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[SCHOOL NAME HERE]
School Emergency Management Plan
[SCHOOL YEAR]

Meets requirements of California Education Code 32280
	EMERGENCY INCIDENTS AND RESPONSE ACTIONS


Fire, Explosion, Bomb Threat, Flood
Quick Assessment: NOT SAFE TO STAY
Action to Take: EVACUATION

NOTIFICATION OF ACTION- Fire alarm sounds in long bursts and verbal command from school administrator: “EVACUATE THE BUILDING OR SITE”.

LEAVE THE ROOM/AREA-When the bell or verbal notification is given; stop whatever you are doing and line students up in single file order. Do not lock doors and proceed to your designated evacuation area. Take your classroom/office safety folder and attendance book with you. 
TAKE ROLL-When arriving at your assigned location, keep students in single file line and take roll. Hold up the green side of safety folder if all students and staff are accounted for. Hold up red side of folder if a student can not be accounted for. Complete Emergency Attendance Form in your folder and give information to the Teacher Leader for your designated area.

WAIT FOR DIRECTIONS- Teacher Leader or administrator will give further directions which include: remain in evacuation area, proceed to on-site loading area, or return to class

ON-SITE EVACUATION AREA INFORMATION
Primary Location:

Secondary Location:

Active Shooter, Person with Gun or Dangerous Weapon
Quick Assessment: NOT SAFE TO BE OUTSIDE BUILDING OR CLASSROOM
Action to Take: CODE RED LOCKDOWN
NOTIFICATION ACTION: Verbal command from administration: “CODE RED LOCKDOWN”.

SECURE THE ROOM: Lock doors and windows. Barricade doors, turn off lights and cover windows. Get down and behind an interior barricade away from the door.

TAKE ROLL: If missing students or anyone has serious injuries place red card in a window. If nobody is missing or injured place green card in window. Complete Emergency Incident Roll Form in your folder and give information to the Teacher Leader of your designated area.

WAIT FOR DIRECTIONS: Do not leave. Teacher Leader or administrator will give further directions which include: remain in lock-down status, initiate evacuation procedures, or resume normal activities.

Police Activity in Area, Severe Weather, Dangerous Animal Loose
Quick Assessment: Not Safe to Be Outside Building or Classroom
Action to Take: CODE BLUE SHELTER IN PLACE LOCKDOWN
NOTIFICATION ACTION:  Verbal command from administration “CODE BLUE SHELTER IN PLACE LOCKDOWN”.

STAY INSIDE: Close doors and windows. Continue normal activities. Limit and control student and staff movement outside secured rooms. 
TAKE ROLL: If missing students place red card in window. Complete Emergency Incident Roll Form in your folder and give information to the Teacher Leader of your designated area.

WAIT FOR DIRECTIONS: Do not leave. Teacher Leader or administrator will give further directions which include: remain or increase lock-down status, initiate evacuation procedures, or resume normal activities.

Toxic Material Spills, Natural Gas Leak
Quick Assessment: Not Safe to Be Outside Building or Classroom
Action to Take: SHELTER IN PLACE
NOTIFICATION ACTION: Verbal command from administration “SHELTER IN PLACE”.

GET OR STAY INSIDE BUILDING OR ROOM:  Close doors and windows. Ensure HVAC system is turned off. Continue normal activities.

TAKE ROLL: If missing students place red card in window. Complete Emergency Incident Roll Form in your folder and give information to the Teacher Leader of your designated area.

WAIT FOR DIRECTIONS: Do not leave. Teacher Leader or administrator will give further directions which include: remain in shelter-in-place status, initiate evacuation procedures, or resume normal activities.
	SAFETY INFORMATION


EMERGENCY PROCEDURES POSTERS

Posters are located on a wall near doorway in each classroom and office. Use posters for procedures, directions, and reference numbers during emergency incidents. 
SAFETY FOLDERS

Primary caretakers of the folders are the classroom teacher and office secretary.  It is important that the folders be available to staff when the primary caretaker is not available. Contents include class rosters, student and staff list with special needs, emergency procedures, directions, reference numbers, emergency incident roll forms, and Emergency Management Team ICS assignments. Take the folder with you when evacuating. Use folder cover to indicate your status; red- missing, injured, or extra students and staff or green- assigned student and staff accounted for and all ok. 
	PHONE TREE ASSIGNMENTS FOR TEACHER LEADERS TEAM


When an Evacuation, Lockdown, or Shelter in Place occurs, call to verify notification received, response actions, accountability of students and staff, and any reported injuries from the emergency incidents is the responsibility of the ICS Response Unit’s Teachers Leaders Team. The following Team Leaders assignments are:
	Teacher Leader
	Area
	Teachers or Staff Members

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Teachers or Staff will complete the Emergency Incident Roll Form. List missing and injured students or staff assigned to your room. If you have additional students, staff, or other people who are in your room due to the incident, record this information on the form. Do not release these extra people until directed to do so by your Teacher Leader or administrator. Use the safety folder or colored paper to indicate your room’s status: red- missing, injured, or extra people and green-all assigned students and staff accounted for and ok. 
Teacher Leaders will contact each assigned room to verify response and collect emergency incident roll call information. Use email, cell phone, or runners to make contact with the room. Simply ask “All Clear?”  Do not get in a conversation, move quickly through the list. When finished, relay the information to the Operations Chief or Command Center. 
ICS Units, under the direction of the Incident Commander, you will support classrooms by providing personnel to locate, provide medical aid, and evacuate students and staff when necessary. 
	ACCOUNTABILITY PLAN


