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1.0 INTRODUCTION  

1.1  Purpose of  the Plan  

The purpose of the Alvord Unified School District Emergency Operations Plan (EOP) is to identify 

and respond to incidents by outlining the responsibilities and duties of Alvord Unified School District 

and its employees. Developing, maintaining, and exercising the plan empowers employees during an 

incident to act quickly and knowledgably. In addition, the plan educates staff, faculty, students, and oth-

er key stakeholders on their roles and responsibilities before, during, and after an incident. This plan 

provides parents and other members of the community with assurances that Alvord Unified School 

District has established guidelines and procedures to respond to incidents/hazards in an effective way.  

 

The developed guidelines and procedures for dealing with existing and potential student and school 

incidents are defined in the plan below. The basic plan and the functional and hazard-specific annexes 

outline an organized, systematic method to mitigate, prevent, prepare for, respond to, and recover from 

incidents. Ongoing training of faculty and staff to assess the seriousness of incidents and respond ac-

cording to these established procedures and guidelines is of the upmost importance as hazards, vulnera-

bilities, and resources may change over time. Therefore Alvord Unified School District regularly sched-

ules in-service training for faculty and staff on emergency procedures.  

 

Lastly, developing, maintaining, and exercising the School EOP increases Alvord Unified School Dis-

trict’s legal protection. Schools without established incident management procedures have been found 

liable for their absence and left without funding from federal agencies. While no set of policies rules out 

the potential for legal problems or lack of response and recovery funding, establishing procedures and 

guidelines on the best professional practices provides a margin of protection against these possible oc-

currences. 

  

1.2  Scope of  the Plan 

The Alvord Unified School District Emergency Operations Plan outlines the expectations of staff/

faculty; roles and responsibilities; direction and control systems; internal and external communications 

plans; training and sustainability plans; authority and references as defined by local, tribal, State, and 

Federal government mandates; common and specialized procedures; specific hazard vulnerabilities; re-

sponse; and recovery. 
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1.3  Definitions  

Incident: An incident is an occurrence – natural, technological, or human-caused – that re-

quires a response to protect life or property. The principal/building administrator shall have the 

authority to determine when an incident has occurred and to implement the procedures within 

this Emergency Operations Plan. 

 

Hazards: Hazards shall include situations involving threats of harm to students, personnel, 

and/or facilities. Hazards include but are not limited to natural, technological, and human-

caused incidents. Hazards may require an interagency response involving law enforcement and/

or emergency services agencies depending on the size and scope of the incident.  

 

1.4  School Board Policy Statement  
 
The Alvord Unified School District Emergency Operations Plan operates within the framework of Al-

vord Unified School Board policies and Administrative Regulations: 

 BP 3516(a) Emergencies and Disaster Preparedness Plan 

o AR 3516 Emergencies and Disaster Preparedness Plan 

o AR 3516.1 Fire Drills 

o AR 3516.2 Bomb Threats 

 BP 3516.5 Emergency Schedules 

 

 1.5  History of  the Alvord Unified School District 

In the 1880’s, an earlier school district, called La Sierra, served families along the southeasterly side of 

the river until the courts ruled the homestead claims to be part of the land grant rancho and the settlers 

were forced to move. The Magnolia School District opened in 1882 and was located in the Arlington 

business district. On February 5, 1896, they opened a second school site, named Alvord, in conjunction 

with the city’s proposed plans for the new “Alvord Townsite”. However, when the City of Riverside 

filed their City Charter in 1907, the “Townsite of Alvord” was not recognized. Perhaps to appease the 

Alvord area citizens, on July 1, 1908, the Riverside County Board of Trustees established the Alvord 

School District which included much of the Magnolia School District area as well as the La Sierra 

Sepulveda Rancho. In December of 1908, a separatist sentiment had already started growing in the Al-
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vord area, stirred by the non-existence of the long awaited “Townsite of Alvord”. Once the voters in 

the Alvord area became aware of the city’s plans to combine the four lower school districts into one 

large school district, this ultimately resulted in the Alvord area officially separating from the City of Riv-

erside . This official separation occurred when the citizens, although associated with the City of River-

side since 1883, chose to vote themselves, along with the Alvord School District, out of the city limits 

in December of 1908. The overlooked “Town of Alvord” was determined to make it alone and this 

made a strong statement of their independence from the city of Riverside. 

Over the years, as the district grew, several distinct areas developed a history all their own: 

Arlington dates back to the original 1876 subdivision plans of the Riverside Land and Irrigating Co., 

owned by Samuel C. Evans and William Sayward.  Mr. Evans reserved a space for the “Township of 

Alvord” on the original Deed of Conveyance and was the first Mayor of Riverside serving from 1907-

1911. 

One of the larger areas in the district began around World War II. The federal government purchased 

1,239 acres from Willits J. Hole’s heirs in 1942 and set up Camp Anza, a disembarkation facility which 

became a city in its own right. While stays were short, sometimes up to 20,000 people lived there at any 

given time. Closed in 1946, the buildings and land were sold to a civilian developer, who laid out a sub-

division based on the Army’s streets. Eventually, the new community adopted a blended version of Ar-

lington and Anza, renaming the area “Arlanza”. Due to the growth, Arlanza Elementary was opened in 

1956. 

As growth continued, the state encouraged the district to reorganize and combine into a “unified” dis-

trict for more efficient management. Under this plan, voters established the new Alvord Unified School 

District in 1960. At that time, the new “unified” district took over responsibility for its own high school 

program. The district converted a former junior high school into Norte Vista High School and intro-

duced a new grouping of grades 6-8, which was called intermediate rather than junior high school. This 

had the effect of restoring the high school to the traditional four year status. 

The La Sierra annexation in 1964 brought all of the Alvord Unified School District back into the city 

limits and for the first time since the 1907 charter, the city area had more than one school administra-

tion, Riverside Unified and Alvord Unified School Districts. This time there was no move to re-

combine them. 
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The original elementary school site is now the home of Alvord Continuation High School and is the 

oldest school facility. This one small school served as the starting point for the unprecedented growth 

of the district. The district’s humble beginning has flourished into a total of twenty three schools and 

four service centers, all of which have greatly enhanced the growing community over the years. 

 

1.6  Situation Overview  

1.6.1 School Population  

1.6.1.1 General Population:  

Alvord Unified School District’s current enrollment is approximately 20,000 students 

located in 23 school sites comprising of one, two and in some cases three-story build-

ings on campuses. These students are supported by a committed staff and faculty con-

sisting of approximately 2,000 staff consisting of:  

 Teachers and specialists  

 Administrators  

 Office/support staff  

 Instructional Assistants  

 Food Service staff  

 Maintenance and custodial staff 

 Information Technology staff 

Alvord Unified School District transportation service is a contracted 3rd party. 

 

 

A master schedule of where classes, grade levels, and staff are located during the day is provided in the 

Appendix as a reference.  

 

 

 

 

1.6.1.2 Special Needs Populations: 

Alvord Unified School District is committed to the safe evacuation and transport of 

students and staff with special needs. The special needs population includes students/

staff with: 
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 Limited English proficiency 

 Blindness or visual disabilities 

 Cognitive or emotional disabilities 

 Deafness or hearing loss 

 Mobility/physical disabilities (permanent and temporary 

 Medically fragile health (including asthma and severe allergies) 

 

1.7  Building Information  

A map of the buildings annotated with evacuation routes, shelter locations, fire alarm pull stations, fire 

hydrants, fire extinguishers, first aid kits, hazardous materials storage, and utility shutoffs is included in 

the Appendix. Designated staff members are required to know these locations as well as how to operate 

the utility shutoffs.  

 

1.8  Hazard Analysis Summary  

Alvord Unified School District is exposed to many hazards, all of which have the potential for disrupt-

ing the school community, causing casualties, and damaging or destroying public or private property. 

  

1.9  Surrounding Hazards 

The Alvord Unified School District resides within the Riverside County Operational Area (OA) for 

Emergency Services. The following table is taken from the Multi-Jurisdictional Local Hazard Mitigation 

Plan and represents hazards affecting the District. 

 

 

 

 

 

 

 

 

 

 



 

Rev. 11-09-2017 

AUSD EMERGENCY / DISASTER RESPONSE PLAN 

 

 

 

 

 

Hazard How and Why Identified 

Wildfire History of events and the presence of a large number of rivers and 
channels in the OA. Refer to  Fire Hazard Map,  1.9.1 

Earthquakes History of events and the presence of fault lines and geologic activity in 
the OA. Refer to  Earthquake Hazard Maps 1.9.2 & 1.9.3 

Extreme Weather History of events. 

Landslides History of events. 

Insect Infestation History of events and the current presence of insect infestation in the 
OA including attacks and deaths from Africanized bees. 

Dam Failure Vulnerability due to presence of a relatively large number of dams. Re-
fer to Flood Hazard Map, 1.9.4 

Hazardous Materials Inci- History of events and the presence of a large number of transportation 
corridors and Hazardous Materials Facilities in the OA. 

Highway Emergencies History of events and the presence of a large number of transportation 
corridors. 

Rail line Emergencies History of events and the presence of a large number of rail transporta-
tion corridors. 

Airline/Airport Emergencies History of events and the presence of a large number of airports and 
flight paths within the OA. 

Pipeline/Aqueduct Incidents History of events and the presence of a large number of various pipe-
lines within the OA. 

Power Outage History of events. 

Toxic pollution Vulnerability due to presence of pollution in air, water, and soil. 

Civil Unrest Vulnerability due to number of public gathering venues. 

Jails and Prisons Incidents Vulnerability due to presence of State and County correctional facilities. 

Terrorism Heightened sense of awareness since September 2001. 

Pandemic Due to urban expansion there is an increasing probability of health re-
lated emergencies. 

