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[bookmark: _Toc319831894] (
This template provides guidance that can be used by your district and schools in developing or revising each site’s own comprehensive Emergency Response Plan (ERP).  The template may be used in its entirety or in part.  Districts and schools should work together to adapt the template to their own unique needs.  
The process of
 developing, implementing, and maintaining a viable all hazards response capability 
is derived from the Federal Emergency Management Agency (FEMA).  FEMA developed the 
Comprehensive Preparedness Guide (CPG) 101, Version 2, 
November
 2010, 
which includes key elements of a viable ERP that have been incorporated in this template.  The minimum requirements for school ERPs, per ARS 15-341 Part A. 32, may be found in the attached Minimum Requirements document.
In the current format, this template is public information; however, districts and schools should be aware of the need to protect specific emergency planning information and should redact information from the final ERP as necessary for the safety of the school.
)ore allowing the School or District to easily identify the minimum requirements by the 
[bookmark: _Toc319831896]






















EMERGENCY RESPONSE PLAN ORGANIZATION

An Emergency Response Plan (ERP) contains policies and procedures to follow before, during and after an emergency. The ERP integrates emergency preparedness activities into one document.  It is the focal point for school planning and preparedness procedures. 

Upon the recommendation of the Arizona Department of Emergency and Military Affairs, Division of Emergency Management and local emergency management, the AGENCY/DEPARTMENT–FOCUSED ERP FORMAT, found on page 3-8 of the 
Federal Emergency Management Agency (FEMA), Comprehensive Preparedness Guide 101, (CPG 101), Version II, November 2010, was selected for this ADE ERP template. This format supports key elements of a viable school ERP.  Although, we have chosen this particular format to use as our template, CPG 101 offers a variety of formats that you may select from for your school emergency response plan.

Additional tools to aid in developing and implementing an ERP is found at www.azed.gov/prevention-programs/resources/#11schoolresourse.

AGENCY/DEPARTMENT–FOCUSED ERP FORMAT
	BASIC PLAN
a) INTRODUCTION MATERIALS
i. Promulgation Document/Signatures
ii. Approval and Implementation
iii. Record of Changes
iv. Record of Distribution
v. Table of Contents
b) PURPOSE, SCOPE SITUATION OVERVIEW AND ASSUMPTIONS
i. Purpose
ii. Scope
iii. Situation Overview
a. Hazard Analysis Summary
b. Capability Assessment
c. Mitigation Overview
iv. Planning Assumptions
c) CONCEPT OF OPERATIONS
d) ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES
e) DIRECTION, CONTROL AND COORDINATION
f) INFORMATION COLLECTION, ANALYSIS AND DISSEMINATION
g) COMMUNICATION
h) ADMINISTRATION, FINANCE AND LOGISTICS
i) PLAN DEVELOPMENT AND MAINTENANCE
j) AUTHORITIES AND REFERENCES

	SECTION II:  LEAD AGENCIES 
a) FIRE
b) LAW ENFORCEMENT
c) EMERGENCY MEDICAL
d) EMERGENCY MANAGEMENT
e) HOSPITAL
f) PUBLIC HEALTH
g) OTHERS AS NEEDED


SECTION III:  SUPPORT AGENCIES
Identify those agencies that have a support role during an emergency and describe or address the strategies they are responsible for implementing.


SECTION IV:  HAZARD-SPECIFIC PROCEDURES
For any response or support agency, describe or address its hazard-specific strategies.
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INTRODUCTION MATERIAL 

[bookmark: _Toc319831897][bookmark: _Toc342567430]A.  PROMULGATION STATEMENT

Promulgation Document 
Promulgation is the process that officially announces/declares a plan (or law). The promulgation document gives the plan official status. It gives both the authority and the responsibility to organizations to perform their tasks. It should also mention the responsibilities of tasked organizations with regard to preparing and maintaining their own procedures/guidelines and commit those organizations to carrying out the training, exercises, and plan maintenance needed to support the plan. In addition, the promulgation document allows senior officials to affirm their support for emergency management. 

The Emergency Response Plan (ERP) and supporting materials, is a guide to how the School conducts all-hazards response. To clarify, all-hazards events (please refer to ERP Section IV:  Hazard Specific Procedures) are typically associated with the following categories:

· Natural Hazard - These events are emergencies caused by forces extraneous to man in elements of the natural environment. (e.g., earthquake, flood, hazardous weather, public health emergency). 
· Technological Hazard - These incidents involve materials created by man and that pose a unique hazard to the general public and environment. The jurisdiction needs to consider incidents that are caused by accident (e.g., mechanical failure, human mistake), result from an emergency caused by another hazard, or are caused intentionally. (e.g., infrastructure/utility disruption, radiological, or hazardous material release). 
· Human-caused - These are disasters created by man, either intentionally or by accident. (e.g., criminal or violent behavior, intruder, civil unrest, active shooter, terrorism). 

More guidance on all-hazards planning may be found in Section IV: Hazard Specific Procedures.

The ERP is written in support of emergency management and is built upon the National Response Framework as scalable, flexible and adaptable coordinating structures to align key roles and responsibility. This plan and contents within shall apply to all (add School/District name)  administration, staff, and students, and others participating in protection, prevention, mitigation, preparedness, response and recovery efforts. Furthermore, tasked organizations supporting ERP procedures shall maintain their own procedures and actively participate in the training, exercise, and maintenance needed to support this plan. 

This plan is intended to capture specific authorities and best practices for managing incidents from the serious but purely local, to large-scale community or regional events, or catastrophic in nature.


Most emergencies follow some recognizable build-up period during which actions can be taken to achieve an appropriate state of maximum readiness. General actions are detailed in the appropriate sections of this document; however, it is acknowledged that disasters are unique occurrences, which require specific resources dependent upon the type, nature, and extent of the emergency. In this regard, this document is not all-inclusive, nor does it limit or restrict reasonable or prudent actions.

[bookmark: _Toc273447435]This ERP was prepared by (add School/District name) staff and approved by senior administration, whereas enabling activities contained within this document to be performed within the school capability. Furthermore, this ERP has been distributed internally within the (add School/District name) and with external agencies that may be affected by its implementation.  


Arizona Department of Education 
Emergency Response Plan Template	
January 2013

Arizona Department of Education 
Emergency Response Plan Template	Page 39
January 2013
	
[bookmark: _Toc319831898][bookmark: _Toc342567431]B.  APPROVAL and IMPLEMENTATION  

Approval and Implementation Page
The approval and implementation page introduces the plan, outlines its applicability, and indicates that it supersedes all previous plans. It should include a delegation of authority for specific modifications that can be made to the plan and by whom they can be made without the senior official’s signature. It should also include a date and should be signed by the senior official(s) (e.g., governor, tribal leader[s], mayor, county judge, commissioner[s]). 

This plan shall apply to all (add School/District name)  students, faculty, and staff and others participating in protection, prevention, mitigation, preparedness, response and recovery efforts. Furthermore, the ERP may be applied to any school-sponsored events whether on or off property and all public or private, school-sanctioned activities.  

The School/District (add Principal, Superintendent, etc.), or designee shall be responsible for plan oversight and coordination with applicable stakeholders, such as, law enforcement, county health department, fire services, emergency management, etc. This emergency response plan is based on the “all-hazards” concept and plans for natural and man-made disasters and incidents. The plan is flexible in that part of the plan or the entire plan may be activated based on the specific emergency and decision by school leadership. 

This ERP and its supporting contents are hereby approved, supersedes all previous editions formerly referred to as the (insert previous name of document), and is effective immediately upon the signing of signature authority noted below.  




Approval Signature: ________________________________________________________, Principal

School Name:          _________________________________________________________

Date:                        _________________________________________________________
                 





DISTRICT LEVEL SIGNATURE PAGE



Approval Signature: __________________________________________________________, Superintendent

District Name:          __________________________________________________________

Date:                        ___________________________________________________________


The following signatures appear in recognition of the coordination, collaboration, and document review with local partners.  


