Egan School Emergency Preparation Plan


Incident Commander:  Brenda Dyckman
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· District 2-way radio
· Site 2-way radio

· Red folder
Table of Contents:


Organization Chart


Job Descriptions:


Incident Commander
Operations Chief
Logistics Chief
Communications & Documentation
Emergency Site Map

Student/Staff Release Process
Forms (pocket):  

Overall Status Report


Emergency Situation Report

Hazards Checklist
Radio Instruction Sheet

Emergency Phone Numbers
Emergency Response (background info from District EPP)

Command
INCIDENT COMMANDER
JOB DESCRIPTION

1.  Responsibilities

The Incident Commander (IC) at Egan is solely responsible for emergency operations and shall remain at the Command Post (CP), or delegate command, to observe and direct all operations.  Responsible for ensuring the safety of students, staff and others on campus.  The IC is also the site Public Information Officer (PIO), the official spokesperson for the school site with the media and public.
2.  Start-Up Actions

1. Verify that the Emergency Assembly Area is still safe; direct assembly.
2. Assess type and scope of emergency with Operations and Logistics Chiefs.

3. Put on vest and badge; get 2-way radio(s), bullhorn, 2-way District radio.
4. Direct Command Post (CP) set-up.

5. Determine threat to human life and structures, develop action plan to respond.
6. Coordinate all response actions with Section Chiefs.

7. Direct Communications to establish contact with District EOC.
3.  Operational Duties

1. With Section Chiefs, determine which disaster teams need to be activated (i.e. Site Safety, Search and Rescue, First Aid, etc.).

2. Ensure that responders use appropriate safety equipment and procedures.

3. Implement emergency plan and hazard-specific procedures.

4. Assign or reassign emergency teams as injuries or absences dictate.  Maintain an updated duty roster (organization chart).

5. Confirm all students and staff are accounted for with Student/Staff Information Center.
6. At the conclusion of evacuation, assess situation and decide on approach:

a. No problems – coordinate a return to the facility.
b. Localized problem such as a minor fire or leak – students who normally walk or bike home released and other students walk to Santa Rita and asked to contact family for pickup.

c. General emergency that affects the community at large such as an earthquake or community fire, but site is safe  – proceed with standard emergency plan.

d. General emergency and the campus is not safe – whole school walks to Santa Rita (or other safe area) and students released from there.  

7. Direct immediate set-up of Student Release Team so that they will be available to deal with parents as quickly as possible.  Do not authorize the release of students until the attendance is complete – announce when release can begin.
8. Report (through Communications) to District Emergency Operations Center (EOC) on status of students, staff and campus on a regular basis.
a. Number of students injured and extent of injuries.  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.

b. Type and extent of damage to buildings and grounds (i.e. utilities, roofs, ceilings, etc.).

c. Actions being taken by disaster teams and list of any actions being performed by outside agencies on campus.

d. Assistance requested from EOC.

e. Establish time of next update.

9. Continue to monitor and assess total school situation.
a. View Master Site Map periodically (Documentation) for Search and Rescue progress and damage assessment information.

b. Check with Section Chiefs for periodic updates; help solve problems.

c. Reassign personnel as needed.

10. Mange activities and information flow for all off-campus organizations, including police and fire, public, media, Red Cross, etc.
11. Maintain Overall Status Report  and log of decision/actions taken during emergency.

12. Plan regular breaks and hydration for all staff, volunteers and yourself.
4.  Closing Down

1. Authorize deactivation of sections and teams when they are no longer required.

2. Schools will remain open indefinitely until every child has been released to an authorized person or until relieved of the responsibility by civil authority.   Release staff as appropriate per district guidelines.  By law, during a disaster, teachers become “disaster workers”.  Staff should be released according to a predetermined priority list established ahead of time.

3. At the direction of the District Superintendent, deactivate the entire emergency response.  If the Fire Department or other outside agency calls an “All Clear”, contact the EOC before taking any further action.

4. Ensure that any open actions not yet completed will be taken care of after deactivation.

5. Ensure the return of all equipment and reusable supplies to Logistics.

6. Close out all logs.  Ensure that all original notes, lists, reports and maps are completed and given to Documentation for filing and saving.  These are considered legal documents.

7. Remain on and in charge of your campus until redirected or released by the District Superintendent.
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