1.9.1  Table I Hazards 
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1.9.2 Fire Hazard Map 
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1.9.3 Earthquake Hazard Map, Faults 
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1.9.4 Earthquake Hazard Map, Liquefaction Zones 
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1.9.5 Flood Hazards Map 



 

Rev. 11-09-2017 

AUSD EMERGENCY / DISASTER RESPONSE PLAN 

 

 
 

The following table briefly discusses Alvord Unified School District’s high-priority hazards including 

flood, severe storm, fire, chemical, intruder, civil disturbance, and terrorism. The rating of Severity and 

Probability is from 1 least probable, to 4 most probable and grouped by types of hazard; Natural, Agri-

cultural, Man-made, Medical. The most applicable response for the hazard is listed in the last column. 

1.9.6  Table II, High Priority Hazards 

Hazard Severity 1-4 Probability 1-4 Response Annex 

Natural Hazards    

Earthquake 4 3 9.1, 9.2 

Wildland fire 3 4 9.2, 9.3 

Flood 3 3 9.2, 9.3 

Drought 3 3  

Landslides 2 2 9.2, 9.3 

Insect Infestation 3 4  

Extreme Weather 2 4 9.3, 9.7 

Severe Wind 3 3 9.3 

Agricultural    

Disease/Contamination 3 4  

Agricultural Terrorism 4 4  

Man-Made    

Pipeline/Aqueduct 4 3 9.2, 9.3 

Dam Failure 4 2 9.2, 9.3 

Transportation 4 4 9.2, 9.3, 9.5 

Power Outage 3 4 9.8 

Hazmat Accidents 3 3 9.3, 9.5 

Terrorism/Active Shooter 4 4 9.4 

Civil Unrest 3 2 9.3, 9.4 

Jail/Prison Event 2 3 9.3 

Medical    

Pandemic 4 3 Pandemic Plan 
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1.10  Preparedness, Prevention, and Mitigation Overview  
 
Preparedness is achieved and maintained through a continuous cycle of planning, organizing, training, 

equipping, exercising, evaluating, and taking corrective action. Ongoing preparedness efforts require 

coordination among all those involved in emergency management and incident response activities. Al-

vord Unified School District fosters preparedness at all levels including students, parents, teachers, and 

staff. Examples of preparedness actions include maintaining this plan, conducting training, planning 

and implementing drills and exercises, purchasing and storing supplies.  

 

Prevention includes actions to avoid an incident or to intervene to stop an incident from occurring. 

Alvord Unified School District is committed to taking proactive prevention measures whenever possi-

ble to protect the safety and security of students and staff. Our policies include zero tolerance for bully-

ing and other actions that undermine the safe haven of our schools. Recent upgrades to security sys-

tems offer greater protection of our students. In addition, Alvord Unified School District requires all 

adults to display identification/visitor badges.  

 

Mitigation includes activities to reduce the loss of life and property from natural and/or human-caused 

disasters by avoiding or lessening the impact of a disaster and providing value to the public by creating 

safer communities. Alvord Unified School District has taken action to reduce or eliminate the adverse 

effects of natural, technological, and human-caused hazards on people and property.  

 

For example, of the many hazards that can endanger a school facility and its service to the community, 

the most prevalent is fire. Alvord Unified School District schools and ancillary offices were built in ac-

cordance with State building codes, in the form of approved materials, fire-resistant assemblies, exiting 

requirements, the width and design of stairs, the dimensions of corridors, fire suppression systems, and 

many other standards. 

 

 

 

 

 



 

Rev. 11-09-2017 

AUSD EMERGENCY / DISASTER RESPONSE PLAN 

1.11  Planning Assumptions 

Stating the planning assumptions allows Alvord Unified School District to deviate from the plan if cer-

tain assumptions prove not to be true during operations. The District’s EOP assumes:  

 The school community will continue to be exposed and subject to hazards and incidents de-

scribed in the Hazard Analysis Summary, as well as lesser hazards and others that may develop 

in the future.  

 A major disaster could occur at any time, and at any place. In many cases, dissemination of 

warning to the public and implementation of increased readiness measures may be possible; 

however, some emergency situations occur with little or no warning.  

 A single site incident (e.g., fire, gas main breakage) could occur at any time without warning and 

the employees of the school affected cannot, and should not, wait for direction from local re-

sponse agencies. Action is required immediately to save lives and protect school property.  

 Following a major or catastrophic incident, any school may have to rely on its own resources to 

be self-sustaining for up to 72 hours or more.  

 There may be a number of injuries of varying degrees of seriousness to faculty, staff, and/or 

students. Rapid and appropriate response will reduce the number and severity of injuries.  

 Outside assistance from local fire, law enforcement, and emergency managers will be available 

in most serious incidents. However, because of the extended time to request and dispatch ex-

ternal assistance in major incidents, it is essential for the school to be prepared to carry out the 

initial incident response until responders arrive at the incident scene.  

 Proper prevention and mitigation actions, such as creating a positive school environment and 

conducting fire inspections, will prevent or reduce incident-related losses.  

 Maintaining the School EOP and providing frequent opportunities for stakeholders (staff, stu-

dents, parents, first responders, etc.) to exercise the plan can improve the school’s readiness to 

respond to incidents.  

 A spirit of volunteerism among school employees, students, and families will result in their 

providing assistance and support to incident management efforts.  
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1.12  Planning Limitations 
  
It is the intention of the Alvord Unified School District that no guarantee is implied by this plan of a 

perfect incident management system. As personnel and resources may be overwhelmed, Alvord Unified 

School District can only endeavor to make every reasonable effort to manage the situation, with the 

resources and information available at the time. 
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2.0  CONCEPT OF OPERATIONS 

2.1  Earthquake Preparedness 

In 1984 the state legislature passed the Katz Act to require that schools establish an earthquake emer-

gency system. This law [Sections 35295-35297 of the Education Code] applies to the governing boards of 

public and/or private elementary and high schools that have school buildings with over 50 students or 

more than one classroom, and to all county school superintendents. In 1988, the legislature amended 

the law to require that training in earthquake preparedness procedures should be for both certificated 

and classified staff. The law requires that schools do the following: 

 Develop a disaster plan to maintain the safety and care of students and staff. The plan should 

outline emergency roles, procedures for students and staff, and appropriate, ongoing training 

for all employees and students. 

 

 Conduct periodic drills in the "drop and cover" procedure, the evacuation procedure, and other 

emergency response actions (such as search and rescue, communications, and damage assess-

ment) to train students and staff. Simple drills should be held once a quarter in elementary 

schools and once a semester in secondary schools; more complicated drills should be held once 

or twice a year. 

 

 Provide training programs to ensure that staff and students are aware of, and properly trained 

to follow, your plan and the emergency response procedures. 

 

 Be prepared to have your school serve as a possible public shelter for the community during 

disasters or emergencies. 

 

 Take mitigation measures now to ensure the safety of students and staff, and the viability of the 

school facility during and after an earthquake or other emergency. 
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2.2  Emergency Response 

As a result of the 1991 East Bay Hills fire, the Petris Bill was passed to improve emergency response in 

California. Effective January 1, 1993, Section 8607 of the California Government Code requires that state 

and local governments, and special districts such as schools, respond to disasters using the Standardized 

Emergency Management System (SEMS). By December of 1996, each responding organization must 

use SEMS or risk losing state assistance funds for emergency response-related personnel costs. Using 

SEMS also includes planning, training, and exercising [California Code of Regulation _2400-2450]. 

After the terrorist attacks of September 2001, President Bush created the Department of Homeland 

Security and signed into law Homeland Security Presidential Directive – 5, requiring the use of the Na-

tional Incident Management System (NIMS). By September 2006 all schools were required to utilize 

NIMS in all emergency incidents. NIMS require that each organization understands and uses the fol-

lowing: 

 The Incident Command System, a method of organizing any emergency response effort into 

five basic functions: command, planning/intelligence, operations, logistics, and finance/

administration. 

 An Emergency Operations Center (or Incident Command Post in the field), the staff of which 

is organized according to the same five functions as the Incident Command System. 

 Coordination of the school district Emergency Operations Center with the Operational Area 

(county) Emergency Operations Center, or with city Emergency Operations Centers and/or 

Riverside County Offices of Education, as needed. 

 Incorporation of SEMS, NIMS, and ICS into all school plans, training, and exercises. 

 Documentation of the use of SEMS, NIMS, and ICS in planning, training, exercising, and dur-

ing an actual emergency. 
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2.3  Disaster Service Workers 

 

California Government Code Section 3100 declares that public employees are disaster service workers, sub-

ject to such disaster service activities as may be assigned to them by their superiors or by law. The term 

public employee includes all persons employed by the state or any county, city, city and county, state 

agency or public district, excluding aliens legally employed. This law applies to public school employees 

in the following cases: 1) when a local emergency has been proclaimed, 2) when a state emergency has 

been proclaimed, or 3) when a federal disaster declaration has been made. 

The law has two ramifications: a) public school employees may be pressed into service as Disaster Ser-

vice Workers by their superiors and may be asked to do jobs other than their usual duties for periods of 

time exceeding their normal working hours; and b) in those cases, their Workers' Compensation Cover-

age becomes the responsibility of state government (OES). Their overtime pay, however, is paid by the 

school. These circumstances apply only when a local or state emergency has been declared. 

After initial disaster operations are fully in place and all life threatening situations have been attend-

ed to, personnel may be dismissed to go home. The following criteria will be used to determine the 

order in which personnel may leave: 

1. Members of the National Guard and/or Armed Forces Reserves upon activation. 

2. Single parents of minor children 

3. Married parents of minor children 

4. Married personnel 

5. Single personnel 

2.4  Post-Disaster Shelters 

Schools are required by both federal statute and state regulation to be available for shelters following a 

disaster. The American Red Cross (ARC) has access to schools in damaged areas to set up their mass 

care facilities, and local governments have a right to use schools for the same purposes. This requires 

close cooperation between school officials and ARC or local government representatives. 
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2.5  The Field Act 

The Field Act--and subsequent related acts, the Garrison Act and the Riley Act--set the building code 

standard for construction and remodeling of public schools, and assign responsibility for assuring build-

ing code compliance to the Division of the State Architect (DSA), a state agency. This means that, since 

1933, public schools have been built to more rigorous standards than other buildings in California 

(which are built to comply with the Uniform Building Code and are regulated locally). 

