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INTRODUCTION

EmergencyPlanning Guidelines
for Local School Systermand
Schools

One of Mar yddeatiagoalsis o aréateandmaintainsafe, secure, and drfigee
schoolenvironmentshatareconduciveto learning. To achievethis goal,it is essentiathat
local school systemf@_SSs) and schools takeeasureso prevent/mitigateisks, prepare for
hazardsthatcannotbe fully mitigated,andbe preparedo respondo a varietyof emergency
and crisis situations. Schools arentegralpartof thecommunitiegsheyserveandtherefore,
arenotisolated frontheissueghataffecttheircommunitiesandour Nation. Theissueghat
impactthedaily lives of children, familiesandcommunitiesarealsoreflectedin our schools.

Theisolated yettragicandviolent eventshathave happeneid schoolsandcommunities
acrossthe nation (the 199@olumbineHigh Schoolshootingsthe Septembef1,2001
terroristattacks,the 2002NashingtonDC area shiper shootingandthe 2012SandyHook
ElementarySchool shootings)and natural disasters like tB817hurricanes thatmpacted
Texas, Florida, and othareasvalidatethe needfor the State LSSs, schoolsandcommunities
to have wellwritten andwell-rehearseglansthataddress variety of emergencies, crisis
situationsandtraumaticevents. Ransmustbe relevantandusefulduringemergency situation
Emergency plans cannbé placed oshelveswvaiting to be dustedoff when a situation arises,
but mustbe continuously reviewed, updated, and exercised.

These guidelines weevelopedy the Maryland State Deparemt of Education (MSDEn
consultatiorwith the LSS EmergencyPlanning contacts, Maryland St&elice,the

Go v e r @ffice od Grime ControlandPrevention, thélarylandSchoolPsychologist
Associationthe MarylandEmergencyManagemenfgency, theMarylandDepartmenbf the
EnvironmentJohns Hopkins Lab, andarylandAssociation ofBoards of EducationThe
guidelines will held-SSs andschoolsin developingnew plansandin reviewingandupdating
existingplans. The planning procesgludesidentifying and analyzindnazardsn the school
andcommunityandtakingmeasure$o mitigate thosédnazards.A comprehensivemergency
plan should addressitigation/prevention, preparedness,responseand recovery and
should provide guidance to accommaejaafeguard, and evacuate all students, staff, and
visitors, including individuals with disabilitie¥he plan should be storeglectronicallyif
possiblejn aplacethatis bothsecureandeasilyaccessible All stakeholdershouldknow
how to accestheplan.

Abbreviated flip charts osimilar documentsreoftenusedto assiststaff with aquick response

during anemergency.Thesedocumentshould be kept simpleand listbasicemergency

proceduregor classroonteachersstaff, students, and visits Howeverthe documentare

notareplacementor comprehensivalistrict or schoolplans. Additionally, communication

with parentgegardingemergencyesponseshouldbeincludedin thedocumentindparents

should lavea copyof theinformationthatpertairs to them. Parents of students with disabilities
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should be included in the planning process and know what procedures are in place for their
child/children Relevantinformationshouldbe sharedwith parentgo assistwith
implementation andnderstanding of the plan, while also mompromisingsecurity.

The IncidentCommandSystemmodelprovidesa framework to help develop roles,
responsibilities, and functions &mldresemergencygituations. lis essentiathatexerciseand
drills beconductedo testthe planandto increase the knowledge and skillsatifstaff and
students.

Theplanmustberoutinelyreviewedandupdatedat leastannuallyto reflector addressssues
thatariseaftereachrehearsal/tesir actualemergencySchoolsshouldpersonalizéhe LSS
planto meettheindividual anduniqueneedsof eachschool.The quality of the plan is related
to the extentto which all stakeholder# the school community are involvedthe plan,have
arole, andareinvolvedin the planningprocess

Why LSSsand SchoolsShould Plan for Crises and Emergencies

Code of Maryland Regulations 13A.02.02.047 Emergency Plansets forth the
requirementgor emergencylans that shalbe developedandimplementedy eachof
Mar y | 24h3586"&€mergencyplan”"meansa plan for eachSSand each public school
within the LSSthat addressemitigation, preparationfesponseandrecoveryinvolving an
emergencyincludingrespondingd:

1 Violent ortraumaticevents on schog@roundsduringregularschoolhoursor

during schootsponsoredctivities;and
1 Eventsin thecommunitythat affecnormalschoolfunctioning.

TheRegulationfurtherrequireseachLSSto developanemergencylan for eachpublic school
andcentraladministratioroffice under itgurisdictionin consultation withotherhealthand
safety officialsin the localcommunityto:

1 Dealwith the contingencie®f manmade technological, and naturbhzardsand

1 Conformto therequirement®f theregulation.

Additionally, theregulationrequires
91 Public schookmergencylan to beonfile in eachLSS
1 LSSto develop andmplementan annuascheduleof drills for eachschoolwithin
the system;and
1 Localsuperintendemf schoolsto certify annually in writingo the State
Superintendenodf Schoolsthattherequirementsf the Regulation are being
implemented.

On April 18, 2017, Governor Hogan approved House Bill 1061 (Chapter 327 of the Education
Article, Annotated Code of Maryland), requiring the MSDE, in consultation digability
advocacy groups, to update the Emergency Planning Guidelines forSauabl Systems

and fhools to accommodate, safeguard, and evacuate students, staff, and visitors with
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disabilities on public school grounds in accordance with the fedenakidans with
Disabilities Act. On or before July 1, 2018, ea@Sis required to update its local
emergency plan to comply with the updated MSDE Guidelines.

Parententrusttheir childrento schoolswith theexpectatiorthattheir healthandsafetywill

be of theutmostconcernto schoolofficials. Studentdook to teachergyrincipals,andother
school staff to protect thefrom harm and to instruct theduringemergenciesthus, school
personnel have an ethical obligation to ensymgropriate responskiring crisis and
emergencygituations.

Schoolsplayauniquerole in thelives of studentsandmusthave plans talealwith
emergenciesvhile studentsare intheir care. There is agreatdifferencebetweercrisis
interventionand emergencylanning. Crisis intervention is areactiveeventthattakesplace
during and aftesomethindhas happened. On the other hardergency plannings anactive
procesdy which LSSs andschoolsplanfor a variety of emergencygituationsbeforethey
happenin orderto reduceadverseconsequenceduring anemergency.Emergencylanning
attemptgo providerapid andappropriate responses. Thype of planning increases
confidence and helpsommunities, parents, staff, and studeagpondappropriatelyduringan
emergency.

Planningandpracticingfor emergencieserveto ensurghatstaff and students know what
actionsto takeandwhento takethem. It also serves tminimizeinjury anddamageandmakes
it easierto returnto normaloperation®ncethe emergencys over.

Theseguidelinesaredivided intothreemajorsectionsEmergencyManagementPlan
Developmentand Training,Testing,andEvaluatingthe Plan. Ten appendices are included to
provide additional resources assist.SSs and schools develofgst,and evaluate their
emergencylans.



SECTION I: EMERGENCY MANAGEMENT

Emergencynanagemerns anorganizedprocessy which schoolsandcommunities:
1 Prevent/Mitigateisks;
1 Prepardor hazardghatcannotbe fully mitigated;
1 Respondo emergenciesand
1 Recover fronemergencieand restore the schoahdcommunityto its preemergency
condition.

Thedegreeo which emergency managemastffectiveis directlyrelatedto thequality of the
planningprocessthe plan,and thefamiliarity of the plan by those who will use Thus,the
planningprocesss continuousPlannersisethelessondearnedirom drills andrealemergencies
throughevaluationto improvethe plan.Local School Systemlansand school plans need to be
reviewed and nasedif necessargachtime theplanis rehearse@nd eachimethe plan is used
for an emergencyTheuniqueneedsof thecommunity including the needs afdividualswith
disabilities,mustbe carefully considered in developing thian and the plan should addréss
four phase®f EmergencyManagementwhich are Prevention/Mitigation, Preparedness,
ResponseandRecovery.

THE EMERGENCY MANAGEMENT PROCESS

Mitigation/
Preventior

Emergency Preparedne

Recoven Management
Process

Respons




Prevention/ Mitigation

A key elementn planning is addressirgituationshatmayarise during ammergencyThis
includestakingsteps taninimize theimpactof anemergencyMitigation is anactiontaken to
reducethelossof life or damageo propertyfrom all hazards (44 C.F.R. 206.401).

Thefollowing actionsshouldbetakenduringthe planningprocesgo preventor reducethe lossof
life or damageo property fromall hazards:

1.

2.

Conduct aMulti -Hazard assessment of each central office and school building in the
LSSin consultation with your local health and safety officials Identify factorsthatput
thesiteandits inhabitants at riskThesemayinclude,butarenotlimited to, proximity to

rail tracks that regularly transport hazardmegterial Considemways ofmitigatingthe risk,
to includesuch measuresas evacuatinghabitant§rom these areas durirgmergencies
and/or repositioning propane tanks and otharardous materials awapm school
buildings.

Addressissuessurrounding schoolsciencdaboratories. Suchemergencies
may include, but are not limited to:

i Thermalandchemicalburns;

Cuts and puncture wounds franetaland glass;

Poisoning by inhalationingestion, absorption, or injection;
Skinirritationsfrom chemicals;

Chemicalsliquids, dustsr glassin eyes;and
Electricshock.

= =4 4 -8 A

Include local agenciesand other key stakeholdersvhen developingplans. Local
agencies maincludeemergency managemermgemdes emergencymedical
servicesthe local lealthdepartment, fire departmeoperational staffpolice
department, and other agencies uniquiaédSS. Other key stakeholdeshould
includerisk management professionadshool nursgor school mrsing supervisor,
mental health professionats;hool staff, special educatopgrsonswith disabilities
and others with access and functional nesevice providers for students with
disabilities(such as occupational and physical therapiats) parentgamily
membersWhen considering theeeds of students, staff, and visitors with disabilities
in the planning procesthe LSS shouléccount for the need for adult assistance in
the plan and thepecific role of that adult in the event of an emergency.

In working with local fire and law enforcement agencies, consider collecting and
submitting helpful information for the local computer aided dispatch system (CAD).

This information would includevhether/how many persons in the buildurge
9



mobility aides (e.g. wheelchairs, power chairs, walkerdave disabilities that

require special attentioim addition,the LSS should@donsider having a short

document orhand that lists concerns as they tel® students with disabilities,
includitalgndwe eidnf or mati on t hat whis$ | be hel
will assist first responders as they arrive on the scene and assess the situation.

