COMPREHENSIVE SCHOOL SAFETY PLAN TEMPLATE

[bookmark: _Hlk106870523]IMPORTANT NOTES ABOUT THIS TEMPLATE

This template is intended to provide a head start to schools by establishing a structure for their Comprehensive School Safety Plan and provide resources upon which to build.  No section of the template is complete.  
District teams should review, customize, modify and/or augment all portions of this plan to best fit the need of all their sites.  Portions the District should modify are those that are standardized and apply to all schools.  District teams should then provide the updated template to school sites 
School Safety teams should review, customize, modify and/or augment all portions of this plan to best fit the needs of their sites

PLEASE SEE THE FOLLOWING GUIDANCE DOCUMENTS TO HELP UTILIZE THIS TEMPLATE: 
SDCOE TEMPLATE INSTRUCTIONS (For District and School use) 
Megan

WHAT DO ALL THE MARKINGS MEAN?

[bookmark: _Hlk111027555]LIGHT BLUE HIGHLIGHTED ITEMS: District Specific Modification Items – items that should be modified by the District for a standardized response across all schools

PURPLE TABLES: District Specific Notes – District notes and instructions on how to complete specific sections.  These tables should be deleted after reviewed and are not part of the overall plan. 

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	District notes and instructions on how to complete specific sections.  These tables should be deleted after reviewed and are not part of the overall plan.



YELLOW HIGHLIGHTED ITEMS: School Specific Modification Items - These are items that should be developed and/or modified by the school site.  This information needs to be site specific. 

GREEN TABLES:  School Specific Notes - Notes and instructions on how to complete specific sections.  These tables should be deleted after reviewed and are not part of the overall plan.  

	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	School Specific Notes - Notes and instructions on how to complete specific sections.  These tables should be deleted after reviewed and are not part of the overall plan.  



{HERE: XXX}: Items placed in brackets { }  and highlighted are items that the district and/or school site need to modify.  The brackets plus the “HERE:” are placed to make finding those sections easy.  

There are also “Find and Replace” items to make replacement of frequently used items easier:  See the “The Guide To Completing the Comprehensive School Safety Plan” for “Find and Replace” items. Once the district/school has completed one item that may appear in multiple places in the plan, such as {SchoolName} the brackets and specific name between the brackets make it easy to Find and Replace with the proper identifier.  



Comprehensive School Safety Plan
20__ - 20__

{SchoolName}
{DistrictName}

{PrincipalName}, Principal
{SchoolAddress}
{SchoolCity}, {SchoolZip}
{SchoolPhone}

The Comprehensive Safe Schools Plan was last updated on:
{LastUpdated}


Board Members
{HERE: Insert name of Board member 1}
{HERE: Insert name of Board member 2}
{HERE: Insert name of Board member 3}
{HERE: Insert name of Board member 4}
{HERE: Insert name of Board member 5}
{HERE: Insert name of Board member 6}

Superintendent
{SuperintendentName}






NOTE:  Tactical information is excluded from the public inspection document.
Portions of this School Site Comprehensive School Safety Plan must be removed from this document if the Plan is shared with the public as they contain confidential information related to the District’s tactical responses to criminal incidents and/or vulnerability to terrorist attack or other criminal acts.  (Cal. Educ. Code section 32281(f)(1).)
In addition, portions of this School Site Comprehensive School Safety Plan that have been prepared for the District’s Board of Education’s consideration in closed session and for law enforcement must also be removed prior to public disclosure.  (Cal. Govt. Code section 6254(aa).) 
A “Public Inspection Log” will be used to record the name, address, phone number and method used for verifying the identity of all individuals requesting to inspect the PUBLIC COPY of this plan.  This document is not available for inspection on the internet.  

Raising concerns, asking questions about or filing a complaint on this Comprehensive School Safety Plan
Any individual wishing to raise a concern or ask questions about this Comprehensive School Safety Plan can address these to the school principal and/or safety committee.  Any individual, including a person’s duly authorized representative, public agency, or organization may file a written complaint alleging a matter which, if true, would constitute a violation by the District of federal or state laws or regulations governing the programs and activities as well as allegations of unlawful discrimination.  To file a written complaint, please follow the district’s Uniform Complaint Procedures which can be found on the District’s Website, Staff Handbook and Student Handbook.

Table of Contents
Main Plan
	CONTENTS
	PAGE

	Development of the Comprehensive School Safety Plan

	

	Communicating the Plan to the Public

	

	Minutes from School Site Council Approval of Plan

	

	Assessment of the Current Status of School Crime and Safety

	

	
	Risk Assessment

	

	Child Abuse Reporting Procedures

	

	Disaster Procedures

	

	
	Campus Overview and Maps

	

	
	Evacuation And Emergency Area Maps

	

	
	Emergency Operations Overview

	

	
	Incident Command Team Organizational Chart
	

	
	Incident Command Team Personnel
	

	
	Disaster Service Worker Status

	

	
	Emergency Communications

	

	
	Emergency Notifications To Campus

	

	
	Emergency Notifications To Outside Entities

	

	
	Emergency Notification Information

	

	
	Standardized Emergency Response Actions

	

	
	Emergency Facilities 

	

	
	Emergency Supplies/Disaster Containers

	

	Suspension & Expulsion Policies

	

	Procedures For Notifying Teachers of Dangerous Pupils

	

	Discrimination & Harassment Policy

	

	School-Wide Dress Code Prohibiting Gang Attire

	

	Safe Ingress and Egress

	

	Safe And Orderly Environment

	

	Rules And Procedures on School Discipline

	

	Procedures for Conducting Tactical Responses to Criminal Incidents

	

	Procedures To Assess and Respond to Dangerous, Violent and Unlawful Activity
	

	(Optional) Hate Crime Reporting

	

	Optional) Bullying Prevention Policies & Procedures
	

	Outside Agency Use of Facilities

	




HAZARD/THREAT SPECIFIC ANNEXES
	CONTENTS
	PAGE

	Active Shooter/Armed Assailant
	

	Bomb Threat
	

	Earthquake
	

	Fire
	

	Fire (Wildfire)
	

	Intruder
	

	Unplanned Power Outage
	

	Air Quality & Wildfire Smoke Annex
	

	
	



FUNCTIONAL ANNEXES
	CONTENTS
	PAGE

	Most Prevalent General Emergency Response Procedures
Functional Annex A 
	

	
	On-Site Evacuation

	

	
	Off-Site Evacuation
	

	
	Structured Reunification – See also Functional Annex B
	

	
	Shelter-In-Place
	

	
	Secure Campus
	

	
	Lockdown
	

	
	Drop, Cover, Hold On Procedures
	

	Reunification Plan
Functional Annex B
	

	Incident Command Team Position Guides
Functional Annex C
	

	Initial Damage Assessment
Functional Annex D
	

	Evacuation Planning for Special Needs
Functional Annex E
	





Development of the Comprehensive School Safety Plan
	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	In this section, schools need to record the individuals who worked to develop the Comprehensive School Safety Plan (CSSP).  The following individuals MUST be included according to the Education Code:  Principal or Designee, Certificated Employee, Classified Employee and Parent.  Schools must also Consult with Law Enforcement representative, Fire department representative and other first responders.   Student participation is recommended but optional.  List any district employee who helped in the development of the plan, including any individuals who reviewed the plan at the district level.  



Education Code 32281 below describes participation of specific members of the school community in the writing and development of the Comprehensive School Safety Plan.

Education Code 32281 
(a) Each school district and county office of education is responsible for the overall development of all comprehensive school safety plans for its schools operating kindergarten or any of grades 1 to 12, inclusive.
(b) (1) Except as provided in subdivision (d) with regard to a small school district, the schoolsite council established pursuant to former Section 52012, as it existed before July 1, 2005, or Section 52852 shall write and develop a comprehensive school safety plan relevant to the needs and resources of that particular school.
(2) The schoolsite council may delegate this responsibility to a school safety planning committee made up of the following members:
(A) The principal or the principal’s designee.
(B) One teacher who is a representative of the recognized certificated employee organization.
(C) One parent whose child attends the school.
(D) One classified employee who is a representative of the recognized classified employee organization. 
(E) Other members, if desired.
(3) The schoolsite council shall consult with a representative from a law enforcement agency, a fire department, and other first responder entities in the writing and development of the comprehensive school safety plan. The comprehensive school safety plan and any updates to the plan shall be shared with the law enforcement agency, the fire department, and the other first responder entities.
(4) In the absence of a schoolsite council, the members specified in paragraph (2) shall serve as the school safety planning committee.

The following individuals contributed to the development of this Comprehensive School Safety Plan:

	TITLE
	NAME

	Principal/Designee
	{HERE: List Principal/Designee Principal Rep}

	Certificated Employee
	{HERE: List Certificated Employee}

	Parent
	{HERE: List Parent}

	Classified Employee
	{HERE: List Classified Employee}

	Law Enforcement Agency (Consult)
	{HERE: List Law Enforcement Rep consulted with}

	Fire Department (Consult)
	{HERE: List Fire Department Rep consulted with}

	Other First Responder (Consult)
	{HERE: List any other responder consulted with}

	Student (Optional/Recommended)
	{HERE: List Student}

	Other Member (identify)
	{HERE: List any other member of the community and their title}

	Other Member (identify)
	{HERE: List any other member of the community and their title}

	Other Member (identify)
	{HERE: List any other member of the community and their title}

	Other Member (identify)
	{HERE: List any other member of the community and their title}

	District Representative
	{HERE: List any District Representative – If applicable}




[bookmark: _Toc63328387][bookmark: _Toc63328386]

Communicating the Plan to the Public

	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	This section allows for schools to document when the meeting took place and how the community was notified. In this section is important to:
Identify the date, time and location of the meeting held for public input of the CSSP.  Community should be notified of the public meeting through different modalities (email, blogs, marquee etc.) 
Identify how the community was notified (i.e., placed on school marque on August 13 – 19, sent to families in email on August 11 and August 15; placed on school blog on August 13).  This will be helpful in case there are questions and concerns from individuals who believe that the school did not complete its due diligence in letting the community know the CSSP was going to be review 




School Site Council or Safety Committee should communicate the Plan to the Public at a meeting at the School Site.  Below is the date and location this meeting was held and a description of how the public was notified of the meeting.  

	School Site:
	{SchoolName}

	Date:----
	{HERE: List date public meeting was held to review the CSSP}

	Location:
	{HERE: List the location of the public meeting}



The School Community was notified of the review of the Comprehensive School Safety Plan through the following: 
{HERE: Describe the method in which the school invited the community to be part of the Safe School Plan review. List all the ways you communicated to your community, such as School Mass Notification System, email, blog, or marquee and the dates which you communicated}




Minutes from School Site Council Approval of Plan
	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	Schools should insert a copy of the school site council minutes demonstrating approval of this plan here.



{HERE: Place approved School Site Council minutes here}





















[bookmark: _Toc63328388][bookmark: _Toc63328389]Assessment of the Current Status of School Crime and Safety
	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	The Education Code only requires examination of school crime data; however, every school site should expand this to a comprehensive Risk Assessment, looking at threats, hazards, vulnerabilities, and subsequent consequence.  The SDCOE CSSP Template is designed to help schools complete an assessment of school crime and also conduct a more thorough risk assessment.  

In your crime and safety assessment, you should examine crime and safety data, including your suspension, expulsion, chronic absence data, fire code violations, etc.  This needs to be done by a TEAM…not just the principal or AP.   
  
The data must be examined by a team, and conclusions/recommendations based on that data is input into the table.   

In the “Safe and Orderly Environment” Section of this Comprehensive School Safety Plan, each school is required to develop Goals, Objectives, and Action Steps to improve school safety.  To develop goals and objectives that are relevant and will improve school safety, it is essential to conduct an assessment of current school safety and crime.  Much like schools analyze academic data to modify teaching strategies and curriculum, schools must analyze what hazards and threats may impact them, what vulnerabilities the schools have, what types of crime and nefarious activities happen on or around campus, as well as perceptions of safety on campus.

The Assessment of Current Status of School Crime should look at the following: 
Hazards/threats
Vulnerabilities to hazards and threats
California Healthy Kids Survey (CHKS) and staff climate survey
Student (office) referrals, discipline, suspensions, and expulsions
Chronic Absences/Attendance rates/School Attendance Review Board
School Improvement Plan
Uniform Management Information Reporting System (UMIRS)
Property damage data
Crime data/Juvenile crime data 
Calls for service.  Most Law Enforcement Departments will provide school districts a log of “calls for service” at the end of the year, to be included in the following year’s data analysis.  Provide the addresses for each of your schools to the Law Enforcement Department and ask them for a list of calls for service.  This will help in determining which schools have the most calls for service and the type of call it was (i.e., suspicious activity, child abuse, weapon on campus, etc.) 
FBI Crime Data Explorer - http://www.fbi.gov/stats-services/crimestats
The FBI’s Crime Data Explorer (FBI CDE) aims to provide transparency, create easier access, and expand awareness of criminal and noncriminal, law enforcement data sharing, improve accountability for law enforcement; and provide a foundation to help shape public policy with the result of safer nation.  Use the FBI CDE to discover available data through visualizations, download data in .csv format, and other large data files 
Crime Mapping -  https://www.crimemapping.com 
CrimeMapping.com has been developed to help law enforcement agencies provide the public with valuable information about recent crime activity in their neighborhood. Crime data is extracted on a regular basis from each department's records system so that the information being viewed through a Web browser is the most current available. This data is always verified for accuracy and all address information is generalized by block to help ensure privacy is protected
Crime mapping covers the following Law Enforcement Jurisdictions (Sheriff’s department identified through host city): Carlsbad Police, Chula Vista Police, Coronado Police, Del Mar Sheriff, El Cajon Police, Encinitas Sheriff, Escondido Police, Imperial Beach Sheriff, La Mesa Police, Lemon Grove Sheriff, National City Police, Oceanside Police, Poway Sheriff, San Deigo County Sheriff, San Diego Harbor Police, San Marcos Sheriff, Santee Sheriff, Solano Beach Sheriff and Vista Sheriff
Student and Parent Surveys and/or focus groups
DataQuest - https://www.cde.ca.gov/ds/ad/dataquest.asp

Schools should review the Suspension/Expulsion Rates, Chronic absences, Law Enforcement Calls for Service, Fire inspection reports, community crime data, 290 registrants and any other crime/safety data.  It is the job of the school safety committee or the school site council to review this data, compare it to prior year data and make conclusions based on findings.  This is done to determine areas of strength and areas for improvement.  Along with the annual Risk Assessment, and the school’s Appropriate Programs and Strategies that Provide School Safety (next section of this plan). This data should be used to develop goals, objectives and actions steps for the school to improve safety, security and emergency preparedness.  

The conclusions should be thoughtful and should reflect that the data was analyzed by the committee and not just recorded in the table as data.  For example, suspension data should be reviewed over the past several years to see if there has been an increase or decrease in suspensions, and the conclusions should reflect possible causes, such as COVID, change of school discipline procedures, etc.   It should also include any conclusions about the reason for the suspension or expulsions, etc. especially if trends can be determined.  




DATA ANALYSIS
	Data Source
	Conclusions from Safety Committee 
(administration, parents, classified, certificated, students, etc.)

	Suspensions 
	{HERE: Insert Suspension data conclusions here}

	Expulsions 
	{HERE: Insert Expulsion data conclusions here}

	Chronic Absences 
	{HERE: Insert Chronic Absence data conclusions here}

	Law Enforcement Calls for Service Report at Site
	{HERE: Insert Law Enforcement Calls for Service data conclusions here}

	Fire Inspection Report Data
	{HERE: Insert Fire Inspection data conclusions here}

	290 Registrants/Sexual Offenders in area around school (Meghan’s Law) 
	{HERE: Insert Sexual Offender data conclusions here – do not put any names or PII of offenders in conclusions}

	Community Crime data
	{HERE: Insert Community Crime data conclusions here}

	Other data
	{HERE: Insert any other data reviewed.} 

	
	


[bookmark: _Toc63328408]Risk Assessment)
[bookmark: _Hlk520186381]Confidential
Confidential document related to the District’s tactical responses to criminal incidents and/or vulnerability to terrorist attack or other criminal acts.
Prepared for the District’s Board of Education’s consideration in closed session and law enforcement, including {LawEnforcement}.  (See Cal. Educ. Code section 32281(f)(1) and Cal. Govt. Code section 6254(aa).)

	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	This section should remain confidential and should be omitted in any documents printed for public record requests. 

In addition to reviewing crime data, each site safety committee should conduct a Risk Assessment examining the hazards/threats in and around the school and the school’s vulnerability to those hazards and threats, as well as the consequences that will occur should that emergency happen.  

In addition to the below sample matrix, other risk, security, and vulnerability assessment models are available for schools to use: 

Building/Campus Vulnerability Assessment Worksheet

American Clearinghouse on Educational Facilities

A Guide to School Vulnerability Assessments

Comprehensive Preparedness Guide (CPG) 201, 3rd Edition (fema.gov)

School Security Assessment Tool (CISA/DHS) 

Along with the annual crime assessment and the school’s Appropriate Programs and Strategies that provide school safety, the Risk Assessment data should be used to develop goals, objectives and actions steps for the school to improve safety, security and emergency preparedness.  

Conducting Risk Assessments can provide information regarding: the types of hazards, the location of hazards and an analysis of risk to life, property, and the environment that may result from incident.  Regardless of current capability to reduce hazards, simply being familiar with the hazards in and around the school will help in developing emergency and hazard mitigation plans.  Consider the potential impact of a major incident on the community and the possible hazards a major incident could cause. Taking a broad view will help the site to anticipate extraordinary problems. 

As the team identifies potential hazards, vulnerabilities, and consequences, remember that many 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 costlier 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 the school identifies potential hazards record those that you can eliminate, those that you can reduce, and those that you can only anticipate and plan for. 

The following will assist school site in assessing hazards and vulnerabilities.  





Risk Assessment - Hazards/Threats and Vulnerabilities
Risk = Hazard/Threat (Probability) x Vulnerability x Consequence

Threat is defined by DHS as “a natural or man-made occurrence, individual, entity, or action that
has or indicates the potential to harm life, information, operations, the environment, and/or
property.” 

Hazard refers to “a natural or man-made source or cause of harm or difficulty”.
Source: U.S. DHS 2013, NIPP 2013, p. 33

Natural hazards refer to potential incidents which may result from acts of nature, such as hurricanes, earthquakes, tornados, animal disease outbreaks, pandemics, or epidemics.
Source: U.S. DHS 2018, CPG201 (Third Edition)

Technological hazards result from accidents or the failures of systems and structures, such as hazardous material spills or dam failures. Technological based incidents can be caused by power loss, power spikes, equipment failures, software errors, and telecommunications network outages. Examples include server failures, security cameras, or access card readers failing due to a power outage.
Source: U.S. DHS 2018, CPG201 (Third Edition)

Human-caused incidents result from the intentional actions of an adversary, such as a threatened or actual chemical attack, biological attack, or cyber incident.
Source: U.S. DHS 2018, CPG201 (Third Edition)

Vulnerability refers to a physical feature or operational attribute that renders an entity open to exploitation or susceptible to a given hazard.
Source: U.S. DHS 2013, NIPP 2013, p. 33

Consequence refers to the effect of an event, incident, or occurrence, including the number of
deaths, injuries, and other human health impacts along with economic impacts both direct and
indirect and other negative outcomes to society. Potential consequences may include:
Harm to persons 
Damage to property 
Economic disruption 
Increased liability due to negligence, and 
Loss of reputation
Source: U.S. DHS 2013, NIPP 2013, p. 29

	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	Hazards/Threats to Examine
To have a comprehensive picture of what emergencies could affect the school, it is important to assess the probability, vulnerability to and consequences of the following incidents: 

	Natural
	Human-Caused
	Technological

	Avalanche
Animal disease
Drought
Earthquake
Epidemic
Flood
Hurricane
Landslide
Pandemic
Tornado
Tsunami
Volcanic eruption
Wildfire
Winter storm
	Airplane crash
Dam failure
Levee failure
Mine accident
Hazardous materials
release
Power failure
Radiological release
Train derailment
Urban conflagration
	Biological attack
Chemical attack
Cyber incident
Explosives attack
Radiological attack
Sabotage
School and workplace
violence



Sample matrix to calculate risk of hazard/threat
Schools should prioritize those hazards/threats that have a higher score of Hazard/Threat (probability) x Vulnerability x Consequence and have room for improvement in the areas of preparedness.  Determine what capabilities need to be improved to better respond to those hazards/threats and use those needs to develop schools goals and objectives in the section entitled “Safe and Orderly Environment.” 

	Hazard/Threat
(Risk)


	Probability
How likely or easy is this to happen?
0 = not at all likely
5 = likely to happen
	Vulnerability
How vulnerable is the campus to this? Is there precautions in place to stop it?
0 = not at all vulnerable
5 = vulnerable
	Consequence
If this should happen/how bad will it be?
0 = no effect on campus
5 = significant consequence to campus
	Total
PxVxC
	Preparedness
How prepared is the campus to respond to this?
0 = not prepared at all (no capabilities to respond) 
5 = completely prepared

	Earthquake
	5
	5
	4
	100
	4

	Avalanche
	0
	1
	5
	0
	1

	
	
	
	
	
	



Using the instructions and information listed in this section, summarize the process (how, when, who, etc.) taken to conduct the assessment and a summary of any significant findings (in flood zone, need further training on the visitor management system, need to practice using emergency supplies, etc.).   Especially important are any findings that led to the writing of a goal, objectives and action steps.





Site Location 

	Name:
	{SchoolName}

	Address:
	{SchoolAddress}
{SchoolCity}, {SchoolZip}

	Phone Number:
	{SchoolPhone}




Include a brief summary of identified issues in site assessments:  

{HERE: Include a summary of school risk assessment here.  This should include what data was analyzed, conclusions derived from the data, who participated and dates the team met.}



Appropriate Programs and Strategies that Provide School Safety
{SchoolName} Specific Information

	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	
ABOUT THIS SECTION: 
Schools should consider this a “brag” session on all the programs and strategies used to keep the campus safer.  According to Ed Code 32232 below, schools MUST include in the CSSP 
“…clear guidelines for the roles and responsibilities of mental health professionals, community intervention professionals, school counselors, school resource officers, and police officers on school campuses, if the school district uses these people.”

In addition, schools should include 2-3 sentences about each and every program/strategy that contributes to school safety describing 1) what the program is/does and 2) how it contributes to school safety. Program/strategies described can include, but are not limited to:  
Roles & Responsibilities of mental health professionals, community intervention professionals, school counselors, school resource officers, and police officers on school campus
Training for staff, students, parents on anything related to school safety/security/school climate, etc. 
Emergency Cards
Volunteer and Visitor Management
Adult Supervision
Before & After School Programs
Character & Citizenship development
Digital Citizenship 
Site Discipline and Positive Behavioral Support
Attendance programs 
Hazard mitigation
Graffiti removal/vandalism repair
Comfortable rooms/adequate lighting 
Closed campus 
Emergency procedures for students with disabilities 
Environmental design (natural surveillance, wayfinding, etc.) 
Anti-Bullying/Bullying Prevention Program
Emergency Drills and exercises
Peace Patrol 
Safety Patrol 
Restorative Practices
Military and Family Life programs 

Why is this section Important:  Many individuals don’t realize all the programs and strategies that schools have in place designed to keep students and staff safe?  When school employees are asked “what are you doing to keep my student safe?”  it is a good idea to have a list of all those strategies already in place.  It may also be effective in providing talking points to the District Public Information Officer in answering questions should an incident/disaster occur on campus. 

Important Education Code that dictates what this section should include:  
Education Code 32282 (a) (2) states that shall include: “Identifying appropriate strategies and programs that will provide or maintain a high level of school safety and address the school’s procedures for complying with existing laws related to school safety.”  
Education Code 32282.1 states (a) As comprehensive school safety plans are reviewed and updated, the Legislature encourages all plans, to the extent that resources are available, to include clear guidelines for the roles and responsibilities of mental health professionals, community intervention professionals, school counselors, school resource officers, and police officers on school campuses, if the school district uses these people.
(b) The guidelines developed pursuant to subdivision (a) are encouraged to include both of the following:
(1) Primary strategies to create and maintain a positive school climate, promote school safety, and increase pupil achievement, and prioritize mental health and intervention services, restorative and transformative justice programs, and positive behavior interventions and support.
(2) Consistent with paragraph (2) of subdivision (a) of Section 32282, protocols to address the mental health care of pupils who have witnessed a violent act at any time, including, but not limited to, any of the following:
(A) While on school grounds.
(B) While going to or coming from school.
(C) During a lunch period whether on or off campus.
(D) During, or while going to or coming from, a school-sponsored activity.
(Amended by Stats. 2014, Ch. 794, Sec. 2. (AB 1271) Effective January 1, 2015.)




{HERE: Insert Appropriate programs and strategies that provide school safety HERE}



Child Abuse Reporting Procedures
{SchoolName} adheres to {DistrictName} Child Abuse Reporting procedures as follows:  

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	Before providing the CSSP template to schools, insert any district Child Abuse Reporting Procedures here.  This can include Board Policies, Administrative Regulations and any other documents provided regarding suspensions and expulsions.





	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	
In this section schools should insert the developed Child Abuse Reporting procedures.  Most school districts have standardized procedures.  If the school uses the district’s standardized procedures, ensure that the above statement “{SchoolName} adheres to the {DistrictName} Child Abuse Reporting Procedures as follows” is included with the correct school and district names inserted.   Reporting procedures can include written procedures, Board Policy, Administrative Procedures/Regulations and forms used to report.  

With the passage of AB 1432 in September, 2014, all school districts, county offices of education, and charter schools are required to:

Annually train, using the online training module provided by the State Department of Social Services, or other training, employees and persons working on their behalf who are mandated reporters, as defined in Penal Code 11165.7, on the mandated reporting requirements
Develop a process for all persons required to receive training under the bill to provide proof of completing this training within the first 6 weeks of each school year or within 6 weeks of that person’s employment

The training method and process used to assure compliance with AB 1432 should be outlined in this section, in addition to the procedures your school uses for reporting cases of suspected child abuse or neglect.




{HERE: Insert Child Abuse Reporting Procedures HERE including forms}
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[bookmark: _Toc63328413][bookmark: _Toc63328404]DISASTER PROCEDURES
Hazard and Threat Specific Procedures 
can be found in the Hazard Specific Annexes

General Response Procedures 
such as Lockdown and Evacuation 
can be found in the Functional Annexes



[bookmark: _Toc63328496]CAMPUS OVERVIEW AND MAPS
Confidential 
Confidential document related to the District’s tactical responses to criminal incidents and/or vulnerability to terrorist attack or other criminal acts.
Prepared for the District’s Board of Education’s consideration in closed session and law enforcement, including the {LawEnforcement}.  (See Cal. Educ. Code section 32281(f)(1) and Cal. Govt. Code section 6254(aa).)

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	This section should remain confidential and should be omitted in any documents printed for public record requests. 

This section is helpful for responding agencies, such as fire departments and the district in helping to prepare for possible disasters.  

Before providing the CSSP template to schools, make any necessary changes to the Campus Overview and Map requirements that would be standardized across all schools.  For example, if the district has one day a week that is a minimum day, other than Friday, change the school hours section.  If the district does not have Before or After School programs (extended learning) then remove that section of the table.  If the district schools have different hours for kinder, pre-K or transitional kinder, then add rows to reflect the need for schools to insert those particular times.  Any schools that do not have kinder, pre-K or transitional can place “n/a” in those sections that do not apply.  





	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	This section should remain confidential and should be omitted in any documents printed for public record requests. 

Insert the appropriate information in the tables.  
The Incident Command and Other Facilities appear again in the document, so search for the {bracketword} and perform a “find and replace” 
Under the Fire Defensibility section – enter the following: 
Year your school was built (year of construction) 
Building materials (for example, drywall, concrete, lathe and plaster, etc.)  
Sprinkler system (does your school have a sprinkler system installed for fire protection)  
Defensible space (explain if your school has a defensible space against wildfires.  Defensible spaces are spaces that prevent fire from damaging property and/or injuring occupants.  Most playgrounds are considered defensible spaces, as there are little to no objects that will burn.  Also list if there are hazards in your area that create a potential for damage due to wildfires)   
Temporary classrooms (how many temporary classrooms do you have, and where are they located)  
Topography (Topography can be defined as the arrangement of the natural and artificial physical features of an area.  What is the general topography of your school site and the surrounding area, such as hills, mesas, valleys, etc.?  You can also include the general overview of the neighborhood, such as commercial, residential, etc.




{SchoolName} Campus Overview 
	Approximate Enrollment
	{HERE: Insert Approx Student Enrollment }

	Approximate Special Education Enrollment 
	{HERE: Insert Approx SPED-Enrollment}

	Approximate # of Staff
	{HERE: Insert Staff Pop}

	Approximate # of Bus Riders  
	{HERE: Insert # of Bus Rider}

	Approximate # of Special Education Bus Riders
	{HERE: Insert # of SPED-Bus Riders}

	School Hours: Monday – Thursday  (or change as needed)
	{HERE: Insert Hours for Mon-Thur}

	School Hours: Friday (or change to modified day)
	{HERE: Insert Hours for Mon-Thur}

	Before-School Program Hours
	{HERE: List Before School Program hours}

	After-School Program Hours
	{HERE: List After School Program Hours}

	Law Enforcement Agency
	{LawEnforcement}

	Fire Agency 
	{FireDept}



Incident Command and Other Facilities
	FACILITY
	PRIMARY LOCATION
	SECONDARY LOCATION

	Incident Command Post
	{ICPLocation1}
	{ICPLocation2}

	Request Gate
	{ReqGate-Location1}
	{ReqGate-Location2}

	Release Gate
	{RelGate-Location1}
	{RelGate-Location2}

	Search & Rescue
	{SearchRes-Location1}
	{SearchRes-Location2}

	Medical/First Aid/Triage
	{MedTriage-Location1}
	{MedTriage-Location2}

	Evacuation Site
	{Evac-Location1}
	{Evac-Location2}

	Off-Site Evacuation Site
	{OffSite-Location1}
	{OffSite-Location2}

	Sister School Site(s)
	{SisterSchool-Location1}
	{SisterSchool-Location2}

	Media Staging Areas
	{Media-Location1}
	{Media-Location2}

	Emergency Vehicles
	{EmergVehic-Location1}
	{EmergVehic-Location2}

	Emergency (two-way) radio
	{RadioLocation1}
	{RadioLocation2}



{SchoolName} Fire Defensibility 
	Year of construction
	{HERE: Insert Year school was constructed} 

	Building materials
	{HERE: Insert here the building materials used in the construction of the school}

	Sprinkler systems
	{HERE: List if the school has a Sprinkler System, and if so, where?}

	Defensible space
	{HERE: List any type of Defensible Space.  This is open areas, that do not have brush, trees, buildings, etc.  Playgrounds are good defensible space.}

	Temporary buildings
	{HERE: List any temporary classrooms/buildings: numbers and location}

	Topography
	{HERE: List the type topography, Topography can be defined as the arrangement of the natural and artificial physical features of an area}





Evacuation and Emergency Area Maps
CONFIDENTIAL
Confidential document related to the District’s tactical responses to criminal incidents and/or vulnerability to terrorist attack or other criminal acts.
Prepared for the District’s Board of Education’s consideration in closed session and law enforcement, including the {LawEnforcement}.  (See Cal. Educ. Code section 32281(f)(1) and Cal. Govt. Code section 6254(aa).)

ONSITE EVACUATION ROUTE AND EMERGENCY MAP 
	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	This section should remain confidential and should be omitted in any documents printed for public record requests. 

When an Evacuation is ordered, all staff/students will leave the building according to the Evacuation Map.  At a minimum, the map should include: 
Evacuation routes (primary and secondary)
Utility shut-offs (gas, water, electric)
Knox Box location
Request Gate
Release Gate 
And any other Incident Command areas identified by the team



{HERE: Insert Onsite Evacuation Map Here}
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OFFSITE EVACUATION ROUTE AND EMERGENCY MAP

CONFIDENTIAL
Confidential document related to the District’s tactical responses to criminal incidents and/or vulnerability to terrorist attack or other criminal acts.
Prepared for the District’s Board of Education’s consideration in closed session and law enforcement, including the {LawEnforcment}.  (See Cal. Educ. Code section 32281(f)(1) and Cal. Govt. Code section 6254(aa).)

	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	This section should remain confidential and should be omitted in any documents printed for public record requests. 

Under Offsite Evacuation Route and Emergency Map subtitle, capture a google map of the area around your school, upload your site map that contains the following: 
External evacuation locations and the routes to those locations
Sister Site locations and the routes to those locations



{HERE: Insert Offsite Evacuation Map Here}





Emergency Operations Overview
	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	District personnel should review this entire section to determine procedures that the district will/will not follow and modify as necessary.  Specifically, many districts have additional drills/exercise requirements.  Modify the section to meet the needs of the district.  Schools should not modify this section individually.   



The protection of lives shall be the primary priority of all emergency operations and procedures.  The protection of property shall be secondary to life safety.  The disaster procedures within this Plan are designed to facilitate life safety using simple, basic procedures based on the Standardized Emergency Management System (SEMS) and the National Incident Management System (NIMS) which utilize the Incident Command System (ICS) as the basic response management structure.


Plan Maintenance
The Site Incident Commander is responsible for the maintenance of this Plan, in conjunction with the school site council and/or school site Safety Committee.  The Disaster Procedures satisfies the requirement for Education Code 32280.  As such, the Disaster Procedures will be reviewed on an annual basis by the {HERE: Name of District Department which Reviews and ensures District specific items are completed in the Comprehensive School Safety Plan Template.}

Training & Exercises

Training
Training is a key component to ensure successful emergency operations.  The adage “people will do what they have been trained to do” is consistently proven in actual emergencies.  All staff need to be trained on how to respond during a disaster.  Education code 32280 states “It is also the intent of the Legislature that all school staff be trained on the comprehensive school safety plan.”  It is the responsibility of the school administration to provide training on the contents of the CSSP to all staff.

All Staff
All new staff assigned to the site will receive basic emergency orientation within {HERE: Insert timeframe, such as “6 months”} of assignment.  The orientation should include an introduction to the Comprehensive School Safety Plan and specifically the Disaster Procedures, the standardized emergency verbiage, parent reunification, and the location/contents of Disaster Container. Each site is required to conduct this orientation.   

Staff Assigned to Incident Command Team
In order to satisfy state and federal training mandates, each staff member with an assignment in this plan (see Incident Command Team Organizational Chart), should receive training which coincides with the position they fill on the team.  If site staff attend training which provides a certificate of completion, it is recommended that staff provide a copy of the course certificates to their principal or site administrator.  

Drills and Exercises 

	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	Schools should plan drills and exercises before the school year begins. 



Drills and exercises allow individuals to practice what they have been trained to do and improve their skills for an actual emergency. 

The Principal/Site Incident Commander will coordinate Emergency Drills for their site, including the following:  

The California Education Code requires the following drill schedule:

ELEMENTARY SCHOOLS
	TYPE OF DRILL
	NUMBER PER YEAR
	FREQUENCY

	Duck/Cover/Hold On (Earthquake) Drill
	4 times per year
	Once each school quarter

	Fire Drill (Evacuation)
	11-12 times per year
(based on school calendar)
	Once every calendar month



MIDDLE/INTERMEDIATE SCHOOLS
	TYPE OF DRILL
	NUMBER PER YEAR
	FREQUENCY

	Duck/Cover/Hold On (Earthquake) Drill
	4 times per year
	Once each quarter

	Fire Drill (Evacuation)
	4 times per year
	Once every quarter



SECONDARY SCHOOLS
	TYPE OF DRILL
	NUMBER PER YEAR
	FREQUENCY

	Duck/Cover/Hold On (Earthquake) Drill
	2 times per year
	Once each school semester

	Fire Drill (Evacuation)
	2 times per year
	Once each semester



Please note that ALL occupants at your site must participate in these drills 

In addition to the drills mandated by the state listed above, the District recommends the following drills:




	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	District personnel should review this section to determine what types of drills the district requires or recommends and modify this section as necessary.  Insert required and recommended drills into the proper tables. Thought should be given to Bus Evacuation drills (if your district uses busses and a reunification exercise).   




RECOMMENDED DRILLS
	TYPE OF DRILL
	NUMBER PER YEAR
	FREQUENCY

	Shelter-In-Place Drill
	1 or 2
	Once - twice per school year

	Secure Campus Drill
	1 or 2
	Once - twice per school year

	Lockdown Drill 
	1 or 2
	Once - twice per school year



Tabletop Exercises
Incident Command Team members should participate in Tabletop Exercises each year.  These are discussion-based, guided reviews of policies and procedures.  Scenario topics should vary to address the hazards identified in the hazard analysis.

Site administrators are encouraged to engage the staff in table-top exercises four times a year.  

Drill & Exercise Compliance
School sites are asked to submit scheduled dates for all the above drills at the beginning of each year.  When a drill is held, the school records the drill, time, duration and notes/comments on the Emergency Drill Report form.   This form is submitted at the end of the year to the District {Name of District Department which Reviews and ensures District specific items are completed in the Comprehensive School Safety Plan Template}.

[bookmark: _Toc63328407]CONCEPT OF OPERATIONS
{SchoolName}  and {DistrictName} work under the Standardized Emergency Management System (SEMS) and the National Incident Management System (NIMS).  As mandated by both SEMS and NIMS, {SchoolName}  and {DistrictName} utilize the Incident Command System to manage response activities at the field level. ICS provides for common terminology, processes, and position titles, while allowing the delegation of functions (or tasks) to subordinate positions to promote proper span of control and unity of command. ICS is applicable to any size incident and is designed to be expandable as the needs of the incident expand or contract. When utilized, the standardization of ICS principles and nomenclature can integrate large numbers of personnel from disparate organizations.
 
OPERATIONAL LEVELS 
The basic operations of the emergency response for any given situation start at the field level and expand and move up in response levels as the severity and impact of the incident requires. There are five operational levels of emergency response in SEMS (also known as a tiered response): 
FIELD: After a given situation, appropriate school personnel at the specific campus(es) will respond and handle the incident. This is called the Field Response. 
LOCAL: If the situation response exceeds the capabilities of the normal operations of those responding personnel at the school site the District Emergency Operations Center (EOC), will be activated. This is the Local Jurisdiction response. Certain District personnel are members of the EOC who have training and experience to manage and coordinate the overall emergency response for the District. The functions of the EOC will support the needs of the incident via an Incident Commander/EOC Director. 
COUNTY: For more widespread or severe situations, such as a major earthquake or flooding, the District will contact San Diego County Operational Area for support. The Operational Area manages and coordinates information, resources and priorities among local governments and entities, such as the District and serves as the coordination and communications link between the District and regional level agencies. 
REGIONAL: Regional levels of management coordinate information and resources among the Operational Areas and between Operational Areas and State level emergency response activities. 
STATE: The State levels of response includes the management of resources among the mutual aid regions, and between the regional and state levels, as well as serving as the coordination and communication link with federal disaster response agencies. 

STANDARDIZED EMERGENCY MANAGEMENT SYSTEM (SEMS) 
SEMS is used for managing responses to multi-agency and multi-jurisdictional emergencies in California. The four major elements of SEMS are 1) the use of the Incident Command System (ICS), 2) inter-agency coordination, 3) the utilization of the State’s Mutual Aid Program and 4) the coordination with and use of Operational Areas. Together they create a system for local governments or entities, such as the district, to respond to emergencies cooperatively with other agencies or jurisdictions. 

SEMS is intended to be flexible and adaptable to the needs of all emergency responders. 
As described in the five operational levels above, SEMS allows for entities to request and receive assistance from higher jurisdictions and agencies as the situation expands beyond the field and local levels.
 
Senate Bill 1841 established the Standardized Emergency Management System (SEMS) effective January 1, 1993 for all state agencies. By law, agencies must use SEMS to unify all elements of California’s emergency management organization into a single integrated system. Additionally, SEMS must be used to be eligible for any reimbursement of response-related costs under the state’s disaster assistance programs. 

NATIONAL INCIDENT MANAGEMENT SYSTEM (NIMS) 
Like SEMS, the National Incident Management System (NIMS) is a comprehensive, national approach to incident management that is applicable at all jurisdictional levels and across functional disciplines. It is intended to: 
Be applicable across a full spectrum of potential incidents, hazards, and impacts, regardless of size, location or complexity. 
Improve coordination and cooperation between public and private entities in a variety of incident management activities. 
Provide a common standard for overall incident management. 

NIMS has two basic compliance requirements that are already incorporated into SEMS. 
The first is the adoption and use of the Incident Command System, which defines the operating characteristics, management components, and structure of incident management organizations throughout the life cycle of an incident. 
The second is the utilization of multiagency coordination systems, which define the operating characteristics, management components, and organizational structure of supporting entities. NIMS compliance also requires documented personnel certification and resource typing and inventory, which SEMS does not. 

Homeland Security Presidential Directive (HSPD) - 5 “Management of Domestic Incidents,” directed the Secretary of Homeland Security to develop and administer a National Incident Management System (NIMS). State and local governments must be NIMS compliant as a condition for Federal preparedness assistance, such as grants and contracts. 

{SchoolName}  and {DistrictName} ensure NIMS compliance by recording the training and certification of certain campus personnel. It is the responsibility of persons taking FEMA emergency management on-line courses and other training courses to send certification of course completion to the {HERE: Insert the name of the department at the district that maintains training records} for record keeping. Campus resources are inventoried and categorized and available to campus response personnel. 