Signature: ___________________________________ Date: _____________________
 (Emergency Management Agency)   

Signature: ___________________________________ Date: _____________________
 (Public Health Department)   

Signature: ___________________________________ Date: _____________________
 (Law Enforcement Agency)   

Signature: ___________________________________ Date: _____________________
(Fire Services Agency)

[bookmark: _Toc284183987][bookmark: _Toc319831899]
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[bookmark: _Toc284183988][bookmark: _Toc319831900][bookmark: _Toc342567433]A.  PURPOSE  

Purpose
The purpose sets the foundation for the rest of the EOP. The basic plan’s purpose is a general statement of what the EOP is meant to do. The statement should be supported by a brief synopsis of the basic plan and annexes. 

The purpose of the (add School/District name) Emergency Response Plan is to outline the school’s approach to emergency operations and to enable local, State and federal coordination in addition to public/private support. It provides general guidance for emergency management activities. The ERP and its contents describe the school emergency response organization and assigns responsibilities for various emergency tasks. Specific support materials found in the ERP Sections beyond the Basic Plan, or in attachments, may describe details of who does what, when and how, or provides additional information in support of potential emergency response actions.  Additionally, the ERP describes capabilities and resources, as well as establishes responsibilities and operational processes, to help protect the school from natural, technological, and man-made hazards; with the primary objectives to save lives and protect public health, property and the environment, and, reduce adverse psychological consequences and disruptions.  

Although emergencies/disasters and catastrophic incidents typically result in impacts far beyond the immediate or initial incident area, the ERP provides a framework to enable the management of cascading impacts and multiple incidents as well as the prevention of and preparation for subsequent events.

The (add School/District name) Emergency Response Plan supports the school and the district general operating procedures.  It is the responsibility of those referenced in this plan to integrate their departmental policy, procedures, and emergency management activities such as task performance and organization, while also participating in training, exercises and plan integration and maintenance needed to support a collective process.

Additionally, the Plan:

· Empowers employees in an incident to act quickly and knowledgably; 
· Informs students, faculty, and staff, and trains key stakeholders on their roles and responsibilities before, during, and after an incident; 
· Provides other members of the community with assurances that the School/District has established policy and procedures to respond to incidents/hazards in an effective way;
· Establishes intra-agency and multi-jurisdictional mechanisms for involvement in, and coordination of, incident response and recovery operations;
· Provides guidance for emergency operations and the utilization of all available (add School/District name) and government resources for the protection of lives, property, and the continuance of school operations in an emergency.


[bookmark: _Toc284183989][bookmark: _Toc319831901][bookmark: _Toc342567434]B.  SCOPE  

Scope
The ERP/EOP should also explicitly state the scope of emergency and disaster response and the entities (e.g., departments, agencies, private sector, citizens) and geographic areas to which the plan applies. 

It is the school’s (add staff position, or designee) that is the responsible authority to direct the response involving an incident occurring on property, or at any (add School/District name)  event sponsored or sanctioned. 

This plan and all contents contained herein shall apply to all (add School/District name)  students, faculty, staff and visitors, and others participating in protection, prevention, mitigation, preparedness, response and recovery efforts.  An incident or event influencing (add School/District name)  may also affect the surrounding community; therefore, this plan shall support community emergency operations and any supporting Memorandums of Understanding (MOU) and/or Memorandums of Agreement (MOA).  

The scope of the ERP applies to incidents and/or events of all sizes, including those that exceed the school response services and capabilities that may result in activation of the local emergency operations center. MOUs/MOAs in coordination with additional support requested from local, State and Federal entities may be activated. 

The School ERP outlines the expectations of faculty and staff; roles and responsibilities; direction and control systems; internal and external communications; training and sustainability of the ERP; authority and references as defined by local, State, and Federal government mandates; common and specialized procedures; and specific hazard vulnerabilities and response/recovery for (add School/District name) . 

[bookmark: _Toc284183990][bookmark: _Toc319831902][bookmark: _Toc342567435]C.  SITUATION OVERVIEW

Situation Overview
The situation section characterizes the “planning environment,” making it clear why an EOP is necessary. The level of detail is a matter of judgment; some information may be limited to a few specific annexes and presented there. At a minimum, the situation section should summarize hazards faced by the jurisdiction and discuss how the jurisdiction expects to receive (or provide) assistance within its regional response structures. The situation section covers a general discussion of: 

~Relative probability and impact of the hazards 
~Geographic areas likely to be affected by particular hazards 
~Vulnerable critical facilities (e.g., nursing homes, schools, hospitals, infrastructure) 
~Population distribution and locations, including any concentrated populations of 		individuals with  disabilities, others with access and functional needs, or individuals with 
limited English proficiency, as well as unaccompanied minors and children in daycare
 and school settings
~Dependencies on other jurisdictions for critical resources 
~The process used by the jurisdiction to determine its capabilities and limits in order to prepare for and respond to the defined hazards
~Actions taken in advance to minimize an incident’s impacts, including short- and 
long-term strategies.

(add School/District name)  is a stakeholder in the local and state disaster risks.  The school/district is exposed to hazards, which have the potential for disrupting the school community and causing widespread damage and casualties. Such hazard exposure may include geographic location, population concentration to include demographics*, buildings, rail, air and highway traffic. Other risk factors may include:  floods, tornadoes, terrorist activities, fires, explosions, transportation accidents, pandemic and other infectious diseases, shooting, school collapse, tornado, bomb threats, hostage situation, utility outage, neighborhood disturbance, food poisoning, armed intruder, etc.

*The information gathered during the jurisdictional assessment of individuals with disabilities and others with access and functional needs requires a detailed analysis. Emergency planners need to review the assessment findings and analyze the quantity and types of resources (including personnel) needed during different types of incidents. 

The (add School/District name)  participated in the hazard assessment process, utilizing local resources, such as emergency management, law enforcement, fire services, county health department and private entities where applicable, to determine the threat and risk for the school and surrounding community.  

For information on (add School/District name) demographics, building information, threat and risk, please see (add School/District web site) or (add attachment location). 

To enhance capability and mitigation efforts, the (add School/District name) is a signatory on (may be local emergency management plan, MOU, etc.) which may be found at the following location(s) (add locations).  Capabilities to be able to respond to the most likely hazards were assessed by the school and the surrounding emergency management community. Collectively, measures are in place to address these hazards.
  
· The school works with the law enforcement, county health department, fire services and emergency management staff of the following city(ies) (add names) and/or county(ies) of (add names) on a regular basis.  A cooperative working relationship and team approach between the school and municipal governments for emergency response is seen as a major responsibility for which the school supports. Prevention, protection, response, and recovery capability consideration, along with the adequate training, equipment, and personnel needs are coordinated. 

· The school is dependent upon the local municipalities for fire suppression and rescue services, major hazardous material response capabilities, EMS, bomb squad response, public health guidance, law enforcement tactical responses, support from emergency management, and assistance in emergency operations staffing. If written agreements exist, add location of these agreements.

· The school maintains staffing resources, or has written agreements in place, that may provide the following services: (add items such as CPR, first aid, counseling)

The (add School/District name) has assigned the following staff, (list position) to address emergency preparedness.  In addition to supporting (add local, private, and regional stakeholders) the school has adopted and supports FEMA emergency management practices, protection, prevention, mitigation, preparedness, response and recovery in their planning process, and is committed to developing and exercising plans in addition to training and exercising with local populations.

[bookmark: _Toc319831905][bookmark: _Toc342567436]D.  PLANNING ASSUMPTIONS

Planning Assumptions
These identify what the planning team assumes to be facts for planning purposes in order to make it possible to execute the EOP. During operations, the assumptions indicate areas where adjustments to the plan have to be made as the facts of the incident become known. These also provide the opportunity to communicate the intent of senior officials regarding emergency operations priorities. 
The (add School/District name) ERP is based on the following planning assumptions and considerations as presented in this section.