. Work with businessesfactories, hospitals, andreligious organizationsto ensurethat
the emergencyplan is coordinated with community emergency plans

. Ensurethat a processis in placeto monitor and control access andgressto

buildings. Include measures to dealith strangers Make sure that access and egress
points are accessible by students with disabilities. Also, plan to have alteroatiegn
case primary access and egress points are blocked or otherwise not passable.

. Require all schoolsto conductmultiple drills throughout the school yearand
emergency preparedness trainings for stafo include (but not limited to):

1 Evacuatiori Conditionsoutsidearesaferthaninside;
ReverseEvacuatiori Conditionsinsidearesaferthanoutside;
SeveréNeatheli Severenveatheremergencies;

Shelter in Placé Externalgas orchemical release scenarios;

Lockdowni To protectbuilding occupantsrom potentialdangersn the

building; and

91 Drop,Cover,andHold i Earthquakeor imminentdanger to building
or surroundings.

= —a —a =2

Ensure allstudentsincluding students with disabilitiebave the opportunity to participate

in drills. Determinationsegarding a stude@tparticipationin a drill should be made on an
individual basishowever the fact that a student has a disabititggking irclusion in the

drill more complexor challenging does not mean the student should be excl8aekbnts

with disabilitiesshouldparticipate in all drills unless, through consultation with the parent
medical provider, school nursador other school staff membeiisis determinedhatthe

risk of a particular drill is outweighed by the studgmtealthor safety needs (e.g. a student
who is medically fragile)lt is critical that sudents with disabilities and the adults
responsible fotheir safetypractice emergency procedures prior to drills so they are aware
of what will take place in the event of an emergency or drill.

After drills, consider conducting debriefings to assess effectivdbebsef with the
student(and assisting adult if appropriate)determine what worked or did not work in
terms of fully executing the drillf a studenwith disabilities is not able to fully participate
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in a drill, the drill can be differentiated or modified for studentsf,stafl visitors with
disabilities. For example, some participants may complete the full drill while others may
complete the drill up to a certain point based on their abilities.

7. Reviewtraffic patterns and parking and plan how releasing studentswill be handled
during an emergency Takemeasure$o minimize unauthorizedusescars,andtrucks
from approaching schodiuildings. Communicate with parents whie planwill be
prior to anemergency.

Preparedness

Preparedness sscommunity process that is bathoperative and collaborative. An effective plan
involves localemergencynd riskmanagemenpersonnelfirst responders, social services
personnelmental health professionafsedical professionaland others whavill provide
assistance duringnemergencyConsiderations for students, staff, and visitors with disabilities
should be integrated into the pldm.coordinationwith the community,LSSs andschoolsshall
developa planthatidentifies:
1 Theresourceswvailableandthe bestwayto usethem;
1 Training needs for statin how to support or respond &l students, includingersons with
disabilities orwho have access or functional needs.
Training exercises and drills in which persons with disabilities can patécipa
Training materials available in multiple languageesd formats (e.g. braille, large print, etc.)
andcreated according tdniversal Desigrand accessibilitgtandards.
1 Additional resourceshatmayberequired wherethese resources are located, how
theseresourcesnaybeaccessedandatimeframefor attainingthem;

Theprocedureshatwill be followed in aremergency;

Procedures to accommodate, safeguard, and evacuate students, staff, and visitors with
disabilities; and

1 Theprocesof returningto normaloperationsaandbusines®f teachingandlearning.

1
1

1
1

Thetypesof emergenciethat plansshouldaddressncludenatural technologicalandmanmade
hazardsRegardlessf the type oemergencyplanningissuesaresimilar. Multi-hazard
emergencylanningcanreducethe magnitudeof anemergencyy savinglives andprotecting

property.

Effective planning involves others in tatemmunitywho share a responsibility for public safety.
Parentsteachersstudentsmentalhealthprofessionalsmedical professionalgolice,fire
departmentfire Marshal maintenanc@ersonnel security officers, food services workers,
architectsemergencynedicalservicesservice providers for students with disabilitiasd local
emergencynanagemeragencieshould beactivelyinvolved in the planning process. School
personnelhowever, mayethrustinto therole of beingfirst respondersintil other community
safetypersonnebrrive at aschoolsite. Dependingon the type of emergencyandits magnitude,

11



thattime periodcanbecomeguite lengthy. Referto trainingsectionfor guidance.

Response

The procedures to be followed in @mergencyredictated tcalargeextent by the hazardbat
causeheemergencyHazardidentificationis akey processn developinga plan.The
identificationof hazards should be conduciethtly with localemergencygenciesn your
jurisdiction. Thelocal emergencynanagemenrdgencyin eachlocal jurisdictionhasalist of
hazardsdentifiedfor that area. Thremajorcategorie®f hazardsaarethosethataremanmade,
natural,or technologicalOnceidentified,eachhazardshouldbethoroughlyanalyzedo
determinehowit will beaddressedndwhatresourcesvill beneededSeeAppendixA, Hazard
IdentificationGuidelinesfor additionalinformation.

Someexamples of hazardsclude,butarenotlimited to:
Fire;

Hazardousnaterials;

Kidnapping;

Medical emergencies;

Nuclear/radiology incidents;
Off-campuslinesses/injuries;

Riots/student protests;

Suicide/deatlon schoolproperty;

Terrorism;
Trespassing/armedtruder(s)/hostagsituation;
Weathesrelatedemergencies;

School violence assaultive behavior; and
SuspiciousPackagdsuspected bomb), suspicious powders/liquids, aerosaimsdicals.

=4 =2 =4 -8_9_9_9_98_2_-2_-°9._-=°_-2-°

Thefollowing actionsshouldbe considered:

1 Analyzelandscapindo ensurehat buildingsarenot obscuredy overgrowthof bushesor
shrubs whereontrabandnight be placedor persongnayhide unnoticed.

1 Havesiteplansfor eachschoolfacility readily availableand enare thatheyareshared
with first responderandagenciesesponsibléor emergencyreparednessAccessto
these site plans should be availaiten users/devicesxternalto theschoolfacility ona
singlepageandelectronicallywhenpossible.

1 Plan formultiple evacuation routes amdeetingpoints.Thefirst or seconcevacuation
site optionsmaybeblockedor unavailableat thetime of arealemergency.

9 Train staff to shelter in place and alert first responders and incident commanders of
locationswhen safe egress is not possible

1 Practice, practice, practice.lt is recommendedchoolspracticeeachtype of drill atleast

12



annually and thenostcommondrills once esemesterPractice should include real
situational exercises for schochBtand include exposure to conflict and stress in
threatening situations in a controlled training environm&lhstudents and staff should
participate in drills. Drills can be differentiated or modified $tudents, stafgnd visitors
with disabilities.For example, some participants may complete the full drill while others
may complete the drill up to a certain point based on their abilities. After datisluct
debriefings to assess effectivendsis important to cosult with parentand/or school

staff knowledgeable about an individual studerdetermine the best way to include the
student in drills. This is especially important where participation poses a possible risk to
the studenor staft

Inspectandcertify all equipmennheedediuringemergenciesn aroutinebasisto ensurdt

is in goodworking order.

Havea planfor releasingstudentdhatmitigatesrisk to all. As part othis planconsider
possiblescenarioghatthe planshouldcover sucltasdelayin reunificationdue the nature

of theevent;delayin thereunificationdueto noparentor guardiano receivethe student;
parentavhoinsiston removingstudents without following theeunification plan; etc.

Make certain that each studértsa seconday contact persoand contacinformationis
up-to-date and readily available. Parttbé discharge plan shouldclude procedureto
befollowed to ensureaccountabilityfor thewhereabouts of students and what to do in
casesvhenstudentsarenot pickedup.

Planfor communicatingnformationwith parents and the community. Take

into consideratiorthatrumors mayun rampantin anemergencituation.
Cultivaterelationshipswith the mediaon anongoingbasis. Haveclearlyidentified
individualswith delineatedolesandresponsibilitiedo actas a spokespersom

work with public safety public information officers so one clear and concise
message is being communicated

Plan fa procedures for special negaspulationsFor example, achoolwith a dacare
mayrequirespecializegrotocols. Include provisions tteal wth students, staff, or
visitors who use wheelchairs or other mobility devices, are deaf, are blind, or have other
needs requiring accommodatioBg sureexitsareclearly designatedPlease refer tthe
Planfor Students, Staff, and Visitors with Disatids section on pager2

Communicatiorshouldbeled by senioradministratorauntil arrival of thefirst responder

After first responders arrive, begin unified command, which means that individuals from
one or more response agencies work jointly with the LSS or school commander to carry out
the response.

Every schootistrict/principal should have close contaath theirlocal emergency
managemeragencyand participate in annual safety trainings
Plan for sheltering students and staff for 12 to 24 hours.

13



A well-definedcommandstructurewith clearlydelineatedolesandresponsibilitiesnustbe
includedin acomprehensive emergenplans.lt is essentiathatthe rolesand responsibilities of
educators, law enforcemefite officials, mental health providers, medical professionals, service
providers for students with disabilitiemdotherfirst respondersare clearly articulated,

reviewed andupdated.Determinehow communicatiorwill occurduringtheemergencyThis
includes communicating with those on andsité, parentsemergencyespondershe

community, and thenedia. Determinewhatwill happen until outside assistance arrives.
Consideratioomustbe given tahe fact that outside assistance rbaydetained and/or needed in
other areasf the community.

TerrorismPreparedness

Two key factors thamnustbe consideredn planningare:1) thenature of aterroristthreatand?2)
how muchwarning time is availablédccordingto the FederdEmergencyManagement
Administration(FEMA), weapon®f massdestructiormostlikely to be used by terrorists faihto
the following categories:

Conventionalveaponsncludebombsandotherexplosive devices. Protectimeeasuresre to
placeinhabitantdn a protectedspaceand/orincreasdahe distancérom the blastarea.The
following actionsshouldbe considered:

1 Move to interiorhallwaysaway from windows;

Implementb duck and cover o6 drill;
Shutoff gasuitilities;

Evacuatestudentsaandstaff; and

Releasestudentgo parents/guardians.

= =4 -4

Chemicalweaponsarepoisonougyasesliquids, or solidsthathavetoxic effectson people plants,
andanimals.Most chemicé agentsan causseriousnjuriesor death.Thefollowing actions
shouldbeconsidered:

1 Mitigatethedeleterious effectsf theagent;

Follow Shelterin PlaceProcedures;

Shutoff heat,ventilation,andair-conditioningsystems;

Seal doors/windows;

Make decisiondasedon reliableinformationfrom public safetyofficials on thelocation

of thechemicalreleaseandthedirection and speeds of wind,;

1 Develop reunification procedures thminimize the penetration of airborne substances; and
1 Communicate witmedicalpersonnel (intervenasappropriateor instructed).