INCIDENT COMMAND SYSTEM (ICS) 
SEMS and NIMS both use the Incident Command System as their organizational management system. All levels of government and state agencies use this system. Its strength and usefulness are built upon, but not limited to, the following concepts: 
Common Terminology - Plain talk and common language are used so that all persons across multiple jurisdictional areas understand one another. No codes are used nor any acronyms unless they are inherent in the Incident Command System.  
Manageable Span of Control – Any given supervisor should have no fewer than 3 individuals and no more than 7 individuals assigned to them.  Optimum number of assigned individuals is 5. 
Unity of Command - An employee is responsible to only one supervisor, who in turn is responsible to only one supervisor, and so on up the organizational hierarchy.  This prevents an individual from being assigned to two or more supervisors which provides conflicting priorities for the employee. 
Expandable and collapsible - Reponses are increased only as much as required and will be reduced or deactivated as the situation requires. This makes best use of personnel and equipment resources. 

Incident Command Systems is structured into five functional areas: Command/Management, Operations, Planning/Intelligence, Logistics and Finance. 
Command/Management: This function provides for the overall management and coordination of response and recovery activities. 
Operations: This function is responsible for coordinating all jurisdictional operations in support of the response to the emergency through implementation of the action plan. 
Planning/Intelligence: This function is responsible for collecting, evaluating, and disseminating intelligence and information; developing the action plan in coordination with the other functions; and maintaining documentation.
Logistics: This function is responsible for providing facilities, services, personnel, equipment, and materials. 
Finance/Administration: This function is responsible for financial and administrative aspects not assigned to the other functions. 

EXPANSION OF ICS FUNCTIONS 
ICS functions expand and contract to fit the need of the incident. 

Even in small incidents, ICS is used from the beginning. The first individual responding to the incident is the Incident Commander (IC), but the IC would relinquish that role as soon as the next person with more knowledge and/or authority took command of the situation. If the media were also to respond, a Public Information Officer (PIO) would be required to field questions. A Safety Officer for crowd control and personnel safety, and a Liaison Officer to interact with other campus or outside entities may also be added. These four people are called the Incident Commander and Command Staff. 

If the incident expands, persons who could obtain, operate and coordinate equipment would fill roles in Operations, Logistics and Planning Sections. The person who provides the financial support for this incident would be the Finance Section (See Incident Command Position Guides in Functional Annex C) 

INCIDENT COMMAND TEAM OVERVIEW
According to the Incident Command System (ICS), the size of the organization (i.e. number of positions) will vary depending on the operational needs of the incident.  In some cases, one individual may be able to fill more than one position.  As an example: in a small incident the principal oftentimes serves as the Site Incident Commander, Public Information Officer, Safety Officer and Liaison Officer.

Only under very unusual conditions will all the positions identified below be activated and fully staffed. 

Summary of Incident Command Team Assignments
For quick and rapid response, school staff are pre-assigned to the Incident Command Team (ICT) and have specific duties during emergencies; however, it is important to remember that in Incident Command, all individuals need to be flexible.  Depending on the size, complexity and needs of the event, individuals can be assigned to other positions as needed.  The designated duties include:

Site Incident Commander – responsible for overseeing onsite emergency operations.  Responsible for keeping the Emergency Operations Center (Operations Section) briefed on a regular basis. Typically, also assumes responsibilities of the Safety Officer, Liaison Officer, and Public Information Officer duties
Safety Officer - ensures all activities are conducted in as safe a manner as possible
Public Information Officer – acts as official spokesperson for the site in an emergency situation, until the District’s Communications Officer is available
Liaison Officer – serves as the point-of-contact for agencies outside of the District’s organization
Operations Chief – manages direct response to the onsite emergency and report status to the Site Incident Commander
Site Facility Check & Security – lead damage assessment, control utilities, restrict access to unsafe areas, and provide traffic control
Search & Rescue Leader and Team – conduct search and rescue operations once accountability process has identified missing persons.  It’s important that the Team Leader remain at the Site Command Post where communication with the Buddy Teams is maintained via walkie-talkie.
First Aid & Medical Leader and Team – provide first aid and medical response including Critical Incident Stress Management (CISM).  It’s important that the Team Leader remain at the Site Command Post where communication with the Buddy Teams is maintained via walkie-talkie.
Assembly Area Leader – ensure the care and safety of all students, staff, and visitors during an on- or offsite evacuation (except those who are in the Medical Treatment Area) and relay information regarding attendance and other information pertaining to the well-being of the evacuees.
Student/Parent Reunification 
Request Area – process requests by parents or authorized adults for release of students
Release Gate – release student to parent or authorized adult
Planning & Intelligence Chief – in charge of collection, evaluation and documentation of information about the incident
Logistics Chief – provide facilities, services, staff, equipment and materials to support response – including food and transportation services
Finance & Administration Chief – responsible for accountability of campus occupants (attendance) during an emergency, tracks purchases, staff hours and costs

This Plan provides position guides for each of the above assignments.  The ICT will report to the Site Incident Commander at the Incident Command Post.  Any staff may be assigned to assist each of the above positions depending upon the circumstances and demands of the incident and care of the students and staff.  

The District’s Emergency Operations Center (EOC) may be activated to support onsite emergency operations.  In the event that the District EOC is activated, the Site Incident Commander will establish communications and coordinate closely with the District EOC (Operations Section).

UNIFIED COMMAND 
Unified Command exists when two or more organizations/agencies have command authority for an incident, and they work together under a single Unified Command to manage incident response. Unified Command is an application of ICS and may be established at the field response level when more than one agency has jurisdictional responsibilities. Agencies work together through the designated members of the Unified Command to establish their designated ICs (Incident Command) (Incident Command) at the single Incident Command Post (ICP). Under Unified Command, organizations/agencies develop a common set of objectives and strategies which provides the basis for a single Incident Action Plan (IAP). 

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	
Districts should standardize the types of positions they have on each school’s Incident Command Team. In this section, revise to adhere to the district’s standardized position list.   If additional roles are added, districts will need to develop position guides (in Functional Annex C)




	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	
In this section, insert the individuals who will fill the designated Incident Command Team. The first organizational chart is just for the main positions (Chiefs and leads).  The second chart is a more expanded list of personnel who will fill these positions.    Position guides are located in Functional Annex C





[bookmark: _Toc63328406]{SchoolName} Incident Command Team Organizational Chart
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	Operations Section Chief
	
	Planning & Intelligence Section Chief
	
	Logistics Section Chief
	
	Finance & Administration Section Chief
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	Site Facility Check & Security Leader
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	Assembly Area Leader
	

	-
	{ICT_SFC}
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	{ICT_EAA}
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	{ICT_ReqG}
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	First Aid & Medical Leader
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	Personnel

	Site Incident Commander
Safety Officer
Public Information Officer
Liaison Officer
	{ICT_IC1} 
or 
{ICT_IC2}

	Planning Section Chief
	{ICT_PIC1} 
or 
{ICT_PIC2}

	Logistics Section Chief
	{ICT_LC1} 
or 
{ICT_LC2}

	Finance & Administration Section Chief
	{ICT_AC1} 
or 
{ICT_AC2}

	Operations Section Chief
	{ICT_OC1} 
or 
{ICT_OC2}

	
	Site Facility Check & Security
	{ICT_SFC}

	
	Search & Rescue: Leader
	{ICT_SR}

	
	S&R Team A
	A) {ICT_SRBTA_A}
B) {ICT_SRBTA_B}
C) {ICT_SRBTA_C}

	
	S&R Team B
	A) {ICT_SRBTB_A}
B) {ICT_SRBTB_B}
C) {ICT_SRBTB_C}

	
	First Aid & Medical: Leader
	{ICT_FAM}

	
	First Aid Team A
	A) {ICT_FAMBTA_A}
B) {ICT_FAMBTA_B}
C) {ICT_FAMBTA_C}

	
	First Aid Team B
	A) {ICT_FAMBTB_A}
B) {ICT_FAMBTB_B}
C) {ICT_FAMBTB_C}

	
	Reunification Team Leader
	{ICT_RTL}

	
	Assembly Area Leader
	{ICT_EAA}

	
	Request Gate Leader
	{ICT_ReqG}

	
	Request Gate Team
	A) {ICT_ReqGBTA_A}
B) {ICT_ReqGBTA_B}
C) {ICT_ReqGBTA_C}

	
	Release Gate Leader
	{ICT_RelG}

	
	Release Gate Team
	A) {ICT_RelGBTA_A}
B) {ICT_RelGBTA_B}
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Disaster Service Worker Status
All public employees are required to take an “Oath of Allegiance” (text below) which confirms compliance with California Constitution, Article II, Sec. 3 and California Government Codes Sections 3100-3109.  California Government Codes 3100-3109 outline this duty as a Disaster Service Worker. All public employees should be familiar with the Disaster Service Worker mandates and ensure that their home, family and pets are prepared for a disaster.  

California Government Code (Sections 3100 & 3101) declares that public employees are Disaster Service Workers (DSW), subject to such disaster service activities as may be assigned to them by their superiors or the law.  The term "public employees" includes all persons employed by the state or any county, city, state agency, or public district.  This law applies to public school employees in the following cases: 1) when a local emergency has been proclaimed, 2) when a State emergency has been proclaimed, or 3) when a federal disaster declaration has been made.  

These laws have two ramifications: 1) public school employees may be pressed into service as Disaster Service Workers by their superiors and may be asked to do jobs other than their usual duties for periods of time exceeding their normal working hours; and 2) in those cases, their Worker's Compensation Coverage becomes the responsibility of the state government (CalOES).  The district, however, pays their overtime pay.  These circumstances apply only when a local or State emergency has been proclaimed.  

During an emergency, staff will serve on response teams and implement response procedures.  If a teacher has been assigned to an Incident Command Team (ICT) position, the staff will first ensure the safety of the students and accompany the students to the Evacuation Area, where the students will be reassigned to another teacher/staff member.  The teacher will then immediately report to the Site Command Post and carry out their assigned ICT responsibilities.

Government Code 3100
It is hereby declared that the protection of the health and safety and preservation of the lives and property of the people of the state from the effects of natural, manmade, or war-caused emergencies which result in conditions of disaster or in extreme peril to life, property, and resources is of paramount state importance requiring the responsible efforts of public and private agencies and individual citizens. In furtherance of the exercise of the police power of the state in protection of its citizens and resources, all public employees are hereby declared to be disaster service workers subject to such disaster service activities as may be assigned to them by their supervisors or by law.
(Amended by Stats. 1971, Ch. 38.)

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	Districts may have their Oath of Allegiance document and/or a board policy to include here.  



{HERE: Include a copy of the district’s Oath or Allegiance and/or board policy outlining Disaster Service Worker status.}






Emergency Communications
	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	
Before passing the template onto the schools, districts should change/delete any of the below communication tools that are not used by schools and modify the advantages and disadvantages of each to suit the needs of the district.  Districts should add any 



Communications before, during and after an emergency are critical. The school will use a variety of communication tools to prepare for, respond to and recover from critical incidents.   Below are different tools the school will use to communicate with the different stakeholders.  
	COMMUNICATION TOOLS MATRIX

	MODE
	ADVANTAGES
	DISADVANTAGES

	DISTRICT E-mail
	Quick communication to large audience and staff
	May not work well if information is time sensitive or there is a power outage

	Web Page Post
	For parents/community. Easy, quick
	Requires user to visit website

	MNS Text Message
	For parents/community and possibly staff. Message can reach recipient immediately, regardless of location.
	Requires users to update contact information. Staff may not check their phones and may not be signed up for MNS.  

	MNS Email
	For parents/community.  
	Requires users to update contact information (including personal e-mail) and to be able to access a device. 

	Staff Email
	Good for communicating directly with staff.  Can be useful when working to get information to staff that students should not/do not need to know.  
	Staff may be unable to check their email during an emergency.  

	MNS Voice Message to all 
NOT RECOMMENDED
see disadvantages
	Reaches all those with phones
	Requires user to listen to phone messages. The delay in reaching audiences may cause confusion as messages may be hours old.

	Zoom
	Able to meet virtually; large audience
	Must send out link to zoom meeting; individuals must join

	Microsoft Teams
	Multiple communication systems, including instant phone calls, allows for teams and channels to distribute and gather information, allows for assignments to be made.
	Only those with access to Microsoft teams can benefit from any groups or channels.  

	Social Media
	Facebook, Instagram and Twitter are popular with students, message can reach recipient regardless of location.
	Requires user to be a “fan” or “follower” of District/Campus sites and have access to a wireless device.

	Public Announcement System
	Wide broadcast; reaches outdoor
	May be hard to hear on parts of campus

	Fire Alarm System
	 Wide broadcast; easily heard
	Only alarm – no voice feature.

	LCD Monitors
	Visual broadcast. Supports individuals with hearing impairments.
	Reaches a limited audience and not currently used for emergencies.

	Bullhorns
	Mobile; allows for targeted messages to different geographic audiences; doesn’t require electricity or connectivity
	Reaches a limited audience; time consuming

	Digital Marquee
	Gets message to local traffic and public before entering campus
	May be difficult to post from a variety of devices.   

	Runners
	Mobile; allows for targeted messages to different geographic audiences;  doesn’t require electricity or connectivity
	Reaches a limited audience; time consuming 

	Two-Way Radios
	No phone connectivity needed.  Useful for on campus communication. Quick.
	Battery life, especially in power outage. Limited to those who have them.  

	Cell phones
	Provides access to text and voice messages; widely available; can be used in conjunction with other communications such as Microsoft Teams and Zoom.
	Battery life, especially in power outage. 

	Landlines (analog or digital) 
	Good for one-to-one communication
	Limited mobility.





Emergency Notifications to Campus
First priority during any emergency on school campus is to notify the staff and students in order to provide proper response procedures. The following systems will be used on-campus during an emergency to communicate response protocols: 
 
	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	If the district contracts with a company that provides a Mass Notification Systems (MNS) such as CrisisGo, BlackBoard, or School Messenger, especially if the MNS includes staff and students, consider placing your intent to use the service during an emergency.  Note: This is for CAMPUS notifications; notification to outside entities (parents, community members, etc. are included below) 





	EMERGENCY
	PRIMARY METHOD
	ALTERNATE METHODS

	Evacuation
	Fire Alarm
	P.A. System

	Duck, Cover, Hold On
	P.A. System 
	In the case of earthquake, individuals should not wait for any notification to Duck, Cover and Hold On.  

	Shelter-In-Place
	P.A. System
	If P.A. system is not working, use email or written notes to classes

	Secure Campus
	P.A. System
	

	Lockdown
	P.A. System
	Evidence of gunfire or threat of violence on campus.

	All-Clear
	P.A. System
	



All site occupants need to know the emergency terminology above and the actions to take for each.  

[bookmark: _Toc63328411]Emergency Notifications to Outside Entities
In the event of any emergency situation during school hours, what communication procedures are in place on your site?  Develop a clear plan for the following aspects of emergency response. 

	911 Calls 
	
When placing a 911 call: give your name, school name, and school address
Give specific location of shooter, intruder, fire, hazardous material or other emergency
Indicate location of incident command post


	Mass Notification to Parents
	During an emergency: 
{HERE: Insert Mass notification procedures for parents during an emergency}


	
	After an emergency:
{HERE: Insert Mass notification procedures for parents after an emergency}



Emergency Notification Information
The first action to occur as an emergency incident is unfolding is the need to alert or warn others.  In the event of an emergency, and if circumstances allow, the Site Incident Commander will direct the Site Facility and Security Check position to conduct or delegate an initial site assessment to gather information.
Based on the findings and if time permits, the Site Incident Commander will inform the Superintendent’s Office of the recommended actions to be taken.  However, if the emergency requires immediate action, the Site Incident Commander will initiate the appropriate warnings and notifications to 9-1-1 without delay.
The very next action to occur is the need to alert or warn onsite staff.  The primary methods for notifying campus occupants are summarized in the “Emergency Notifications” section. If for some reason those methods do not work or are not appropriate due to circumstances, a variety of alternative notification methods may be available on the site including: landline telephones, cellular telephone, walkie-talkies, runners, bells, or portable megaphones.  The method utilized will depend upon the circumstances of the emergency and the resources available at this site.  

As services are being dispatched to assist, the Site Incident Commander will begin to gather and direct resources as necessary to address the emergency or disaster at hand.  The following external and internal contacts may be of assistance:

INTERNAL CONTACTS:
	CONTACT
	EMERGENCY
	NON-EMERGENCY

	District Superintendent’s Office
	PHONE
	PHONE

	District Communications Office
	PHONE
	PHONE

	District Facilities
	PHONE
	PHONE

	District Emergency Preparedness 
	PHONE
	PHONE

	District Risk Management
	PHONE
	PHONE

	District Transportation
	PHONE
	PHONE



EXTERNAL CONTACTS:
	CONTACT
	EMERGENCY
	NON-EMERGENCY

	{LawEnforcement}
	9-1-1
	PHONE

	{FireDept}
	9-1-1
	PHONE

	San Diego County Sheriff
	9-1-1
	858-565-5200

	San Diego Gas & Electric
	619-725-5114
	800-411-7343/800-611-7343

	S.D. County Hazardous Materials and Waste
	
	858-505-6657

	S.D. County Public Health and Human Services
	
	619-441-6500

	S.D. County Office of Emergency Services
	
	858-565-3490

	Poison Control
	800-222-1222
	

	S.D. County Animal Control
	619-236-2341
	619-757-2675

	Sewer
	PHONE
	PHONE

	Water
	PHONE
	PHONE






Standardized Emergency Response Actions
San Diego County Office of Education along with all the County law enforcement partners and school districts developed standardized terminology for the most common types of actions necessary during an emergency.  Standardized terminology is critical to promote understanding among all parties involved in managing an incident.  

Emergency Actions are a set of simple directives and alert level procedures that may be implemented across a number of emergency situations.  When an emergency occurs, it is critical that staff members take immediate steps to protect themselves and others.  With Emergency Actions in place, staff can follow specific directions without having to learn extensive protocols for each of several dozen different emergency situations.  The Incident Commander will decide which Emergency Actions to implement, based on the situation.  

The most common immediate emergency actions below are listed below.  Staff members must become familiar with each emergency action and be prepared to perform assigned responsibilities.  All students must be taught what to do when any of the common emergency actions are implemented.
See Functional Annex A for more information on Standardized Emergency Response Actions

	Type
	Definition

	STATUS
	ALL CLEAR communicates to students and staff that the emergency is over and normal school operations can resume. 

	
	EMERGENCY DAMAGE ASSESSMENT is the inspection process used immediately following an emergency (typically will students and staff are under an EVACUATION order) to determine if it is safe to resume occupancy of school facilities.  An EMERGENCY DAMAGE ASSESSMENT should be performed following any event with the potential to cause damage school facilities or equipment.

	RESTRICTED MOVEMENT & ACCESS
	LOCKDOWN is initiated to isolate students and school staff from danger on or near the campus when movement within the school and within rooms on the campus might put students and staff in jeopardy.  LOCKDOWN is used to prevent intruders from entering occupied areas of the buildings.
Lock the doors; 
Close and lock windows, and close blinds or cover windows; 
Turn off lights; 
Silence all electronic devices; 
Remain silent; 
Use strategies to silently communicate with first responders if possible,
Hide along the wall closest to the exit but out of the view from the hallway (allowing for an ambush of the intruder and for possible escape if the intruder enters the room); and 
Remain in place until the release from lockdown by school administration or evacuated by law enforcement. 

	
	SECURE CAMPUS is implemented as a precautionary measure to ensure the safety of students and staff when there is danger in the surrounding community or a bomb threat is made against the school.  SECURE CAMPUS requires that all students and staff take shelter in school buildings and lock all exterior doors.  Classroom instruction and/or activity may continue as long as all classroom and office doors are locked and all students and staff remain inside through the duration of that event. The school perimeter should be secured.

	
	SHELTER IN PLACE is implemented when there is a need to isolate students and staff from the outdoor environment to prevent exposure to airborne contaminants. The procedures include closing and sealing doors, windows and vents; shutting down the classroom/building heating, ventilation and air conditioning systems to prevent exposure to the outside air; and turning off pilot lights.  SHELTER IN PLACE allows for the free movement of staff and students within the building, although one should not leave the room until further instructions are received.  Those in bungalows and buildings with exterior passageways must remain in the classroom while SHELTER IN PLACE is instituted.  It is appropriate for, but not limited to, gas leaks, external chemical release, dirty bombs and hazardous material spills.

	
	TAKE COVER is implemented when it is necessary to move to and take refuge in the best shielded areas within the school buildings.  It is appropriate for, but not limited to, severe windstorms and tornados.
Move students and staff into the school’s permanent buildings, on the ground floor. 
Group students/staff together at the furthest point away from windows on the floor.
Face the wall with backs to the windows
Crouch down on knees and elbows
Hands  covering the back of their head/neck
If a tornado warning or potentially damaging windstorm occurs at dismissal, delay dismissal.
An order to TAKE COVER should remain in place until the National Weather Service has lifted the warning.  

	
	DUCK, COVER AND HOLD ON is the action taken during an earthquake to protect students and staff from flying and falling debris.  DUCK, COVER AND HOLD ON is an appropriate action for use during an earthquake or explosion.  Immediate EVACUATION and an EMERGENCY DAMAGE ASSESSMENT must be performed prior to occupancy of any of the site’s buildings, following any event prompting the use of DUCK, COVER AND HOLD ON.

	EVACUATION
	EVACUATION is implemented when conditions make it unsafe to remain inside the building(s). This action provides for the orderly movement of students and staff along prescribed routes from inside school buildings to a designated outside area of safety.  

	
	OFF-SITE EVACUATION is implemented when it is unsafe to remain on the school campus, and evacuation to an off-site assembly area is required.  This action provides for the orderly movement of students and staff along prescribed routes from inside school buildings to a designated area of safety off campus.  In some situations OFF-SITE EVACUATION may require the use of busing.  STRUCTURED REUNIFICATION should be used following any OFF-SITE EVACUATION.

	
	EARLY RELEASE   Certain situations may require releasing students from school at a time when parents expect their children to be at the school site.  EARLY RELEASE may be implemented when circumstances make keeping students at school inadvisable. EARLY RELEASE must be authorized by the district superintendent or designee.  During an EARLY RELEASE, students follow normal dismissal procedures.

	REUNIFICATION
	STRUCTURED REUNIFICATION is the process used to reunify children with their parents, guardians or caregivers, following a school emergency.  Regular dismissal procedures are not followed.  STRUCTURED REUNIFICATION requires:
Maintaining accurate information on the location of each child.
Preventing unauthorized individuals from having access to or removing children.
Verifying the identity of individuals coming to take custody of children.
Verifying each individual has the legal right to take custody the child for which they have asked.
Keeping record of who each student is released to, the method used to verify their identity and the time of the pick-up.



SEE FUNCTIONAL ANNEX A for more information on these standardized responses

[bookmark: _Toc401156241]Emergency Facilities 
[bookmark: _Hlk520186418]CONFIDENTIAL
Confidential document related to the District’s tactical responses to criminal incidents and/or vulnerability to terrorist attack or other criminal acts.
Prepared for the District’s Board of Education’s consideration in closed session and law enforcement, including the {LawEnforcement}.  (See Cal. Educ. Code section 32281(f)(1) and Cal. Govt. Code section 6254(aa).)

	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	This section should remain confidential and should be omitted in any documents printed for public record requests. 

The section of the CSSP should be kept confidential, and not included if there is a public records request. 

In this section, insert your school site emergency locations.  




Incident Command and Other Facilities

	FACILITY
	PRIMARY LOCATION
	SECONDARY LOCATION

	Incident Command Post
	{ICPLocation1}
	{ICPLocation2}

	Request Gate
	{ReqGate-Location1}
	{ReqGate-Location2}

	Release Gate
	{RelGate-Location1}
	{RelGate-Location2}

	Search & Rescue
	{SearchRes-Location1}
	{SearchRes-Location2}

	Medical/First Aid/Triage
	{MedTriage-Location1}
	{MedTriage-Location2}

	Evacuation Site
	{Evac-Location1}
	{Evac-Location2}

	Off-Site Evacuation Site
	{OffSite-Location1}
	{OffSite-Location2}

	Sister School Site(s)
	{SisterSchool-Location1}
	{SisterSchool-Location2}

	Media Staging Areas
	{Media-Location1}
	{Media-Location2}

	Emergency Vehicles
	{EmergVehic-Location1}
	{EmergVehic-Location2}

	Emergency (two-way) radio
	{RadioLocation1}
	{RadioLocation2}





Emergency Supplies/Disaster Containers

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	District offices should standardize the types of emergency kits and supplies at each school.  Revise the below kit lists to indicate the types of kits and the supplies in each that the schools should have.  




Location of Emergency Supplies/Disaster Container 
This site’s Emergency Supplies/Disaster Container is located: {HERE: Insert location of disaster supplies/container}

All Emergency Supplies Kits/Disaster Containers and their contents are the responsibility of the Site Incident Commander.  The District recommends the Site Incident Commander conduct annual inspections/inventory by {HERE: Insert date schools are required to have supplies inventoried by} of each year.  The responsibility to inspect and replace non-operating equipment and supplies belongs with the site.

The Emergency Supplies/Disaster Container includes resources needed by the ICT during activation.  The following list describes the equipment and supplies that the District recommends be included inside the Emergency Supplies/Disaster Container:
Command Kit 
First Aid/Medical Team Supplies
Search & Rescue Supplies
Crisis Response Box (1 of 2 boxes. The other is kept in the main office)  
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EMERGENCY KIT CONTENTS

COMMAND KIT
The following items are recommended items for the Command Kit and should be located in a black duffle bag or rolling bin.  The Command Kit should be kept in the main office and be available to grab and go during any emergency. 

	COMMAND KIT

	ITEM
	UNITS
	ITEM
	UNITS

	Portable Megaphones
	1
	Tissues/Tissue Packages
	5

	ICT Walkie-Talkies(check with purchasing on type allowed)
	Optional 
	Utility/Duct Tape
	2

	AM/FM Solar or Battery Powered Radio
	1
	Caution Tape
	1

	Batteries for any necessary devices (radios, walkie talkies, flashlights, lanterns). 
	Amount Necessary
	Steno Pads
	5

	Lanterns
	2
	Safety Vests
	5-10

	Tarps (16x20, 10x10 or other sizes) 
	2-6
	Pens
	Amount Necessary

	Pop-up Tent/Canopy
	Optional
	Pencils
	Amount Necessary



FIRST AID & MEDICAL TEAM SUPPLIES 
Supplies need to be based on the population. The following are recommended items for the First Aid & Medical Team Supplies and should be located in a red duffle bag or rolling bin.

	FIRST AID & MEDICAL TEAM SUPPLIES

	ITEM
	UNITS
	ITEM
	UNITS

	4 x 4” compress
	1000
	Procedure Masks
	500

	8 x 10” compress
	150
	Sanitary Napkins 
	100

	Gauge bandages (Kling)
	500
	Stretchers or backboards
	2

	Head Immobilizer
	1
	Scissors, paramedic
	4

	Elastic Bandages (4" x 4.5 yards)
	12
	Tweezers
	3

	Elastic Bandages (2" x 4.5 yards)
	12
	Triage tags
	50

	Triangular bandage
	24
	Triage Kit (Tarps, Tags, etc.)
	optional

	Hand/wrist splint
	24
	Non-Latex gloves
	200

	Arm splints
	24
	Oval eye patch
	50

	Leg Splint
	24
	Medical Tape (cloth 1" x 10 yds)
	40

	Steri-strips or butterfly bandages
	100
	Medical Tape (cloth 2" x 10 Yds)
	25

	Water pouches (for flushing wounds, etc)
	192 (or three cases)
	First Aid Books
	1

	Hydrogen Peroxide
	10
	First Aid Pocket Guide
	1

	Emergency Blankets (disposable)
	50
	Stretch Gauze Roll (2 x 4.1 Yds)
	20

	Mylar Blankets
	500
	Burn gel
	2 bxs

	Stretch Gauze Roll (3 x 4.1 Yds)
	20
	Ice packs
	20

	Bandages (3/4 x 3")
	4 bxs
	Eye Wash
	5

	Sting relief
	2 bx
	Iodine Swabs
	2 bxs

	Tourniquets
	10
	Antiseptic Hand Gel or Packets
	4 bxs or 4 bottles



SEARCH & RESCUE TEAM SUPPLIES
Supplies need to be based on the population. The following are recommended items for the Search & Rescue Team kits and should be located in a rolling bin:  

	SEARCH & RESCUE TEAM SUPPLIES

	ITEM
	UNITS
	ITEM
	UNITS

	Mylar Blankets
	5
	Hard Hats
	6-9

	Adjustable Wrench 10”
	1
	Hammer Claw
	1

	Bolt Cutter
	1
	Leather Palmed Gloves (Pairs)
	6-9

	Light Sticks
	1 pkg
	Linesman, Plier
	1

	Chalk
	1 bx
	Locking Grip Pliers
	1

	Cribbing Wood
	Optional
	Lumber Crayons
	2-4

	Digging Bar/ Pry bar
	1
	Pipe Wrench 14” (Utility shut off)
	1

	Dust Masks
	18
	Pliers
	1

	Eye Guards/Safety Glasses
	9
	Rope
	1

	Grease Markers
	2-4
	Batteries for Flashlight
	Amount necessary

	Whistles
	6-9
	Safety Vests
	6-9

	Flashlights
	6-9
	Small First Aid Kits 
Triangular Bandages
Bandages (asst.)
Ice pack
Gauze roll
Cloth tape
Tongue depressors
Gauze pad
Sanitary Napkin
Scissors
Wet-Wipe towelettes
Non-latex glozes
	3

	D-Handle Shovel
	1
	
	

	Screwdriver Set 
	1
	
	

	Safety Cones
	Optional   3-4
	
	

	Utility Knife
	1
	
	

	Steel Digging Bar
	2
	
	

	Hydraulic Jack
	Optional
	
	

	Wool Blanket
	2
	
	



CRISIS RESPONSE BOXES 
The District recommends each site maintain two Crisis Response Boxes.  State regulations require one box for the First Responder Incident Commander.  The District recommends that the site maintain an identical copy for use by the Incident Command Team.

It is recommended to place the two boxes in separate areas, one in the front office near the Secretary’s desk and one with the other Emergency Supplies.  This provides a back-up if one area cannot be accessed during the emergency.   

The Crisis Response Boxes are large file folder boxes with wheels.  The boxes are clearly labeled and contain vital information needed by the ICT and First Responder Incident Commander.  The following are recommended for each box:

	CRISIS RESPONSE BOXES 

	
	Current copy of the Site Disaster Procedures (this section of the Comprehensive School Safety Plan.

	
	Current map of site or school layout.  Map must show all buildings, classroom numbers, onsite and offsite evacuation maps.

	
	Most current site map (plot plans available through Facilities).

	
	Current roster of students and staff assigned to the site.  These rosters should include information about individuals with special needs.  And be available in several formats for ease of use:  alphabetical, grade level, class roll and have emergency contact/release information.

	
	If available, a list of the site’s staff skills including language translation, specialized training, and emergency equipment carried in vehicles.

	
	If available, current student photos or most recent class photo on external drive.

	
	Telephone numbers listed in order of building sequence.

	
	List of health concerns for students and staff.

	
	Staff emergency forms.

	
	Area maps and school maps.

	
	Safety vests, whistles, flashlights, batteries, pens and any other beneficial equipment.  



Maintenance of the Crisis Response Boxes and their contents is the responsibility of the Site Incident Commander. 

CLASSROOM EMERGENCY KIT 
The site is responsible for maintaining one Classroom Emergency Kit (backpack) in the office, library, lounge, and in every classroom.  The recommended items for Classroom Emergency Kit  include:

	CLASSROOM EMERGENCY KIT

	ITEM
	UNITS
	ITEM
	UNITS

	Emergency Response Procedures (located in this portion of the CSSP) 
	1
	First Aid Supplies (put in large zip-lock bag)
	

	Soft paint brush for removing glass fragments
	1
	Direct pressure compress/sterile pads
	4

	Disposable non-latex gloves
	4-6
	Triangular bandages 
	5

	Identification vest, sash, hat, cap or visor for each teacher and aide
	1
	Assorted size band aids 
	1 bx

	Self-Stick name tags 
	1 per child
	Instant cold packs 
	2

	Safety Pins 
	50
	Gauze bandages rolls (2”)
	4

	Pens, pencils, small pad of paper
	multiple
	Cloth Tape (1/2”) 
	1

	Whistle
	1
	Splints (short enough to fit in backpack) 
	3

	Activities for students (e.g., things for children to do while waiting for parents)
	multiple
	4 x 4” gauze pads
	4

	Tarp or shower curtain (to sit on)
	1-2
	Tongue depressors 
	10

	Kleenex (small individual packages)
	5
	Sanitary pads (for use as large dressings) 
	4

	Pre-moistened wipes
	50
	Scissors (small classroom type)
	1

	Room number and teacher’s name written at least 5” high on a 8 ½ x 11” piece of cardboard
	1
	Flex Wrap Bandages
	2
























Suspension & Expulsion Policies
{SchoolName} adheres to {DistrictName} Suspension and Expulsion Policies as follows:  

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	Before providing the CSSP template to schools, insert any district suspension and expulsion policies here.  This can include Board Policies, Administrative Regulations and any other documents provided regarding suspensions and expulsions.




	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	Use this page to introduce this section to the reader.  Include a brief introductory statement connecting district level materials to your school site practices.  Be sure to include your school name in this statement.

Wherever possible, include site specific information to support each section or refer the reader to supporting documents included elsewhere in the plan.  For example, if the Student Handbook includes information that provides support for more than one section of the CSSP, but best supports the student discipline section, place it in the student discipline section and refer to it in your introductory statement for each of the other sections it supports. 





{HERE: Insert your Board Policy and Administrative Regulation on Suspension and Expulsions this section along with your district Rules of Discipline.}





Procedures for Notifying Teachers of Dangerous Pupils

{SchoolName} adheres to the {DistrictName} Procedures for Notifying Teachers of Dangerous Pupils as follows:  

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	Before providing the CSSP template to schools, insert any district procedures for Notifying Teachers of Dangerous Pupils here.  This can include Board Policies, Administrative Regulations and any other documents provided to schools regarding these procedures.




	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	Use this page to introduce this section to the reader.  Include a brief introductory statement connecting district level materials to your school site practices.  Be sure to include your school name in this statement.

Wherever possible, include site specific information to support each section or refer the reader to supporting documents included elsewhere in the plan.  For example, if the Student Handbook includes information that provides support for more than one section of the CSSP, but best supports the student discipline section, place it in the student discipline section and refer to it in your introductory statement for each of the other sections it supports. 

Example:

In order to fulfill the requirements made by Education Code 49079 and Welfare and Institutions Code 827 that state teachers must be notified of the reason(s) a student has been suspended.  The ____ School has incorporated this notification into the existing “Attendance Reporting screen”.  On the daily attendance report, when a student is suspended, will show an “*” next to the student’s name.  The teacher can access the suspension by looking at the student’s discipline screen.  The information provided is for the student’s current teachers only.  All information regarding suspension and expulsion is CONFIDENTIAL, is not to be shared with any student(s) or parent(s).  Teachers are asked to secure the list so students and others may not view it.

Pursuant to Welfare & Institution Code 827(b) and Education Code 48267, the Court notifies the Superintendent of the ____ School District regarding students who have engaged in certain criminal conduct.  This information is forwarded to the site Principal.  The site Principal is responsible for prompt notification of the student’s teachers.  Per Education Code 49079, this information must be kept confidential.  This information is also forwarded to all administrators and the student’s counselor.




.

{HERE: Insert your Board Policy, Administrative Regulation and procedures and sample notification used for notifying teachers of dangerous students.}




Discrimination & Harassment Policy
{SchoolName} adheres to the {DistrictName} Discrimination and Harassment Policy

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	Before providing the CSSP template to schools, insert any district Discrimination and Harassment Policy here.  This can include Board Policies, Administrative Regulations and any other documents provided to schools regarding these procedures.




	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	Wherever possible, include site specific information to support each section or refer the reader to supporting documents included elsewhere in the plan.  For example, if the Student Handbook includes information that provides support for more than one section of the CSSP, but best supports the student discipline section, place it in the student discipline section and refer to it in your introductory statement for each of the other sections it supports. 





{HERE: Insert your Board Policies, Administrative Regulations and procedures on Discrimination, Harassment and Sexual Harassment in this section.}




School-wide Dress Code Prohibiting Gang Attire
	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	Before providing the CSSP template to schools, insert any district rules or policies on dress code here.  This can include Board Policies, Administrative Regulations and any other documents provided to schools regarding these rules and policies.





	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	This requirement comes from 32282(a)(2)(F).  It reads:

The provisions of any schoolwide dress code, pursuant to Section 35183, that prohibits pupils from wearing "gang-related apparel," if the school has adopted that type of a dress code. For those purposes, the comprehensive school safety plan shall define "gang-related apparel." The definition shall be limited to apparel that, if worn or displayed on a school campus, reasonably could be determined to threaten the health and safety of the school environment. Any schoolwide dress code established pursuant to this section and Section 35183 shall be enforced on the school campus and at any school-sponsored activity by the principal of the school or the person designated by the principal. For purposes of this paragraph, "gang-related apparel" shall not be considered a protected form of speech pursuant to Section 48950.

If the school has a dress code prohibiting gang attire, include the following in the section
A copy of the school’s dress code.  Confirm that the definition of gang attire is included in the document
A copy of your district BP and AR on student attire
If the school does not have a dress code prohibiting gang attire, use this area to explain why it does not

Use this page to introduce this section to the reader.  State if the school has adopted schoolwide dress code that prohibits pupils from wearing gang-related apparel pursuant to EC 35183.  Be sure to include your school’s name in this statement.






{HERE: Insert School-Wide Dress Code HERE.}





Safe Ingress and Egress
{SchoolName} Specific Information

Safe ingress and egress procedures are critical for school sites.   In this section, school sites should list how they facilitate safe ingress and egress for pedestrians, cyclists, and vehicles during daily operations, and also how this is facilitated during emergency situations or extreme weather.  

	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	Describe procedures for safe entry and exit of staff and students in both day-to-day operations and then also in Emergency situations.  Include maps, diagrams and schedules as outlined in the example below.
School sites should list how they facilitate safe ingress and egress for pedestrians, cyclists, and vehicles during daily operations.  This can include the following considerations (in map or narrative form): 
Student drop off and pick-up locations and the traffic flow patterns during arrival and dismissal from school.
Supervision postings during arrival and dismissal from school.
Supervision schedule outlining supervision posts during school hours.
Campus access by visitors including any measures to ensure that visitor badges are not counterfeited. (excluding the security measures considered to be tactical information)
Gate un-locking/locking procedures

In the section “Describe school procedures for creating safe ingress and egress during an emergency situation” you must include verbiage on the considerations of an emergency evacuation, where we may need to evacuate the entire school.  This should include the following considerations:   
Primary vehicle routes into and out of campus
Alternate vehicle routes into and out of campus
Pedestrian routes onto and off-of campus
Time required for student pick-up
Bus and parent zones adjacent to each other
School site located on high-speed roadway without turn lanes
Parents using the bus-only loading zone 
Methods to stage buses at school site 
Placement of traffic cones to create a single-lane queue 
Placement of traffic cones to create a dual-lane queue 
*This can also include how you will modify your ingress & egress during a pandemic



Describe school procedures for creating safe ingress and egress for normal day operations.  
{HERE: Insert Safe Ingress and egress procedures for normal day-to-day operations HERE.}

Describe school procedures for creating safe ingress and egress during an emergency situation.
{HERE: Insert Safe Ingress and egress procedures for emergency operations HERE.}


Safe and Orderly Environment
{SchoolName} Specific Goals, Objectives and Action Steps

	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	After conducting a comprehensive Risk Assessment and analyzing the data, school sites should develop Goals, Objectives and Action Steps which can be implemented throughout the year in order to improve school safety, security and emergency preparedness.  Each site must include at least one (1) goal with objectives and actions steps for each of two components: 
Component 1 – Positive School Environment: People and Programs:  This component focuses on creating a caring school climate, where students feel wanted and needed, they believe that their participation makes a difference and they are safe to express themselves.  
Component 2 – Physical Environment:  This component focuses how the school site fosters security and safety through technology, lighting, policies, rooms and furnishings, emergency procedures, ingress/egress, environmental design, graffiti removal and other elements of the physical environment.

Use the tables on the following pages to document the school goals, objectives and action steps to improve school safety.      
Be sure that objectives are time-specific, for example, “By December of 2022, the school safety committee will have reviewed the Bullying prevention curriculum and determined any needed changes.” 




School Mission Statement:
{HERE: Insert your School Mission Statement HERE}

Policies & Procedures on Positive School Climate 
{HERE: Insert any District or School policies/procedures on Positive School Climate HERE}



GOALS, OBJECTIVES AND ACTION STEPS FOR SAFER SCHOOL

	Component 1 – Places and Programs

	Goal 1:

	

	
	Strategies to be Used
	Person Responsible
	Resources Needed

	Objective 1:
	
	
	

	Action Step 1.a
	
	
	

	Action Step 1.b
	
	
	

	Action Step 1.c
	
	
	

	Action Step 1.d
	
	
	

	Objective 2:
	
	
	

	Action Step 2.a
	
	
	

	Action Step 2.b
	
	
	

	Action Step 2.c
	
	
	

	Objective 3:
	
	
	

	Action Step 3.a
	
	
	

	Objective 4:
	
	
	

	
	
	
	

	Goal 2: (If necessary)

	Goal 2 Objectives
	
	
	







	[bookmark: _Hlk107328065]Component 2 – Places and the Environment

	Goal 1:

	

	
	Strategies to be Used
	Person Responsible
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Rules and Procedures on School Discipline
{SchoolName} adheres to the {DistrictName} Policies on School Discipline

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	Before providing the CSSP template to schools, insert any district rules and procedures on School Discipline here.  This can include Board Policies, Administrative Regulations and any other documents provided to schools regarding these rules and procedures.




