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Forward  

This plan is intended for use by Sebastopol Independent Charter School leadership personnel to assist 
them in responding to and preparing for a disaster or emergency situation. For the purposes of this 
plan, Emergency and Disaster Preparedness will be defined as the planning and testing of plans to 
minimize the loss of life and property in the event of natural or man-made disaster or other emergency.  

This Safety Plan addresses hands-on EMERGENCY PROTOCOL coordination and resource 
allocation relative to an affected school site.  

It is also the express intent of this document to comply with the National Incident Management System 
(NIMS) concepts that provide a common language and standard operating procedures for NUSD staff 
and first responders (e.g., police, fire, city, etc.). Adopting NIMS provides the structure for interagency 
cooperation and seamless management in crisis situations.  

NIMS was adopted by the Board of Education. 
 
  



Emergency Phone Numbers and Resources  

Agency Telephone Number  

Sonoma County Sheriff’s Office (Dispatch)  911 / 707-565-2121  
Sebastopol Police  707-829-4400  
Graton Fire Protection District  911 / 707-823-8400 
Sebastopol Fire Department  707-823-8061  

Sebastopol Unified School District (Supt)  707-829-4570  
Sonoma County Office of Education  707-524-2600  

Sonoma West Medical Center  707-823-8511  
Santa Rosa Memorial Hospital  707-525-5300  
Kaiser Hospital Emergency Room  707-393-4000  
Poison Control  800-222-1222  

City of Sebastopol  707-823-1153  
Sonoma County Emergency Management Division  707-565-1152  
Sonoma County Public Information Hotline  211 / 707-565-3856  
Sonoma County Public Health Information Line  707-565-4477  
CalTrans Highway Conditions  511 / 800-427-7623  
Weather Event Hotline  707-781-1283  
California Highway Patrol  707-588-1400  
American Red Cross (Sonoma County)  707-577-7600  
Community Emergency Response Team (CERT)  707-577-7610  

Pacific Gas & Electric (PG&E)  800-743-5000  
Sonoma Water District  707-523-1070  
Sonoma Humane Society  707-542-0882  
Sonoma County Wildlife Rescue  707-526-9453   



Fire Drill Schedule 2025-26 

 

Tuesday, Sep 23, 9:30a: Fire Drill  

Friday, Oct 17, 11:15a: Great CA Shake Out - Earthquake 
Drill (start drill announcement will be made on intercom) 
 

Tuesday, Nov 4, 11:50a: Fire Drill  

Tuesday, Dec 9, 10:15a: Lock Down Drill  
(start drill announcement will be made on intercom) 
 
Thursday, Jan 15, 11:50a: Fire Drill  

Tuesday, Feb 10, 9:30a: Fire Drill  

Friday, Mar 6, 10:15a: Fire Drill  

Tuesday, Apr 14, 11:50a: Fire Drill  

Tuesday, May 19, 10:15a: Fire Drill 



Sebastopol Charter School  
Lockdown Drill Procedures  

The Signal: will be an announcement from the intercom system and a call for “Lockdown drill!”  

If students are in the classroom at the time of the signal  
Teachers will:  
· Explain that there is a “lockdown drill” happening.  
· Lock the classroom doors (have your keys handy).  
· Shut and lock all windows. Pull draperies or close blinds.  
· Turn off all lights.  
· Have students get under their desks (like we do in an earthquake drill). · Take roll and make sure all 
students are accounted for, notifying administration when they knock/check if anyone is missing.  
· Remain locked in until advised to move personally by administration or public safety officer or you 
receive a verbal all clear signal.  
· Keeping your emergency cell phone charged and handy – in a real emergency the office or safety 
personnel could call you in your classroom and give you instructions or you could reach us and still 
stay safely in your room.  

If students are outside at the time of the signal  
Teachers will:  
· Move students into the nearest safe room or building available.  
· Lock doors of the room (you have your keys handy).  
· Shut and lock all windows. Pull draperies or close blinds.  
· Turn off all lights.  
· Move students away from windows and stay below the window line if possible. · Remain 
with students to maintain order.  
· Take roll and make sure all students are accounted for, notifying administration when they 
knock/check if anyone is missing.  
· Keep students in a safe area until advised personally by administration or public safety personnel 
to move or that there is an all clear signal.  
· Make sure the emergency cell phone in the room is charged and handy – in a real emergency the 
office or safety personnel could call you in your classroom and give you instructions or you could reach 
us and still stay safely in your room.  

Administration and public safety personnel will:  
· Work with staff to move students into the nearest safe building available.  
· Check locks on all exterior doors and classroom doors.  
· Designate a person to coordinate with public safety personnel at their command post (if a real 
event).  
· Make sure that a site map and key set are available to public safety personnel (if real event).  
· Be available to deal with the media/press and bystanders to keep the site clear of visitors (if real 
event).  
 
All-clear signal: (a call of “all clear!”) will be given after consultation with the person in charge at the 
scene (usually Executive Director) or a senior public safety officer on the scene.  

 



Earthquake Drill  
Explain to the students that a drill is a time to practice what we would do in the event of a real 
emergency and that an earthquake is one of the most likely emergencies we might experience in this 
part of the world.  

GUIDELINES FOR RESPONDING TO AN EARTHQUAKE, REAL OR DRILL: At 
the first sign of shaking, instruct students to “drop, cover, and hold.”  
 
1) They should cover the back of their head/neck with their hands and get under something sturdy 
such as a desk or table. If not near a piece of furniture, standing near a wall while covering the head is 
also an option. Students shouldn’t move far to get where they are going. In other words, if near a wall 
when it starts to shake, stay there. If at their desks, they should get under them.  
2) Falling objects cause most earthquake-related injuries: Stay away from windows, bookcases, 
pictures and mirrors, hanging plants, and other heavy objects that may fall. Be aware of falling 
materials such as plaster, ceiling tiles, and bricks that may come loose during the quake. Do not 
stand in the doorway.  
3) Real earthquakes are noisy, so you may wish to count aloud together until the shaking stops. 
Counting aloud together keeps their minds off being scared and keeps them with you. 4) Stay 
under COVER until the shaking stops.  
5) When the shaking stops, ask if everyone is OK.  
6) For Drills only, Office Staff will come into the room to observe and release from the drill. END OF 

DRILL INSTRUCTIONS. The rest of the procedure is for REAL EARTHQUAKES.  