Many of the schools in the Alvord Unified School District were built between 1933 and 1976 (when the 

standards changed significantly) and may now have certain vulnerabilities. In addition, most schools--

whether old or new--have dangerous nonstructural hazards because these (windows, suspended ceilings 

and pendant light fixtures, bookcases and filing cabinets) have not been addressed by the Field Act 

building standards. There is an ongoing effort to survey and manage these structural and nonstructural 

hazards. 

2.6  The Damage Assessment Process 

The Division of the State Architect is the building department for public schools, and has the legal re-

sponsibility for determining the safety of these buildings for use as classrooms after an earthquake. Lo-

cal building departments have no legal jurisdiction over public schools. DSA requires that all schools 

with damage have either a DSA engineer or a structural engineer licensed in California evaluate the 

buildings prior to the opening of the school for instruction. 

If a school is being used by the American Red Cross for sheltering, the ARC takes the responsibility for 

inspecting the parts of the facilities it is using. These inspections can be done by engineers or building 

officials engaged by ARC and acceptable to them. However, the ARC inspection is not sufficient for 

the opening of the school for instructional purposes. 

DSA recognizes that it may take their engineers several hours, or even days, to come to the damaged 

areas, and that local structural engineers may also not be available.  
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2.7  State Department of  Education 

Through Management Advisories, the California Department of Education makes and clarifies policies 

related to disasters and emergency preparedness. Interpretations of the Education Code, as they apply to 

emergency situations, are made through these advisories. For example, in February of 1990, Manage-

ment Advisory #90-01 was sent to all district and county superintendents explaining how to claim Av-

erage Daily Attendance (ADA) during periods of emergency. In April of 1994, Management Advisory 

#94-05 detailed to all superintendents the importance of mitigating nonstructural hazards in schools.  

2.8  Activation Levels 

LEVEL I  

Governmental Definition:  A minor moderate incident wherein local resources are adequate and available.  A 
local emergency may or may not be proclaimed.  Normal day-to-day emergency management procedures 
and local resources are adequate. 

School Definition:  A minor to moderate emergency which school site personnel can handle by following 
planned day-to-day emergency procedures.  Local emergency responders; e.g., police, fire/rescue, and emer-
gency medical agencies are available as needed.  It can require school personnel to be put on alert, re-routed 
to other than their normal working area, or to work additional time. 

Examples: major power failure, bomb threat, air pollution alert, small fire, or minor earthquake. 

 

LEVEL II  

Government Definition:  A moderate to severe disaster wherein local resources are not adequate and mutual aid 
may be required on a regional or even statewide basis.  A Local Emergency will be proclaimed and a State of 
Emergency might be proclaimed. 

School Definition:  A moderate to severe disaster somewhat beyond the response capability of the school site 
personnel.  It can require mutual aid assistance from other schools and/or the District Office.  Response 
from police, fire/rescue, and emergency medical agencies may be delayed and/or at reduced staffing levels. 

Examples:  major fire, moderate earthquake with injuries and/or structural damage, or a major hazardous 
material incident. 
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LEVEL III 

Government Definition:  A major disaster wherein resources in or near the impacted area are overwhelmed and 
extensive state and/or federal resources are required.  A Local Emergency and State of Emergency will be 
proclaimed and a Presidential Declaration of an Emergency of Major Disaster will be required. 

School Definition:  A major disaster clearly and immediately beyond the response capability of school site per-
sonnel.  Large amounts of mutual aid assistance will be required, recovery time will be extensive, and the 
cost will be great.  Response from police, fire/rescue, and emergency medical agencies will be seriously de-
layed and/or at reduced staffing levels. 

Examples: major earthquake causing many injuries and substantial damage or dam(s) failure. 

 

3.0  ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES 

3.1  The Emergency Operations Center 

In the case of an actual emergency or disaster, either man-made or natural, the Alvord Unified School 

District Office will function as the District’s Emergency Operations Center (EOC). The function of the 

EOC is to aid in the coordination and support of response efforts at one or more school sites, and an-

cillary offices, otherwise known as Department Operations Centers (DOC) through direct communica-

tion with the Incident Command Post (ICP). Communications may be maintained through a variety of 

communication devices to include land line telephones, cell phones, email, Amateur radio, and the Dis-

trict Emergency Radio System. A complete list of radio frequencies are located in the Functional An-

nex. 

For the purpose of operations, the district EOC will communicate directly with the City of Riverside 

EOC and the Riverside County Office of Education’s EOC, who will in turn be in direct contact with 

Riverside County EOC, located in Riverside, or its alternate located in Indio. 

For the purpose of passing health and welfare information, and to assist in reunification of district’s 

staff and their children that may reside in neighboring school districts, the district EOC will make all 

efforts to be in direct communication with those neighboring districts. 

3.2  Alternate Emergency Operations Center (AEOC) 

In the event that the District Office is unable to serve as the EOC, due in part or in full, because of damage, 

civil unrest, potential damage, or potential harm to staff or any combination of the aforementioned or any 

other reason, then emergency operations will be supported by relocating district EOC functions to the Al-

ternate Emergency Operations Center (AEOC), Maintenance and Operations offices, 10365 Keller Avenue, 

Riverside. 
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3.3  Department Operations Centers (DOC) 

 

Principals, Assistant Principals and other building administrators are not able to manage all the aspects 

associated with an incident without assistance. These sites rely on other key school personnel to per-

form tasks that will ensure the safety of students and staff during a crisis or critical incident. The Inci-

dent Command System (ICS) uses a team approach to manage incidents. It is difficult to form a team 

while a crisis or critical incident is unfolding. Roles should be pre-assigned based on training and quali-

fications. Each staff member and volunteer must be familiar with his or her role and responsibilities 

before an incident occurs.  

 

School staff may be required to remain at their respective work site to assist in an incident. In the event 

that this School EOP is activated, staff will be assigned to serve within the Incident Command System 

based on their expertise and training and the needs of the incident. 

 

3.4  Principal/Building Administrator  

 

The principal may serve as the Incident Commander or delegate that authority to a qualified individual. 

At all times, the principal still retains the overall responsibility for the overall safety of students and 

staff. However, delegating the authority to manage the incident allows the principal to focus on policy-

level activities and interfacing with other agencies and parents. The principal shall coordinate between 

the superintendent’s office and the Incident Commander. 

 

3.5  Incident Commander 

The Incident Commander responsibilities include:  

 Assume overall direction of all incident management procedures based on actions and proce-

dures outlined in this EOP.  

 Take steps deemed necessary to ensure the safety of students, staff, and other individuals.  
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 Determine whether to implement incident management protocols (e.g., Evacuation, Reverse 

Evacuation, Shelter in Place, Lockdown, etc.), as described more fully in the functional annexes 

in this document.  

 Arrange for transfer of students, staff, and other individuals when safety is threatened by a dis-

aster.  

 Work with emergency services personnel. (Depending on the incident, community agencies 

such as law enforcement or fire department may have jurisdiction for investigations, rescue 

procedures, etc.)  

 Keep the principal and other officials informed of the situation.  

 

 

3.6  Teachers 

Teachers shall be responsible for the supervision of students and shall remain with students until di-

rected otherwise.  

Responsibilities include:  

 Supervise students under their charge.  

 Take steps to ensure the safety of students, staff, and other individuals in the implementation 

of incident management protocols.  

 Direct students in their charge to inside or outside assembly areas, in accordance with signals, 

warnings, written notifications, or intercom announcements.  

 Take attendance when class relocates to an outside or inside assembly area or evacuates to an-

other location.  

 Report missing students to the Incident Commander or designee.  

 Execute assignments as directed by the Incident Commander or ICS section chief.  

 Obtain first aid services for injured students from the school nurse or person trained in first 

aid. Arrange for first aid for those unable to be moved.  

 Render first aid.  

 Assisting and serving on response teams as assigned. 
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3.7  Instructional Assistants 

Responsibilities include: 

 Assisting teachers as directed. 

 Assisting and serving on response teams as assigned. 

 

3.8  Counselors and Psychologists 

Counselors and psychologists provide assistance with the overall direction of the incident management 

procedures at the site.  

Responsibilities may include:  

 Taking steps to ensure the safety of students, staff, and other individuals in the implementation 

of incident management protocols.  

 Direct students in their charge according to established incident management protocols.  

 Render first aid if necessary.  

 Assist in the transfer of students, staff, and other individuals when their safety is threatened by 

a disaster.  

 Execute assignments as directed by the Incident Commander or ICS section chief.  

 Assisting and serving on response teams as assigned. 

 Assisting and serving on Crisis Response teams as assigned. 

 

3.9  School Nurses/Health Assistants 

Responsibilities include:  

 Administer first aid or emergency treatment as needed.  

 Supervise administration of first aid by those trained to provide it.  

 Organize first aid and medical supplies.  

 

3.10  Custodians/Maintenance Personnel 

Responsibilities include:  

 Survey and report building damage to the Incident Commander or Operations Section Chief.  

 Control main shutoff valves for gas, water, and electricity and ensure that no hazard results 

from broken or downed lines.  
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 Provide damage control as needed.  

 Assist in the conservation, use, and disbursement of supplies and equipment.  

 Keep Incident Commander or designee informed of condition of school.  

 Assisting and serving on response teams as assigned. 

 

3.11  School Secretary/Office Staff 

Responsibilities include:  

 Answer phones and assist in receiving and providing consistent information to callers.  

 Provide for the safety of essential school records and documents.  

 Execute assignments as directed by the Incident Commander or ICS section chief.  

 Provide assistance to the principal and Policy/Coordination Group.  

 Monitor radio emergency broadcasts.  

 Assisting and serving on response teams as assigned. 