= =4 =4

Biological agents arerganismsor toxins that havéhe potentialof inducing illnesses people

and livestock andontaminatingcrops. They can beéispersed as aerosolsairborneparticles.

These agentsnay not causesymptomsfor days or weeks following an exposure. The
14



following actionsshouldbe considered:
1 Mitigate exposure (includegettingeveryonanto buildings);
1 Follow Shelterin Placeprocedures;

1 Sealandsecureavenue®f penetratiorto includeclosingdoors/windowsand
shutting down the heating, ventilatioandair conditioningsystems;
1 Developreunification procedures thatitigate risks;
1 Developarecoveryplanin light of the highly contagioushatureof theseweaponsand
1 Communicate withmedicalpersonnel.

Nuclear or radiologicahcidentsin theregion(suchasWashingtorDC) could have significant
consequences tdarylandasradioactivefallout couldfall on awide areaof the state. Recent
Federalguidancehasemphasizethatthe greatestianger from falloutomesn the first few
hoursafter an incident and that hundrexfthousand®f lives canbesaved if people shelter,
ideally for 12 to 24 hours (Executive Office of tReesidentHomelandSecurity Coundj 2010).
The overarchingconcernis to getindividualsto a protectedspaceawayfrom outside
contaminants.

Informationneedgo be communicatedo parentsaboutlong termshelteringoeforeanevent,
including and nolimited to anuclear/radiological event and haavgetinformationabout their
children.

Issuedor consideratiorduringthelong-termshelteringnclude,but arenotlimited to:

1 Determinethe besthelterocation(s)in theschool. Basementand/or the center of
brick or cementuildingsmakeexcellentsheltedocations
1 Shutting off HVACsystems.

If in a roomwith windows, begin to sealindowsand follow Shelter ifPlaceprocedures.

1 Consider restroorand sleep options thatinimize or eliminatetime spent out of
good shelterareas.

1 Plan on how to feed students and staff.

1 Plan how teentertain/teach/exercise/work with students.

1 Planhowto assistandpossiblyadmit parentsiyho maycometo the school during the
event.Be sure they remove or dust @fhy falloutcontaminatiorfrom their clothing
before joining the sheltered population.

1 Unavailability ofemergencyesources.

1 Specialneedsand assistance fatudentsandstaff, including medications, specialized food,
medical and other equipment, and other healfgiene and safety needs.

=

It is importantnot tobecomeoverwhelmedy thethought of planning foacts ofterrorism.The
LSSs andschoolsshouldbuild on existingplans,work closelywith local emergencygencies,
andrehearseheir plansto respondo acts of terrorism. School staffayrespondnoreeffectively
in emergencituations when theppersonapreparedness sccomplishedSeeAppendix B,
Checklist for Home Preparednessfor moreinformation.
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Recovery

While the peoplewho inhabitbuildingsaremuchmoreimportantthanthe buildings,the buildings
andtheir surroundingareasmustbe consideredo ensure safety. After aamergencyit is essential
thatactionsaretakento ensurehat structurkbor physical damag® buildingsareassessednd
repaireddisruptedservices areestoredfacilities are cleanedndsafetyhazardgemovedanda
planis in placeto resumenormaloperations.

While thedamageo the infrastructurenaybe most obviousmedical,and psychological issues
resultingfrom theemergency maleharderto recognize. Fear of the known and unknown can be
extremelydebilitatingfollowing anemergencylf not addressed{ canhamperthe resumptiorof
normalactivities. Students, parents, and staff cianbeleft confusedn the aftermathof an
emergencyand afraid of what elsmight happenComprehensivelanningmustinclude shorand
long-rangeactionsto recoverandrestorenormaloperationsasquickly andcompletelyaspossible.

The following actions must beonsideredn therecoveryplan:
1 Returnto thebusines®f teachingandlearningassoonaspossible;

1 Embracea concept of recovery aprocesgatherthananevent.Recoverymayoccur over
a protracted period a@ime;

1 Refer staffto services;

1 Provide services for children dhe anniversaryf the event(dayafter,weekafter,month
after, etc);

1 Tell parentsf schoolhada drill (ex. lock down)ia emailor letter;and

1 Develop acommunicain plan tolet studentandparentsknow where and how to access
assistancéo helpthemrecover.

16



SECTION Il: PLAN DEVELOPMENT

Purposeand Objectivesof Preparedness

Thepurposeof preparingfor anemergencys to:
1 Facilitate effectiveeommunicatiorandresponse;
1 Prevent and reduaasualtieginjury, illness,andloss oflife); and
1 Reducedamageo property.

The objectives of preparirfgr anemergencyareto:
91 Develop plans and protocols faranaginganemergencituation;
1 Establish community partnershifissupportschoolresponseand
1 Practicetheskills necessaryo respond effectively and efficiently.

Before beginning the plagievelopmenprocesssometime shouldbe devotedo identifyingwho
shouldbeincludedin the plaming processyhat are theesponsibilitief thoserespondingo
anemergencyandwhatresourcesreneeded t@adequatelyespondA comprehensive
emergencylan will address the common responardspecialissuegelatedto specifichazards
andshouldbe:
1 Comprehensivé Includesresponsgroceduresor every person or agency having a role
in theresponsandthatit addresses all possible hazarfitem lightning strikesto
terrorist threats;
1 Risk-based AddressesctualrisksfacingtheLSSandtheschool;and
1 Completel Containsdocumentsuch asnaps,call-down lists, and upo-dateemergency
pointsof contact.

While theresourcesindcapabilitiesvary amongLSSs and schoolghesevarianceshouldnotbe
a deterrent tcomprehensivelanning. Thestepsin comprehensivelanninginclude:
1 Identifying key players(schooland community response personnel);
Parent/familyinvolvementin plandevelopment;
Developingassumptions;
Developinga hazardgrofile;
Identifying resourcaequirements (alignmemiith Continuity of Operationglan
(COOPY)is essential);
1 Establishing a chain @fommandand linesof successioin Incident Command System
(ICS); and
1 Developingtheplan.

1
1
1
1

Assumptions in Plan Development

Assumptionglefine thdimitationsof the plan bydelineatingwhatis assumedo betrueduring
plandevelopment. Assumptionsallow users tdoresee th@eedto deviatefrom the plan if
certain things prove to be untrue duringaatual emergencysomeexanplesof assumptions
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include:

T

T

Therewill belittle or nowarningbeforesomedisasterssuchasanearthquaker

chemicalspill;

Theschoolshouldplanto beable to resource itsefibr 12-24 hours following anajoror
catastrophicommunityevent. It is possiblethatthe schoolwill be withoutassistancdor that
periodof timeor evenlonger. The Continuity of Operation PlarGOOB planningannexesre
essential to recoverydow would students be educatédbuildings could not beccupiedfor
severaWweeks?Are there plans for finance, facilitiesansportation, etc. to operate if their
buildings/equipmeniveredamaged?;

Students, staff, and visitovgth disabilitiesmay needo be evacuated. What processes and
procedures are in place to accommodate, safeguard, and evacuate these indiMuhsads?
appropriate transportation from one area to another via bus, car, or device for persons with
disabilities and

Theremaybe anumberof injuries ofvaryingdegree®f seriousnesw faculty, staff, and/or
students.Rapidandappropriateresponsewill reducethe numberandseverityof injury.

Stepsto Prepare for Emergencies

1) ReviewHazard Profiles and Risk Assessment

2) DevelopWritten EmergencyManagementPlans

¢ Incident Command and Critical Decision Plan
e Threat ResponsePlan

e Community Partnership Plan

e Disability SpecificPlan

e Communication Plan

e Parent/Guardian Reunification Plan

3) Conduct Training, EmergencyExercisesand Evaluation
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Hazard Profiles and Risk Assessment

When evaluating potential hazards, the followshguldbe consideredait a minimumin the

planning:

1 Each hazardlentified ashigh risk to theLSSor school (tornadoes, firehemicalspill) or
havinga high degreeof impactif it occurred(explosionor terrorist incident);

)l
T

T

Probability that particular event mighaccur;

Areas of the buildings or groundsostlikely to be affected (cafeteria, parking lot,
chemistrylab, etc.);

Locationsandneedsof special populationstudents/staff with disabilities, medically
fragile students/stafandnonEnglishspeakingstudents)and

Identifying critical resource needs.

A sampleHazard ProfileNorksheetand HazardProfile Key areavailablein Appendx A to
assist in assessing aasisigning risk priority.

How will you operate?

Determininghow theLSSand schools will operate when working wiémergencyesponders is
key to an effective response duri@gergenciesTime shouldbetakento developthe concept
of operations.Theconcepiof operationgexplainswhatwill happenwhenit will happenand
who will directthe operationsaandshouldinclude:

l

= =4 4 A

T

An organizational chart thatcludesthe appropriatestaff;

A statemengabout when and how tlemergencylanwill beactivated;
Definitions of "actionlevels" andheirimplementation;
Thegenerakequencef actionsbefore,during,andaftertheemergency;

Thepersorwho will coordinatedirectly with local andstateresponderandhowthe
coordinatiorwill take place; and

Coordination with existingtateandlocal plans.

In developingheorganizatiorthatwill bein placein anemergencykeepin mind whatworks
well in dayto-day activitiesnaynot work asvell during anemergency.SeeAppendix C,
Samplelncident Response Job Descriptions,ftatherdetails on roleand responsibilities.
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Characteristicsof an Effective EmergencyManagementPlan

Establishe€risisRespons&eam(CRT) with NationallncidentManagemenBystem
Demonstratesollaboratiorwith localcommunity

Reflectsanii ah 4 z aapgraach

Obtainsanddocuments$SchoolBoardapproval

Aligns with federal,state andlocalemergencynanagemerylans
Containsspecificplansfor accommodatingndividualswith disabilitiesor speciaheeds
Providesatimelinefor maintaining/updatingheplan

U.S. Departmendf Education
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What is the NationalIncident ManagementSystem(NIMS)?

The National IncidentManagemenBystem(NIMS) is asystemati@pproach tanitigating,
preventing planningfor, respondingo, and recovering frorhe effectsof anemergentncident.
The systenstandardizes the approachroidentmanagemerfor all persons responding to all
typesof incidents.