	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	Note on Education Code:  This requirement refers to EC 35291.5.  This section reads:

35291.5. (a) On or before December 1, 1987, and at least every four years thereafter, each public school may, at its discretion, adopt rules and procedures on school discipline applicable to the school. For schools that choose to adopt rules pursuant to this article, the school discipline rules and procedures shall be consistent with any applicable policies adopted by the governing board and state statutes governing school discipline. In developing these rules and procedures, each school shall solicit the participation, views, and advice of one representative selected by each of the following groups: (1) Parents. (2) Teachers. (3) School administrators. (4) School security personnel, if any. (5) For junior high schools and high schools, pupils enrolled in the school... (b) The governing board of each school district may prescribe procedures to provide written notice to continuing pupils at the beginning of each school year and to transfer pupils at the time of their enrollment in the school and to their parents or guardians regarding the school discipline rules and procedures adopted pursuant to subdivision (a)… (d) The governing board may review, at an open meeting, the approved school discipline rules and procedures for consistency with governing board policy and state statutes.

If your school has adopted school rules pursuant to EC 35291.5, state that you have in your introduction to this section.  Include a copy of the school rules and indicate when and how students and parents are notified of these rules and procedures.  You may also want to describe the process used to update these rules and state the state of the last revision.

If your school has information on school discipline in the parent/student handbook, it should be included in this section.




{HERE: Insert rules and procedures on school discipline HERE. If policies are district wide, be sure to include the above statement indicating:  “X School adheres to the X District Policies on School Discipline.  If the school has its own policies, remove that statement and insert the school specific policies here, Be sure to include the school name somewhere in the school specific policies.}

Procedures for Conducting Tactical Responses to Criminal Incidents
{SchoolName} adheres to the {DistrictName} Procedures for conducting tactical responses to criminal incidents.
CONFIDENTIAL
Confidential document related to the District’s tactical responses to criminal incidents and/or vulnerability to terrorist attack or other criminal acts.
Prepared for the District’s Board of Education’s consideration in closed session and law enforcement, including the {LawEnforcement}.  (See Cal. Educ. Code section 32281(f)(1) and Cal. Govt. Code section 6254(aa).)


	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	This section should remain confidential and should be omitted in any documents printed for public record requests. 

Before providing the CSSP template to schools, insert any district rules and procedures on conducting tactical responses to criminal incidents, including individuals with guns on school campuses and at school-related functions and procedures to prepare for active shooters or other armed assailants based on specific needs.
  
For procedures on conducting tactical responses to criminal incidents, this may include the duties of:
School Administration
School Threat Assessment & Management Team 
School Mental Health Professionals 
School Security Team Members 
And how the district will work with: 
School District Law Enforcement Partners
Child Protective Services 
County Office of Education 
County Threat Assessment Team

Samples of Procedures to prepare for active shooters and other armed assailants can be found in the template under the Functional and Hazard Specific Annexes, specifically lockdown procedures under Functional Annexes and Active shooter/Armed Assailant procedures under Hazard Specific Annexes.  Districts and schools can simply reference those procedures in this section.  





	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	Use this page to introduce this section to the reader.  Include a brief introductory statement connecting district level materials to your school site practices.  Be sure to include your school name in this statement.

Wherever possible, include site specific information to support each section or refer the reader to supporting documents included elsewhere in the plan.  For example, if the Student Handbook includes information that provides support for more than one section of the CSSP, but best supports the Procedures for Conducting Tactical Responses to Criminal Incidents, place it in this section and refer to it in your introductory statement for each of the other sections it supports. 



{HERE: Insert rules and procedures on conducting tactical responses to criminal incidents, including individuals with guns on campuses and at school-related functions and procedures to prepare for active shooters or other armed assailants.  HERE. If policies are district wide, be sure to include the above statement indicating:  “X School adheres to the X District Policies on School Discipline.  If the school has its own policies, remove that statement and insert the school specific policies here, Be sure to include the school name somewhere in the school specific policies.}

SAMPLE LANGUAGE FOR DISTRICTS USING CSTAG THREAT ASSESSMENT PROCEDURES
Effective January 1, 2019, AB 1747 requires the inclusion of procedures for conducting tactical responses to criminal incidents, including procedures related to individuals with guns on school campuses and at school-related functions in the Comprehensive School Safety Plan.  

ACTIVE SHOOTER OR OTHER ACTIVE ASSAILANTS
All {DistrictName} sites adhere to the standardized procedures for Lockdown and Active Shooter and other Active Assailant listed in this plan if there is an active shooter, individual with a weapon on campus or other possible violent crime.    

THREATS 
In addition, {DistrictName} personnel engage in the The Comprehensive School Threat Assessment Guidelines (CSTAG) developed by Dr. Dewey Cornell.   If a threat is made or if there is a weapon found on campus, the Threat Assessment team (consisting of multi-disciplinary personnel, including but not limited administration, counselors, mental health professionals, Information Technology professionals and law enforcement) will conduct the following steps: 

Evaluate the threat

THEN

Decide if the threat is clearly transient and respond to the transient threat 
Contact student’s parents if necessary.
Notify intended victim’s parents if necessary.
See that threat is resolved through explanation, apology or making amends.
Consult with Risk Management & Security Manager or SRO if necessary.
Refer for conflict mediation, restorative justice or counseling to resolve problem as appropriate.
Follow discipline procedures as per BP/AR.
Develop Behavior Intervention Plan or Behavior Contract as appropriate.
OR

Decide if the substantive threat is serious  and respond to the serious substantive threat.
Mobilize threat assessment team members as needed.
Contact student’s parents.
Notify intended victim’s parents.
Protect and notify intended victim and parents of victim.
Caution the student about the consequences of carrying out the threat.
Provide direct supervision of student until parents assume control
Consult with Risk Management and SRO
Refer for conflict mediation, restorative justice or counseling to resolve problem is appropriate
Follow discipline procedures as per BP/AR
Develop Behavior Intervention Plan
OR
Decide if the substantive threat is very serious and respond to the very serious substantive threat 
Mobilize threat assessment team members as needed.
Contact student’s parents
Notify intended victim’s parents
Protect and notify intended victim and parents of victim
Caution the student about the consequences of carrying out the threat
Provide direct supervision of student until parents assume control
Consult with Risk Management & Security Manager and SRO
Conduct mental health assessment
Follow discipline procedures as per BP/AR
Develop Behavior Intervention Plan
AND
Implement a safety plan

OTHER CRIMES
If other crimes are committed on campus such as thefts and vandalism school administration, risk management and other needed resources along with law enforcement will conduct an investigation.  Depending on the investigation outcomes, administration will follow {DistrictName} procedures for discipline and will assist in any necessary prosecution procedures through the District Attorney's office.  
 

Procedures To Assess and Respond to Dangerous, Violent and Unlawful Activity
{SchoolName} adheres to the {DistrictName} Procedures to assess and respond to dangerous and unlawful activity.

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	Before providing the CSSP template to schools, insert any district rules and procedures to assess and respond to dangerous, violent and unlawful activity that is being conducted or threatened to be conducted at the school, at an activity sponsored by the school or on a school bus serving the school.   Some sample language is already provided.  Edit as necessary.
  
For procedures on assessing and responding, this may include the duties of:
School Administration
School Threat Assessment & Management Team 
School Mental Health Professionals 
School Security Team Members 
And how the district will work with: 
School District Law Enforcement Partners
Child Protective Services 
County Office of Education 
County Threat Assessment Team

Conducting Threat Assessments may be part of the district plan to assess and respond to dangerous and unlawful activity.  There are many different models to conduct Threat Assessments at schools, and the district should choose the one that most closely aligns with the needs and capabilities of the schools.  

This template includes a couple of samples that can be used if the district chooses to use one of the more common models “Comprehensive School Threat Assessment Guidelines” by Dr. Dewey Cornell.  These are provided as samples and not considered a requirement.  

Also provided in this section is a Law Enforcement Notification Guide developed by the San Diego County Office of Education.  



SAMPLE LANGUAGE
The {DistrictName} and {SchoolName} are committed to assessing and responding appropriately to dangerous, violent and unlawful activity that is being conducted or threatened to be conducted at the school, at an activity sponsored by the school or on a school bus serving the school.  

The “Assessment of the Current Status of School Crime and Safety” along with the “Risk Assessment” portions of this plan help the school identify the types of violent and unlawful activity and the potential for such activities.  These assessments are used to identify the need for training, resources, equipment and strategies to mitigate, prevent, prepare for, respond to and recover from violent and unlawful activity.  Using these assessments, Goals and Objectives are written to improve response to such activity.  

School administration, safety committee, risk management and other needed resources along with law enforcement may conduct an investigation into violent, dangerous and unlawful activities.  Depending on the investigation outcomes, administration will follow {DistrictName} procedures for discipline and will assist in any necessary prosecution procedures through the District Attorney's office.  

The {SchoolName} adheres to the following Law Enforcement Notification Matrix in 

	CALL 911
	CALL for Law Enforcement                                       (911 if immediate danger - Dispatch if non-emergency)
	Notification to Law Enforcement           (911 if immediate danger - Dispatch if non-emergency)

	Bomb threat/Suspicious package

Firearm on campus

Explosive on campus 

Fire

Immediate risk of harm to student(s) and/or staff’

Intruder on campus

Medical emergency

Possible abduction
	Assault with a dangerous weapon and/or resulting in great physical injury (EC 48902)
Loss of consciousness; concussion; bone fracture; protracted loss or impairment of function of any bodily member or organ; a wound requiring extensive suturing; disfigurement

Report of sexual assault or battery (Grades 4-12)  (EC 48902)
Touching an intimate part of another person, against the person’s will, for the specific purpose of sexual gratification, sexual arousal, or sexual abuse 

Homicidal threat (Grades 6-12) (EC 49390) 
Any action that creates a reasonable suspicion that the student is preparing to commit a homicidal act related to school or a school activity

	Physical attack, assault or threat toward employee (EC 44014)

Possession of controlled substance (EC 48902)

Possession of other dangerous weapon (EC48902)
dirk, dagger, ice pick, knife having a blade longer than 2 1/2 inches, folding knife with a blade that locks into place, razor with an unguarded blade, taser, or stun gun,any instrument that expels a metallic projectile, such as a BB or a pellet.







(Optional) Hate Crime Reporting
{SchoolName} adheres to the {DistrictName} Policies on Hate Crime Reporting

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	Before providing to the CSSP template to schools, insert any Hate Crime Reporting procedures here.  This can include Board Policies, Administrative Regulations and any other documents provided to schools regarding these procedures.




	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	Use this page to introduce this section to the reader.  Include a brief introductory statement connecting district level materials to your school site practices.  Be sure to include your school name in this statement.

Wherever possible, include site specific information to support each section or refer the reader to supporting documents included elsewhere in the plan.  For example, if the Student Handbook includes information that provides support for more than one section of the CSSP, but best supports the student discipline section, place it in the student discipline section and refer to it in your introductory statement for each of the other sections it supports. 





{HERE: Insert Board Policy and Administrative Regulations regarding Hate Crimes HERE.}


(Optional) Bullying Prevention Policies & Procedures
{SchoolName} adheres to the {DistrictName} Policies on Bulling Prevention

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	Before providing to the CSSP template to schools, insert any Bullying Prevention policies and procedures here.  This can include Board Policies, Administrative Regulations and any other documents provided to schools regarding these procedures.




	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	Use this page to introduce this section to the reader.  Include a brief introductory statement connecting district level materials to your school site practices.  Be sure to include your school’s name in this statement.

Wherever possible, include site specific information to support each section or refer the reader to supporting documents included elsewhere in the plan.  For example, if the Student Handbook includes information that provides support for more than one section of the CSSP, but best supports the student discipline section, place it in the student discipline section and refer to it in your introductory statement for each of the other sections it supports. 





NOTE ON THIS SECTION:

{HERE: Insert Board Policy and Administrative Regulations regarding Bullying.}


[bookmark: Compliance_Tool_for_a_Comprehensive_Scho]

[bookmark: _Toc63328444]Outside Agency Use of Facilities

{SchoolDistrict} values the partnerships of outside agencies that provide emergency services on behalf of individuals and families who are victims of disaster.   The District has a Memorandum of Understanding (MOU) established with the agency(ies) outlined below, and will follow the guidelines set forth in the memorandum to determine the extent of facility use and support to the agency.  
While it is preferred that outside agencies develop a Memorandum of Understanding with the District wishing to use school facilities for disaster services prior to any need, the District will consider requests by non-profit agencies during a disaster, if necessary, even if an MOU has not been established.  Outside agencies wishing to request facility use should contact the {HERE: List the Department or Office the agency should contact if they need to request facility use} to open discussions.   
If a school site is contacted by an outside agency requesting use of the facility, the site administrator should contact the {HERE: List the Department or Office the school should contact if they need to request facility use} immediately for assistance and guidance.  

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	Districts may already have Memorandums of Understanding with agencies such as the American Rec Cross.  If this is the case, the District should outline the provisions in the MOU or attach the MOU to the CSSP.  Below is an EXAMPLE of how to outline any agreements with American Red Cross.  Please ensure to refer to the MOU with ARC to draft this portion of the CSSP.




American Red Cross  
In July 2013, ALPHA SCHOOL DISTRICT and American Red Cross (San Diego/Imperial Counties Chapter) entered into a Shelter Agreement, which is on file in the Office of the Deputy Superintendent.  The following outlines the agreement.  
Use of Facility:  Upon request and if feasible, the ALPHA SCHOOL DISTRICT will permit the Red Cross to use the requested facility on a temporary basis as an emergency public shelter.

Shelter Management:  The Red Cross will have primary responsibility for the operation of the shelter and will designate a Red Cross official, the Shelter Manager, to manage the sheltering activities. ALPHA SCHOOL DISTRICT will designate a Facility Coordinator to coordinate with the Shelter Manager regarding the use of the Facility by the Red Cross.	·

Condition of Facility: The ALPHA SCHOOL DISTRICT Facility Coordinator and Shelter Manager (or designee) will jointly conduct a pre-occupancy survey of the Facility before it is turned over to the Red Cross. They will use the first page of the Facility/Shelter Opening/Closing Form, (available on file in the Office of the Deputy Superintendent) to record any existing damage or conditions. The ALPHA SCHOOL DISTRICT Facility Coordinator will identify and secure all equipment that the Red Cross should not use while sheltering in the Facility. The Red Cross will exercise reasonable care while using the Facility as a shelter and will make no modifications to the Facility without the express written approval of ALPHA SCHOOL DISTRICT.

Food Services: Upon request by the Red Cross, and if such resources exist and are available, ALPHA SCHOOL DISTRICT will make the food service resources of the Facility, including food, supplies, equipment and food service workers, available to feed the shelter occupants. The ALPHA SCHOOL DISTRICT Facility Coordinator will designate a Food Service Manager to coordinate the provision of meals at the direction of and in cooperation with the Shelter Manager. The Food Service Manager will establish a feeding schedule, determine food service inventory and needs: and supervise meal planning and preparation. The Food Service Manager and Shelter Manager will jointly conduct a pre-occupancy inventory of the food and food service supplies in the Facility before it is turned over to the Red Cross.

Custodial Services: Upon request by the Red Cross and if such resources exist and are available, ALPHA SCHOOL DISTRICT will make its custodial resources, including supplies and custodial workers, available to provide cleaning and sanitation services at the shelter. The ALPHA SCHOOL DISTRICT Facility Coordinator will designate a Facility Custodian to coordinate the provision of cleaning and sanitation services at the direction of and in cooperation with the Shelter Manager.

Security: In coordination with the ALPHA SCHOOL DISTRICT Facility Coordinator; the Shelter Manager, as he or she deems necessary and appropriate, will coordinate with law enforcement regarding any public safety issues at the Shelter.

Signage and Publicity: The Red Cross may post signs identifying the shelter as a Red Cross shelter in locations approved by the ALPHA SCHOOL DISTRICT Facility Coordinator and will remove such signs when the shelter is closed. ALPHA SCHOOL DISTRICT will not issue press releases or other publicity concerning the shelter without the express written consent of the Shelter Manager. ALPHA SCHOOL DISTRICT will refer all media questions about the shelter to the Shelter Manager.	·

Closing the Shelter: The Red Cross will notify the ALPHA SCHOOL DISTRICT Facility Coordinator of the closing date for the shelter. Before the Red Cross vacates the Facility, the Shelter Manager and ALPHA SCHOOL DISTRICT Facility Coordinator will jointly conduct a post-occupancy survey, using the second page of the Shelter/Facility Opening/Closing Form to record any damage or conditions. The Shelter Manager and C ALPHA SCHOOL DISTRICT Facility Coordinator or Food Service Manager will conduct a post-occupancy inventory of the food and supplies used during the shelter operation.

Reimbursement: The Red Cross will reimburse the ALPHA SCHOOL DISTRICT for the following:

Damage to the Facility or other property of Owner, reasonable wear and tear excepted, resulting from the operations of the Red Cross.  Reimbursement for facility damage will be based on replacement at actual cash value. The Red Cross will select from among bids from at least three reputable contractors. The Red Cross is not responsible for storm damage or other damage caused by the disaster.
Reasonable costs associated with custodial and food service personnel which would not have been incurred but for the Red Cross's use of the Facility for sheltering. The Red Cross will reimburse at per-hour, straight-time rate for wages actually incurred but will not reimburse for (i) overtime or (ii) costs of salaried staff.
Reasonable, actual, out-of-pocket operational costs, including the costs of the utilities indicated in the Shelter Agreement, to the extent that such costs would not have been incurred but for the Red Cross's use of the Premises {both parties must initial all utilities to be reimbursed by the Red Cross).
ALPHA SCHOOL DISTRICT will submit any request for reimbursement to the Red Cross within 60 days after the shelter closes. Any request for reimbursement for food, supplies or operational costs must be accompanied by supporting invoices.  Any request for reimbursement for personnel costs must be accompanied by a list of the personnel with the dates and hours worked at the shelter.
Insurance:  The Red Cross shall carry insurance coverage in the amounts of at least $1,000,000 per occurrence for Commercial General Liability and Automobile Liability. The Red Cross shall also carry Workers' Compensation coverage with statutory limits for the jurisdiction within which the facility is located and $1,000,000 in Employers' Liability.
Indemnification: The Red Cross shall defend, hold harmless, and indemnify Owner against any legal liability, including reasonable attorney fees, in respect to bodily injury, death and property damage arising from the negligence of the Red Cross during the use of the Premises.
Term: The term of the Shelter agreement begins on the date of the last signature on the agreement (July 8, 2013) and ends 30 days after written notice by either party.


HAZARD/THREAT
SPECIFIC ANNEXES

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	These annexes focus on special planning needs generated by a specific type of threat, hazard, or incident.  Courses of action already outlined in a functional annex (lockdown, shelter-in-place, evacuation, etc.) need not be repeated in a threat- or hazard-specific annex. Develop these based on the prioritized list of threats and hazards determined in your Risk Assessment process. As planning teams develop courses of action for threats and hazards, consider federal, state, and local regulations or mandates that often apply to specific threats and hazards.

If there is a functional annex that applies to one of the threat- or hazard-specific annexes, the latter will include it by reference. For example, if a “during” course of action for a fire hazard involves evacuation, and there is an Evacuation Annex, the Fire Annex would indicate “see Evacuation Annex” in the “during” course of action section rather than repeat the evacuation courses of action in the Fire Annex.

These annexes are not to be viewed as complete and final resources.  This template cannot anticipate all possible emergency events or situations and emergency responses, but it does provide a reference point and protocol to protect lives and property within the district, and districts must review, add, amend and revise according to district needs. It must be reviewed, verified, and corrected where appropriate, by qualified emergency professionals and legal counsel, where relevant.  





OVERVIEW
These annexes focus on special planning needs generated by a specific type of threat, hazard, or incident.  Courses of action already outlined in a functional annex are not repeated in a threat- or hazard-specific annex. 

Refer to functional annexes for specifics on the following general emergency responses:  
Evacuation (On-Site and Off-Site)
Reunification (See also Functional Annex B – Reunification Plan)
Shelter-In-Place
Secure Campus
Lock Down
Drop, Cover, and Hold
All Clear

DISCLAIMER
The material presented in these annexes have been written in accordance with federal and state guidelines and makes every effort to be in compliance with local, state and federal mandates, guidelines, regulations, laws, and current standards.  It is not the intent of these annexes to replace or void other mandated plans or operational directives.  For example, these annexes are not a tactical manual for law enforcement or an operations manual for fire fighters or hazardous materials specialists responding to events at any district facility or school campus.  These annexes cannot anticipate all possible emergency events or situations and emergency responses, but they do provide a reference point and procedures to protect lives and property within the district. Conditions may develop during operations where standard methods will not suffice and nothing in these templates shall be interpreted as an obstacle to the experience, initiative, and ingenuity of the team members in overcoming the complexities that exist under actual emergency conditions. These annexes do not replace, nor is intended to replace any training mandated by local, state and federal mandated, including Incident Command System (ICS), National Incident Management System (NIMS) and Standardized Emergency Management System (SEMS).   
[bookmark: h.kiw08e3smkib][bookmark: id.iurf2xe1otm0]

ACTIVE SHOOTER / ARMED ASSAILANT

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	
IMPORTANT NOTES
The information presented in this template is intended to outline the emergency response options available to school personnel in an active shooter / armed assailant situation.  This template should NOT be incorporated into Comprehensive School Safety Plans until school and district staff can be trained on these concepts.

When planning training and drills on the actions described in this template, school leaders should work with local law enforcement to incorporate the guidance provided in US Department of Education publication, Guide for Developing High-Quality School Emergency Operations Plans, and Best Practice Considerations for Schools in Active Shooter and Other Armed Assailant Drills, published by the National Association of School Psychologists (NASP) and the National Association of School Resource Officers (NASRO).





ACTIVE SHOOTER / ARMED ASSAILANT SITUATIONS
“Active shooter situations” are defined as those where an individual or individuals is “actively engaged in killing or attempting to kill people in a confined and populated area.” Active shooters / armed assailants frequently use firearms but attacks of this type can also be made with other types of weapons (knifes, swords, etc.). These situations are unpredictable and evolve quickly. Because of this, individuals must be prepared to deal with an active shooter / armed assailant situation before law enforcement personnel arrive on the scene.

No single response fits all active shooter / armed assailant situations; therefore it is essential all members of the school staff know their options for response and are prepared to act decisively to protect their students and themselves.


	BEFORE
	

	Goal:
	Deter and detect possible active shooters/armed assailants and prepare to delay and defeat an active shooter or armed assailant
Develop the capacity of staff to lead students through appropriate response options
Provide developmentally appropriate training to familiarize students with emergency responses 

	Objective(s):
	Goal 1 Objectives
Identify and correct/improve:
Potential gaps in campus access controls
Problems with securing classrooms, offices, and buildings
Internal and external emergency communication protocols
Achieve consistent implementation district and site procedures to assess and manage student threats of violence using Comprehensive Student Threat Assessment Guidelines
Ensure all staff, including before- and after-school staff have the skills to recognize and respond appropriately to suspicious activity that could pose a threat to students, staff or others
Goal 2 Objectives
Equip all staff, including before- and after-school staff, to evaluate and enact the option (run-hide-fight) that will best protect them and the children they are with
Equip all staff, including before- and after-school staff, and students to recognize and report potential warning signs that could lead to an escalation toward violence
Equip local response agencies with the knowledge they need to facilitate their response to the incident

Goal 3 Objectives
Equip students with an understanding of the “run” and “hide” responses, using developmentally appropriate methods
Equip students, using developmentally appropriate methods, with the knowledge and skills they need to recognize and report potential warning signs that could lead to an escalation toward violence


	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Conduct a Risk Assessment to determine school site’s vulnerability to a shooter/assailant 
Implement “doors locked even when open” policy 
Develop comprehensive Visitor Management Procedures, including ways to determine visitors on campus (such as badges)  
Schedule training to ensure all staff understand their role in enforcing Visitor Management Procedures, and on immediately reporting unauthorized access
Assess current practices on threat assessment and management, identify gaps, and implement measures to assure regular and consistent use of the Comprehensive Student Threat Assessment Guidelines
Schedule training to assure all staff recognize and know how to report warning signs and understand their role in the threat assessment process.
Hold a training/exercise with local responding agencies to ensure a cohesive and coordinated response
Train staff on procedures for deterring and detecting possible shooters/assailants, including looking for suspicious activity and out of the ordinary actions, individuals loitering near campus, students who are posturing or costuming, and individuals who are on campus and don’t have a visitor or staff badge
Goal 2 Actions
Develop, implement, or refine Threat Assessment and Management procedures based on assessment of current level of functioning  
Train staff on procedures for deterring and detecting possible shooters/assailants, including looking for suspicious activity and out of the ordinary actions, individuals loitering near campus, students who are posturing or costuming, and individuals who are on campus and don’t have a visitor badge
Goal 3 Actions
Work with team of school professionals, including counselors, psychologists and other mental health professionals to train students with an understanding of the “run” and “hide” responses, using developmentally appropriate methods
Work with team of school professionals, including counselors, psychologists and other mental health professionals to train students, using developmentally appropriate methods, with the knowledge and skills they need to recognize and report potential warning signs that could lead to an escalation toward violence

	DURING
	

	Goal:
	Prevent an armed intruder from gaining access to potential victims
Alert law enforcement as soon as possible
Gather and provide accurate and actionable information to law enforcement, the district, and school staff in lockdown

	Objective(s):
	Goal 1 Objectives
Enact a campus-wide Lockdown and initiate Options-Based Response procedures - run, hide and/or fight as appropriate

Goal 2 Objectives
Alert law enforcement
Activate district Incident Command Team

Goal 3 Objectives
Gather information on the shooter and provide to law enforcement
Last known location
Physical description
Weapons observed
Gather information on the location of injured, and their condition, and provide to law enforcement
Gather information on the location and names of staff, students, and visitors in lockdown
Provide approved updates to staff in lockdown through silent means (text, email, or other electronic means)
Direct staff and students who have left campus to the reunification area
 

	Courses of Action:
	ACTIONS – ALL SCHOOL STAFF 

Goals 1 Actions
Initiate a school-wide LOCKDOWN announcement as soon as you can do so safely. Tell individuals to Run, Hide, Fight. Include as much actionable information on the announcement as possible
Example “LOCKDOWN, LOCKDOWN, LOCKDOWN. Man with a gun on campus near room 304.  LOCKDOWN now.”

Goal 2 Actions
If you are with individuals, ask one to call 9-1-1 while the Lockdown announcement is being made. If not, initiate the lockdown and then call       9-1-1.
Provide as much information as possible (slow down – be calm):
State the emergency: “I hear gunfire.” “I saw...”
Give information on people who are wounded
Location of the assailant (if known)
Description of the assailant (if known)
Your precise location: “room __”
The number of children with you
Keep the line open, even if you can’t talk, unless instructed by the dispatcher to end the call
All employees are authorized to take immediate action to protect themselves and students if they see or hear anything that causes them to believe an active shooter / armed assailant situation is occurring or is to about to occur
Act immediately if you or your students:
hear a sound that might be gunfire
see something that looks like a weapon being carried or used on or near the campus
sense any other indication of active shooter / armed assailant threat.
Quickly evaluate which option (Run, Hide or Fight) will best protect you and your students
Be decisive.  Communicate your plan to your students and act quickly.
Call 911 and the School Office as soon as it is safe to do so
Options:  Run, Hide or Fight
Run: If you can get yourself and your students safely away from danger, do so immediately
Do not evacuate unless you…
know with certainty, the exact location of assailant (do not trust unofficial, second hand accounts),
and can visualize a route that will get your students and yourself safely off campus
Don’t carry anything with you
Police may mistake an item in your hands as a weapon
Leave everything behind
If you encounter people along the way… 
Adults: Warn them and take them with if you can but don’t stop if they refuse to come
Students: Warn any students you encounter and take them with if you.  You may use reasonable force to take a student with you if you can do so without endangering yourself or the other students in your care
Place terrain and buildings between you and the assailant to cover your escape
Keep going until you are certain you are out of danger
Call 911 as soon as it is safe to do so
Keep your students with you.  Call (insert phone #) to report your location and obtain instructions
Hide: If you do not know the exact location of the assailant, get your students and yourself into the most secure location available and LOCKDOWN
Lock the doors
Close and lock windows and close blinds or cover windows
Turn off lights
Barricade the doors with heavy furniture; be sure your barricade covers any glass in or near the door
Silence all electronic devices 
Remain silent
Position occupants spread out and out of line of site from room entrance.
Prepare to take action if the assailant attempts to get in the room
Use text or email to communicate your location, the number of students or staff with you, if you have any wounded and the extent of the injuries
Call 911 as soon as it is safe to do so
Remain in place until evacuated by identifiable law enforcement officers 
FIGHT:  Never seek out confrontation with an active shooter / armed assailant.  If you are confronted by an active shooter / armed assailant and you have no safer option, take immediate action to disrupt or incapacitate the assailant.  If you choose the FIGHT option, commit to your actions
If you are in LOCKDOWN (Hide), prepare yourself and your students for the possibility that the assailant may attempt to get in the room you are in
Construct a strong barricade
If you have another way out (a window or back door) use it while the assailant is attempting to get in
If no other exit is available be prepared to disrupt the assailant by throwing objects at the assailant and running for the exit as soon as the assailant enters the room. Use items in the environment as improvised weapons (fire extinguishers, staplers, books, cups, etc.)
Staff members may consider using aggressive and violent force to surprise and overwhelm the assailant
Special Topics
Injuries: Your response to injured persons will need to vary given the specific circumstances that are present and the response option (Run, Hide or Fight) you are engaged in
Run – If you encounter injured persons while you are trying to get out of danger…
And you have children with you, you must place their safety ahead of the injured person.  Take note of where the injured person is and report the location as soon as you get to safety
And you are alone and the individual can run with help, and it is safe, help them escape
Hide – If someone is injured where you are hiding, secure the room before tending to the wounded 
As soon as it is safe to do so, apply first aid using any supplies that are available.  If necessary, use articles of clothing as improvised dressing for wounds and apply direct pressure to control bleeding
Fight – This is always the option of last resort because the probability of injury is highest when you are in close proximity to the assailant.  Commit to your plan. Do not stop to tend to the wounded until it is safe to do so
If you’re intention is to disrupt the assailant to allow as many people to escape as possible, stick to that plan
If your plan is to incapacitate the assailant, keep fighting until the assailant is incapacitated and the weapon and assailant are under control
Law Enforcement: If you encounter law enforcement officers…
Immediately raise your hands in the air and display your open palms
Don’t run up to officers or attempt to hug or talk to them
Don’t talk unless they ask you a question
Do exactly what they tell you to do
Weapons:  If the assailant loses control of a weapon, exercise extreme care when securing it:
Do not pick up the weapon.  Law enforcement may shoot you if they see you holding a weapon
Secure the weapon by placing an empty trash can over it and sliding it to a location where it can be kept covered and under control until a law enforcement officer can take possession of it
Ongoing Communication: School and district staff should develop means to safely provide updates to staff to keep them informed during the incident

Extended Day Programs / After School Activities:  School sites must also plan for and train all district / site staff involved with student activities and extracurricular programs

PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Follow the “All Staff” guidance described above

Goal 2 Actions
Notify the district office after you call 911
If possible assist emergency personnel
Assist police in entering the school
Provide officers with keys, maps and any other information requested

Goals 3 Actions
Gather as much information as possible regarding the following:  
Information on the shooter and provide to law enforcement
Last known location
Physical description
Weapons observed
Information on the location of injured, and their condition, and provide to law enforcement
Information on the location and names of staff, students, and visitors in lockdown
Provide approved updates to staff in lockdown through silent means (text, email, or other electronic means)
Give as much information as possible to help staff make appropriate options-based response actions  
Tell them to ONLY communicate back 1) if it is safe to do so and 2) if they:
Can provide you with information regarding the suspect (location, name, clothing, etc.)  
(They) Or someone with them needs immediate medical attention  
After working with Law enforcement to determine the location, direct staff and students who have left campus to the reunification area

DISTRICT STAFF ACTIONS

Goal 2 Actions
Emergency Operations Center (EOC)
Activate the district’s Emergency Operations Center
Dispatch a back-up ICS team to take over responsibility for ICS functions from site staff who will be impacted by this emergency

Offsite Reunification
The Operations Section should prepare an off-site evacuation site for reunification
This should be at a location large enough to accommodate the evacuation, with parking available for parents coming to get their kids  Movie theater complexes work well for this type of emergency
Once the assailant is neutralized emergency responders will begin to treat and evacuate the wounded
School staff and students will remain in lockdown until evacuated on a room by room basis
Buses should be placed on standby for evacuation
Teams and materials should be mobilized to conduct an orderly reunification in which all students and staff are accounted for

Crisis Intervention
A Mental Health strike team should also be assembled to assist with stabilizing acutely impacted students, staff and parents during reunification
This team will also provide ongoing support throughout the recovery phase of the emergency response
Psychoeducational materials should also be developed / selected by the Planning Section for distribution to parents and other caregivers to assist them in supporting crisis recovery
Mental Health staff should also be involved in plans related to reopening the school following an active shooter / armed assailant event 


	AFTER
	

	Goal:
	Establish Reunification procedures
As quickly as possible, return school to an emotionally, mentally and physically safe place for students to learn 
Conduct an after-action report

	Objective(s):
	Goal 1 Objectives
Identify needs of Reunification with Unified Command 
Reunification areas (notification, release, etc.) 
Area for law enforcement to interview witnesses before release 
Activate the District Reunification Plan (Functional Annex B) as directed by Unified Command

Goal 2 Objectives 
Assess situation to determine priorities for care (victims, witnesses, those on campus during the incident, but did not witness) 
Determine and acquire facility needs to continue education process (new facility, share another school’s facility, partial current facility use)
Activate District’s Crisis Response Team or engage in Mutual aid with other districts to implement Critical Incident Stress Debriefing and counseling services for students, staff and the community  
Work with staff to return to school routines as soon as possible 
 
Goal 3 Objectives
Gather stakeholders to provide input 
Involve necessary stakeholders to ensure an effective recovery and improved future responses

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR AND DISTRICT EOC ACTIONS
Goal 1 Actions
Work with law enforcement or the “Unified Command” to determine best steps for reunification.  
Activate the District Reunification Plan (Functional Annex B) as directed by Unified Command
Consider necessary investigation needs, such as an area for interviews of witnesses, etc.  
Goal 2 Actions 
Work with Unified Command/Law Enforcement to determine priorities for care (victims, witnesses, those on campus during incident but did not witness, etc.) This may include the following:  
Family assistance
Victim assistance
Coroner procedures
Funerals (who goes/who stays and works)
Memorials 
Anniversaries 
Mental Health support
Employee & Staff meetings
Grief 
Work with Unified Command to determine and acquire facility needs to continue education process.  This may include: 
Biohazard clean-up
Utilizing another school/building for short term
Restoring/reorganizing current buildings 
Demolition of building where individuals became victims 
Rebuilding campus
Ensure activation of the District’s Crisis Response Team or call upon any Mutual aid with other districts to implement Critical Incident Stress Debriefing and counseling services for students, staff and the community:
Determine a safe, inviting area for counseling/debriefing to occur 
Provide food, water, sanitation for workers and those provided services
Develop a plan for media staging
Ensure workers receive adequate break time and are provided a debriefing before leaving for the day
Work with school site staff to return to the educational process as soon as possible  
Determine which staff may not be able to return due to trauma  
Identify substitute staff for any positions not able to return  
If another school site and staff will be used for a short-term solution. develop a workable schedule for both staff and students (am/pm class switches, T/Th and M/W cohorts, remote learning, etc.)
Provide training to any staff working with the affected students on recognizing trauma/grief and provide information on availability of counselors/psychologists
Provide debriefing for staff who may be affected by students or other staff telling stories 
Ensure teachers provide a classroom structure and curriculum that will provide normalcy for students 
Goal 3 Actions
Conduct an after-action report process and implement necessary actions for improving future responses  
Gather stakeholders to debrief and engaged in process to identify strengths and weaknesses (areas for improvement) of response  
Identify steps to improve future responses  
Implement steps to improvement 

STAFF ACTIONS:
Follow directives of the administration and responding agencies to assist with recovery efforts 

	REFERENCES

	







BOMB THREAT
In the event that the school receives a bomb threat by telephone, follow the Bomb Threat Checklist on the next page to document information about the threat.   Keep the caller on the telephone as long as possible and listen carefully to all information the caller provides. Make a note of any voice characteristics, accents, or background noises and complete the Bomb Threat Report as soon as possible.  