· Any employee of (add School/District name) may be tasked by this ERP.
· School officials and representatives recognize their responsibilities for the safety and well-being of students, staff, and visitors; and assume their responsibilities in the implementation of this ERP. 
· External resources may be requested to assist the school. 
· In most cases, law enforcement or fire service personnel will assume Incident Command, or establish a unified command, depending on the type of emergency. 
· Incident management activities will be initiated and conducted using the Incident Command System, contained in the National Incident Management System (NIMS.)
· Outside assistance will likely be available in most emergencies affecting the school. Although these procedures define procedures for coordinating such assistance, it is essential for the school to be prepared to carry out disaster response and short-term actions on an independent basis, or in the event, the incident is community or region wide. 
· It is possible for a major disaster to occur any time and any place in or near the school. In some cases, timely dissemination of warnings and increased readiness measures may be possible.  However, many disasters can, and may occur with little or no warning. 
· Proper implementation and understanding of these procedures through training and exercising will reduce or prevent disaster-related losses. 
· Emergencies on the School grounds may involve multiple responding departments and agencies including, but not limited to, local law enforcement, county health department, fire services, emergency management, environmental health and safety, emergency medical services, and appropriate school, city, county, state and federal agencies. 
· Other schools operating on the (add School/District name) property shall coordinate their emergency actions with this ERP.  (add other items as applicable)

[bookmark: _Toc284183991][bookmark: _Toc319831906][bookmark: _Toc342567437]CONCEPT OF OPERATIONS   

[bookmark: _Toc284183992]Concept of Operations (CONOPS) 
The audience for the basic plan needs to be able to visualize the sequence and scope of the planned emergency response. The CONOPS section is a written or graphic statement that explains in broad terms the decision maker’s or leader’s intent with regard to an operation. The CONOPS should describe how the response organization accomplishes a mission or set of objectives in order to reach a desired end-state. Ideally, it offers clear methodology to realize the goals and objectives to execute the plan. This may include a brief discussion of the activation levels identified by the jurisdiction for its operations center. The CONOPS should briefly address direction and control, alert and warning, and continuity matters that may be dealt with more fully in annexes. 

[bookmark: _Toc319831907][bookmark: _Toc342567438]A.  GENERAL

It is the responsibility of the school to protect life and property from the effects of emergency situations within its own jurisdiction. (add School/District name)  has the primary responsibility for initial emergency management activities. Concept of Operations information located in this section is designed to give an overall picture of incident management. It will primarily clarify the purpose, and explain the school’s overall approach to an emergency (i.e., what should happen, when, and at whose direction.) 

Top priorities for incident management are to: 

· Protect and save lives, and protect health and safety of students, faculty, staff, visitors, responders, and recovery workers.
· Protect property and mitigate damages and impacts to individuals, the community, and the environment.
To assist in delineating levels of response, the following terms have been provided, but it is of the utmost importance that terminology is used that is acceptable and applicable to your individual school, district and response community.

An emergency, as used in this plan, is intended to describe a range of situations, from an incident to a major disaster. It includes the following:
 
INCIDENT  -  An incident is a situation that is limited in scope and potential effects. 
EMERGENCY  -  An emergency is a situation that is larger in scope and more severe in terms of actual or potential effects than an incident. 
DISASTER  -  A disaster involves the occurrence or threat of significant casualties and/or widespread property damage that is beyond the capability of the local government to handle with available local resources. 
This ERP is based on the “all-hazards” concept and is flexible in that part of the plan or the entire plan may be activated based on the specific emergency and decision by school leadership. 

The school concept of operations is that the emergency functions of various departments and agencies involved in emergency management will generally parallel normal day-to-day functions or operations. 
Day-to-day functions that do not contribute directly to the emergency may be suspended for the duration of any emergency. The efforts that would normally be required for those functions will be redirected to the accomplishment of emergency tasks by the school. 
The (add School/District name) ERP addresses preparedness activities embedded within the key areas of emergency planning. (CPG 101 v.2, pg. 1-8)

[bookmark: _Toc319831908][bookmark: _Toc342567439]B.  SIX KEY AREAS OF EMERGENCY PLANNING AND INCIDENT MANAGEMENT

In the event of an incident, the (add School/District name) will utilize these definitions (CPG 101, pgs. 1-8/1-10) that are predicated on an all-hazard approach. There is acknowledgement that most responsibilities and functions performed during an emergency are not hazard specific. Likewise, these procedures account for activities pre-incident, incident, and post-incident; consequently, key areas are noted as the following: 

1. Prevention – Consists of actions that reduce risk from human-caused incidents. Prevention planning can also help mitigate secondary or opportunistic incidents that may occur after the primary incident.   
2. Protection – Reduces or eliminates a threat to people, property and the environment.  Primarily focused on adversarial incidents, the protection of critical infrastructure and key resources (CIKR) is vital to local jurisdictions, national security, public health and safety and economic vitality.
3. Mitigation – Mitigation activities are those which eliminate or reduce the probability of a disaster occurring. Also included are those long-term activities which lessen the undesirable effects of unavoidable hazards. 
4. Preparedness – Preparedness activities serve to develop the response capabilities needed in the event an emergency should arise. Planning and training are among the activities conducted under this phase. 
5. Response – Response is the actual provision of emergency services during a crisis. These activities help to reduce casualties and damage, and speed recovery. Response activities include evacuation, rescue, and other similar operations. 
6. Recovery – Recovery is both a short-term and long-term process. Short-term operations seek to restore vital services to the School and provide for the basic needs of students, faculty, and staff. Long-term recovery focuses on restoring the School to its normal pre-disaster, or an improved, state of affairs. The recovery period is also an opportune time to institute future mitigation measures, particularly those related to the recent emergency. 


[bookmark: _Toc342567440][bookmark: _Toc319831909]C.  NATIONAL INCIDENT MANAGEMENT SYSTEM (NIMS) 

NIMS provides a consistent framework for incident management at all jurisdictional levels regardless of the cause, size, or complexity of the incident.  NIMS is not an operational incident management or resource allocation plan.  NIMS represents a core set of doctrine, concepts, principles, terminology, and organizational processes that enables effective, efficient, and collaborative incident management. 

NIMS ensures that those involved in incident response and recovery, understand what their roles are and have the tools they need to be effective.  Additionally NIMS:

· Defines incident response organizational concepts and structures.
· Consists of procedures for managing personnel, facilities, equipment, and communications.
· Is used throughout the life cycle of an incident (e.g., from threat to parent/student reunification).

NIMS components include:

· Preparedness  -  Effective emergency management and incident response activities begin with a host of preparedness activities conducted on an ongoing basis, in advance of any potential incident.  Preparedness involves an integrated combination of planning, procedures and protocols, training and exercises, personnel qualifications and certification, and equipment certification.

· Communications and Information Management  -  Emergency management and incident response activities rely upon communications and information systems that provide a common operating picture to all command and coordination sites.  NIMS describes the requirements necessary for a standardized framework for communications and emphasizes the need for a common operating picture.  NIMS is based upon the concepts of interoperability, reliability, scalability, portability, and the resiliency and redundancy of communications and information systems.

· Resource Management  -  Resources (such as personnel, equipment, and/or supplies) are needed to support critical incident objectives.  The flow of resources must be fluid and adaptable to the requirements of the incident.  NIMS define standardized mechanisms and establishes the resource management process to:  identify requirements, order and acquire, mobilize, track and report, recover and demobilize, reimburse, and inventory resources. 

· Command and Management - The Command and Management component within NIMS is designed to enable effective and efficient incident management and coordination by providing flexible, standardized incident management structures.  The structures are based on three key organizational constructs:  the Incident Command System, Multiagency Coordination Systems, and Public Information.

· Ongoing Management and Maintenance - Within the auspices of Ongoing Management and Maintenance, there are two components:  the National Integration Center (NIC) and Supporting Technologies.

The (add School/District name) has adopted NIMS and the use of the Incident Command System (ICS) in accordance with the Homeland Security Presidential Directive (HSPD) 5.  Additionally, the U.S. Department of Education has provided guidance as to “key personnel,” such as executive leaders, general personnel, Command Staff and Incident Managers, to complete specific courses in order to meet organizational NIMS compliance. 

Appropriate school staff will participate in NIMS preparedness programs, community collaboration and planning efforts, and participate in training and exercising of the ERP’s procedures.