3.12  Food Service/Cafeteria Workers 

Responsibilities include:  

 Use, prepare, and serve food and water on a rationed basis whenever the feeding of students 

and staff becomes necessary during an incident.  

 Execute assignments as directed by the Incident Commander or ICS section chief.  

 

3.13  Campus Supervision 

Responsibilities include: 

 Maintaining campus and/or building security. 

 Crowd control. 

 Assisting and serving on response teams as assigned. 

  

3.14  Other Staff  (e.g., Itinerant Staff, Substitute Teachers) 

Responsibilities include reporting to the Incident Commander or ICS section chief if requested or acti-

vated. 
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4.0 DIRECTION, CONTROL, AND COORDINATION 

4.1  School Incident Command System (ICS) 

To provide for the effective direction, control, and coordination of an incident, either single site or 

multi-incidents, the School EOP will be activated including the implementation of the Incident Com-

mand System (ICS).  

 

The Incident Commander is delegated the authority to direct tactical on-scene operations until a coor-

dinated Unified Command management framework can be established with local authorities. The Poli-

cy Group is responsible for providing the Incident Commander with strategic guidance, information 

analysis, and needed resources. 
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4.2  Incident Command:  

Directs the incident management activities using strategic guidance provided by the Policy Group.  

School-related responsibilities and duties include:  

 Establish and manage the Command Post, establish the incident organization, and determine 

strategies to implement protocols and adapt as needed.  

 Monitor incident safety conditions and develop measures for ensuring the safety of building 

occupants (including students, staff, volunteers, and responders).  

 Coordinate media relations and information dissemination with the principal.  

 Develop working knowledge of local/regional agencies, serve as the primary on-scene contact 

for outside agencies assigned to an incident, and assist in accessing services when the need aris-

es.  

 Document all activities.  

 

4.3  Operations Section:  
 
Directs all tactical operations of an incident including implementation of response/recovery activities 

according to established incident management procedures and protocols, care of students, first aid, cri-

sis intervention, search and rescue, site security, damage assessment, evacuations, and the release of stu-

dents to parents.  

Specific responsibilities include:  

 Analyze school staffing to develop a Parent-Student Reunification Plan, and implement an inci-

dent action plan.  

 Monitor site utilities (i.e., electric, gas, water, heat/ventilation/air conditioning) and shut off 

only if danger exists or directed by Incident Commander, and assist in securing facility.  

 Establish medical triage with staff trained in first aid and CPR, provide and oversee care given 

to injured persons, distribute supplies, and request additional supplies from the Logistics Sec-

tion.  

 Provide and access psychological first aid services for those in need, and access local/regional 

providers for ongoing crisis counseling for students, staff, and parents.  

 Coordinate the rationed distribution of food and water, establish secondary toilet facilities in 

the event of water or plumbing failure, and request needed supplies from the Logistics Section.  

 Document all activities.  
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4.4  Planning Section:  

Collects, evaluates, and disseminates information needed to measure the size, scope, and seriousness of 

an incident and to plan appropriate incident management activities.  

Duties may include:  

 Assist Incident Commander in the collection and evaluation of information about an incident 

as it develops (including site map and area map of related events), assist with ongoing planning 

efforts, and maintain incident time log.  

 Document all activities.  

 

4.5  Logistics Section:  

Supports incident management operations by securing and providing needed personnel, equipment, 

facilities, resources, and services required for incident resolution; coordinating personnel; assembling 

and deploying volunteer teams; and facilitating communication among incident responders. This func-

tion may involve a major role in an extended incident.  

Additional responsibilities include:  

 Establish and oversee communications center and activities during an incident (two-way radio, 

battery-powered radio, written updates, etc.), and develop telephone tree for after-hours com-

munication.  

 Establish and maintain school and classroom preparedness kits, coordinate access to and distri-

bution of supplies during an incident, and monitor inventory of supplies and equipment.  

 Document all activities.  

 
4.6  Finance/Administration Section:  
 
Oversees all financial activities including purchasing necessary materials, tracking incident costs, arrang-

ing contracts for services, timekeeping for emergency responders, submitting documentation for reim-

bursement, and recovering school records following an incident.  

Additional duties may include:  

 Assuming responsibility for overall documentation and recordkeeping activities; and when pos-

sible, photograph or videotape damage to property.  

 Developing a system to monitor and track expenses and financial losses, and securing all rec-

ords.  
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The  following section may not be established onsite at the incident. Rather, the school and school district management 
offices may assume responsibility for this function. 
  

4.7  Coordination with Policy/Coordination Group 
  
In complex incidents, a Policy/Coordination Group will be convened at the school district operations 

center. The role of the Policy/Coordination Group is to:  

 Support the on-scene Incident Commander.  

 Provide policy and strategic guidance.  

 Help ensure that adequate resources are available.  

 Identify and resolve issues common to all organizations.  

 Keep elected officials and other executives informed of the situation and decisions.  

 Provide factual information, both internally and externally through the Joint Information Cen-

ter/District Office.  
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5.0  JOB DESCRIPTIONS AND CHECKLIST 

5.1  Section: Command  

5.1.1  Incident Commander 

The Incident Commander (IC) is solely responsible for emergency/disaster operations and shall remain 

at the Command Post (CP) to observe and direct all operations. Ensure the safety of students, staff and 

others on campus.  

 Assess type and scope of emergency. 

 Determine threat to human life and structures. 

 Implement emergency/disaster plan and hazard specific 

procedures. 

 Develop and communicate an incident action plan with 

objectives and a time frame to meet those objectives. 

 Activate functions (assign positions) as needed. 

1. Fill in ICS organizational chart 

2. Appoint a backup or alternate IC 

 Continue to monitor and assess total school situation: 

1. View site map periodically for Search & Rescue progress and 

damage assessment information. 

2. Check with Section Chiefs for periodic updates. 

3. Reassign personnel as needed. 

 Report (through Communications) to District Office on status 

  of students, staff, campus as needed. (Site Status Report) 

 Develop and communicate revised incident action plans as 

  needed. 

 Begin student release when appropriate. 
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NOTE: No student should be released until student accounting is complete. Never send students home 

before the end of the regular school day unless directed by the Superintendent of Schools, except indi-

viduals on request of parent/guardian. 

 Authorize release of information. 

 Utilize your back up IC; plan and take regular breaks, 5-10 

  minutes/hour, relocate away from the CP 

 Plan regular breaks for all staff and volunteers. Take care of 

  your caregivers! 

 Release teachers as appropriate per district guidelines. By law 

  during a disaster, teachers become "Disaster Service Workers." 

 Remain on and in charge of your campus until redirected or 

  released by the Superintendent or his designee. 
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Closing Down: 

 Authorize deactivation of sections, branches, or units when they 

  are no longer required. 

 At the direction of the Superintendent or designee, deactivate the entire emergency response. If 

the Fire Department or other outside agency calls an "All Clear," contact the district before 

taking any further action. 

 Ensure that any open actions not yet completed will be taken 

  care of after deactivation. 

 Ensure the return of all equipment and reusable supplies to 

  Logistics. 

 Close out all logs. Ensure that all logs, reports, and other 

  relevant documents are completed and provided to the 

  Documentation Unit. 

 Proclaim termination of the emergency and proceed with 

  recovery operations if necessary: 

Command Post Equipment/ Supplies: 

Campus map 

Job descriptions 

Master keys   

Staff & student rosters   

School district radio (Emergency Radio) 

Disaster response forms   

Campus 2-way radios 

Emergency/disaster plan   

AM/FM radio (battery)  

Bullhorn    
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5.1  Section: Command  

5.1.2  Safety Officer 

The Safety Officer ensures that all activities are conducted in as safe a manner as possible under the 

circumstances which exist. 

 Check in with Incident Commander for situation briefing. 

 Obtain necessary equipment and supplies from Logistics. 

 Put on position identifier. 

 Open and maintain a position log. Maintain all required records and documentation to support 
the history of the emergency or disaster.  

 Document: 

  Messages received 

Action taken 

Decision justification and documentation 

Requests filled 

 Monitor drills, exercises, and emergency response activities for 

safety. 

 Identify and mitigate safety hazards and situations. 

 Stop or modify all unsafe operations. 

 Ensure that responders use appropriate safety equipment. 

 Think ahead and anticipate situations and problems before they 

  occur. 

 Anticipate situation changes, such as severe aftershocks, in all 

  planning. 

 Keep the Incident Commander (IC) advised of your status and 

  activity and on any problem areas that now need or will require 

  solutions. 
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Closing Down: 

 When authorized by the IC, deactivate the unit and close out all logs. Provide logs and other 
relevant documents to the Documentation Unit. 

 Return equipment and reusable supplies to Logistics. 

 

Equipment/ Supplies: 

Position identifier 

Two-way radio, if available 
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5.1  Section: Command  

5.1.3  Public Information Officer (PIO) 

The public has the right and need to know important information related to emergencies/disaster at the 

school site as soon as it is available. 

 

The Public Information Officer (PIO) acts as the official spokesperson for the school site in an emer-

gency situation. If a school district PIO is available, he/she will be the official spokesperson. A school 

site-based PIO should only be used if the media is on campus and the district PIO is not available or 

forthcoming. 

News media can play a key role assisting the school in getting emergency/disaster related information 

to the public (parents). Information released must be consistent, accurate, and timely.  

News conferences and Press Releases must be approved by the District PIO before release.  

 Determine a possible "news center" site as a media reception area (located away from the 
Command Post and students). Get approval from the Incident Commander (IC). 

  Identify yourself as the "PIO". 

 Consult with district PIO to coordinate information release. 

 Assess situation and obtain statement from IC. Tape-record if 

  possible. 

 Advise arriving media that the site is preparing a press release 

  and approximate time of its issue. 

 Open and maintain a position log of your actions and all 

  communications. If possible, tape media briefings. Keep all 

  documentation to support the history of the event. 

 Keep up-to-date on the situation: 

 Incident or disaster cause and time of origin. 

 Size and scope of the incident. 