7) Assuming no one is hurt, proceed to the door and outside as for a fire drill. 8) In an actual 
earthquake, if someone is hurt, the teacher may wish to stay with that child and ask the children to lead 
the rest of the group down to the lawn, along with a message about who is injured and still in the 
classroom.  
9) If a glass door were to jam (this could happen if the building shifts a bit in a real quake), then you 
would break the glass with a chair or some other heavy object, and step through the door. 10) If a 
stairway is blocked or appears damaged, the students would need to use the other one. Do NOT use 
the elevator.  

If you are outdoors:  
● Find a clear spot away from buildings, trees, and power lines.  
● Drop to the ground until the shaking stops.  

Explain that in a real emergency, everyone on campus would congregate in one spot, as for a fire drill 
to assess the situation and await instructions from the emergency team at our school.  

 
 
 
 
 
 
 
 
 
 
 
 



Sebastopol Charter School  

FIRE SAFETY & EMERGENCY EVACUATION PLAN  

Upon discovery of fire or smoke:  
1. Sound the building’s fire alarm by pulling the nearest fire alarm station. If no fire alarm pull 

station is close, call 911 on the nearest phone.  
2. Evacuate students and staff according to routes posted in the classroom. In all cases, 

select the safest route, not just the assigned (closest) route.  
3. Close all classroom and office doors (DO NOT LOCK DOORS).  
4. Teachers are responsible for accounting for all students. Teachers should take class rosters with 

them when evacuating.  
5. Teachers will lead their students quietly and in a straight line to the safety area, where they 

stand, in a line, assembled by grade (if possible).  
6. Office Staff check bathrooms, cubby areas, and hallways for students.  
7. Call the fire department by dialing 911. Director, Operations Manager or Designee is 

responsible for calling 911. The Director, Operations Manager or Designee shall meet the fire 
department in the main parking lot in front of the administration building. Building re-entry can 
occur when authorized by the fire official in charge or it has been determined that no 
emergency exists.  

Please Note:  
· The students need to leave the buildings in an orderly fashion and in line.  
· Students should leave their belongings in the classroom.  
· Students should line up in the designated area (classroom or exterior deck/walkway) and remain there quietly 
until the teacher is ready to leave.  
· Please be sure the students understand the importance of getting in line, staying in line and walking out to the 
Safety Area as quietly as possible.  
· Please take a few moments to remind students that both a real situation and a practice drill should be taken 
with the same seriousness no matter how many times they occur.  
· The first student to reach the classroom door should hold it open for others.  
· The teacher should make sure that everyone is out of the room and close the classroom door.  
· Teachers are responsible for students under their supervision and should take attendance.  
· Teachers should notify the Operations Manager (or designate) of any unaccounted for students.  

Life Safety Strategies:  
1. Total Building Evacuation  
2. Move population to “safest area” inside the building (only if all emergency exits are 
blocked)  

Evacuation:  
1. Upon activation of the fire alarm or discovery of smoke or fire, all persons shall evacuate in 

accordance with the fire evacuation plan.  
2. The following staff should stay in the building to perform the functions listed as long as it is safe 

for them to do so:  
· Director or Designee  
· Operations Manager or Designee  

 
 
 



The Following Have Special Evacuation Criteria: 
1. Disabled persons may be evacuated as outlined in the following section.

Evacuation of Disabled: 
1. Upon activation of the fire alarm system, disabled persons are to be moved outside the building

or to the “safest area” inside the building (only if emergency exits are blocked). [Note: All
buildings on campus are single-story. All disabled persons should be moved outside the 
building.]  

2. The following staff are assigned to stay with disabled students in the evacuation area:
· Any teacher or staff that instructs, or is the primary caregiver for, a disabled child is required

to assist that child to the evacuation area 

Personnel Responsibilities:  
1. Teachers:
· Review evacuation plans at beginning of school year with students.
· Signal the students to evacuate upon hearing the fire alarm or seeing smoke or fire.
· Bring class roster with you for student accountability.
· Close doors to classrooms or offices upon evacuating (do not lock the doors).
· Ensure that all students are evacuating (be sure to check restrooms and other contiguous
rooms).
· Assemble at designated points outside the building.
· Account for all students.
· Report any unaccounted for students to the Director or Designee.

2. Other Staff:
· Evacuate the building using the closest exit.
· Perform other duties as specifically outlined in this plan or as directed by the Director or
Designee.

3. Principal / Administrator / Director:
· Ensure activation of alarm.
· Ensure evacuation of students and staff.
· Ensure notification of fire department.
· Ensure that staff are following the fire safety and evacuation plans.
· Determine location of incident (from fire alarm system).
· Meet the fire department at the main parking lot in front of the administration
building.
· Act as liaison with fire department.
· Provide access to all areas for firefighters.

Emergency Plan Information: 
Contact: Jennifer Neylon, Operations Manager (707) 824-9700 
Last Revised: March 4, 2022  



Section Chief:  

Alternate 1 :  

Alternate 2: 

Maintenance/Fire/Site Security Team  
1*  Timothy Zieminski

 2**Heather Carpenter

 3***Dave Peters

Light Search & Rescue Team 
1* Drew Ward 

2** Ashley Schroth-Cary 

3***Shinaye Dannewitz

First Aid Team 
1 • Juliana Langley

2**Jessica James 

3*** Bannister, Sierra

Student Release & Staff Accounting 
Team 
1*Shari Thierry 

2**Sheina Curtis

3***Roel Optende 

Assembly & Shelter Team 
1* April McDonald

2**Nico Rease

3***Kristen McLaughlin 

Communications Team
1 * Alysson Baker 

2**Jehanne Hale

3***Emily Stock 

Crisis Intervention Team

1 *Kelli Lewis

2**Sophia Wiebe

3***Samantha Cole

-

Incident Commander: Chris Topham 

Alternate 1 : Kelli Lewis

Alternate 2: Jennifer Neylon

-

Public Information Officer:  Chris Topham

Alternate 1: 

Alternate 2: 

Safety Officer: Jennifer Neylon            

Alternate 1:

Alternate 2:  

Liaison Officer: Jessica VanRillaer         

Alternate 1:

Alternate 2: 

Section Chief: 