In a major emergency or disaster, the school may be damaged or need to be evacuated, people may be injured, and/or other incident management activities may need to be initiated. These activities will be organized and coordinated to ensure efficient incident management. The Incident Command System (ICS), a component of NIMS, will be used to manage all incidents and major school/district planned events. The school ICS approach will be used in all phases of incident management, including pre-incident activities, incident and post incident.

[bookmark: _Toc319831910][bookmark: _Toc342567441]D.  EMERGENCY OPERATIONS PLAN ACTIVATION AUTHORITY and COMMUNICATION

The (add at least two to three staff positions) is/are typically the responsible authority for directing emergency measures for the school or district, and is provided the authority to activate this ERP.  (add staff position order of succession here)

The (add school staff position(s) will obtain information on the nature of the incident and assessment of the situation and will make the determination of next steps and assume the role of, or delegate the role of incident commander if the situation warrants.  

An incident warranting multi-jurisdictional resources, emergency response activities will employ the Incident/Unified Command System (ICS) structure. 

Timely warnings of emergency conditions are essential to preserve the safety and security of the school or district community and critical to an effective response and recovery.  Direction on communications may be found (add location). Additional information may be obtained at the District level. (add location).


[bookmark: _Toc284183995][bookmark: _Toc319831911][bookmark: _Toc342567442]ORGANIZATION and ASSIGNMENT of RESPONSIBILITIES

Organization and Assignment of Responsibilities 
[bookmark: _Toc284183996][bookmark: _Toc319831912][bookmark: _Toc342567443]The basic plan establishes the operational organization that will be relied on to respond to an emergency. It includes a list of the kinds of tasks to be performed, by position and organization, without all of the procedural details included in functional annexes. When two or more organizations perform the same kind of task, one should be given primary responsibility, with the other(s) providing a supporting role. For the sake of clarity, a matrix of organizations and areas of responsibility (including functions) should be included to summarize the primary and supporting roles. Shared general responsibilities, such as developing SOPs/SOGs, should not be neglected, and the matrix might include organizations not under jurisdictional control, if they have defined responsibilities for responding to emergencies that might occur in the jurisdiction. Organization charts, especially those depicting how a jurisdiction is implementing the ICS or Multiagency Coordination System structure, are helpful. This section should also outline agency and departmental roles related to prevention and protection activities. In addition, this section is where a jurisdiction discusses the option that it uses for organizing emergency management—ESF, agency and department, functional areas of ICS/NIMS, or a hybrid. The selected management structure determines what types of annexes are included in the EOP and should be carried through to any hazard annexes.


A.  ORGANIZATION 

Emergency Management for (add School/District name) is comprised of the following:
(The following are examples and should be modify as applicable to your school or district)

POLICY GROUP (DISTRICT)
The Policy Group is comprised of the following: (add position names)
· Superintendent
· School Board President
· Other

In complex incidents, the Policy Group will be convened at (add location and alternative location).   The role of the Policy Group is to: 
· Support the on-scene Incident Commander with strategic guidance, information analysis, and needed resources
· Provide policy and strategic guidance 
· Help to ensure that adequate resources are available 
· Identify and resolve issues common to all organizations 
· Keep elected officials and other executives informed of the situation and decisions. 
· Provide factual information, both internally and externally through the Joint Information Center (JIC)



SCHOOL SITE SAFETY AND SECURITY STAFF
The (add position name) is responsible for (list what this position is responsible for on a daily bases. It may include duties such as emergency management planning and operations for the school.)  Upon the activation of the ERP for a school incident, the (add position name) assumes the role as (list the role this position will assume), unless delegated.

DISTRICT OR SCHOOL DEPARTMENTS
District and school departments will support emergency response operations through performance of their normal roles and responsibilities.  If called upon, school departments will activate personnel and implement appropriate response actions identified in the plan, or as directed by the Incident Commander or school administration.
Activation of the ICS for a school event may be modified as needed to best serve the nature of the incident.   When the ICS is activated, staff will direct the efforts of their departments according to their respective procedures for emergency operations. 

	
	Department
	Departmental  Duties and Responsibilities

	
1.
	Transportation
	Upon learning of an incident, the Transportation Coordinator/Director will report directly to the Incident Commander for assignment unless otherwise notified.

	
2.
	
	

	
3.
	
	

	
4.
	
	

	
5.
	
	



[bookmark: _Toc284183998][bookmark: _Toc319831913][bookmark: _Toc342567444]B.  SCHOOL POSITION ROLES and EXPECTED ACTIONS

PRINCIPAL/BUILDING ADMINISTRATOR 
The principal may serve as the Incident Commander or delegate that authority to a qualified individual. At all times, the principal still retains the responsibility for the overall safety of students and staff. However, delegating the authority to manage the incident allows the principal to focus on policy-level activities and interfacing with other agencies and parents. The principal shall coordinate between the policy group and the Incident Commander. 




TEACHERS 
Teachers shall be responsible for the supervision of students and shall remain with students until directed otherwise. 
Responsibilities include: 
· Supervise students under their charge. 
· Take steps to ensure the safety of students, staff, and other individuals in the implementation of incident management protocols. 
· Direct students in their charge to inside or outside assembly areas, in accordance with signals, warning, written notification, or intercom orders according to established incident management procedures. 
· Give appropriate action command during an incident. 
· Take attendance when class relocates to an outside or inside assembly area or evacuates to another location. 
· Report missing students to the Incident Commander or designee 
· Execute assignments as directed by the Incident Commander or ICS supervisor. 
· Obtain first aid services for injured students from the school nurse or person trained in first aid. Arrange for first aid for those unable to be moved. 
· Render first aid if necessary. School staff should be trained and certified in first aid and CPR. 

INSTRUCTIONAL ASSISTANTS 
Responsibilities include assisting teachers as directed. 

COUNSELORS, SOCIAL WORKERS, and PSYCHOLOGISTS 
Counselors, social workers, and psychologists provide assistance with the overall direction of the incident management procedures at the site. 
Responsibilities may include: 
· Take steps to ensure the safety of students, staff, and other individuals in the implementation of incident management protocols. 
· Direct students in their charge according to established incident management protocols. 
· Render first aid if necessary. 
· Assist in the transfer of students, staff, and other individuals when their safety is threatened by a disaster. 
· Execute assignments as directed by the Incident Commander or ICS supervisor. 

SCHOOL NURSES/HEALTH ASSISTANTS 
Responsibilities include: 
· Administer first aid or emergency treatment as needed. 
· Supervise administration of first aid by those trained to provide it. 
· Organize first aid and medical supplies. 



CUSTODIANS/MAINTENANCE PERSONNEL 
Responsibilities include: 
· Survey and report building damage to the Incident Commander or Operations Section Chief. 
· Control main shutoff valves for gas, water, and electricity and ensure that no hazard results from broken or downed lines. 
· Provide damage control as needed. 
· Assist in the conservation, use, and disbursement of supplies and equipment. 
· Keep Incident Commander or designee informed of condition of school. 

SCHOOL SECRETARY/OFFICE STAFF 
Responsibilities include: 
· Answer phones and assist in receiving and providing consistent information to callers. 
· Provide for the safety of essential school records and documents. 
· Execute assignments as directed by the Incident Commander or ICS supervisor. 
· Provide assistance to the principal and Policy/Coordination Group. 
· Monitor radio emergency broadcasts. 
· Assist with health incidents as needed, acting as messengers, etc. 

FOOD SERVICE/CAFETERIA WORKERS 
Responsibilities include: 
· Use, prepare, and serve food and water on a rationed basis whenever the feeding of students and staff becomes necessary during an incident. 
· Execute assignments as directed by the Incident Commander or ICS supervisor. 

TRANSPORTATION/BUS DRIVERS 
Responsibilities include: 
· Supervise the care of students if disaster occurs while students are in the bus. 
· Transfer students to new location when directed. 
· Execute assignments as directed by the Incident Commander or ICS supervisor. 
· Transport individuals in need of medical attention. 

OTHER STAFF (ITINERANT STAFF, SUBSTITUTE TEACHERS) 
Responsibilities include reporting to the Incident Commander or ICS supervisor if requested or activated. 

