).

· Physical re-enactment of the disaster.

· Patient and repetitive clarification of what actually took place.

Early Childhood: Ages 5-11

· Regressive behaviors are especially common.

· Children may become withdrawn and/or more aggressive.

· They may be particularly affected by the loss of prized objects or pets.

· Some of the common emotional and behavioral reactions include:

· School phobia.

· Withdrawal from friends.

· Hyperactivity.

· Irritability.

· Disobedience.

· Inability to concentrate.

· Repetitive talking about their experience.

· Aggressive behavior.

· These typical responses can manifest themselves in the following physiological reactions:

· Headaches.

· Nausea.

· Sleep disturbances.

· Persistent itching and scratching.

· Complaints of visual or hearing problems.




Emotional and Behavioral Reactions of Children to Disasters (Continued)
	· Stress in this age group may result in the following regressive behaviors:

· Increased competition for attention.

· Excessive clinging.

· Wanting to be fed or dressed.

· Engaging in habits they had previously given up.

· Actions you can take in the classroom to alleviate some of this stress include:

· Giving additional attention and consideration.

· Temporarily lessening requirements for optimum performance in academics.

· Providing opportunity for structured but undemanding chores.

· Encouraging verbal expression of thought and feelings about the disaster.

· Encouraging physical activity.

· Rehearsing safety measures to be taken in future disasters.



	Preadolescent:  Ages 11 to 14

· Peer reactions are very important to this group.

· They need to know their feelings are typical.

· Survivor’s guilt might emerge in this age group.

· Group discussion can be effective in reducing the sense of isolation.

· Some of the common emotional and behavioral reactions include:

· Disruptive behavior.

· Sadness or depression.

· Resistance to authority.

· Loss of interest in hobbies and peer activities.

· Inability to concentrate.

· These typical responses can manifest themselves in the following physiological reactions:

· Complaints of vague aches and pains.

· Overeating or loss of appetite.

· Skin disorders.

· Sleep disorders.

· Actions you can take in the classroom to help alleviate this stress include:

· Reassuring them that their responses are typical.

· Teaching them that with time they will be able to function and concentrate again.

· Giving them additional consideration and attention.

· Encouraging verbal expression of feelings.

· Providing structured but undemanding responsibilities.

· Rehearsing safety measures to be taken in future disasters.

· Encouraging physical activity.




Emotional and Behavioral Reactions of Children to Disasters (Continued)

	Adolescent:  Ages 14 to 18

· These children may have extreme fear that their reactions might differ from the peer group.

· They may be frustrated by their lack of adult responsibilities.

· Some of the common emotional and behavioral reactions for this age group include:

· Marked increase or decrease in physical activity level.

· Expression of feelings of inadequacy and helplessness.

· Delinquent behavior.

· Depression.

· Increased difficulty in concentration.

· Extreme mood swings.

· Actions you can take in the classroom to alleviate this stress include:

· Encouraging discussion of the disaster with peers and adults.

· Temporarily reducing expectations of academic performance.

· Encouraging involvement in school rehabilitation and recovery efforts.

· Encouraging resumption of social activities.




Guidelines for Student/Staff Sudden Death

Following a traumatic death, people can feel a sense of loss for at least 2 years.  Frequently, aftereffects are felt as a pervasive sense of malaise among students and school staff.  School staff can be devastated well into the next school year, and there may be a change in attitude toward teaching.  Some staff may increase their emotional distance from students.  Students tend to be fearful of getting close to one another, fearing the loss of another classmate or friend.  The need to cope adaptively is necessary.  These guidelines are written to help deal with these concerns and to establish procedures for student sudden death.

Guidelines
Day of a Sudden Death

1. Upon notification of the sudden death of a student or staff member, the building Principal will notify the Director of Student Services or the Administrative Assistant for Guidance and Counseling.  One of these individuals will notify the Superintendent and the Assistant to the Superintendent for Communications.

2. The Principal will initiate a “call tree” to all faculty and support staff, informing them of the sudden death and requesting their arrival at school 30 minutes earlier to attend a special faculty meeting.

3. Telephone conferences with the district’s crisis team will be held to plan tentative activities for the next day (the day after the sudden death).

First Day After a Sudden Death

1. The school Principal meets with the crisis team 30 minutes before meeting with faculty to plan the aftermath of the sudden death.

