APPENDIX 1
Summary of Agreements and Contracts

Insert applicable agreements and contracts here for (INSERT SCHOOL NAME)
APPENDIX 2
Incident Command System Summary

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.

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. 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 (depicted in Appendix 2), 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 3 subordinates or more than 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 categories: assigned, available, and out of service.

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.

APPENDIX 3

Incident Command Structure

 Insert ICS staff assignments and back-up personnel assignments here


APPENDIX 4

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. 

APPENDIX 5

Classroom Teacher Buddy List

Guidelines for Preparing a Buddy Teacher List

· 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.
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APPENDIX 6

Phone Tree

Insert phone tree 

APPENDIX 7

Emergency Operations Planning Team
Title/Name 
Phone Number
Email Address 
Other

District Emergency 

Management 

Coordinator

Principal

School Resource/

Liaison Officer

Building & Grounds

Supervisor

Transportation

Director

Counselor(s)

Nurse(s)

Other Staff

APPENDIX 8

Emergency Contact Numbers
Public Safety Agencies Number

· General Emergency

· Police/Sheriff/Fire

· Poison Control 

· Local Hospital

District Contacts Number

· Superintendent

· School Safety

· Transportation

· Operations

· Food Services

· Health Services
School Contacts Number

· Principal

· Assistant Principal

· School Nurse

· Counselor

· School-Based Law Enforcement

· Resource Officer

· Maintenance Department

NOTE: Determine the appropriate sequence required to dial 911 from your sites phone system.

APPENDIX 9

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. 

APPENDIX 10
Same ‘School/Parent’ Letter
X/XX/XXX
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 District 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 their schools 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 to 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 District cable on Channel. In addition, information regarding day-to-day school operations will be available by calling the District Office.

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 School District Emergency Card. During an extreme emergency, students will be released at designated reunion gates located on school campuses. 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, also list an out-of-State contact on the emergency card, as calls may still be made out of the area while incoming calls are affected.

The decision to keep students at school will be based upon whether or not streets in the area are open. If this occurs, radio stations will be notified. In the event that a natural disaster takes place during the time that students are being transported, students will be kept on the bus and the driver will ask for assistance through radio contact with the school and district personnel. Any child who is home waiting for the bus will not be picked up (if roads are impassable) and remains the responsibility of the parent or guardian.

 In the event a natural disaster occurs in the afternoon, the driver will make every attempt to continue delivering the students to their homes. Should road conditions prevent the driver from delivering students to their home or to school in the morning, the students will be delivered to the nearest school site and that school will communicate with the home school to inform them of the students’ whereabouts.

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,

Principal

(Insert School Name) 

APPENDIX 11

Staff Skills Survey & Inventory

Name & School _____________________________/___________________________  _________



Name


School


Room #
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 your administrator.

PLEASE CHECK ANY OF THE FOLLOWING IN WHICH YOU HAVE EXPERTISE & TRAINING.

CIRCLE YES OR NO WHERE APPROPRIATE.

	_____ First Aid (current card yes/no)
	_____ CPR (current yes/no)
	_____ Triage
	_____ Firefighting


	_____ Construction (electrical, plumbing, carpentry, etc.)
	_____Running/Jogging/physical fitness


	_____ Emergency Planning
	_____ Emergency Management
	_____ Search & Rescue


	_____ Law Enforcement
	Bi/Multi-lingual (what language (s)) _________________________________


	_____ Mechanical Ability
	_____ Structural Engineering
	_____ Bus/Truck Driver
           (CDL yes/no)


	_____ Shelter Management
	_____ Survival Training & Techniques
	_____ Food Preparation


	_____ Military Experience (current 

           (reserves/national guard yes/no)
	_____ CB/Ham Radio Operator
	_____Journalism


	_____ Camping
	_____ Waste Disposal
	_____ Recreational Leader


DO YOU KEEP A PERSONAL EMERGENCY KIT? _____________ 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

DO YOU HAVE EQUIPMENT OR ACCESS TO EQUIPMENT OR MATERIALS AT YOUR SCHOOL SITE THAT COULD BE USED AN IN EMERGENCY? _________ YES _______ NO 

PLEASE LIST EQUIPMENT AND MATERIALS.

_____________________________________________________________________________________________

_____________________________________________________________________________________________

COMMENTS __________________________________________________________________________________

_____________________________________________________________________________________________

WHAT WOULD MAKE YOU FEEL MORE PREPARED SHOULD A DISASTER STRIKE WHILE YOU WERE AT SCHOOL?

_____________________________________________________________________________________________

_____________________________________________________________________________________________

APPENDIX 13

Master Campus Schedule
Insert Master Campus Schedule 

APPENDIX 13
Emergency Response Drill Log

School: ______________________________District:____________________________

Date 


Type of Drills


Comments

APPENDIX 14
Distribution List

Insert Distribution List 

APPENDIX 15
Security Audit
Insert Security Audit information

___________________________


School Commander


1.___________________________ 2.___________________________�Alternate School Commander(s)








Public Information Officer


______________________


Alternates


1.______________________


2.______________________


Acts as a liaison between school and public (including media)





Safety Officer


________________________


Alternates


1._______________________


2._______________________  


Ensures the safety of the students, staff, and others on campus is the highest priority





Liaison Officer


________________________


Alternates


1._______________________


2._______________________


Acts as a point of coordination between the Incident Command and other public agencies and organizations (Ex: Red Cross, police, fire dept. etc.)





Operations


________________


Alternates


1._______________2._______________





Handles all emergency response jobs, including taking care of students as well as handling the challenges of the emergency





Planning


________________


Alternates


1._______________


2._______________





Responsible for tracking both available and needed resources, assessing the changing situation, documenting the response, and managing the large site map at the Command Post





Logistics


________________


Alternates


1._______________


2._______________





Manages personnel, supplies, and equipment. During a response, the Logistics Team is responsible for handing out supplies and equipment, deploying unassigned people for work.





Finance & Administration


________________


Alternates�1._______________


2._______________





Responsible for buying materials and keeping financial records of expenditures and employee hours
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