It is importantto notethatat thepresentime the only schooldistricts that are required to fully
complywith the NIMSrequirementsirethosedistrictsthatare receivingundingunderthe
EmergencyResponse and CrisiMdanagemenGrantprogram (Office of Safe and Drifree
Schools) through the U.Bepartmenof Education. Regardless of the grant funding status,
seriousconsideration shoulde givento usingthis structurein asmuchthat it will provide
consistencyndwill bealignedwith local respondersvho arerequiredto use thigprogramming
and response configuration. Foorespecificinformationon NIMS goto:
http://www.ercm.org/views/document/NIMS. pdf

Five (5) Componentsof NIMS

1. Preparedness
1 Essential to achieving effectiwamergencynanagement

1 Requires partnerships betwegmvernmentprivate,andnongovernmentadrganizations
1 A continuous cycle of planning, organizinggining, practicingevaluating, and updating

2. Communicationand InformationManagement
1 Establishes commonoperatingandcommunicatiorplanbetweerorganizations

1 Utilizesflexible communicatiorandinformationsystems

3. ResourceManagement
91 Describestandardesourcananagemenpractices for inventorying, organizing, and
tracking resources

1 Allows for sharing of critical resources when needed

4.Command and Management
1 Utilizesthreekey organizationgonstructs

(1) IncidentCommandsystem
(2) Multiagency Coordinatiorsystems
(3) Public Information

5. Ongoing Management and Maintenance
1 Continuously refine NIM&onceptspracticesandprinciples
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What is an Incident Command System?

The IncidenCommandSystem(ICS) is astandardizedyn-scenemanagemerapproachyhich:
1 Facilitates coordinated resporsstweermmultiple organizations;

1 Establisheeommonplanningandresource managemeprtocessand
1 Allows organizationdo communicateeffectively, while sharingquipmenand
personnel.

Based on lessons learned during actmaérgencieshelCS hasbeendevelopedo effectively
manageemergencieandhasproveneffectivein both majorandminor emergenciesFEMA and
states have adopted ICS as tlesirergencynanagemergystem. The ICS lelps to ensure safety
of lives, protectionof property,andeffectiveresourcenanagementEmbracing the principles of
ICS will enablelL,SSs andschoolsto work with emergencyesponderso providea coordinated
response FEMA provides a three (3) hour course (0.3 CEUSs) designeathrily for
kindergarten through high school personniéhteoverallcoursegoalis to promoteschoolsafety
by familiarizing schoobtaffwith how ICS principlescanbeappliedin schootbasedncidents
andpreparinghemto interfacewith communityresponsgersonnel.

The following basic IC$rinciplesshouldbe givencarefulconsiderationn developinga plan:
1 Emergencies require certaintasksor functions to be performed. Forexample gvery
emergencyill requiresuchfunctionsasstudentcare,site and facility securityand
communications.Thesefunctionsneedto beaddressed during tldevelopmenof the
concepbf operationsaandpersonneheedto be matchedo thefunctions.

1 ONE personshould be in charge.Thatpersonknownasthe6 | nci dent (i€ ommand
thelocal superintendenschoolprincipal, fire chief, chief of police,etc.)mustbe
identified and everyone must knavho thatpersonis atall times.

1 No person should direct theefforts of more than sevenpeople. Experience has shown
that an effectivespanof controlin anemergencys threeto sevenpeople. Fewerthan
threepeopleleadsto inefficient operations.Generally, an individual shouldanageno
more than seven people duringeanergency.

1 No one should report to more than one individual.A clear chain otommand
eliminatesconfusion during thetress of emergency operations.

1 Speak the same languageEveryone should use tilsamewordsto referto thesame
situation. Thisrequirestraining. Everyoneshould know thaameterminologyand use it
both in practice and during actualemergency.Clearandspecificlanguagas
recommendetb activate school and response personnel. Codes aexnatnended.
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How does an Emergency ManagemerResponseleam fit into the ICS?

ICS can serve as a possible limdtweertheLSS, school,andall otherswho areinvolvedin an
emergency.An EmergencyManagemenResponsd eamworks withthe operationgnanageto
setup mentalhealthandcounselingservicesduringandaftertheincident.Be surethatthe
Emergency ManagemeResponsd eamleaderandthe operationsnanageh ave one
personatontactinformationsotheycaneasily communicate.

Following is anexampleof anICS organization.

What is the structure of the Incident Command Team?

> U 0 al 10
-0 Incident
Commander

Public Information

School Officer
Administrator 0 and S
Liai_son
Central Office Officer
Administrator
Safety
; Officer
Operations
| . d
Site ﬁf‘e'mgé?](i Logistics Finance/Admin
Security

Health Services
First Aide

Documentation

Transportation

Insurance

Mental Health
Response Team

Student
Supervision

Student & Parent
Reunification

Records (IAP) suranc
Situation ]
Analysis Food Service Personnel
Facility & )
Materials Timekeeper

Communication
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Command Staff

ThelIncident Commander is responsibldor all ICS managemerfunctions untilheor she
delegateshefunction. Emergencysituationsdemancdconstant control frora central location
(i.e.acommandoost). Consideratiorshouldbetaken in selection of eemmandpost that is
secureandhasaccesso communicatiorand facilities resourceslhatmeanghatthe Incident
Commandeshall not leave theommandoostwithoutleavingsomeonen charge. At a
minimum,thelncidentCommandeshould:
1 Assesghesituation;
i Establishobjectives;
1 Trackresourceneedsjncludingwhatresourcesreavailable what havebeenassigned,
and whatdditionalresourcesireneeded;
1 Develop a strategy/plaor handling theemergencymonitoringhow the plan is working,
andadjustingthe plan taneettherealitiesof the situation;
1 Every incidenimusthave arincidentAction Plan(IAP) to ensurehattheemergencys
properlydocumentedsa historical record and fdegal and financial reasorend
1 Appointadditionalstaffasnecessary.

The School Administrator is likely to bethefirst onthe sceneof anemergencyndtherefore
responsibldor all ICS managemerfunctionsuntil heor shedelegateshe Incident Command
function. In establishingbjectivesnotificationof the CentralOffice Administrationshould
occur as soon as possible. However, the Schdwlinistrator musplanfor contingenciesn
casecommunicatiorwith thecentraloffice staffis not possible.Lessons learned from
Septembefl1,2001in New York revealedhatprincipalsmustbe empoweredo makedecisions
without consultingwith centraloffice. Thearrival of first respondersnayresult intheincident
command being transitioned to a unifemmmand.Unified command means that designated
individualsfrom one or moreesponsagencies will workointly with the LSS or school
commandeto carryouttheresponse.

TheCentral Office Administrator mayserve as a Deputy Incident Commander or receive
tranger of commanduntil thearrival of firstrespondersin either capacity, the Central Office
Administratorrepresentshe LSSin ICS Commandiecisions.

TheDeputy Incident Commandermaybe designated to perforspecific tasks as requested by
the IncidentCommandeor receivetransferof command. Transferof commandmaychange to
meetthe needs of the incident when incidesstpandor contractpecomemore or lesgomplex.
Transfer of command requires a briefing ttoeincomingincident Commander and notification
to all personnethat achangen commands taking place.

Otherrolesandfunctionsduringanemergencynclude,but arenot limited to, the following:

1 TheSafetyOfficer (SO) ensureshatthe safetyof studentsstaff,andotherson campushas
thehighestpriority. The SOis empoweredo stop actions that create an unsafe situation or
put students, faculty, staff, and others at riakSchool Resource Officer or school personnel
entrustedvith security mayetaskedwith thisrole.
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1 ThePublic Information Officer (PIO) or adesignatedpokesperson acts as a liaisath
the public and thenedia. The P10 must be welhformedof the situation at alimesand
should be the ONLY person talking to timedia. All other staff should refemedia
guestiongo thePIO. Someonehouldbe designatecsthealternateP|O in the eventthe
primaryPIlO is unableto performthe duties.

1 TheLiaison Officer actsas apointof coordination between tHacident Commandeand
otherpublic agenciesandorganizationsuchas the Red Cross or public utilities.

General Staff

The divisions of labor angsponsibilitiesncludedin the ICSmodelare:
1 TheOperations Sectionhandlesall emergencyesponsgobs, including accounting for
andtakingcareof studentsaandall personnel.Most of theadultrespondersvill be
assignedo jobsin the OperationsSection.

1 ThePlanning andIntelligence Sectionis responsibldor trackingboth available and
neededesourcesassessinghe changing situation, documentitige responseand
managinghelargesite mapatthe CommandPost.

1 Thelogistics Sectionmanagegersonnelsuppliesandequipment.Duringthe
responsethe LogisticsSectionis responsibldor handingout supplies an@&quipmentand
for deployingunassignegbeoplefor work.

1 TheFinance/Administration Sectionis responsibldor buyingmaterialsandkeeping
financialrecordsof expenditureandemployeehours.

It is importantthatconsideratiorbe givenin plandevelopment to who is best qualified to
performthe functions and thataff is assigned appropriatelyhisis necessary so that staff may
be trained appropriately and knows what to danractuakmergency.Each key person should
have a backip person assigned @ase the person wittrimaryresponsibilityis unavailable or
injured. Routinely review theSSandschoolplanto considerstaff turnoverand assigrtasks

by role or positionrather than by individual people.

Somesituationsmayrequirethata classroonteachetbe usedto fill anlCS position. This means
that a buddy systeshould be developed in orderdnsurehatstudentsareproperlysupervised.
If a buddy systens used schooladministratorshouldprovideduplicaterostersfor bothclasses
and evacuate both classes to the sarean theeventof anevacuation.

Threat Response Plan

A written threat responsglanshouldbe developedy key personnalsingthe HazardProfile
WorksheetandKey to guideappropriataesponséo all possible threats.Schooldistrictsand
individual schools should nattemptto createplansin isolation. The following entities shoulte
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considered in the preparatigsianningand testing of the response plan:
Law enforcement;

Public Health;

MentalHealth;

Localgovernment;

Utilities;

Fire SafetyOfficials; and

Emergencyedical Services.

=4 =4 =4 -8 -8 _9 -9

An effectiveThreatResponsélanis adopted by the local board of educatimmplementedas
adoptedcommunicatedo theschoolcommunity,andpostedn eachdistrictandschoolfacility.

Universal EmergencyProcedures

UniversalEmergencyProceduregreasetof standardclear directivesttatmaybeimplementedin
response to a variety of threafghenanemergencyegins, the principal, as IncideBommander,
will decidewhich UniversaEmergencyProcedureso implementbased on thesituation. There
aresix basicprocedures which can lailized in responding to variousmergencies:

1 Evacuatiori Conditionsoutsidearesaferthaninside;

ReverseEvacuatiori Conditionsinsidearesaferthanoutside;

SeverédNeatheli Severenveatheremergencies;

Shelter in Placé Outdoorbiological,chemicd or radiologicalcontamination;
Lockdowni To protectbuilding occupantgrom potentialdangersn the building; and
91 Drop,Cover,andHold i Earthquakerimminentdangerto building or surroundings.