	[bookmark: _Hlk107420319]BEFORE
	

	Goal:
	Develop the capacity to effectively work with law enforcement during a bomb threat
Prepare staff and school site to initiate Bomb Threat Procedures efficiently and effectively

	Objective(s):
	Goal 1 Objectives
Meet and train with local law enforcement to ensure an effective response to a bomb threat
Develop a clear chain of command with staff
Prepare for analyzing threat details to determine if the threat is transient or substantive 

Goal 2 Objectives
Determine search, shelter-in-place and evacuation procedures
Determine specifics on alerting staff and students to implement bomb threat procedures  

	Courses of Action:
	PRINCIPAL/SITE ADMINISTATOR ACTIONS
Goal 1 Actions
Meet with local law enforcement agency to determine specific procedures to follow should the school receive a bomb threat 
Develop site specific procedures should the school receive a bomb threat 
Ask law enforcement partner to conduct a short training to staff or provide information on bomb threats that can be disseminated to staff
Conduct a Bomb Threat emergency exercise with law enforcement   
Ensure staff are trained on basics of incident command and how to report a bomb threat. This can be done during the annual Comprehensive School Safety Plan training   
Identify individuals (law enforcement, contractors or district employees) who are able to help analyze the threat details to determine if the threat is most likely transient or if it is substantive  

Goal 2 Actions
Ensure staff are trained on how to conduct a search for suspicious items
Hold evacuation and shelter-in-place drills 
Ensure staff have a copy of the Bomb Threat Checklist and keep it next to phone

STAFF ACTIONS
Goal 1 Actions
Be familiar with the Incident Command System  
Follow the Chain of Command during emergency situations  

Goal 2 Actions
Review Bomb Threat procedures quarterly
Participate and lead students through evacuation and shelter-in-place drills
Keep Bomb Threat Checklist by class or office phone

	DURING
	

	Goals:
	Document Bomb Threat appropriately
Make proper notifications
Assess the situation
Conduct appropriate response procedure: Shelter-in-Place or Evacuation

	Objective(s):
	Goal 1 Objectives
Have proper tools to document at hand
Effectively gather information when receiving the threat

Goal 2 Objectives
Notify law enforcement
Notify District Office 
Notify other necessary entities

Goal 3 Objectives
Work with law enforcement and other responders trained in analyzing bomb threats to determine the criticality of the response  
Conduct a search for suspicious item
Implement response procedures based on the analysis   

Goal 4 Objectives
Evacuate or shelter-in-place in a timely manner
Conduct accountability procedures in a timely manner


	Courses of Action:
	ALL STAFF ACTIONS
Goal 1 Actions
If a bomb threat is received via phone, and if available, use the Bomb Threat Checklist to indicate any specifications of the threat
PERSON RECEIVING THREAT BY TELEPHONE:
Listen.  Do not interrupt caller
Keep the caller on the line with statements such as "I am sorry, I did not understand you. What did you say?"  
Alert someone else by prearranged signal to notify the telephone company to trace the call while the caller is on the line
Notify site administrator immediately after completing the call
PERSON RECEIVING THREAT BY MAIL/WRITTEN THREAT:
Note the way the threat was delivered, where it was found and who found it  
Limit handling of item by immediately placing it in an envelope so that fingerprints may be detected.  Written threats should be turned over to law enforcement
Caution students against picking up or touching any strange objects or packages
Notify principal or site administrator

Goal 2 Actions 
Call 911 providing as much information as possible obtained during the call or that is on the written threat  

Goal 4 Actions
Follow the directions of the site administrator or law enforcement
If necessary, evacuate students as quickly as possible, using primary or alternate routes
Upon arrival at the designated safe site, take attendance   
Notify the principal/site administrator of any missing students
Do not return to the building until emergency response officials determine it is safe.
If necessary, shelter-in-place, following specific instructions of law enforcement and site administration, per the Chain of Command

PRINCIPAL/SITE ADMINISTATOR ACTIONS
Follow “All Staff” instructions as appropriate

Goal 2 Actions
If the caller is still on the phone, contact the phone company to trace the call. Tell the telephone operator the name of school, name of caller, phone number on which the bomb threat came in.  This must be done quickly since the call cannot be traced once the caller has hung up
Call or assign someone to call 911 providing as much information as possible obtained during the call or that is on the written threat
Notify District Office of situation and request any necessary assistance 

Goal 3 Actions
Work with law enforcement or threat experts to analyze the details of the threat
Instruct staff and students to turn off any pagers, cellular phones or two-way radios.   Do not use those devices during this threat since explosive devices can be triggered by radio frequencies
Based on assessment, determine whether to evacuate the threatened building and adjoining buildings or to Shelter-in-place. If the suspected bomb is in a corridor, modify evacuation routes to bypass the corridor
Direct a search team to look for suspicious packages, boxes or foreign objects  

Goal 4 Actions
Use the intercom, personal notification by designated persons, or the PA system to evacuate the threatened rooms  
If it is necessary to evacuate the entire school, use the fire alarm
Do not return to the school building until it has been inspected and determined safe by proper authorities
Avoid publicizing the threat any more than necessary

SEARCH TEAM ACTIONS
Goal 3 Actions
Per training, use a systematic, rapid and thorough approach to search the building and surrounding areas  
Check classrooms and work areas, public areas (foyers, offices, bathrooms, and stairwells), unlocked closets, exterior areas (shrubbery, trash cans, debris boxes) and power sources (computer rooms, gas valves, electric panels, telephone panels)
If suspicious item is found, make no attempt to investigate or examine object.  Report to law enforcement immediately


	AFTER
	

	Goal:
	Effectively communicate to all stakeholders
Determine campuses’ bomb threat response strengths, areas from improvement and steps to improvement

	Objective(s):
	Goal 1 Objectives
Provide information to staff, parents, and students 
Provide information to district office
Provide information to media
 
Goal 2 Objectives
Conduct After-Action Report process

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS

Goal 1 Actions
Provide critical information to the district office in order to develop effective key messages 
Work with appropriate district department to write messages to inform parents, staff and the community about what happened  
Work with appropriate district department to draft talking points for phone calls and media requests 

Goal 2 Actions
Conduct an after-action report process and implement necessary actions for improving future responses  
Gather stakeholders to debrief and engaged in process to identify strengths and weaknesses (areas for improvement) of response  
Identify steps to improve future responses  
Implement steps to improvement 

STAFF ACTIONS

Goal 2 Actions
Participate in the after-action report process 
Participate in any determined corrective actions discovered in the after-actions process 

	REFERENCES

	COPS Problem-Specific Guide Series: Bomb Threats for Schools
https://rems.ed.gov/docs/COPS_Bomb_Threats_in_Schools.pdf

CISA What to Do – Bomb Threat
https://www.cisa.gov/what-to-do-bomb-threat

REMS Bomb Threat Table-Top Exercise
https://rems.ed.gov/docs/2017Toolbox/IA_Bomb%20Threat%20Tabletop.pdf

REMS Bob Threat Drill Observation Checklist
https://rems.ed.gov/docs/2017Toolbox/NJ_Bomb%20Threat%20Drill.pdf








EARTHQUAKE

	BEFORE
	

	Goal:
	Develop the capacity of staff to lead students through appropriate response action and capacity of students to respond  
Prevent and mitigate injury, death and damage to property during an earthquake

	Objective(s):
	Goal 1 Objectives
Provide training on how to mitigate damage from an earthquake to staff
Hold Drop, Cover and Hold-On Drills and Evacuation Drills
Ensure proper maintenance of emergency supplies and command kits
Implement mitigation strategies to prevent injury from flying and falling objects

Goal 2 Objectives
Stock emergency supplies and command kits annually
Mitigate and prevent injury, death and damage to property during an earthquake by securing objects and locking cabinets  

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS

Goal 1 Actions
Provide earthquake prevention materials to staff and provide a brief training on mitigation strategies at the beginning of the year as part of training on the Comprehensive School Safety Plan 
Hold Drop, Cover and Hold-On and Evacuation drills
Familiarize staff with emergency supplies and command kits to make use easier should a disaster occur. This can be done through drills using the supplies/kits or conducting training 

Goal 2 Actions
Ensure classroom and office staff use appropriate mitigation strategies (securing heavy furniture, storing heavy objects low, lock cabinets)
Ensure emergency supplies and command kits are stocked

STAFF ACTIONS 

Goal 1 Actions
Participate in Drop, Cover and Hold-On drills

Goal 2 Actions
Secure heavy furniture, store heavy objects low to the ground, lock cabinets or secure items in cabinets

	DURING
	

	Goal:
	Make proper notifications
Assess the situation 
Conduct appropriate response procedures

	Objective(s):
	Goal 1 Objectives
If possible, make notify to staff and students to Drop, Cover and Hold-On and any other required emergency procedures
Call 9-1-1 if necessary
Notify Superintendent’s Office and/or EOC
Staff provides accountability report and situation status of any hazards

Goal 2 Objectives
Quickly assess the situation and determine the need for further emergency procedures including evacuation.  If available, work with first responders to determine emergency procedure needs 
Work with District office for assistance needed
Implement other emergency procedures based on the analysis   

Goal 3 Objectives
Implement evacuation and other emergency procedures as needed
Ensure every student and staff members is accounted for 
Activate members of the Incident Command Team as necessary (fire suppression, search & rescue, medical first aid)


	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS
Goal 1 Objectives
If possible, notify staff and students to Drop, Cover and Hold-On.  
Remind staff and students to cover heads/necks with a book or other hard surface if they must evacuate, in case of aftershocks or falling debris
Call 9-1-1 if necessary
Notify the Superintendent’s Office or EOC of situation of any significant injuries or damage 
Determine who will inform public information media as appropriate.
Determine whether to close school.  If school must be closed, notify staff members, students and parents

Goal 2 Actions
Determine the need for evacuation  and other emergency procedures by assessing the situation, relying on staff reports or personal observations, and call for evacuation and activation of Incident Command Team if required  
If law enforcement or fire are on-site, work collaboratively to decide of evacuation and other necessary emergency procedures

Goal 3 Actions
Ensure staff and students implement Drop, Cover and Hold-On, evacuation and other important emergency procedures 
Implement accountability procedures
If there is evidence of a gas leak, designate someone to turn off gas valves
Activate the Incident Command Team, if necessary
Search and Rescue
First Aid/Medical
Reunification Team
Upon arrival of First Responders, coordinate the Initial Damage Assessment (See Functional Annex D) and decide upon a course of action to render the situation safe. Direct inspection and assessment of school buildings.  Report building damage and suspected breaks in utility lines or pipes to fire department responders
Implement Reunification Plan as necessary (See Functional Annex B)
Post guards a safe distance away from building entrances to assure no one re-enters
Do NOT re-enter building until it is determined to be safe by appropriate facilities inspector

STAFF ACTIONS: 
Goal 1 Actions
Provide accountability report to Incident Command/administration.
Provide a report of any hazards or situations that need attention to Incident Command/administration  
As evacuation is in process, conduct a rapid visual assessment of assigned areas as exiting and provide a report of any hazards to Incident Command

Goal 2 Actions
Determine the need for evacuation or other emergency actions by quickly assessing the situation 
Notify Incident Command of any assistance needed to perform emergency actions

Goal 3 Actions – Inside Buildings
Give Drop, Cover and Hold-On command.  Instruct students to move away from windows, bookshelves and heavy suspended light fixtures.  Get under table or other sturdy furniture with back to windows 
Remain away from windows to avoid shattering glass, and away from large objects that may fall upon your person
Keep students in protected position for at least two minutes (following first quake and aftershocks) before assessing for damage or injuries
Check for injuries and render First Aid
After the first quake, if evacuation is deemed necessary, the Site Incident Commander will initiate the Evacuation by announcing the evacuation on the PA system.  If no such directive has been issued but a teacher feels it is prudent to evacuate, then the teacher should check the evacuation path prior to initiating self-evacuation
Avoid evacuation routes with heavy architectural ornaments over the entrances.  Do not return to the building.  Bring attendance roster and emergency backpack
Have all individuals cover their heads with book or other hard surface as they evacuate, in case of aftershocks or falling debris
If Incident Command Team is activated, fill designated position   
Extinguish any flames and turn off power to equipment and electrical appliances, if possible 
Classrooms should not be reoccupied until authorized site building inspectors/facilities/custodian can check the buildings for safety.  If there are any signs of damage (broken window, doors jammed, building cracks), this is an indication that there is structural damage that will need to be properly inspected by an authorized official

Goal 3 Actions – Outside Buildings
Direct students to move away from buildings, trees, streetlights, signs, vehicles, windows and overhead utility wires that could fall and cause serious injury
Once in the open, students and staff should drop to the ground onto their hands and knees before the earthquake knocks them off their feet 
After shaking stops, check for injuries, and render first aid
Check attendance. Report any missing students to principal/site administrator
Stay alert for aftershocks
Keep a safe distance from any downed power lines
Do NOT re-enter building until it is determined to be safe
If students and staff are unable to safely move away from buildings, trees, streetlights, signs, vehicles and overhead utility wires during the earthquake, then students and staff should drop down to the ground onto their hands and knees, cover their head, neck and face with their arms as best they can until the shaking stops. When the shaking subsides move to an open area 
If Incident Command Team is activated, fill designated position


During non-school hours

PRINCIPAL/SITE ADMINISTRATOR ACTIONS
Inspect school buildings with Maintenance/Building and Grounds Manager to assess damage and determine corrective actions  
Confer with District Superintendent if damage is apparent to determine the advisability of closing the school
Notify fire department and utility company of suspected breaks in utility lines or pipes
If school must be closed, notify staff members, students and parents.  Arrange for alternative learning arrangement such as portable classrooms if damage is significant and school closing will be of some duration 
Notify District Office, who will inform public information media as appropriate


	AFTER
	

	Goal:
	Effectively communicate to all stakeholders
Engage in physical, academic, business and social/emotional recovery
Determine campuses’ response strengths, areas from improvement and steps to improvement

	Objective(s):
	Goal 1 Objectives
Provide information to staff, parents, and students 
Provide information to district office
Provide information to media

Goal 2 Objectives
Determine needs in physical/structural, academic, business and social/emotional recovery 
Coordinate with district office and/or EOC to implement recovery efforts to restore school operations
 
Goal 3 Objectives
Conduct After-Action Report process

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Provide critical information to the district office in order to develop effective key messages
Work with appropriate district department to write messages to inform parents, staff and the community about what happened  
Work with appropriate district department to draft talking points for phone calls and media requests

Goal 2 Actions
Conduct assessment of the needs for physical/structural, academic, business and social/emotional recovery 
Coordinate with District Office and/or EOC to implement any necessary recovery actions.  These may include: 
Academics recovery
Share classrooms or use other school buildings—such as the gymnasium—or other facilities for instruction
Adjust the class schedule so that, for example, students attend classes either in the morning (starting earlier) or in the afternoon (finishing later)
Re-evaluate the curriculum
Integrate students into other school districts
Use distance or blended learning through both traditional and information technology (IT)–based instruction, student work, and assessment
Physical and structural recovery 
Assess and repair structural and physical damage 
Clean the facility(ies)
Remove health and safety hazards 
Coordinate donations and volunteers 
Restore equipment and processes, such as IT equipment, software, books, and instructional materials 
Resume other school support, such as full transportation and food services
Business functions recovery 
Create agreements for prioritized services during and after an emergency
Ask for resources via mutual aid agreements to help with immediate needs. Access backup IT and business services 
Restore business services, such as payroll, accounting systems, and personnel records 
Register displaced students in other school districts
Securely share relevant education records with school districts receiving students displaced by the emergency 
Request emergency funding to pay for immediate cleanup and repair Access long term recovery funding through loans, community grants or federal support
Social, emotional, and behavioral recovery 
Provide Psychological First Aid for Schools (PFA-S) 
Conduct ongoing assessment/monitoring of students’, teachers’, and staff’s mental/behavioral health
Monitor attendance, grades, and counselor’s visits
Ensure that staff and teachers have access to Employee Assistance Programs
Make individual and group crisis counseling available
Refer students, teachers, and staff to long-term interventions, if needed
Provide trauma- and grief-focused school-based mental/behavioral health programs 
Provide support to caregivers to help prevent or reduce compassion fatigue

Goal 3 Actions
Conduct an after-action report process and implement necessary actions for improving future responses  
Gather stakeholders to debrief and engaged in process to identify strengths and weaknesses (areas for improvement) of response 
Identify steps to improve future responses
Implement steps to improvement 

STAFF ACTIONS: 
Goal 2 Actions
Participate in the after-action report process 
Participate in any determined corrective actions discovered in the after-actions process  

	REFERENCES

	











FIRE 
Should any fire endanger the students or staff, it is important to act quickly and decisively to prevent injuries and contain the spread of the fire.  All doors leading to the fire should be closed.  Do not re-enter the area for belongings.  If the area is full of smoke, students and employees should be instructed to crawl along the floor, close to walls, which will make breathing easier and provide direction.  Before opening any door, place a hand an inch from the door near the top to see if it is hot.  Be prepared to close the door quickly at the first sign of fire.   All fires, regardless of their size, which are extinguished by school personnel, require a call to the Fire Department to indicate that the “fire is out”.

	BEFORE
	

	Goals:
	Prevent fire on campus
Reduce or prevent the risk of injury to individuals and damage of property from fire  

	Objective(s):
	Goal 1 Objectives
Store combustible materials in fireproof containers
Follow Fire Code and district rules regarding fire prevention.  

Goal 2 Objectives
Provide fire prevention training to staff
Hold Fire Drills
Maintain an adequate supply of fire extinguishers
Ensure proper maintenance of fire prevention equipment.  

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Review school fire codes annually 
Send list of school fire codes to staff annually, including before/after school program staff 
Ensure teachers and staff are using Fire Marshall approved fire retardant classroom decorations, including before/after school classrooms
Ensure combustible materials are stored in fireproof containers 

Goal 2 Actions 
Provide fire prevention materials to staff and provide a brief fire prevention training at the beginning of the year as part of training on the Comprehensive School Safety Plan  
Provide fire prevention materials to before/after school program staff.
Hold fire extinguisher training for staff
Ensure adequate supply of fire extinguishers are appropriately maintained on campus
Hold required number of fire drills and vary the situation to improve staff and student response 

STAFF ACTIONS: 

Goal 1 Actions
Refrain from bringing unapproved combustible materials (cleaning and other chemicals) onto campus 
Become familiar with and only use Fire Marshall approved fire retardant classroom decorations 
 
Goal 2 Actions
Take fire extinguisher training or read about/watch video on how to use a fire extinguisher
Read any fire prevention materials provided by administration 
Participate and lead students in fire drills  

	DURING
	

	Goals:
	Protect life and implement Evacuation
Prevent property damage by preventing spread of fire

	Objective(s):
	Goal 1 Objectives
Evacuate individuals from school buildings in a timely manner
Conduct accountability procedures in a timely manner
Provide First Aid/Medical
Alert Fire Department

Goal 2 Objectives
Implement strategies while evacuating which will prevent the spread of fire  
Notify Fire Department and other entities of hazards and vulnerabilities
Notify District Office/facilities


	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

Goal 1 Actions
Sound the fire alarm to implement evacuation of the building
Immediately evacuate the school using the primary or alternate fire routes 
Notify the Fire Department (call 911)
Ensure all staff and students are accounted for
Activate the Incident Command Team
Direct search and rescue team to be sure all students and personnel have left the building
Activate First Aid/Medical/Triage team as necessary
Ensure that access roads are kept open for emergency vehicles
If needed, notify bus dispatch for off – site evacuation
Do not allow staff and students to return to the building until the Fire Department declares that it is safe to do so

Goal 2 Actions
Remind staff to close doors when exiting classrooms/offices
Notify appropriate utility company of suspected breaks in utility lines or pipes.
Notify fire department of any hazards or vulnerabilities that could hinder their response or cause further damage (chemicals, wires, equipment, etc.)  
Provide SDS sheets of any chemicals on campus/in the area of the fire to the fire department upon arrival 
Notify District Office of situation

STAFF ACTIONS: 
Goal 1 Actions
Evacuate students from the building using primary or alternate fire routes 
When evacuating, take emergency backpack and student kits
Maintain control of the students a safe distance from the fire and firefighting equipment
Take attendance.  Report missing students to the Principal/designee and emergency response personnel
Maintain supervision of students until the Fire Department determines it is safe to return to the school building
Serve in any position assigned on the Incident Command Team
Goal 2 Actions
Shut classroom or office door after all individuals have exited 
Provide information to principal/site admin regarding any hazards or vulnerabilities noticed while evacuating (chemicals, exposed wires, equipment that might be hazardous, etc.)  

	AFTER
	

	Goals:
	Provide necessary attention to people and property to ensure continued safety and security
Determine campuses’ fire response strengths, areas for improvement and steps to improvement

	Objective(s):
	Goal 1 Objectives
Implement Reunification Plan if necessary 
Assess needs of individuals and campus including: 
Mental health care 
Debris removal
Soot/smoke (odor) removal including HVAC system
Restoration/fixes
Based on needs assessment establish and implement plan to provide care for people and restore the property 

Goal 2 Objectives
Conduct After-Action Report

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS
Goal 1 Actions
Activate the Reunification Plan if necessary
Conduct an assessment of needs of campus individuals and buildings
Determine whether mental health services need to be provided
Determine the restoration, debris removal and soot/smoke removal needs  
Based on assessment, implement needed services  

Goal 2 Actions
Conduct an after-action report process and implement necessary actions for improving future responses  
Gather stakeholders to debrief and engaged in process to identify strengths and weaknesses (areas for improvement) of response 
Identify steps to improve future response  
Implement steps to improvement 

STAFF ACTIONS 
Goal 1 Actions
Implement Reunification Plan if necessary  
Assist in identifying needs for mental health, restoration, debris removal, etc.  
Facilities/maintenance should contact physical recovery company to clean and remove debris 
Assist in identifying any damaged equipment, specifically specialized equipment that may be hard for others to 1) know the function/importance of  and 2) know the cost of replacement
Crisis Response Team/Counselors/Psychologist should initiate mental health services as necessary

Goal 2 Actions
Participate in after-action report process






FIRE (WILDFIRE) 
Should a wildfire endanger the students or staff, it is important to work with the local fire department act quickly and decisively to prevent injuries and damage to property. 

In evolving situations, local authorities may not issue an evacuation warning or order early in the event, only to do so later when the event poses a greater threat. To best ensure the safety of your staff and students, school administrators should work in conjunction with local fire and law enforcement to evaluate these events relative to your school’s unique characteristics, such as facility age and construction, transportation dependencies, ingress and egress options and capacity, level of defensible space around your structures, and surrounding topography. It may be best for some schools to issue an early dismissal and voluntarily evacuate due to unique characteristics and circumstances. 

If a wildfire is near campus, fire personnel may suggest a voluntary evacuation or call for a mandated early dismissal, external evacuation, shelter-in-place or a campus closure.  Schools should have procedures in place for each of these possibilities.

	BEFORE
	

	Goals:
	Coordinate with local fire department to develop procedures that facilitate an effective and efficient wildfire response
Develop the capacity of staff to lead students through appropriate response options
Prevent the risk of injury to individuals and damage of property from wildfire  

	Objective(s):
	Goal 1 Objectives
Coordinate with local fire department to ensure an effective response to a Wildfire
Develop procedures for voluntary evacuation, early dismissal, mandatory evacuation, shelter-in-place and campus closure 
Develop a clear chain of command with staff

Goal 2 Objectives
Train staff on the different wildfire response actions: voluntary evacuation, early dismissal, mandatory evacuation, shelter-in-place and campus closure

Goal 3 Objectives
Store combustible materials in fireproof containers
Follow Fire Code and district rules regarding fire prevention 
Provide fire prevention training to staff
Hold Fire Drills
Maintain an adequate supply of fire extinguishers
Ensure proper maintenance of fire prevention equipment  

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Meet, plan and train with local fire department to ensure an effective response to a Wildfire.  Plan for potential voluntary evacuation, early dismissal, mandatory evacuation, shelter-in-place and campus closure
Develop site specific procedures to engage in a voluntary evacuation, early dismissal, mandatory evacuation, shelter-in-place and campus closure
Use the San Diego County “School Protection and Evacuation Plan (SPEP), available on the San Diego County Office of Education website, to develop site specific plans 

Goal 2 Actions
Provide training to staff on wildfire response actions including: voluntary evacuation, early dismissal, mandatory evacuation, shelter-in-place and campus closure 

Goal 3 Actions 
Provide fire prevention materials to staff and provide a brief fire prevention training at the beginning of the year as part of training on the Comprehensive School Safety Plan  
Ensure combustible materials are stored in fireproof containers 
Provide fire prevention materials to before/after school program staff
Hold fire extinguisher training for staff
Ensure adequate supply of fire extinguishers are appropriately maintained on campus 
Hold required number of fire drills and vary the situation to improve staff and student response

STAFF ACTIONS
 
Goal 2 Actions
Take fire extinguisher training or read about/watch video on how to use a fire extinguisher 
Read any fire prevention and wildfire response materials provided by administration 

Goal 3 Actions
 Participate and lead students in fire drills 
 Refrain from bringing unapproved combustible materials (cleaning and other chemicals) onto campus  
Become familiar with and only use Fire Marshall approved fire retardant classroom decorations  


	DURING
	

	Goals:
	While coordinating with local fire department/jurisdiction’s incident command, protect life and implement appropriate wildfire response actions 

	Objective(s):
	Goal 1 Objectives
Conduct appropriate wildfire response actions in a timely manner
Conduct accountability procedures in a timely manner
Activate school site Incident Command Team, as necessary

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:

Goal 1 Actions
Work with the district office, local fire department and other responders to determine best course of action 
Use the “Wildfire Evacuation Decision Tree” following this section.
Use the “Get Smart about Wildfire Smoke – Clear Guidelines for Schools and Wildfire Smoke” in Hazard Annexes
Communicate plan of action to staff and students: 
voluntary evacuation
early dismissal
mandatory evacuation
shelter-in-place
campus closure
Consider the following while implementing response action
Supplies (have staff bring emergency supplies, especially first aid kits and communication devices)
Food and water
Transportation
Security and Safety
Communications
Contact families to notify of planned course of action
Activate school Incident Command Team, as necessary 
Reunification Team
Ensure all staff and students are accounted for
Ensure that access roads are kept open for emergency vehicles
Based on the situation, delegate staff to turn off and unplug any electrical devices left behind and/or have facilities turn off electricity 
Do not allow staff and students to return to the building until the Fire Department declares that it is safe to do so

Goal 2 Actions
Remind staff to close doors when exiting classrooms/offices
Notify appropriate utility company of suspected breaks in utility lines or pipes.
Notify fire department of any hazards or vulnerabilities that could hinder their response or cause further damage (chemicals, wires, equipment, etc.)  
Provide SDS sheets of any chemicals on campus/in the area of the fire to the fire department upon arrival 
Notify District Office of situation

STAFF ACTIONS: 
Goal 1 Actions
Follow the directions of the Incident Command to carry out necessary response action: voluntary evacuation, early dismissal, mandatory evacuation, shelter-in-place and campus closure
If evacuating or sheltering-in-place, take emergency backpack and student kits
Maintain control of the students a safe distance from the fire and firefighting equipment
Take attendance.  Report missing students to the Principal/designee and emergency response personnel
Maintain supervision of students until the Fire Department determines it is safe to return to the school building or they are reunified with family
Serve in any designated position on the Incident Command Team
Shut classroom or office door after all individuals have exited
Provide information to principal/site admin regarding any hazards or vulnerabilities noticed while evacuating (chemicals, exposed wires, equipment that might be hazardous, etc.)  

	AFTER
	

	Goals:
	Effectively communicate to all stakeholders
Determine campuses’ bomb threat response strengths, areas from improvement and steps to improvement

	Objective(s):
	Goal 1 Objectives
Provide information to staff, parents, and students 
Provide information to district office
Provide information to media
 
Goal 2 Objectives
Conduct After-Action Report process

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS

Goal 1 Actions
Provide critical information to the district office in order to develop effective key messages 
Work with appropriate district department to write messages to inform parents, staff and the community about what happened  
Work with appropriate district department to draft talking points for phone calls and media requests

Goal 2 Actions
Conduct an after-action report process and implement necessary actions for improving future responses  
Gather stakeholders to debrief and engaged in process to identify strengths and weaknesses (areas for improvement) of response  
Identify steps to improve future responses 
Implement steps to improvement

STAFF ACTIONS

Goal 2 Actions
Participate in the after-action report process  
Participate in any determined corrective actions discovered in the after-actions process  







WILDFIRE EVACUATION DECISION TREE
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INTRUDER
All public schools are required to post signs at points of entry to their campuses or buildings from streets and parking lots. The following statement should be used on signage:
All visitors entering school grounds on school days between 7:30 a.m. and 4:30 p.m. must register at the Main Office.   Failure to do so may constitute a misdemeanor.               
-- California Penal Code Title 15, Chapter 1.1 § 627.2
To prevent intruders on campus, keep doors secure, use sign-in sheets for visitors and cameras and staff to monitor entryways.


	BEFORE
	

	Goal:
	Develop the capacity to deter and detect possible intruder
Develop the capacity of staff to lead students through appropriate response options
Provide developmentally appropriate training to familiarize students with emergency responses

	Objective(s):
	Provide training for staff on procedures for deterring and detecting possible intruders  
Keep intruder away from staff and students  

Goal 1 Objectives
Identify and correct/improve:
Potential gaps in campus access controls
Problems with securing classrooms, offices, and buildings
Internal and external emergency communication protocols
Develop comprehensive Visitor Management Procedures with staff trained in those procedures
Achieve consistent implementation of district and site procedures to assess and manage student threats of violence using Comprehensive Student Threat Assessment Guidelines
Ensure all staff, including before- and after-school staff have the skills to recognize and respond appropriately to suspicious activity that could pose a threat to students, staff or others

Goal 2 Objectives
Equip all staff, including before- and after-school staff, to evaluate and enact options (de-escalation, lockdown, etc.) that will best protect them and the children they are with
Equip all staff, including before- and after-school staff, and students to recognize and report potential warning signs that could lead to an escalation toward violence
Equip local response agencies with the knowledge they need to facilitate their response to the incident

Goal 3 Objectives
Equip students with an understanding of how to report suspicious individuals or individuals who make them feel uncomfortable using mentally appropriate methods
Equip students, using developmentally appropriate methods, with the knowledge and skills they need to recognize and report potential warning signs that could lead to an escalation toward violence


	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Conduct a Security Risk Assessment to determine school site’s vulnerability to an intruder 
Based on the identified areas of weakness develop strategies to harden the security of the school site
Implement “doors locked even when open” policy 
Develop comprehensive Visitor Management Procedures, including ways to determine visitors on campus (such as badges)  
Schedule training to ensure all staff understand their role in enforcing Visitor Management Procedures, and on immediately reporting unauthorized access
Schedule training to assure all staff recognize and know how to report warning signs and understand their role in the threat assessment process.
Hold a training/exercise with local responding agencies to ensure a cohesive and coordinated response
Train staff on procedures for deterring and detecting possible intruders, including looking for suspicious activity and out of the ordinary actions, individuals loitering near campus, students who are posturing or costuming, and individuals who are on campus and don’t have a visitor or staff badge

Goal 2 Actions
Train staff on procedures for deterring and detecting possible intruders, including looking for suspicious activity and out of the ordinary actions, individuals loitering near campus, students who are posturing or costuming, and individuals who are on campus and don’t have a visitor badge
Train staff on ensuring security protocols are followed

Goal 3 Actions
Work with team of school professionals, including counselors, psychologists and other mental health professionals to train students with an understanding of the “run” and “hide” responses, using developmentally appropriate methods
Work with team of school professionals, including counselors, psychologists and other mental health professionals to train students, using developmentally appropriate methods, with the knowledge and skills they need to recognize and report potential warning signs that could lead to an escalation toward violence
Ensure entrances such as doors and gates are secure and in proper working order  
Train staff on procedures for deterring and detecting possible intruders, including looking for suspicious people and out of the ordinary actions, individuals loitering near campus, confronting individuals who are on campus and don’t have a visitor badge, etc.

	DURING
	

	Goal:
	Prevent an intruder from gaining access to staff, students and buildings
Alert law enforcement and district as soon as possible 


	Objective(s):
	Goal 1 Objectives
Enact a campus-wide Lockdown 
De-escalate the situation
Get intruder to leave with no incidents of violence

Goal 2 Objectives
Alert law enforcement

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS

Goal 1 Actions
Initiate Lockdown.
Designate someone to call 9-1-1
Request intruder to leave campus.  Remain calm.  Be courteous and confident.  Keep distance from the intruder.  Speak in soft, non-threatening manner.  Avoid hostile-type actions, except in cases when necessary to safeguard person or property.   Listen to the intruder.  Give him or her an opportunity to vent.   Attempt to be helpful.  When talking to the intruder, use phrases such as:
“What can we do to make this better?’
“I understand the problem, and I am concerned”
“We need to work together on this problem”
Take measures to keep subject away from students and building  
Designate an administrator or staff member to coordinate with public safety at their command post; provide a site map and keys to public safety personnel
When scheduling a meeting with an individual known to be aggressive, arrange for another staff member or student resource officer to be present

Goal 2 Actions
As soon as the conversation or actions of the individual become threatening or violent, call 911 immediately.  Provide description and location of intrude
Keep subject in view until police or law enforcement arrives

STAFF ACTIONS:

Goal 1 Actions
Notify the principal/site administrator of intruder.  Provide description and location of the intruder.  Visually inspect the intruder for indications of a weapon
If able, initiate a lockdown from your classroom/office
Keep intruder in view until police or law enforcement arrives.  Stay calm.  Do not indicate any threat to the intruder
Isolate intruder from students.  Lock classroom and office doors.  Close blinds and stay clear of windows and panes of glass.   Remain inside rooms until the All Clear instruction is announced
Keep classroom and office doors locked 

Goal 2 Actions
Call 9-1-1 or ensure someone else has called 9-1-1


	AFTER
	

	Goal:
	Effectively communicate to all stakeholders
Determine campuses’ evacuation response strengths, areas from improvement and steps to improvement

	Objective(s):
	Goal 1 Objectives
Provide information to staff, parents, and students 
Provide information to district office
Provide information to media 

Goal 2 Objectives
Conduct After-Action Report process

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS: PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Provide critical information to the district office to develop effective key messages
Work with appropriate district department to write messages to inform parents, staff and the community about what happened  
Work with appropriate district department to draft talking points for phone calls and media requests 
Goal 2 Actions
Conduct an after-action report process and implement necessary actions for improving future responses  
Gather stakeholders to debrief and engaged in process to identify strengths and weaknesses (areas for improvement) of response  
Conduct an assessment of vulnerabilities to determine how the intruder gained access to campus and how one might gain access in the future.  
Identify steps to improve future responses
Implement steps to improvement  

STAFF ACTIONS: 
Goal 2 Actions
Participate in the after-action report process 
Participate in any determined corrective actions discovered in the after-actions process   


Unplanned Power Outage
This procedure addresses situations involving 
	BEFORE
	

	Goals:
	Prevent the risk of injury to individuals and damage of property from Power Outage 
Develop the capacity of staff to lead students through appropriate response options
Develop capacity for educational process to continue in power outages

	Objective(s):
	Goal 1 Objectives
Conduct a Risk Assessment to determine hazards, vulnerabilities, and consequences in a power outage 
Ensure portable lighting (i.e., flashlights and batteries is available at school site
Always keep hallways and pathways clear

Goal 2 Objectives
Train staff on response actions during a power outage

Goal 3 Objectives
Develop a continuity of education plan for both short- and long- term power outages
In Risk Assessment determine facilities which will be conducive to teaching during a power outage

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS

Goal 1 Actions
Conduct a Risk Assessment to determine what hazards and vulnerabilities the school has in regard to power outages and the subsequent consequences. 
Based on the assessment determine areas for improvement and implement steps to improve
Ensure portable lighting is available (i.e. flashlights and batteries available at the school). Especially ensure any areas that have no windows or natural sunlight sources have some sort of emergency lighting.  
To prevent injury, ensure staff and students keep hallways and pathways clear  

Goal 2 Actions
Provide training to staff on responding during a power outage 

Goal 3 Actions 
Work with the District Office to develop a continuity of education plan for both short- and long-term power outages 
In Risk Assessment determine which facilities are subject to total blackouts (no windows or sources of natural sunlight), and develop a contingency plan for these room occupants to relocate to a facility where the educational process can continue 

STAFF ACTIONS
 
Goal 1 Actions
Ensure any assigned emergency supplies are maintained, especially batteries and flashlights

Goal 2 Actions
Read any emergency power outage materials provided by administration. 
Participate and lead students in emergency drills 

Goal 3 Actions
Develop plans to provide lessons during a power outage 

	DURING
	

	Goals:
	Assess the situation
Make necessary notifications 
Implement response actions 

	Objective(s):
	Goal 1 Objectives
Quickly assess the situation and determine the need for further emergency procedures including evacuation.  If available, work with first responders to determine emergency procedure needs 
Consider weather conditions in assessment, including wind, rain, extreme low or extreme high temperatures
Work with District office for assistance needed
Implement other emergency procedures based on the analysis 
  
Goal 2 Objectives
Make notifications to the staff and students.  
Notify Superintendent’s Office
Staff provides accountability report and situation status of any hazards

Goal 3 Objectives
Implement evacuation and other emergency procedures as needed
Ensure every student and staff members is accounted for 
Activate members of the Incident Command Team as necessary (fire suppression, search & rescue, medical first aid)


	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS

Goal 1 Actions
Determine the need for evacuation and other emergency procedures by assessing the situation, relying on staff reports or personal observations
Contact the district office for any necessary assistance
Based on the assessment implement any other emergency procedures necessary, including possible evacuation

Goal 2 Actions
Notify staff and students of emergency procedures to implement
Remind staff and students to cover heads/necks with a book or other hard surface if they must evacuate, in case of aftershocks or falling debris
Notify the Superintendent’s Office or EOC of situation of any significant injuries or damage 
Determine whether to close school.  If school must be closed and an early dismissal organized, notify staff members, students, and parents

Goal 3 Actions
Ensure staff and students implement evacuation or other important emergency procedures
Recommend staff ensure their flashlights/emergency lighting is out and available 
Move any classrooms/office occupants where a complete blackout exits (no windows or natural light)  
Implement accountability procedures
Do NOT re-enter building until it is determined to be safe by appropriate facilities inspector

STAFF ACTIONS

Goal 1 Actions
Follow the directions of the Incident Command to carry out necessary response action
If evacuating or sheltering-in-place in another room, take emergency backpack and student kits
Take attendance.  Report missing students to the principal/designee and emergency response personnel
Continue teaching/office work if possible  
Serve in any designated position on the Incident Command Team.
Gather any emergency lighting to have on hand. 
Provide information to principal/site admin regarding any hazards or vulnerabilities 

	AFTER
	

	Goals:
	Effectively communicate to all stakeholders
Determine campuses’ bomb threat response strengths, areas from improvement and steps to improvement

	Objective(s):
	Goal 1 Objectives
Provide information to staff, parents, and students 
Provide information to district office
Provide information to media
 
Goal 2 Objectives
Conduct After-Action Report process

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS

Goal 1 Actions
Provide critical information to the district office in order to develop effective key messages
Work with appropriate district department to write messages to inform parents, staff and the community about what happened  
Work with appropriate district department to draft talking points for phone calls and media requests 

Goal 2 Actions
Conduct an after-action report process and implement necessary actions for improving future responses  
Gather stakeholders to debrief and engaged in process to identify strengths and weaknesses (areas for improvement) of response 
Identify steps to improve future responses 
Implement steps to improvement  

STAFF ACTIONS

Goal 2 Actions
Participate in the after-action report process.  
Participate in any determined corrective actions discovered in the after-actions process.  






Air Quality & Wildfire Smoke Annex
Get Smart about Wildfire Smoke – Clear Guidelines for Schools and Wildfire 
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Get Smart about Wildfire Smoke 
Clear Guidelines for Schools and Wildfire Smoke

Over the last decade, devastating wildfires have ravaged communities and school districts in every corner of this state.

These massive disasters impacted tens of thousands of Californians in the communities they call home and blanketed entire regions of California with thick, unhealthy smoke.

When a wildfire occurs nearby, the decision to close or evacuate a school is straightforward. However, as we have seen over the past several years, wildfire smoke can settle in communities hundreds of miles from the location of the fire and impact the health of students and school district operations.

Without clear state guidelines, districts have been forced to make difficult, last-minute decisions on whether to cancel classes, remain open, or modify school events.

Therefore leaders from the education, air quality, and public health communities established a working group to develop state guidance regarding air quality for California’s 1,026 school districts during wildfire smoke days.

The guidelines attached to this message are intended to advance local conversations between school districts, public health officers, air districts, and the community, and provide educational leaders with the data they need to make informed decisions when their communities are inundated with wildfire smoke.

The guidelines are not meant to supersede any protocols or guidelines school districts may have already adopted.

We encourage districts that haven’t already addressed this issue to begin the conversation now, prior to the start of the 2019-20 school year. California’s next big wildfire is not a matter of if, but when.

For questions on how to track air quality in your community, please contact your local air district. To find which air district serves your community, visit https://www.arb.ca.gov/app/dislookup/dislookup.php.

Thank you for your partnership on this critical issue.




Air Quality Index (Rev 7/2019)

	Comprehensive School Safety Plan
	61 of 65
	1/3/24



[bookmark: Sheet1]	School Air Quality Activity Recommendations	

	
	PROTECT STUDENT HEALTH DURING POOR AIR QUALITY

Air quality is an important consideration for schools in terms of student activities. Local air districts are available to assist schools with understanding local air quality concerns and actions they can take to protect student health. To find out more, contact your local air district. Visit this page to learn which District serves your area: www.arb.ca.gov/app/dislookup/dislookup.php
	

	The following school activity recommendations are based on consultation with health researchers and several important principles drawn from recent studies.
Modify these levels to correspond with the AQI, emissions concentration, or other air district recommended method for your region.
Air Quality Level

	Activity
	Level 1
	Level 2
	Level 3
	Level 4
	Level 5
School districts may consider school closures based on site-by-site concerns.

	
Recess (15min)
	
No restrictions
	Ensure that sensitive individuals are medically managing their condition.*
	Sensitive individuals should exercise indoors or avoid vigorous outdoor activities.*
	Exercise indoors or avoid vigorous outdoor activities.
Sensitive individuals
should remain indoors.*
	No outdoor activity.

All activities should be moved indoors.

	

P.E. (1hr)
	

No restrictions
	Ensure that sensitive individuals are medically managing their condition.*
	
Sensitive individuals should exercise indoors or avoid vigorous outdoor activities.*
	Exercise indoors or limit vigorous outdoor activities to a maximum of 15 minutes

Sensitive individuals should remain doors.*
	No outdoor activity.

All activities should be moved indoors.

	
Athletic Practice & Training (2- 4hurs)
	

No restrictions
	Ensure that sensitive individuals are medically managing their condition.*
	Reduce vigorous exercise to 30 minutes per hour of practice time with increased rest breaks and substitutions.

Ensure that sensitive individuals are medically managing their condition.*
	Exercise indoors or reduce vigorous exercise to 30 minutes of practice time with increased rest breaks and substitutions.

Sensitive individuals should remain indoors.*
	

No outdoor activity.

All activities should be moved indoors.

	
Scheduled Sporting Events
	

No restrictions
	
Ensure that sensitive individuals are medically managing their condition.*
	Increase rest breaks and substitutions per CIF guidelines for extreme heat.**

Ensure that sensitive individuals are medically managing their condition.*
	Increase rest breaks and substitutions per CIF guidelines for extreme heat.**

Ensure that sensitive individuals are medically managing their condition.*
	

Event must be rescheduled or relocated.


* Sensitive Individuals include all those with asthma or other heart/lung conditions	** California Interscholastic Federation
*** To meet the conditions for approval of a waiver due to emergency conditions (Form J-13A) from the State Superintendent of Public Instruction poor air quality must be shown to be caused by an emergency event such as a wildfire.

[bookmark: Air_Quality_Guidance_Template_for_School]Air Quality Guidance Template for Schools

[bookmark: About_the_Guidelines:]About the Guidelines:
These guidelines are based on the United States Environmental Protection Agency (U.S. EPA) and Centers for Disease Control’s Air Quality and Outdoor Activity Guidance for Schools and Wildfire Smoke: A Guide for Public Health Officials. The guidelines are designed to assist in your decision-making process
Modify the template and chart as needed after consultation with your local county office of education, local school districts, local air district, and local public health experts to determine which air quality monitoring methodology, such as Air Quality Index, total emissions concentration, or other air district-recommended method best applies in your school district
This template and chart are not intended to supersede existing guidelines and policies developed by local authorities, including the school districts or air districts
These guidelines are intended to assist school districts in making decisions when air quality is poor. School closure and event cancellation is ultimately a school district-by- school district decision based on local conditions
The impact of smoke depends on the sensitivity of the person and the length of exposure, as outlined in the sample chart below. Children with respiratory or heart conditions are vulnerable to poor air quality and may require extra precautions. School districts should advise parents to consult with their family health care provider

[bookmark: Using_the_Guidelines:]Using the Guidelines:
School districts will need to monitor local air quality conditions using air quality tracking tools recommended by their local air district. One example of such a tool is U.S. EPA’s air quality index (AQI) available at AirNow.gov. However, because other air quality tracking methodologies may be used in your jurisdiction, it is highly recommended to contact your local air district for advice on the most appropriate tools to use for your region
School districts should make decisions about school activities and closures based on air quality measurements and local conditions, such as the availability and quality of school building air filtration and direct observation of onsite indoor/outdoor air quality
School districts may wish to consult with their local air district regarding outdoor air and their local public health official regarding indoor air before making a final determination
School districts should report any school closures to their County Office of Education for media notification as well as announce closures to families using normal school closure procedures
[bookmark: Additional_Air_Quality_Information_&_Res]
Additional Air Quality Information & Resources
[bookmark: About_AirNow.gov:]
About AirNow.gov:
A network of monitors maintained and operated by trained government agencies
It is recommended by many air districts, the California Air Resources Board, and U.S. EPA
AirNow monitors form a network to track regional air quality. Pollutants like smoke tend to be well-mixed in the atmosphere and may be adequately represented by these monitors, even if a monitor is not in the same neighborhood as a school
Uses highly accurate tools that are regularly monitored for quality control by U.S. EPA. Tools remain accurate at all levels as opposed to personal sensors like Purple Air, which overestimate (especially at AQI of 150 or higher)
[bookmark: About_Masks:]Although AirNow is relied on by many jurisdictions, please consult with your local air district about resources school districts can use that will best represent local air quality

About Masks:
When air is unhealthy, the best option is to reduce physical activity and stay indoors with windows/doors closed. If indoor temperature is high, get to a location with clean filtered air such as a public library, shopping mall or other building with heating, ventilation, and air conditioning (HVAC) system filtration
Masks have limitations. Surgical gauze masks provide no protection from smoke. N95 respirator masks are designed for professional use by trained adults and are not intended for children. Therefore, masks are not recommended for children by air quality districts/public health agencies
N95 masks require a perfect seal to be effective. If these masks are not fitted correctly, they will provide little if any protection
Masks can exacerbate breathing difficulty for sensitive breathers or potentially cause deeper breathing, which draws particulates deeper into the lungs if they are not fitted correctly
Masks must be kept clean and replaced frequently to be effective. If a mask is used, please refer to the mask manufacturer’s recommendations on cleaning and replacement intervals

[bookmark: Recommendations_for_Ensuring_Cleaner_Air]Recommendations for Ensuring Cleaner Air at School:
Install and maintain HVAC air conditioning system with medium or high-efficiency filtration. Install high efficiency particulate air (HEPA) filters if possible. See below for
U.S. EPA recommendations for air filtration. https://www3.epa.gov/airnow/smoke_fires/indoor-air-filtration-factsheet-508.pdf
Install portable HEPA filters in classrooms where possible
Approved filters: https://www.arb.ca.gov/research/indoor/aircleaners/certified.htm
[bookmark: Considerations_for_School_Districts_from]Be sure that portable filters are sized correctly for the room
[bookmark: Before_You_Make_a_Decision_to_Close_a_Sc]Ensure doors and windows are sealed tightly. Minimize air movement in and out of room

Considerations for School Districts from CDE: Before You Make a Decision to Close a School
[bookmark: Health_and_Safety:]Outdoor air quality is one factor local educational agencies (LEAs) need to consider when making a school closure decision. LEAs should consider the factors below, in addition to any other relevant local conditions or concerns, when deciding to close school

Health and Safety:

Indoor air quality. Ventilation and filtration systems at schools may offer a higher level of protection than residential systems
Supervision. The school environment provides appropriate student supervision by trained and caring adults who can ensure students remain indoors
Student support services. School may be the primary place where students receive needed health and counseling services
[bookmark: Using_an_Equity_Lens:]Nutrition services. Schools serve healthy meals to a significant proportion of students. If school is closed, it is a substantial challenge at best for LEAs to feed students

Using an Equity Lens:

Socioeconomically disadvantaged families may not have options for alternate child care
Working parents and guardians are disproportionately affected by school closure and could suffer significant professional or economic consequences as a result
Students receiving free or reduced-price meals may not have a reliable alternate source of healthy food
[bookmark: Instructional_Time:]Students with Individualized Education Programs (IEPs) may not have access to needed services during school closure
Schools provide safe and supportive environments for their students; our most vulnerable students rely on them most

Instructional Time:

Instructional time is foundational to students’ academic achievement. LEAs should consider adding instructional days or minutes to the school calendar when time is lost due to school closure
LEAs that have a foreseeable loss of instructional time due to a history of school closures should consider adding “built-in emergency” days to the annual school calendar
Information on requesting credit for lost attendance and instructional time during an emergency is available on the California Department of Education’s website at https://www.cde.ca.gov/fg/aa/pa/j13a.asp.