 Current situation - condition of school site, evacuation progress, care being given, injuries, 

student release location, etc. Do not release any names. 
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 Resources in use. 

 Best routes to school if known and appropriate. 

 Any information school wishes to be released to the public. 

 Read statements if possible. 

 When answering questions, be complete & truthful, always considering confidentiality & emo-
tional impact. Avoid speculation, bluffing, lying, talking "off the record," arguing, etc. Avoid 
use of the phrase "no comment." 

 Remind school site/staff volunteers to refer all questions 

from media or waiting parents to the PIO.  

 Update information periodically with IC.  

 Ensure announcements & other information are translated in 

 other languages as needed. 

 Monitor news broadcasts about incident. Correct any 

  misinformation heard. 

Closing Down: 

 At the Incident Commander's direction, release PIO staff no longer needed. Direct staff mem-
bers to sign out through Finance/Administration. 

 Return equipment and reusable supplies to Logistics. 

 Close out all logs. Provide logs and other relevant document to the Documentation Unit. 

 

Equipment / Supplies: 

Position identifier 

Battery operated AM/FM radio 

Paper/pencils/marking pens 

Scotch tape/masking tape 

Scissors 

School site map(s) and area maps 
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5.1  Section: Command  

5.1.4  Liaison Officer 

The Liaison Officer serves as the point of contact for Agency Representatives from assisting organiza-
tions and agencies outside the school district and assists in coordinating the efforts of these outside 
agencies by ensuring the proper flow of information. 

 Check in with Incident Commander (IC) for situation briefing.  

 Determine your personal operating location and set up as 

necessary. 

 Obtain necessary equipment and supplies from Logistics. 

 Put on position identifier. 

 Open and maintain a position log. Maintain all required records and documentation to support 

the history of the emergency or disaster. 

 Brief Agency Representatives on current situation, priorities and incident action plan. 

 Ensure coordination of efforts by keeping IC informed of agencies' action plans. 

 Provide periodic update briefings to Agency Representatives as necessary . 

Closing Down: 

 At the Incident Commander's direction, deactivate the Liaison Officer position and release staff 

no longer needed. Direct staff members to sign out through Timekeeping. 

 Return equipment and reusable supplies to Logistics. 

 Close out all logs. Provide logs and other relevant documents to the Documentation Unit. 

 

Equipment/ Supplies: 

Position identifier 

Two-way radio 

Clipboard, paper, pens 

 



 

Rev. 11-09-2017 

AUSD EMERGENCY / DISASTER RESPONSE PLAN 

5.2  Section: Operations  

5.2.1  Operations Chief 

The Operations Chief manages the direct response to the disaster, which can include the following: 

1. Site Facility Check/Security 

2. Search & Rescue 

3. Medical 

4. Student Care Student Release 

 Check in with Incident Commander for situation briefing.  

 Obtain necessary equipment and supplies from Logistics. 

 Put on position identifier. 

 

Operational Duties:  

 Assume the duties of all operations positions until staff is 

 available and assigned. 

 As staff is assigned, brief them on the situation and supervise 

 their activities. 

 If additional supplies or staff is needed for the Operations 

 Section, notify Logistics. When additional staff arrive, brief 

 them on the situation, and assign them as needed. 

 Coordinate Search & Rescue operations. Appoint S&R Team 

 Leader to direct their operations if necessary. 

 As information is received from operations staff, pass it on to 

 Situation Analysis and/or the Incident Commander. 

 Inform the Incident Commander regarding tasks and priorities. 
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 Make sure that Operations staff are following standard 

 procedures, utilizing appropriate safety gear, and documenting 

 their activities. 

 Schedule breaks and reassign Operations staff within the 

 section as needed. 

 

Closing Down: 

 At the Incident Commander's (IC) direction, release Operations staff no longer needed. Direct 
staff members to Sign-out through Finance/Administration. 

 Return equipment and reusable supplies to Logistics. 

 When authorized by IC, deactivate the section and close out all logs. Provide logs and other 
relevant documents to the Documentation Unit. 

 

Equipment/ Supplies: 

Position identifier  

S&R equipment 

Two-way radio  
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5.2  Section: Operations 

5.2.2  Site Facility Check/Security 

Take no action that will endanger yourself. 

 Wear hard hat and orange identification vest if available.  

 Take appropriate tools, job description clipboard, and radio.  

 As you do the following, observe the campus and report any 

damage by radio to the Command Post. * 

 Lock gates and major external doors if needed. 

 Locate/control/extinguish small fires as necessary. 

 Check gas meter and, if gas is leaking, shut down gas supply. 

 Shut down electricity only if building has clear structural 

 damage or advised to do so by Command Post (CP). 

 Post yellow caution tape around damaged or hazardous areas. 

 Verify that campus is "locked down" and report same to CP. 

 Advise CP of all actions taken for information and proper logging.  

 Be sure that the entire campus has been checked for safety 

 hazards and damage. 

 No damage should be repaired prior to full documentation, 

 such as photographs and video evidence, unless the repairs are 

 essential to immediate life-safety.  

 Route fire, rescue, police, etc. as appropriate.  

 Direct all requests for information to the Public Information Office! 
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Closing Down: 

 Return equipment and reusable supplies to Logistics. 

 When authorized by the Incident Commander, close out all logs.  

 Provide logs and other relevant documents to the Documentation Unit. 

 

Equipment/ Supplies: 

Vest, hard hat, work gloves, and whistle. 

Campus 2-way radio  

Master keys. 

Goggles, flashlight, dust masks, yellow caution tape, and shutoff tools  

 

*Remember: If you are not acknowledged, you have not been heard. Repeat your transmission. Be 

aware of other simultaneous transmissions. 
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5.2  Section: Operations  

5.2.3  Search and Rescue Team Leader 

Buddy system: Minimum of 2 persons per team. 

Take no action that might endanger you. Do not work beyond your expertise. Use appropriate safety 

gear. Size up the situation first. 

 

 Obtain all necessary equipment from container.  

 Obtain briefing from Operations Chief, noting known fires, 

 injuries, or other situations requiring response. 

 Assign teams based on available manpower, minimum 2 

 persons per team. 

 

Perform visual check of outfitted team leaving CP; include radio check. Teams should be wearing stur-

dy shoes and safety equipment. 

 Record names and assignments before deploying teams. 

 Dispatch teams to known hazards or situations. Send a specific map assignment with each 

team. 

 Remain at Command Post (CP) in radio contact with S&R Team  

 Record all teams' progress and reports on site map, keeping others at CP informed of prob-

lems. When a room is reported clear, mark a "C" on the map. 

 If injured students are located, consult Operations Chief for 

 response. Utilize Transport teams, or send a First Aid Team. 

 Record exact location of damage and triage tally (I=immediate 

 D=delayed, X=dead) on map. 

 Keep radio communication brief and simple. No codes. * 
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Closing Down: 

 Record the return of each S&R team. Direct them to return 

 equipment and report for additional assignment to Logistics. 

 Provide maps & logs to the Documentation Unit. 

 

Equipment/ Supplies: 

Vest, hard hat, work and latex gloves, & whistle with master keys on lanyard.  

One member wears first aid backpack. 

Campus 2-way radio  

Map indicating search plan. 

Teams carry bucket or duffel bag with goggles, flashlight, dust masks, pry bar, pencils, duct tape, 

masking tape. 

 

* Remember: If you are not acknowledged, you have not been heard. Repeat your transmission. Be 

aware of other simultaneous transmissions. 
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5.2  Section: Operations  

5.2.3.1  Search and Rescue Teams 

 

Buddy system: Minimum of 2 persons per team. 

Take no action that might endanger you. Do not work beyond your expertise.  

Use appropriate safety gear. Size up the situation first. 

 

 Obtain all necessary equipment from container. See list below.  

 You should be wearing sturdy shoes and long sleeves.  

 Check at Command Post (CP) for assignment. 

 

Report gas leaks, fires, or structural damage to CP immediately upon discovery.  

Shut off gas or extinguish fires if possible. 

Before entering a building, inspect complete exterior of building. Report structural damage to team 

leader. Use yellow caution tape to barricade hazardous areas. Do not enter severely damaged buildings. 

Be aware of the possibility of after-shocks. 

 

 Use chalk to mark slash on door when entering room.  

 Check under desks and tables. Search visually and vocally. Listen.  

 When leaving each room, close slash to form "X" on door.  

 When an injured victim is located, team transmits location and condition of injured to CP. Do 

not use names of students or staff. Follow directions from CP. 

 Record exact location of damage and triage tally (I=immediate, 

 D=delayed, X=dead) on map and report information to CP. 

 Keep radio communication brief and simple. No codes. 
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Closing Down: 

 Return equipment to Logistics. Provide maps and logs to the 

 Documentation Unit. 

 

Equipment/ Supplies: 

Vest, hard hat, work and latex gloves, & whistle 

Master key 

First aid backpack. 

Campus 2-way radio & map indicating search plan. 

Carry bucket or duffel bag with goggles, flashlight, dust masks, pry bar, pencils, duct tape, masking 

tape.  

 

* Remember: If you are not acknowledged, you have not been heard. Repeat your transmission. Be 

aware of other simultaneous transmissions. 
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5.2  Section: Operations  

5.2.4  Medical Team Leader 

 

The Medical Team Leader is responsible for the provision of emergency medical response, first aid, and 

counseling. Informs the Operations Chief or Incident Commander (IC) when the situation requires 

health or medical services that staff cannot provide. Ensures that appropriate actions are taken in the 

event of deaths. 

 

 Establish scope of disaster with IC and determine probability of 

 outside emergency medical support and transport needs. 

 Make personnel assignments. If possible, assign a minimum of 

 two people to Triage, two to Immediate, two to Delayed, and 

 two to Psychological. 

 Set up first aid area in a safe place, away from students and 

 parents, with access to emergency vehicles. Obtain 

 equipment/supplies from the container. 

 Assess available inventory of supplies & equipment. 

 Review safety procedures and assignments with personnel. 

 Establish point of entry ("triage") into treatment area. 