LOGISTICS 

Section Chief: Kelli Lewis 

Alternate 1 :  Kristi Darling 

Alternate 2: Jessica VanRillaer

Supplies & Staffing Team 

1* Michelle Lutz

2** Claire Fitzgerald

3*** 

5 

Section Chief: Jana Lombardo 

Alternate1:   Sheina Curtis        

Alternate 2:  Emily Stock

Situation Status Team 
1 * Lauren Ohlsen 

2** Ashley Schroth-Cary       

3*** Samantha Cole

Documentation 
Team 

1* Claire Fitzgerald

2** Laura De Rojas

3*** 

Alternate 1 : Kristi Darling 

Alternate 2: Jessica VanRillaer

Recordkeeping Team 
1 • Claire Fitzgerald

2** 

3***

•....................................• 

. .• FILL IN THE ORGANIZATIONAL CHART WITH • 
: THE NAMES OF THOSE ASSIGNED. : 
: • =Team Leader : 
: ••= Alternate Team Leader : 
: •••= Second Alternate Team Leader : 
� ................................... � 

Jennifer Neylon  

Jennifer Neylon



 
School Incident Response Management Guide  

Step 1: Gather the Facts  
· Survey situation or dispatch personnel to survey  
· Follow the School Incident Response Flow Chart to notify the appropriate authorities if necessary  

Step 2: Determine Level of Response  
· The Incident Commander (IC) shall determine the level of response required  
o Readiness - Minimal Standby Activation  
Readiness is typically a “monitoring” phase. Notification and briefing will be made to Incident Command Post 
(ICP) staff and management teams. This might occur if the incident occurs nearby, not on campus, but may have 
the potential to affect the campus.  
o Local Emergency - Partial Activation of the ICP  
Local Emergency is a site level response, the extent of which is determined by the IC. This level might be 
appropriate when an incident directly impacts the school site and outside resources are needed. The incident 
may be managed either by the school site’s ICP or by the District’s Emergency Operations Center (EOC). The 
ICP shall inform the District if they need assistance, and the EOC Director at the District will determine the level 
of activation at the EOC.  
o Local Disaster or Major Disaster - Full Scale Activation of the ICP and EOC  
Local Disaster or Major Disaster is a full scale response throughout all local government levels and possibly the 
state level. This type of response occurs in response to a major event such as an earthquake. All staff at the 
school site, the ICP, and at the district level, the EOC, will be fully activated. SCOE will be notified by the EOC 
during a Local Disaster or Major Disaster.  
· The IC will activate the ICP as appropriate to the incident. The IC, management staff and section chiefs will 
evaluate the problem and determine the degree of impact on the school. The IC will determine response priorities 
and initiate response activities. The section chiefs will ensure that those activities proceed.  
· Request assistance from the District as needed by contacting the District EOC.  
· Re-evaluate level of response as the incident progresses.  

Step 3: Document the response  
· Ensure that all sections are keeping appropriate documentation  
· Information and response documentation should be used to record response activities, 
information received, decisions made and justifications for those decisions  

Step 4: Manage the flow of information  
· Determine what information will be shared with the school community  
· Prepare emails, letters, messages, press releases or other forms of communication to distribute to staff, 
students, parents, and the media.  

Step 5: Release and Debrief Staff  
· Release staff according to a previously established release priority list.  
· Ensure all records are collected.  
· Team Leaders shall debrief with their team just prior to release  
· Section Chiefs shall debrief with their Team Leaders just prior to release  
· IC shall debrief with Section Chiefs just prior to release  

Step 6: Prepare for Recovery  
· Create a recovery action plan to return to learning as soon as possible  

Consider future response to anniversaries or other events that may trigger reactions from the staff/students  
  



Incident Commander Position Description  
 

The Incident Commander (IC) is the person responsible for coordinating emergency operations on a school site. 
One of the primary responsibilities is to activate the Incident Command Post (ICP). During the emergency or 
disaster, the IC will oversee and direct response activities until relieved by an alternate, is dismissed by the 
District Superintendent or replaced by someone of higher authority (e.g., law enforcement, fire department). The 
IC is responsible for developing the Incident Action Plan (IAP) and the After Action Report (AAR) in cooperation 
with the Planning/Intelligence Chief.  

Action Checklist  
· Identify yourself as the Incident Commander  
· Read this entire checklist  
· Sign in with Liaison Officer  
· Open Go-Kit and check contents  
· Assess nature and scope of emergency, determine if ICP activation is necessary · Document all incoming 
messages, actions taken, and decisions made (with justifications) on the Section Activity Log. If you are not able to 
keep up with the recordkeeping, request a Scribe from the Documentation Team  
· Determine level of threat to people and facilities  
· Implement emergency actions/plan as appropriate to situation  
· Activate and brief Section Chiefs and teams as needed  
· Meet with Management/Command Staff and Section Chiefs  
· Fill in the staffing form as positions are filled  
· Work with Planning/Intelligence Chief to begin development of IAP  
· Locate or designate an alternate IC  
· Monitor response activities by staying in communication with Section Chiefs  
· Issue regular updated status reports to the district office  
· Continue working with Planning/Intelligence Chief to plan the overall response by developing new IAPs for 
upcoming operating periods and revising plans as the situation develops  
· Authorize PIO to release information to appropriate agencies  
· Assign/re-assign personnel as needed  
· Terminate response activities after making the determination that the incident has been resolved or at the 
direction of the Superintendent or First Responders  
· Authorize the deactivation of teams as appropriate and ensure that any pending actions will be completed after 
deactivation  
· Return all equipment and reusable supplies to Logistics  
· Complete and send all logs, reports, and response related documentation to the Documentation Team  
· Sign out and leave contact information in case you need to be reached  
· After the incident, work with Planning/Intelligence Chief to develop AAR  

Go-Kit  
· School site EOP  
· Incident Commander position description  
· Campus map with locations of exits, phones, shut-off valves, emergency supplies and assembly areas  
· School ICS Organizational Chart  
· Normal Operations Template  
· Staff and student rosters  
· Emergency Contacts  
· Whistle  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· School Incident Response Flow Chart  
· School Incident Response Management Guide  
· Forms:  
o Section Activity Log  
o Section and Team Rosters  



o Incident Action Plan  
o Situation Status Report  

Other Supplies/Equipment on Site (may be requested from Logistics)  
· Personal protective equipment  
· Automatic Defibrillator (AED) 
· Narcan Nasal Spray  
· Handheld radio  
· Flashlight (w/batteries)  
· AM/FM radio (w/batteries)  
· Table and chairs  

  



School Incident Response Management Guide  

Step 1: Gather the Facts  
· Survey situation or dispatch personnel to survey  
· Follow the School Incident Response Flow Chart to notify the appropriate authorities if necessary  

