Egan School Emergency Preparation Plan


Student/Staff Release:  Kris Hamilton
                                       Library Staff
Checklist:


· Emergency backpack
· Bullhorn

· Release Binders
· Absentee List
· Staff List

· 2-way radio(s)

· Library Emergency Box and water
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STUDENT/STAFF RELEASE
JOB DESCRIPTION

1.  Responsibilities

If emergency evacuation is required, team is responsible for evacuating office and library area as safely as possible to the emergency assembly area.  Team then manages the Student/Staff Information Center, determines from attendance information if students or staff are missing, manages the release of students to authorized adults, and logs staff 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 injured people 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 supplies and equipment. 

3. Evacuate staff and students 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.
4. Direct students to their Home Room Teacher. 
5. Report to the Operations Chief at Command Post (CP) for instructions.  Put on vest and badge, get 2-way radio.
ATTENDANCE

1. Receive Emergency Cards (lanyards) from Home Room Teachers, check against absentee list for missing students.
2. Using staff list, check with Incident Commander (IC) for missing staff.  

3. Determine likely location of missing students and staff by checking schedules, and organize into groups for Search & Rescue Teams.
4. Set up Student/Staff Information Center by Library in view of CP with assistance from Logistics.
5. Organize Release Binders.

STUDENT RELEASE

1. As adults arrive, ask them to line up at Center and remain calm.

2. Call Section Leaders to have student come to Information Center for release to authorized adult.

3. Check Release Binder information.  If adult is not listed, check with student that person is known and trusted.

4. Take student’s lanyard, remove sticker and affix it to student record in Binder.  Adult signs name and time, then student is free to go.

5. Appropriate staff stays with students until all are released.
STAFF RELEASE

As staff is released to leave by IC, they will sign out at Center.  Log names and time they signed out.

4.  Closing Down

1. Report to CP after all students and staff have been released.  
2. At the direction of the IC, return equipment and unused supplies to Logistics.
3. Complete all paperwork and turn in the Binders and other logs to Documentation at CP. 
4. Remain at Command Post until released by the IC.  Sign out with IC.
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