National School Lunch Program Meal Reimbursement:

[bookmark: National_School_Lunch_Program_Meal_Reimb]Education Code Section 49505 allows for LEAs to submit an application for meal reimbursement during a disaster

The disaster would require a state or federal declaration for the county affected by the disaster.

The application is available on the California Department of Education’s website at https://www.cde.ca.gov/ls/nu/sn/documents/disastermealapp.doc.

Guidance for Families When Schools are Closed:

[bookmark: Guidance_for_Families_When_Schools_are_C]Stay indoors
Keep doors and windows closed
Consult a Physician if you have concerns about your child’s health




FUNCTIONAL ANNEXES
	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	Districts should develop standardized functional annexes that meet the needs of the district 
The following information from REMS Technical Assistance Center describe the contents of Functional Annexes. (https://rems.ed.gov/K12FuncAnnex.aspx):  
Functional annexes focus on critical operational functions and the courses of action developed to carry them out. Address functional annexes in developing a comprehensive, high-quality school EOP. As the planning team assesses the school’s needs, it may need to prepare additional or different annexes.
While these functions should be described separately, it is important to remember that many functions will occur consecutively. For example, a shelter-in-place during an emergency may be implemented but, if the building is damaged, the school may then initiate an evacuation
Often, multiple functions will also be performed concurrently. For example, during an evacuation, once students are safely out of the building, the accounting for students, staff, and guests function will begin. The evacuation function, however, will still be in effect as staff or first responders work to locate and evacuate any persons not accounted for
While functions build upon one another and overlap, it is not necessary to repeat a course of action in one functional annex if it appears in a second functional annex. For example, though an evacuation may lead to reunification, it is not necessary to list a course of action for reunification within the Evacuation Annex
Functional annexes can include the following – 
General response actions (shelter-in-place, lockdown, evacuation, etc.)  
Reunification Annex
Security Annex 
Recovery Annex
Forms (for Incident Command/response)
Several of these annexes are included in this Template




	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	It is critical for schools to meet with local law enforcement, fire, public health, and any other local responders to 
Ensure the agency staff are familiar with the standardized language developed at the county level.  
Understand any specific guidance these agencies will provide to the school based on agency procedures/mandates 
Train and drill/exercise together for a coordinated response 


[bookmark: _Toc63328414]MOST PREVALENT GENERAL EMERGENCY RESPONSE PROCEDURES
FUNCTIONAL ANNEX A

Most emergencies will lead to one or more general response actions.  Once the type and extent of an emergency has been identified, personnel can determine if an immediate response action is required. For school sites the most common immediate response actions initiated during emergencies are as follows:
Evacuation (On-Site and Off-Site)
Reunification (See also Functional Annex B – Reunification Plan)
Shelter-In-Place
Secure Campus
Lock Down
Drop, Cover, and Hold

The following emergency response actions are designed for the Incident Command Team and other employees. 
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ON-SITE EVACUATION
Definition
Evacuation is implemented when conditions make it unsafe to remain inside the building(s). This action provides for the orderly movement of students and staff along prescribed routes from inside school buildings to a designated outside area of safety.  Evacuation is considered appropriate for, but is not limited to, the following types of emergencies:
•	Fire	•	Explosion or threat of explosion
•	Bomb threat	•	Post earthquake
•	Chemical accident

	BEFORE
	

	Goal:
	Coordinate with local fire and law enforcement to develop evacuation routes, assembly areas on-site and accountability procedures  
Develop the capacity of staff to lead students through appropriate response actions and provide developmentally appropriate training to familiarize students with emergency responses

	Objective(s):
	Goal 1 Objectives
Meet, train and drill with local fire and law enforcement to ensure an effective evacuation
Develop at least two viable evacuation routes, a primary and secondary

Goal 2 Objectives
Train all staff, including before- and after-school staff, to respond with the best actions to protect them and the children they are with 
Train all staff, including before-and after-school staff to assist individuals with special needs with the best actions to protect them
Hold drills and exercises including different hazards and threats to provide varied experiences in responding to evacuation emergencies 

	Courses of Action:
	PRINCIPAL/SITE ADMINISTATOR ACTIONS:
Goal 1 Actions
Meet with local fire and law enforcement agencies to determine best evacuation routes and assembly areas.  Consider the different types of hazards that might require evacuation  
Determine two on-site evacuation routes, one primary and one secondary. Appropriate locations of on-site evacuation areas are open areas away from buildings and structures (e.g., playground, parking lot, etc.).  The onsite evacuation areas must be within the boundaries of the facility
Determine accountability procedures
Ensure staff are trained on basics of incident command. This can be done during the annual Comprehensive School Safety Plan training
    
Goal 2 Actions
Ensure staff are trained on evacuation procedures
Hold evacuation drills as required.  Vary the times, days and possible hazard in order to provide realistic situations which schools might experience during an evacuation
Post appropriate maps and directions are posted near each door to ensure occupants are aware of possible exits
Ensure staff are trained to conduct a rapid visual assessment of their assigned areas as they exit and share their findings when arriving in the assembly area  
Ensure staff are familiar with special needs evacuation planning (See Functional Annex E)

STAFF ACTIONS:
Goal 1 Actions
Be familiar with the Incident Command System and designated role on the Incident Command Team
Follow the Chain of Command during emergency situations 
Be familiar with primary and secondary routes and assembly areas  
Be familiar with the accountability procedures 

Goal 2 Actions
Review evacuation procedures quarterly
Participate and lead students through evacuation drills
Understand that situations may occur that will prevent the class/office from evacuating via the prescribed route or meet in the designated assembly areas  
Be resourceful, flexible and proactive in determining different courses of actions that can be taken to keep staff and students safe   
Be familiar with special needs evacuation plans (See Functional Annex E)


	DURING
	

	Goals:
	Quickly assess the situation
Make proper notifications.
Conduct appropriate evacuation response procedure

	Objective(s):
	Goal 1 Objectives
Quickly assess the situation and determine the need for evacuation.  If available, work with law enforcement and other responders to determine evacuation needs 
Implement evacuation procedures based on the analysis   
Goal 2 Objectives
Notify staff and students to evacuate 
Call 9-1-1 if necessary 
Notify Superintendent’s Office
Staff provide accountability report and situation status of any hazards
Goal 3 Objectives
Implement evacuation procedures 
Ensure every student and staff members is accounted for  
Activate members of the Incident Command Team as necessary (fire suppression, search & rescue, medical first aid


	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Determine the need for evacuation by assessing the situation, relying on staff reports of the situation or personal observations 
If law enforcement or fire are on-site, work collaboratively to decide of evacuation procedures and location
If it is a critical incident that requires law enforcement or fire to control the situation, take directives from appropriate agency(ies).  This might be the case in an active shooter, hazmat, terrorist, or hostage situation 
Goal 2 Actions
Make notification to staff and students
The Site Incident Commander (administrator) is responsible to notify the ICT and the rest of staff when an Evacuation is necessary
The signal for Evacuation is the fire alarm (bell or horn signal)
If the primary emergency notification system fails to activate, the secondary notification method will be the PA System
If a controlled Evacuation is required (e.g., one classroom at a time), and an alternative method of notification is required (e.g. received credible bomb threat), then notification can be made by telephone or runners
Provided time is available, make an announcement over the public address system: 
Announcement Example: ""Attention please.  We need to institute an Off-Site Evacuation Teachers are to take their students to the designated offsite assembly area.  Students are to remain with their teacher.” 
To alert visually impaired individuals
Announce the type of emergency
Offer your arm for guidance
Tell person where you are going, obstacles you encounter
When you reach safety, ask if further help is needed
To alert individuals with hearing limitations
Turn lights on/off to gain person’s attention -OR-
Indicate directions with gestures   –OR-
Write a note with evacuation directions
Call 9-1-1 if necessary
Notify the Superintendent’s Office of situation.
Goal 3 Actions
Ensure staff and students evacuate 
Implement accountability procedures  
Activate the Incident Command Team, if necessary
Search and Rescue
First Aid/Medical
Reunification Team
Activate Reunification Plan if necessary


STAFF ACTIONS: 
Goal 1 Actions
As evacuation is in process, conduct a rapid visual assessment of assigned areas as exiting
If situation requires an alteration of evacuation procedures to keep students and staff safe, alter your evacuation routes to get to assembly area
Goal 2 Actions
Provide accountability report to Incident Command/administration
Provide a report of any hazards or situations that need attention to Incident Command/administration  
Goal 3 Actions
Instruct students to leave the building in an orderly manner using the designated evacuation routes and reassemble in the assigned Assembly Area
Consider persons with special needs 
To evacuate individuals using crutches, canes or walkers
Evacuate these individuals as injured persons
Assist and accompany to evacuation site, if possible   -OR-
Use evacuation chair or a sturdy chair (or one with wheels) to move person   -OR-
Help carry individual to safety
To evacuate individuals using wheelchairs
Give priority assistance to wheelchair users with electrical respirators
Most wheelchairs are too heavy to take downstairs; consult with the person to determine the best carry options
Reunite person with the wheelchair as soon as it is safe to do so
Take the emergency backpack and student roster when leaving the building
Take attendance before leaving campus and again when the class is reassembled at the external evacuation location.  Report attendance to the Incident Commander/designee
Remain in the Assembly Area until further instructions are given.
Wait for another ACTION or all clear instruction to return to school buildings and normal class routine
If Incident Command Team is activated, serve in designated position.  
Participate in the reunification process, if necessary


	AFTER
	

	Goal:
	Effectively communicate to all stakeholders
Determine campuses’ evacuation response strengths, areas from improvement and steps to improvement

	Objective(s):
	Goal 1 Objectives
Provide information to staff, parents, and students 
Provide information to district office
Provide information to media 
Goal 2 Objectives
Conduct After-Action Report process

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Provide critical information to the district office in order to develop effective key messages
Work with appropriate district department to write messages to inform parents, staff and the community about what happened  
Work with appropriate district department to draft talking points for phone calls and media requests
Goal 2 Actions
Conduct an after-action report process and implement necessary actions for improving future responses  
Gather stakeholders to debrief and engaged in process to identify strengths and weaknesses (areas for improvement) of response  
Identify steps to improve future responses 
Implement steps to improvement.  

STAFF ACTIONS: 
Goal 2 Actions
Participate in the after-action report process.  
Participate in any determined corrective actions discovered in the after-actions process.  


[bookmark: _Hlk107420522]

OFF-SITE EVACUATION
Definition
Off-Site Evacuation is implemented when it is unsafe to remain on the school campus, and evacuation to an off-site assembly area is required.  This action provides for the orderly movement of students and staff along prescribed routes from inside school buildings to a designated area of safety.  Off-Site Evacuation is considered appropriate for, but is not limited to, the following types of emergencies:
•	Fire	•	Explosion or threat of explosion
•	Bomb threat	•	Post earthquake
•	Chemical accident

	BEFORE
	

	Goal:
	Coordinate with local fire and law enforcement to develop off-site evacuation routes, assembly areas, sister site (for further evacuation options) and accountability procedures  
Develop the capacity of staff to lead students through appropriate response actions and provide developmentally appropriate training to familiarize students with emergency responses

	Objective(s):
	Goal 1 Objectives
Meet, train and drill with local fire and law enforcement to ensure an effective evacuation 
Develop at least three viable off-site evacuation routes, a primary, secondary and a sister school site 
Goal 2 Objectives
Train all staff, including before- and after-school staff, to respond with the best actions to protect them and the children they are with 
Train all staff, including before-and after-school staff to assist individuals with special needs with the best actions to protect them
Hold drills and exercises including different hazards and threats to provide varied experiences in responding to evacuation emergencies  

	Courses of Action:
	PRINCIPAL/SITE ADMINISTATOR ACTIONS:
Goal 1 Actions
Meet with local fire and law enforcement agencies to determine best evacuation routes and assembly areas.  Consider the different types of hazards that might require evacuation 
Determine three off-site evacuation routes, primary, secondary and one sister school. Determining an appropriate Offsite Evacuation Area should be coordinated with on-scene First Responders.  Location should be in an open area or building at least one block away from dangers associated with the site where students can be contained (e.g., nearby church, nearby school, nearby fenced parking lot, etc.)
Determine accountability procedures 
Ensure staff are trained on basics of incident command. This can be done during the annual Comprehensive School Safety Plan training   
Goal 2 Actions
Ensure staff are trained on evacuation procedures
Hold evacuation drills as required.  Vary the times, days and possible hazard in order to provide realistic situations which schools might experience during an evacuation  
Post appropriate maps and directions are posted near each door to ensure occupants are aware of possible exits 
Ensure staff are trained to conduct a rapid visual assessment of their assigned areas as they exit and share their findings when arriving in the assembly area  
Ensure staff are familiar with special needs evacuation planning (Functional Annex E)

STAFF ACTIONS:
Goal 1 Actions
Be familiar with the Incident Command System and designated role on the Incident Command Team  
Follow the Chain of Command during emergency situations 
Be familiar with primary and secondary routes and assembly areas 
Be familiar with the accountability procedures  
Be familiar with reunification plan and designated roles in reunification 
Goal 2 Actions
Review evacuation procedures quarterly
Participate and lead students through evacuation drills
Understand that situations may occur that will prevent the class/office from evacuating via the prescribed route or meet in the designated assembly areas
Be resourceful, flexible and proactive in determining different courses of actions that can be taken to keep staff and students safe.   
Be familiar with special needs evacuation plans (Functional Annex E)


	DURING
	

	Goals:
	Quickly assess the situation
Make proper notifications
Conduct appropriate evacuation response procedure

	Objective(s):
	Goal 1 Objectives
Quickly assess the situation and determine the need for evacuation.  If available, work with law enforcement and other responders to determine evacuation needs 
Work with District office for assistance needed
Implement evacuation procedures based on the analysis  
Goal 2 Objectives
Notify staff and students to evacuate 
Call 9-1-1 if necessary 
Notify Superintendent’s Office
Staff provide accountability report and situation status of any hazards
Goal 3 Objectives
Implement evacuation procedures 
Ensure every student and staff members is accounted for.  
Activate members of the Incident Command Team as necessary (fire suppression, search & rescue, medical first aid  


	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Determine the need for evacuation by assessing the situation, relying on staff reports of the situation or personal observations  
If law enforcement or fire are on-site, work collaboratively to decide of evacuation procedures and location
If it is a critical incident that requires law enforcement or fire to control the situation, take directives from appropriate agency(ies).  This might be the case in an active shooter, hazmat, terrorist, or hostage situation
Goal 2 Actions
Make notification to staff and students 
The Site Incident Commander (administrator) is responsible to notify the ICT and the rest of staff when an Evacuation is necessary
The signal for Evacuation is the fire alarm (bell or horn signal)
If the primary emergency notification system fails to activate, the secondary notification method will be the PA System
If a controlled Evacuation is required (e.g., one classroom at a time), and an alternative method of notification is required (e.g. received credible bomb threat), then notification can be made by telephone or runners
Provided time is available, make an announcement over the public address system: 
Announcement Example: "Attention please.  We need to institute an evacuation of all buildings.  Teachers are to take their students to their designated Assembly Area.  Students, please remain with your teacher.”
To alert visually impaired individuals
Announce the type of emergency
Offer your arm for guidance
Tell person where you are going, obstacles you encounter
When you reach safety, ask if further help is needed
To alert individuals with hearing limitations
Turn lights on/off to gain person’s attention -OR-
Indicate directions with gestures   –OR-
Write a note with evacuation directions
Call 9-1-1 if necessary
Notify the Superintendent’s Office of situation  
Goal 3 Actions
Ensure staff and students evacuate
Implement accountability procedures 
Activate the Incident Command Team, if necessary
Search and Rescue
First Aid/Medical
Reunification Team


STAFF ACTIONS: 
Goal 1 Actions
As evacuation is in process, conduct a rapid visual assessment of assigned areas as exiting
If situation requires an alteration of evacuation procedures to keep students and staff safe, alter your evacuation routes to get to assembly area  
Goal 2 Actions
Provide accountability report to Incident Command/administration
Provide a report of any hazards or situations that need attention to Incident Command/administration 
Goal 3 Actions
Instruct students to leave the building in an orderly manner using the designated evacuation routes and reassemble in the assigned Assembly Area
Consider persons with special needs 
To evacuate individuals using crutches, canes or walkers
Evacuate these individuals as injured persons
Assist and accompany to evacuation site, if possible   -OR-
Use evacuation chair or a sturdy chair (or one with wheels) to move person   -OR-
Help carry individual to safety
To evacuate individuals using wheelchairs
Give priority assistance to wheelchair users with electrical respirators
Most wheelchairs are too heavy to take downstairs; consult with the person to determine the best carry options
Reunite person with the wheelchair as soon as it is safe to do so
Take the emergency backpack and student roster when leaving the building 
Take attendance when the class is reassembled in a safe location.  Report attendance to the Incident Commander/designee
Remain in the Assembly Area until further instructions are given
Wait for another ACTION or the all clear instruction to return to school buildings and normal class routine
If Incident Command Team is activated, serve in designated position  


	AFTER
	

	Goal:
	Effectively communicate to all stakeholders
Determine campuses’ evacuation response strengths, areas from improvement and steps to improvement

	Objective(s):
	Goal 1 Objectives
Provide information to staff, parents, and students 
Provide information to district office
Provide information to media 
Goal 2 Objectives
Conduct After-Action Report process

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Provide critical information to the district office in order to develop effective key messages
Work with appropriate district department to write messages to inform parents, staff and the community about what happened 
Work with appropriate district department to draft talking points for phone calls and media requests
Goal 2 Actions
Conduct an after-action report process and implement necessary actions for improving future responses  
Gather stakeholders to debrief and engaged in process to identify strengths and weaknesses (areas for improvement) of response  
Identify steps to improve future responses  
Implement steps to improvement 

STAFF ACTIONS: 
Goal 2 Actions
Participate in the after-action report process
Participate in any determined corrective actions discovered in the after-actions process
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[bookmark: _Toc63328417]Structured Reunification
Comprehensive Reunification Plan is available in Functional Annex B

Definition
Structured Reunification is the process used to reunify children with their parents, guardians or caregivers, following a school emergency.  Regular dismissal procedures are not followed.  If it is necessary to go through the reunification process, assurances must be made to protect the students and ensure release to parents and designated guardians as per District policy.  Following any emergency action, there may be a need to reunite students with parents or authorized guardian.  This is often a difficult and somewhat chaotic event, requiring planning and resources.  Structured Reunification requires: 
Maintaining accurate information on the location of each child
Preventing unauthorized individuals from having access to or removing children
Verifying the identity of individuals coming to take custody of children
Verifying each individual has the legal right to take custody the child for which they have asked
Keeping record of who each student is released to, the method used to verify their identity and the time of the pick-up
The following site procedure was developed to ensure a safe reunification of students with their parents or designated guardians. 

See Functional Annex B for comprehensive Reunification Plan






Shelter-In-Place
Definition
Shelter-in-place is implemented when there is a need to isolate students and staff from the outdoor environment to prevent exposure to airborne contaminants. The procedures include closing and sealing doors, windows and vents; shutting down the classroom/building heating, ventilation and air conditioning systems to prevent exposure to the outside air; and turning off pilot lights.  Shelter-in-place allows for the free movement of staff and students within the building, although one should not leave the room until further instructions are received.  Those in bungalows and buildings with exterior passageways must remain in the classroom while Shelter-in-place is instituted.  It is appropriate for, but not limited to, gas leaks, external chemical release, dirty bombs and hazardous material spills.


	BEFORE
	

	Goal:
	Coordinate with local fire to develop viable Shelter-In-Place procedures  
Develop the capacity of staff to lead students through appropriate response actions and provide developmentally appropriate training to familiarize students with emergency responses

	Objective(s):
	Goal 1 Objectives
Meet, train and drill with local fire to ensure an effective Shelter-In-Place procedures, including accountability procedures, effective rooms/areas to use and strategies to implement, specifically in a hazardous material release or wildfire
Develop a clear chain of command with staff to facilitate functioning in an incident command or unified command
Goal 2 Objectives
Train all staff, including before- and after-school staff, to respond with the best actions to protect them and the children they are with 
Train all staff, including before-and after-school staff to assist individuals with special needs with the best actions to protect them
Hold drills and exercises including different hazards and threats to provide varied experiences in responding to emergencies requiring Shelter-In-Place 

	Courses of Action:
	PRINCIPAL/SITE ADMINISTATOR ACTIONS:
Goal 1 Actions
Meet with local fire department to determine rooms/areas to conduct Shelter-In-Pace, identify any internal hazards to be aware of, and identify specific procedures to implement, specifically in a hazardous material release or a wildfire.  Consider the different types of hazards that might require Shelter-In-Place
Determine accountability procedures 
Ensure staff are trained on basics of incident command. This can be done during the annual Comprehensive School Safety Plan training    
Goal 2 Actions
Ensure staff are trained on Shelter-In-Place procedures
Hold Shelter-In-Place drills as required.  Vary the times, days and possible hazard in order to provide realistic situations which schools might experience during an emergency requiring Shelter-In-Place  
Ensure staff are familiar with special needs planning (Functional Annex E)

STAFF ACTIONS:
Goal 1 Actions
Be familiar with the Incident Command System and designated role on the Incident Command Team
Follow the Chain of Command during emergency situations
Be familiar with Shelter-In-Place areas and procedures 
Be familiar with the accountability procedures
Be familiar with reunification plan and designated roles in reunification  
Goal 2 Actions
Review Shelter-In-Place procedures quarterly
Participate and lead students through Shelter-In-Place drills
Be familiar with special needs emergency planning (Functional Annex E)


	DURING
	

	Goals:
	Quickly assess the situation
Make proper notifications
Conduct appropriate Shelter-In-Place response procedure

	Objective(s):
	Goal 1 Objectives
Quickly assess the situation and determine the need for Shelter-In-Place.  If available, work with law enforcement, fire and other responders to determine Shelter-In-Place needs
Work with District office for assistance needed 
Implement Shelter-In-Place procedures based on the analysis  
Goal 2 Objectives
Notify staff and students to Shelter-In-Place 
9-1-1 if necessary 
Notify Superintendent’s Office
Staff provide accountability report and situation status of any hazards
Goal 3 Objectives
Implement Shelter-In-Place procedures
Shut down HVAC system, as necessary
Ensure every student and staff members is accounted for 
Activate members of the Incident Command Team as necessary (fire suppression, search & rescue, medical first aid   


	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Determine the need for Shelter-In-Place by assessing the situation, relying on staff reports of the situation or personal observations  
If law enforcement or fire are on-site, work collaboratively to decide on Shelter-In-Place procedures and locations
If it is a critical incident that requires law enforcement or fire to control the situation, take directives from appropriate agency(ies).  This might be the case in a hazmat or wildfire situation    
Goal 2 Actions
Make notification to staff and students 
The Site Incident Commander (administrator) is responsible to notify the ICT and the rest of staff when a Shelter-In-Place is necessary
The signal for Shelter-In-Place is a verbal command (Shelter-In-Place) utilizing the P.A. System
If the primary emergency notification system fails to activate, the secondary notification method will be handheld megaphones found in the Disaster Container
Make an announcement in person directly or over the public address system:
Announcement Example: "Attention please.  We have a hazard in the community and are instituting Shelter In Place procedures.  Students and staff should remain inside with windows and doors securely closed and air conditioning units turned off.  Those who are outside should immediately move to the protection of an inside room.  Do not go outdoors until you receive further instructions.”
To alert visually impaired individuals
Announce the type of emergency
Offer your arm for guidance
Tell person where you are going, obstacles you encounter
When you reach safety, ask if further help is needed
To alert individuals with hearing limitations
Turn lights on/off to gain person’s attention -OR-
Indicate directions with gestures   –OR-
Write a note with evacuation directions
Call 9-1-1 if necessary
Notify the Superintendent’s Office of situation  
Goal 3 Actions
Ensure staff and students Shelter-In-Place by remotely (phone/email) checking on each class/office. Remain inside away from any hazards  
Make arrangements for central HVAC shutdown, as necessary
Contact Facilities to inform them that you are sheltering-in-place and direct them to turn off the HVAC systems that are controlled by their computer system  
Implement accountability procedures remotely 

STAFF ACTIONS: 
Goal 2 Actions
Provide accountability report to Incident Command/administration, most likely this will be provided remotely (email or phone), for all individuals to remain in shelter
Provide a report of any hazards or situations that need attention to Incident Command/administration 
Goal 3 Actions
Immediately clear students from the halls. Stay away from all doors and windows
Keep all students in the classroom until further instructions are received.  Assist those needing special assistance
Secure individual classrooms: a) close and lock doors and windows; b) shut down the classroom HVAC system; c) turn off local fans in the area; d) seal gaps under doors and windows with wet towels or duct tape; e) seal vents with aluminum foil or plastic wrap; and f) turn off sources of ignition, such as pilot lights
Wait for another ACTION or all clear instruction to return normal operations and normal class routine
If Incident Command Team is activated, serve in designated position  


	AFTER
	

	Goal:
	Effectively communicate to all stakeholders
Determine campuses’ evacuation response strengths, areas from improvement and steps to improvement

	Objective(s):
	Goal 1 Objectives
Provide information to staff, parents, and students 
Provide information to district office
Provide information to media 
Goal 2 Objectives
Conduct After-Action Report process

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Provide critical information to the district office to develop effective key messages 
Work with appropriate district department to write messages to inform parents, staff and the community about what happened  
Work with appropriate district department to draft talking points for phone calls and media requests
Goal 2 Actions
Conduct an after-action report process and implement necessary actions for improving future responses
Gather stakeholders to debrief and engaged in process to identify strengths and weaknesses (areas for improvement) of response  
Identify steps to improve future responses 
Implement steps to improvement

STAFF ACTIONS: 
Goal 2 Actions
Participate in the after-action report process  
Participate in any determined corrective actions discovered in the after-actions process  







[bookmark: _Toc63328419]Secure Campus
Incident/Threat Off Campus – School Takes Precautionary Measures

Definition
Secure Campus is implemented as a precautionary measure to ensure the safety of students and staff when there is danger in the surrounding community, or a bomb threat is made against the school.  Secure Campus requires that all students and staff take shelter in school buildings and lock all exterior doors.  Classroom instruction and/or activity may continue as long as all classroom and office doors are locked, and all students and staff remain inside through the duration of that event. The school perimeter should be secured.
       
Secure Campus is intended to prevent a potential community threat from entering campus
Heightens school safety while honoring instructional time
Requires that all exterior classroom / office doors are locked
Requires that no one goes in or out for any reason
Requires that students and staff remain in Secure Campus status until ALL CLEAR is issued by administration

This response is considered appropriate for, but not limited to, the following types of emergencies:
Potential threat of violence in the surrounding community
Barricaded suspect/hostage situation in neighborhood home
Law Enforcement is conducting a search or serving a warrant nearby
Police activity in the surrounding community

A SECURE CAMPUS response may be elevated to LOCKDOWN in which case, instruction immediately ceases, and students and staff follow LOCKDOWN procedures.  

	BEFORE
	

	Goal:
	Coordinate with local law enforcement to develop Secure Campus procedures, train and exercise for Secure Campus incidents 
Develop the capacity of staff to lead students through appropriate response actions 
Provide developmentally appropriate training to familiarize students with emergency responses

	Objective(s):
	Goal 1 Objectives
Meet, train and drill with local law enforcement to 
Ensure an effective Secure Campus response
Determine strategies for accounting for all students and staff
Determine effective rooms/areas to use in Secure Campus situations
Determine strategies law enforcement will use to keep the campus safe
Determine strategies recommended by law enforcement for staff to take 
Develop a clear chain of command with staff to facilitate functioning in an incident command or unified command
Goal 2 Objectives
Train all staff, including before- and after-school staff, to respond with the best actions to protect them and the children they are with
Train all staff, including before-and after-school staff to assist individuals with special needs with the best actions to protect them 
Hold drills and exercises including different hazards and threats to provide varied experiences in responding to emergencies requiring Secure Campus
Goal 3 Objectives
Equip students with an understanding of Secure Campus response, using developmentally appropriate methods
Equip students, using developmentally appropriate methods, with the knowledge and skills they need to recognize and report potential warning signs that could lead to an escalation toward violence

	Courses of Action:
	PRINCIPAL/SITE ADMINISTATOR ACTIONS
Goal 1 Actions
Meet with local law enforcement to 
Ensure the agency and responders know the standardized language and when they should call for a Secure Campus rather than a LockDown
Determine rooms/areas best suited for Secure Campus situations
Identify specific procedures the law enforcement agency will implement which will be helpful to know and understand
Identify specific strategies that the law enforcement agency recommends in working with them to conduct a Secure Campus response  
Develop accountability procedures which will work for law enforcement and the campus
Consider the different types of hazards that might require Secure Campus  
Ensure staff are trained on basics of incident command. This can be done during the annual Comprehensive School Safety Plan training    
Goal 2 Actions
Ensure staff are trained on Secure Campus procedures. Especially emphasize the difference between a Lockdown and Secure Campus
Hold Secure Campus drills.  Vary the times, days and possible situation in order to provide realistic scenarios which schools might experience during an emergency requiring Secure Campus
Ensure staff are familiar with special needs planning (Functional Annex E)
Goal 3 Actions
Work with team of school professionals, including counselors, psychologists and other mental health professionals to train students with an understanding of the Secure Campus responses, using developmentally appropriate methods
Work with team of school professionals, including counselors, psychologists and other mental health professionals to train students, using developmentally appropriate methods, with the knowledge and skills they need to recognize and report potential warning signs that could lead to an escalation toward violence

STAFF ACTIONS:
Goal 1 Actions
Be familiar with the Incident Command System and designated role on the Incident Command Team
Follow the Chain of Command during emergency situations
Be familiar with Secure Campus procedures and best locations to conduct Secure Campus procedures.  Understand the difference between a Secure Campus and a LockDown
Be familiar with the accountability procedures
Be familiar with reunification plan and designated roles in reunification  
Goal 2 Actions
Review Secure Campus procedures quarterly
Participate and lead students through Secure Campus drills
Be familiar with special needs emergency planning (Functional Annex E)


	DURING
	

	Goals:
	Quickly assess the situation
Make proper notifications
Conduct appropriate Secure Campus response procedures 

	Objective(s):
	Goal 1 Objectives
Quickly assess the situation and determine the need for Secure Campus.  If available, work with law enforcement, and other responders to determine Secure Campus needs. 
Work with District office for assistance needed.  
Implement Secure Campus procedures based on the analysis   
Goal 2 Objectives
Notify staff and students to Secure Campus
Notify 9-1-1 if necessary
Notify Superintendent’s Office
Staff provide accountability report and situation status of any hazards. This may be done remotely via email or phone calls, to ensure all individuals, including office staff remain in Secure Campus  
Goal 3 Objectives
Implement Secure Campus procedures
Ensure every student and staff members is accounted for  
Activate members of the Incident Command Team as necessary (fire suppression, search & rescue, medical first aid   


	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Determine the need for Secure Campus by assessing the situation, relying on law enforcement, staff reports or personal observations  
If law enforcement is on-site, work collaboratively to decide on Secure Campus procedures and locations
If it is a critical incident that requires law enforcement to control the situation, take directions for the law enforcement incident command     
Goal 2 Actions
Make notification to staff and students 
The Site Incident Commander is responsible for notifying the school when Secure Campus is necessary  
The Site Incident Commander can provide as much information as possible without bringing undue stress to students and staff 
If there is something that is more sensitive in nature and should not be announced to students, the Incident Commander can send an email to staff, make the announcement for the Secure Campus and then tell staff to check their emails for more details  
The signal for Secure Campus is a verbal command (Secure Campus) utilizing the P.A. System 
Include details such as: 
Calmly walk to or remain in school buildings 
Lock all exterior doors
Close blinds
Continue the education process
Make an announcement in person directly or over the public address system:
Announcement Example: “Your attention please.  Due to reported police activity in the surrounding community, please implement SECURE CAMPUS procedures immediately. Calmly report to your classroom or remain in the room you are in.  Lock all doors, close blinds.  You can continue your teaching and learning activities.  Do not go outside.  Further Instructions will come. Staff please check your email periodically for more information.”
-REPEAT-
To alert visually impaired individuals
Announce the type of emergency
Offer your arm for guidance
Tell person where you are going, obstacles you encounter
When you reach safety, ask if further help is needed
To alert individuals with hearing limitations
Turn lights on/off to gain person’s attention -OR-
Indicate directions with gestures   –OR-
Write a note with directions
Call 9-1-1 if necessary
Notify the Superintendent’s Office of situation. Ask for assistance as needed.  
If possible, provide periodic updates to staff via public address, e-mail, or other agreed upon means.  Continue updates even if there is no change in the situation
Goal 3 Actions
Designate assigned individual to close all entrance and exit points on the campus perimeter
Designate assigned individual to lock all doors leading into administration building and other common areas 
Ensure staff and students Secure Campus by remotely (phone/email) checking on each class/office. Remain inside
If law enforcement is on campus, they may be able to provide escort for a in-person check to ensure all classrooms are securely locked  
Implement accountability procedures remotely.  Notify staff of how to submit accountability reports (phone/email) 
Maintain heightened state of readiness in case potential community threat intensifies and school elevates response to lockdown
If students are out at break, recess, or lunch and situation is deemed imminent, announce Secure Campus status and ask that all students return to assigned classrooms immediately 
Depending on the timing of the situation, consider deactivating the passing period bells.  Students and staff must remain inside as long as the threat persists
After the emergency has been neutralized, initiate All Clear 

STAFF ACTIONS: 
Goal 2 Actions
Provide accountability report to Incident Command/administration, most likely this will be provided remotely (email or phone), in order for all individuals to remain inside
Provide a report of any hazards or situations that need attention to Incident Command/administration 

Goal 3 Actions
Move to the door and instruct any passing students to return to assigned classroom immediately 
Close and lock the door
Continue class instruction or activity as normal
Enforce the no entrance, no exit protocol.  Remain in classroom or secured area and wait for further instructions 
Be alert to the possibility that response may elevate to LockDown
Do NOT call office to ask questions; Incident Command will send out periodic updates. As Secure Campus is a precautionary measure, there is no reason to communicate with the front office staff except for day-to-day operations or if you see something suspicious or if an unknown individual tries to access your room  
Wait for another action or, if All Clear is issued, return to normal class routine

Staff Actions:  If Students Are Engaged In Class Activity On An Outlying Field (PE or Other Activity)
 
Goal 3 Actions
Gather students together and organize into an orderly formation
Inform students that as part of Secure Campus procedures, the class will move immediately to a pre-determined classroom location
Proceed to on-campus shelter location as quickly as possible
Once inside, take attendance to ensure all present students are accounted for 
By classroom phone, cell phone, walkie-talkie, or 2-way radio, contact designated ICS Command to report class location and any absent or missing students
Implement all classroom policies and procedures for Secure Campus status
Maintain order in all areas of shelter or assembly. Do not release students to parent/guardian unless instructed by Incident Commander
Wait for another action or, if All Clear announcement is issued, return to normal class routine


	AFTER
	

	Goal:
	Effectively communicate to all stakeholders
Determine campuses’ evacuation response strengths, areas from improvement and steps to improvement

	Objective(s):
	Goal 1 Objectives
Provide information to staff, parents, and students 
Provide information to district office
Provide information to media 
Goal 2 Objectives
Conduct After-Action Report process

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Provide critical information to the district office in order to develop effective key messages
Work with appropriate district department to write messages to inform parents, staff and the community about what happened  
Work with appropriate district department to draft talking points for phone calls and media requests
Goal 2 Actions
Conduct an after-action report process and implement necessary actions for improving future responses  
Gather stakeholders to debrief and engaged in process to identify strengths and weaknesses (areas for improvement) of response  
Identify steps to improve future responses  
Implement steps to improvement

STAFF ACTIONS: 
Goal 2 Actions
Participate in the after-action report process 
Participate in any determined corrective actions discovered in the after-actions process  











[bookmark: _Toc63328420]Lockdown
Threat of Violence on Campus/Immediately off Campus 
See also Active Shooter and Other Active Assailant Procedures

Definition
Lockdown means imminent danger is on or approaching campus.  Lockdown is initiated to isolate students and school staff from danger when movement within the school and within rooms on the campus will put students and staff in jeopardy. Lockdown is used to prevent intruders from entering occupied areas of the building. The concept of Lockdown is no one in, no one out.  All exterior doors are locked, and students and staff must always remain in the classrooms or designated locations. Teachers and other school staff are responsible for accounting for students and ensuring that no one leaves the safe area.  

It may also require employees to initiate Options Based Response Actions (Run, Hide Fight; Escape Barricade Defend; etc.).  Lockdown is used to prevent intruders from entering occupied areas of the buildings.

Lockdown may not be preceded with an announcement. Lockdown may be initiated over the intercom system or undertaken when the threat of violence or gunfire is identified on the campus.  

It is important to note that if law enforcement contacts the campus and places the campus on Lockdown, it provides the school with two clear pieces of information: 
Law Enforcement is aware of the situation
Law Enforcement is most likely already on campus or on the way to campus to prevent violence from happening
This differs from the situations where the school must place itself on Lockdown due to an imminent threat that is already present on or directly outside campus.  