Step 2: Determine Level of Response  
· The Incident Commander (IC) shall determine the level of response required  
o Readiness - Minimal Standby Activation  
Readiness is typically a “monitoring” phase. Notification and briefing will be made to Incident Command Post 
(ICP) staff and management teams. This might occur if the incident occurs nearby, not on campus, but may have 
the potential to affect the campus.  
o Local Emergency - Partial Activation of the ICP  
Local Emergency is a site level response, the extent of which is determined by the IC. This level might be 
appropriate when an incident directly impacts the school site and outside resources are needed. The incident 
may be managed either by the school site’s ICP or by the District’s Emergency Operations Center (EOC). The 
ICP shall inform the District if they need assistance, and the EOC Director at the District will determine the level 
of activation at the EOC.  
o Local Disaster or Major Disaster - Full Scale Activation of the ICP and EOC  
Local Disaster or Major Disaster is a full scale response throughout all local government levels and possibly the 
state level. This type of response occurs in response to a major event such as an earthquake. All staff at the 
school site, the ICP, and at the district level, the EOC, will be fully activated. SCOE will be notified by the EOC 
during a Local Disaster or Major Disaster.  
· The IC will activate the ICP as appropriate to the incident. The IC, management staff and section chiefs will 
evaluate the problem and determine the degree of impact on the school. The IC will determine response priorities 
and initiate response activities. The section chiefs will ensure that those activities proceed.  
· Request assistance from the District as needed by contacting the District EOC.  
· Re-evaluate level of response as the incident progresses.  

Step 3: Document the response  
· Ensure that all sections are keeping appropriate documentation  
· Information and response documentation should be used to record response activities, 
information received, decisions made and justifications for those decisions  

Step 4: Manage the flow of information  
· Determine what information will be shared with the school community  
· Prepare emails, letters, messages, press releases or other forms of communication to distribute to staff, 
students, parents, and the media.  

Step 5: Release and Debrief Staff  
· Release staff according to a previously established release priority list.  
· Ensure all records are collected.  
· Team Leaders shall debrief with their team just prior to release  
· Section Chiefs shall debrief with their Team Leaders just prior to release  
· IC shall debrief with Section Chiefs just prior to release  

Step 6: Prepare for Recovery  
· Create a recovery action plan to return to learning as soon as possible  

Consider future response to anniversaries or other events that may trigger reactions from the staff/students  
  



Public Information Officer Position Description   

The Public Information Officer (PIO) is the school site’s official spokesperson during emergency operations. The 
PIO releases information about the incident and response activities to the media until the District Office PIO is 
available. If the school site does not have a designated PIO, refer all requests for information to the District PIO.  

Action Checklist  
· Wait to be activated by the Incident Commander (IC)  
· Sign in with Liaison Officer  
· Read this entire checklist  
· Open Go-Kit and check contents  
· Meet with IC for a briefing  
· Designate a media reception area, with IC approval  
· Advise on site media of the time of the first press release or press conference  
· Document all incoming messages, actions taken, and decisions made (with justifications) on the Section Activity 
Log. If you are not able to keep up with the recordkeeping, request a Scribe from the Documentation Team  
· Keep updated on response activities  
· Request additional PIO staff if necessary  
· Schedule regular press conferences, if appropriate  
· Get approval from IC for all press releases/statements (see Guidelines for Speaking to the Media on the 
following page)  
· Remind staff and volunteers to refer all parent and/or media questions to the PIO  
· Arrange for the translation of announcements and response-related information, when appropriate  
· Monitor news broadcasts and correct any misinformation as soon as possible  
· Make sure IC is aware of all media-related activities  
· Release and sign out PIO staff and volunteers when directed by IC  
· Return all equipment and reusable supplies to Logistics  
· Complete and send all logs, reports, and response related documentation to the Documentation Team  
· Sign out and leave contact information in case you need to be reached  

Go-Kit  
· PIO position description  
· Campus map, regional/neighborhood maps  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Sharpies, dry erase markers  
· Masking tape/duct tape  
· List of media contacts  
· Guidelines for Speaking to the Media  
· Sample Press Release  
· Forms:  
o Section Activity Log  

Other Supplies/Equipment on Site (may be requested from Logistics)  
· Personal protective equipment   
· Automatic Defibrillator (AED) 
· Narcan Nasal Spray  
· Handheld radio  
· AM/FM radio (w/batteries)  
· Newsprint or dry erase board and portable easel  
· Scissors  

 



Guidelines for Speaking to the Media  

When speaking to the media about campus emergencies, it is extremely important to adhere to the following 
guidelines:  
· Read all press statements  
· Restate the nature of the incident; its cause and time of origin  
· Describe the size and scope of the incident  
· Report on the current situation  
· Speak about the resources being utilized in response activities  
· Reassure the public that everything possible is being done  
· DO NOT release any names  
· When answering questions be truthful; but consider the emotional impact the information could have upon 
listeners  
· Avoid speculation; do not talk “off the record”  
· Do not use the phrase “no comment”  
· Set up press times for updates  
· Control media location  

**SAMPLE PRESS RELEASE**  

Event: Earthquake  
Date/Time: March 1, 2008/8:00 AM  
Release #: 001  

 
Title of Release: Large Earthquake Causes Moderate Damage To ABC Elementary School in 

Sonoma County  

FOR IMMEDIATE RELEASE  

EXAMPLE at 5:25 AM on March 1, 2012, an earthquake measuring 7.2 on the Richter Scale caused moderate 
damage to the ABC Elementary School located at 1234 Anywhere Blvd. in Santa Rosa, CA. There are no reports 
of injuries available. Search and Rescue crews are searching the building at this time. Roadways leading to the 
school site have been damaged and an overpass on Highway 101 leading to the school has been damaged and is 
closed. The public is asked to remain clear of the area to allow emergency responders to access the site. Parents 
are asked to NOT go to the school as this will hamper response efforts.  

School Districts throughout the county are instructed to call in to the SCOE office, (707) 524-2603, to report any 
damage or injuries to their own buildings or their school sites following established school closure procedures.  

Due to the magnitude of the earthquake and the damage throughout the county, the Sonoma County Operational 
Area Emergency Operations Center has been activated. Additional information can be obtained by calling the 
Operational Area Public Information Hotline at (707) 565-3856.  

Further details will be provided when available.  

Next Scheduled Release: As needed  
  



Safety Officer Position Description  
 

The Safety Officer (SO) is responsible for ensuring that all response activities are conducted safely. The SO has 
the authority to stop any response activity that would create an unsafe situation or put anyone at risk. The SO is 
responsible for communicating any possible safety hazards in the Incident Action Plan. The SO is responsible for 
the well-being of all staff and can implement shift changes, reassignments, breaks, and meals as necessary.  

