Robert Fulton College Preparatory School
“Success…one student at a time”

DATE:
March 19, 2007
TO:

Administrative Team








FROM:
Steve Edelman, Safety Advisor

Victor Rodriguez, Assistant Principal

SUBJECT:
RESPONSIBILITY MATRIX TO BE EXECUTED DURING THE DISTRICT-WIDE EARTHQUAKE DRILL (THURSDAY, APRIL 12, 2007)
BACKGROUND 
We will have a District-Wide Earthquake Drill at 11:50 am on Thursday, April 12, 2007.  This drill will provide an opportunity for all staff and students to simulate a disaster response in order to test and evaluate our school’s emergency procedures plan.  In order to simulate an earthquake scenario, we will have students and staff members who become “injured” during this practice, and we will have parents requesting to be reunited with their children.  In addition, our Search and Rescue Teams will be activated.

As a member of our school’s Emergency Management Team, it is imperative that you carefully review your responsibilities as listed below.  

RESPONSIBILITY MATRIX
	POSITION
	ACTION REQUIRED
	RESPONSIBLE

STAFF
	LOCATION DURING DRILL
	COMMENT(S)

	Incident Commander


	Direct and coordinate all emergency operations
	Robert Garcia
	Command Center
	Bring bullhorn and hard hat

	Public Information Officer
	Coordinate communications with external emergency agencies and the media
	Victor Rodriguez
	Command Center
	Bring bullhorn and School Safety Plans (Volumes I and II)

	Planning and 
Intelligence
	Efficiently gather information and weigh its significance
	John Ross
Alma Vidaña
Deans Office Staff
	Command Center
	Requires actively assessing the status of the emergency at all times; staff must bring four extra functioning radios and distribute these to the Search and Rescue Teams

	Operations
	Coordinate all tactics of the emergency response: first aid, crisis intervention, search and rescue, evacuations, and release of students to parents
	Larry Potell

Luis Morejon
	Command Center
	Requires problem-solving in a non-structured environment

	POSITION
	ACTION REQUIRED
	RESPONSIBLE

STAFF
	LOCATION DURING DRILL
	COMMENT(S)

	Logistics
	Support emergency operations by providing supplies, resources, equipment, and services; shut off water and gas valves, as needed
	Mike Porter

Custodial Staff

Cafeteria Staff
	Emergency Supplies Center
	Have sets of master keys available for Search and Rescue Teams; open all emergency supply sheds; bring portable emergency bins 

	First Aid
	Ensure that all first aid supplies are up-to-date, available, and properly administered
	Lorna Ellison 
Paul Davis

Michael Fabian
	First Aid Center
	Bring both AED units and set up for triage protocol

	Psychological Crisis
	Provide psychological first aid, pursuant to our Crisis Intervention Handbook
	Jonathan Hayes

M. Hendrickson

Dorie Steinberg

Shoshana Taitz

Rebecca Brand
	Crisis Team Center


	Reassure traumatized students and staff (“The worst is now over…”)

	Request Gate Team
	Meet parents at the Request Gate and escort students to the Reunion Gate
	Consuelo Garcia

Attendance and Counseling Office Staffs
	Request Gate
	Bring a updated CL23 to facilitate reunion process; bring updated Emergency Cards and/or ID99 extracts 

	Reunion Gate Team
	Receive parents and reunite them with their children at the Reunion Gate
	Gabriela Bibian

Main, Title I, and A.P. Office Staffs
	Reunion Gate


	Via the updated set of Emergency Cards and/or ID99 extracts, verify custodial rights

	Search and Rescue Team Leader
	Prepare search and rescue operations during an emergency
	Kevin Baxter

Steve Edelman

David Arbogast
	Command Center
	Mobilize and dispatch Search and Rescue Teams as needed

	Search and Rescue Team 1
	Perform search and rescue operations during an emergency
	Lisa Cynkin-Hardy
John Saini
	Team 1 Location in Command Center
	Communicate continuously with the Search and Rescue Team Leaders

	Search and Rescue Team 2
	Perform search and rescue operations during an emergency
	Cassie Santos
Bruce Shien
	Team 2 Location in Command Center
	Communicate continuously with the Search and Rescue Team Leaders

	Search and Rescue Team 3
	Perform search and rescue operations during an emergency
	Chris Garton

Denise Roberston
	Team 3 Location in Command Center
	Communicate continuously with the Search and Rescue Team Leaders

	Search and Rescue Team 4 (Extraction Team)
	Extract students and staff that need to be released during an emergency
	Agata Bronakowska

Pawel Bronakowski
	Team 4 Location in Command Center
	Communicate continuously with the Search and Rescue Team Leaders
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