STUDENTS 
Responsibilities include: 
· Cooperate during emergency drills and exercises, and during an emergency situation.
· Learn to be responsible for themselves and others if the emergency situation warrents.
· Understand the importance of not being a bystander by reporting situations of concern to appropriate staff. 
· Develop a general awareness of natural, technological, and human-caused hazards and associated prevention, preparedness, and mitigation measures. 



PARENTS/GUARDIANS 
Responsibilities include: 
· Understanding their roles during a school emergency. 
· Encourage and support school safety, violence prevention, and incident preparedness programs within the school. 
· Participate in volunteer service projects for promoting school incident preparedness. 
· Provide the school with requested information concerning the incident, early and late dismissals, and other related release information. 
· Practice incident management preparedness in the home to reinforce school training and ensure family safety. 
[bookmark: _Toc342567445]DIRECTION, CONTROL, and COORDINATION 
Direction, Control, and Coordination 
This section describes the framework for all direction, control, and coordination activities. It identifies who has tactical and operational control of response assets. Additionally, Direction, Control, and Coordination explain how multijurisdictional coordination systems support the efforts of organizations to coordinate efforts across jurisdictions while allowing each jurisdiction to retain its own authorities. This section also provides information on how department and agency plans nest into the EOP (horizontal integration) and how higher-level plans are expected to layer on the EOP (vertical integration).

[bookmark: _Toc342567446][bookmark: _Toc319831915]A.  INCIDENT COMMAND 

INCIDENT COMMAND SYSTEM

The Incident Command System (ICS) organizational structure develops in a top-down, modular fashion that is based on the size and complexity of the incident, as well as the specifics of the hazard environment created by the incident. As incident complexity increases, the organization expands from the top down as functional responsibilities are delegated. 

To provide for the effective direction, control, and coordination of an incident, either single site or multi-incidents, the school ERP will be activated including the implementation of the Incident Command System (ICS). When needed, separate functional elements will be established and subdivided to enhance internal organizational management and external coordination.

The Policy Group is responsible for providing the Incident Commander with strategic guidance, information analysis, and needed resources. The Executive/Senior Leadership (Principal, Superintendent, etc.) is responsible for the incident.  Along with this responsibility, by virtue of their position, these individuals have the authority to make decisions, commit resources, obligate funds, and command the resources necessary to protect the students and facilities. 




Having the responsibility does not mean that the Executive/Senior Leadership assumes a command role over the on-scene incident operation.  Rather, the Executive/Senior Official:

· Provides policy guidance on priorities and objectives based on situational needs and the Emergency Operations Plan.  
· Oversees resource coordination and support to the on-scene command from an Operations Center.


INCIDENT MANAGEMENT 

The school ICS may be organized into the following functional areas: 
 (
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and
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)
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support.
 (
Incident
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The School/District Incident Commander will be integrated into the Incident Command structure, or assume a role within a Unified Command structure.

If a school emergency is within the authorities of the first-responder community, i.e. emergency requiring law enforcement or fire services, etc., Command will transition, or form a Unified Command structure, upon the arrival of qualified first responders. A transfer of command briefing shall occur.

INCIDENT COMMAND POST 
The Incident Command Post (ICP) is the location from which the Incident Commander oversees all incident operations.  There is generally only one ICP for each incident, but it may change locations during the event.  Every incident must have some form of an ICP.  

The ICP will be positioned outside of the present and potential hazard zone, but located within safe proximity to the emergency site. The ICP is generally responsible for incident response management as follows:
· Serves as a temporary field location for tactical-level on-scene incident command and management 
· Is the on-site headquarters for the Incident Commander, Command Staff and General Staff; and 
· Serves as a field collection point for tactical intelligence and analysis
· The Incident Command Post (ICP) conducts all operations using the Incident/Unified Command System (ICS). 
· The Incident Command Post provides the initial securing of the perimeter of the area, coordinates the actions of the operating units, and remains operational during the field actions (rescue, response, recovery, etc.) as required. 

INCIDENT COMMANDER
 
The Incident Commander (IC) is the primary person in charge at the incident and will establish incident objectives based on the following five primary objectives:

1. Life Safety 
2. Protect Public Health
3. Incident Stabilization
4. Property and Environment Preservation
5. Reduce adverse psychological consequences and disruptions

Additionally, the IC will manage the incident scene, and he or she must keep the Executive/Senior Administration and the Policy Group informed and up to date on important matters pertaining to the incident.

School-related responsibilities and duties include: 
· The first staff person on scene, (or insert position) will assume the role of Incident Commander until a more qualified individual can assume command.   
· The Incident Commander is delegated the appropriate authority to direct tactical on-scene operations until a coordinated incident management framework can be established with local resources.
· Establish an Incident Command Post (ICP) and provide an assessment of the situation to the Executive/Senior Administration, which may also include the Policy Group or other officials, recommend incident response activities, identify incident management resources required, and direct the on-scene incident management activities from the ICP.
· Establish and manage the Command Post, establish the incident organization, and determine strategies to implement protocols and adapt as needed. 
· Monitor incident safety conditions and develop measures for ensuring the safety of building occupants (including students, staff, volunteers, and responders). 
· Coordinate media relations and information dissemination with the principal. 
· Serve as the primary on-scene contact for outside agencies assigned to the incident, establish unified command as necessary, develop working knowledge of local/regional agencies, and assist in accessing services when the need arises. 
· Document activities 
· Assume overall direction of all incident management procedures based on actions and procedures outlined in this EOP. 
· Determine whether to implement incident management protocols (e.g., Evacuation, Shelter in Place, Lockdown, etc.), as described more fully in the (add location) in this document. 
· Arrange for transfer of students, staff, and other individuals when safety is threatened by a disaster. 
· Work with emergency services personnel. (Depending on the incident, community agencies such as law enforcement or fire department may have jurisdiction for investigations, rescue procedures, etc.) 
· Keep the Executive/Senior Leadership and Policy Group informed of the situation. 


UNIFIED COMMAND

Unified Command applies ICS to incidents involving multiple jurisdictions or agencies. It enables schools and agencies with different legal, geographic, and functional responsibilities to coordinate, plan, and interact effectively.  

Additionally, the Incident Commanders within the Unified Command will make joint decisions and speak as one voice.  Any differences are worked out within the Unified Command.  Within Unified Command, law enforcement would not tell school personnel how to manage, i.e. parent-student reunification, etc., or tell the firefighters how to do their job. 

· The Incident Commander, through the Incident/Unified Command System, coordinates the actions of responding community units to the scene. 
· Advise School Leadership and the District of needs that may include personnel recall from other departments/schools as required
· Isolate the incident site and maintain control of the inner and outer perimeters
· Establish tactical communications and designate a primary radio channel 
· Facilitate tactical planning and contingency planning
· Brief first responder personnel
· Designate a staging area for supporting agencies
· Ensure documentation of decisions and activities
· Provide situational updates to the policy group
· Approve requests for additional resources or for the release of resources (demobilization) 
· Approve additional alerts as needed
· Ensure staff prepares an incident After Action Report (AAR)
· Establish immediate priorities
· Coordinate any specific transportation issues (such as helicopter landing zones, EMS locations, morgue location, etc., as appropriate)
· Determines security boundaries 
· Perform other duties as required by the situation. 

PUBLIC INFORMATION OFFICER
The Public Information Officer (PIO) is responsible for interfacing with the media or other appropriate agencies requiring information directly from the incident.
· Check in with Incident Commander and receive a situation brief 
· Assume the duties of the School Public Information Officer (PIO) 
· If necessary, establish and supervise a Joint Information Center (JIC) with PIO’s from the other responder agencies
· Coordinate press releases among response organizations
· Designate a media center and facilitate scheduled press briefings
· Ensure all press releases and public information are reviewed and approved by the Incident Commander, or designee 
· Monitor news media outlets reports of the incident
· Prepare periodic briefings to Executive Policy Group on public information activities and submit draft press releases for review and approval

OPERATIONS SECTION 

The Operations Section directs all tactical operations of an incident including implementation of response/recovery activities according to established incident management procedures and protocols, care of students, first aid, crisis intervention, search and rescue, site security, damage assessment, evacuations, and the release of students to parents. 

