Integrated Safe School Plan

Emergency Team Duties and Supply Lists
Incident Command System

The Incident Command System (ICS) is used by first responder and government agencies to manage
emergencies, crises, and disasters nationwide. LAUSD also uses ICS a system where people are grouped
by functions according to aptitude and skills, instead of rank/title. Every position reports to someone
(see the ICS School Organization Chart in the provided diagram), which greatly facilitates the flow of
information and resources among the multiple teams participating in response to an emergency. ICS
consists of the following five functions:

e Command

e QOperations

e Planning & Intelligence

e Logistics

e Finance & Administration

It is recommended that team members and other district employees take CERT training. Disaster supply
lists can be found in the LAUSD School Site Emergency/Disaster Supplies Reference Guide. LAUSD
personnel can learn more about ICS by taking online video training courses STEPS 400, 420 and 421,
available through the Learning Zone. Additional online Emergency Management classes appropriate for
district employees are offered by the Federal Emergency Management Agency (FEMA).

Command Team

The Command Team is responsible for directing school emergency response activities. The Command
Team is led by the principal, who acts as the Incident Commander. The Command Team includes the
school's Public Information Officer and the Safety Coordinator. The team leader for each of the other
four functions (Operations, Planning & Intelligence, Logistics, and Finance & Administration) also report
to the Incident Commander. The Incident Commander sets goals and objectives for the activities of all
other teams.

Incident Commander

The Incident Commander (principal) is responsible for directing emergency operations and shall remain
at the Command Post to observe and direct all operations. The only role of this person is to make
decisions. Specific duties of the Incident Commander may include:

e Setting goals and objectives for the response team as a whole.

e Periodically assessing the situation.

e Directing the Command Team.

e Determining the need for, and requesting, outside assistance.

e Communicating with the Local District Administrator of Operations and central staff.
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Public Information Officer

The Public Information Officer (P10) is the official spokesperson for the school site in an emergency and
is responsible for communicating with the media and delivering public announcements. Specific duties
of the Public Information Officer may include:

e Periodically receiving updates and official statements from the Incident Commander.

e Posting approved messages to Blackboard Connect for parents

e Maintaining a log of PIO actions and all communications.

e Periodically interacting with the media and District Communications.

e Preparing statements for dissemination to the public.

e Ensuring announcements and other public information are translated into other languages as
needed.

e Monitoring news broadcasts about the incident and correcting any misinformation.
Safety Coordinator

The Safety Coordinator is responsible for ensuring that all emergency activities are conducted in as safe
a manner as possible. Specific duties of the Safety Coordinator may include:

e Stopping any and all unsafe activities.

e Periodically checking with the Incident Commander for situation briefings and updates.

e Maintaining all records and documentation as assigned by the Incident Commander.

e Monitoring drills, exercises, and emergency response activities for safety.

e Identifying safety hazards.

e Ensuring that team members use appropriate safety equipment.

o Supplies and Equipment for Command Team

e School Emergency Response Boxes (LAUSD School Emergency Response Box Reference Guide)

e Copy of the Safe School Plan volumes 1, 2, and 3 and contact information

e Campus maps

o Staff cell phone lists

e Staff email lists

e Master keys — Note: These must be kept in a very secure location or with specific authorized
individuals

e Copies of staff and students rosters

e Handheld two-way radios

e Bullhorn
e Battery operated AM/FM radio
e First Aid kit

e Clipboard, paper, pens
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e Hard hat
e Vest or position identifier
e large campus map

First Aid/Medical Team

The First Aid/Medical Team is responsible for ensuring that first aid supplies are available and that first
and triage is rendered during an emergency.

