G.
ADMINISTRATION and SUPPORT

1.
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 district officials 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 Appendix 1.

2.
Reports



A.
Initial Emergency Report

This short report should be prepared and transmitted by the Principal 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 Principal from the Incident Command Post during major emergencies or disasters.
C.
Other Reports

Several other reports covering specific functions are described in the annexes to this plan.

3.
Records



A.
Record Keeping for Emergency Operations

(Insert School Name) 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 local fiscal policies and standard cost accounting procedures.
B.
Activity Logs
1.
The ICP and the district office shall maintain accurate logs recording key response activities, including:

a.
Activation or deactivation of emergency facilities.

b.
Emergency notifications to local emergency services.

c.
Significant changes in the emergency situation.

d.
Major commitments of resources or requests for additional resources from external sources.

e.
Issuance of protective action recommendations to the staff and students.

f.
Evacuations.

g.
Casualties.

h.
Containment or termination of the incident.

4.
Incident Costs

A.
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.

5.
Emergency or Disaster Costs
A.
For major emergencies or disasters, the school participating in the emergency response 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

6.
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.


6.
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.

7.
Post-Incident and Exercise Review

A.
The Superintendent, District 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.
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