2. The Principal reviews the available facts of the case with all faculty and support staff to dispel rumors, to discuss the plan of the day, and to allow for faculty and support staff to express feelings.  Faculty/staff are encouraged to lend support to one another.

3. A member of the district crisis team describes some of the feelings the students may be experiencing following the death of a classmate:  disbelief, anger, denial, sadness, and loss.  Suggestions are reviewed on ways to handle expressions of grief in their classes.

4. A crisis center will be established in the school building.  Additional Student Services staff from other buildings may be called in to assist with the crisis.  A member of the crisis team will make phone calls to parents of students who are particularly upset or may be at risk.  The crisis center may be kept open after school hours and into the evening to assist students, parents, and staff.

Guidelines for Student/Staff Sudden Death (Continued)

5. Peer helpers may be assembled to work through their feelings, and the crisis team will offer them some guidelines for helping troubled students.

6. A letter from the Principal may be sent home with students notifying parents of the sudden death and providing them with information regarding the stages of grief and listing reading materials that are available in the school media center on the subject of death.

7. School staff are assembled at the end of the school day.  The Principal or his/her designee conducts the meeting and does the following:

a. Allows for the expression of feeling and mutual support.

b. Reviews the events of the day.

c. Reviews the characteristics of high-risk students (those who seem especially upset or depressed or show other signs of not coping well) and compiles a list of staff observations of distressed students’ reactions during the day.

d. Announces the funeral arrangements.  Staff may be encouraged to attend if they feel a special need or to provide support to students and their families.

Day Following a Sudden Death

Crisis team members continue crisis intervention, answer phone calls of anxious parents, and meet with concerned staff as necessary.

Guidelines for Developing Policies and Procedures
Youth suicide will not decrease without community prevention and intervention efforts.  School districts are positioned to provide leadership for prevention programs.  The following guidelines for creating policies and procedures to address suicide are offered to school districts in the hope that they will lead to the development of operational procedures which can be followed by school district personnel.

In developing policies and procedures, several important principles should be remembered.

1. Parent contact.  Parents should be contacted whenever their child is presenting a danger to him or herself or to others.

2. Screening.  School personnel should be available and accessible to students needing to communicate personal concerns.  School personnel should be trained to screen for suicidal ideation.  Substance abuse, psychiatric illness, chronic running away and physical or sexual abuse can place children at-risk for suicide.

Guidelines for Student/Staff Sudden Death (Continued)

3. Home-school-community communication system.  A contact person at the school should set up a home-school-community system to monitor the activities of students identified as potentially suicidal.

4. Referral.  Students who have serious problems or make suicidal threats or attempts should be referred to psychiatrists, psychologists or counselors who are trained and licensed to treat suicidal youth.

While it is not the responsibility of either the special education staff or the school officials to provide treatment, it is the responsibility of schools to protect children when they are at school.  The procedures described below may help to prevent suicides and to protect schools from liability if a suicide does occur.

Steps to Follow

To establish policies and procedures that prepare school districts for crises such as suicide there are three general steps to follow:

Step 1  Community Involvement

Suicide is a social problem.  Consequently, it requires cooperate social solutions.  For schools to effectively intervene with suicidal students, a concerted effort must be organized among teachers and others in the caring professions, both inside and outside the school system.

The community group should develop suicide prevention policies and procedures.  Involvement of a broad cross section of the community will increase commitment and create a network of professionals seeking a solution to the suicide problem.

Before writing policies and procedures, the school district should gather information about available community resources, including the names and addresses of contacts to whom schools can refer students and families in times of crisis.  The referral network might include mental health centers, private hospitals, psychiatrists or psychologists in private practice, churches, and local law enforcement agencies.

Having many agencies involved in the suicide-prevention program will expedite training of suicide-prevention staff and will guarantee the availability of a range of support services in the event of a suicide threat, attempt or completion.  Various agencies working together should be better able to identify and solve community problems that may increase the risk of youth suicide than any one agency working alone.

The school district should develop a network among the schools and other public agencies to exchange information about suicidal students who need support services.  The challenge in establishing such a network will be to exchange significant information while protecting the student’s right to confidentiality.
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Step 2  Develop Written Policies
The school district should write suicide-prevention policy based on an analysis of community needs and careful study of the role of the schools in the community.  The policy should be evaluated on a regular basis to ensure continuing responsiveness to community need.

