COMPONENTS OF SCHOOL AND SCHOOL DISTRICT
EMERGENCY MANAGEMENT PLANS
Component 





   Extent of Development




Comments

	







fully in place partially in place not yet in place 

General


	Fully in Place
	Partially in Place
	Not Yet in Place
	

	States the purpose of the emergency response plan.   Includes a Table of Contents and an approval statement and dated signatures of principal, appropriate district official and emergency response organizations

	
	
	
	

	Outlines an all-hazards approach to emergency management planning.


	
	
	
	

	Establishes school and school district crisis response teams based on the National Incident Management System’s (NIMS), Incident Command System (ICS).


	
	
	
	

	







fully in place partially in place not yet in place 

General


	Fully in Place
	Partially in Place
	Not Yet in Place
	COMMENTS

	Shows alignment and integration with federal, state, community and district emergency management plans (e.g., supports the implementation of NIMS).

	
	
	
	

	Demonstrates meaningful collaboration with community partners (e.g., local public health, mental health, public safety, local government, law enforcement and emergency services personnel) and establishes memoranda of understanding among team members and partners.


	
	
	
	

	States the size and location of your facility in acres and the number, general size, and use of each of the buildings.


	
	
	
	

	







fully in place partially in place not yet in place 

General


	Fully in Place
	Partially in Place
	Not Yet in Place
	COMMENTS

	States the number of students and employees normally on hand, and any scheduled daily differences in population.


	
	
	
	

	Provides a time line for maintaining and updating plan components.
	
	
	
	


Component 





   Extent of Development




Comments

	PREVENTION & MITIGATION


	Fully in Place
	Partially in Place
	Not Yet in Place
	COMMENTS

	Encourages staff to provide input and feedback into the crisis planning process.
	
	
	
	

	Provides or is based on an assessment protocol that outlines: 

1. An assessment schedule; 

2. The persons responsible for conducting the assessments; 

3. The corrective actions to take place; 

4. Or the support programs to be installed.


	
	
	
	

	Reviews the last safety audit to examine school buildings and grounds.

	
	
	
	

	Connects with community emergency responders to identify local hazards.

	
	
	
	

	PREVENTION & MITIGATION


	Fully in Place
	Partially in Place
	Not Yet in Place
	COMMENTS

	Assesses school culture and climate. Assesses major problems with regard to student crime and violence. Reviews incident data. Assesses how the school addresses these problems.

	
	
	
	

	Details visitor control procedures in place. Details entrance and exit control plan in place.


	
	
	
	

	Includes a facility map noting all entrances and exits.


	
	
	
	

	Provides local responders information about your school’s class schedules, lunch schedules, dismissal schedules and the location of critical offices.

	
	
	
	

	Describes how disabled and/or non-English-speaking children will be provided for.


	
	
	
	


Component 





   Extent of Development






	PREPAREDNESS


	Fully in Place
	Partially in Place
	Not Yet in Place
	Comments

	Institutionalizes the NIMS’ ICS and assigns roles and responsibilities to individuals. 

Includes the assignment of an Incident Commander and establishing a chain of command in the event of an emergency. 

Includes ICS back-up assignments and responsibilities.


	
	
	
	

	Outlines steps for transferring command from school administrators to the incident commander as the crisis unfolds.


	
	
	
	

	Shows alignment and integration with federal, state, community and district emergency management plans (e.g., supports the implementation of NIMS).

	
	
	
	

	PREPAREDNESS


	Fully in Place
	Partially in Place
	Not Yet in Place
	Comments

	Designates primary and alternate on site and off site Command Post locations.


	
	
	
	

	Outlines crisis teams’ and community partners’ duties as detailed in the memoranda of understanding.


	
	
	
	

	Incorporates pre-negotiated contracts for services that may be needed in case of an emergency (e.g., transportation, construction work, food, etc.).


	
	
	
	

	Describes the warning signals or commands that alert staff and students to emergency responses:  Evacuation, Reverse evacuation, Lockdown, Shelter-in-place.


	
	
	
	

	Provides criteria for response (e.g., evacuation, lock- own or shelter-in-place).
	
	
	
	

	Develop procedures for off campus emergencies (field trip, bus, etc.)
	
	
	
	

	Lists emergency supplies and go-kit components tailored to the:
· Classroom
· Main office
· Cafeteria
· Gymnasium
· Other non-classroom locations

	
	
	
	

	Lists available emergency medical supplies and emergency sanitation supplies.


	
	
	
	

	Includes both primary and secondary evacuation routes.
	
	
	
	

	Specifies transportation and traffic procedures during and after a crisis.
	
