D.
ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES

1.
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 School Board, District Superintendent, District Emergency Management Coordinator, and School Principal.
C.
Emergency Operations Planning Team
The Emergency Operations Planning Team develops emergency operations plan for the district or schools, coordinates with local emergency services to develop functional annexes as well as annexes for specific hazards, coordinates (Insert School Name) planning activities and recruits members of the school's emergency response teams. There will be an EOPT at the district level and planning team at each school. The Emergency Operations Planning Team at the school level includes District Emergency Management Coordinator, Principal, School Resource Officer, Counselor(s), and Nurse(s). The emergency operations planning team members are listed in Appendix 7.
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 Teams include ________
E.
Volunteer and Other Services

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

2.
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, district and 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 located in Appendix 12.
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 the functional annexes to this Basic Plan.


B.
Executive Group Responsibilities




1.
The School Board

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

b.
Review school construction and renovation projects for safety.

c.
Appoint a district Emergency Management Coordinator to assist in planning and review.




2.
The District Superintendent

a.
Obtain a resolution from the local school board giving needed authority and support to develop school emergency operations programs and plans.

b.
Initiate, administer, and evaluate emergency operations programs to ensure the coordinated response of all schools within the system.

c.
Authorize implementation of emergency preparedness curriculum.

d.
Meet and talk with the parents of students and spouses of adults who have been admitted to the hospital.
e.
Assign 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.
f.
Authorize immediate purchase of outside services and materials needed for the management of emergency situations.
g.
Implement the policies and decisions of the governing body relating to emergency management.
h.
Coordinate use of school building(s) as public shelter(s) for major emergencies occurring in the city or county/

i.
Coordinate emergency assistance and recovery.




3.
The District Emergency Management Coordinator

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

b.
Consult 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.
Develop and coordinate in-service emergency response education for all school personnel.
d.
Gather information from all aspects of the emergency for use in making 
decisions about the management of the emergency.

e.
Monitor the emergency response during emergency situations and provide direction where appropriate. Stay in contact with the leaders of the emergency service agencies working with the emergency.

f.
Request assistance from local emergency services when necessary.

g.
Serve as the staff advisor to the superintendent and principal on emergency management matters.
h.
Keep the superintendent and principal appraised of the preparedness status and emergency management needs.
i.
Coordinate local planning and preparedness activities and the maintenance of this plan.
j.
Prepare and maintain a resource inventory.
k.
Arrange appropriate training for district emergency management personnel and emergency responders.
l.
Coordinate periodic emergency exercises to test emergency plans and training.
m.
Perform day-to-day liaison with the state emergency management staff and other local emergency management personnel.
n.
Serve as the school's Emergency Management Coordinator.

o.
Organize the school's emergency management program and identify personnel, equipment, and facility needs.
p.
Encourage incorporation of emergency preparedness material into regular Curriculum.

q.
Provide copies of the school plan to the district superintendent and local Emergency Management office.

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

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

t.
Establish an Incident Command Post



4.
The School Principal

a.
Have overall decision-making authority in the event of an emergency at his/her school building until emergency services arrives.

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

c.
Keep school board informed of emergency status.

d.
Coordinate with organized volunteer groups and businesses regarding emergency operations.
e.
Ensure that the plan is coordinated with the district's plans and policies.

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

g.
Ensure that school personnel and students participate in emergency planning, training, and exercise activities.
h.
Conduct drills and initiate needed plan revisions based on After Action Reports.

i.
Assign school emergency responsibilities to staff as required. Such responsibilities include but are not limited to:
1.
Provide instruction on any special communications equipment or night call systems used to notify first responders.

2.
Appoint monitors to assist in proper evacuation.

3.
Ensure that all exits are operable at all times while the building is occupied.
4.
Ensure a preplanned area of rescue assistance for students and other persons with disabilities within the building readily accessible to rescuers.
j.
Act as Incident Commander until relieved by a more qualified person or the appropriate emergency responder agency, and assist in a Unified Command.




5.
Emergency Operations Planning Team will:

a.
In conjunction with the district and local emergency services create and maintain the Emergency Operations Plan.

b.
In conjunction with the district and local emergency management officials, conduct a hazard analysis.

c. 
Organize Emergency Response Teams.

d.
Recommend training for the Emergency Response Teams.

e.
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 located in Appendix 5.
f.
Provide information to staff, student and community on emergency procedures.

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

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




6.
Emergency Response Teams will:

a.
Participate in the Community Emergency Response Team (CERT) program.
b.
Create annexes for their specific emergency function.
c.
Assist the superintendent and principal 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.
d.
Provide the following functions when necessary and when performing their assigned function will not put them in harm’s way:
1.
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 and evacuation has taken place.

2.
First aid - The First Aid team will be trained to provide basic first aid to injured students and/or staff.

3.
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.

4.
Limited fire suppression - The Limited Fire Suppression team will be trained to provide light fire suppression and provide utility shut-off if necessary.

5.
Damage assessment - The Damage Assessment team will be trained to conduct a building assessment of school buildings to evaluate whether or the building(s) are safe for occupation.

6.
Student/Parent Reunification - The Student/Parent Reunification team will establish sites for the orderly dismissal of students to their parents.

7.
Student supervision - The Student/Staff Supervision team will be responsible for supervising the students while emergency response activities are occurring.

8.
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.




7.
Teachers will:





a.
Prepare classroom emergency Go Kits.




b.
Participate in trainings, drills and exercises.

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

d.
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.

e.
Maintain order while in student assembly area.

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

g.
Establish a buddy system for students and teachers with disabilities.
h.
Remain with assigned students throughout the duration on the emergency, unless otherwise assigned through a partner system or until every student has been released through the official "student/family reunification process."



8.
Technology/Information Services will:





a.
Coordinate use of technology.
b.
Assist in establishment/maintenance of emergency communications network.
c.
Assist in obtaining needed student and staff information from the computer files.
d.
Prepare and maintain an emergency kit that contains floor plans, telephone line locations, computer locations, and other communications equipment.
e.
Establish and maintain computer communication with the central office and with other agencies capable of such communication.
f.
Establish and maintain, as needed, a stand-alone computer with student and staff data base for use at the emergency site.
g.
As needed, report various sites involved in the communication system if there are problems in that system.



9.
Transportation will:

a.
Establish and maintain school division protocols for transportation-related emergencies.
b.
Provide division-wide transportation for bus drivers.
c.
Establish and maintain plans for the emergency transport of district personnel and students
d.
Train all drivers and transportation supervisory personnel in emergency protocols involving buses and the school’s emergency operations plan.



10.
The School Incident Commander will:

a.
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.

b.
Assess the situation, establish objectives and develop an emergency action plan.
c.
Determine and implement required protective actions for school response personnel and the public at an incident site.
d.
Appoint additional staff to assist as necessary.
e.
Work with emergency services agencies in a Unified Command.
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