Conducting Roll During and After an Emergency Incident
It is critical to knowing the whereabouts of all students and staff assigned to the site as quickly as possible after an emergency incident. The following directions and procedures will provide a systematic and thorough process for completing this important task. The Incident Commander (Command Post) will initiate the accountability plan. 
1. Teachers must take roll and complete the Emergency Incident Student and Staff Update Roll Form to identify missing, injured, and extra students and staff in the classroom. Teachers will use a colored card or safety folder to indicate: red-missing, injured, or extra student or staff member, or green- all students and staff members accounted for and ok. 
2. Teacher Leaders or an administrator will collect the teacher’s emergency incident update roll by phone, cell phone, email, texts, or emergency runners. Updated information will be collected by the Incident Commander (Command Post).
3. Incident Commander (Command Post) conducts or activates ICS Operations Unit to initiate accountability system and procedures. System will use phones, cell phones, emails, texts, or runners to retrieve the information from Teacher Leaders or teachers. A master site attendance roster will be completed which provides updated information listing students and staff who are missing or injured.  
Missing student information will be cross checked with daily attendance data to verify students attendance for the day (sick or early check-out), and if they are listed as “extra” in another class. 
The Incident Commander will activate the First Aid Team to treat injured students and staff. The First Aid Team will set up the First Aid Area for the injured. If possible, injured will be moved to the First Aid Area by any available ICS Response Team or the First Aid Team may be sent to the room to treat the injured.
	REUNIFICATION PLAN


Orderly Student and Staff Check-Out System
During and after an emergency incident many parents will come to the school very quickly to pick up their children. Following the Accountability Plan the site will account for each student and staff member. Implementing the Reunification Plan will provide the site with an orderly process to reunify students with their parents or guardians. The Incident Commander or Command Post will initiate the Reunification Plan.
ON-SITE
1. Teacher Leaders will supervise the Student Staging Area (Evacuation Area). Teacher Leaders will release students to Reunification Team member and record information on the student release form. At the conclusion of the incident, student release forms will be given to the Incident Commander.
2. Reunification Team Members will supervise the Parent Staging Area. Parents arriving to pick up their student will sign in, (Student Reunification Form). Proper identification will be reviewed by Reunification Team. Reunification Team runner will bring student to Parent Staging Area for release to parent/guardian. At the conclusion of the incident, student release forms will be given to the Incident Commander.
OFF-SITE

1. Teacher Leaders will supervise the Student Staging Area (Evacuation Area) and assist the Evacuation Team with moving students to the off-site evacuation area. Teacher Leaders will continue to supervise students at the off-site evacuation area. Students will be released to the Reunification Team member and record information on the student release form. At the conclusion of the incident, student release forms will be given to the Incident Commander.
2. Evacuation Team Members initiate the Off-Site Evacuation Plan to move students and staff to the pre-designated Off-Site Evacuation Area.  Evacuation Team works with District’s Emergency Response Team to arrange pick-up and transportation of students and staff to the off-site location.
3. Reunification Team Members will move to the off-site evacuation area and set-up the Off-Site Reunification Operation. The Reunification Team, with assistance from the District’s Emergency Response Team, will supervise the Off-Site Parent Staging Area. Parents arriving to pick up their student will sign in, (Student Reunification Form). Proper identification will be reviewed by Reunification Team. Reunification Team runner will bring student to Parent Staging Area for release to parent/guardian. At the conclusion of the incident, student release forms will be given to the Incident Commander.
	DESIGNATED AREAS


SITE COMMAND POST:



Primary:

[Location]



Secondary:

[Location]

STAFF STAGING:

[Location]
FIRST AID (TRIAGE):

[Location]

ON-SITE EVACUATION:





In-doors:

[Location]


Outdoors:

[Location]
PARENT STAGING:

[Location]

REUNIFICATION:

[Location]

COUNSELING:


[Location]

MEDIA STAGING:

[Location]
	INCIDENT COMMAND SYSTEM


Emergency Management Response Unit

	Incident Commander
Manages Site during an emergency incident.
	Primary
	Back-up

	
	
	

	Operations Chief
Manages and supervises the Response Units during an emergency incident.
	Primary
	Back-up

	
	
	

	ICS Response Unit

	Teacher Leaders Team
Direct and supervise students and staff during an emergency incident.

	Staff Assigned
	Area Assigned

	
	
	

	Search and Rescue Team

Find and assist missing and injured students and staff during an emergency incident.

	Staff Assigned
	Specialty Area

	
	
	

	Reunification Team

Connect student and parent after an emergency incident.

	Staff Assigned

	
	

	First Aid Team
Treat and triage injuries during an emergency incident.

	Staff Assigned
	Specialty Area

	
	
	

	Security Team
Protect and assist students and staff during an emergency incident.

	Staff Assigned

	
	

	Evacuation Team
Move students and staff to safe off-site location during an emergency incident. 
	Staff Assigned

	
	


	Fire Drill Evacuation Area Assignments


Directions: 
1) Replace “CAMPUS EVAC AREA” with specific location; Front Parking Lot, Tennis Courts, Black Top Area, Athletic Field, etc.  
2) List classroom and teacher’s name below their assigned evacuation area.  Use 2nd page if necessary.
3) Delete directions.

	CAMPUS EVAC AREA
	CAMPUS EVAC AREA
	CAMPUS EVAC AREA

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Insert Evacuation Map Page

Designated Evacuation Areas

(Contact IT for your school site map)

Insert Evacuation Map Page

Designated Evacuation Areas with Assignment Routes

(Contact IT for your school site map)

Insert Emergency Preparedness Map Page

Utilities Off/On Locations

(Contact IT for your school site map)






























PAGE  
2