Action Checklist  
· Wait to be activated by the Incident Commander (IC)  
· Sign in with Liaison Officer  
· Open Go-Kit and check contents  
· Read this entire checklist  
· Meet with IC for a briefing  
· Document all incoming messages, actions taken, and decisions made (with justification) on the Section 
Activity Log  
· Monitor emergency response activities for safe practices  
· Request additional SO staff if necessary  
· Identify and mitigate on-site hazards and unsafe situations whenever possible  
· Stop or modify any unsafe activities or operations  
· Ensure that school response teams are using appropriate personal protective equipment  
· Anticipate future hazards  
· Work with Maintenance/Fire/Site Security Team to determine if buildings are safe to enter; pass 
information to Ops Chief  
· Create safety message to communicate any hazards in the Incident Action Plan 15 
· Release and sign out SO staff and volunteers when directed by IC  
· Return all equipment and reusable supplies to Logistics  
· Complete and send all logs, reports, and response related documentation to the Documentation Team  
· Sign out and leave contact information in case you need to be reached  

Go-Kit  
· School site EOP  
· SO position description  
· Campus map with locations of exits, phones, shut-off valves and emergency supplies  
· Regional/neighborhood maps  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Personal protective equipment  
o Eye protection (goggles, safety glasses, meeting ANSI Z87.1-1989)  
o Face masks  
o Hard hat (meeting ANSI Z89.1-1986)  
o Leather palm work gloves  
· Flashlight (w/batteries)  
· Handheld radio  
· Forms:  
o Section Activity Log  

  



Liaison Officer Position Description  

 

The Liaison Officer is the point of contact for outside agency representatives offering organizational assistance 
during school site emergency response. The Liaison Officer coordinates the efforts of these outside agencies 
while on-site to ensure the proper flow of information. This person is also responsible for initiating and 
maintaining the Management/Command Section sign-in/sign-out portion of the Section Activity Log. They must 
ensure that every person assigned as Management/Command Section staff and Section Chiefs sign in when they 
are assigned and sign out when they are released.  

Action Checklist  
· Wait to be activated by the Incident Commander (IC)  
· Initiate sign-in/sign-out procedures for Management/Command Section and Section Chiefs. Sign yourself in.  
· Open Go-Kit and check contents  
· Read this entire checklist  
· Meet with IC for a briefing  
· Document all incoming messages, actions taken, and decisions made (with justifications) on the Section 
Activity Log  
· Greet arriving organizations and orient them to the status of the situation, response priorities, and the 
Incident Action Plan  
· Request additional Liaison Officer staff if necessary  
· Ensure the coordination of efforts by keeping the IC informed of agency action plans · 
Provide periodic updates to agency representatives as necessary  
· Release and sign out Liaison Officer staff and volunteers when directed by IC  
· Return all equipment and reusable supplies to Logistics  
· Complete and send all logs, reports, and response related documentation to the Documentation Team  

· Complete sign-in/sign-out portion of the Section Activity Log and provide to Documentation Team. Leave contact 
information in case you need to be reached  

Go-Kit  
· School site EOP  
· Liaison Officer position description  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Forms:  
o Section Activity Log  

Other Supplies/Equipment on Site (may be requested from Logistics)  
· Personal protective equipment  
· Handheld radio  

  



Operations Section Chief Position Description  

The Operations Section Chief is responsible for initiating and directing the “hands-on” response to the 
school’s emergency/disaster through the activities of the Operations Section Teams (Ops Teams).  

Action Checklist  
· Wait to be activated by the Incident Commander (IC)  
· Sign in with Liaison Officer  
· Read this entire checklist  
· Open Go-Kit and check contents  
· Meet with IC for a briefing  
· Activate Ops Teams as needed, assume lead of all Ops Teams until staffed  
· Meet with Ops Team Leaders and assist them in initiating their team’s response activities · Document all 
incoming messages, actions taken, and decisions made (with justifications) on the Section Activity Log. If you are 
not able to keep up with the recordkeeping, request a Scribe from the Documentation Team  
· Monitor emergency response activities through contact with Ops Team Leaders · Keep IC and 
Planning/Intelligence Chief informed of field activities and any developments · Request additional 
staff or supplies from Logistics, when requested by Ops Teams · Keep Ops Teams informed of 
shifting tasks/priorities as dictated by the situation or the Management/Command Section staff  
· Ensure that all Ops Teams are documenting their activities and utilizing proper safety protocols · 
Return all equipment and reusable supplies to Logistics  
· Collect, complete and send all logs, reports, and response related documentation to the Documentation Team  
· Release all Ops Teams and volunteers when directed by IC  
· Sign out with Liaison Officer and leave contact information in case you need to be reached  

Go-Kit  
· School site EOP  
· Operations Section Chief position description  
· Campus map with locations of exits, phones, shut-off valves, emergency supplies and assembly areas  
· Regional/neighborhood maps  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Personal protective equipment  
o Eye protection (goggles, safety glasses, meeting ANSI Z87.1-1989)  
o Face masks  
o Hard hat (meeting ANSI Z89.1-1986)  
o Leather palm work gloves  
· Flashlight (w/batteries)  
· Handheld radio  
· Campus supply storage lists  
· Forms:  
o Section Activity Log  
o Operations Section Roster  
o Operations Section Team Rosters  

  



Assembly & Shelter Team Leader Position Description  
 

The Assembly & Shelter Team is responsible for providing for the safe sheltering and care of students and staff 
while on-site during an emergency. The team is also in charge of facilitating campus evacuation when the school 
site is deemed to be unsafe by the Incident Commander or first responders. The Team Leader is responsible for 
having all team members sign in and sign out throughout the incident. The Team Leader is responsible for all 
incident response activities until Team Members are available or needed. The Team Leader will delegate activities 
to the Team Members and then oversee and coordinate the team’s operations.  