First Aid/Medical Team Leader

The First Aid/Medical Team Leader is responsible for directing team activities by periodically interacting
with Operations to determine medical needs and planned actions. Specific duties of the First
Aid/Medical Team Leader may include:

e Assigning First Aid personnel, coordinating training, and assessing available inventory of supplies
& equipment

e Designating and setting up First Aid/Medical treatment and/or triage areas, with access to
emergency vehicles

e Determining the need for skilled medical assistance, and overseeing care, treatment, and
assessment of patients

e Periodically keeping Operations informed of overall status

e Completing the Injury Report

First Aid/Medical Team Members

The members of the First Aid/Medical Team are responsible for assessing injuries and administering
necessary first aid and medical treatment as indicated during an emergency. All team members should
have First Aid/CPR/AED training. Supplemental online training course STEPS 213 is offered through the
Learning Zone. Specific duties of the members of the First Aid/Medical Team may include:

e Setting up first aid area, triage and/or temporary morgue

e Triage/First Aid Response

e Keeping accurate records of care given and tagging each of the injured with name, address,
injury and any treatment rendered

e Reporting critical injuries or deaths immediately to First Aid/Medical Team Leader

e Recording information on transport to hospital by first responders

Supplies and Equipment for First Aid/Medical Team

e Vest or position identifier
e First aid supplies
o Non-Latex disposable exam gloves
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e AED (if school has one on campus)
e Triage tags

e Handheld two-way radios

e Stretchers

e Blankets

e Wheelchairs

e Ground covers, tarps

e Patient record forms

e Site map

e Injury Report

In a disaster, it may be a while before patients can be transported for medical care. When possible, have
students transported to the nearest emergency department approved for pediatrics (up to age 22) as
listed in the Safe School Plan.

Psychological First Aid/Crisis Team

The Psychological First Aid Team, or Crisis Team, is responsible for the emotional care and safety of all
students on campus during an emergency. It provides psychological first aid as needed during and after
an emergency, pursuant to the District’s Crisis Intervention Handbook.

Psychological First Aid Team Leader

The Psychological First Aid Team Leader is responsible for directing team activities and periodically
interacting with Operations to identify problems and report status. The Psychological First Aid Team
Leader is also responsible for assigning personnel as needed, and coordinating appropriate training.
Information is available in the LAUSD Organization of Crisis Intervention Bulletin. Supplemental online
training courses STEPS 212 and 409 are offered through the Learning Zone.

Psychological First Aid Team Members

The members of the Psychological First Aid Team are responsible for monitoring the safety and
wellbeing of the students and staff in the Assembly Area and First Aid area. Specific duties of the
members of the Psychological First Aid Team may include:

e Administering minor first aid and psychological first aid as needed

e Supporting other teams as needed

e Coordinating with Operations to provide water and food to students and staff when necessary
e Providing reassurance to students

e Updating records of the number of students and staff

e Documenting students or staff who may need additional support
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Supplies and Equipment for the Psychological First Aid Team

e Vest or position identifier
e Handheld Two-way radio
e Ground cover, tarps

e  First aid kit

e Paper, pens, pencils

Search and Rescue Team

The Search and Rescue Team is responsible for preparing and performing search and rescue operations
during an emergency. There may be two or more Search and Rescue teams at a school. Each team must
have four members.

Search and Rescue Team Leader

The Search and Rescue Team Leader is responsible for directing team activities, keeping Operations
informed of overall status, and coordinating appropriate training. Supplemental online training course
STEPS 214 is offered through the Learning Zone. Specific duties of the Search and Rescue Team Leader
may include:

e Obtaining briefings from Operations and the Assembly Area Team, noting missing students and
any other situations requiring response.

e Assigning and recording search and rescue teams based on available manpower, maintaining 4
persons per team.

e Updating teams’ reports on site map and recording exact location of damage and triage tally.