= =4 =4

Someemergencies magquirethatprocedures be iplace tohandlethe following:
1 Search and RescueSchools should have plans to asfist responderin Searchand
Rescue efforts.

1 Medical. Thisincludestriage,treatmentandpsychologicafirst aid. Theschoolnurse
andguidancecounseloareessentialn fulfilling thesefunctions.

1 Student Care. This is one of thenostimportanttasksin anemergency.lt includes
accounting for all students, protecting thsom severe weather, providing for sanitation
needsandprovidingfor food andwater. Teachers are essential in carrying out tHas&s.
All task® andthe personneassignedo handlethesetask® mustbe included inthe
emergencylan within reason.

Community Partnership Plan
Developalist of potentialcommunitypartnerswhich maybe helpful to the schoolin theevent of
anemergencyContact partners to discupstential servicarrangementor transportationfood

services, comforitems, and mental health. Consider establishingre-negotiated contracter
Memorandum®f Agreemenivith your local school board.

26



Plan for Students Staff, and Visitors with Disabilities

Develop a plan that is comprehensive and accounts for the needs of all persons in a school

building or on school grounds, including students, staff, antbxsswith disabilitiesSection 7

435 of the Education Article, Annotated Code of Maryland requires that if a student with an
individualized education plan (IEP) or 504 plan requires specific accommodations in an

emergency, the IEP or 504 plan shallindudt hose accommodati ons and a
needs as necessamhese plans should be shared with all staff that may be with the student

throughout the day (not just the classroom teacBehools should periodically review the

individual plans of stdents and compare them against the schoolwide plan to ensure cohesion.

The LSS and school emergency plans must include persons with disabilities and accommodate
them in accordance with the Americans with Disabilities Méten planning for student sajet

the LSS and school emergency plan should be developed to allow all students, including those
with disabilities, to have full access to all school environments and appropriate levels of
independenceSimply having IEP and 504 plans in a binder is ndigahtd this planning

should be integrated through the LSS and local emergency plan.

In developing te comprehensive emergency plan for the school system and individual schools,
take the following important considerations into account:

1 Ensure keystakeholders are at the table during the planning proces&SSs should
include emergency management agencies, emergeadigalservices|ocal health
department, fire department operational staff, paliepartmentiisk management
professionals, schoolmses or school nursing supervsanental health professionals,
school staff, special educators, persons with disabilities and others with access and
functional needs, service providers for students with disabilgagnts, and other
stakeholders unige to theLSS.

1 Review other helpful resources when developing the emergency plaks LSSs are
developing the local emergency plan, existing resource should be reviewed and
evaluated. For example, the Maryland Department of DisabititibBshed Plannig for
People with Disabilities and Others with Access and Functional Needs Tedikch is
designed to provide planning guidance and considerations to support emergency
planning for persons with disabilities and others with access and functionalamdete
National Fire Protection Association Disability Access Review and Advisory Committee
Emergency Evacuation Planning Guide for People with Disabilities (June,.2016)

1 Training and practice arekey. After the local emergency plan has been developed, it
important that all staff are trained on how to implement the plan in the event of an
emergencyAll students and staff should participate in drills. Drills can be differentiated
or modified for students, staff, and visitors with disabilities. For exampme
participants may complete the full drill while others may complete the drill up to a certain
point based on their abilities. After drills, conducting debriefisgecommendetb
assess effectivenessave processes in place to evaluate perfoomamd make
improvements.

 Know and understand the needs of students, staff, and visitarEnsure thagssential
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staff membersknow the unique needs of students, staff, and visifocemprehensive
plan to accommodate, safeguard, and evacuate stustafitsand visitors with
disabilities should account for needs includfbgt not limited to) language, mobility,
cognitive, social/emotional/behavioral, equipment, visual, medical, auditory, and
sensoryDetailed information on the specific needs of stud, staff, and visitors can be
maintained and available asederencan the event of an emergency, enabling staff to
have access to this information during an emergency.

Below are some examples of what to conswdeen planning for students, staffica
visitors with disabilities

o Languagei English proficiency, American Sign Language, braille, processing
time.

o Mobility 7 Equipment necessary for mobility; the amount of assistance needed
for a student to be mobilizedrrte required to move from point # point B. If
evacuating persons with disabilities away from an area (school building or other
school site), liftequipped or other accessible buses should be part of the plan.

o Cognitivei Step by step instructions, direct support.

o Social/Emotional/Behavioral 1 Social stories, persecentered planning, having
providers familiar with the student.

o Equipmenti Assistive technologyelevator accessptions, building
accessibilityevacuation device such as a Medsled or Evacudaess to needed
equipment during extended evacuation or shelter situatiseisas personal
wheelchair, ventilator, lifssaving supplies

o Visuali Braille, large print/high contrasiuditoryneedsuse of mobility canes

0 Sensoryi alternative alerts/alarms, coping mechanisms for some students
(sunglasses for strobe lightsarphones for loud noigesituationspecific alerts.

o Medical i Be prepared for medical and other health needs of studee{slan
for potential long lockdwn situations where persons may not have accdgs-to
saving or emergenayedicatiors.

o Auditory T Use of American Sign Language, pgad material®r other visual
supports alternatives to reliance on verbal announcements over the PA system.

91 Designatk a building-level point person for school safetyDesignate a person (or
persons) in the buil ditrog @rersiotne wtid hb & etghaeg
This person should know the emergency plan, who the students with disabilities are, and
whatneeds they may have in the event of an emergency. This person should also be
made aware if there are visitors with disabilities in the building or on site. This person
will be key in communicating information as appropri&ensider staff members to be
notified in case of emergency outside of regular working hours.

1 Prepare to shareupdated and accurateinformation with local responders. In
working with local fire and law enforcement agencies, consider collecting and submitting
helpful information for tle local computer aided dispatch system (CAD). This
information would include, for example, whether/how many persons in the building are
in wheelchairs or have other disabilities or conditions that require special attention. In
addition, consider having &art document ofand that lists concerns as they relate to
students with dis-tolkinloiwtdoi eé 9if oirmalt uadinndg hfan e av
first responders. This will assist first responders as they arrive on the scene and assess the
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situation.

1 Plan for visitors. Be sure to know exactly where visitors plan to be upon signing in.

Have a protocol in place to inquire whether visitors would need assistance in the event of

an emergency.

i Training . Train staff to shelter in place and alert first respes and incident
commanders of locations when safe egress is not possible.

Communication Plan

Communications a critical part ofemergencynanagementSchool staffstudentsandvisitors
must be toldvhat ishappeningand what talo. Parentof studentsaandfamiliesof staff
membersnust benformedabout situations, includintipe statusof their child or family member.
Timely contact with lawenforcemenand otheemergencyerviceds necessarjor effective
response.SchoolBoardmembersnustbe keptinformedand updatedIinformationmust be
transmittedo theCentralOffice and to theotheraffectedschools. ially themediamust be
informedand kept updated. ThecidentCommand Systemesignates that a Publicformation
Officer (P1O) s identified asa singleinformationsource.

Communicatiorwith parentsandthecommunity is best begureforeanemergencyccurs.
Someuseful strategies include:

1 Inform and involve parents and stakeholders abieg ¢ h oemnér@escy plan, its
objectivesandthe needfor it. Such informationcan be included in a schoo¢wsletter,
local public accessedia,websites,socialmedia,or otherinformational material
preparedor parents.

1 Develop a schodtlimatethat nurtureselationshipswith parents séhat they trust and
feel comfortablecalling schoolpersonnein the eventof anemergency.

1 Developmaterialthatmaybeneededincluding:

V Draftlettersto parents

V Informationregardingpossiblereactiongo a variety of safety situatiorier use by
parent asheytalk with theirchildren

V Steps the school and school distecétakingto handlethe situation.

e Lists of personnelon emergencyteamsand their specificrolesin a crisis should not be
detailed and releasedto parentsor listed on community information. Many of these
listsinclude private information suchascell phonenumbers.

e The details of the emergencyplan should remain confidential, care should be given not

to publish evacuationroutes, floor plansor other information that could be usedby
individuals seekingtargetsfor predatory actions.
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Technology

Technologycanbeavery effectivetool for communicatiorduringandafteranemergency.
Consider plans foemployinga variety of common communicatidaols:

1 Telephones 1 Computers 1 Alarm systems

1 Two-way radio T APanic buttl T VoiceRecordings
9 Cellular telephones 1 Email I Media/PR Release
1 Text Message 1 Written Letter 1 SocialMedia

1 WebsiteAnnouncement | § Bullhorns/megaphones| 9§ Assistive Technology
1 Intercomsystems 1 Faxmachines

Key Communicators

Theuseof key communicatorsadults,andstudentsvho aretrustedin the community,will help

to combatrumorsabouttheincident. Thesendividualsmayor maynot be in positions of
authorityor officially recognized leaderdn theschool,it may be a secretary, paraprofessional,
or custodian.In thecommunity,a keycommunicatomightinclude a post office clerk, police
officer, firefighter, physicianparent/advocatetc. The key communicatorslistinguishing
characteristicare thattheyarerespectedby their peersandotherpeopletrusttheir opinions.
Providingfactsto key communicatorassoonaspossiblefor disseninationand correction of
misinformationcan support gpositiveperceptiorof theschoolsability to manageanemergency.

Parent/Guardian Reunification Plan

Gettingfamiliesreunitedin anefficientandorderly fashioris essential.Reunificationcanbean
enormoughallenge and requires a great deatarkeful planning.An area should be designated

for parents/guardiarte pick up theirchildren.This areashouldbe awayfrom thedamageand

away fromthe studentassemblarea.Ensurethat the location is accessible ahdt

communication about the procedures to parents and family members with disabilities and other
special needs facilitated Keepmediaout of this area and control with la@nforcemenas
necessarylt is agoodideato have parents/guardiasgna statemenindicating they have

picked up their child.

Communication witHamiliesis essential.Schoolsshouldnotify parentsat thebeginningof
eachschoolyearof thes ¢ h opoocedusesor dealingwith anemergencyndthe procesghat
will be usedin reunificationin the eventof an emergencySpecificroutes or locationsshould
not be identified.
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SECTION IIl: TRAINING, TESTING, AND EVALUATING THE PLAN

Training the Emergency Plan

All plans should be tested and rehearsEde successfuimplementatiorof emergencylans
relies on training and rehearsal of emergency protocadslbynistrationstaff, and
community agencies.Testingincreases:

readiness;

revealsweaknesses;

identifiesthe needfor additionalresources;

clarifiesrolesand responsibilities;

builds confidenceandtrust;and

improvescoordination and individugderformanceluringactualemergencies.