Specific responsibilities include: 
· Analyze school staffing to develop a Parent-Student Reunification Plan, and implement an incident action plan. 
· Monitor site utilities (i.e., electric, gas, water, heat/ventilation/air conditioning) and shut off only if danger exists or directed by Incident Commander, and assist in securing facility. 
· Establish medical triage with staff trained in first aid and CPR, provide and oversee care given to injured persons, distribute supplies, and request additional supplies from the Logistics Section. 
· Provide and access psychological first aid services for those in need, and access local/regional providers for ongoing crisis counseling for students, staff, and parents. 
· Coordinate the rationed distribution of food and water, establish secondary toilet facilities in the event of water or plumbing failure, and request needed supplies from the Logistics Section. 
· Document all activities. 

PLANNING SECTION

Collects, evaluates, and disseminates information needed to measure the size, scope, and seriousness of an incident, and to plan appropriate incident management activities. 

Duties may include: 
· Assist Incident Commander in the collection and evaluation of information about an incident as it develops (including site map and area map of related events), assist with ongoing planning efforts, and maintain incident time log. 
· Document all activities 

LOGISTICS SECTION

Supports incident management operations by securing and providing needed personnel, equipment, facilities, resources, and services required for incident resolution; coordinating personnel; assembling and deploying volunteer teams; and facilitating communication among incident responders. This function may involve a major role in an extended incident. 

Additional responsibilities include: 
· Establish and oversee communications center and activities during an incident (two-way radio, battery-powered radio, written updates, etc.), and develop telephone tree for after-hours communication. 
· Establish and maintain school and classroom preparedness kits, coordinate access to and distribution of supplies during an incident, and monitor inventory of supplies and equipment. 
· Document all activities. 


FINANCE/ADMINISTRATION SECTION

Oversees all financial activities including purchasing necessary materials, tracking incident costs, arranging contracts for services, timekeeping for emergency responders, submitting documentation for reimbursement, and recovering school records following an incident. 

Additional duties may include: 
· Assume responsibility for overall documentation and recordkeeping activities; when possible, photograph or videotape damage to property. 
· Develop a system to monitor and track expenses and financial losses, and secure all records. 

The Finance and Administration Section may not be established onsite at the incident. Rather, the school and school district management offices may assume responsibility for these functions. 

An important component of the ERP is a set of interagency agreements with various city/county agencies to aid timely communication. These agreements help coordinate services between the agencies and (add District name). Various agencies and services include county governmental agencies such as mental health, law enforcement, county health department, and fire departments. The agreements specify the type of communication and services provided by one agency to another. The agreements also make school personnel available beyond the school setting in an incident or traumatic event occuring in the community. 

SOURCE and USE of RESOURCES 

(add School/District name)  will use its own resources and equipment to respond to incidents until incident response personnel arrive. Parent volunteers and community members can be trained to assist if called upon and available after an incident occurs. The following organizations or agencies have agreed to be responsible for providing additional resources or assistance by means of written or contractual agreement: (add location of agreements)

Examples:
· First aid kit and sanitation supplies 
· Counseling services 
· Food/water supplies 
· Security 


[bookmark: _Toc342567447]B.  COMMUNICATION
Communications 
This section describes the communication protocols and coordination procedures used between response organizations during emergencies and disasters. It discusses the framework for delivering communications support and how the jurisdiction’s communications integrate into the regional or national disaster communications network. It does not describe communications hardware or specific procedures found in departmental SOPs/SOGs. Planners should identify and summarize separate interoperable communications plans. This section may be expanded as an annex and is usually supplemented by communications SOPs/SOGs and field guides.

[bookmark: _Toc284183999][bookmark: _Toc319831916]Communication is a critical part of incident management. This section outlines (add School/District name)  communications plan and supports its mission to provide clear, effective internal and external communication between the school, staff, students, parents, responders, and media. (add location of communication plan, policy, procedures)

[bookmark: _Toc342567448]C.  NOTIFICATION and WARNING

Timely warnings of emergency conditions are essential to preserve the safety and security of the school community and critical to an effective response and recovery.  

·  Upon learning of an emergency and assessing need for local agency support such as law enforcement or fire services, (add staff positions) will call 911.
· Notification to key (add School/District name) administrators, departments and personnel for emergency response will follow procedures outlined in (add your notification procedures here, or in a section such as an Appendix or Attachment to the ERP).

· Notification of critical personnel will be in accordance with the following: 
· District and/or school personnel shall relay threat information, warnings, to ensure the school community is notified. 
· Staff shall respond according to their procedures for emergency operations, unless otherwise dictated by the event. 

· Emergency notifications, warnings and alerts will typically be disseminated within the school or district using items such as, voice command, intercom system, email, the school radio or television system, or other modes. 

· Law enforcement agencies and other emergency services may be required to disseminate emergency warnings to the public who cannot be reached by school primary warning systems. 



In any case, it is important for the communication hubs to be notified of the emergency to ensure all appropriate notifications are made. Any one or more communication strategies may become disabled.  

· Telephones, cellular or landline, (add items applicable) are the primary means of communications for contacting key emergency responders or departments. 
· The 800 or 900 MHz radios (if applicable) with common channels are one example of communication for emergency responder communications. 
· All school radios (if applicable) have a set of common channels for interoperability among departments. 
[bookmark: _Toc319831918][bookmark: _Toc342567449]D.  EMERGENCY PUBLIC INFORMATION

In the event that a crisis occurs on school property, the Public Information Officer will be notified as soon as possible to report to the Incident Command location. In his/her role as chief spokesperson for the School, will ultimately be responsible for the communications efforts relative to the crisis.
For a detailed plan of emergency public information, (add location if applicable)
[bookmark: _Toc319831919][bookmark: _Toc342567450]E.  NON-EMERGENCY EXTERNAL COMMUNICATIONS

During an incident the school expects to receive a high volume of calls seeking information as to the welfare of students, staff and faculty from concerned parents, relatives, spouses, friends and loved ones.  The surge in volume of calls to the school main numbers may quickly exceed the system capabilities. 
It is essential that call centers are activated and staffed as soon as possible to handle anticipated volume of non-emergency calls related to the incident. 
Call centers may also be a resource in helping to control rumors.

[bookmark: _Toc319831920][bookmark: _Toc342567451]
INFORMATION COLLECTION, ANALYSIS, and DISSEMINATION

Information Collection, Analysis, and Dissemination 
This section describes the critical or essential information common to all operations identified during the planning process. It identifies the type of information needed, the source of the information, who uses the information, how the information is shared, the format for providing the information, and any specific times the information is needed. School/District prevention and protection assets must develop the Information Collection, Analysis, and Dissemination section in close cooperation with school departments and local support agencies such as, law enforcement, fire, emergency management, utilities, insurance agencies, risk management, transportation, etc. The contents of this section are best provided in a tabular format, and may be expanded as an annex if needed. 

Essential information necessary for emergency operations identified in this ERP are recorded on Attachment 1. (if, Attachment 1 was not used, add actual process used) and shared with all appropriate school and district departments, and with external partners including law enforcement, fire, and emergency management.

More in-depth information in this topic area is found in the following materials: 
· FEMA-428/BIPS-07/January 2012 Edition 2 - this primer focuses on a single facility type with a very specific occupancy and vulnerability  
· FEMA P-424, Design Guide for Improving School Safety in Earthquakes, Floods, and High Winds (2010) - addresses the protection of schools from school shooting or terrorist threats
· [bookmark: _Toc319831922][bookmark: _Toc269296156]BIPS 06 (Formerly FEMA 426), Reference Manual to Mitigate Potential Terrorist Attacks Against Buildings - deals with all building types and occupancies, and terrorism.

[bookmark: _Toc342567452]ADMINISTRATION, FINANCE, and LOGISTICS

Administration, Finance, and Logistics 
This section covers general support requirements and the availability of services and support for all types of emergencies, as well as general policies for managing resources. Planners should address the following in this section of the plan: 
· References to mutual  aid agreements
· Authorities for and policies on augmenting staff by reassigning public employees and soliciting volunteers, along with relevant liability provisions 
· General policies on keeping financial records, reporting, tracking resource needs, tracking the source and use of resources, acquiring ownership of resources, and compensating the owners of private property used by the jurisdiction. 