Action Checklist  
· Wait to be activated by the Operations Section Chief (Ops Chief)  
· Read this entire checklist  
· Initiate sign-in/sign-out procedures for all Assembly & Shelter Team members, including yourself · Document 
all incoming messages, actions taken, and decisions made (with justification) on the Section Activity Log  
· Team Leader is briefed by the Ops Chief and passes pertinent information to Assembly & Shelter Team 
members  
· Open Go-Kit and check contents  
· Team Leader makes appropriate assignments  
· If designated assembly or shelter site is destroyed or inaccessible, consult with Ops Chief and determine 
alternate location  
· Gather supplies and initiate shelter set-up or, if evacuating, confirm that assembly area and routes to it are 
safe  
· Conduct initial population assessment and request up-to-date student roster from the Student Release & Staff 
Accounting Team  
· Document all incoming messages, actions taken, and decisions made (with justifications) on the Section 
Activity Log  
· Request additional Assembly & Shelter Team staff and/or supplies, if necessary · Ensure initial record of all 
students and staff in shelter area is made and that it is updated regularly during the incident  

 
· Monitor safety and well-being of students and staff in shelter area and send to First Aid or Crisis 
Intervention as needed. If possible, request that Safety Officer assist person(s) to First Aid or Crisis 
Intervention area.  
· Procure and distribute food and water  
· Set up sanitary facilities  
· Work with Student Release Team to facilitate parent/student reunion procedures · 
Break down, clean up, and close shelter when directed by Ops Chief  
· Return all equipment and reusable supplies to Logistics  
· Complete and send all logs, reports, and response related documentation to the Ops Chief  
· Team Leader shall release and sign out Assembly & Shelter Team members and volunteers when 
directed by Ops Chief  
· Team Leader signs out and leaves the Section Activity Log, including contact information, with the Ops Chief  

Go-Kit  
· Assembly & Shelter Team Leader position description  
· Campus map  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Campus supply storage lists  
· Forms:  
o Section Activity Log  
o Assembly & Shelter Team Roster  
o Student and Staff Roster  

 



Other Supplies/Equipment on Site (may be requested from Logistics)  
· Personal protective equipment  
· Handheld radio  
· Flashlights (w/batteries) or portable lighting  
· Bullhorn  
· Whistles  
· Tarps or black poly sheeting (rolls)  
· 5-gallon buckets (for toilets)  
· Toilet bucket liners  
· Toilet paper  
· Stainless steel clamps  
· Sanitation supplies (disposable hand wipes, hand sanitizer)  
· Blankets  
· Duct tape  
· EZ-up tents or poles for build shelters  

 
 
Communications Team Leader Position Description  
 

 
The Communications Team is responsible for establishing, coordinating, and directing verbal and written 
communications both on-site and with the district office. The team is in charge of setting up communications 
systems and ensuring that communication devices are functioning properly. The Team Leader is responsible for 
having all team members sign in and sign out throughout the incident. The Team Leader is responsible for all 
incident response activities until Team Members are available or needed. The Team Leader will delegate activities 
to the Team Members and then oversee and coordinate the team’s operations.  

Action Checklist  
· Wait to be activated by the Operations Section Chief (Ops Chief)  
· Read this entire checklist  
· Initiate sign-in/sign-out procedures for all Communications Team members, including yourself  
· Team Leader is briefed by the Ops Chief and passes pertinent information to Communications Team 
members  
· Open Go-Kit and check contents  
· Document all incoming messages, actions taken, and decisions made (with justifications) on the Section 
Activity Log  
· Locate supplies or contact Ops Chief for additional supplies  
· Team Leader makes appropriate assignments  
· Establish communications center in a quiet location near the Incident Command Post (ICP)  
· Set up and test communications equipment  
· Team Leader shall advise Ops Chief when communications center is operational  
· Request additional Communications Team staff if needed  
· Coordinate all communications between the ICP and the district office  
· Coordinate all communications on the school site and provide communications assistance to response teams 
when requested  
· Team Leader shall periodically check that all communication systems are functioning and that logs are being 
maintained  
· Establish other forms of communication as needed (e.g., message relay via runners)  
· Refer all media requests to the Public Information Officer  

  



Monitor radio and television station(s) and radio scanner for local emergency news:  
o Radio:  
§ KZST 100.1FM  
§ KSRO AM1350  
§ KCBS AM740  
§ KBBF 89.1FM  

o Television:  
§ KTVU Ch2  
§ NBC11 Ch3  
§ KRON Ch4  
§ KPIX Ch5  
§ KGO Ch7  

· Break down and close communications center when directed by Ops Chief  
· Return all equipment and reusable supplies to Logistics  
· Team Leader shall release and sign out Communications Team members and volunteers when directed by 
Ops Chief  
· Complete and send all logs, reports, and response related documentation to the Ops Chief  
· Team Leader signs out and leaves the Section Activity Log, including contact information, with the Ops Chief  

Go-Kit  
· Communications Team Leader position description  
· Campus map  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Communications equipment (e.g., handheld radios, mobile and landline phones, fax, computer)  
· Contact list for district office  
· Phone book  
· Forms:  
o Section Activity Log  
o Communications Team Roster  

Other Supplies/Equipment on Site (may be requested from Logistics)  
· Personal protective equipment  
· AM/FM Radio  
· Flashlights (w/batteries)  
· Tables and chairs  
· File boxes  
· Power strip with surge protection and extension cords  

  



Crisis Intervention Team Leader Position Description  

The Crisis Intervention Team monitors and supports the mental health needs of students, staff, parents, and 
volunteers involved or affected by a school emergency. The Team Leader is also in charge of assessing the 
immediate and long-term mental health needs of persons affected by a school emergency. The Team Leader is 
responsible for having all team members sign in and sign out throughout the incident. The Team Leader is 
responsible for all incident response activities until Team Members are available or needed. The Team Leader will 
delegate activities to the Team Members and then oversee and coordinate the team’s operations.  

Refer to the School Crisis Response and Recovery Resource Guide and the System of Support (available on the 
Resources page of the Safe Schools Program website www.scoe.org/safeschools) for more information and 
direction.  

Action Checklist  
· Wait to be activated by the Operations Section Chief (Ops Chief)  
· Read this entire checklist  
· Initiate sign-in/sign-out procedures for all Crisis Intervention Team members, including yourself  
· Team Leader is briefed by the Ops Chief and passes pertinent information to Crisis Intervention Team 
members  
· Open Go-Kit and check contents  
· Locate supplies or contact Ops Chief for additional supplies  
· Team Leader makes appropriate assignments  
· Determine immediate need for mental health support/intervention  
· Identify appropriate location on campus for intervention and counseling  
· Document all incoming messages, actions taken, and decisions made (with justifications) on the Section 
Activity Log  
· Implement components of the School Crisis Response and Recovery Resource Guide  
· Request additional Crisis Intervention Team staff if needed  
· Set up and staff intervention and counseling site(s)  
· Monitor well-being of staff, students, parents, and volunteers  
· Escort parents, to First Aid or Morgue as needed  
· Determine need for outside assistance and activate System of Support if necessary 
· Provide information to the Public Information Officer for dissemination  
· Request student emergency contact cards from Student Release Team if needed  
· Close intervention and counseling sites when directed by Ops Chief  
· Return all equipment and reusable supplies to Logistics  
· Team Leader shall release and sign out Crisis Intervention Team members and volunteers when directed by 
Ops Chief  
· Complete and send all logs, reports, and response related documentation to the Ops Chief  
· Team Leader signs out and leaves the Section Activity Log, including contact information, with the Ops Chief  