This ACTION is considered appropriate for, but is not limited to, the following types of emergencies: 
Gunfire         
Extreme violence outside the classroom

	BEFORE
	

	Goal:
	Coordinate with local law enforcement to develop Lockdown procedures, train and exercise for Lockdown incidents 
Develop the capacity of staff to lead students through appropriate response actions 
Provide developmentally appropriate training to familiarize students with emergency responses

	Objective(s):
	Goal 1 Objectives
Meet, train and drill with local law enforcement to: 
Ensure an effective Lockdown and Active Shooter/Armed Assailant response
Determine strategies for accounting for all students and staff
Determine effective rooms/areas to use in Lockdown situations 
Determine strategies law enforcement will use to keep the campus safe
Determine strategies recommended by law enforcement for staff to take during Lockdown situations
Develop a clear chain of command with staff to facilitate functioning in an incident command or unified command
Goal 2 Objectives
Train all staff, including before- and after-school staff, to respond with the best actions to protect them and the children they are with 
Train all staff, including before-and after-school staff to assist individuals with special needs with the best actions to protect them 
Hold drills and exercises including different hazards and threats to provide varied experiences in responding to emergencies requiring Lockdown
Goal 3 Objectives
Equip students with an understanding of Lockdown response, using developmentally appropriate methods
Equip students, using developmentally appropriate methods, with the knowledge and skills they need to recognize and report potential warning signs that could lead to an escalation toward violence
 

	Courses of Action:
	PRINCIPAL/SITE ADMINISTATOR ACTIONS
Goal 1 Actions
Meet with local law enforcement to: 
Ensure the agency and responders know the standardized language and when they should call for a “Lockdown” rather than a “Secure Campus” 
Determine rooms/areas best suited for Lockdown situations
Identify specific procedures the law enforcement agency will implement which will be helpful to know and understand 
Identify specific strategies that the law enforcement agency recommends in working with them to conduct a Lockdown response  
Develop accountability procedures which will work for law enforcement and the campus 
Consider the different types of threats that might require Lockdown  
Procedures for All Clear in Lockdown situations
Ensure staff are trained on basics of incident command. This can be done during the annual Comprehensive School Safety Plan training 
Goal 2 Actions
Ensure staff are trained on Lockdown and Active Shooter/Armed Assailant procedures. Especially emphasize the difference between a Lockdown and Secure Campus and that being on a Lockdown does not necessarily mean that there is an active shooter on campus.  Emphasize that should individuals hear shooting, screaming or other major indicators of violence, that the situation most likely requires Options-Based Response procedures (run-hide-fight).  Let staff know that the incident command will provide as much information as possible in order for an effective response without causing undue panic  
Hold Lockdown drills with just staff or both staff and students.  Vary the times, days and possible situation in order to provide realistic scenarios which schools might experience during an emergency requiring Secure Campus   
Ensure staff are familiar with special needs planning for emergencies (Functional Annex E)
Goal 3 Actions
Work with team of school professionals, including counselors, psychologists and other mental health professionals to train students with an understanding of the Lockdown responses, using developmentally appropriate methods
Work with team of school professionals, including counselors, psychologists and other mental health professionals to train students, using developmentally appropriate methods, with the knowledge and skills they need to recognize and report potential warning signs that could lead to an escalation toward violence 

STAFF ACTIONS:
Goal 1 Actions
Be familiar with the Incident Command System and designated role on the Incident Command Team 
Follow the Chain of Command during emergency situations 
Be familiar with Lockdown procedures and best locations to shelter during a Lockdown procedures
Understand the difference between a Lockdown and a Secure Campus
Be Familiar with Active Shooter/Armed Assailant procedures
Be familiar with the accountability procedures
Be familiar with reunification plan and designated roles in reunification 
Goal 2 Actions
Review Secure Lockdown procedures quarterly
Participate and lead students through Lockdown drills, using developmentally appropriate methods for students
Be familiar with special needs emergency planning (Functional Annex E)


	DURING
	

	Goals:
	Quickly assess the situation
Make proper notifications
Conduct appropriate Lockdown response procedures 

	Objective(s):
	Goal 1 Objectives
Quickly assess the situation and determine the need for Lockdown 
If available, work with law enforcement, and other responders to determine Lockdown needs
Work with District office to obtain needed assistance  
Implement Lockdown procedures based on the analysis   
Goal 2 Objectives
Notify staff and students to Lockdown
Notify 9-1-1 
Notify Superintendent’s Office.
Staff provide accountability report and situation status, if safe to do so. This should be done remotely via email or text messages, to ensure all individuals, including office staff remain in Lockdown 
Goal 3 Objectives
Implement Lockdown procedures
If safe to do so, ensure every student and staff members is accounted for  

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS
Goal 1 Actions
Quickly determine the need for Lockdown by assessing the situation, relying on law enforcement, staff reports or personal observations 
If law enforcement is on-site, work collaboratively to decide on Lockdown procedures and locations
If it is a critical incident that requires law enforcement to control the situation, take directions for the law enforcement incident command      
Goal 2 Actions
Make notification to staff and students 
The signal for Lockdown is a verbal command (Lockdown) utilizing the P.A. System or when the threat of violence or gunfire is identified by individuals on campus 
Make an announcement in person directly or over the public address system:
Announcement Example: "Attention please. We have an emergency situation and must implement Lockdown procedures.  Students go immediately to the nearest classroom.  Teachers lock classroom doors and keep all students inside the classroom until further notice.  Do not open the door until notified by an administrator or law enforcement”
If practical, the Site Incident Commander will direct office personnel to use staff email distribution list to send updates to staff as they are available.  Office staff should monitor email system and update classrooms and Superintendent’s Office, if possible.  Circumstances may prevent regular communications with the classrooms  
All staff should put life safety as priority and only engage in communications if they are in a secure area AND
Know where the threat is and/or can describe to law enforcement how get to the threat
Can describe the perpetrator(s)
Are in dire need of medical services
With someone in dire need of medical services
To alert visually impaired individuals
Announce the type of emergency
Offer your arm for guidance
Tell person where you are going, obstacles you encounter
When you reach safety, ask if further help is needed
To alert individuals with hearing limitations
Turn lights on/off to gain person’s attention -OR-
Indicate directions with gestures   –OR-
Write a note with directions
Call 9-1-1 if necessary
Provide as much information about the situation/threat: 
Location
Description: clothing, age, etc. 
Weapons
Notify the Superintendent’s Office of situation. Ask for assistance as needed.  
Goal 3 Actions
Designate assigned individual to lock all doors leading into administration building and other common areas, if safe to do so
Ensure staff and students Secure Campus by remotely (phone/email) checking on each class/office
If law enforcement is on campus, they may be able to provide escort for an in-person check to ensure all classrooms are securely locked
Provide master key to law enforcement if they don’t already have one or do not have access to the Knox box. 
Maintain heightened state of readiness in case potential community threat intensifies and school elevates response to Active Shooter/Armed Assailant Response
If students are out at break, recess, or lunch and situation is deemed imminent, announce Lockdown status and ask that all students return to assigned classrooms immediately 
After the emergency has been neutralized, initiate All Clear per procedures developed

STAFF ACTIONS: 
Goal 2 Actions
Provide accountability report to Incident Command/administration, if safe to do so. This will be provided remotely (email or phone), in order for all individuals to remain inside
All staff should put life safety as priority and only engage in communications if they are in a secure area AND
Know where the threat is and/or can describe to law enforcement how get to the threat.
Can describe the perpetrator(s).
Are in dire need of medical services.
With someone in dire need of medical services. 
Goal 3 Actions - Inside buildings
Move to the door and instruct any passing students to return to assigned classroom immediately 
Close and lock the door
Be alert to the possibility that response may elevate to Active Shooter/Armed Assailant response, and Options-Based (run-hide-fight) response actions.
If it is safe to clear the hallways, bathrooms and open areas, direct students to the closest safe classroom
Immediately lock doors and instruct students to get out of line of sight from windows, if possible  
Close any shades and/or blinds if it appears safe to do so	
Remain quiet and calm in the classroom or secured area until further instructions are provided by the principal or law enforcement
Turn-off/silent all cellular phones. Leave one cell phone on silent and accessible at all times for communication with law enforcement or administration.  All other phones should not be used in order to cut down on phone traffic  
The only reason individuals in the classroom should use a phone is to provide information on the following: 
Location of the perpetrator
Can describe the perpetrator 
Someone in the area needs immediate medical assistance 
If safe to do so, monitor email, texts and/or website for updated information
Do not open the door for anyone.  Law Enforcement will have keys or methods of breaching the door
If in doubt as to whether the person opening is a law enforcement officer, ask for their name/badge number and get on the phone with dispatch to confirm their identity  
Law Enforcement may come in with their guns drawn.  Tell all students and staff, if law enforcement enter to have arms raised above head and to not make any sudden movements  
Do NOT call office to ask questions; Incident Command will send out periodic updates, if safe to do so
Wait for another action or, if All Clear is issued, return to normal class routine

Goal 3 Actions – If Outside Buildings
Staff will determine the best course of action, based on the location of the threat. Staff may:  
Move to first available lockable building (e.g., classroom, auditorium, library, cafeteria).  Occupants will remain in the secured area until further instructions are given  
Run/Escape off campus with students relocating in a safe location.  Staff who decide to engage in this option will call the district office to report their location and the number of children with them     


	AFTER
	

	Goal:
	Effectively communicate to all stakeholders
Determine campuses’ evacuation response strengths, areas from improvement and steps to improvement

	Objective(s):
	Goal 1 Objectives
Provide information to staff, parents, and students 
Provide information to district office
Provide information to media 
Goal 2 Objectives
Conduct After-Action Report process

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Provide critical information to the district office to develop effective key messages 
Work with appropriate district department to write messages to inform parents, staff and the community about what happened  
Work with appropriate district department to draft talking points for phone calls and media requests
Goal 2 Actions
Conduct an after-action report process and implement necessary actions for improving future responses
Gather stakeholders to debrief and engaged in process to identify strengths and weaknesses (areas for improvement) of response 
Identify steps to improve future responses  
Implement steps to improvement  

STAFF ACTIONS: 
Goal 2 Actions
Participate in the after-action report process 
Participate in any determined corrective actions discovered in the after-actions process 




Drop, Cover, Hold On Procedure	
Definition
Earthquakes occur without notice and generally have aftershocks which are just as dangerous as the initial quake.  Duck, Cover and Hold On is the action taken during an earthquake to protect students and staff from flying and falling debris.  Duck, Cover and Hold On is an appropriate action for use during an earthquake or explosion.  Immediate Evacuation and an Emergency Damage Assessment must be performed prior to occupancy of any of the site’s buildings, following any event prompting the use of Duck, Cover and Hold On.

	BEFORE
	

	Goal:
	Develop the capacity of staff to lead students through appropriate response actions and provide developmentally appropriate training to familiarize students with emergency responses
Provide developmentally appropriate training to familiarize students with emergency responses
Implement mitigation strategies to prevent injury from flying and falling objects

	Objective(s):
	Goal 1 Objectives
Train all staff, including before- and after-school staff, to respond with the best actions to protect them and the children they are with
Train all staff, including before-and after-school staff to assist individuals with special needs with the best actions to protect them 
Hold drills and exercises including different hazards requiring Drop, Cover and Hold-On procedures to provide varied experiences in responding to emergencies 
Goal 2 Objectives
Equip students with an understanding of Drop, Cover and Hold-On response, using developmentally appropriate methods
Goal 3 Objectives
Provide training to staff on strategies to prevent or mitigate flying and falling objects and implement strategies in the school to prevent injury or damage   

	Courses of Action:
	PRINCIPAL/SITE ADMINISTATOR ACTIONS
Goal 1 Actions
Provide prevention materials to staff and provide a brief training on mitigation strategies at the beginning of the year as part of training on the Comprehensive School Safety Plan 
Hold Drop, Cover and Hold-On and Evacuation drills.
Familiarize staff with emergency supplies and command kits to make use easier should a disaster occur. This can be done through drills using the supplies/kits or conducting training 
Goal 2 Actions
Work with team of school professionals, including counselors, psychologists and other mental health professionals to train students with an understanding of the Drop, Cover and Hold-On responses, using developmentally appropriate methods
Goal 3 Actions
Ensure classroom and office staff use appropriate mitigation strategies (securing heavy furniture, storing heavy objects low, lock cabinets)
Ensure emergency supplies and command kits are stocked 
STAFF ACTIONS:
Goal 1 Actions
Be familiar with the Incident Command System and designated role on the Incident Command Team.  
Follow the Chain of Command during emergency situations. 
Be familiar with Drop, Cover and Hold-On procedures  
Be familiar with the accountability procedures 
Be familiar with reunification plan and designated roles in reunification.  
Participate and lead students through Drop, Cover and Hold-On drills.
Be familiar with special needs emergency planning (Functional Annex E)
Goal 2 Actions
Work with team of school professionals, including counselors, psychologists and other mental health professionals to train students with an understanding of the Drop, Cover and Hold-On responses, using developmentally appropriate methods
Goal 3 Actions
Use appropriate mitigation strategies (securing heavy furniture, storing heavy objects low, lock cabinets) in classrooms and offices

	DURING
	

	Goals:
	Make proper notifications.
Assess the situation 
Conduct appropriate response procedures

	Objective(s):
	Goal 1 Objectives
Make notify to staff and students to Drop, Cover and Hold-On 
Call 9-1-1 if necessary
Notify Superintendent’s Office
Staff provide accountability report and situation status of any hazards
Goal 2 Objectives
Quickly assess the situation and determine the need for further emergency procedures including evacuation.  If available, work with first responders to determine emergency procedure needs 
Work with District office for assistance needed
Implement other emergency procedures based on the analysis   
Goal 3 Objectives
Implement evacuation and other emergency procedures as needed
Ensure every student and staff members is accounted for 
Activate members of the Incident Command Team as necessary (fire suppression, search & rescue, medical first aid)


	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
    
Goal 1 Actions
Make notification to staff and students 
In a real event, the shaking of the ground is the signal to Drop, Cover, Hold On
During an earthquake drill, the signal for Drop, Cover, Hold On is a verbal command (Drop, Cover, Hold On) over the P.A. System
The following announcement will be made over the public address system and by teachers in classrooms:
Announcement Example: “Attention please.  We are experiencing seismic activity.  For your protection, follow Duck, Cover and Hold On procedures.  Get under a table or desk, away from windows and anything that could fall and hurt you.  Hold that position until the shaking stops or until you receive further instructions”
Remind staff and students to cover heads/necks with a book or other hard surface if they must evacuate, in case of aftershocks or falling debris
Call 9-1-1 if necessary
Notify the Superintendent’s Office or EOC of situation of any significant injuries or damage
Goal 2 Actions
Determine the need for evacuation by assessing the situation, relying on staff reports or personal observations, and call for evacuation and activation of Incident Command Team if required  
If law enforcement or fire are on-site, work collaboratively to decide of evacuation and other necessary emergency procedures
Goal 3 Actions
Ensure staff and students implement Drop, Cover and Hold-On, evacuation and other important emergency procedures 
Implement accountability procedures
If there is evidence of a gas leak, designate someone to turn off gas valves
Activate the Incident Command Team, if necessary
Search and Rescue
First Aid/Medical
Reunification Team
Upon arrival of First Responders, the Site Incident Commander will coordinate Initial Damage Assessment (See Functional Annex D) and decide upon a course of action to render the situation safe
Implement Reunification Plan as necessary (See Functional Annex B)

STAFF ACTIONS: 
Goal 1 Actions
Provide accountability report to Incident Command/administration.
Provide a report of any hazards or situations that need attention to Incident Command/administration.  
As evacuation is in process, conduct a rapid visual assessment of assigned areas as exiting and provide a report of any hazards to Incident Command
Goal 2 Actions
Determine the need for evacuation or other emergency actions by quickly assessing the situation 
Notify Incident Command of any assistance needed to perform emergency actions
Goal 3 Actions – Inside Buildings
Direct students to get to safety under tables, desks, or other supporting objects.  Hold onto the object to keep it over your body.  If it’s not possible to get under a supportive object, then make an effort to protect at least head/neck with book or other hard surface
Remain away from windows to avoid shattering glass, and away from large objects that may fall upon your person
Keep students in protected position for at least two minutes (following first quake and aftershocks) before assessing for damage or injuries
After the first quake, if evacuation is deemed necessary, the Site Incident Commander will initiate the Evacuation by announcing the evacuation on the PA system.  If no such directive has been issued but a teacher feels it is prudent to evacuate, then the teacher should check the evacuation path prior to initiating self-evacuation
Have all individuals cover their heads with book or other hard surface as they evacuate, in case of aftershocks or falling debris
If Incident Command Team is activated, fill designated position   
Extinguish any flames and turn off power to equipment and electrical appliances, if possible.  
Classrooms should not be reoccupied until authorized site building inspectors/facilities/custodian can check the buildings for safety.  If there are any signs of damage (broken window, doors jammed, building cracks), this is an indication that there is structural damage that will need to be properly inspected by an authorized official. 
Goal 3 Actions – Outside Buildings
Direct students to move away from buildings, trees, streetlights, signs, vehicles, windows and overhead utility wires that could fall and cause serious injury
Once in the open, students and staff should drop to the ground onto their hands and knees before the earthquake knocks them off their feet 
If students and staff are unable to safely move away from buildings, trees, streetlights, signs, vehicles and overhead utility wires during the earthquake, then students and staff should drop down to the ground onto their hands and knees, cover their head, neck and face with their arms as best they can until the shaking stops. When the shaking subsides move to an open area 
If Incident Command Team is activated, fill designated position

	AFTER
	

	Goal:
	Effectively communicate to all stakeholders
Determine campuses’ evacuation response strengths, areas from improvement and steps to improvement

	Objective(s):
	Goal 1 Objectives
Provide information to staff, parents, and students 
Provide information to district office
Provide information to media 
Goal 2 Objectives
Conduct After-Action Report process

	Courses of Action:
	PRINCIPAL/SITE ADMINISTRATOR ACTIONS:
Goal 1 Actions
Provide critical information to the district office in order to develop effective key messages
Work with appropriate district department to write messages to inform parents, staff and the community about what happened  
Work with appropriate district department to draft talking points for phone calls and media requests 
Goal 2 Actions
Conduct an after-action report process and implement necessary actions for improving future responses  
Gather stakeholders to debrief and engaged in process to identify strengths and weaknesses (areas for improvement) of response  
Identify steps to improve future responses
Implement steps to improvement

STAFF ACTIONS: 
Goal 2 Actions
Participate in the after-action report process 
Participate in any determined corrective actions discovered in the after-actions process 



REUNIFICATION PLAN
FUNCTIONAL ANNEX B

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	Districts should have standardized procedures for parent/student reunification for any emergency.  The following functional annex should be reviewed and modified by the district as necessary.  These procedures are simply an idea of methods of reunification.  These may not work for every district.  






























REUNIFICATION PLAN

[bookmark: _Toc439860997][bookmark: Appendix_I_Reunification_Purpose]Purpose 
The purpose of the Reunification Plan is to provide for the orderly and coordinated reunification of students and families of all or any part of the school population. if an emergency situation occurs that warrants evacuating and/or closing the school early.

This plan is to be used in conjunction with the Site Comprehensive School Safety Plan and District’s Emergency Operations Plan. 

NOTE:  For brevity, this plan will refer to “parents,” which includes parents, guardians and individuals listed on the emergency card as authorized to pick up children in the absence of parent or legal guardian. 

[bookmark: _Toc439860999][bookmark: Appendix_I_Reunification_sit_assump]Situation and Assumptions
Situation 
There are a wide variety of emergency situations that might require student/parent reunification. Student/parent reunification may be needed if the school is evacuated or closed as a result of a hazardous materials, transportation accident, major fire, natural gas leak, localized flash flooding, school violence, bomb threat, or terrorist attack.  Reunifications can occur on campus or at another location.  

Assumptions 
Some parents/guardians will refuse to cooperate with the student/parent reunification process. 
Parents/guardians may be emotional when arriving at the school.
While some emergency situations are slow to develop, others occur without warning. Hence, there may be time for deliberate student/parent reunification, or a student/parent reunification may have to be conducted with minimal preparation time. In the case of short notice, there may be little time to obtain personnel and equipment from external sources to support reunification operations.
Persons other than those on the student’s emergency Request & Release Form will try to pick up students during an emergency.
Staffing may be limited; some duties may need to be modified based on the amount of staffing available.  
District office staff may need to assist with the reunification process.  

Disclaimer
The Reunification Plan has been written making every effort to be accurate, using best practices used by K-12 institutions for situations that require parent/student reunification.  Where requirements exist, this Plan has been written with the intent to be in compliance.  It is not the intent of this Plan to replace, supersede or void other mandated plans or operational directives but rather to be part of the site’s Comprehensive School Safety Plan. This Plan cannot anticipate all possible emergency events or situations and necessary responses; therefore, it should be reviewed, verified and corrected where appropriate.  Sites should test this Plan and its various elements through training and exercises and review annually.  Conditions may develop during ‘real world’ events and resulting operations where standard methods will not suffice and nothing in this Plan shall be interpreted as an obstacle to the experience, initiative, and ingenuity of the team members in overcoming the complexities that exist under actual emergency conditions.  

[bookmark: _Toc439861000][bookmark: Appendix_I_Reunification_conops]Concept of Operations
General 
Student/parent reunification is the means for safe and orderly reunion of students and families in the event of an emergency evacuation or school closing.  In planning for student/parent reunification, the characteristics of the hazard and its magnitude, intensity, speed of onset, and anticipated duration are all significant factors. These will determine the number of people to be reunited, the need for reception facilities, and the extent of traffic control and security required
Schools and the district must be prepared to conduct both small-scale and large-scale reunification at all times from known hazard areas and from unexpected incident locations 
Incident Command Team (Reunification Team) members may be located in several areas, depending on the type of reunification 
The Assembly Area, which will be where students can wait for their parents/guardians  
The Request Gate where parents/guardians fill out reunification documentation and provide identification 
The Notification area where parents are notified if their child is missing, injured, deceased, arrested or being interviewed as a witness  
The Reunification Area where parents/guardians, will be escorted to and reunified with their student 
The Release Gate where parents and students leave the area  
The Request, Release and Reunification areas may be distinctly separate areas or, depending on the type of reunification, can all be the same area
Volunteer assistance, if available, will be utilized to increase staffing, improve the communications capabilities, improve conditions at both areas, and to make refreshments at both areas, if available.  Volunteers may be used as runners or greeters
If the reunification will take place at an offsite location, make sure that the student bus entrance is separate and away from the parent/guardian area(s)

[bookmark: Appendix_I_Reunification_command_struc]

Basic Operations
Assembly Area: Managed by Assembly Area Leader.  Unless classroom teachers are otherwise assigned, they will remain with students in the assembly area keeping students calm and occupied.  Staff members will be assigned to assist students with access and functional needs.  The Assembly Area will have the list of the students assigned under their supervision, including the exact name of their parents/guardians.  The Assembly Area is responsible for student accountability.  Anyone who was absent at the start of the school day or who departed prior to the incident will be noted 
Request Gate: Managed by Request Gate Leader. When a parent/guardian arrives at the request gate, s/he will fill out the Student Request & Release Form, which asks 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) 
Release Gate: When child arrives at Release Gate, parent/guardian again show ID and sign for the student(s) on Student Release Log and the Release Gate member will make a notation on the Student Request Form.  Student(s) are released to the parent/guardian
Reunification Area:  This location is where the parent is reunified with their child(ren).  Depending on how the operations are established, parent/student reunification can take place at the release gate, at an internal location on campus, or even at the request gate  
Notification Area: This location is where parents are notified if their student is injured, missing, arrested, a witness, dead, etc.  It is a private area staffed by individuals who are sensitive to and trained to handle mental health needs.  If Crisis Response Team members or other mental health professionals are available, they should staff this area
Security: Managed by Site Facility Check & Security Leader or law enforcement on scene. Security is responsible for providing security at the Request and Release Gate, Assembly Area and Notification Room (if necessary). This group is responsible for traffic control. The number of staff will be determined by the security officer depending on the type of incident requiring reunification
Greeters:  If staff or volunteers are available to serve as greeters, they will be outside the request and release gate or at internal locations, handing out forms, providing critical information and answering questions   
Runners:  If runners are available they can assist in running forms between the request and release gates, picking up students and delivering them to reunification area  

[bookmark: _Toc439861002][bookmark: Appendix_I_Reunification_on_scene]On-Scene Parent Notification
If the parent/guardian must be notified that their child has 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 have the parent/guardian escorted by the Release Team to the Notification Room for further processing.  
[bookmark: _Hlk518295970]
Notification Room Operations: 
Managed by Mental Health Professional, if available. The notification room will be staffed with available mental health counselors, Assistant Principal/designee, and security officers. They 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 in a sensitive way
Will assure the parent that everything possible is being done to safeguard their child or their child’s remains
Will inform the parent where they are to await further information about how they will be reunited with their child or the remains of their child
Will assist the parent with their trauma
Will make available to the parent means for communicating with other family members and supporters
Will shelter the parent from media representatives
Assign district employee to serve as liaison to the family, if necessary 


[bookmark: _Toc439861003][bookmark: _Toc439854404][bookmark: _Toc436646464][bookmark: Appendix_I_Reunification_end_day]End of Operations 
At the end of the Operational Period (designated time frame), teachers will call all those parents who have not yet picked up their child to come to the Reunification Site 
If the parent/guardian cannot come to the school because of transportation issues or the student must use special transportation services because they have special functional needs, the student will be transported to his or her home by school district personnel making sure that the parent will meet the bus at its normal drop off for the student. The parent will show identification and sign off on the student Request & Release Form
In the event that no one is at the home to receive the student, the school district shall maintain the custody of the student until as such time as a parent can be located or other arrangements can be made

[bookmark: _Toc439861004][bookmark: _Toc439854405][bookmark: _Toc436646465][bookmark: Appendix_I_Reunification_reunif_decision]Reunification Considerations General 
The Incident Commander shall assess the need for evacuation, plan evacuations, or school closures that may require activating the student/parent reunification process. Student/Parent Reunification planning should resolve the following questions:
Does the site need help from the District Office?
How will parents/guardians be advised of what to do?
What do evacuees need to take with them?
What travel routes should be used by parents/guardians?
What transportation support is needed?
What traffic control is needed?
How much security will be needed to begin with?
Will food and drinks be needed?
Who will maintain accountability of children and staff members sent to other offsite locations such as hospitals or shelters?
Does the anticipated duration of the evacuation make it necessary to request activation of shelter and mass care facilities?
Reunifications conducted without warning may have to be planned quickly and carried out with only those resources that can be mobilized rapidly.

Traffic Control 
Traffic will be controlled by the local law enforcement if available
If at all possible, two-way traffic will be maintained on all routes to allow continued access for emergency vehicles
When time permits, traffic control devices, such as signs and barricades, will be provided
Law enforcement will request tow truck services needed to clear disabled vehicles from traffic routes

Warning & Public Information 
The Incident Commander or Public Information Officer will normally arrange for dissemination of information on the reunification process
For slowly developing emergency situations, advance warning should be given to parents/guardians as soon as it is clear that early school closure may be required. Such advance notice is normally disseminated through the media 
Reunification Notification
Reunification notification should be disseminated through all available warning systems. 
Emergency Public Information 
Brief and direct warning messages disseminated through warning systems alert the public to a threat and provide basic instructions. The public will often require additional information on what to do during the reunification process
The Public Information Officer (PIO) will ensure that such information is provided to the media on a timely basis for further dissemination to the public
Provisions must be made to disseminate information to individuals with special needs, including the visually and hearing impaired
Additional instructions for reunification may include information on specific traffic routes
When the incident that generated the need for reunification is resolved, parents/guardians must be advised when schools will reopen

Access Control & Security 
During reunification, security is extremely important. Staff and students must be removed from any and all danger. Law enforcement and Site Security should establish access control points to limit entry into Assembly Areas.
Law Enforcement
Assist in reunification by providing traffic control
Provide security at the Reunification Area 
Coordinate law enforcement activities with other emergency services
Inform the incident PIO of additional information in regard to traffic flow and how parents/guardians can get to the Reunification location   
The Fire Service
May lead the evacuation of students if necessary or make recommendations on alternative locations, if reunification cannot occur on school site
Assist in warning the staff, students, and family
Assist in evacuating the disabled and other special needs groups to the assembly area
The Public Information Officer (PIO)
Disseminate emergency information advising the public of reunification actions to be taken
Coordinate with area news media for news releases



[bookmark: _Toc439861007][bookmark: _Toc439854408][bookmark: _Toc436646468][bookmark: Appendix_I_Reunification_admin]

Administration and Support
Reporting
Need for student/parent reunification should be reported to the district office and request for support made through the Superintendent’s Office. School site staff should be notified through identified emergency communication processes (intercom, email, text trees, bull horn, etc.). Law Enforcement notification should be made through 9-1-1 or through the non-emergency number, depending on the situation.      

Activity Logs
The Finance and Administration staff shall ensure the recording of reunification decisions, significant activities, and the commitment of resources to support operations. If Finance and Administration section does not record the information, the section staff will provide guidance to those who are documenting the activities.    

Documentation of Costs
Expenses incurred in carrying out reunification for certain hazards, such as radiological accidents or hazardous materials incidents, may be recoverable from the responsible party and in significant disasters such as floods and earthquakes through FEMA or the State. Hence, all departments and agencies will maintain records of personnel and equipment used and supplies consumed during the reunification process. 

After Action Reporting
For small scale reunifications, the Incident Commander shall organize and conduct a review of emergency operations with those involved, using an “Abbreviated After Action Report” Form.  If a larger scale reunification takes place, then the District Office will lead the efforts on the After-Action Report.  The purpose of this review is to identify needed improvements in plans, procedures, facilities, and equipment.

Exercises
Local drills, tabletop exercises, functional exercises, and full-scale exercises shall periodically include a reunification scenario based on the hazards faced by the school.  
[bookmark: Appendix_I_Reunification_annex_dev]
Site Based Planning
The school site planning team is responsible for developing and maintaining their site-specific plans for reunification. This will include pre-determined locations that can be used in a reunification, with the understanding that all emergency plans are flexible based on the incident and the needs identified 
School sites should work with partnering agencies to conduct drills and exercises that will test both the procedures outlined in this plan and site-specific procedures   



TWO-GATE REUNIFICATION 
With Reunification Taking Place AT RELEASE GATE 
This type of reunification is recommended when there are NO injuries, arrested or missing students. Students have been evacuated out of the classrooms and are in the assembly area.   

CONTACT THE DISTRICT OFFICE FOR SUPPORT
Reunification Team and Crisis Response Team at the district alerted by multiple means to either: 
Standby or 
Report 

REUNIFICAITON SAFETY CONCERNS 
Secure area against unauthorized access. Mark gates with signs
If a parent is uncooperative, don’t argue. Step aside with the agitated parent so that Request Table can continue processing other parent requests
Follow specific procedures outlined below to ensure the safe reunification of students with their parents or guardians 
Refer all requests for information to the Public Information Officer. Do not communicate unverified information or spread rumors

START UP 
Put on vest, badge, or position identifier
Assign volunteers to assist
Set up tables at the Request Gate and Release Gates
Make alphabetical grouping signs based on roster alpha distribution and place them at the Request Gate
Have Emergency Cards, Student Request & Release Forms, Rosters and Logs available at Request Gate 
Set up Release Gate outside away from the Request and Assembly areas 
Use buddy system to implement procedure: process may be aided by available staff, trained emergency volunteers, and/or student runners
No person should be allowed to directly approach a student. Be alert to members of the media who may have left the media staging area in search of information or interviews 

REQUEST GATE 
Have Parent fill out student information of Student Request & Release Form then show photo identification 
Verify Parent identification against information on Student List, Emergency Card or through other means and put the time, district/site official’s name and signature
Ask Parent to proceed to the Release Gate
File the Emergency Card in an “out box” and document in the activity log or highlight names on a list

RADIO COMMUNICATION OR RUNNER TO STUDENT ASSEMBLY 
Radio the Assembly Area for student to report to Release Gate and send the Student Request & Release Form to Release gate OR
Direct runner to the Assembly Area with the Student Request & Release Form, have Assembly leader locate requested student, and escort student to the Release Gate with runner.  Teacher of Assembly Area Leader completes section of the form 
IF STUDENT IS IN ASSEMBLY AREA
Runner shows Student Request & Release Form to the Assembly Area Leader 
Teacher/Staff marks box, “Sent with Runner” 
Runner walks student to Release Gate 
Runner hands paperwork to Release Staff 
Release Staff verifies student ID and concludes release process to Parent/Guardian 
IF STUDENT IS NOT IN ASSEMBLY AREA
Although this type of reunification is not recommended for emergencies where we have students who are injured or missing, it may be necessary for this type of reunification be used.  If a student is missing or injured, please attempt to separate the parents of the child without causing concern to all others.  
Assembly Area Leader makes appropriate notation on Student Request & Release Form
“Absent” if student was not in school that day 
“First Aid” if student is known to be receiving Medical Treatment 
“Missing” if student was in school but now cannot be located 
Runner takes Student Request & Release Form to Release Gate Leader 
Release Gate Leader verifies student location, if known, and directs runner accordingly 
If student is in First Aid, escort parent to Medical Treatment Area 
If student was marked absent, notify parent accordingly 
If student is not available for release due any reason other than absent, escort parent to the NOTIFICATION AREA to provide information, assist with follow up and provide Crisis Response Team support as appropriate 

RELEASE GATE
Runner provides form to Release Gate staff who check Parent ID again 
Release Gate staff document student release
Parent signs student out, then immediately departs the area with student to reduce congestion 








TWO-GATE REUNIFICATION 
With INTERNAL Reunification and Notification Area 
This type of reunification is recommended when there ARE injuries, arrested or missing students and the students had to be evacuated out of the classrooms and are in the assembly area.   The internal reunification allows the school to bring parents and children together while providing privacy for those parents who are notified of injured/missing students, when notification was not able to take place before arrival.   

CONTACT THE DISTRICT OFFICE FOR SUPPORT
Reunification Team and Crisis Response Team at the district alerted by multiple means to either: 
Standby or 
Report 

REUNIFICAITON SAFETY CONCERNS 
Secure area against unauthorized access. Mark gates with signs 
If a parent is uncooperative, don’t argue. Step aside with the agitated parent so that Request Table can continue processing other parent requests
Follow specific procedures outlined below to ensure the safe reunification of students with their parents or guardians 
Refer all requests for information to the Public Information Officer. Do not communicate unverified information or spread rumors 

START UP 
Put on vest, badge, or position identifier
Assign volunteers to assist  
Set up tables at the Request Gate and Release Gates 
Make alphabetical grouping signs based on roster alpha distribution and place them at the Request Gate
Have Emergency Cards, Student Request & Release Forms, Rosters and Logs available at Request Gate 
Set up Release Gate outside away from the Request and Assembly areas 
Use buddy system to implement procedure: process may be aided by available staff, trained emergency volunteers, and/or student runners
No person should be allowed to directly approach a student. Be alert to members of the media who may have left the media staging area in search of information or interviews
Notification Area, like the Reunification Area, if at all possible, should out of “line of sight” of the Request Gate 
Notify Request Gate, Reunification Area and Notification Area Staff of any injured, missing or arrested students, so they can be proactive in providing privacy when giving notification and receiving services   

NOTIFICATION AREA SET-UP 
Private area with individual rooms, and external private access to transportation of premises, if possible
Power supply and Internet access
Radio to communicate with Student Assembly Area, Release Gate, Request Gate and Reunification Area
Telephone to communicate with outside agencies and area hospitals
Counselors and/or trained mental health professionals to provide notification and support to families 
Get names and contact information for district personnel who will serve as the Family Liaison, if the child is injured, missing or deceased   
Water and snacks

REQUEST GATE 
Have Parent fill out student information of Student Request & Release Form then show photo identification 
Verify Parent identification against information on Student List, Emergency Card or through other means and put the time, district/site official’s name and signature   
Have staff escort parents as individuals or groups to the reunification area
If notification was not made to a parent(s) of missing, injured or arrested students prior to arrival, when the parent approaches the Request Gate, have staff escort them to Notification Area 
File the Emergency Card in an “outbox” and document in the activity log or highlight names on a list 

RADIO COMMUNICATION OR RUNNER TO STUDENT ASSEMBLY 
Radio the Assembly Area for student to report to Reunification Area and send the Student Request & Release Form to Reunification Area OR
Direct runner to the Assembly Area with the Student Request & Release Form, have Assembly leader locate requested student, and escort student to the Reunification Area with runner.  Teacher of Assembly Area Leader completes section of the form 
IF STUDENT IS IN ASSEMBLY AREA
Runner shows Student Request & Release Form to the Assembly Area Leader 
Teacher/Staff marks box, “Sent with Runner” 
Runner walks student to Release Gate 
Runner hands paperwork to Release Staff 
Release Staff verifies student ID and concludes release process to Parent. 
IF STUDENT IS NOT IN ASSEMBLY AREA
Assembly Area Leader makes appropriate notation on Student Request & Release Form Comments
“Absent” if student was not in school that day 
“First Aid” if student is known to be receiving Medical Treatment. 
“Missing” if student was in school but now cannot be located 
Runner takes Student Request & Release Form to Reunification Area Leader 
Reunification Area Leader verifies student location, if known, and directs runner accordingly 
If student is in First Aid, escort parent to Medical Treatment Area or Notification Area. 
If student was marked absent, notify parent accordingly
If student is not available for release due any reason other than absent, escort parent to the Notification Area to provide information, assist with follow up and provide Crisis Response Team support as appropriate 

REUNIFICATION AREA
Has tables or barriers established to ensure safety and security when greeting parents and accepting students  
Monitor flow of traffic
Accepts Student Request & Release Forms from incoming parents, requests students to come to the area by runner, radio or other method
Double checks child’s name with Student Request & Release Form    
Documents reunification on student lists or other developed method 
Escorts parents and students to the Release Gate, reminding parents to have ID out for last check.  Sends the Student Request & Release Form to Release Gate with parent 
If parent comes into Reunification are whose student has been identified as missing, absent, injured or arrested, Reunification Area Leader will escort parent to Notification Area  

NOTIFICATION AREA 
Mental Health Professionals with the assistance of the Assistant Principal or Designee will:  
Greet parents or legal guardians
Verify the name(s) of the student(s) they are requesting
Verify the status of the student(s) being requested
Only provide parents or legal guardians with accurate information regarding the status of their student(s). Note: A neighbor or relative may be authorized to pick up a student, but only parents or guardians should be informed of injuries or death
Arrange for assistance in the way of transportation, faith-based assistance, or other support.
Assign a district employee to serve as a liaison to the family
Inform the parent where they are to await further information about how they will be reunited with their student(s) or the remains of their student(s)
Assist the parent with their trauma
Make communication devices available to the parent/guardian means for contacting other family members and supporters
Shelter the parent from media representatives

RELEASE GATE
Reunification area sends Student Request & Release Form with parents to Release Gate and staff check Parent ID again before releasing parent/student
Release Gate staff document student release
Parent signs student out, then immediately departs the area with student to reduce congestion




ONE-GATE REUNIFICATION
This type of reunification is recommended when there are NO injuries, arrested or missing students. In this type of reunification there is one gate for both request and release.  The recommended use for this type of process would be for incidents where there are few students to be reunified.  An incident may start out as a two-gate reunification process and then shift to a one gate as the flow of traffic diminishes.  





CLASSROOM REUNIFICATION
Classroom reunifications is recommended for incidents where students have remained in the classrooms.  Examples of this type of situation would be in shelter-in-place or secure campus incidents.   

REUNIFICAITON SAFETY CONCERNS 
Secure area against unauthorized access. Only have one entrance for parents.  Mark gates with signs. 
If a parent is uncooperative, don’t argue. Step aside with the agitated parent so that Request Table can continue processing other parent requests
Follow specific procedures outlined below to ensure the safe reunification of students with their parents or guardians 
Refer all requests for information to the Public Information Officer. Do not communicate unverified information or spread rumors

START UP 
Assign volunteers to assist  
Make signs with classroom numbers and teacher’s name to have at the Request Gate. 
Have Student Request & Request & Release Forms for each parent  
Provide Emergency information to each teacher in their classroom via PDF or hard copy    
No person should be allowed to directly approach a student. Be alert to members of the media who may be in search of information or interviews
Set-up Release Gate, for double checking ID

REQUEST GATE 
Have Parent fill out student information of Student Request & Release Form 
Line parents up according to classroom
Escort parents to classroom

REUNIFICATION AREA (CLASSROOM)
Has tables or barriers established to ensure safety and security when greeting parents.  Students are behind the table/barrier, so parents do not take the child without going through proper accountability methods
Accepts Student Request & Release Forms from incoming parents, checks ID and Student Emergency Card for verification 
Documents reunification on student lists or other developed method  
Reminds parents to have ID out for last check at the Release Gate
Sends the Student Request & Release Form to Release Gate with parent  

RELEASE GATE
Reunification area sends Student Request & Release Form with parents to Release Gate and staff check Parent ID again before releasing parent/student
Release Gate staff document student release
Parent signs student out, then immediately departs the area with student to reduce congestion 



OFF-SITE REUNIFICATION
Off-Site reunifications will have extensive District Office staff support.  

School site staff should expect to:  
Account for students.  Let Incident Commander know of any missing, injured or deceased students  
Notify Incident Commander if any students are witnesses or possible suspects in any criminal behavior and keep those students separate from others
Keep children calm and silently occupied while evacuating, on the bus and at the external evacuation site
Help protect students while boarding and disembarking the bus – possibly creating protective lines on either side of the children as they walk  
Help with various other tasks such as distributing food or water to students, identifying special needs individuals, etc   

Incident Commander should expect to: 
Account for students.  Let Law Enforcement and District Office know of any missing, injured or deceased students  
Work with Law Enforcement and/or EMS to confirm injured, deceased, perpetrators, or witnesses so notifications can be made to parents as soon as possible  
Be available to district office staff, to assist with reunification once at external location  
Serve as Incident Commander of school operations until handed over to another individual, either law enforcement, fire or a district administrator  



REUNIFICATION SUPPLY CONSIDERATIONS


Roller Boxes and/or Rubbermaid Containers for all equipment 
Alpha Student/Parent Roster with phone numbers or Student Emergency Contact Cards 
Student Request & Release Forms 
Alpha Signs to Organize Request Lines 
Tables and Chairs 
Bull Horns 
Caution tape 
Boxes to Organize Emergency Cards and Student Request & Release Forms 
Signs for way-finding (Request Gate, Release Gate, This Way, Parking, etc.).  
Vests 
ICS Assignment Badges 
Folders and organizers for rosters, student Request & Release Forms, etc. 
Pens and markers 
Map with Release Area and Parking 
Clipboards or extra tables along line for Parents to use
Staplers 
Duct Tape 
Painter’s Tape 
Zip-lock large bags 
Radios and extra batteries 






















[bookmark: _Toc401156304]STUDENT REQUEST & REQUEST & RELEASE FORM

Parent/Guardian: Please complete section 1 of this form. You will need to show your photo ID twice: when you check in and when you are reunited with your student. Thank you for your patience as we work to safely reunite you with your student. 
Padres/Guardianes: Por favor complete esa seccion1 de esta forma. Usted tiene que mostrar su identificación dos veces: cuando usted se presenta y cuando usted se reúne con su alumno/estudiante. Gracias por su paciencia mientras trabajamos con seguridad para reunir a usted y a su estudiante.