Search and Rescue Team Members

The members of the Search and Rescue Team are responsible for performing search and rescue
operations during an emergency. Specific duties of the members of the Search and Rescue Team may
include:

e Searching assigned area, reporting gas leaks, fires, or structural damage to Team Leader upon
discovery

e Rescuing trapped survivors on campus

e Evacuating survivors with mobility challenges

e Working with the Utilities Team and Fire Suppression Team in shutting off gas or extinguishing
fires as appropriate

e Periodically reporting to the Team Leader the location, number, and condition of injured or
missing survivors

e Conducting pre-established search and rescue patterns, checking each classroom, office, storage
room, auditorium and other rooms
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e Sealing off and posting areas where hazardous conditions exist
e Contacting Security/Utilities Team to secure the building from reentry after the search

Supplies and Equipment for Search and Rescue Teams

e Vest or position identifier

e Hard hat

e Work and nonlatex gloves

e Eye protection

e Dust mask

e Whistle with master keys on neck lanyard
e Hand held two-way radio

e C(Clipboard with job duties

e Map indicating search plan

e Fire extinguisher

e Water bib key

e Blankets

e Bolt cutters (for cutting grates from around windows)
e Shovel

e Rope

e Triage tags

e Bucket or duffel bag

e Flashlight

e Prybar

e Grease pencil
e Pencils

e Duct tape

e Caution tape
e Masking tape
e  First aid backpack/fanny pack (one team member wears it)

Many of these materials are found in the search and rescue kit, which can be purchased through the
LAUSD Warehouse.

Security/Utilities Team

The Security/Utilities Team is responsible for the security of the school site and its population during an
emergency. The Security/Utilities Team will coordinate activities with Operations as required. Close
coordination with the Reunion Gate Team is necessary to safely reunite students with their parents or
lawful guardians. The Security/Utilities Team shuts down heating and air conditioning units, gas, power
and water utilities as necessary to protect students and staff and to minimize damage to school



Integrated Safe School Plan

facilities. This team includes participation by the school police officer or school security officer, campus
aides, and members of the custodial and cafeteria staff.

Security/Utilities Team Leader

The Security/Utilities Team Leader is responsible for directing team activities and interacting with
Operations to identify problems and report status, and coordinates appropriate training. The
Security/Utilities Team Leader is also responsible for contacting the Planning and Intelligence Section
that will, in turn, notify local utility companies (water, electricity, gas, sewer) as needed.

Security/Utilities Team Members

The members of the Security/Utilities Team are responsible for securing the school and reporting that
the campus is secured. They are also responsible for surveying all utilities and taking appropriate actions
to shutoff utilities, as needed. Specific duties of the members of the Security/Utilities Team may include:

e Locking all external gates and doors; unlocking some gates when appropriate

e Stationing one team member at the main entrance to the school to direct emergency vehicles to
area(s) of need and to greet parents

e Keeping students and staff out of buildings, as necessary

e Assisting at Reunion Gate, as appropriate

e Assessing and reporting damage to school facilities

e Checking water lines and shutting down water supply lines if leaking

e Checking gas meter/lines and, if gas is leaking, shutting down gas supply

e Shutting down electricity only if building has clear structural damage or advised to do so by
Command Post

Supplies and Equipment for Security/Utilities Team

e Vest or position identifier

e Hard Hat, gloves and any Personal Protective Equipment

e  Master keys

e Handheld two-way radio

e Copy of the school’s emergency procedures

e large durable signs for providing direction and information
o  Utility shutoff

e tools

e Site maps

e Diagrams of shutoff valves and switches
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Supply/Equipment Team

The Supply/Equipment Team is responsible for ensuring the availability and delivery of adequate
supplies and equipment during the course of an emergency. The team members should be familiar with
the supplies cached in the emergency bin and cafeteria storage room.