	
	
	

	Establishes procedures to account for all staff, visitors, and students during a crisis.
	
	
	
	

	PREPAREDNESS


	Fully in Place
	Partially in Place
	Not Yet in Place
	COMMENTS

	Provides information about the school’s facilities (e.g., maps, floor plans and location of utility cutoffs).

	
	
	
	

	Lists school-wide and classroom-specific communication devices and how to use them in different emergencies.


	
	
	
	

	Ensures communication equipment interoperability with those of first responders.

	
	
	
	

	Details individual communications plans during an emergency with:
· Faculty and staff
· Students
· District administrators
· First responders
· Parents or guardians
· Media

	
	
	
	

	Provides guidance on family reunification plans and procedures.


	
	
	
	

	PREPAREDNESS


	Fully in Place
	Partially in Place
	Not Yet in Place
	COMMENTS

	Special needs Issues:

1. Process to maintain current list of the student’s medications.

2. Access to current emergency information form filled for each child.

3. Maintains supplies necessary to accommodate the student’s disability.  Example: batteries, emergency/medical supplies, medicines, etc. 
4. Informs local first responders that you have students with disabilities that will require extra care during an emergency or disaster.
5. Evacuation routes checked and appropriate for the evacuation of students with disabilities.

	
	
	
	

	PREPAREDNESS


	Fully in Place
	Partially in Place
	Not Yet in Place
	COMMENTS

	Outlines training to be provided to crisis response teams, faculty, staff, students and parents. 

Should include: 

1. Warning/response signals,

2. Evacuation routes, 

3. Assembly areas, 

4. Emergency procedures, and 

5. Chain of command (ICS)

	
	
	
	

	Outlines a schedule of drills and exercises.

1.  Evacuation

2.  Reverse-Evacuation

3.  Shelter-in-Place

4.  Lock-Down


	
	
	
	

	Are emergency responders included in drills and practice exercises?
	
	
	
	

	Details maintenance and enhancement activities for the continual revision of the school emergency management plan.


	
	
	
	


Component 





   Extent of Development




Comments

	RESPONSE


	Fully in Place
	Partially in Place
	Not Yet in Place
	

	Outlines the process for activating the ICS. 


	
	
	
	

	Assigns a public information officer (PIO) to communicate with the media and the public during an emergency.

	
	
	
	

	Assigns an incident commander to mange the Command function of the ICS.


	
	
	
	

	Assigns crisis response team members to manage the four other functions of the ICS: Logistics, Operations, Planning, and Finance-Administration.


	
	
	
	

	RESPONSE


	Fully in Place
	Partially in Place
	Not Yet in Place
	COMMENTS

	Assigns a member of the crisis response team to take detailed notes on practice drills, specific events and actions taken during an emergency.


	
	
	
	

	Incorporates structure for conducting after-action debriefings.
	
	
	
	

	Outlines procedures for revising the plan based on lessons learned.
	
	
	
	


Component 





   Extent of Development




Comments

	RECOVERY


	Fully in Place
	Partially in Place
	Not Yet in Place
	

	Provides a damage-assessment protocol for physical assets.
	
	
	
	

	Outlines procedures and strategies for physical and structural recovery.
	
	
	
	

	Outlines financial and logistical protocols and resources for recovery.
	
	
	
	

	Establishes procedures for making decisions about school closures.

	
	
	
	

	Incorporates a Continuity of Operations Plan (COOP).
	
	
	
	

	Provides criteria for reopening schools.
	
	
	
	

	Provides protocols for activating memoranda of understanding with mental health agencies.


	
	
	
	

	RECOVERY


	Fully in Place
	Partially in Place
	Not Yet in Place
	COMMENTS

	Identifies types of support (e.g., extracurricular activities and mental health interventions) for students and staff exhibiting symptoms of posttraumatic stress disorder.


	
	
	
	

	Offers strategies for providing follow up and ongoing mental-emotional recovery interventions.


	
	
	
	

	Addresses parental or guardian consent for mental health services for students.


	
	
	
	

	Incorporates sample templates (e.g., a letter notifying parents or guardians of a student’s death) to notify members of the school community about crisis events.


	
	
	
	

	Provides guidelines for standing and temporary memorials, and the observance of anniversaries.


	
	
	
	

	







fully in place partially in place not yet in place 

RECOVERY


	Fully in Place
	Partially in Place
	Not Yet in Place
	COMMENTS

	Provides guidelines for screening potential volunteers.
	
	
	
	

	Provides guidelines for accepting donations.
	
	
	
	