Go-Kit  
· Crisis Intervention Team Leader position description  
· Campus map  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Tissues  
· Rubber gloves  
· School Crisis Response and Recovery Resource Guide and System of Support information, available on the 
Resources page of SCOE’s Safe Schools Program (www.scoe.org/safeschools)  
· Student and Staff Roster  
· Forms:  
o Section Activity Log  
o Crisis Intervention Team Roster  

http://www.scoe.org/safeschools


Other Supplies/Equipment on Site (may be requested from Logistics)  
· Personal protective equipment  
· Automatic Defibrillator (AED) 
· Narcan Nasal Spray  
· Handheld radio  
· Flashlights (w/batteries)  
· Tables and chairs  
· Privacy screen  
· Phones and phone book  

  



First Aid Team Leader Position Description  

The First Aid Team is responsible for safely providing on-site emergency medical response and first aid during 
response activities. The Team is responsible for recording accurate treatment notes for all victims. The Team 
Leader is also responsible for determining when the scope of an emergency exceeds the capabilities of the team 
and requesting outside assistance. The Team Leader may also be charged with directing the establishment of an 
on-site morgue. The Team Leader is responsible for having all team members sign in and sign out throughout the 
incident. The Team Leader is responsible for all incident response activities until Team Members are available or 
needed. The Team Leader will delegate activities to the Team Members and then oversee and coordinate the 
team’s operations.  

Action Checklist  
· Wait to be activated by the Operations Section Chief (Ops Chief)  
· Read this entire checklist  
· Initiate sign-in/sign-out procedures for all Crisis Intervention Team members, including yourself · Document all 
incoming messages, actions taken, and decisions made (with justification) on the Section Activity Log  
· Team Leader is briefed by the Ops Chief and passes pertinent information to Crisis Intervention Team 
members  
· Open Go-Kit and check contents  
· Locate supplies or contact Ops Chief for additional supplies  
· Team Leader makes appropriate assignments  
· Determine if medical needs exceed the scope of the First Aid Team. Notify Ops Chief if outside 
assistance is needed  
· Set-up first aid treatment area in a location away from the media center and student release site, but in an 
area accessible to emergency vehicles  
· Set-up a triage station adjacent to the first aid treatment area to re-assess and process incoming victims  
· Team Leader will consult with Crisis Intervention Team Leader regarding the need to establish an intervention 
and counseling area  
· Set-up areas for “Immediate” and “Delayed” victims in the first aid treatment area  
· Use appropriate personal protective equipment  
· Request additional First Aid Team staff if needed  
· Maintain open lines of communication with Ops Chief  
· Use the following procedure in the treatment area for each victim:  
o Greet injured party, reassess triage category, tag is to remain with victim;  
o Direct injured party to the appropriate area (Immediate or Delayed);  
o Conduct head to toe assessment of injured party;  
o Provide appropriate first aid;  
o Fill out Medical Treatment Form (on opposite side of Triage Tag)  
· Assist Light Search and Rescue Team with field first aid treatment if requested  
· Maintain Medical Treatment Log including information for all victims  
· Monitor/assess patients for changes in conditions at regular intervals  
· Report deaths immediately to Team Leader and then Ops Chief (NOT by radio) · Determine need to establish a 
morgue and choose an appropriate location, away from the media center, student release site, and not in view of 
the first aid treatment area  
· Monitor situation for communicable diseases  
· Work with Ops Chief to monitor the health care needs of students and staff with known medical 
conditions, all personal medical information should be securely stored  
· Request student emergency contact cards from Student Release Team if needed  
· When transportation becomes available, facilitate patient evacuation and note status on back of triage tag; 
DO NOT send any original campus records off-site with patient  
· If injured student is transported off campus, send a copy of student emergency contact card with him/her · 
Clean up and break down first aid treatment areas when directed by Ops Chief · Properly dispose of hazardous 
waste  
· Return all equipment and reusable supplies to Logistics  
· Team Leader shall release and sign out First Aid Team members and volunteers when directed by Ops Chief  
· Complete and send all logs, reports, and response related documentation to the Ops Chief  



· Team Leader signs out and leaves the Section Activity Log, including contact information, with the Ops Chief  

Go-Kit  
· First Aid Team Leader position description  
· Campus map  
· Writing utensils (incl. permanent markers), paper, clipboard  
· Vest and/or ID badge/signifier  
· Rubber gloves  
· Face masks  
· Student and Staff Roster  
· Quick reference medical guides  
· Forms:  
o Section Activity Log  
o Medical Treatment Log  
o Medical Treatment Form (on opposite side of Triage Tags)  
o First Aid Team Roster  
o List of Staff with First Aid and CPR Certification  

Other Supplies/Equipment on Site (may be requested from Logistics)  
· Personal protective equipment  
· Automatic Defibrillator (AED) 
· Narcan Nasal Spray  
· Handheld radio  
· Flashlights (w/batteries)  
· Tables and chairs  
· Duct tape  
· Site first aid kit  
· Tarps  
· Stretchers  
· Blankets  
· EZ-up tents or poles for build shelters  

  



Light Search & Rescue Team Leader Position Description  

The Light Search & Rescue Team is responsible for safely conducting all on site search and rescue efforts. The 
Team Leader is in charge of identifying search and rescue priorities and responsible for ensuring the safety of 
his/her teams while they are in the field. The Team Leader is responsible for having all team  

 
members sign in and sign out throughout the incident. The Team Leader is responsible for all incident response 
activities until Team Members are available or needed. The Team Leader will delegate activities to the Team 
Members and then oversee and coordinate the team’s operations.  