E R

Lessons learned frotesting the plan should lheedto reviseandupdatethe plan,whichis
discussedh theevaluationsection below.Developing training andrill calendarselpto
ensurethatthesatemstakeplaceon aregularbasis.

Reviewthe HazardProfile anddeterminghetype of trainingandexerciseyou planto
conduct.Establishatrainingandexerciseschedule and notify students, faculty, staff, and
parents.

Establish grotocolfor documentatiorf drills andexercises as well as debriefinGonsider
conductingabletopandfull scaleexercisesaswell as thesix universal drills.

Providing Staff Training

Local School Systemsnd school staff should receitrainingon the planbeforetheplanis
tested. Severalmethodsmaybe used to conduttetraining(i.e. orientation seminarand
handson training). Orientationseminargin-service presentations)aybe used to introduce
the plan, distributeopies,andaddressolesandresponsibilities.Thereare anumberof
training resources that careaccessednlineandthroughnational,state andlocal emergency
managemergervices.In Maryland, the Maryland Association of Boards=mfucationoffers
freeonlinetrainingin schoolsafety includingemergencynanagemerand security for its
members.http://www.mabe.org/insurangaograms/risknanagement/risklinks

Recently theneedto assisstaffwith knowingwhatto do duringthetime prior to first
responderandlawe n f o r c arnva mas kieen emphasizeworking with yourlocal and
stateemergencynanagemenrdnd lawenforcementan helpwith this. A contactlist is
includedin AppendixI of thismanualto assist. The Stateof North Carolina haseleased
videoto help teachers with the firgtventyminutesduring a schooshooting.
http://www.youtube.com/channel/UCa2XdpccYzCPoEue89IoANw/videos

31


http://www.mabe.org/insurance-programs/risk-management/risklinks
http://www.youtube.com/channel/UCa2XdpccYzCPoEue89loANw/videos

Handson trainingis designedo train school staff in specialized procedures (e.g., CPR, first
aid, or light searchandrescue).Handson trainingalsoallows staff memberso develop a skill
or maintainproficiencyin the skillarea. Handson training ismoreeffective when it followsa
thorough orientation. The plan should only be teafestthe staffis trainedin theirrolesand
responsibilitiesDuring a crisis people often go intostate of confusion if they have not
practicedandtrainedin theemergencyespons@lan. It is saidwe do whatwe drill in an
emergencituation. It ismportantfor staff topractice thenostcommonexercises that staff
mayneedto utilize in acrisis. Thesearecoveredoelow in thetestingthe plan section.

Specializedstaff Training

The National IncidenManagemengystemrraining Programadministeredhroughthe Federal
Emergency ManagemeAgencyis acomprehensivejationwide approach to incident
managemerds previously describedt addresses theomponent®f:

1 Preparedness;

1 Communicationandinformation Management;

1 ResourcManagement;

1 CommandandManagementand

1 Ongoingmanagemerdndmaintenance.
National Incident Management Systémaining couldbeavaluable resource fadministrators
andothercentraloffice staffto obtain. This programintegratesvith FEMA trainingoffered
throughthe EmergencyManagemeninstitute(EMI) and UnitedStateg-ire Administration
(USFA).

School violence has been a focusnanyemergencyesponse plans since the incident at
ColumbineHigh Schooland,morerecently,in Newtown, CT. There is no easy way fwedict
when astudentor a communitymembemaybecomeviolent. See the U. S. Secret Service
documenbn ThreatAssessmernin Schoolg2002). More recentlythe use ofdetermininghe
credibility or seriousnesef athreatandthelikelihood thatthethreatcouldbe carriedout has
beensuggested Threatassessmeiis notto be confused with riskssessmerfforts that are
broaderincludingmulti-hazardrisks,crisis interventionandphysicalplant. This methodof
At haeates saadsitotbéconducted Byeamof trainedschoolpersonnehugmentedby
gualified/certifiedassessmemrofessionalsindrequires district commitmend initial and
ongoing training to ensure progerplementation.Districts maywantto considelinvestingin
such training as a possible responsehogats in schoolsThereare a number of threat
assessment prograrasdtrainingsto consider. In addition,SchoolResourcéfficers (SRO)
are oftentrainedin threatassessmentl h e S R Qrdtlsreatrassésemeanbuld needto be
outlinedin anymemorandunof understandingpetweerthelaw enforcemenagencyandthe
LSS

Debriefingsareawayto processanevent. Therearetwo typesof potentialdebriefings that can
occurfollowing anemergency.The first is whertheteamand their emergency response
partners that have respondedtorisis wantto debrief about how well they have followed
protocolsand proceduresThesecond is for thosaffected by themergency.Thesetraumatic
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eventdebriefings can be used to help procsdingsandemotionsconcerningacrisis
situation. It is key that student support services staftladministratorgeceive training on
conductingboth types oflelriefings. Debriefing students, parents, and staff about the
emergencygituationor drill will helpto easeéensionandconcernsaswell asprocessany
emotionsaround the event. laddition, districts should considestablishinga protocolof
letting parentknow (eithervia emailor letters)thatadrill washeldat theschool. The
communitymaybelievetherewasanactualemergencyhenonly adrill was conducted.

Besidedrainingschoolbasedstaff, it is importantto keepemergencyesponsén theforefront
of all school districe mp | o mieds. ®romotingemergencyesponse, crisis intervention,
and prevention, is key for central office staff adelcisionmakerssuch as board of education
members.Many districtsareincluding their board of edationandcentral office
administratorsn regular briefings oemergencynanagementrendsin thefield, and
responsibilities ofdistricts. Suchoverviews angbromotionactivitieswill assistin keeping
emergencylanningand supportof its properimplementatiorthroughtraining, practice, and
continual evaluation as district priority.

PreparindParentsand Students

Trainingfor parentghroughbriefings, newsletters, and policy distribution nadsobe used.
Parentsaandguardianshouldbe giveninformationat the beginning aéachyear. It is
importantto give parents and students an overview of ti@gchoolplansto respondn an
emergencywhat protocols parents astudentsareexpectedo follow; andtherationalefor
these policies.Parentsaandstudentswill bemorewilling to follow protocolsif they
understandhe safety concernsaandprocedureshatunderliethe variousstepsthatneedto
occurduringanemergencyA key examples theneedfor identification requirementgrior to
releasingpf studentsafteran emergency.Schools are not purposefully delayiredeasing
students butathertakingsafety precautiongo ensurestudentsarereleasedo the proper
person(s).

Cross Training wittEmergencyResponderandOtherCommunityAgencies

It is importantprior to anemergencyo have trained and practiced the scheakrgencylans
with all thekeyagenciesandrespondershatcouldbe calledupon. Both crosstrainingon
what each agenayill do in an emergencgnd whatservicesareavailablebeforeandafteran
emergencyareimportant. It is key for firstresponders to know the buildings in which they
will beassistingas well aknowingstaff on apersonabasis. This will beparticularly
important when establishing incidesbmmandandunified commandduringanemergency.

Testingthe Plan-Typesof Exercises

Local School Systermand schools will generally usereetypesof exercises/testglrills,
tabletop, and full-scaleexercises Drills areprimarily usedto practice angberfectasingle
emergency responsd&hey typically dealwith a specifictype of respons@ndprovidefield
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experience.Schoolsusedrills to test how well students and staff responditoulatedfires,
tornadoesandbusemergenciefor example. Additionally, drills maybeusedto testplans for
bombthreatsjntrudershazardousmaterialsrelease, and explosionSomedrills areusedto
test certain recoverfynctions, such aslamage assessmeir8eeAppendixG, Optional
ExerciseScenariosfor furtherinformationon

exercises.In developingrainingmaterialsandexercisesit is importantto takeinto
consideration the age addvelopmental abilitiesf the students.

Exercise | Tabletop Exercises Drills Full ScaleExercises

Activity Participantgrom multiple Studentsfaculty, andstaff Simulateafull -scale
agenciesndorganizations practiceproceduressuchas emergencyesponsehecause
cometogethetto workona evacuationlockdown,and/or | of logisticsandcoststhisis
responsscenaridghrough shelterin place only doneapproximatelyonce
discussion ayear

Goal Defineprocedures 9 Build relationshipsand

1 Practicedecisionmaking

1 Clarify
roles/responsibilities

T Identifyresources

9 Build relationships

9 Evaluateplans/procedures

Communicat@lans
Designateoutesand
sheltedocations

9 Practiceaccountingor
students

E W

planningcapacity
1 Practicerolesand
responsibilities
Shareaesources

1
1 Evaluateplans/procedureg

Drills canbedoneat differentlevels. Classroondrills maybe conductedor individual
classe®r the entireschool. Theyareconductedo ensurestudents and staff understand
what to do and timproveresponséimesduring anemergency.Themostcommon
classroondrill isthefi d r ooper,andh o | @heditical pointto remembein this drill
isto protecto n ehéaslandvital organs and to do sSmmediately.

School level drills should involvihie entire schogdopulation. Theyareusedto test
responseproceduresuchasaccountingor all staff and studentsettingup acommand
post, orconductinga sweepof the school. Themostcommon type of school driis an
evacuatiordrill. An evacuatiormaynot be appropriate for evegynergencgituation.
In fact, in somesituationsreverseevacuatioror lock-downmaybenecessarySchools
shouldplanmultiple evacuationroutes(from all sides/areas of the school
building/facility) andassemblyareas ircasesomeexits areblockedor the hazardaffects
eitherthe evacuation route or assemlalsea renderinghemunsafe. Schoolsshould
considermpracticingthefollowing drills: evacuationreverseevacuation, locidown,

shelterin-p | ac e,

godefidr amd

hol d.beexposkdothe st udent s

variousdrills. Consider a written evacuation plan for students with IEPs and 504 plans

who may not be able to make competent decisions or may be immobile at the time of an
emergency. Consider the care and needs of each student when practicing and mitigating
for all drills.
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Thefollowing five mostcommon drillsshouldbe practicedat leasionce ayear.

1 Evacuation. Studentsandstaffareledto theclosestandsafestwayoutof a
buildingandroll is taken;

1 Reverseevacuation. Students and staff areovedas quickly as possible
back intosecure buildingand roll is taken;

1 Lock-down. Studentsareinstructedo reportto the nearestlassroonandclose
andlock all doors and windowsStudents/staffhouldmoveaway from doors
and windows andiropto thefloor andinstructed to be quiet;

1 Shelter-in-place. Students and staféportto assigned locationg&deally, the
locations are away from windows and in the cordlué building. Put signs in the
windowsaboutshelteringFor achemicalor biologicalevent turn off HVAC/air
conditioning systenand put tape on windows and on outside door; and

91 Drop, cover, andhold. Students and staff take cowerdera desk(DROP),away
from windows, cover eyes (COVER)akeefforts toprotectvital organsandhold
ontothe desklegs(HOLD). Give special consideration to those individuals in
wheelchairs. They will need specialized assistance for this drill and at the time of an
event.