The following is an example of a possible board policy:

The board has committed itself to providing the leadership within the community to act in concert with other organizations and agencies to develop a community-wide approach to dealing with the problems of youth stress, depression, and suicide.  The board feels it is imperative that cooperative planning and action be taken among all agencies and persons involved with youth in identifying, preventing and intervening in stress, depression and suicide among our youth.

The board’s concern is reflected in the district’s stated goal “to increase community awareness of the needs of at-risk youth and to improve the district’s ability to educate and assist those students.”  The board supports the cooperative community-wide development of specific administrative procedures and training strategies to assist youth in crisis and their families.

Step 3  Develop Written Procedures

Policy statements should be refined into specific procedural guidelines that prescribe specific action to be taken in the event of a suicide threat, attempt, or completion.  The procedures outlined below are applicable to four kinds of situations that may arise:

1. Suspected suicidal ideation

2. Suicide threat

3. Suicide attempt

4. Suicide completion

The sequence of actions described in the four situations below should be adapted to the existing circumstances and/or procedures in individual school districts.

1. Suspected Suicidal Ideation

Staff must be trained to recognize a suicidal ideation, understand what their responsibilities are when an ideation occurs, and know what action to take.
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2. Suicide Threat

In the event of a suicide threat, the following actions should be taken:

a. Have an appropriately trained staff member such as a school psychologist or counselor trained in suicide assessment evaluate the risk and provide immediate crisis intervention services to the student.  Threats of suicide should never be taken lightly.

b. Remove the student from any area containing any dangerous substances and/or implements, and remove any dangerous substances or implements from the student.

c. Do not leave the student alone until either it is determined that the student is no longer in danger, or until that student has been referred to appropriate treatment.

d. Notify the parents.

e. Have the contact person at the school set up a home-school-community communication system and notify other school personnel about the need to monitor the student.

3. Suicide Attempt

In the event of a suicide attempt (defined as any behavior or gesture that indicates an intent to take one’s life) the following actions should be taken:

a. Treat it as a medical emergency.  Call Emergency Medical Services, if necessary.

b. Have a staff member stay with the student at all times.

c. Remove all dangerous substances and/or implements from the student and from the area.

d. Notify the parents immediately.

e. Have an appropriately trained staff member assess the situation and provide crisis intervention services.

f. Involve psychological or consultation services through the community referral system.
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g. Have the contact person set up a home-community communication system and notify other school personnel (school administrators, counselors, nurses, and teachers) about the need to monitor the student.  If appropriate, the school could develop and implement an Individual Assistance Plan with the student, school, family, and other involved agencies.

h. Urge parents to seek immediate treatment for the student.  The district should document any such encouragement and the parents’ response.  If the parents do not respond, the student should be referred to Child Protective Services.

4. Suicide Completion

If a suicide is completed, the following actions also appropriate to a suicide attempt should be taken:

a. Treat it as a medical emergency and call Emergency Medical Services.

b. Have a staff member stay with the student.

c. Notify the parents immediately.

d. Notify staff members.

In addition, the following actions should be taken:

a. A school crisis team meeting should be called.  The crisis team should be organized prior to a crisis and should include school and/or district administrative, counseling and psychological services staff, teachers, and nurses.  Professionals from outside the schools also may be included, such as psychiatrists or psychologists, community mental health professionals or emergency response mental health personnel.  After a suicide completion, the crisis team should identify students who are at the highest risk for suicide, including students who were close friends of the victim, students who seem particularly troubled by the suicide, students who have themselves made suicide attempts, or other high-risk students with poor coping skills.

b. The Superintendent’s office should be notified about the suicide and the post-suicide plan should be implemented.

c. All building personnel should be notified about the suicide and the post-suicide plan should be implemented.
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d. Factual information about the suicide should be communicated to school staff and to the students.  Rumors should be dispelled.  General announcements of the suicide are not recommended, unless accompanied by counseling and educational support in all classes.

e. Parents of any students expressing strong emotional reactions or suicidal ideation should be notified.  Those parents should be urged to seek treatment for their children.

f. Members of the crisis team should make presentations to each class in which the student was enrolled and discuss the facts of the student’s suicide and the futility of suicide.  All students who want to discuss the subject further should be urged to see the school counselor or other specially trained staff.  If any students are experiencing strong emotional reactions, their parents should be notified and the students should be referred for treatment.

g. All teachers should set aside time for students to discuss their reactions to the tragedy, and students who seem very upset should be referred to the counseling team.

h. Counseling services should be made available to those students who have been identified as at-risk for the length of time that the crisis team deems necessary.  Referral for treatment to community agencies or hospitals should be made, if appropriate.

i. School in-service sessions and counseling time should be made available to all school personnel to help them deal with their own reactions to the suicide.

j. Neither the student nor the suicidal act should be glorified or memorialized in any way.