If this section is expanded, it should be broken into individual functional annexes—one for each element.

Consider adding a section covering general support requirements and the availability of services and support for all types of emergencies, as well as general policies for managing resources and adding items such as:
· References to Mutual Aid Agreements: Written agreements between organizations, either public or private, for reciprocal aid and assistance in case of disasters too great may be dealt with unassisted. 
· Authorities for, and policies on augmenting staff by reassigning public employees and soliciting volunteers, etc. 
· General policies on keeping financial records, reporting, tracking resource needs, tracking the source and use of resources, acquiring ownership of resources, and compensating the owners of private property used by the school.
For the purposes of potential insurance, local, state, or federal assistance, or reimbursement, identify the process for which school or district event documentation is tracked.  For example, Financial Management may issue a project number for the incident response effort, and may disseminate the project number for use by all school or district departments participating. This project number would be utilized in conjunction with the applicable accounting code to document all response and recovery costs associated with any emergency or disaster requiring a substantial response effort.  

[bookmark: _Toc319831923][bookmark: _Toc342567453]PLAN DEVELOPMENT and MAINTENANCE

Plan Development and Maintenance 
This section discusses the overall approach to planning and the assignment of plan development and maintenance responsibilities. This section should: 
· Describe the planning process, participants in that process, and how development and revision of different “levels” of the EOP (basic plan, annexes, and SOPs/SOGs) are coordinated during the preparedness phase 
· Assign responsibility for the overall planning and coordination to a specific position 
· Provide for a regular cycle of training, evaluating, reviewing, and updating of the EOP.

[bookmark: _Toc342567454]A.  PLAN DEVELOPMENT and MAINTENANCE 

The ERP integrates with school and district policy and procedures and a number of stakeholder ERPs or guidelines. The school ERP utilizes existing program expertise and personnel to provide prevention, protection, mitigation, preparedness, response, and recovery efforts of post event consequences. The ERP is structured according to the Comprehensive Preparedness Guide (CPG) 101, Nov 2010, while also following the principles of the National Incident Management System (NIMS) and Incident Command System (ICS). Furthermore, the ERP utilizes the Homeland Security Exercise and Evaluation Program (HSEEP) to addresses response, training, exercises, equipment, evaluation, and corrective action practices. 

The (add school position) shall oversee or coordinate with applicable partners the following ERP actions:

· The ERP shall be reviewed annually and modified as necessary by (add position/committee)   

· The school ERP shall be coordinated with the District and external agencies that may be affected by ERP implementation, in an effort to ensure consistency and compatible of their jurisdictional plans.

· Substantive changes between review periods, such as changes in roles or responsibilities, will prompt notification to listed stakeholders. Minor edits such as grammar or spelling changes will require no notification. 

· If the organization and upkeep of the ERP includes process changes such as an ERP review, or a promulgation document designed to capture signature acknowledgement from each partner agency named within the document, the (add position/committee) will generate a draft document that will be sent to the relevant partners for review and recommendations. 

· After a review period and consideration of stakeholder comments, the document will be finalized and signatures obtained. 
· Final results of the reviews and any changes to the ERP shall be presented to the (add school position) for final approval before being adopted. 

· Each school unit or department identified as having a role in this ERP is responsible for communicating the content of the ERP to their staff and ensuring key staff has the opportunity to attend ERP training and exercise activities. 

· Ensure ERP compliance with the applicable local, State, and federal procedures. 

[bookmark: _Toc342567455]B.  TESTING, TRAINING, and EXERCISE

The development of the ERP Training and Exercise Plan is a key component of the School ability to respond to an emergency situation. It is imperative that all school staff have a general understanding of what (add School/District name) role will be during an event and the expected response protocol, which is structured by NIMS while also following the HSEEP procedures.  Therefore, training and exercise opportunities will provide the required background and understanding of staff and response volunteers. 

· ERP training opportunities, as well as review of preparedness or response support materials, shall be incorporated into the annual Training and Exercise schedule and Workforce Development Plan.

· Each school unit or department identified as having a role in this ERP is responsible for communicating the content of the ERP to their staff and ensuring key staff has the opportunity to attend and participate in ERP training and exercise activities. 

· Working with response agency partners, HSEEP compliant exercises should be held to train school and response personnel and evaluate the adequacy of the ERP. Following HSEEP procedures, an After Action Report (AAR) and the Improvement Plan (IP) for each exercise shall be developed and documented appropriately. 
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C.  PLAN CONTACT INFORMATION
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	Phone Number
	Alternant Phone Number
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	Department:
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AUTHORITIES and REFERENCES
 
Authorities and References 
This section provides the legal basis for emergency operations and activities. This section of the plan includes: 
· Lists of laws, statutes, ordinances, executive orders, regulations, and formal agreements relevant to emergencies (e.g., MAAs) 
· Specification of the extent and limits of the emergency authorities granted to the senior official, including the conditions under which these authorities become effective and when they would be terminated 
· Pre-delegation of emergency authorities (i.e., enabling measures sufficient to ensure that specific emergency-related authorities can be exercised by the elected or appointed leadership or their designated successors) 
· Provisions for COOP and COG (e.g., the succession of decision-making authority and operational control) to ensure that critical emergency functions can be performed. 

Procedures within this document apply to (add School/District name) . The organizational and operational concepts set forth in these procedures are promulgated under the following: 

· LOCAL 
· (insert any applicable local citations)

· STATE 
· Arizona Revised Statutes  15-341 (A) (32)

· FEDERAL 
· Robert T. Stafford Disaster Relief and Emergency Assistance Act, PL 100-707 
· Emergency Management and Assistance, Code of Federal Regulations, Title 44. 
· Superfund Amendments and Reauthorization Act of 1986, PL 99-499 (Title III, “Emergency Planning and Community Right-to-Know Act of 1986”). 
· Comprehensive Environment Response Compensation and Liability Act of 1980, PL 96510 (CERCLA or “Superfund”). 
· County Health Department Security and Bioterrorism Preparedness and Response Act (42 CFR Part 73) 
· Homeland Security Act of 2002 (CIKR, Intro-2, CPG 101) 
· Homeland Security Presidential Directive (HSPD) 3, 5 and 8: 
· National Response Framework
· National Incident Management Systems (NIMS)

· Occupational Safety and Health Administration (OSHA) Rule 1910.120
[bookmark: _Toc319831927][bookmark: _Toc342567460]DEFINITIONS  

1. Common Terminology:  Using common terminology helps to define organizational functions, incident facilities, resource descriptions, and position titles.

2. Demographic profile:  Marketers typically combine several variables to define a demographic profile. A demographic profile (often shortened to "a demographic") provides enough information about the typical member of this group to create a mental picture of this hypothetical aggregate.

3. Disaster Recovery Center (DRC). The Disaster Recovery Center is established by FEMA in partnership with state and local emergency management offices. Representatives from federal, state, local, and volunteer agencies are there to explain the assistance available and to assist victims in procuring it. 

4. Emergency Alert System (EAS). A network of broadcast stations and interconnecting facilities which have been authorized by the Federal Communications Commission to operate in a controlled manner during a war, state of public peril or disaster, or other national emergency – as provided by the emergency broadcast system plan. Supersedes EBS (Emergency Broadcast System). 

5. Emergency Management (EM). A framework for organizing and managing emergency protection efforts. Prevention, protection, mitigation, preparedness, response, and recovery – in the all-hazards approach. 

6. Emergency Operations Center (EOC). Specially equipped facilities from which government officials exercise direction and control and coordinate necessary resources in an emergency. 

7. Emergency Public Information (EPI). Information that is disseminated to the public via the news media before, during, and/or after an emergency or disaster. 

8. Emergency Response Plan (ERP). Contains policies and procedures to follow before, during and after an emergency. The ERP integrates emergency preparedness activities into one document. It is the focal point for School planning and preparedness procedures. 

9. Emergency Situation.  As used in this plan, this term is intended to describe a range of situations, from an incident to a major disaster. It includes the following: 
· Incident. An incident is a situation that is limited in scope and potential effects. 
· Emergency. An emergency is a situation that is larger in scope and more severe in terms of actual or potential effects than an incident. 
· Disaster. A disaster involves the occurrence or threat of significant casualties and/or widespread property damage that is beyond the capability of the local government to handle with available local resources. 