 Establish "immediate" and "delayed" treatment areas. 

 Set up a separate Psychological First Aid area if staff levels are sufficient. 

 

Operational Duties:  

 Oversee care, treatment, and assessment of patients 

 Ensure caregiver and rescuer safety 
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 Make sure that accurate records are kept. 

 Provide personnel response for injuries in remote locations or 

 request Transport Team from Logistics. 

 If needed, request additional personnel from Logistics. 

 Brief newly assigned personnel. 

 Report deaths immediately to Operations Chief. 

 Keep Operations Chief informed of overall status. 

 Set up morgue, if necessary, in cool, isolated, secure area. 

 Stay alert for communicable diseases and isolate appropriately.  

Closing Down: 

 At the Incident Commander's direction, release Medical staff no longer needed. Direct staff 

members to sign out through Finance/Administration. 

 Return equipment and reusable supplies to Logistics. 

 When authorized by IC, deactivate the section and close out all logs. Provide logs and other 

relevant documents to the Documentation Unit. 

Equipment/ Supplies: 

Emergency First Aid Supplies Kit 

Clipboards, pens, pencils, marking pens 

Blankets 

Tables & chairs, Ground cover/tarps 

Staff and student medication from health office 

 

Forms:  

First Aid Care log 
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5.2  Section: Operations  

5.2.4.1  Medical Team 

 

Use approved safety equipment and techniques. Obtain & wear personal safety equipment including 

latex gloves. Check with Medical Team Leader for assignment. 

 

Operational Duties:  

 Administer appropriate first aid. 

 Keep accurate records of care given. 

 Continue to assess victims at regular intervals. 

 Report deaths immediately to Medical Team Leader. 

 If & when transport is available, do final assessment and document on triage tag (if available). 
Keep and file records for reference-do not send with victim. 

 

Triage Entry Area: 

 Staffed with minimum of 2 trained team members, if possible. 

 One member confirms triage category (I=Immediate, D=Delayed) and attaches Triage Tag and 
directs to proper treatment area. No treatment takes place at this station. Assess victim’s condi-
tion if not tagged or identified. 

 Second team member logs victims' names on form and sends 

 forms to CP as completed. 

 

Treatment Areas ("Immediate" & “Delayed") 

 Staff with minimum of 2 team members per area, if possible.  

 One member completes secondary head-to-toe assessment.  
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 Second member records information on triage tag and on-site treatment records. 

 Follow categories: Immediate, Delayed, Deceased 

 When using 2-way radio, do not use names of injured or dead. 

 

Closing Down: 

 Return equipment and unused supplies to Logistics. 

 Clean up first aid area. Dispose of hazardous waste safely.  

 Complete all paperwork and turn into the Documentation Unit. 
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5.2  Section: Operations  

5.2.4.2  Medical Branch Morgue 

 

Personnel to be assigned by the Operations Chief if needed. 

 

Start-Up Actions: 

 Check with Operations Chief for direction. 

 If directed, set up morgue area. Verify: Tile, concrete, or other cool floor surface accessible to 
Coroner's vehicle remote from assembly area. Keep unauthorized persons out of morgue.  

 

Operational Duties: 

 After pronouncement or determination of death: Confirm that the person is actually dead. 

 Do not move the body until directed by Command Post (CP). Do not remove any personal ef-

fects from the body. Personal effects must remain with the body at all times. 

 As soon as possible, notify Operations Chief, who will notify the CP, who will attempt to noti-

fy law enforcement authorities of the location and, if known, the identity of the body. They will 

notify the Coroner. 

 Keep accurate records and make available to law enforcement 

 and/or the Coroner when requested. 

 Write the following information on two tags. 

 Date and time found. 

 Exact location where found. 

 Name of decedent if known. 

 If identified-how, when, by whom. 

 Name of person filling out tag. 

 Attach one tag to body. 
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  If the Coroner's Office will not be able to pick up the body 

 soon, place body in plastic bag(s) and tape securely to prevent unwrapping. Securely attach the 

second tag to the outside of the bag. Move body to morgue. 

 Place any additional personal belongings found in a separate container and label as above. Do 

not attach to the body, store separately near the body. 

 

Closing Down: 

 After all bodies have been picked up, close down the Morgue.  

 Return equipment and unused supplies to Logistics. 

 Clean up area. Dispose of hazardous waste safely. 

 Complete all paperwork and turn into the Documentation Unit. 

Equipment/ Supplies: 

Tags, Pens/Pencils Plastic trash bags Duct tape, Plastic tarps  
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5.2  Section: Operations  

5.2.5  Student Care 

Personnel: 

Classroom teachers, substitute teachers, and staff as assigned. 

Responsibilities: 

Ensure the care and safety of all students on campus except those who are in the Medical Treatment 

Area. 

 

Operational Duties: 

 Check in with Operations Chief for situation briefing.  

 Assign personnel to assignments as needed. 

 If school is evacuating: 

 Verify that the assembly area and routes to it are safe.  

 Count or observe the classrooms as they exit, to make sure that all classes evacuate. 

 Initiate the set-up of portable toilet facilities and hand 

  washing stations. 

 Monitor the safety and well-being of the students and staff in 

 the Assembly Area.  

 Administer minor first aid as needed.  

 Support the Student Release process.  

 When necessary, provide water and food to students and staff.  

 Make arrangements for portable toilets if necessary, ensuring 

 that students and staff wash their hands thoroughly to prevent 

 disease. 
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 Make arrangements to provide shelter for students and staff.  

 Arrange activities and keep students reassured. 

 Update records of the number of students and staff in the 

 assembly area (or in the buildings). 

 Direct all requests for information to the PIO. 

 

Closing Down: 

 Return equipment and reusable supplies to Logistics. 

 When authorized by IC, close out all logs. Provide logs and other relevant documents to the 

Documentation Unit. 

 

Equipment/ Supplies: 

Vest, campus 2-way radio, First aid kit, water, food, sanitation supplies  

 

Student activities:  

Books, games, coloring books, etc.  

 

5.2  Section: Operations  

5.2.6  Student Release 

Personnel: 

Certificated staffer, School Secretary, other available staff and disaster volunteers. Use buddy system. 

Student Release process may be supported by student runners. 

 

Responsibilities: 

Assure the reunification of students with their parents or authorized adult through separate Request 
and Release Gates. 
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Start-Up Actions: 

 Check with Operations Chief for assignment to Request Gate or Release Gate. 

 Obtain necessary equipment and forms from Logistics. 

 Secure area against unauthorized access. Mark gates with signs. 

 Set up Request Gate at the main student access gate. Use alphabetical grouping signs to organ-
ize parent requests. 

 Have Student Release Forms available for parents outside of fence at Request Gate. Assign vol-
unteers to assist. 

 Set up Release Gate some distance from Request Gate. 

 

Operational Duties:  

Follow procedures outlined below to ensure the safe reunification of students with their parents or 

guardians. 

 

Refer all requests for information to the Public Information Officer. Do not spread rumors! 

If volunteers arrive to help, send them to Logistics. 

 

Procedures: 

 

 Requesting adult fills out Student Release Form, gives it to staff member, and shows identifica-
tion. 

 Staff verifies identification, pulls Emergency Card from file, and verifies that the requester is 
listed on the card.  

 Staff instructs the requester to proceed to the Release Gate.  

 Staff files the Emergency Card in the out box. 

 Runner takes form to the designated classroom evacuation site. 
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Note: If a parent refuses to wait in line, don't argue. Note time with appropriate comments on Emer-

gency Card and place in out box. 

 

If student is with class: 

 Runner shows Student Release Form to the teacher 

 Teacher marks box, "Sent with Runner." 

 If appropriate, teacher sends parent copy of first aid form with the runner. 

 Runner walks student(s) to Release Gate. 

 Runner hands paperwork to release personnel. 

 Release staff match student to requester, verify proof of identification, ask requester to fill out 
and sign the lower portion of Student Release Form, and release student. Parents are given the 
Notice of First Aid Care Given, if applicable. 

 

If student is not with the class: 

 Teacher makes appropriate notation on Student Release Form:  

 "Absent" if student was never in school that day.  

 "First Aid" if student is in Medical Treatment Area. 

 "Missing" if student was in school but now cannot be located. 

 Runner takes Student Release Form to CP 

 CP verifies student location if known and directs runner accordingly. 

 Parent should be notified of missing student status by a staff member and escorted to crisis 
counselor. 

 If student is in first aid, parent should be escorted to Medical Treatment Area. 

 If student was marked absent, parent will be notified by staff member. 
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Closing Down: 

 At the direction of the Operations Chief, return equipment and unused supplies to Logistics. 

 Complete all paperwork and turn into the Documentation Unit. 

 

Equipment/ Supplies: 

Job description, Pens, stapler 

Box(es) of Emergency Cards 

Signs to mark Parent Request Gate and Release Gate 

Signs for alphabetical grouping to organize the parents (A-F, etc.)  

Empty file boxes to use as out boxes 

 

Forms:  

Student Release Form (copies for every student) 
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5.3  Section: Planning/Intelligence  

5.3.1  Planning/Intelligence Chief 

Responsibilities: 

This section is responsible for the collection, evaluation, documentation and use of information about 

the development of the incident and the status of resources. Maintain accurate records and site map. 

Provide ongoing analysis of situation and resource status.  

Start-Up Actions: 

 Check in with Incident Commander (IC) for situation briefing. 

 Obtain necessary equipment and supplies from Logistics.  

 Put on position identifier. 

Operational Duties:  

 Assume the duties of all Planning/Intelligence positions until staff is available and assigned. 

 As staff is assigned, brief them on the situation and supervise their activities, utilizing the 

position checklists. 

 Assist IC in writing Action Plans. 

Closing Down: 

 At the IC's direction, deactivate the section and close out all logs. 

 Verify that closing tasks of all Planning/Intelligence positions have been accomplished. 