While the procedure should clearly state that the special education assessment process should not be used in lieu of immediate parental notification or as the initial resource in assessing risk when more immediate steps are obviously indicated, provisions should be made for the referral of a suicidal student for special education assessment.

The teaming process used for determining eligibility for the seriously emotionally handicapped area can be helpful in determining which staff and resources are available to intervene with a student, who, while not determined to be immediately at risk, may evidence behaviors that suggest a high-risk profile for suicide.  The procedures also should suggest that during the assessment process, interventions should be implemented that diminish suicidal risk, for example, parental contact or involvement, use of school staff who offer a safe and supportive environment, and disciplinary approaches that do not increase the student’s sense of failure.  It is extremely important to secure the cooperation of family, friends, school personnel, neighbors, and others who will assist in providing support and supervision for the student.  Parents must be warned that a suicidal student should not be left alone.

Another important suggestion is (and should be standard practice for any special education program) to secure written parental permission for the school to communicate directly with treatment providers.  The treatment plan and the school intervention plan must work closely together, not at cross purposes.

General Prevention Strategies
Ninety-five percent of youth suicides can be prevented.  Only five percent of the adolescents who attempt suicide display psychotic symptoms such as disorientation, hallucinations or thought disturbances and are intent upon self-destruction.  Further, poor school adjustment–including poor grades, truancy and discipline problems at home or school–may contribute to a student’s level of risk.  The school may want to consider implementing preventive measures with school personnel, students and parents as suggested below.

School Personnel

School staff often feel anxious when confronted with a teenager who say he or she is suicidal.  That anxiety often is the result of inadequate training in dealing with self-destructive behavior.  For a school to have an effective intervention program, however, staff members must become involved with troubled youth.

Certainly suicidal young people should be referred for professional help, but equally important is the support they receive in relationships with other caring people, be they teachers, parents or friends.  Early intervention by any caring person can be a lifeline to be grasped while other steps are taken.  Training school staff to recognize potentially self-destructive students carries little risk and could save lives.

Training and utilization of school personnel should include the following:

1. In-service training on stress in children and adolescents and methods for reducing stress in a school environment.

2. In-service training on recognizing the signs of substance abuse, sexual abuse, physical abuse, depression, and other handicapping disorders that could make a student suicidal.

Early identification should be emphasized.  Referrals can be made to the crisis team with follow-up memoranda of all referrals.  Educators must become better observers of students’ behaviors, more supportive, and less prone to labeling of deviant behavior when it occurs in their classrooms.
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3. Delegating the leadership for implementing a youth suicide prevention program to a crisis intervention team selected from willing and qualified faculty.

The team may consist of administrators, guidance counselors, school psychologists, nurses, social workers, or qualified teachers.  A supportive staff member such as a secretary may also be very effective on a crisis team.

a. Selecting one member from the team (preferably by the team) to be the team’s formal leader.

b. Educating the team members about crisis intervention techniques, including the philosophy that crisis intervention is not psychotherapy, but is an easy way to restore students to their former emotional and behavioral states.

c. Emphasizing the importance of follow-up of referrals.  A large number of students who may be at-risk never receive help, although help is desperately needed and often desired.  Schools should adopt policy concerning students who refuse help or are unable to receive needed help because of finances or lack of parents’ cooperation.

