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 TC "School EOC Organizational Chart" \f C \l "2"  SCHOOL EMERGENCY OPERATIONS CENTER (EOC)

ORGANIZATIONAL CHART

	EOC DIRECTOR:

      
	PIO:

     

	SAFETY OFFICER:

      
	LIAISON:

     

	ALTERNATE:

 
	ALTERNATE:

      
	ALTERNATE:

      
	ALTERNATE:

      

	
	
	
	



	Section Chief:


	Section Chief:


	Section Chief:


	Section Chief:

 

	Alternate:
	Alternate:
	Alternate:
	Alternate: 

	Communication Team:
	Staffing and Supplies

	Situation Status Team:
	Recordkeeping Team:


	1. *      
	1. *      
	1. *      
	1. *      

	2. **      
	2. **      
	2. **      
	2. **      

	3.      
	3.      
	3.      
	3.      

	
	
	
	

	Search & Rescue Team:
	Transportation Team:

	Documentation Team:
	Other:

	1. *      
	1. *      
	1. *      
	1. *      

	2. **      
	2. **      
	2. **      
	2. **      

	3.      
	3.      
	3.      
	3.      

	
	
	
	

	
	
	
	

	First Aid Team:
	Crisis Intervention Team:

	1. *      
	1. *      

	2. **      
	2. **      

	3.      
	3.      

	Student Release/Staff Acting
	Maintenance/Fire/Site Security

	1. *      
	1. *      

	2. **      
	2. **      

	3.      
	3.      

	Assembly/Shelter:
	

	1. *      
	

	2. **      
	

	3.      
	


 TC "Management Team" \f C \l "1" 

 TC "Management Team Roster" \f C \l "2" 
· EOC Director

	     
	Contact Info       

	Superintendent/Principal

	

	      Alternate 1
	Contact Info:      

	
	Contact Info:      

	      Alternate 2
	Contact Info:      

	
	Contact Info:      

	Go-Kit Location: 
     
	


· Public Information Officer

	     
	Contact Info       

	      Alternate 1
	Contact Info:      

	
	Contact Info:      

	      Alternate 2
	Contact Info:      

	
	Contact Info:      

	Go-Kit Location: 
     
	


· Safety Officer

	     
	Contact Info       

	Asst. Principal/Risk Manager

	

	      Alternate 1
	Contact Info:      

	
	Contact Info:      

	      Alternate 2
	Contact Info:      

	
	Contact Info:      

	Go-Kit Location: 
     
	


· Liaison Officer

	     
	Contact Info       

	Asst. Principal/Asst Admin

	

	      Alternate 1
	Contact Info:      

	
	Contact Info:      

	      Alternate 2
	Contact Info:      

	
	Contact Info:      

	Go-Kit Location: 
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EOC Management and the Basic SEMS/NIMS Flowchart





Divisions of Labor





Each one of the five functions has certain roles and responsibilities during a disaster or school emergency. The Management Section oversees response activities in consultation with the coordinators of the Operations, Logistics, Planning/Intelligence, and Administration/Finance Sections. Each of these sections in turn, has a team or teams tasked with implementing very specific components of the school emergency response plan. These teams and their affiliate Sections are outlined in the chart, below.
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OPERATIONS





PUBLIC INFORMATION OFFICER (PIO)


School Secretary, Administrative Secretary, Business Manager


1.  Collect information


2.  Disseminate information to appropriate agency or contacts


3.  Maintain direct contact with EOC Director





FINANCE/ADMIN





PLANNING/INTELLIGENCE





SECTION CHIEF


Teachers, Food Service Directors, etc.


Coordinate all logistics functions.





SUPPLIES & STAFFING


Food Service Staff, Volunteers, Teachers,


Student Volunteers


1.  Assess food preparation facilities.


2.  Assess supplies status:


         Check water supplies


         Estimate # of students/staff


        Check first aid supplies


        Check supplies of blankets, etc.