Tabletopexercises male usefulto LSSs and schoolbecause¢heyenableschoolstaffto
visualizeanemergencycenariovheredecisionscanbe madethataresimilar to thosemadein
actualemergenciesTheseexercisepromotediscussiorof plans,policies,andproceduresn a
low stress situation. Tabletop exercises alswide armopportunity toresolve questions of
coordination and responsibility.

Full scaleexercisexanalsobeusedto assist.SSs and locaemergencynanagemeragencies
to practiceanactualdrill from startto finish. Such exercises alloagenciedo practicewith
theuseof equipmentgestablish roles, and experiengbatwould actually happen in a way that
cannotbeassesseduringtabletop exercises.

DevelopingExercises

Keep exercises asmpleaspossibleso thatthe exercise goals and objectives candsile
evaluated.Following thesekeyitemsbelowshouldbe consideredvhendevelopingexercises:
1 Exercise only the parts of the platentifiedin the objectives fothe exercise;
1 Keep itsimpleandwithout unnecessargomplicationsand
1 Useanevaluationplan.

Evaluating the Emergency Plan

It is saidthatemergencyesponsglansmustb e  fi Idio \¢ iu mgAs sush@ SSs should
considempdatingtheir emergencyesponsglansannuallyandaftertrainingor anemergency
situationasdeemechecessaryUsingformativeandsummativeevaluationcanhelpto

identify potential areas famodificationand improvementf the plan.
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Documentingactivities and conductingdebriefingafter training exercises or actual
emergencieare over, can assist with thealuation. During exercises assign one or more
evaluators, depending on tbemplexityof theexerciseto observe the exercise and take notes
on what worked wellwhatneedsadditionalattention;andwhetheradditionaltrainingis

required. Tabletopexecisesprovideanexcellent opportunity for staff to discuss and evaluate

theemergencylan.

Annualreviewsandupdatingis alsoanessentiatomponento evaluatingandimproving
emergencyesponsglans. New protocolsandinnovationsn thefield canoccuratanytime
but LSSs maynot think to updatéhe emergency plan with thesemsunless annual reviews
are built into the planningprocess.Schedulingupdates with alstakeholdersncluding
community agencies, law enforcement, agriergencyervicesan help to keep plans
current. In addition, it is recommended topdatethe schoolsmulti-hazardassessmermn an
annualbasisas risk

factorsmaychangeovertime. As evaluationrandupdatingoccurs,afeedbackoop to planning,
training, and practice needs to octwrall staff, students, parents, anodmmunityagencies.
Annual planning and training is required &l as aneando keep the loopomplete.
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Plan Evaluation Grid

Plan Reviewand Evaluation

Local School Systemarerequiredto ensurethat eachschoolhasan emergencyplan. An evaluationtool follows this documentto
provide guidancgo LSSO s and s c h o odewlopmentManflaed State Départment &ducationstaff is availableto
provide technicalassistancand support.Please contadhe Safe School$Specialist,at (410)767-0311 for additionalinformation
abouttheseguidelinesor torequestechnical assistance.

OUTCOME: Each locdlSSand school wildevelopandpractice a MultiHazardEmergencyPlan toaddrespossible
emergencituationsspecificto itsneeds.

Planning Explanation Title and Position (s) Timeline (in place/in Indicators of
Responsible/Involved progress/needed) success/completion

1. A ComprehensivEmergency
ManagemenPlanis in placeto
respondo violentor traumatic
incidentsthatoccuron school
groundsand/orin thesurrounding
areasThe plan includes measure
to accommodate, safeguard, and
evacuate alpersons, including
students, staff, and visitors with
disabilities.
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The EmergencyPlanhasbeen
developedn cooperatiorwith
localagenciesncludingbutnot
limited to emergency manageme
agencies, emergency medical
services, the local health
department, fire department
operational staff, police
department, and other agencies
unique to the.SS Other key
stakeholders should include risk
management professionals, schd
nurses or school nursing
supervisor, mental health
professionals, school staff, speci
educators, persons with
disabilities and others with acces
and functional needs, service
providers for students with
disabilities, and parents.
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EmergencyManagement

Explanation

Title and Position (s)
Responsible/Involved

Timeline (in place/in
progress/needed)

Indicators of
success/completion

. TheEmergencyPlanincludes
four majorareasof:
mitigation/prevention,
preparednessesponseand
recovery.

Mitigation-An analysisof the
factorsthatplacethesite andits
inhabitantsatgreaterisk has
beenconducted.

PreparednesRkesourceand
procedurefiavebeendeveloped
in collaboratiorwith community
agenciesindnearbyfacilities.
Resources and procedures
account for the needs of all
personsincluding students,
staff, and visitors with
disabilities.

Responsé\ hazardanalysishas
beencompletedandincludes
manmadéterrorism,school
shootings)natural(weather
related) and
technological/hazardousaterials
hazards.
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Recovery A planfor recovery
includesshorttermandlong-term
needsaswell asfacilities and
personakocialneedsThe
recovery plan accounts for the
needs of all personscluding
students, staff, and visitors with
disabilities.
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Plan Development Explanation Title and Position(s) | Timeline (in place/in Indicators of
Responsible/Involved progress/needed) success/completion

1. Responsé¢o eachhazardidentified
as high risk to a schoolLSS has
beenindependentlylanned.

2. Key playersaswell aschainof
commanchasbeenclearly
establishe@ndcommunicated.

3. A sequencef actionsbefore,
during,andafteranemergencyas
beendevelopedind
communicated.

4. All levelsof personnein the
organizatiorareclearasto their
responsibilitiesgduties andactions

5. Anincidentcommandsystem
(ICS)orrelatedsystenof
managemerttasbeendeveloped.

6. A commonlanguages practiced
by all.

7. Proceduresrein placeto handle
specificemergenciesuchas
studentare,andreunifications
with families.
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Training, Testing,and Evaluating the

Plan

Comments

Title and Position(s)
Responsible/Involved

Timeline (in place/in
progress/needed)

Indicators of
success/completion

1.

Stafftrainingincludingstaff
developmenandhandson
traininghasbeenconducted
including use of emergency
equipment and/or devices

Parentotificationandan
overviewof proceduresare
conductecnnually.

Bothtabletopexerciseandfull
scaledrills areroutinely
practiced Practice includes
real situational exercises in a
controlled training
environment. All students
and staff participate in drills.
Drills are differentiated or
modified for students, staff,
and visitorswith disabilities,
if necessary.

4.

Themostcommondrills are
eachpracticedatleastonce
annually.
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5.

Drills andplansareevaluated
routinelyto determinevhat parts
of theplanwork well, whatneeds
additionalattention andwhether
additionaltrainingis required.
After drills, debriefings are
conducted to assess effectivene

6.

Theplanis reviewedannually
andupdatedasnecessary.
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GLOSSARY

Active Shooter An individual actively engaged in killing
or attemptingo kill peoplein a confined
and populatecarea

Assembly Area A pre-designate@reawherepersonneand
studentsaretrainedto gatherfollowing directives
to evacuatduildings. Siteschosershould
minimize exposure to hazards, provide quick and
accessible sheltéor all, andconsidertheneeds
of persons with disabilitiesMonitoring the
safetyand weltbeing of studentand staff begins
here.Most experienced crisiaterveners should
be assigned here to begihe provisionof on
scene suppart

Cascading events Hazardous event thaiggersanothetazardous
event, thuxompoundinghe danger

Command Post The area from which the command function
will operate during aemergency

Community Partnership Plan A list of potentialcommunitypartners whicimay
be helpful to theschoolin theeventof an
emergencyContactpartners to discuss potential
servicearrangementsor transportation, food
services, comfoitems,andmentalhealth.
Consider establishingre-negotiated contracts or
Memorandum®f Agreemenfor School Board
review.

CPR Training CardiopulmonaryesuscitationAn emergency
procedureperformedn aneffort to manually
preserventactbrainfunctionuntil further
measuregretakento restore spontaneous
blood circulation and breathinig a personn
cardiacarrest

Crisis Intervention Theapplicationof shorttermrepeated
interventiongdesignedo supportproblem
solving, reducefeelingsof isolation,
helplessness, anxiegndpromotereturnto
normalfunctioning
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Debriefing

Defusing

District Support Team

Drills (alsoseeExercises)

Drop, Cover, and Hold

EmergencyEvacuation

EmergencyManagement

EmergencyOperations Plan (EOP)

EmergencyPlanning

The procesf questioningo gaininformation
from an individual after an unusual everit.
can bedonewith responderaswell as
individuals affected by aemergency.

A group crisis intervention technique conducted
by atrainedfacilitator. It providesa

supportive, safeteractiveprocesamong
individualsin smallgroups providingclarity
andcompleteexpressiorof the event and
experiences.

Initially, theteamdirectsthe procesof adapting
theemergencylanningguideto reflectlocal
conditions. Ongoing,thedistrict team serves to
assist the schools when amergencyccurs
andthe needexceedshes c h oresbudcss.

Testing aspects of a response; practicing
and perfectinga singleemergencyesponse.

Studentsandstaff takecoverundera desk
(DROP),awayfrom windows,covereyes
(COVER), makeefforts to protect vital
organs,andhold onto the desk legs (HOLD).

Theimmediateand rapidnovemenbf people
away fromthe threat oactualoccurrencef a
hazard.

An organizedorocess byvhich communities
prevent/mitigateisks; prepardor hazardghat
cannotbe fully mitigated;respondo
emergenciesgndrecoverfrom emergencieand
restore the school and community to its-pre
emergencyondition.

All of the common response issues and special
issuegelatedto specific hazards.

A proactiveprocesgo create a detaileschemeor
program,including training and exercising, that
enables schools to reduce the frequency and

magnitudeof anemergency.
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EmergencyPreparedness

Evacuation

Exercises(alsoseeDrills)

FEMA

Finance/Administration Section

Hazard

Hazard Analysis

Hostage

Incident Command

Incident Command System (ICS)

Incident Commander

Intruder

Procesdy which schoolsandcommunity
officials develop a plan thaketailshowthey will
respond to aemergencyand what steps they
will taketo recoverfrom theemergency.

Students and staff are led to the closest and
safest way out of building androll is taken.

Testing aspects of a respongicticing
and perfectingemergencyesponses.

FederaEmergencyManagemenfgency.

Responsible for buyinmaterialsand keeping
financialrecordsof expendituregandemployee
hours.

