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Incident Command Center

LOCATION: ____________________________________________

Procedures:

1. Report to incident Command Center.

Responsibilities:
1. Institute emergency response.
2. Assess type and scope of emergency.

3. Determine threat to human life and structures.

4. Set up command post.

5. Set up and coordinate personnel assignments for:

a. Accounting of all students and staff.

b. Communications to District ___ Superintendent.

c. Internal Communications.

d. External communications with media.

e. Campus security/Utilities Team.

f. First Aid/Crisis Team Leader.

g. Search & Rescue Team Coordinator.
h. Fire suppression/Hazardous Materials.
i. Assembly Area Team.
j. Reunion Gate Team.
Supplies/Equipment

1. Table, chair, desk supplies.
2. Sets of Master keys.
3. Walkie-talkies.
4. Portable PA system.
5. AM/FM Portable Radio.
6. Notebook containing the following items:
a. Faculty/Staff Roster.
b. Master Student Roster.
c. Copies of every team’s duties.
d. School Emergency Operations Chart.
e. School Information Map.
f. Emergency Response Team Log.
First Aid/Mental Health/Crisis Team
Location: ________________________________________________________

Procedures:
1. Bring class out and take room.

2. Complete and turn in “Drill/Emergency Status Report”.
3. Sign-off at Incident command Center.
4. Report to the ________________________________________

Responsibilities:
1. Set up first aid area in a safe place.

2. Secure first aid supplies.

3. Coordinate Search and Rescue Teams.

4. Determine need for medical assistance.

5. Administer first aid as needed.

6. Keep record of types of injuries and aid provided.

7. Mitigate emotional trauma.

8. Establish a “buddy” system for staff and students.

9. Keep log of students that need follow-through and referrals.

Supplies/Equipment:
1. Table, chair, desk supplies.

2. First aid supplies.

3. Walkie-talkie.

4. Stretchers.

5. Blankets.

6. Wheelchair.

7. Notebook containing the following items:

a. First Aid Roster.

b. Patient record forms.
c. School Emergency Operations Chart.
d. School Information Map.
e. Emergency Response Team Log.
Search and Rescue Team

Location:  ____________________________________________________________

Procedures:
1. Bring class out and take roll.

2. Complete and turn in “Drill/Emergency Status Report”.
3. Sign-off at Incident Command Center (ICC will issue keys and Walkie-talkie to first team member that signs off).

4. Report to Emergency Supplies Bin.
Responsibilities:
Search and Rescue Team Coordinator:
1. Opens Emergency supplies Bin.

2. Mobilizes Search and Rescue Teams.

3. Maintains contact with Incident Command Center.

4. Receives list of missing/unaccounted students.

5. Checks with Search & Rescue Teams for missing students.

Search and Rescue Teams will do the following during the first 15-20 minutes after an earthquake/disaster:
1. 3-member teams search assigned areas; other team members stay with Search & Rescue Coordinator for support.

2. Locate and quickly move victims to a safe location.

3. Spend no more than one minute with each found victim.

4. Record location of victim on Emergency Response Team Log.

5. Report findings to Search & Rescue Team Coordinator.

6. Other Search & Rescue Team Members are dispatched to areas where needed, only after receiving reports on initial search from all Search & Rescue Teams.

Supplies/Equipment:
1. Master keys.

2. Walkie-talkies.

3. Search & Rescue backpack.

4. Notebook containing the following items:

a. School Emergency Operations chart.
b. School Information Map.
c. Emergency Response Team Log.
Request Gate
Temporary Location: ________________________________________________________

Procedures:
1. Bring class out and take roll.

2. Complete and turn in “Drill/Emergency Status Report”.

3. Sign-off at Incident Command Center.

4. Get necessary supplies from the Emergency Supplies Bin.

5. Report to the Request Gate location by the ____________________.
Responsibilities:
1. Refer to “Student Emergency Information” Cards for room number and Emergency Assembly Area location.

2. Check to make sure that adult requesting to pick up child is authorized on the Emergency Card.

3. Have parent/guardian fill out ‘Permit for Release of Child” form.

4. Send runner with copy of Permit for Release of child” form to emergency Assembly Area.

5. Direct parent/adult to “Reunion Gate” with original copy of “Permit for Release of Child” form.

Supplies/Equipment:

1. Table, chair, desk supplies.

2. Gate keys.

3. Walkie-Talkie.
4. Student Emergency Information Cards (From Incident command Center).
5. Clipboard with Release Procedures.
6. Student Release Request Forms (Blue Slips).
7. Record-keeping materials.