3.  Control conservation of water/supplies


4.  Report all needs to Logistics Chief.





TRANSPORTATION TEAM


Bus Drivers, Teachers


1.  Assess transportation needs.


2.  Report findings to Logistics Chief to determine if necessary to provide 


      transportation from area by bus or other method.





LOGISTICS





CRISIS INTERVENTION TEAM


School Counselors or Psychologists


 Assess need for on-site mental health support.


 Determine need for outside agency assistance.


 Provide on-site intervention/counseling


 Monitor well being of school emergency team,   


     staff and students.





RECORDKEEPING TEAM


Business staff, accounting staff, 


business manager


Maintains records to assist in reclaiming costs: 


-  Financial	- Purchasing control


-  Personnel	- Cost recovery


-  Volunteers	- Insurance claims


-  Payroll		- Misc.





Note: The recordkeeping team may not be necessary at individual school sites, but may be required at the district or county office level.





DOCUMENTATION TEAM


Lead teachers, administrators, clerical staff


1.  Fill out paperwork for RIMS reports.


2.  Maintain time logs.


3.  Complete after-action reports.





SITUATION STATUS TEAM


Clerical staff, teachers, administrators


1.  Collect information from other teams and maintain on situation status boards.


2.  Update information regularly.





ASSEMBLY/SHELTER TEAM


Teachers, Maintenance staff, custodial staff, parent volunteers


1.  Set up a secure assembly area.


2.  Provide sanitation facilities, if needed.


3.  Provide shelter and feeding areas.





STUDENT RELEASE/STAFF ACCOUNTING TEAM


Personnel staff, attendance clerks, secretaries or teachers.


1.  Obtain injury and missing persons reports from each teacher.


2.  Set up secure reunion area.


3.  Check student emergency cards for authorized releases.


4.  Complete and update release logs.





MAINTENANCE/FIRE/SITE SECURITY TEAM


Custodial/Maintenance Staff/Grounds


1.  Locate all utilities; turn off if necessary.


2.  Conduct perimeter control.


3.  Do Fire/Hazardous materials control.


4.  Assess spill/fire-fighting needs.





FIRST AID TEAM


School nurses, health technicians, designated first aiders


1.  Set up first aid area.


2.  Bring supplies to designated area.


3.  Assess injuries and provide first aid.


4.  Prioritize injuries (triage)


5.  Complete master injury report.


6.  Report all findings to Operations Chief.





SEARCH AND RESCUE TEAM


Trained search and rescue personnel 


who are physically capable


1.  Conduct damage assessments.


2.  Conduct rescues - Note: always in teams of at least two (2)


3.  Transport injured to first aid station.


4.  Maintain communication with student release/staff accounting team.


5.  Determine missing persons.


6.  Report all findings to Operations Chief.





COMMUNICATIONS TEAM:


Asst. Principal, Counselors,


 ACS Operators


1.  Establish communication links.


2.  Maintain log of incoming/outgoing communications.


3.  Report all findings to Operations Chief.





SECTION CHIEF


Maintenance Director, Teachers, Administrators or other Managers


Coordinates all operations functions.





SECTION CHIEF


Business Manager, Accounting Supervisor or other Business Staff


Coordinate all finance/admin functions.





SECTION CHIEF


Teachers, Business Manager, 


Librarians, etc.


Coordinate all planning functions.





EOC Director


Superintendent or Principal


1.  Open EOC.


2.  Establish communication with all Section Chiefs and PIO.


3.  Coordinate all functions during emergency.


4.  Responsible for overall policy decisions and coordination of all activities.


5.  Communicate directly with city, county office or OES.





MANAGEMENT/COMMAND





LIAISON OFFICER


Assistant Principal, 


Administrative Secretary


Coordinate incoming agency representatives.


2.  Report to EOC Director





SAFETY OFFICER


Assistant Principal, Risk Manager


Recommend measures for assuring personnel safety.





MANAGEMENT





FINANCE/ADMIN





PLANNING/INTELLIGENCE





LOGISTICS





OPERATIONS





 * = Team Leader


**= Alternate Team Leader





CONTINUATION OF OPERATIONS SECTION





Management Team Roster








