Egan School Emergency Preparation Plan


Communication & Documentation:  Julia McFarland
Checklist:

· Vest, badge
· Command Post Box (shed)
· Sign (shed)
· 2-way radio (walkie talkie)
· District 2-way radio (Principal and/or Custodian)
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Communication & Documentation
JOB DESCRIPTION

1.  Responsibilities

Assist the Incident Commander (IC).  Act as site Message Center – coordinate communications within the school disaster site and with the school district.  If the school district cannot be contacted, contact outside agencies if needed.   Help volunteer HAM operator as required.  Collect and organize documentation from teams.  Maintain Master Site Map and accurate records.  Provide ongoing analysis of situation to IC.
2.  Start-up Actions

1. Complete evacuation, attendance, and turn over care of your class to designated teacher (see Student/Staff Release Process).
2. Get Command Post Box from Logistics (Emergency Shed).  Put on vest and badge.  
3. Help set up the Command Post (CP – see Site Map).
4. Report to the IC for instructions and a 2-way radio. 
3. Operational Duties
General

1. Maintain Communication Log:  date/ time/ from/ to/ message.

2. Keep the IC updated on all communications.
District Emergency Operations Center (EOC)
1. At the direction of the IC, begin monitoring EOC over the District 2-way radio.

2. Do not initiate any messages, but wait for the EOC Message Center to contact the school.  Exception: life -threatening situations.  Begin with “District EOC, this is Egan School and this is a priority 1 message.” 
3. The EOC will send a notification message asking for specific information – respond concisely. 

a. First round of site contacts – verification that radio contact is established.  EOC will contact each school in alphabetical order.
b. Second round of site contacts -- preliminary damage assessment and who, if not the principal, is the IC.

4. The EOC Message Center will control the information flow.  Provide information only as it is requested from the EOC.

5. Receive and write down all communications from the EOC.  

6. Deliver messages to the IC (use runners if necessary).

7. Do not contact the city directly if the EOC is available. 
8. Do not transmit the names of critically injured or dead over the 2-way radios.  Hand deliver to the EOC when time and circumstances permit.
9. If contact cannot be established via the District 2-way radio, advise the IC, who might consider the following options:

a. If school office is safe to reenter, take and send messages by phone.

b. Try personal cell phones with various services.

c. District vehicles that have two-way radios might be on campus.

d. Relay the information to a nearby school via radio, bicycle or runner.

10. Direct questions from the media or public to the IC (who may also be referred to as Public Information Officer, PIO) or to District PIO.

Radio & Phone Communications
1. If phones are working and it is safe to reenter the building, station one person at the CP and at least one other at the school office.  Use walkie talkies or runners to deliver messages.
2. At direction of IC, contact police, fire or medical responders by phone.

3. Monitor AM/FM battery-powered radio (or car radios) for local emergency news and log all relevant messages for IC.  WNUT 530AM is Los Altos emergency station.

4. Assist Volunteer HAM operator as needed when s/he arrives.  Set up at or near Command Post.
Documentation
1. Assist IC with documentation of situation as needed.

2. Maintain a Master Site Map based on assessments from Site Safety and Search & Rescue teams:

· Mark “C” for location cleared by Search and Rescue.

· Mark all locations declared unsafe by Site Safety.

· Mark any changes to Assembly Area or other stations.

· Mark all other information that provides a concise picture of site.

3. Collect and organize documentation from teams.
4. Save and file all original notes, lists, reports and maps.  These are considered legal documents.

5. Record information about major incidents, road closures, utility outages, etc.  (useful for planning safe routes home.)
4.  Closing Down

1. Collect and file all paperwork from deactivating sections.

2. Securely package and store all these documents for future use,.

3. At the IC’s direction, return equipment and reusable supplies to Logistics.
4. Remain at Command Post until released by the IC.  Sign out at Student/Staff Information Center.
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