PLEASE PRINT 
(List siblings on the same form ONLY if they have the SAME LAST NAME)
	PARENT - GUARDIAN SECTION / SECCIÓN DE PADRES

	1
	---------
	1)
	
	
	
	
	

	
	STUDENT Last Name
	
	
	First Name
	
	Teacher
	
	Grade

	
	---------
	
	2)
	
	
	
	
	

	
	
	
	
	First Name
	
	Teacher
	
	Grade

	
	---------
	
	3)
	
	
	
	
	

	
	
	
	
	First Name
	
	Teacher
	
	Grade

	
	PRINT NAME of Authorized Adult 
(Must be listed as an emergency contact)
	
	Cell Phone Number 




STAFF COMPLETE SECTIONS 2 & 3

	[bookmark: _Hlk6241097]REQUEST GATE

	2
	Yes
	No
	

	
	
	
	Is the person requesting the student on the Emergency Contact List                                     
STAFF INITIALS_________

	
	
	
	On the Emergency Contact List paperwork, circle the name of the person picking up the student.

	
	
	
	Did you verify Photo I.D.?    If not, was identity verified through another means? (describe):

	
	
	
	Direct the person to the Release Gate or Reunification Gate (where the reunification will take place).

	
	
	
	Staff - give this form to a “staff runner” to retrieve the student.



	RELEASE GATE OR REUNIFICATION AREA

	3
	Yes
	No
	

	
	
	
	Receive/get student from Assembly Area. 

	
	
	
	Call out the name of the adult listed in Section 1 on this form who is approved to pick up the student. 

	
	
	
	Verify Photo I.D. again.  Have them sign below to indicate where they are going next.  

	
	

	
	Signature of person releasing student to:
Firma de la persona liberando al estudiante:
	

	
	
	Next Destination:
Proximo destino:
	

	
	

	
	Staff Signature:
	
	Time of Release:
	


NOTES from Request Gate, Assembly Area or Release Gate ON BACK OF FORM 
[bookmark: _Toc63328475]Student Release Log

	School
	{SchoolName}
	
	Date
	




	
	Student’s Name
	Teacher/Room Number
	Release Time
	Name of Person Released to
	I.D. Verified
(Staff
Initials)
	Signature of Adult Receiving Student

	1
	---------
	
	
	
	
	

	2
	---------
	
	
	
	
	

	3
	---------
	
	
	
	
	

	4
	---------
	
	
	
	
	

	5
	---------
	
	
	
	
	

	6
	---------
	
	
	
	
	

	7
	---------
	
	
	
	
	

	8
	---------
	
	
	
	
	

	9
	---------
	
	
	
	
	

	10
	---------
	
	
	
	
	

	11
	---------
	
	
	
	
	

	12
	---------
	
	
	
	
	

	13
	---------
	
	
	
	
	

	14
	---------
	
	
	
	
	

	15
	---------
	
	
	
	
	



[If the District Emergency Operations Center (EOC) is activated report this information to the Operations Section in the EOC.  If it not activated, report to Superintendent’s Office]





ABBREVIATED 
AFTER-ACTION REPORT
(for small scale events and drills) 

	DATE:
	
	TIME: 
	

	SCHOOL/SITE
	{SchoolName}
	BUILDING/AREA:
	

	TYPE OF INCIDENT:
	

	INDIVIDUALS CONTRIBUTING TO AAR:
	

	AAR TYPED BY:
	

	



	AREAS OF SUCCESS

	









	AREAS FOR IMPROVEMENT

	










	PROPOSED STEPS TO IMPROVEMENT
	PERSON(S) TO COMPLETE
	PROJECTED DATE FOR COMPLETION

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Add rows to table as necessary

STEP-BY-STEP FOR INDIVIDUAL APPOINTED TO COMPLETE ABBR. AAR
1) Don’t panic or put undue stress on yourself when working with individuals to complete the Abbr. AAR.  This is simply a tool to identify what we are doing well, where we may need to improve and what steps will help us improve.
2) Meet with teachers, secretaries, custodians and others who were involved with the incident and brainstorm what we did well, what we need to improve and some suggested steps for improvement.  
3) Complete this form using the information gained from the Brainstorm session. 
4) Provide completed copies of this form to those who have been given duties for improvement and anyone who participated in the after- action report process.
5) Keep a copy of this completed form for your records.   


[bookmark: _Toc63328445]INCIDENT COMMAND TEAM POSITION GUIDES
FUNCTIONAL ANNEX C

The following Position Guides outline the roles and responsibilities of the site Incident Command Team

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	This section includes the Position Guides for each of the Incident Command Team positions.  If the district will not be using these positions, then then position guides need to be removed and the Incident Command Organization charts in the “Disaster Procedures” section of the Comprehensive School Safety Plan. 






Section: Command
[bookmark: _Toc63328446]Site Incident Commander
	Reports to:
	Superintendent (or designee)

	Staffing Characteristics:
	Principal or Site Administrator

	Responsibility:
	The Site Incident Commander is solely responsible for disaster operations and shall remain at the Site Command Post to observe and direct all operations.  Ensure the safety of students, staff and others on campus.

	
	Lead by example: your behavior sets the tone for staff and students.

	Special Equipment: 
	

	
	•	Crisis Response Boxes

	
	•	Emergency Supplies/Disaster Container

	
	•	Campus map

	
	•	Master keys

	
	•	Position-Specific forms

	
	•	AM/FM radio (battery)

	
	•	Site Command Post Tray (pens, etc.)

	
	•	Site Emergency Procedures Plan

	
	•	Tables & chairs (if Site Command Post is outdoors)

	
	•	Megaphones

	
	•	Staff rosters (2 sets)

	
	•	District Emergency Radio

	
	•	Copies of Forms

	Start-Up: 
	

	
	• 	Assess type and scope of emergency

	
	• 	Determine threat to human life and structures 

	
	• 	Implement Site Emergency Response Procedures 

	
	• 	Develop and communicate an Incident Action Plan with objectives and a time frame to meet those objectives

	
	• 	Activate functions (assign positions) as needed

	
	• 	Fill in Position Assignment Log as positions are staffed

	
	• 	Appoint a backup Site Incident Commander in preparation for long-term operations

	During Event:
	

	
	• 	Continue to monitor and assess total school situation

	
	• 	View site map periodically for damage assessment information and status of Search & Rescue operations

	
	• 	Check with Sections Chiefs for periodic updates

	
	•	Reassign personnel as needed

	
	•	Use Emergency Radio to relay information to the District Emergency Operations Center on status of staff, campus as needed

	
	•	Develop and communicate revised incident action plans as needed

	
	•	Authorize release of information

	
	•	Plan and take regular breaks, 5 minutes each hour - away from the Site Command Post

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

	
	•	Release staff as appropriate per District guidelines.  By law, during a disaster, all staff become “Disaster Service Workers” and can be deployed by the Superintendent

	
	•	Remain on and in charge of your site until redirected or released by the Superintendent

	After:
	---------

	
	•	Authorize deactivation of sections or units when they are no longer required

	
	•	At the direction of the Superintendent, deactivate the entire emergency response.  If Law Enforcement, Fire Department or other outside agency calls an “All Clear,” contact the District before taking any further action

	
	•	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, timekeeping records, reports, and other relevant documents are completed and provided to the Planning & Intelligence Section Chief

	
	•	Proclaim termination of the emergency and proceed with recovery operations if necessary
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Section: Command
[bookmark: _Toc63328447]Safety Officer
	Reports to:
	Site Incident Commander

	Staffing Characteristics:
	These duties are typically carried out by the Site Incident Commander.  A separate position checklist is here in the event the Site Incident Commander needs to assign the duties to another individual.

	Responsibility:
	The Safety Officer ensures that all activities are conducted in as safe a manner as possible under the circumstances which exist.

	Special Equipment: 
	

	
	•	Hard hat (if available)

	Start-Up: 
	

	
	• 	Assess type and scope of emergency

	
	• 	Determine threat to human life and structures.

	
	• 	Implement Site Emergency Procedures Plan

	
	• 	Develop and communicate an Incident Action Plan with objectives and a time frame to meet those objectives

	
	• 	Activate functions (assign positions) as needed

	
	• 	Fill in Position Assignment Log as positions are staffed

	
	• 	Appoint a backup Site Incident Commander in preparation for long-term operations

	During Event:
	

	
	•	Monitor drills, exercises, and emergency response activities for safety

	
	•	Identify and mitigate safety hazards and situation

	
	•	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 severe aftershocks, in all planning

	
	•	Keep the Site Incident Commander advised of your status and activity and on any problem areas that now need or will require solutions
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Section: Command
[bookmark: _Toc63328448]Public Information Officer
	Reports to:
	Site Incident Commander

	Staffing Characteristics:
	These duties are typically carried out by the Site Incident Commander or the District’s Communications Officer.  A separate position checklist is here in the event the Site Incident Commander needs to assign the duties to another individual.

	Responsibility:
	Staff, students, parents and the public has the right and need to know important information related to emergencies/disaster at the school site as soon as it is available.

	
	The Public Information Officer acts as the official spokesperson for the school site in an emergency situation.  If the District’s Communications Officer is available, he/she will be the official spokesperson.  A school site-based Public Information Officer should only be used if the media is at the campus and the District’s Communications Officer is not available or forthcoming.

	Special Equipment: 
	

	
	•	Battery operated AM/FM radio

	
	•	Marking pens

	
	•	Scotch tape/masking tape

	
	•	Forms:
•	Public Information Release Worksheet 
•	School Accountability Report

	
	•	Scissors 

	
	•	School site map(s) and area map(s):
•	 8-1/2 x 11 handouts 
•	Laminated display 

	
	•	Digital recorder/voice recorder

	Start-Up Activities:
	

	
	•	Determine a possible “news center” site as a media reception area (located away from the Site Command Post and students).  Get approval from the Site Incident Commander

	
	•	Consult with District’s Communications Officer to coordinate information release

	
	•	Assess situation and obtain statement from the Site Incident Commander.  Tape-record, if possible

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

	
	•	Open and maintain a Team Member Log of your actions and all communications.  If possible, tape media briefings.  Keep all documentation to support the history of the event.

	During Event:
	

	
	•	Keep up-to-date on the situation

	
	•	Statements must be approved by the Site Incident Commander and should reflect:
•	Reassurance - “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 school if known and appropriate
•	Any information 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 use of the phrase “no comment.”

	
	•	Remind school site staff and volunteers to refer all questions from media or waiting parents to the Public Information Officer

	
	•	Update information periodically with Site Incident Commander

	
	•	Ensure announcements and other information is translated into other languages as needed

	
	•	Monitor news broadcasts about incident.  Correct any misinformation heard
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Section: Command
[bookmark: _Toc63328449]Liaison Officer
	Reports to:
	Site Incident Commander

	Staffing Characteristics:
	These duties are typically carried out by the Site Incident Commander.  A separate position checklist is here in the event the Site Incident Commander needs to assign the duties to another individual.

	Responsibility:
	The Liaison Officer serves as the point-of-contact for Agency Representatives from assisting organizations and agencies outside the District and assists in coordinating the efforts of these outside agencies by ensuring the proper flow of information.

	During Event:
	

	
	•	Brief Agency Representatives on current situation, priorities, and incident action plan

	
	•	Ensure coordination of efforts by keeping Site Incident Commander informed of agencies’ action plans

	
	•	Provide periodic update briefings to Agency Representatives, as necessary
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Section: Operations
[bookmark: _Toc63328450]Operations Section Chief
	Reports to:
	Site Incident Commander

	Staffing Characteristics:
	The Operations Chief should be a staff member familiar with the site and be trained in response skills.

	Responsibility:
	The Operations Chief manages the direct response to the disaster, which may include Site Facility Check & Security, Search & Rescue, and First Aid & Medical, as well as functional support units.

	Special Equipment: 
	

	
	•	Maps: See Crisis Response Box

	During Event:
	

	
	•	Assume the duties of all operations positions until staff is available and assigned 

	
	•	As staff is assigned, brief them on the situation and supervise their activities, utilizing the position checklists

	
	•	If additional supplies or staff is needed for the Operations Section, notify Logistics.  When additional staff arrives, brief them on the situation, and assign them as needed

	
	•	Communicate with Finance & Administration Section Chief as to whether or not there are any “missing”.  If it has been determined that there are “missing” occupants, appoint Search & Rescue Team Leader to direct search and rescue operations.  Do not initiate search and rescue operations until it has been determined that there are in fact “missing” individuals.

	
	•	As information is received from the Operations staff, update the Site Incident Commander

	
	•	Inform the Site Incident Commander regarding tasks and priorities

	
	•	Make sure that Operations staff is following standard procedures, utilizing appropriate safety gear, and documenting their activities

	
	•	Schedule breaks and reassign Operations staff as needed
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Section: Operations
[bookmark: _Toc63328451]Site Facility Check & Security
	Reports to:
	Operations Chief

	Staffing Characteristics:
	Custodian or others familiar with the site’s facilities.

	Responsibility:
	Primary responsibility is to conduct initial damage assessment.  Also controls utilities, and restricts access to unsafe areas.  Assists with traffic control for First Responder vehicles, parent pick-up and the media.

	Special Equipment: 
	

	
	•	Hard hat

	
	•	Work gloves

	
	•	Whistle

	
	•	Master keys

	
	•	Bucket or duffel bag with goggles

	
	•	Flashlight

	
	•	Dust masks

	
	•	Yellow caution tape

	
	•	Utility shutoff tools — for gas & water (crescent wrench)

	Start Up Activities:
	

	
	•	Check condition and take along appropriate tools

	During Event:
	

	
	•	Observe the campus and report any damage by radio to the Site Command Post

	
	•	Lock or open gates and major external doors appropriate for the situation

	
	•	Locate/control/extinguish small fires as necessary

	
	•	Check gas meter and, if gas is leaking, shut down gas supply

	
	•	Shut down electricity only if building has clear structural damage or advised to do so by Site Incident Commander

	
	•	Post yellow caution tape around damaged or hazardous areas

	
	•	Verify that campus gates are secured and report same to Site Incident Commander

	
	•	Advise Site Incident Commander of all actions taken for information and proper logging

	
	•	No damage should be repaired prior to full documentation, such as photographs and video evidence, unless the repairs are essential to immediate life-safety 

	
	•	Direct traffic of vehicles of parents, First Responders, and media on and off campus as appropriate
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Section: Operations
[bookmark: _Toc63328452]Search & Rescue Team Leader
	Reports to:
	Operations Chief

	Staffing Characteristics:
	Trained in Search & Rescue

	Responsibility:
	Check the site for damage, rescue victims, establish and direct Search & Rescue Buddy Teams as needed, report campus situation to the Operations Chief.  Search & Rescue operations are focused on finding and rescuing “missing” occupants.  Operations should not begin until it is clear who if any is missing.  Otherwise, Search & Rescue Teams could be vulnerable to unnecessary risk and injuries.

	Special Equipment: 
	

	
	•	Search & Rescue Team Member Backpacks for Buddy Teams 

	
	•	Disaster Container

	Start Up Activities:
	

	
	•	Anyone entering damaged buildings and surround areas must be wearing sturdy shoes and long sleeves

	
	•	Put batteries in flashlight

	
	•	First to arrive assumes role of Team Leader and obtains a briefing from the Operations Chief, noting known fires, missing, or other situations requiring response

	
	•	Each Buddy Team will consist of 3 persons.  

	During Event:
	

	
	•	Buddy system:  3 persons per Buddy 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

	
	•	Report gas leaks, fires, or structural damage to the Operations Chief immediately upon discovery.  Shut off leaking gas or extinguish fires, if possible

	
	•	Before entering a building, inspect complete exterior of building.  Report structural damage to Team Leader.  Use yellow caution tape to barricade hazardous areas.  Do not enter severely damaged building

	
	•	If building is safe to enter, search assigned area (following map) using orderly pattern.  Check all rooms.  Use chalk to mark slash “/” on door when entering room.  This indicates a Buddy Team is currently in the room searching.  Check under desks and tables.  Search visually and vocally.  Listen.  When leaving each room, mark slash “\” on door to create an “X”.  This indicates the room has been searched and the Buddy Team has left.  Report by radio to the Operations Chief that the room has been cleared (ex: "Room A-123 is clear”)* 

	
	•	When injured victim is located, Buddy Team transmits location, number, and condition of injured to the Operations Chief who will inform the First Aid & Medical Team Leader.  Do not use names of students or staff

	
	•	Record exact location of damage and triage tally (I=immediate, D=delayed, DEAD=dead).  Report information

	
	•	Keep radio communication brief and simple.  No codes
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Section: Operations
[bookmark: _Toc63328453]Search & Rescue Team
	Reports to:
	Search & Rescue Team Leader

	Staffing Characteristics:
	Trained in Search & Rescue

	Responsibility:
	Check the site for damage, rescue victims, establish and direct Search & Rescue Buddy Teams as needed, report campus situation to the Operations Chief.

	Special Equipment: 
	

	
	•	Search & Rescue Team Member Backpack 

	
	•	Disaster Container

	
	•	Walkie-Talkies for Buddy Teams to communicate with the Team Leader

	Start Up Activities:
	

	
	•	You must be wearing sturdy shoes and long sleeves.  

	
	•	Put batteries in flashlight

	
	•	First to arrive temporarily assumes role of Search & Rescue Team Leader and obtains a briefing from the Operations Chief, noting known fires, injuries, or other situations requiring response

	
	•	Each Buddy Team will consist of 3 persons

	During Event:
	

	
	•	Buddy system:  3 persons per Buddy Team

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

	
	•	Follow all operational and safety procedures

	
	•	Report gas leaks, fires, or structural damage to the Operations Chief immediately upon discovery.  Shut off leaking gas or extinguish fires, if possible

	
	•	Before entering a building, inspect complete exterior of building.  Report structural damage to Team Leader.  Use yellow caution tape to barricade hazardous areas.  Do not enter severely damaged buildings

	
	•	If building is safe to enter, search assigned area (following map) using orderly pattern.  Check all rooms.  Use chalk to mark slash “/” on door when entering room.  This indicates a Buddy Team is currently in the room searching.  Check under desks and tables.  Search visually and vocally.  Listen.  When leaving each room, mark slash “\” on door to create an “X”.  This indicates the room has been searched and the Buddy Team has left.  Report by radio to the Operations Chief that the room has been cleared (ex: "Room A-123 is clear”)* 

	
	•	When injured victim is located, Buddy Team transmits location, number, and condition of injured to the Operations Chief who will inform the First Aid & Medical Team Leader.  Do not use names of students or staff

	
	•	Record exact location of damage and triage tally (I=immediate, D=delayed, DEAD=dead).  Report information

	
	•	Keep radio communication brief and simple.  No codes
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Section:  Operations
[bookmark: _Toc63328454]First Aid & Medical Team Leader
	Reports to:
	Operations Chief

	Staffing Characteristics:
	Trained as a leader in providing emergency medical and psychological aid (i.e., School Nurse).

	Responsibility:
	Leads First Aid & Medical Teams in providing emergency medical response, first aid, and psychological or Critical Incident Stress Management (CISM) counseling.  

	Special Equipment: 
	

	
	•	Marking pens 

	
	•	First aid supplies:  stretchers, blankets, vests (if available), quick reference medical guides

	
	•	Tables & chairs

	
	•	Ground cover/tarps

	
	•	Forms:  Notice of First Aid Care Provided

	
	•	Medical Treatment Log

	Start Up Activities:
	

	
	•	The following standards are recommended for establishing First Aid & Medical Teams: Sites with less than 500 students = 2 Buddy Teams; Sites with greater than 500 students = 3 Buddy Teams

	
	•	Establish scope of disaster with the Site Incident Commander and determine probability of outside emergency medical support and transport needs

	
	•	Request assistance from the District Crisis Response Team for psychological staff and student needs

	
	•	Activate Buddy Team, as necessary

	
	•	Set up first aid area in a safe place, away from students and parents, with access to emergency vehicles.  Obtain equipment/supplies from the container

	
	•	Assess available inventory of supplies and equipment

	
	•	Review safety procedures and assignments with personnel

	
	•	Establish point of entry (“triage”) into treatment area

	
	•	Establish “immediate” and “delayed” treatment areas

	
	•	Set up a separate Psychological First Aid area with staff trained in CISM from the District Crisis Response Team

	During Event:
	

	
	•	 Oversee care, treatment, and assessment of patients

	
	•	 Ensure caregiver and rescuer safety
•	Non-latex gloves for protection from body fluids; replace with new gloves for each new patient

	
	•	 Make sure that accurate records are kept

	
	•	 Provide personnel response for injuries in remote locations or request Logistics for staffing assistance

	
	•	 If needed, request additional personnel from Logistics

	
	•	 Brief newly assigned personnel

	
	•	Report deaths immediately to Operations Section Chief. 
After pronouncement or determination of death:
•	Do not move the body until directed by Site Incident Commander
•	Do not remove any personal effects from the body.  Personal effects must remain with the body at all times
•	As soon as possible, notify Operations Section Chief, who will notify the Site Incident Commander, who will attempt to notify law enforcement authorities of the location and, if known, the identity of the body. The law enforcement authorities will notify the Coroner
•	Keep accurate records and make available to law enforcement and/or the Coroner when requested
•	Write the following information on two tags:
o	Date and time found
o	Exact location where found
o	Name of decedent, if known
o	If identified—how, when, by whom
o	Name of person filling out tag
o	Attach one tag to body

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

	
	•	 Keep Operations Section Chief informed of overall status

	
	•	 Stay alert for communicable diseases and isolate appropriately

	After:
	---------

	
	•	Conduct a Critical Incident Stress Debriefing for staff
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Section:  Operations
[bookmark: _Toc63328455]First Aid & Medical Team
	Reports to:
	First Aid & Medical Team Leader

	Staffing Characteristics:
	Trained in First Aid and Critical Incident Stress Management (CISM)

	Responsibility:
	Works with a buddy to administer first-aid and arrange for transport of victims as necessary.

	Special Equipment: 
	

	
	•	First Aid & Medical Team supplies  

	
	•	Marking pens

	
	•	Stretchers, blankets, vests (if available)

	
	•	Quick reference medical guides

	
	•	Tables, chairs, ground cover/tarps, medication from health office

	
	•	Forms: 
o	Medical Treatment Log
o	Notice of First Aid-Care Provided

	Start Up Activities:
	

	
	•	Obtain and wear personal safety equipment including latex gloves 

	
	•	Use approved safety equipment and techniques

	
	•	Check with First Aid & Medical Team Leader for assignment

	During Event:
	

	
	•	Administer appropriate first ai

	
	•	Keep accurate records of care given

	
	•	Continue to assess victims at regular intervals

	
	•	Report deaths immediately to First Aid & Medical Team Leader

	
	•	If and when transport is available, do final assessment and document on triage tag.  Keep and file records for reference—do not send with victim

	
	•	 Student’s Emergency Card must accompany student removed from campus to receive advanced medical attention.  Send emergency out-of-area phone number if available

	
	Buddy Teams:
•	Deploy Buddy Teams when a victim has been identified.  Provide care as appropriate and transport to the Medical Treatment Are

	
	Triage Entry Area:
•	Staffed by the First Aid & Medical Team Leader and Buddy Team members not on deployments
•	Confirms triage tag category (red, yellow, green) and directs to proper treatment area.  Should take 30 seconds to assess — no treatment takes place here.  Assess, if not tagged
•	Logs victims’ names on form and sends forms to the Operations Section Chief as completed.  Do not transmit victim names over the radio or walkie-talkie

	
	Treatment Areas (“Immediate” & “Delayed”)
•	Completes secondary head-to-toe assessment
•	Records information on triage tag and onsite treatment records
•	 Follow categories:  Immediate, Delayed, Dead
•	When using 2-way radio, do not use names of injured or dead

	After:
	---------

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

	
	•	Assist in the Critical Incident Stress Debriefing for the staff
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[bookmark: _Toc63328456]Reunification Team Leader
	Reports to:
	Operations Chief

	Staffing Characteristics:
	Highly organized. A calm, command presence. Principal, Associate Principal or Administrative Designee.  If reunification is the only operation being performed, the RTL can be the incident commander. 

	Responsibility:
	Lead the entire reunification process.  Ensure the timely and organized reunification of children with parents.  Support Reunification team.  

	Special Equipment: 
	

	
	•	Signs for way-finding (Parking, Request Gate, Release Gate, Have Photo ID ready, etc.) 

	
	•	Clipboard

	
	•	Phone or radio to communicate with team

	
	•	Forms: to provide to team
o	Student Accountability Report
o	Notice of First Aid-Care Provided

	Start Up Activities:
	

	
	•	Request additional personnel, if needed

	
	•	Ensure signage for way-finding and instruction is posted throughout the school

	
	•	Assign staff as needed to reunification locations/roles (request gate, release gate, notification area, runners, greeters, etc.  

	
	•	Ensure team members/locations have all necessary equipment (tables, forms, etc.)  

	
	•	Refer to School Site Reunification Plan when necessary 

	
	

	During Event:
	

	
	•	Monitor the safety and well-being of the parents, students and staff

	
	•	Mitigate any identified problems 

	
	•	Ensure team members are getting breaks 

	
	•	Maintain order 

	
	•	Work with security on any safety issues

	
	•	Direct all requests for information to the Public Information Officer






Section:  Operations
[bookmark: _Toc63328457]Assembly Area Leader

	Reports to:
	Operations Chief

	Staffing Characteristics:
	Trained in managing large groups of students - Associate Principal or Administrative Designee

	Responsibility:
	Ensure the care and safety of all students on campus (except those who are in the Medical Treatment Area).

	Special Equipment: 
	

	
	•	Ground cover and tarps

	
	•	First aid kit, water, food, sanitation supplies

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

	
	•	Forms:  
o	Student Accountability Report
o	Notice of First Aid-Care Provided

	Start Up Activities:
	

	
	•	Request additional personnel, if needed

	
	•	If school is evacuating:
o	Verify that the Evacuation Area and routes to it are safe  
o	Count or observe the classrooms as they exit, to make sure that all classes evacuate 
o	Initiate the set-up of portable toilet facilities and hand washing stations

	During Event:
	

	
	•	Monitor the safety and well-being of the students and staff in the Evacuation Area

	
	•	Administer minor first aid as needed

	
	•	Support the Release Gate process by releasing students with appropriate paperwork

	
	•	When necessary, provide water and food to students and staff

	
	•	Make arrangements through the Logistics Section 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 Evacuation Area (or in the buildings)

	
	•	Direct all requests for information to the Public Information Officer
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Section:  Operations
[bookmark: _Toc63328458]Request Gate


	Reports to:
	Operations Chief

	Staffing Characteristics:
	School staff or volunteers

	Responsibility:
	Assure proper processing of reunification requests at the Request Area.  Also, process requests from volunteers.

	Special Equipment: 
	

	
	•	Stapler

	
	•	Box(es) of Emergency Cards

	
	•	Signs: Parent Request Gate  

	
	•	Empty file boxes to use as out boxes 

	
	•	Pens for parents’ to complete forms

	
	•	Forms: 
•	Student Release Form
•	Volunteer Assignment Log

	Start Up Activities:
	

	
	•	Secure area against unauthorized access.  Mark gate with sign

	
	•	Set up Request Area inside the fencing at the main student access gate.  Use alphabetical grouping signs to organize parent requests

	
	•	Pass Student Release Forms through the fence to the parents or guardians.  Assign volunteers to assist

	
	•	Ensure an adequate distance between the Request Area and the Release Gate – 100 feet or more is recommended

	During Event:
	

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

	
	•	Refer all requests for information to the District’s Communications Officer  

	
	•	If volunteers arrive to help, have them report to the Request Area to be registered

	Reunification Procedures: 
	

	
	•	Requesting parent or guardian fills out Student Release Form, gives it to staff member, and shows identification

	
	•	Staff verifies identification, pulls Emergency Card from file, and verifies that the requester is listed on the card

	
	•	Staff 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, 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

	
	•	Runner takes form(s) to the designated classroom

	Note:  If a parent or guardian refuses to wait in line, don’t argue.  Note time with appropriate comments on Emergency Card and place in out box.

	
	If student is with class:
•	Runner shows Student Release Form to the teacher
•	Teacher marks box, “Sent with Runner”
•	If appropriate, teacher sends parent copy of Notice of First Aid Care Given Form with the runner
•	Runner walks student(s) to Release Gate
•	Runner hands paperwork to staff at Release Gate

	
	If student is not with the class:
•	Teacher makes appropriate notation on Student Release Form:
•	“Absent” if student was never in school that day
•	“First Aid” if student is in Medical Treatment Area
•	“Missing” if student was in school but now cannot be located
•	Runner takes Student Release Form to the Operations Chief
•	Operations Section Chief verifies student location if known and directs runner accordingly.
•	If runner is retrieving multiple students and one or more are missing, walk available students to Release Gate before returning “Missing” forms to the Operations Chief for verification
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Section:  Operations
[bookmark: _Toc63328459]Release Gate


	Reports to:
	Operations Chief

	Staffing Characteristics:
	School staff or volunteers

	Responsibility:
	Assure proper reunification of student with parent or authorized adult at the Release Gate.

	Special Equipment: 
	

	
	•	Stapler

	
	•	Pens for parents to sign Student Release Log

	
	•	Student Release Log

	
	•	Signs: Release Gate  

	
	•	Empty file boxes to use for processed Student Release Forms

	Start Up Activities:
	

	
	•	Secure area against unauthorized access.  Mark gate with sign.

	
	•	Set up Release Gate away from the Request Area.

	
	•	Assign volunteers to assist, as needed.

	During Event:
	

	
	•	Follow procedures outlined below to ensure the safe reunification of students with their parents or guardians.

	
	•	Refer all requests for information to the District’s Communications Officer.  

	
	If student is with class:
•	Runner shows Student Release Form to the teacher
•	Teacher marks box, “Sent with Runner”
•	If appropriate, teacher sends parent copy of Notice of First Aid Given Form with the runner.
•	Runner walks student(s) to Release Gate
•	Runner hands paperwork to staff at Release Gate
•	Release Gate staff matches student to requester, verify proof of identification, ask requester to sign the Student Release Log, and release student.  Parents are given the Notice of First Aid Care Given Form, if applicable

	
	If student is not with the class:
•	Teacher makes appropriate notation on Student Release Form:
o	“Absent” if student was never in school that day
o	“First Aid” if student is in Medical Treatment Area
o	“Missing” if student was in school but now cannot be located
•	Runner takes Student Release Form to the Operations Section Chief
•	Operations Section Chief verifies student location if known and directs runner accordingly.
•	If runner is retrieving multiple students and one or more are missing, walk available students to Release Gate before returning “Missing” forms to Operations Section Chief for verification
•	Parent should be notified of missing student status and escorted to Crisis Counselor
•	If student is in first aid, parent should be escorted to Medical Treatment Area
•	If student was marked absent, parent will be notified by staff member





Section:  Planning & Intelligence
[bookmark: _Toc63328460]Planning & Intelligence Section Chief

	Reports to:
	Site Incident Commander

	Staffing Characteristics:
	Resource Teacher

	Responsibility:
	Collection, evaluation, documentation, and use of information about the incident.  

	Equipment:
	

	
	•	File box(es)

	
	•	Dry-erase pens and eraser

	
	•	Large site map of campus, laminated or covered with Plexiglas

	
	•	Forms: 

	
	•	Team Member Activity Log

	During:
	---------

	
	•	Gather information about the incident and post it for use by rest of the ERT  

	
	•	Assist the Site Incident Commander in writing Incident Action Plan

	
	Records:  
•	Maintain time log of the Incident, noting all actions and reports  
•	Record content of all radio communication with District Emergency Operations Center (EOC)
•	Record verbal communication for basic content
•	Log in all written reports 
•	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
•	File all reports for reference

	
	Student and Staff Accounting:
•	Report first aid and medical needs to First Aid & Medical Team Leader
•	File forms for reference
•	Track regular and overtime of all staff

	
	Situation Status Map:
•	Collect, organize and analyze situation information
•	Mark site map appropriately as related reports are received.  This includes but is not limited to Search & Rescue reports and damage updates, giving a concise picture status of campus
•	Preserve map as legal document until photographed
•	Use 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 Site Command Post to support the action planning process
•	Think ahead and anticipate situations and problems before they occur
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Section:  Logistics
[bookmark: _Toc63328461]Logistics Section Chief

	Reports to:
	Site Incident Commander

	Staffing Characteristics:
	Administrative skills

	Responsibility:
	The Logistics Section is responsible for providing facilities, services, personnel, equipment, and materials in support of the incident.

	Equipment:
	

	
	•	Cargo container or other storage facility with all emergency supplies stored on site

	
	•	Forms

	
	•	Site Status Report

	
	•	Volunteer Assignment List

	Start Up Activities:
	

	
	•	Ensure that the Site Command Post and other facilities are setup as needed

	Special Equipment:
	

	
	•	Cargo container or other storage facility and all emergency  supplies stored on site

	Start-Up Activities
	

	
	•	Set up the Site Command Post (including Crisis Response Boxes and Disaster Container)

	
	•	Begin distribution of supplies and equipment as needed

	
	•	Review staff roster and begin call-back, as required

	During Event:
	

	
	•	Maintain security of cargo container, supplies and equipment

	
	•	Distribute supplies and equipment as needed

	
	•	Assist team members in locating appropriate supplies and equipment

	
	•	Set up Staging Area, Sanitation Area, Feeding Area, and other facilities as needed

	
	•	Coordinate with the Site Incident Commander on establishing the need for future work shifts and related staffing needs

	
	•	Coordinate supplies, equipment, and personnel needs with the Site Incident Commander

	
	•	Maintain security of cargo container, supplies and equipment

	After:
	---------

	
	•	Secure all equipment and supplies
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Section: Finance & Administration
[bookmark: _Toc63328462]Finance & Administration Section Chief

	Reports to:
	Site Incident Commander

	Staffing Characteristics:
	Familiar with common financial record keeping standards.  Office staff.

	Responsibility:
	Most immediate duty is to account for all occupants.  This is accomplished by gathering attendance information immediately following the emergency in order to determine who, if any, are missing.  Purchasing of all necessary materials, tracking financial records, maintain timekeeping records, and recovering school records following an emergency.

	Special Equipment::
	

	
	•	None

	During:
	---------

	
	•	Receive, record, and analyze Student Accounting Forms

	
	•	Check off staff roster.  Compute number of students, staff, and others on campus for Situation Analysis.  Update periodically 

	
	•	Report missing persons and site damage to Planning & Intelligence Section Chief

	
	•	Work closely with Planning & Intelligence Section and Logistics Section on purchasing any necessary supplies, equipment, and materials

	
	•	Track financial records.  Maintains 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

	
	•	Manage and analyze timekeeping records for emergency responders

	
	•	Determine process for tracking regular and overtime of staff

	
	•	Ensure that accurate records are kept of all staff members, indicating hours worked

	
	•	If District personnel not normally assigned to the site are working, be sure that records of their hours are kept

	
	•	Determine process for tracking purchases

	
	•	Support Logistics in making any purchases which have been approved by the Site Incident Commander

	After:
	---------

	
	•	Responsible for managing the recovery of school records and applying for reimbursement following an emergency.  Work with Planning & Intelligence Section Chief to gather all pertinent documents and records





INITIAL DAMAGE ASSESSMENT
FUNCTIONAL ANNEX D

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	Districts may already have an initial or preliminary damage assessment form.  It is recommended that districts have some process for collecting damage reports from school sites in the event of a large-scale disaster. This process will be critical if the jurisdiction and/or the district are eligible for FEMA or State reimbursement of disaster funds. 



































CONDUCTING AN INITIAL DAMAGE ASSESSMENT
Initial damage assessment – The effort by local authorities to collect data related to the extent of damage within a jurisdiction. 

In a large-scale disaster, schools may have to conduct their own Initial Damage Assessment to send to the district office for compilation. District office will then forward a damage assessment to the local jurisdiction (city/county).  Damage assessments are critical as they help to determine whether the jurisdiction will receive state and federal reimbursement.    

The primary focus is on condition of physical assets of the campus 
When documenting damage, it is critical to be as specific as possible
If necessary, when there is extensive damage in multiple buildings, schools can use one sheet per building












BUILDING INITIAL DAMAGE ASSESSMENT
If description of damage, include Building and/or Room references.  Be specific of location of all damage
	School
	{SchoolName}
	DATE:
	

	Buildings Damaged 
	

	Space is (check all that apply) 

	□ Not usable
	□ Usable
	□ Wet/Damp
	□ Dry
	□ Unknown

	Utilities are operational (check all that apply) 

	□ Phone
	□ Internet
	□ Electrical Power
	□ Water
	□ Sewer

	Ceiling (e.g wet, sagging, collapse)

	


	Walls (e.g. cracks, watermarks, soot)

	


	Floor/Carpet (e.g. wet, burnt, torn, mildew)

	


	Water Leaks (e.g. from roof, through walls, windows)

	


	Doors/Windows (e.g. broken locks, hinges, awnings)

	


	Fixtures (e.g. electrical outlets, lighting)

	


	Equipment/Furniture (e.g. lab equipment, PE Equipment, office equipment)

	


	Other
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FUNCTIONAL ANNEX E

For People with Disabilities and Special Needs
{SchoolName} uses this document which is based on and modified from the National Fire Protection Association Emergency Evacuation Guide in planning for special needs individuals during an emergency.  

Disaster procedures include adaptations for pupils with disabilities in accordance with the federal Individuals with Disabilities Education Act and Section 504 of the federal Rehabilitation Act of 1973, and require the annual evaluation of the comprehensive school safety plan to also include ensuring that the plan includes appropriate adaptations for pupils with disabilities. School employees, parents, guardians, and students are able to bring concerns about an individual pupil’s ability to access disaster safety procedures described in the comprehensive school safety plan or the school safety plan to the school principal.  The principal, if they determine there is merit to a concern, is to direct the school site council or school safety planning committee as applicable, to appropriately modify the comprehensive school safety plan or school safety plan, as applicable, and specified. 

This Annex is designed to help the school in planning for both students and staff with specific functional or access needs.  

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	This document was modified from the National Fire Protection Emergency Evacuation Guide and has been made more school oriented.  

Before providing the CSSP template to schools, the District should review this Functional Annex to determine any modifications and/or additions to procedures.  The form at the end of the Annex can be used by schools to assess their ability to assist individuals with special needs.  

Although this Functional Annex is not mandatory, the District should ensure that planning for special needs are considered within the CSSP.  
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Mobility Impairments 
Visual Impairments 
Hearing Impairments 
Speech Impairments 
Cognitive Impairments 
Other Impairments, Emotionality, or Multiple Impairments
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Notification/Communication (What is the emergency?) 
Orientation (Where is the way out?) 
Accessible and Safe Routes (Can I get out by myself, or do I need help?) 
Self 
Self with device 
Self with assistance 
Personal Assistance (What kind of assistance might I need?) 
Who 
What 
Where 
When 
How
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Service animals assist people with disabilities in their day-to-day activities. While most people are familiar with guide dogs trained to assist people with visual impairments, service animals can be trained for a variety of tasks, including alerting a person to sounds in the home and workplace, pulling a wheelchair, picking up items, or assisting with balance. 

The ADA defines a service animal “as any guide dog, signal dog, or other animal individually trained to provide assistance to a person with a disability.” Service animals do not have to be licensed or certified by state or local government. Under the ADA, they are permitted in private facilities that serve the public, including shelters, hospitals, and emergency vehicles; in state and local government facilities; and in the workplace. 

Only under the following rare and unusual circumstances can a service animal be excluded from a facility: 
The animal’s behavior poses a direct threat to the health or safety of others. 
The animal’s presence would result in a fundamental alteration to the nature of a business or a state or local government’s program or activity. 
The animal would pose an “undue hardship” for an employer. Such instances would include a service animal that displays vicious behavior toward visitors or co-workers or a service animal that is out of control. Even in those situations, the public facility, state or local government, or employer must give the person with a disability the opportunity to enjoy its goods, services, programs, activities, and/or equal employment opportunities without the service animal (but perhaps with some other accommodation). 

A person with a service animal should relay to emergency management personnel his or her specific preferences regarding the evacuation and handling of the animal. Those preferences then need to be put in the person’s evacuation plan and shared with the appropriate building and management personnel. 

People with service animals should also discuss how they can best be assisted if the service animal becomes hesitant or disoriented during the emergency situation. The procedure should be practiced so that everyone, including the service animal, is comfortable with it. 

First responders should be notified of the presence of a service animal and be provided with specific information in the evacuation plan. Extra food and supplies should be kept on hand for the service animal.
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A standard building evacuation system has three components: 
The circulation path 
The occupant notification system(s) 
Directions to and through the circulation paths 

Circulation Path 
A circulation path is a continuous and unobstructed way of travel from any point in a building or structure to a public way. 

The components of a circulation path include but are not limited to rooms, corridors, doors, stairs, smoke-proof enclosures, horizontal exits, ramps, exit passageways, escalators, moving walkways, fire escape stairs, fire escape ladders, slide escapes, alternating tread devices, areas of refuge, and elevators. 

A circulation path is considered a usable circulation path if it meets one of the following criteria: 
A person with disabilities is able to travel unassisted through the circulation path to a public way. 
A person with disabilities is able to travel unassisted through that portion of the circulation path necessary to reach an area of refuge. (See 7.2.12 of NFPA 101¨, Life Safety Code¨ for more information.) 

An area of refuge serves as a temporary haven from the effects of a fire or other emergency. The person with disabilities must have the ability to travel from the area of refuge to the public way, although such travel might depend on the assistance of others. If elevation differences are involved, an elevator or other evacuation device might be used, or the person might be moved by other people using a cradle carry, a swing (seat) carry, or an in-chair carry or by a stair descent device. (See 7.2.12 of NFPA 101¨, Life Safety Code¨ , for more information.) 

A usable circulation path would also be one that complies with the applicable requirements of ICC/ANSI A117.1, American National Standard for Accessible and Usable Buildings and Facilities, for the particular disabilities involved. 

Occupant Notification System 
The occupant notification systems include but are not limited to alarms and public address systems. NFPA 72¨, National Fire Alarm Code, defines a notification appliance as “a fire alarm system component such as a bell, horn, speaker, light, or text display that provides audible, tactile, or visible outputs, or any combination thereof.” 

Directions to and through the Usable Circulation Path 
Directions to and through the usable circulation path include signage, oral instructions passed from person to person, and instructions, which may be live or automated, broadcast over a public address system.

