Egan School Emergency Preparation Plan



Evacuation/Student Care:
Teachers (evacuation)

Home Room Teachers (attendance)

Section Leaders (student care)


Home rooms 1-4 
Hall


5-8 
Massaro


9-12 
Freidman


16,17 
Hancock


18-21 
Marley/Prescott


24-27, 30, 33
Spector/Kneebone/Bradshaw
Checklist:

· Student care folder with Emergency Card lanyards

· Classroom Emergency Box
· Emergency water
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EVACUATION/STUDENT CARE
JOB DESCRIPTION

1.  Responsibilities

If evacuation is required during a disaster, teachers are responsible for evacuating their class as safely as possible to the emergency assembly area.  Home Room teachers then assess the physical and mental state of their students, take attendance, and report this information.  Some teachers then take on other roles and designated Section Leaders manage several classes.  Section Leaders then take care of their group, requesting supplies and services as needed from Operations and Logistics, and send students for release.
2.  Start-up Actions

1. Assess the situation and remain calm.
2. If ground is shaking, lead Duck, Cover and Hold.
3. Be calm, direct, and give aid to students.  Assist seriously injured students if possible.
4. If gunfire or explosions are heard, get everyone to lie flat on the floor.
3.  Operational Duties


EVACUATION

1. May or may not be an announcement to evacuate – listen, use judgment.  

2. Take classroom folder, emergency box and water. 

3. Evacuate class to the Emergency Assembly Area.

a. Notice whether the classrooms next to you evacuate. 

b. Use safest route, being alert for hazards; move quickly and quietly.

c. Leave door closed but unlocked for Search and Rescue access.
EMERGENCY ASSEMBLY AREA

1. Set Emergency Box with room number facing out.  Students line up behind.
2. Pass out Emergency Cards (lanyards), and check for injuries and unaccounted students.

3. Take Emergency Cards to Student/Staff Information Center, report unaccounted students

4. Report to Command Post (CP) any injuries that need immediate attention from First Aid Team.
OPERATIONS/LOGISTICS TEAM MEMBERS

If you hold an Operations or Logistics team position, turn over supervision of your class to Section Leader and report to team.

STUDENT CARE
1. Using Emergency Box supplies, handle minor injuries.  Wear gloves.

2. Remain calm.  Lead by example.
3. At direction of Incident Commander (IC), students move to grass, sit in circles with Section Leaders.

4. Explain the student release procedures (see Student/Staff Release Process).  Explain that they may not leave the site until they are officially released.

5. Use emergency classroom water sparingly until more becomes available.  Have students write names on cup for reuse.

6. Communicate with Logistics Chief -- Logistics team will provide water, sanitation facilities, shelter, blankets, food, etc., if needed.
7. Be alert for latent signs of injury/shock in all students.

8. Supervise and reassure students throughout the duration of the emergency.  Take attendance regularly.

9. Students may be asked to assist teams.  Help Volunteer Coordinator identify appropriate volunteers.

STUDENT RELEASE

See “Student/Staff Release Process” for complete overview.

1. Release Team (at Student/Staff Information Center) calls Section Leaders to have student come to Information Center for release to authorized adult.

2. Appropriate staff stays with students until all are released.
4.  Closing Down

1. Report to CP after all your students have been released.  
2. At the direction of the Operations Chief, return equipment and unused supplies to Logistics.
3. Remain at Command Post until released by the IC.  Sign out at Student/Staff Information Center.
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