Natural,manmadeor technologicabisasters.

The process of looking for hazards or
potential hazards around the community,
neighborhoodand school.

A persoror entity, which is held by oneof
two belligerentpartiesor seizedassecurityfor
the carryingout of anagreement.

The organizationatructurethatthe school
will use during aemergency.

A standardized, eecenemanagement
approachyhich facilitates coordinated response
betweemmultiple organizationsestablishes
common planning and resounc@nagement
processand allows organizatiorts

communicate effectivelwhile sharing
equipmentind personnel.

Personn chargeduringanemergencyvent.
Onewho gainsentryinappropriately,

especiallywithout invitation, fitness, or
permission.
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Liaison Officer

Lockdown

Logistics Section
MEMA

Mitigation

Operations Section

Plane or Train Response

Planning andIntelligence Section

Preparedness

Public Information Officer (PI1O)

Recovery

Acts as a point of coordination between the

IncidentCommandotherpublic agenciesand
organizations.

Individualsgoto theclosestroomandall doors
and windows are lockedndividualsmoveaway
from view of doors and windows. Individuals
must stay wheréheyare andnaynot exit or
enterthebuilding.

Managegpersonnelsuppliesandequipment.
MarylandEmergencyManagemenfgency.

An action or plan teeducethelossof life,
damageo property fromall hazards, otrauma
to people;atypeof prevention.

Handlesall emergencyesponsgobs.

Actionsdeterminingnextstepsf thereis anair or
train disaster in cloggroximity to a school.

Responsible for tracking both available and
neededesourcesassessinthe changing
situation,documentinghe response, and
managinghelargesite mapat thecommandpost.

Procesdy which schoolandcommunity
officials developa planthatdetailshow theywill
respondo anemergencyandwhatstepshey
will taketo recover from themergency.

Acts as a liaison witkhe public (includingthe
media).

The longterm actions teeturnthe schoolto
its normaloperations andestorenormal
operations asjuickly andcompletelyas
possible.
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Response

Reverse Evacuation

Safety Officer

Shelter

Shelterin Place

Suicidal Thoughts/Ideation

Tabletops

Threat Assessment

The act ofdeterminingwho will makecritical
decisionshowto getnecessaryesourceshow
to handle a&rimescene, tasks to lm®mpleted
immediately,and bywhom.

Students and staff areoved as quickly as
possible back into secubzildingsandroll
is taken.

Thekey personwhoseultimate responsibilitys
to ensure the safety of students, staff, and others
oncampusas the highest priority.

A basicarchitecturabktructureor building
that provides cover.

Students and staff report to assigned locations.
Ideally, thelocationsareaway fromwindows and
in thecoreof thebuilding. Put signs in the
windows about sheltering. Forchemical,
nuclear/radiologicalpr biological event, turn off
HVAC/air conditioningsystemandputtapeon
windows and on outside door, if in a roevith
windows.

A medicaltermfor thoughtsaboutor anunusual
preoccupationwith suicide. The range of suicidal
ideationcanvary greatlyfrom fleetingto detailed
plans,selfharm,and unsuccessfalttempts.

Enable stafmembergo walk through an
emergencycenaricandmakedecisionssimilar

to thosemadein an actuakmergency. The
activitieslend themselveso low stressliscussion
of plans, policies,andprocedures angrovidean
opportunity toresolvequestionf coordination
andresponsibility.

A process otleterminingthe credibiity or
seriousnesef athreatandthelikelihood that
the threatouldbecarriedout. The process is
conductedy a teanmof trainedschoolpersonnel
andcanbeaugmentedby qualified/certified
assessmerrofessionals.
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Threat Response Plan

Toxic Substance

Training

A writtenthreat responsglanshouldbe
developedy key personneusingthe Hazard
Profile WorksheetandKey to guide
appropriateesponseo all possiblethreats.

A substancé¢hatcanbe poisonousr causenealth
effects.

Trainingis importanton atleastthreelevels: 1)
Teamtraining for generatmergency
preparedness; Ayrainingto addresspecific
emergencyesponsesr recovery activities and 3)
Awarenesdrainingfor all staff (i.e., Universal
EmergencyProcedures.)
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Appendix A: Hazard Identification Guidelines

Theseguidelinesareintendedo assistyou with the hazarddentificationandrisk analysisprocesgor
every area in androundtheschool. Regardless df h e i n dcurrentcdpalalitytoé reduce
hazardssimply beingfamiliar with the hazardsn andaroundthe schooland neighborhoodill bea
largehelpin developingschoolemergencylans. Thelocal EmergencyManagerfire departmentor
law enforcementan assist in identifying améspondingo potential hazard#és the hazard
assessmeilis completedconsider thgotentialimpactof amajorevent on the community and the
possible hazardsa majoreventcould cause. Takingabroadview will help toanticipateproblems.

As potentialhazardsare identifiedremembethatmanyhazards can be reduced substantiaily
eliminatedwith little effort and nacost.Otherhazardmitigationmeasuresnight be phasethto the
routinemantenancescheduleBecausehe morecostlymeasuresre likely tocompetewith other
budgetitems,it maybedesirableo developalongtermhazardreductionplan. The plan should
identify potential hazards, record hazards thatheeliminated, hazardghatcanbereduced, and
hazardghat canbe only anticipated.

HazarddentificatioNMapPiNGACHVILY ........ccoiuriiiiiiiiie e e e e e A2
HazardProfileKeY ........ooooii e, A-3
DistrictHazardProfile ASSESSIMENL. ........uiiiiiiiii it e A4
TechnologyHazard$Profil@ ASSESSIMENT.........uuiiiiiiii it meeeen A5
SchoolinternalBuilding HazardProfile ASSESSMENL..........uuviiiiiieeei e A-6
SchoolExternalBuilding HazardSProfile ASSESSMENL............uuiiiiiiiiiiiie e A-T.
SchoolPlaygroundSportingFieldsHazardgProfile ASSESSMENT.........uevvvveiiiiiiiiiiiiiiieeeeeveeeveeeeeeeee A-8...
ClassroonHazardProfile ASSESSIMENT........ceruiiiiiiiie it A:9...
Non-ClassroomHazardgProfile ASSESSIMENL.........couiiiiiiiieiiiii et eeas A-10
EvacuatiorRouteHazardgProfile ASSESSIMENL..........uiiiiiiiiiiiiiiiie e A-11.
SchoolNeighborhoodHazardProfile ASSESSMENL..........uuviiiiiiiiiiiiiiiiiiieiiiiireerrrr e eeeeeeeeee. A-l2..
Hazardrofile ASSESSMEBIANK). .......cooiiiiiiiiiiiiie e A:-13...
HazardProfile ACtion Plan(BIlank)...........cooooiiiiiiii e e A-14
InternationalChemicalSafetyCardS.........ccooii e e e e e e eeeeeeeeeees A-15..
TerroristBombThreatStandOM ... A:l7...
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Appendix A: Hazard Identification Guidelines

HazardldentificationMappingActivity

Developingmapsfor each area afoncernjargeand smallcanprovideimportantinformationin
identifying potential hazards thatay haveotherwisebeenoverlooked. Usethe checklistbelowto
help completehetasks.

Note: All mapsshouldbereviseduponcompletionof mitigationor eliminationof hazardgollowing
action planning. Curremhapsmustbe readilyavailableto emergencyesponseersonnel.

Check -
N Activity

Obtain or draw anapof each area tbe profiled (district, school,groundsgtc.).

Thismapwill beusedto notepotentialhazardsandthelocation of utilities,
emergencyequipmentandsupplies. It will alsoprovidea basisfor
establishingevacuatiorroutes,identifyinga safe,openspaceassemblyarea,
anddevelopingoroceduredor conductingemergencyesponsectivities.

1 Use the profileassessmetior each areto assistin identifying relevant
structural features.
1 Mark thelocationof pertinent structural features the map;suchas:
o Office, classroomdlibrary, activityrooms
Restroomshealthrooms
Heating plant
Exits, hallways/door@andclosets
Geographideatures

O O O ©o

1 Locatethe potentialhazards oimportantresource®n the map:
o Main shutoff valves for water and gas

Master electrical breaker

Heatingandair-conditioningequipmentHVAC

Appliances(notegasor electric)

Chemicalstorage and gas lineslaboratories.

Hazardousnaterials

Emergencyighting units

Fire extinguishers.

Firstaidequipmenti GKi t so (i f applicabl

Outsidewaterfaucetsandhoses

Overheadgowerlines

Underground gas lines

O O O OO0 oo oo oo
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HazardProfile Key

1. PotentialHazard

Examples

= E

= =4 -4 -8 -9

Flood

Fire

Tornado

Power Outage
WaterSystem
Failure
Transportation
Accident
Pandemid-lu
Drug Overdose
Suicide

Peer Aggression
UnsecuredEntry
into Building
Neighborhood
Violence

Local Business
with Hazardous
Materials

Major Roadway
Nearby

Major Airport
Nearby
LargeShrubs
Around Building
Poor Visibility in
Hallways

2. Potential Severity

Catastrophi

Multiple deaths
SevereDamageo <50%of Property
FacilitiesClosedfor 30+days

6. Duration

>2hrs. 2-5hrs. 5-12hrs.

12-24 <24 hrs
hrs.

Major

Disablinginjuriesand/orillness
SevereDamageo <25%of Property
FacilitiesClosedfor 2+ Weeks

Minor

Injuriesand/orillness (NotDisabling
SevereDamageo <10%of Property
FacilitiesClosedfor 1 Week

Limited

BRSNS 8 —a §—8 —a -

Injuries Treatablewith First Aid
Major Damage to >10%f Property
Shutdown Facilities for24 hours.

3. Potential Frequencyof Occurrence

Highly Likely

Probablein the nextyear

Likely

Probablein thenext3yrs.

Occasiona

Possiblein thenext5 yrs.

4. Potential Geographicffect

Widesprea

Not Likely

Possiblein thenext10yrs.

Isolatec

5. SpeciaPopulationConsideratior

Student:

Visitors

A-3

Shortterm

7. Speedof Onset

Minimal Warninc
6-12 hr. Warnin¢

8. CriticalResourceNeeds

Operation:

Logistics

9. AvailableWarningSystem:

Longterm

3-6 hr. Warning
12+ hr. Warning

Planning/
Intelligence

Finance/
Administration

National Weathe

PotentialFrequency

Local Medie .
; Service
Amber Alert Fire Alarm
10. RiskPriority
Highly MED | MED | HIGH
Likely
Occasional MED MED MED HIGH
Likely LOW MED | MED MED
Unlikely LOW LOW | MED MED
Limited | Minor | Major | Catastrophic