Personal notification devices, which have recently come onto the market, can be activated in a number of ways, including but not limited to having a building’s alarm system relay information to the device. The information can be displayed in a number of forms and outputs. Because this technology is new to the market, such devices and systems are not discussed here; however, emergency evacuation personnel and people with disabilities may want to investigate them further.
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OCCUPANT NOTIFICATION SYSTEMS 
No Special Requirements. People with mobility impairments can hear standard alarms and voice announcements and can see activated visual notification appliances (strobe lights) that warn of danger and the need to evacuate. No additional planning or special accommodations for this function are required, unless the individual has multiple impairments.

ORIENTATION/WAY FINDING 
Is There a Usable Circulation Path? 
Can People with Mobility Impairments Use the Usable Circulation Path by Themselves? 
People with mobility impairments need to know if there is a usable circulation path from the building they are in. If there is not a usable circulation path, then their plans will require alternative routes and methods of evacuation to be put in place. 

Not all people using wheelchairs or other assistive devices are capable of navigating a usable circulation path by themselves. It is important to verify that each person using any assistive device can travel unassisted through the usable circulation path to a public way. Those who cannot must have the provision of appropriate assistance detailed in their emergency evacuation plans. Additionally, the plans should provide for evacuation of the device or the availability of an appropriate alternative once the person is outside the building. Otherwise, the person with the mobility impairment will no longer have independent mobility once he or she is out of the emergency situation.  

Which Circulation Paths Are Usable Circulation Paths? 

Exits, other than main exterior exit doors that obviously and clearly are identifiable as exits, should be marked by approved signs that are readily visible from any direction of approach in the exit access. 

Where not all circulation paths are usable by people with disabilities, the usable circulation path(s) should be clearly identified by the international symbol of accessibility.

Locations of exit signs and directional exit signs are specified by model codes. Usually the signs are placed above exit doors and near the ceiling. 

Supplemental directional exit signs may be necessary to clearly delineate the route to the exit. Exit signs and directional exit signs should be located so they are readily visible and should contrast against their surroundings. 

People with mobility impairments should be provided with written directions, a brochure, or a map showing all directional signs to all usable circulation paths. For new employees and other regular users of the facility it may be practical to physically show them the usable circulation paths as well as provide them with written information. In addition, simple floor plans of the building that show the locations of and routes to usable circulation paths should be available to visitors with mobility impairments when they enter the building. Site staff should be trained in all the building evacuation systems for people with disabilities and be able to direct anyone to the nearest usable circulation path.

Can the Person with a Mobility Impairment Use Stairs? 
Not all people with mobility impairments use wheelchairs. Some mobility impairments prevent a person from using building features that require the use of one’s arms, hands, fingers, legs, or feet. People with mobility impairments may be able to go up and down stairs easily but have trouble operating door locks, latches, and other devices due to impairments of their hands or arms. The evacuation plans for these people should address alternative routes, alternative devices, or specific provisions for assistance. 

Are There Devices to Help People with Mobility Impairments Evacuate? 

Can the Elevators Be Used? 
Although elevators can be a component of a usable circulation path, restrictions are imposed on the use of elevators during some types of building emergencies. Elevators typically return to the ground floor when a fire alarm is activated and can be operated after that only by use of a “firefighters” keyed switch. This may not be true in the event of non-fire emergencies requiring an evacuation.  Consider what types of emergencies elevators can still be used.  

Are Lifts Available? 
If available, lifts generally have a short vertical travel distance, usually less than 10 feet, and therefore can be an important part of an evacuation. Lifts should be checked to make sure they have emergency power, can operate if the power goes out, and if so, for how long or how many uses. It is important to know whether the building’s emergency power comes on automatically or a switch or control needs to be activated. 

What Other Devices Are Available? 
Some evacuation devices and methods, including stair-descent devices and the wheelchair carry, require the assistance of others.  Determine whether the locations with elevators have Evacuation Chairs for use if elevators are not working. 

IS ASSISTANCE REQUIRED? 

Who Will Provide the Assistance? 
Anyone in the Office or the Building, Specific Person(s) in the Office or the Building, friend, co-worker or first responders? 
People with mobility impairments may be able to go up and down stairs easily but have trouble operating door locks, latches, and other devices due to impairments of their hands or arms can be assisted by anyone. A viable plan to address this situation may be for the person with the disability to be aware that he or she will need to ask someone for assistance with a particular door or a particular device. It is important to remember that not everyone in a building is familiar with all the various circulations paths everywhere in the building and they may have to use an unfamiliar one in the event of an emergency.  

How Many People Are Necessary to Provide Assistance? 
One Person 
When only one person is necessary to assist a person with a mobile impairment, a practical plan should identify at least two, ideally more, people who are willing and able to provide assistance. Common sense tells us that a specific person may not be available at any given time due to illness, vacation, an off-site meeting, and so on. The identification of multiple people who are likely to have different working and traveling schedules provides a more reliable plan

Multiple People 
When more than one person is necessary to assist a person with a mobile impairment, a practical plan should identify at least twice the number of people required who are willing and able to provide assistance. Common sense tells us that one or more specific people may not be available at any given time due to illness, vacation, off-site meetings, and so on. The identification of a pool of people who are likely to have different working and traveling schedules provides a more reliable plan. 

What Assistance Will the Person(s) Provide? 
Guidance 
Explaining how and where the person needs to go to get to the usable circulation path 
Escorting the person to and/or through the usable circulation path 
For students with Autism, are they hypersensitive to noise, light, crowds, touch, etc. that may affect their evacuation in case of an emergency?  What accommodations are needed to mitigate sensory over stimulation during evacuations?
What if any augmentative communication device the student will need to carry with him/her during the evacuation to meet his/her communication needs?
What preparation can be provided to the student in advance to help him/her participate in the evacuation?  (This can be achieved in preparing for fire/evacuation drills:  visual and verbal warnings of upcoming fire drills, recording of the alarm sound in short burst, and later longer intervals on a recording, social stories about loud noises and fire drills and why it is important not to hide, etc.)
Does the student IEP and/or BSP Include specific procedures for directing/transitioning him/her to a different activity that will need to be implemented during the evacuation?
Minor Physical Effort 
Offering an arm to assist the person to/through usable circulation path 
Opening the door(s) in the usable circulation path 
Major Physical Effort 
Operating a stair-descent device 
Participating in carrying a wheelchair down the stairs 
Carrying a person down the stairs 

Waiting for First Responders 
Waiting with the person with the impairment for first responders would likely be a last choice when there is an imminent threat to people in the building. While first responders do their best to get to a site and the particular location of those needing their assistance, there is no way of predicting how long any given area will remain a safe haven under emergency conditions.  

This topic should be discussed in the planning stage. Agreement should be reached regarding how long the person giving assistance is expected to wait for the first responders to arrive. Such discussion is important because waiting too long can endanger more lives. If someone is willing to delay his or her own evacuation to assist a person with an impairment in an emergency, planning how long that wait might be is wise and reasonable. 

Where Will the Person(s) Start Providing Assistance? 
Does the person providing assistance need to go where the person with the mobility impairment is located at the time the alarm sounds or to a predetermined location (entry to stairs, etc.)? If so, how will he or she know where the person needing assistance is? 

When Will the Person(s) Provide Assistance? (Always, Only when asked, etc.) 

How Will the Person(s) Providing Assistance Be Contacted? (Face to face, Phone, E-mail, Tweet, Other)?
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COMMUNICATION/OCCUPANT NOTIFICATION SYSTEMS 
No Special Requirements. People with visual impairments can hear standard building fire alarms and voice announcements over public address systems that warn of a danger or the need to evacuate or that provide instructions, unless the individual has multiple impairments. Please consult the sections that address each area of need.  Refer to the IEP and Special Education team for specialized planning.

OREINTATION/WAY FINDING 
Is There a Usable Circulation Path?
Can People with Visual Impairments Use the Circulation Path by Themselves? 
 
In addition to identifying usable circulation paths, sites should also:
•	Locate or identify these paths. 
•	Put signs up in alternative formats
•	Identify all students and staff with visual impairments
•	Develop evacuation plans for different abilities

A person with a visual impairment needs to know if there is a usable circulation path from the building. If there is not a usable circulation path, then the personal emergency evacuation plan for that person will require that alternative routes and methods of evacuation be put in place. 

Which Circulation Paths Are Usable, Available, and Closest? 
Exits should be marked by tactile signs that are properly located. 

Where not all circulation paths are usable by people with disabilities, the usable paths of circulation should be identified by the tactile international symbol of accessibility: 

The location of exit signage and directional signage for those with visual impairments is clearly and strictly specified by codes. 

It may be practical to physically take new students (yearly) and employees with visual impairments to and through the usable circulation paths and to all locations of directional signage to usable circulation paths. Staff should be trained in all accessible building evacuation systems and be able to direct anyone to the nearest usable circulation path.  Rope should be available to assist the visually impaired.

Will a Person with a Visual Impairment Require Assistance to Use the Circulation Path? 

Not all people with visual impairments are capable of navigating a usable circulation path. It is important to verify that a person with a visual impairment can travel unassisted through the exit access, the exit, and the exit discharge to a public way. If he or she cannot, then the emergency evacuation plan will include a method for providing appropriate assistance. 

Generally, only one person is necessary to assist a person with a visual impairment. A practical plan is to identify at least two, ideally more, people who are willing and able to provide assistance. The identification of multiple people who are likely to have different working and traveling schedules provides a much more reliable plan.

IS ASSISTANCE REQUIRED? 

Who Will Provide the Assistance? 

Anyone in the Office or the Building, Specific Person(s) in the Office or the Building, friend, co-worker or first responders 

People with visual impairments who are able to go up and down stairs easily but simply have trouble finding the way or operating door locks, latches, and other devices can be assisted by anyone. A viable plan may simply be for the person with a visual impairment to be aware that he or she will need to ask someone for assistance. 

What Assistance Will the Person(s) Provide? 
Guidance 
•	Explaining how to get to the usable circulation path 
•	Escorting the person with the visual impairment to and/or through the circulation path 
•	For students with behavior disabilities, or Autism, does their IEP and/or BSP include specific procedures for directing/transitioning him/her to a different activity that will need to be implemented during the evacuation.
•	Please note that any assistant for those with visual impairment should be CPI trained.

Minor Physical Effort 
•	Offering the person an arm or allowing the person to place a hand on your shoulder and assisting the person to/through the circulation path 
•	Opening doors in the circulation path 

Waiting for First Responders 
Generally speaking, a person with a visual impairment will not need to wait for first responders. Doing so would likely be a last choice when there is an imminent threat to people in the building. While first responders do their best to get to a site and the particular location of those needing their assistance, there is no way to predict how long any given area will remain a safe haven under emergency conditions. 

Where Will the Person(s) Start Providing Assistance? 

Does the person providing assistance need to go where the person with the visual impairment is located at the time the alarm sounds or to a predetermined location (entry to stairs, etc.)? If so, how will he or she know where the person needing assistance is? 

When Will the Person(s) Provide Assistance? (Always, Only when asked, etc.) 

How Will the Person(s) Providing Assistance Be Contacted? (Face to face, Phone, E-mail, Tweet, Other)
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COMMUNICATION/OCCUPANT NOTIFICATION SYSTEMS

Visual Devices for the Fire Alarm System 
People with hearing impairments cannot hear alarms and voice announcements. Many codes require new buildings to have flashing strobe lights (visual devices) as part of the standard building alarm system, but because the requirements are not retroactive many buildings don’t have them. In addition, strobes are required only on fire alarm systems and simply warn that there may be a fire. Additional information that is provided over voice systems for a specific type of emergency such as threatening weather event, or that directs people to use a specific exit, are unavailable to people with hearing impairments. 

It is extremely important for people with hearing impairments to know what, if any, visual notification systems are in place. They also need to be aware of which emergencies will activate the visual notification system and which emergencies will not. Alternative methods of notification need to be put into the emergency evacuation plans for people with hearing impairments so they can get all the information they need to evacuate in a timely manner. 

Devices or Methods for Notification of Other Emergencies 
The following is a partial list of emergencies that should be considered in the development of alternative warning systems: 
•	Natural Events 
o	Storms (hurricanes, tornadoes, floods, snow, lightning, hail, etc.) 
o	Earthquakes (Although a system would provide only a few seconds’ notice, it may lessen anxiety and prevent panic.) 
•	Human-Caused Events (robbery, hostile acts, random violence, etc.)

Scrolling reader boards are becoming more common and are being applied in creative ways. In emergency situations, they can flash to attract attention and provide information about the type of emergency or situation.  The Office will have control over the boards in the classrooms and around campus. Some major entertainment venues use this technology to provide those with hearing impairments with “closed captioning” at every seat, for very little cost. A reversed scrolling reader board is mounted in the back of the room. Guests with hearing impairments are provided with small teleprompter-type screens mounted on small stands. The guests place the stands directly in front of themselves and adjust the screens so they can see the reader board reflected off the screens. The screens are transparent, so they don’t block the view of guests behind the screen users. 

If a person with a hearing impairment is likely to be in one location for a significant period of time, such as at a desk in an office, installation of a reader board in the work area might be considered to provide appropriate warning in an emergency. 

Personal notification devices are also coming on the market. Such devices can be activated in a number of ways, including having a building’s alarm system relay information to the device. Information can be displayed in a variety of forms and outputs. 

E-mail and TTY phone communications are other alternative methods of notification for people with hearing impairments. 

Another option is the use of televisions in public and working areas with the closed caption feature turned on.

ORIENTATION/WAY FINDING 

Is Prior Knowledge of the Circulation Path Location(s) Necessary? 

No Special Requirements. Once properly notified by appropriate visual notification devices of an alarm or special instructions, people with hearing impairments can use any standard means of egress. 

Is Identification of Which Means of Egress Are Available/Closest Necessary? 

No Special Requirements. Once notified, people with hearing impairments can use any standard means of egress.

Simple floor plans of the building indicating the location of and routes to usable circulation paths should be available in alternative formats such as single-line, high-contrast plans. Staff should be trained in all accessible building evacuation systems and be able to direct anyone to the nearest usable circulation path. 

Is Identification of the Path(s) to the Means of Egress Necessary? 

No Special Requirements. Once notified, people with hearing impairments can read and follow standard exit and directional signs. 

ACCESSIBLE AND SAFE ROUTES/USE OF THE WAY 

No Special Requirements. Once notified, people with hearing impairments can read and follow standard exit and directional signs and use any standard means of egress from the building. 

Elevators are required to have both a telephone and an emergency signaling device. People with hearing or speech impairments should be aware of whether the telephone is limited to voice communications and where the emergency signaling device rings — whether it connects or rings inside the building or to an outside line — and who would be responding to it. 

IS ASSISTANCE REQUIRED?

No Special Requirements. Once notified, many people with hearing impairments can read and follow standard exit and directional signs and use any standard means of egress from the building. However, some may need assistance in areas of low or no light where their balance could be affected without visual references.  In this event, the functional team should be taught signs or have pictures/pen and paper to communicate with the hearing impaired.

OTHER CONSIDERATIONS
•	Is the student hypersensitive to noise, light, crowds, touch, etc. that may affect his evacuation in case of an emergency?  What accommodations are needed to mitigate sensory over stimulation during evacuations?
•	What if any, augmentative communication device does the student need to carry with him/her during the evacuation to meet his communication needs?
•	What preparation can be provided to the student in advance to help him/her participate in the evacuation?  (This can be achieved in preparing for fire/evacuation drills:  visual warnings of upcoming fire drills, social stories about fire drills and why it is important not to run and hide, etc).
•	What behavioral supports and rewards are needed to encourage cooperation and compliance?
•	What personnel will assist in transition and monitoring for student throughout situation?
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COMMUNICATION/OCCUPANT NOTIFICATION SYSTEMS

No Special Requirements. People with speech impairments can hear standard alarms and voice announcements and can see visual indicators that warn of danger and the need to evacuate. Therefore, no additional planning or special accommodations for this function are required, unless the individual has multiple impairments.  Please consult the sections that address each area of need.

ORIENTATION/WAY FINDING 

Is Prior Knowledge of the Location of the Means of Egress Necessary? 

No Special Requirements. Once notified, people with speech impairments can use any standard means of egress.

Is Identification of Which Means of Egress Are Available/Closest Necessary? 

No Special Requirements. Once notified, people with speech impairments can use any standard means of egress. 

Simple floor plans of the building indicating the location of and routes to usable circulation paths should be available in alternative formats such as single-line, high-contrast plans. Signs in alternative formats should be posted at the building entrances stating the availability of the floor plans and where to pick them up. Staff should be trained in all accessible building evacuation systems and be able to direct anyone to the nearest usable circulation path. 

Is Identification of the Path(s) to the Means of Egress Necessary? 

No Special Requirements. Once notified, people with speech impairments can read and follow standard exit and directional signs. 

ACCESSIBLE AND SAFE ROUTES/USE OF THE WAY 
The only standard building egress system that may require the ability to speak in order to evacuate a building is an emergency phone in an elevator. Elevators are required to have both a telephone and an emergency signaling device. People with speech impairments should be aware of whether the telephone is limited to voice communications and where the emergency signaling device rings — whether it connects or rings inside the building or to an outside line — and who would be responding to it. 

IS ASSISTANCE REQUIRED? 
No Special Requirements. Once notified, people with speech impairments can read and follow standard exit and directional signs and use any standard means of egress from the building. However, some may need assistance with voice communication devices in an elevator. 

OTHER CONSIDERATIONS 
•	Is the student hypersensitive to noise, light, crowds, touch, etc. that may affect his evacuation in case of an emergency?  What accommodations are needed to mitigate sensory over stimulation during evacuations?
•	What is any, augmentative communication device the student will need to carry with him/her during the evacuation to meet his communication needs?
•	What preparation can be provided to the student in advance to help him/her participate in the evacuation?  (This can be achieved in preparing for fire/evacuation drills:  visual warnings of upcoming fire drills, social stories about fire drills and why it is important not to run and hide, etc).
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[bookmark: _Toc63328492]Cognitive Impairment
Cognitive impairments prevent a person from using or accessing building features due to an inability to process or understand the information necessary to use the features. Cognitive impairments are caused by a wide range of conditions, but all result in some decreased level of ability to process or understand information or situations.  An individual may have multiple disabilities.  Please consult the sections that address each area of need.

All standard building egress systems require the ability to process and understand information in order to safely evacuate. 

Possible accommodations for people with cognitive impairments might include the following: 
•	Providing a picture book of drill procedures  
•	Color coding fire doors and exit ways  
•	Implementing a buddy system  
•	Using a job coach for training 

COMMUNICATION/OCCUPANT NOTIFICATION SYSTEMS 
No Special Requirements. People with cognitive impairments can hear standard alarms and voice announcements and see visual indicators that warn of danger and the need to evacuate. However, the ability of a person with a cognitive impairment to recognize and understand a fire alarm or other emergency notification systems and what they mean should be verified. If the person does not recognize and understand alarms, then plans for assistance need to be developed. 

ORIENTATION/WAY FINDING 

Is Identification of Which Means of Egress Are Available/Closest Necessary? 

No Special Requirements. However, the ability of a person with a cognitive impairment to find and use the exits should be verified. If the person is not able to recognize and use them without assistance, then plans for assistance need to be developed. 

Simple floor plans of the building indicating the location of and routes to usable circulation paths should be available in alternative formats such as single-line, high-contrast plans. Building security personnel, including those staffing the entrances, should be trained in all accessible building evacuation systems and be able to direct anyone to the nearest usable circulation path. 

Is Identification of the Path(s) to the Means of Egress Necessary? 

No Special Requirements. However, the ability of a person with a cognitive impairment to find and use the exits should be verified. If the person is not able to recognize and use the exits without assistance, then plans for assistance need to be developed. 

ACCESSIBLE AND SAFE ROUTES/USE OF THE WAY 
No Special Requirements. However, the ability of a person with a cognitive impairment to find and use the exits should be verified. If the person is not able to recognize and use the exits without assistance, then plans for assistance need to be developed. 

IS ASSISTANCE REQUIRED? 

Who Will Provide the Assistance? 

Anyone in the Office or the Building, Specific Person(s) in the Office or the Building, friend, co-worker or first responders?  Do the people identified have to have special training or skills?  Should the helper be known to the person with cognitive impairments?  

Generally, only one person is necessary to assist a person with a cognitive impairment. A practical plan should identify at least two, ideally more, people who are willing and able to provide assistance. Common sense tells us that a specific person may not be available at any given time due to illness, vacation, off-site meetings, and so on. The identification of multiple people who are likely to have different working and traveling schedules provides a much more reliable plan. 

What Assistance Will the Person(s) Provide? 
•	Ensuring that the person with the cognitive impairment is aware of the emergency and understands the need to evacuate the building 
•	Guidance to and/or through the means of egress 

Where Will the Person(s) Start Providing Assistance? 
Does the person providing assistance need to go where the person with the impairment is located at the time the alarm sounds or to a predetermined location (entry to stairs, etc.)? If so, how will he or she know where the person needing assistance is? 

When Will the Person(s) Provide Assistance? (Always, Only when asked, etc.) 

How Will the Person(s) Providing Assistance Be Contacted? (Face to face, Phone, E-mail, Tweet, Other)

OTHER CONSIDERATIONS 
•	Is the student hypersensitive to noise, light, crowds, touch, etc. that may affect his evacuation in case of an emergency?  What accommodations are needed to mitigate sensory over stimulation during evacuations?
•	What is any, augmentative communication device the student will need to carry with him/her during the evacuation to meet his communication needs?
•	What preparation can be provided to the student in advance to help him/her participate in the evacuation?  (This can be achieved in preparing for fire/evacuation drills:  visual warnings of upcoming fire drills, social stories about fire drills and why it is important not to run and hide, etc).
•	Does the student IEP and/or BSP include specific procedures for directing/transitioning him/her to a different activity that will need to be implemented during the evacuation?
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[bookmark: _Toc63328493]Classroom Evacuation Planning Checklist for Functional & Access Needs

	Teacher Name: 
	
	Room #:
	     



	Building (home, office, etc.): 
	     
	Primary Phone: 
	     



	Are Service Animals Present: 
	 Yes 
	 No 



COMMUNICATION/OCCUPANT NOTIFICATION 
	Type of Emergency 
	Method or Device for Notification 

	Fire: 
	     

	Earthquake: 
	     

	Flood: 
	     

	Storm: 
	     

	Attack: 
	     

	Other (specify): 
	     




	 
	YES 
	NO 
	N/A 
	Comments  

	Are there emergency notification devices (alarms, etc.) appropriate for students/occupants? 
	 
	 
	 
	     

	Does the teacher/aides know the location of each emergency notification device/system and do students understand its meaning/function? 
	 
	 
	 
	     

	Does the teacher/aides know how to sound the alert for emergencies (manual pull box alarms, public address systems, radio, telephones)? 
	 
	 
	 
	     

	If telephones are used to report emergencies, are emergency numbers posted near telephones, on next to classroom phone or in other conspicuous locations? 
	 
	 
	 
	     

	Is there a way for a person with a hearing or speech impairment to report an emergency? 
	 
	 
	 
	     

	If the communication system also serves as an alarm system, do all emergency messages have priority over all non-emergency messages? 
	 
	 
	 
	     

	Is there a unique signal (sound, light, header) to indicate an emergency message? 
	 
	 
	 
	     



ACCESSIBLE AND SAFE ROUTE/USE OF THE WAY 
	 
	YES 
	NO 
	N/A 
	Comments  

	Are evacuation paths always free of obstructions, including furniture and equipment, so everyone can safely exit the building during an emergency? 
	 
	 
	 
	     

	Do all interior doors, other than fire doors, readily open from the inside without keys, tools, or special knowledge and require less than 5 pounds of force to unlatch and set the door in motion? 
	 
	 
	 
	     

	Are exit signs not obstructed or concealed in any way, particularly for people with vision impairments who need to find and feel the sign? 
	 
	 
	 
	     

	Are exit doors kept free of items that obscure the visibility of exit signs or that may hide visual, tactile, or Braille signage? 
	 
	 
	 
	     

	Is the emergency escape path clear of obstacles caused by construction or repair ? 
	 
	 
	 
	     

	Are usable evacuation paths at least 32 inches wide for any segment less than 24 inches in length and 36 inches for all segments 24 inches or longer? 
	 
	 
	 
	     

	Is each usable evacuation path a permanent part of the facility? 
	 
	 
	 
	     

	If the circulation path is not substantially level, are occupants provided with appropriate stairs or a ramp? 
	 
	 
	 
	     





ORIENTATION/WAY FINDING 
	 
	YES 
	NO 
	N/A 
	Comments  

	How do staff communicate the evacuation path to individuals with functional and special needs?
	

	Is the usable evacuation path clearly marked to show the route to leave the building or to relocate to some other space within the building in an emergency? 
	 
	 
	 
	     

	Do doors to an evacuation path have proper maneuvering clearances? 
	 
	 
	 
	     

	Can the doors be easily unlatched? 
	 
	 
	 
	     

	Is each exit marked with a clearly visible sign reading “EXIT” in any necessary forms (visual, tactile, Braille)? 
	 
	 
	 
	     

	Is every doorway or passage that might be mistaken for an exit marked “NOT AN EXIT” or with an indication of its actual use in any necessary forms (visual, tactile, Braille)? 
	 
	 
	 
	     

	Are signs posted and arranged along evacuation paths to adequately show how to get to the nearest exit? 
	 
	 
	 
	     

	Do the signs clearly indicate the direction of travel in any necessary forms (visual, tactile, Braille)? 
	 
	 
	 
	     

	Do brightly lit signs, displays, or objects in or near the line of vision not obstruct or distract attention from exit signs, particularly for people with low vision? 
	 
	 
	 
	     



TYPE OF ASSISTANCE NEEDED 
	 
	YES 
	NO 
	N/A 
	Comments  

	Can the students evacuate themselves with a device or aid? 
	 
	 
	 
	     

	What are the specific devices or aids? 
	     

	Where are the devices or aids located? 
	     

	Do the students need assistance to evacuate? 
	 
	 
	 
	     

	What do the assistant(s) need to do? 
	     

	Do the assistant(s) need any training?  (i.e. CPI)
	 
	 
	 
	     

	Has the training been completed? 
	 
	 
	 
	     

	Have the assistants been made aware of the students’ sensory needs (if applicable)
to develop an awareness of any particular accommodations that the student(s) may need during the 
evacuation.
	

	Where will the assistant(s) meet the student(s) requiring assistance? 
	     

	When will the student(s) requiring assistance contact the assistant(s)? 
	     



Number of Assistants Needed 
	How many assistants are needed? 
	     

	How will the assistant(s) be contacted in an emergency? 
	     


 
	 
	Name 
	Phone 
	Cell Phone 
	E-mail  

	Assistant 1 
	     
	     
	     
	     

	Assistant 2 
	     
	     
	     
	     

	Assistant 3 
	     
	     
	     
	     

	Assistant 4 
	     
	     
	     
	     

	Assistant 5 
	     
	     
	     
	     

	Assistant 6 
	     
	     
	     
	     



SERVICE ANIMAL 
	 
	YES 
	NO 
	Comments  

	Have the families discussed with the classroom staff their preferences with regard to evacuation and handling of the service animal(s)? 
	 
	 
	     

	Have the classroom staff thought about under what circumstances a decision may have to be made about leaving the service animal behind? 
	 
	 
	     

	What is the best way to assist the service animal if it becomes hesitant or disoriented? 
	     

	Do first responders have a copy of the detailed information for the service animal? 
	 
	 
	     

	Where are extra food and supplies kept for the service animal? 
	     






Opioid & Fentanyl Overdose Prevention 
FUNCTIONAL ANNEX F


	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	Senate Bill (SB) 10 (Cortese, Statutes of 2023)—Opioid Overdose Prevention and Treatment: Melanie’s Law. This bill requires school safety plans serving students in grades 7-12 to include a protocol for responding to an opioid overdose. The bill also requires the CDE to post informational materials on its website on opioid overdose prevention and would encourage county offices of education to establish working groups on fentanyl education in schools. This bill goes into effect on January 1, 2024.

If the district already has a plan in place to prevent and respond to opioid incidents on campus, insert that plan here.  

If the district is still working to develop the plan, consider using the resources provided in this document to develop a template for schools to use.  


































{SCHOOLNAME} PROCEDURES FOR PREVENTING OPIOID AND FENTANYL USE AND OVERDOSE
{SchoolName} primary goal in the fight against opioids and fentanyl use is prevention.  

{SchoolName} will use the following prevention strategies:  
Distribute materials to and/or discuss with students content conducive to preventing drug use/abuse such as, but not limited to: 
How opioids and fentanyl affect the body’s systems.
Refusal strategies
The signs and symptoms of use/abuse
The science of addiction 
Distribute safety advice to families regarding opioid overdose prevention.   
Creating a supportive, safe and orderly environment conducive to learning by regularly assessing school climate and using data to develop goals and objectives to address gaps.  
Providing training to staff on building protective factors in students, as well as recognizing the signs and symptoms of use/abuse.
Add additional strategies used at the school. 



FIVE ESSENTIAL STEPS FOR INDIVIUDALS RESPONDING TO  POSSIBLE OVERDOSE
The following was developed and taken from The Department of Health and Human Services, Substance Abuse and Mental Health Services Administration document SAMHSA Opioid Overdose Prevention Toolkit. 

Overdose is common among persons who use illicit opioids such as heroin and among those who misuse medications prescribed for pain such as oxycodone, hydrocodone, methadone, buprenorphine, and morphine. The incidence of opioid overdose is rising nationwide. In 2016, more than 42,000 of the drug overdose deaths in the United States involved some type of opioid, including heroin. 

To address the problem, emergency medical personnel, health care professionals, school personnel, people who use drugs, and other community members who may witness and respond to an overdose are being trained in the use of the opioid antagonist medication naloxone, which can reverse the potentially fatal respiratory depression caused by opioid overdose. (Note that naloxone has no effect on non-opioid overdoses, such as those involving cocaine, benzodiazepines, or alcohol.

The steps outlined in this section are recommended to reduce the number of deaths resulting from opioid overdoses.

STEP 1: EVALUATE FOR SIGNS OF OPIOID OVERDOSE

Signs of OVERDOSE, which often results in death if not treated, include:
Unconsciousness or inability to awaken.
Slow or shallow breathing or breathing difficulty such as choking sounds or a gurgling/snoring noise from a person who cannot be awakened.
Fingernails or lips turning blue/purple.

If an opioid overdose is suspected, stimulate the person:
Call the person’s name.
If this doesn’t work, vigorously grind knuckles into the sternum (the breastbone in middle of chest) or rub knuckles on the person’s upper lip.
If the person responds, assess whether he or she can maintain responsiveness and breathing.
Continue to monitor the person, including breathing and alertness, and try to keep the person awake and alert.
If the person does not respond, call 911, provide rescue breathing if the person is not breathing on their own, and administer one dose of naloxone.

STEP 2: CALL 911 FOR HELP

AN OPIOID OVERDOSE NEEDS IMMEDIATE MEDICAL ATTENTION. 
An essential step is to get someone with medical expertise to see the person as soon as possible. If no emergency medical services (EMS) or other trained personnel is on the scene, activate the 911 emergency system immediately. All you have to say is “Someone is unresponsive and not breathing.” Be sure to give a specific address and/or description of your location. After calling 911, follow the dispatcher’s instructions. If appropriate, the 911 operator will instruct you to begin CPR (technique based on rescuer’s level of training).

STEP 3: ADMINISTER NALOXONE
If the person overdosing does not respond within 2 to 3 minutes after administering a dose of naloxone, administer a second dose of naloxone.

Naloxone should be administered to anyone who presents with signs of opioid overdose or when opioid overdose is suspected. Naloxone is approved by the Food and Drug Administration (FDA) and has been used for decades by EMS personnel to reverse opioid overdose and resuscitate individuals who have overdosed on opioids. Research has shown that women, older people, and those without obvious signs of opioid use disorder are undertreated with naloxone and, as a result, have a higher death rate. Therefore, it is also important to consider naloxone administration in women and the elderly found unresponsive with opioid overdose.

Naloxone can be given by intranasal spray and by intramuscular (into the muscle), subcutaneous (under the skin), or intravenous injection.

{SchoolName} uses intranasal spray. 

All naloxone products are effective in reversing opioid overdose, including fentanyl-involved opioid overdoses, although overdoses involving potent (e.g., fentanyl) or large quantities of opioids may require more doses of naloxone.

DURATION OF EFFECT. The duration of effect of naloxone depends on dose, route of administration, and overdose symptoms and is shorter than the effects of some opioids. The goal of naloxone therapy should be to restore adequate spontaneous breathing, but not necessarily complete arousal.

More than one dose of naloxone may be needed to revive someone who is overdosing. People who have taken longer acting or more potent opioids may require additional intravenous bolus doses or an infusion of naloxone.

Comfort the person being treated, as withdrawal triggered by naloxone can feel unpleasant. Some people may become agitated or confused, which may improve by providing reassurance and explaining what is happening.

SAFETY OF NALOXONE. The safety profile of naloxone is remarkably high, especially when used in low doses and titrated to effect. When given to individuals who are not opioid intoxicated or opioid dependent, naloxone produces no clinical effects, even at high doses. Moreover, although rapid opioid withdrawal in opioid-tolerant individuals may be unpleasant, it is not life threatening.

Naloxone can be used in life-threatening opioid overdose circumstances in pregnant women.

The FDA has approved an injectable naloxone, an intranasal naloxone, and a naloxone auto-injector as emergency treatments for opioid overdose. People receiving naloxone kits that include a syringe and naloxone ampules or vials should receive brief training on how to assemble and administer the naloxone to the victim. The nasal spray is a prefilled, needle-free device that requires no assembly and that can deliver a single dose into one nostril. The auto-injector is injected into the outer thigh to deliver naloxone to the muscle (intramuscular) or under the skin (subcutaneous). Once turned on, the currently available device provides verbal instruction to the user describing how to deliver the medication, similar to automated defibrillators. Both the nasal spray and naloxone auto-injector are packaged in a carton containing two doses to allow for repeat dosing if needed.

FENTANYL-INVOLVED OVERDOSES. Suspected opioid overdoses, including suspected fentanyl- involved overdoses, should be treated according to standard protocols. However, because of the higher potency of fentanyl and fentanyl analogs compared to that of heroin, multiple doses of naloxone may be required to reverse the opioid-induced respiratory depression from a fentanyl-involved overdose.
[bookmark: Many_anecdotes_report_more_rapid_respira]Many anecdotes report more rapid respiratory depression with fentanyl than with heroin, although other reports do not reflect such rapid depression.

Because of these effects, quicker oxygenation efforts and naloxone delivery may be warranted with fentanyl-involved overdoses compared with heroin-only overdoses. However, naloxone is an appropriate response for all opioid overdoses, including fentanyl-involved overdoses.

[bookmark: Step_4:_SUPPORT_THE_PERSON’S_BREATHING][bookmark: _bookmark4]STEP 4: SUPPORT THE PERSON’S BREATHING
Ventilatory support is an important intervention and may be lifesaving on its own. Rescue breathing can be very effective in supporting respiration, and chest compressions can provide ventilatory support.

Rescue breathing for adults involves the following steps:
Be sure the person’s airway is clear (check that nothing inside the person’s mouth or throat is blocking the airway).
Place one hand on the person’s chin, tilt the head back, and pinch the nose closed.
Place your mouth over the person’s mouth to make a seal and give two slow breaths.
Watch for the person’s chest (but not the stomach) to rise.
Follow up with one breath every 5 seconds.

Chest compressions for adults involve the following steps:
Place the person on his or her back.
Press hard and fast on the center of the chest.
Keep your arms extended.

[bookmark: Step_5:_MONITOR_THE_PERSON’S_RESPONSE][bookmark: _bookmark5]STEP 5: MONITOR THE PERSON’S RESPONSE
All people should be monitored for recurrence of signs and symptoms of opioid toxicity for at least 4 hours from the last dose of naloxone or discontinuation of the naloxone infusion. People who have overdosed on long-acting opioids should have more prolonged monitoring.

Most people respond by returning to spontaneous breathing. The response generally occurs within 2 to 3 minutes of naloxone administration. (Continue resuscitation while waiting for the naloxone to take effect.)
Because naloxone has a relatively short duration of effect, overdose symptoms may return. Therefore, it is essential to get the person to an emergency department or other source of medical care as quickly as possible, even if the person revives after the initial dose of naloxone and seems to feel better.

SIGNS OF OPIOID WITHDRAWAL. The signs and symptoms of opioid withdrawal in an individual who is physically dependent on opioids may include body aches, diarrhea, tachycardia, fever, runny nose, sneezing, piloerection (gooseflesh), sweating, yawning, nausea or vomiting, nervousness, restlessness or irritability, shivering or trembling, abdominal cramps, weakness, tearing, insomnia, opioid craving, dilated pupils, and increased blood pressure. These symptoms are uncomfortable, but not life threatening. After an overdose, a person dependent on opioids should be medically monitored for safety and offered assistance to get into treatment for opioid use disorder.

If a person does not respond to naloxone, an alternative explanation for the clinical symptoms should be considered. The most likely explanation is that the person is not overdosing on an opioid but rather some other substance or may be experiencing a non-overdose medical emergency.

In all cases, support of ventilation, oxygenation, and blood pressure should be sufficient to prevent the complications of opioid overdose and should be given priority if the response to naloxone is not prompt.

DO’S AND DON’TS WHEN RESPONDING TO OPIOID OVERDOSE
DO attend to the person’s breathing and cardiovascular support needs by administering oxygen or performing rescue breathing and/or chest compressions.
DO administer naloxone and utilize a second dose, if no response to the first dose.
DO put the person in the “recovery position” on the side, if you must leave the person unattended for any reason.
DO stay with the person and keep the person warm.
DON’T slap or forcefully try to stimulate the person; it will only cause further injury. If you cannot wake the person by shouting, rubbing your knuckles on the sternum (center of the chest or rib cage), or light pinching, the person may be unconscious.
DON’T put the person into a cold bath or shower. This increases the risk of falling, drowning, or going into shock.
DON’T inject the person with any substance (e.g., saltwater, milk, stimulants). The only safe and appropriate treatment is naloxone.
DON’T try to make the person vomit drugs that may have been swallowed. Choking or inhaling vomit into the lungs can cause a fatal injury.
NOTE: All naloxone products have an expiration date, so it is important to check the expiration date and obtain replacement naloxone as needed.



OPIOID ANTAGONIST MEDICATION SPECIFICS

	NOTES ABOUT THIS SECTION 

	FOR DISTRICT OFFICE

	The District should determine if this section is necessary for their schools.  Discuss with general counsel the need for such content in your CSSP.  
This template uses the generic name “Naloxone” as it is the most widely used opioid antagonist medication used by districts. When naloxone was first approved to reverse opioid overdoes, its brand name was “Narcan.”  There are now other formulations and brand names for naloxone, but many people continue to call of these products “Narcan.” However, the proper generic name is “naloxone.”  Districts should change the name and other information according to District policy and procedures as well as the manufacturers instructions.  
The District should determine if any pieces in this plan are confidential (such as storage locations of Opioid Antagonist Medication).  If so, insert the following (or similar) verbiage with that specific information.  
CONFIDENTIAL
Confidential document related to the District’s tactical responses to criminal incidents and/or vulnerability to terrorist attack or other criminal acts.
Prepared for the District’s Board of Education’s consideration in closed session and law enforcement, including the {LawEnforcement}.  (See Cal. Educ. Code section 32281(f)(1) and Cal. Govt. Code section 6254(aa).)





	NOTES ABOUT THIS SECTION 

	FOR SCHOOL

	Insert the name of your opioid antagonist medication, such as Naloxone, in the title and then enter the content into tables as listed below



TRAINING
Training is required prior to the administration of Naloxone.  Education Code 49413.3 outlines training requirements for K-12 schools, which is required initially and then annually. Topics include:
Techniques for recognizing symptoms of an opioid overdose
Standards and procedures for the storage, restocking, and emergency use of Narcan
Basic emergency follow up procedures, including but not limited to, a requirement for the school administration or designee to call emergency medical services and to contact the student’s parent/guardian.  Recommendations on the necessity of instruction and certification in cardiopulmonary resuscitation 
Written materials covering the information required under this subdivision

STORAGE
Naloxone will be stored in accordance with manufacturer’s instructions to avoid extreme cold, heat, and direct sunlight. Naloxone has a shelf life of 18 months to two years and should be stored between 59 and 86 degrees Fahrenheit and should be kept away from direct sunlight.  It should be stored in a secured but unlocked location, where all trained personnel shall have access to the medication. Inspection of the naloxone shall be conducted at regular intervals.

	{HERE: insert name of opioid antagonist medication used (naloxone?)}
Is stored in the following locations at the school:

	

	





SAMPLE NALOXONE NASAL SPRAY ADMINISTRATION FLOWCHART
    



OPIOID ANTAGONIST NALOXONE PROCEDURE TRAINING DOCUMENTATION
	{HERE: insert name of opioid antagonist medication used (Naloxone?)} 
Trained Individuals

	NAME
	POSITION
	LOCATION (Classroom/Office)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



SAMPLE INDIVIDUAL DOCUMENTATION

{DistrictName} Health Procedure Training – Opioid Antagonist Naloxone Documentation at {SchoolName}

I, ______________________________ have read, been trained and understand the following 
    (Print Full Name) 
procedures for individual with identified opioid overdose: 

Understanding and identifying of signs of overdose
Administration of Intra-Nasal Naloxone
Emergency Notification procedures
Naloxone Administration Report Form

_____  I understand I need to maintain my skills and will be observed on an ongoing basis by the Credentialed School Nurse
______ I have had the opportunity to ask questions and have received satisfactory answers to my questions.  
______ I possess a current CPR card, expiration date is: ________________________
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