 Return equipment and reusable supplies to Logistics. 
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Equipment Supplies: 

2-way radio Paper, pens 

File box(es) Job description 

Dry-erase pens  

Site map(s)  

 

Forms:  

Emergency Time/Situation Report 

Staff & Student Accounting Form 
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5.3  Section: Planning/Intelligence 

5.3.2  Documentation 

Responsibilities: 

This section is responsible for the collection, evaluation, documentation and use of information about 

the development of the incident and the status of resources. 

 

Start-Up Actions: 

 Check in with Planning/Intelligence Chief for situation briefing.  

 Obtain necessary equipment and supplies from Logistics. 

 Put on position identifier. 

 

Operational Duties: 

 Maintain time log of the Incident, noting all actions and reports. 

 Record content of all radio communication with district Emergency Operations Center (EOC). 

 Log in all written reports. 

 File all reports for reference (file box). 

 Important: A permanent log may be typed or rewritten at a later time for clarity and better under-

standing. Keep all original notes and records-they are legal documents. 

 

Student and Staff Accounting: 

 Receive, record, and analyze Student Accounting forms. 

 Check off staff roster. Compute number of students, staff, and others on campus for Situation 
Analysis. Update periodically.  

 Report missing persons and site damage to Command Post.  

 Report first aid needs to medical team leader. 
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Closing Down: 

 Collect and file all paperwork and documentation from deactivating sections.  

 Securely package and store these documents for future use.  

 Return equipment and reusable supplies to Logistics. 

 

Equipment/ Supplies: 

2-way radio Paper, pens 

File box(es) Job description 

 

Forms:  

Situation Report 

Operational Log 
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5.3  Section: Planning/Intelligence  

5.3.3  Situation Analysis 

Responsibilities: 

This section is responsible for the collection, evaluation, documentation and use of information about 
the development of the incident and the status of resources. Maintains accurate site map. Provide ongo-
ing analysis of situation and resource status. 

 

Start-Up Actions: 

 Check in with Planning/Intelligence Chief for situation briefing  

 Obtain necessary equipment and supplies from Logistics. 

 Put on position identifier. 

 

Operational Duties: 

 Situation Status (Map): 

 Collect, organize and analyze situation information. 

 Mark site map appropriately as related reports are received. This includes but is not limited 
to S&R reports and damage updates, giving a concise picture status of campus. 

 Preserve map as legal document. 

 Use area-wide map to record information on major incidents, road closures, utility outages, 
etc. (This information may be useful to staff for planning routes home, etc.) 

  Situation Analysis: 

 Provide current situation assessments based on analysis of information received. 

 Develop situation reports for the Command Post (CP) to support the action planning pro-
cess. 

 Think ahead and anticipate situations and problems before they occur. 

 Refer all informational requests to Public Information Officer. 
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Closing Down: 

 Close out all logs and turn all documents into Documentation.  

 Return equipment and reusable supplies to Logistics. 

 

Equipment/ Supplies: 

2-way radio 

Paper, pens, dry-erase pens 

Job description clipboards 

Site map of campus 

File box(es) 

Map of county & local area 
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5.4  Section: Logistics  

5.4.1  Logistics Chief 

Responsibilities: 

The Logistics Section is responsible for providing facilities, services, personnel, equipment, and materi-

als in support of the incident. 

 

Start-Up Actions: 

 Check in with Incident Commander (IC) for situation briefing  

 Open supplies container or other storage facility. 

 Put on position identifier. 

 Begin distribution of supplies and equipment as needed. 

 Ensure that the Command Post and other facilities are set up as needed. 

 

Operational Duties:  

 Assume the duties of all Logistics positions until staff is available and assigned. 

 As staff is assigned, brief them on the situation and supervise their activities, utilizing the posi-
tion checklists. 

 Coordinate supplies, equipment, and personnel needs with the IC. 

 Maintain security of supplies and equipment. 

 

Closing Down: 

 At the IC's direction, deactivate the section and close out all logs. 

 Verify that closing tasks of all Logistics positions have been accomplished.  

 Secure all equipment and supplies. 
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Equipment/ Supplies: 

2-way radio 

Job description 

 

Forms:  

Inventory of emergency supplies on campus 
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5.4  Section: Logistics  

5.4.2  Supplies/Facilities 

Responsibilities: 

This unit is responsible for providing facilities, equipment, supplies, and materials in support of the in-

cident. 

 

Start-Up Actions: 

 Check in with Logistics Chief for situation briefing. 

 Open supplies container or other storage facility if necessary.  

 Put on position identifier, if available. 

 Begin distribution of supplies and equipment as needed. 

 Set up the Command Post. 

 

Operational Duties: 

 Maintain security of supplies and equipment.  

 Distribute supplies and equipment as needed. 

 Assist team members in locating appropriate supplies and equipment. 

 Set up Staging Area, Sanitation Area, Feeding Area, and other facilities as needed. 

 

Closing Down: 

 At the Logistic Chief's direction, receive all equipment and unused supplies as they are re-
turned. 

 Secure all equipment and supplies. 
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Equipment/ Supplies: 

2-way radio 

Job description 

 

Forms:  

Inventory of emergency supplies on campus 
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5.4  Section: Logistics  

5.4.3  Staffing 

Responsibilities: 

This unit is responsible for coordinating the assignment of personnel (staff, students, disaster volun-
teers) in support of the incident. 

Start-Up Actions: 

 Check in with Logistics Chief for situation briefing. 

 Put on position identifier, such as vest, if available. 

 Open log(s) to list staff, volunteers, and students who are awaiting assignment. 

Operational Duties: 

 Deploy personnel as requested by the IC. 

 Sign in volunteers, making sure those volunteers are wearing I.D badges.  

Closing Down: 

 Ask volunteers to sign out. 

 At the Logistic Chiefs direction, close out all logs and turn them in to Documentation Unit. 

 Return all equipment and supplies. 

Equipment/ Supplies: 

2-way radio 

Job description 

Paper, pens 

Forms:  

Emergency supply inventory 

Assignment Log 
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5.4  Section: Logistics  

5.4.4  Communications 

Responsibilities: 

This unit is responsible for establishing, coordinating, and directing verbal and written communications 

within the school disaster site and with the school district. If the school district cannot be contacted, 

communications may be made with outside agencies when necessary. 

 

Personnel: 

School staff member with campus two way radio, supported by student or disaster volunteer runners, 

and Disaster volunteer who is a qualified amateur radio operator. 

 

Start-Up Actions: 

 Set up Communications station in a quiet location with access to the Command Post (CP). 

 Turn on radios and advise CP when ready to accept traffic. 

 

 

Operational Duties:  

 Communicate with district EOC per district procedure. At the direction of the Incident Com-

mander (IC), report status of students, staff, and campus, using Site Status Report Form. 

  Receive and write down all communications from the district EOC. 

 Use runners as needed to deliver messages.  

 Maintain Communications Log: date/time/originator/recipient  

 Follow communications protocol. Do not contact the city directly if the district EOC is availa-

ble. 

 Direct the media or the public to the Public Information Officer. 

 Monitor AM radio for local emergency news: KFI 640 AM. 
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Closing Down: 

 Close out all logs, message forms, etc. and turn them over to Documentation. 

 Return all equipment and unused supplies to Logistics. 

 

Equipment/ Supplies: 

Site radio, Emergency District radio   

Paper, pens 

Table and chairs  

AM/FM radio 

File boxes, tote tray for outgoing messages  

 

Forms:  

Site Status Report 

Message forms 

Job Descriptions and Checklist 

 

 

 



 

Rev. 11-09-2017 

AUSD EMERGENCY / DISASTER RESPONSE PLAN 

5.5  Section: Finance/Administration  

5.5.1  Finance/Administration Chief 

Responsibilities: 

The Finance/Administration Section is responsible for financial tracking, procurement, and cost analy-

sis related to the disaster or emergency. Maintain financial records, track and record staff hours. 

Start-Up Actions: 

 Check in with Incident Commander (IC) for situation briefing.  

 Put on position identifier. 

 Locate and set up work space. 

 Check in with the Documentation Clerk to collect records and information which relate to per-

sonnel time keeping and/or purchasing. 

Operational Duties:  

 Assume the duties of all Finance/Administration positions until staff is available and assigned. 

 As staff is assigned, brief them on the situation and supervise their activities. 

 

Closing Down: 

 At the IC's direction, deactivate the section and close out all logs. 

 Verify that closing tasks of all Finance/Administration positions have been accomplished.  

 Secure all documents and records. 

 

Equipment/ Supplies: 

Job description Paper, pens 

Forms:  

Staff Duty Log 
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5.5  Section: Finance/Administration  

5.5.2  Timekeeping 

Responsibilities: 

This unit is responsible for maintaining accurate and complete records of staff hours. 

Start-Up Actions: 

 Check in with Finance/Administration Chief for situation briefing. 

 Put on position identifier, if available. 

 Locate and set up work space. 

 Check in with the Documentation Clerk to collect records and information which relate to per-
sonnel time keeping. 

Operational Duties:  

 Meet with Finance/Administration Chief to determine process for tracking regular and over-
time of staff. 

 Ensure that accurate records are kept of all staff members, indicating hours worked. 

 If district personnel not normally assigned to the site are working, be sure that records of 
their hours are kept. 

Closing Down: 

 Close out all logs. 

 Secure all documents and records. 

Equipment/ Supplies: 

Job description 

Paper, pens 

Forms:  

Staff Duty Log 
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5.5  Section: Finance/Administration  

5.5.3  Purchasing 

Responsibilities: 

This unit is responsible for maintaining accurate and complete records of purchases. Most purchases 

will be made at the district level; however, in emergency situations, it may be necessary for school sites 

to acquire certain items quickly. 

 

Start-Up Actions: 

 Check in with Finance/Administration Chief for situation briefing. 

 Put on position identifier, if available. 

 Locate and set up work space. 

 Check in with the Documentation Clerk to collect records at information which relate to pur-
chasing. 

 

Operational Duties:  

 Meet with Finance/Administration Chief to determine process for tracking purchases. 