8. Master list of Students.
9. Runners (10-12 Student Council Members).
10. Notebook containing the following items:

a. Faculty/Staff Roster.
b. School Emergency Operations Chart.

c. School Information Map.

d. Emergency Response Team log.

Emergency Assembly Area Team

 Location: ______________________________________________________
PROCEDURES:

1. Bring class out and take roll.
2. Complete and turn in “Drill/Emergency Status Report”.
3. Remain at Assembly Area on the Main Yard.

RESPONSIBILITIES 
Team leader:

1. Bring class out and take roll.

2. Complete and turn in “Drill/Emergency Status Report”.

3. Keeps all doorways, hallways, and stairwells safe and clear.

4. Implements “buddy” system with neighboring teachers/staff.

5. Help runners locate students being picked up and direct them to the “Reunion Gate”.
6. Keep copy of Permit for Release of Child brought by runner.

Other Staff:

1. Evacuate classrooms using predetermined routes to Assembly Area.

2. Take roll and report class/group status to the Incident Command Center.

3. Supervise and reassure students throughout the duration of the emergency.

4. Conduct recreational and educational activities to maintain order and calm.

5. Provide water to help calm the students.

SUPPLIES /EQUIPMENT:

1. Table, chair, desk supplies.

2. Gate keys.

3. Walkie-Talkie.
4. Student Emergency Information Cards (From Incident Command Center).
5. Clipboard with Release Procedures.
6. Student Release Request Forms (Blue Slips).
7. Record-keeping materials.

8. Master list of Students.
9. Runners (10-12 Student Council Members).
10. Notebook containing the following items:

a. Evacuation Routes Diagram.
b. School Emergency Operations Chart.

c. School Information Map.

d. Emergency Response Team Log.

REUNION GATE
Temporary Location: ________________________________________________________

PROCEDURES:

1. Bring class out and take roll.

2. Complete and turn in “Drill/Emergency Status Report”.
3. Sign-off at Incident Command Center.
4. Get necessary supplies from the Emergency Supplies Bin.
5. Report to the Reunion Gate location by _______________________________.

RESPONSIBILITIES:

1. Confirm parent/student relationship with child.

2. Reunite student with designated adult.

3. Collect and file original “Permit for Release of Child” from parent/guardian.

SUPPLIES/EQUIPMENT:
1. Table, chair, desk supplies.

2. Gate keys.

3. Walkie-Talkie.
4. Record-keeping materials.

5. Master list of Students.
6. Notebook containing the following items:

1. Faculty/Staff Roster.

2. School Emergency Operations Chart.

3. School Information Map.

4. Emergency Response Team log.

SECURITY/UTILITIES TEAM
LOCATION: _______________________________________________
PROCEDURES:

1. Bring class out and take roll.

2. Complete and turn in “Drill/Emergency Status Report”.

3. Sign-off at Incident Command Center.

4. Report to Emergency Supplies Bin.

RESPONSIBILITIES:

1. Lock all external gates and doors – secure campus.
2. Post signs as needed.

3. Direct first responders to area of need.

4. Direct parents to the “Request Gate” on ____________________________________

5. Check utilities and take action to minimize damage to school site.

6. Assess damage to site and report findings to Incident Command Center.

7. Distribute resources for immediate use (water, food, sanitary supplies).
8. Establish morgue area, if needed.

9. Establish restroom facilities when requested.

SUPPLIES/EQUIPMENT:

1. Master Keys.
2. Walkie-Talkie.

3. Direction and information signs.

4. Supplies/equipment in emergency supply bin.

5. Notebook containing the following items:

a. School Emergency Operations Chart.


b. School Information Map.


c. Emergency Response Team Log.
FIRE SUPPRESSION/HAZARDOUS MATERIALS TEAM
Location: ___________________________________________________

Procedures:

1. Bring class out and take roll.

2. Complete and turn in “Drill/Emergency Status Report”.

3. Sign-off at Incident Command Center.

4. Report to the Emergency Supplies Bin.

Responsibilities:

1. Obtain all necessary fire suppression equipment and supplies.

2. Locate and extinguish small fires, as necessary.

Supplies/Equipment:

1. Keys – Emergency.

2. Walkie-talkie.
3. CO2  fire extinguishers.
4. Hoses.
5. Gloves.
6. Blankets.
7. Notebook containing the following items:
a. School Emergency Operations Chart.
b. School Information Map.
c. Emergency Response Team Log.
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