· 
10. Federal Emergency Management Agency (FEMA). The federal agency charged with development of an integrated emergency management system and with supporting emergency management and disaster assistance efforts at all levels of government. See: http://www.fema.gov. 

11. Hazard:  Something that is potentially dangerous or harmful, often the root cause of an unwanted outcome. 
· Human-Caused Hazard: A hazard that arises from deliberate, intentional human actions to threaten or harm the well-being of others. Examples include school violence, terrorist acts, or sabotage. 
· Natural Hazard: A hazard related to weather patterns and/or physical characteristics of an area. Often natural hazards occur repeatedly in the same geographical locations. 
· Technological Hazard: A hazard originating from technological or industrial accidents, infrastructure failures, or certain human activities. These hazards may cause loss of life or injury, property damage, social and economic disruption, or environmental degradation, and often come with little to no warning. 

12. Hazardous Material (HAZMAT). A substance in a quantity or form posing an unreasonable risk to health, safety and/or property when manufactured, stored or transported. The substance, by its nature, containment and reactivity, has the capability for inflicting harm during an accidental occurrence. It may be toxic, corrosive, flammable, reactive, an irritant, a strong sensitizer and poses a threat to health and the environment when improperly managed. Included are toxic substances, certain infectious agents, radiological materials and other related materials such as oil or other petroleum products, and industrial solid waste substances. 

13. Incident Commander (IC). The person responsible for the management of all incident operations. The IC is in charge of the incident site. 

14. Incident Command Post.  The location from which the Incident Commander oversees all incident operations.  The ICP may be located outside, in a vehicle, trailer, or tent, or within a building.  The ICP will be positioned at a safe distance from an accident site where the incident commander, responders and technical representatives can make response decisions, deploy man power and equipment, maintain liaison with the media and handle communications.

15. Incident Command System (ICS). The combination of facilities, equipment,       personnel, procedures, and communications operating with a common organizational structure, with responsibility for the management of assigned resources to effectively accomplish stated objectives pertaining to an incident and/or event.

16. Continuity of Operations Plan (COOP) establishes guidance and procedures to ensure the resumption of essential functions in the event that an emergency or disruption incapacitates operations and/or requires the relocation of selected personnel and functions.  (See Annex A COOP)

17. Local Emergency Planning Committee (LEPC). A group of representatives of government and private industry who coordinate response plans for emergency conditions. 

18. Lockdown. A procedure of locking classroom doors, covering windows, moving all persons away from windows and doors during a situation involving dangerous intruders, or other incidents that may result in harm to persons inside the school building. 

19. Liaison Officer. A member of the command staff responsible for interacting with representatives from cooperating and assisting agencies. 

20. Logistics Section. The section responsible for providing facilities, services, and materials for the incident. 

21. Material Safety Data Sheet (MSDS). Document containing specific information on the safe handling of chemicals in the workplace. 

22. National Weather Service (NWS). To provide weather and flood warnings, public forecasts and advisories for all of the United States, its territories, adjacent waters and ocean areas, primarily for the protection of life and property. NWS data and products are provided to private meteorologists for the provision of all specialized services. See: http://www.nws.noaa.gov. 

23. NIMS provides a consistent framework for incident management at all jurisdictional levels regardless of the cause, size, or complexity of the incident.  NIMS is not an operational incident management or resource allocation plan.  NIMS represents a core set of doctrine, concepts, principles, terminology, and organizational processes that enables effective, efficient, and collaborative incident management.

24. Public Information Officer (PIO). A member of the command staff responsible for interfacing with the media or other appropriate agencies requiring information directly from the incident. 

25. Radio Amateur Civil Emergency Service (RACES). A radio communication service conducted by volunteer licensed amateur radio operators, for providing emergency radio communications to local, regional, or state emergency management organizations. FCC 97.163(a). 

26. Resources List. A current list of all resources (equipment, personnel, supplies), which can be used by emergency services in response to local disaster/emergencies. 

27. Safe Zone. A geographical region beyond the warm zone where there is no suspected product contamination; often referred to as the cold zone or the outermost zone. 

28. Shelter-In-Place. A procedure addressing the need to provide refuge for students, staff and visitors within the school building during an emergency.  



29. Staging Area (SA). A pre-selected location having large parking areas and cover for equipment, vehicle operators, and other personnel such as a major shopping area, schools, etc. The SA provides a base for coordinated emergency operations, assembly of persons to be moved by public transportation to reception jurisdictions, a rally point for mutual aid, or a debarking area for returning evacuees. 

30. Transfer of Command:   The process of moving the responsibility for incident command from one Incident Commander to another is called “transfer of command.”  It should be recognized that transition of command on an expanding incident is to be expected.  It does not reflect on the competency of the current Incident Commander.

31. Unified Command. In ICS, Unified Command is a unified team effort that allows all agencies with responsibility for the incident, either geographical or functional, to manage an incident by establishing a common set of incident objectives and strategies. This is accomplished without losing or abdicating agency authority, responsibility, or accountability. The operations section chief is responsible for implementing the incident action plan. 

32. Unity of Command and Chain of Command:  Chain of command refers to the orderly line of authority within the ranks of the incident management organization.  Unity of command means that every individual has a designated supervisor to whom he or she reports at the scene of the incident.  These principles clarify reporting relationships and eliminate the confusion caused by multiple, conflicting directives.  Incident managers at all levels must be able to control the actions of all personnel under their supervision.

33. Unified Command:  In incidents involving multiple jurisdictions, a single jurisdiction with multiagency involvement, or multiple jurisdictions with multiagency involvement, Unified Command allows agencies with different legal, geographic, and functional authorities and responsibilities to work together effectively without affecting individual agency authority, responsibility, or accountability.
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INFORMATION COLLECTION, ANALYSIS, AND DISSEMINATION
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1.  BACKGROUND INFORMATION
The goal of the Information Collection, Analysis, and Dissemination section is to gather critical information to enhance life safety, in addition to the physical resistance of our school and district to man-made and natural hazards. Furthermore, we hope to achieve integrated infrastructure protection and disaster management, and at the same time meet the needs of the students, staff, administration, and public. Protecting a school building and grounds from physical attack is a significant challenge because the design, construction, renovation, operation, and maintenance of a facility must consider numerous building users, infrastructure systems, and building design codes and in collecting, analyzing and disseminating this information we hope to assist you in capturing critical information that will assist school or district staff, and first responders when responding to and recovering from an emergency or disaster occurring on school property.

Schools are an integral part of every community in the United States. As of fall 2010, approximately 75.9 million people were projected as enrolled in public and private schools at all levels including elementary, secondary (See Figure 1), and postsecondary degree-granting. In addition, the number of professional, administrative, and support staff employed in educational institutions was projected at 5.4 million (U.S. Department of Education 2010). 

Additionally, schools serve as resources for their communities. Many schools are used as shelters, command centers, or meeting places in times of crisis. Schools are also used widely for polling and voting functions. In some communities, schools are places of health care delivery. Consequently, ensuring the safety of students, faculty, and staff in our schools, as well as the safety of the school buildings themselves, is critically important. Schools may or may not be the targets, but could be indirectly threatened by collateral damage from an event occurring at nearby facilities. Protecting a school against terrorist attack or active shooter is a challenging task. A school may have considerable vulnerabilities, because of its well-defined periods of use, designated access points, storage of sensitive personal information, minimal security forces, and numerous avenues of penetration and escape for attackers. 

More in-depth information on this topic may found in the following materials: 

· FEMA-428/BIPS-07/January 2012 Edition 2, this primer focuses on a single facility type with a very specific occupancy and vulnerability. 

· FEMA P-424, Design Guide for Improving School Safety in Earthquakes, Floods, and High Winds (2010).  In dealing with the protection of schools from school shooting or terrorist threats

· BIPS 06 (Formerly FEMA 426), Reference Manual to Mitigate Potential Terrorist Attacks Against Buildings.  BIPS 06 deals with all building types and occupancies.  