 Support Logistics in making any purchases which have been approved by the Incident Com-

mander. 

 

Closing Down: 

 Close out all logs. 

 Secure all documents and records. 

 

Equipment/ Supplies: 

Job description 

Paper, pens 
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6.0  RECOVERY 

 

Crisis recovery is a central component of a comprehensive school safety program. The primary objectives of 

crisis recovery are to promote the health, safety and welfare of students, staff and visitors, protect school 

property, and regulate the operation of schools following an emergency. The key to successful crisis recov-

ery is preparation. 

 

6.1  Crisis Teams 

The purpose of each of these teams is to oversee a comprehensive recovery process: 

There are four components of recovery: 

 Physical/structural 

 Business Continuity 

 Restoration of academic learning 

 Psychological/emotional 

NOTE: The Crisis Response Team (as currently operationalized) is trained to focus upon the mental health needs of 

students and staff following a death. Its role is an important part of the total scope of Crisis Recovery, but has a distinct 

responsibility. 

 

When an emergency has the potential to overwhelm a school’s ability to deal with the incident, or there 

is more than one incident occurring, or an area wide incident that affects multiple sites, a District Crisis 

Recovery Team may be activated. The District Crisis Recovery Team will assume responsibility for re-

source management of the Alvord Unified School District’s assets, coordination with the leadership of 

emergency service and law enforcement agencies, the release of information to the School Board, and 

other local officials and the public, allowing school‐based staff (and the Crisis Response Team, if appli-

cable) to deal with immediate needs of students, staff, and parents. 
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The District Crisis Response Team may include the following members and others depending on spe-

cific circumstances: 

 The Superintendent 

 Chief Financial Officer 

 Executive Directors (Curriculum and Instruction, Student Services) 

 Directors (Technology, Facilities and Maintenance, Risk Management) 

 Members of the Crisis Response Team 

 Principal(s) 

 Counselor(s) 

 Area Emergency Responders 

 Area Mental Health Providers 

 Board of Education representative(s) 

 Business Team member(s) 

Proper preparation and effective response to incidents can minimize the time required for recovery. 

The recovery phase is designed to assist students, staff, and their families in the healing process and to 

restore educational operations in schools. Recovery is an ongoing process that includes not only the 

mental, emotional and physical healing process of students, faculty and staff, but a school’s physical 

(buildings and grounds), fiscal (daily business operations) and academic (a return to classroom learning).  

 

Strong partnerships with public safety and mental health communities are essential for effective recov-

ery efforts. The type and extent of activities will vary in relation to the size and scope of the crisis. 

Much of this section is based upon materials developed by the US Department of Education, Office of 

Safe and Healthy Students, Readiness and Emergency Management for Schools (REMS). 
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6.2  Physical/Structural Recovery 

Key school physical/structural Recovery considerations include: 

 Assessing and repairing structural and physical damage 

 Assessing and addressing environmental hazards 

 Cleaning the facility and removal of all health and safety hazards 

 Recovery of equipment and restoration of processes, i.e., computer systems, etc. 

 Determination of availability of equipment and supplies 

 Debrief and incorporation of lessons learned around physical assets and vulnerabilities into 

emergency management planning 

 

Physical/structural recovery begins with the assessment and evaluation of physical and structural dam-

age to buildings and infrastructure, availability of transportation, food services, and assessing the func-

tionality of educational capabilities and office equipment e.g., computers, lab equipment.  

 

Damage assessment teams from Facilities, Maintenance & Operations, and  Information Technology 

would be responsible for these assessments. Data from the assessment will facilitate decision‐making 

about repairs and timelines to resume normal activities. Post‐emergency, it is imperative to document 

damaged areas with vide or still photographs. Damaged equipment should not be discarded until it has 

been documented fully by photograph. Staff and volunteer time and labor involved in the cleanup 

should be tracked because this time can be factored into any potential insurance claims or disaster relief 

grants. 

 

The Directors of Facilities, Maintenance & Operations, and Information Technology will coordinate 

significant portions of these efforts. 
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6.3  Academic Recovery 

Youth exposed to violence and traumas have been shown to subsequently struggle with significant is-

sues in academic performance at school. Restoring, or maintaining, a routine is helpful for students 

throughout the Recovery process. It is important that we facilitate students’ return to learning and re-

store structure and routine as quickly as possible. 

Key Steps to ensuring academic Recovery include: 

 Instituting temporary adjustments to academic routines, as necessary 

 Communicating to administrators, staff, parents, guardians and students on events and next 

steps 

 Returning to normal academic routine as soon as possible. 

Alongside affected school principals, the Assistant Superintendent of Curriculum and Instruction and 

the Director of Student Services will assume primary leadership roles in this work. 

Planning in advance of an event is essential and includes: 

 Outline service delivery systems 

 Develop template letters for emergencies 

 Pre‐determine strategies for accepting contributions/donations following a death incident or 

major incident 

 Outline strategies for dealing with "empty chairs" 

 Determine a policy for memorials (be consistent across events) 

 Ensure a process is in place for parental consent 

 Compile resource kits 
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Restoring the academic learning environment may involve conducting classes at offsite locations and 

implementing online learning or other continuity of learning activities. The Superintendent, along with 

the district’s Public Information Officer, will ensure that the media, faculty, staff, students, and families 

have accurate and timely information concerning the progress of the restoration and recovery phase. 

 

6.4  Psychological/Emotional Recovery 

Psychological/emotional recovery involves the assessment of the emotional needs of all students, facul-

ty, staff, and their families, and identifies those who need intervention by a school counselor, social 

worker, or school psychologist (the Crisis Response Team), or other mental health professionals. 

Through this community collaboration, students, faculty, and staff will have the opportunity to receive 

short and long‐term mental health services, or obtain referrals for such. In addition to providing mental 

health services for students, it is important to offer such services to workers who were involved in the 

recovery efforts or who experienced adverse effects from the incident. 

 

6.5  Continuity of  Operations (COOP) 

The U.S. Department of Education views a COOP as a program that ensures continued performance 

of essential functions across a full range of potential emergencies be they natural or man‐made when a 

significant interruption of educational services occurs following a severe disaster or tragedy. 

A COOP provides guidance and establishes responsibilities and procedures to ensure that essential 

functions are maintained. COOP is not the same as an Emergency Operations Plan or a Recovery Plan, 

but rather supplements it, in the event normal facility or human resources are not available. 

A COOP provides a continuity infrastructure that through careful planning ensures: 

 Emergency delegation of authority and an orderly line of succession, as necessary 

 Safekeeping of essential personnel, resources, facilities, and vital records 

 Emergency acquisition of resources necessary for business resumption 

 The capability to perform critical functions remotely until resumption of normal operations. 
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A school district’s COOP plan should allow for its implementation anytime, with or without warning, 

during normal and after hours operations; provides full operational capability for essential functions 

no later than 12 hours after activation; and sustain essential functions for up to 30 days. 

The purpose of these Continuity of Operations (COOP) procedures is to ensure that there are proce-

dures in place to maintain or rapidly resume essential operations within the school after an incident 

that results in disruption of normal activities or services to the school. Failure to maintain these critical 

services would significantly affect the education and/or service mission of the school in an adverse 

way. 

Scope: It is the responsibility of Alvord Unified School District officials to protect students and staff 

from incidents and restore critical operations as soon as it is safe to do so. This responsibility involves 

identifying and mitigating hazards, preparing for and responding to incidents, and managing the recov-

ery.  

The COOP procedures outline actions needed to maintain and/or rapidly resume essential academic, 

business, and physical services when interrupted for an extended period of time following an incident. 

Responsibilities: The delegation of authority and management responsibilities in the event of an inci-

dent follows the hierarchy outlined in the Alvord Organizational Chart. Designated District staff/

faculty, in conjunction with the affected principal(s) and staff, will perform the essential functions as 

follows: 

Superintendent/Principal 

 Determine when to close schools, and/or send students/staff to alternate locations. 

 Disseminate information internally to students and staff. 

 Communicate with parents, media, and the larger school community. 

Identify a line of succession, including who is responsible for restoring which business functions for 

schools. 
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Assistant Superintendent of Curriculum and Instruction, Assistant Superintendent of Human Re-

sources, Chief Financial Officer 

 Ensure systems are in place for rapid contract execution after an incident 

 Identify relocation areas for classrooms and administrative operations 

 Create a system for registering students (out of district or into alternative schools) 

 Brief and train staff regarding their additional responsibilities 

 Secure and provide needed personnel, equipment and supplies, facilities, resources, and services 

required for continued operations 

 Identify strategies to continue teaching (e.g., using the Internet, providing tutors 

for homebound students, rearranging tests) 

 Reevaluate the curriculum and materials and instructional delivery methods as needed 

 

Director of Facilities, Director of Maintenance & Operations 

 Work with local and state government officials to determine when it is safe for students and 

staff to return to the school buildings and grounds 

 Manage the restoration of school buildings and grounds (e.g. debris removal, repairing, repaint-

ing, and/or landscaping) 

 Collaborate with private and public sector service providers and contractors 
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Business Services, Fiscal Services, School Secretary, School Office Staff 

 Maintain inventory 

 Maintain essential records (and copies of records) including school’s insurance policy 

 Ensure redundancy of records is kept at a different physical location 

 Secure classroom equipment, books, and materials in advance 

 Restore administrative and recordkeeping functions such as payroll, accounting, and personnel 

records 

 Retrieve, collect, and maintain personnel data 

 Provide accounts payable and cash management services 

 

Counselors, School Psychologists, School Nurses and Health Assistants 

 Establish necessary support services for students and staff/faculty 

 Implement additional response and recovery activities according to established protocols 

 Collaborate with public and private providers 

 

Food Service/Cafeteria Worker 

 Determine how food services will resume 

 Support staff and volunteers as possible 

 

Transportation (contracted through First Student) 

 Provide emergency transportation services as needed 

 Assess and implement alternative transportation services that may be necessitated 