Supply/Equipment Team Leader

The Supply/Equipment Team Leader is responsible for directing team activities and keeping the Logistics
Coordinator informed of overall status. Specific duties of the Supply/Equipment Team Leader may
include:

e Reporting equipment and supply needs.

e Estimating the number of persons requiring food/shelter/care

e  Work with Planning & Intelligence Coordinator to determine the length of time care will be
needed.

e Inventory supplies on hand

Supply/Equipment Team Members

The members of the Supply/Equipment Team are responsible for assessing the adequacy of available
water, food, sanitation and other supplies and organizing the distribution of resources for immediate
use. Specific duties of the members of the Supply/Equipment Team may include:

e Distributing emergency water and food supplies

e Setting up and maintaining sanitation stations

e Determining supply/equipment needs for any persons with special needs
e Controlling conservation of water

Supplies and Equipment for Supply/Equipment Team

e Handheld two-way radio

o Keys

e Bullhorn

e Emergency water supplies water carriers, cups, hand pumps, etc.
e Emergency food supplies

e Temporary power supplies

e Cell phones

e Sanitation supplies
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Assembly Area Team

The Assembly Area Team is responsible for the safe evacuation and accounting of all students and staff
during an emergency. The team is also responsible for reporting missing persons to the Operations.
Operations will then relay reports of missing students to the Search and Rescue Team.

Assembly Area Team Leader

The Assembly Area Team Leader is responsible for directing team activities and periodically interacting
with Operations to identify problems and report status. The Assembly Area Team Leader is also
responsible for collecting the Missing Persons Report from team members and providing the report to
the Incident Commander.

Assembly Area Team Members

The members of the Assembly Area Team are responsible for performing the safe evacuation and
accounting of student and staff during an emergency.

Specific duties of the members of the Assembly Area Team may include:

e Obtaining reports of missing students from teachers or other personnel

e Ensuring that students are orderly and supervised so that they can be found quickly when
parents arrive

e  Gathering Missing Persons Report from each teacher and submitting forms to the Assembly
Area Team Leader

e Assisting the Reunion Gate Team as required

Supplies and Equipment for Assembly Area Team

e Copy of Site Plot Plan and Vicinity Map showing designated on and off site Assembly Areas
e Injury Reports and Missing Persons Reports

e Bullhorn

e C(Clipboard and pens for forms

Request/Reunion Gate Teams
Request Gate Team

The Request Gate Team is responsible for processing parent requests for student release during an
emergency.

Request Gate Team Leader

The Request Gate Team Leader is responsible for directing team activities and periodically interacting
with Operations to identify problems and report status, and coordinating appropriate training. The
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Request Gate Team Leader will refer all outside requests for information to the Public Information
Officer. Supplemental online training course STEPS 419 is offered through the Learning Zone.

Request Gate Team Members

The members of the Request Gate Team are responsible for greeting parents/guardians/designees,
providing them with the paperwork authorizing the holders to reunite with their students at the
Reunion Gate, and checking identification. Specific duties of the members of the Request Gate Team
may include:

e Greeting and quickly directing parents, guardians, or designees to the counselors, as appropriate

e Providing reassurance to parents, guardians, or designees and maintaining order. The use of
large signs showing the school status in all languages is suggested.

e Checking identification

e Directing parents or guardians to the Reunion Gate

e Greeting and quickly directing parents, guardians, or designees to the counselors, as appropriate

e Providing reassurance to parents, guardians, or designees and maintaining order. The use of
large signs showing the school status in all languages is suggested.

e Checking identification

e Directing parents or guardians to the Reunion Gate

e Dispatching student runners to Assembly Area to escort students whose parents have come to
claim them.

Supplies and Equipment for Request Gate Teams

o Keys to Request Gate

e Student Lists

e Office Supplies —pens, paper, clipboards, and summons forms, etc.
e Signmaking materials

e Bullhorn

e Reunification forms

Mass Reunion Planning

The Request and Reunion Gate Teams need to have an expansion plan for a massive influx of parents.
The following activities should be part of every school’s Request/Reunion Gate preparedness program:

e Crosstrain other teams to assist.

o When the Search and Rescue Team members are done with their assignment they may be
reassigned by the Operations Section Chief to assist the Request or Reunion Gate Team.

e Ensure that there are enough supplies (pens, forms etc.) for the additional Request Gate Team
members so that additional stations can be opened.
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e Have a plan to reorganize the Request Gate to divide the parents into smaller groups. They can
be organized by grade level, small learning community or any other criteria that makes sense for
the school.
e Ensure that there are sign making supplies to allow for reorganization.