4. Developing written policies and procedures for dealing with suicidal or depressed youths.  Written policy or procedures on how to intervene with youths suspected of abusing drugs is imperative.  The policy can include the following:

· When and how to refer to the crisis team

· When and how to inform parents

· When and how to inform administrators

· When and how to counsel the youth

· How to obtain an assessment of the potential and capability of causing death (lethality)

· When and how to refer the youth to a mental health center

Students

Perhaps the most controversial part of a school-based suicide prevention program is teaching prevention to students.  Yet students may be the first to recognize that a friend or acquaintance may be suicidal.  Many times a potentially suicidal student will state his or her intentions to friends.  If students know the warning signs of self-destruction and know where to refer a friend, they can be a great resource in the suicide prevention effort.  Other steps the school may want to consider are as follows:
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1. Developing a health curriculum for every student with the following suggested topics:

a. Positive self-esteem with an “I’m okay, you’re okay” focus.

b. Effective interpersonal skills with peers and adults including beginning, maintaining, and terminating relationships.  (Learning social skills for dating and school activities can be beneficial.)

c. A positive attitude toward loss, failure, and grief.  (Learning how to fail is as important as learning how to succeed.)

d. Life skills, including decision making, values clarification and problem solving.

e. Stress management skills.

f. Substance abuse information and the effects of drugs on the body.

g. Depending on the community and school governing board stance, a component related to sexual topics and/or other health topics such as AIDS.

2. Developing a peer support program (sometimes called peer counseling) with components such as the following:

a. Youth-staffed hotline.

b. Problem-solving with a peer.  (Note:  The National Youth Suicide conference emphasized avoiding the phrase “peer counseling” as it can be misleading to students.  It is recommended that peer counseling be call peer “support” and the focus be on support.)

c. Self-help groups for maltreated teenagers and for other students who would benefit from a group experience, such as those whose parents are divorcing or those who have suffered the death of a parent.

3. Developing a pamphlet for youth on guidelines for recognizing maltreatment and ways to help maltreated peers.

4. Preparing school newspaper articles.

5. Presenting school plays or showing films on the problem of youth suicide and following up with resources for help.
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Parents

Parents are often aware that their children, or their children’s friends, are experiencing difficulties, but are hesitant to label such difficulties as serious or to consider these children at risk for suicidal behavior.

Schools can assist parents to become better observers and to identify times to seek help for their children by holding workshops to educate parents about indicators of substance abuse, depression, and suicide.  Workshops can focus on ways to prevent youth suicide and describe the relationships among substance abuse, depression, and suicide.

Parents should be educated on how to have more effective communication with their children.  Many parents, devastated by the suicide of a son or daughter, recall certain behaviors that may have indicated a potential for the suicide.  Others feel that there were no warning signs.  No parent can fully know what to expect, but there are things a parent can know and do that might prove helpful in saving a child.

Parents of young people should observe these guidelines:

1. Be aware that extreme behavior patterns are not necessarily normal or characteristic of all adolescents.  Such behavior may be a sign that a child is disturbed.

2. Don’t assume that bouts of depression by a child are just a stage that will pass with time.  For teens who have limited coping skills, mild depression can turn to deeper depression accompanied by thoughts of suicide or other forms of self-destructive behavior.

3. Be aware of a son’s or daughter’s involvement with school, peers and community.

4. Be empathetic when problems such as a failed romance occur.  For some adolescents, such perceived failures can create an emotional crisis.

5. Recognize that major changes in the family structure can be very difficult for an adolescent.  Such trying situations may include separation and divorce, living in a step-family or a change in residence or school.

6. When major changes in a child’s personality are observed, seek an opinion from a qualified mental health professional.

7. Work with school teachers and counselors when there is a problem.
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Conclusion
Having an effective suicide prevention program in a school depends on the participation of students and parents in all aspects of the program.  Excellent parental and student resources can be found in every school.

Involving parents and students in the development and implementation of a prevention program and delegating the responsibility for implementing the program to a trained crisis team is a good first step toward preventing youth suicide.

The next step is to enlist community support.  Identify community support services for youths.  If there are none, start some.  Schools also must maintain a collaborative relationship with community agencies involved in suicide prevention, education and intervention.  Outside agencies can serve as consultants, referral sources and trainers of staff and students.  By maintaining a collaborative relationship, follow-up of referrals can be better realized, particularly if there is a mental health liaison person at each school who can serve as the leader of a crisis team.

Many physicians and counselors in private practice may be willing to help with the problem of youth suicide and should be invited to do so.  A list of community resources dealing with the problems or adolescence should be developed and distributed to all youths and their families.

Although not all suicidal students will become the responsibility of the special education program, special education personnel and services are important to the effectiveness of a school suicide prevention program.  For exceptional students, an appropriate special education program may be an important contribution to suicide prevention.
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