Reunion Gate Team

The Reunion Gate Team is responsible for compassionately reuniting parents or guardians with
students. Reunion gate personnel should have a plan in place to notify parents about injured or
deceased students, a highly sensitive issue. The team checks identification and will keep accurate
records of students leaving the campus. Members of the Psychological First Aid Team and Security Team
may be asked to assist the Reunion Gate Team. In the event that a child is injured, it is recommended
that the parents be invited to a private or secluded location and, away from others, be informed of their
child’s condition. It is suggested that a member of the Psychological First Aid team then stay with the
parent and assist them.

Reunion Gate Team Leader

The Reunion Gate Team Leader is responsible for directing team activities and periodically interacting
with Operations to identify problems, request additional personnel, and report status. The Reunion Gate
Team Leader will refer all requests for information to the Public Information Officer. The Reunion Gate
Team Leader is also responsible for collecting the Student Release Log from the Team Members and
should have the forms readily available to Operations.

Reunion Gate Team Members

The members of the Reunion Gate Team are responsible for greeting parents, guardians, and designees
and reuniting them with their students at the designated Reunion Gate. Specific duties of the members
of the Reunion Gate Team may include:

e Greeting parents, guardians, and designees at the Reunion Gate.

e Verifying identification and authenticity of reunification forms

e Confirming students recognize the authorized adults who come to claim them and requiring
adult to sign student out of school

e Completing Student Release Log and submitting them to the Reunion Gate Team Leader

Supplies and Equipment

e Handheld two-way radios.

e Tables and chairs

e  Office Supplies —pens, paper, clipboards, release forms, etc.
e Student Lists

e Flashlights
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o Keys to Reunion Gate
e Materials for signout log
e Student Release Log

Fire Suppression/Hazmat Team

The Fire Suppression and HazMat Team is responsible for extinguishing fires and evaluating the
potential release of chemicals during an emergency. It is also responsible for evaluating the damages to
school property in an emergency. This team will coordinate with Operations. Team members complete
the Damage Assessment Report Forms. Operating a fire extinguisher is covered in STEPS 201, available
on the Learning Zone.

Fire Suppression and HazMat Team Leader

The Fire Suppression and HazMat Team Leader is responsible for directing team activities and
periodically interacting with Operations to identify problems and report status. The Fire Suppression and
HazMat Team Leader is also responsible for gathering the Damage Assessment Report Forms from the
Team Members and having forms readily available to Operations.

Fire Suppression and HazMat Team Members

The members of the Fire Suppression and HazMat Team are responsible for extinguishing fires,
evaluating the potential release of chemicals during an emergency, observing the campus for damage
and hazardous conditions, logging and reporting any damage by radio to the Command Post during an
emergency. Copies of the Damage Assessment Report Form will be submitted to the Team Leader.
Specific duties of the members of the Fire Suppression and HazMat Team may include:

e Evaluating potential release of chemicals.

e Identifying damaged areas on the Damage Assessment Report Form. Reporting will be
supplemented by pictures if appropriate.

e Locating and extinguishing small fires, as necessary. Ensure the use of proper type of
extinguishers:

e C(Class A, B or C for ordinary combustibles

e C(Class B or Cfor fires involving flammable liquids

e Class C only for fires involving electrical equipment

e Posting yellow caution tape around damaged or hazardous areas.

Supplies and Equipment for the Fire Suppression and HazMat Team

e Vest or position identifier

e Hard Hat, work gloves and personal protective equipment
e Fire extinguishers and other firefighting equipment

e Handheld two way radio
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e  Master keys on lanyard

e C(Clipboard with job duties and Damage Assessment Forms

e Carry bucket or duffel bag with eye protection, flashlight, dust masks, yellow caution tape, and
utility shutoff tools.

e Site maps