Action Checklist  
· Wait to be activated by the Operations Section Chief (Ops Chief)  
· Read this entire checklist  
· Initiate sign-in/sign-out procedures for all Light Search & Rescue Team members, including yourself  
· Document all incoming messages, actions taken, and decisions made (with justification) on the Section 
Activity Log  
· Team Leader is briefed by the Ops Chief and passes pertinent information to Light Search & Rescue Team 
members  
· Open Go-Kit and check contents  
· Locate supplies or contact Ops Chief for additional supplies  
· Team Leader makes appropriate assignments into search teams of at least two and gives each team 
specific assignments and a campus map  
· Search teams should don appropriate equipment, visually inspect each other’s gear, flashlights and 
perform a radio check before going to the field  
· Consult with Maintenance/Fire/Site Security Team Leader and Safety Officer to determine if buildings are safe to 
enter for search  
· Document all incoming messages, actions taken, and decisions made (with justifications) on the Section 
Activity Log  
· Team Leader will not perform any search functions, unless no Team Members are available  
· Search the campus from areas of high priority to areas of low priority  
· Conduct Search & Rescue operations according to the following procedure:  
o Inspect the exterior of each building for structural integrity before entering  
o Notify the Team Leader of the location of any gas leaks, fires, or structural damage. The Team Leader will 
pass this information on to the Ops Chief and the Maintenance/Fire/Site Security Team Leader o Mark unsafe 
areas with caution tape; DO NOT enter unsafe buildings, search only structurally sound buildings  
o Search assigned areas using established search protocols  
o When entering a room, place a chalk mark or duct tape strip on the front of the door. When exiting, place a 
second chalk mark or duct tape strip through the initial mark to form an X. The X indicates that the room has been 
searched.  
o Notify the Team Leader when injured persons are found; DO NOT mention any names over the radio. The 
Team Leader will pass this information on to the Ops Chief and the First Aid Team Leader  
o Rescue lightly trapped victim’s first  
o Triage all victims and fill out a triage card for each victim; the card shall stay with the victim  
o Provide rapid treatment if practical  
o Transport victims to the first aid treatment area. Remember to use proper lifting techniques to avoid back strain  
o As searched rooms have been cleared, call in report to Team Leader  
· Request additional Light Search & Rescue Team staff if needed  
· Team Leader will maintain contact with all dispatched search teams and pass any pertinent information to the 
Ops Chief  
· Team Leader will monitor each search team’s progress and record it in the Section Activity Log and on the 
site map. Keep triage tally on the map  
· Return all equipment and reusable supplies to Logistics  
· Team Leader shall release and sign out Light Search & Rescue Team members and volunteers when 
directed by Ops Chief  



· Complete and send all logs, reports, and response related documentation to the Ops Chief  

· Team Leader signs out and leaves the Section Activity Log, including contact information, with the Ops Chief  

Go-Kit  
· Light Search & Rescue Team Leader position description  
· Campus map with locations of exits, phones, shut-off valves and emergency supplies  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Personal protective equipment  
o Eye protection (goggles, safety glasses, meeting ANSI Z87.1-1989)  
o Face masks  
o Hard hat (meeting ANSI Z89.1-1986)  
o Leather palm work gloves  
· Handheld radio  
· Flashlights (w/batteries)  
· Whistles  
· Markers  
· Caution tape  
· Duct tape  
· Small first aid kit  
· Chalk  
· Student and Staff Roster  
· Forms:  
o Section Activity Log  
o Triage Tags (and string)  
o Light Search & Rescue Team Roster  

Other Supplies/Equipment on Site (may be requested from Logistics)  
· Table and chairs  
· White board or newsprint flipchart  
· Fire extinguishers  
· Tarps  
· Stretchers  
· Blankets  
· Bolt cutters  
· Crowbars  
· Shovels  
· Rope  
· Cribbing supplies  

  



Maintenance/Fire/Site Security Team Leader Position Description  
 

 
The Maintenance/Fire/Site Security Team is responsible for assessing, identifying and mitigating on-site hazards 
during and immediately following an emergency. The Team is responsible for site security for the duration of the 
incident, or until first responders assume the responsibility. The Team Leader is responsible for having all team 
members sign in and sign out throughout the incident. The Team Leader is responsible for all incident response 
activities until Team Members are available or needed. The Team Leader will delegate activities to the Team 
Members and then oversee and coordinate the team’s operations.  

Action Checklist  
· Wait to be activated by the Operations Section Chief (Ops Chief)  
· Read this entire checklist  
· Initiate sign-in/sign-out procedures for all Maintenance/Fire/Site Security Team members, including 
yourself  
· Document all incoming messages, actions taken, and decisions made (with justification) on the Section 
Activity Log  
· Team Leader is briefed by the Ops Chief and passes pertinent information to Maintenance/Fire/Site 
Security Team members  
· Open Go-Kit and check contents  
· Locate supplies or contact Ops Chief for additional supplies  
· Team Leader makes appropriate assignments and distributes maps showing areas of responsibility  
· Check flashlights and radios  
· Team Leader surveys on-site hazards and prioritizes response  
· Work with Safety Officer to determine if buildings are safe to enter  
· Request additional Maintenance/Fire/Site Security Team staff if needed  
· Team Leader will regularly report on progress or status to the Ops Chief  
· Shut off utilities as necessary; shut off gas ONLY if you smell gas  
· Determine integrity of on-site water system and report to Ops Chief  
· Suppress small fires  
· Notify the Team Leader of any existing or potential hazards. The Team Leader will pass this information on to 
the Ops Chief  
· Facilitate emergency vehicle access  
· Monitor campus security, implement perimeter control if necessary  
· Secure site from unauthorized access  
· Return all equipment and reusable supplies to Logistics  
· Team Leader shall release and sign out Maintenance/Fire/Site Security Team members and volunteers when 
directed by Ops Chief  
· Complete and send all logs, reports, and response related documentation to the Ops Chief  
· Team Leader signs out and leaves the Section Activity Log, including contact information, with the Ops Chief  

Go-Kit  
· Maintenance/Fire/Site Security Team Leader position description  
· Campus map with locations of exits, phones and utility shut-off valves  
· Campus supply storage lists  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Personal protective equipment  
o Eye protection (goggles, safety glasses, meeting ANSI Z87.1-1989)  
o Face masks  
o Hard hat (meeting ANSI Z89.1-1986)  
o Leather palm work gloves  
· Handheld radio  
· Flashlights (w/batteries)  
· Markers  
· Caution tape  
· Duct tape  



· Forms:  
o Section Activity Log  
o Maintenance/Fire/Site Security Team Roster  

Other Supplies/Equipment on Site (may be requested from Logistics)  
· Fire extinguishers  
· Bolt cutters  
· Crowbars  
· Shovels  
· Rope  
· Wrenches  
· First aid kit  

  



Preliminary Structure Evaluation Criteria  

It is important to conduct an initial inspection of a building (called a size-up) before entering, particularly after an 
earthquake. Some possible conditions have been listed below and the appropriate way to respond to them. 
Please keep in mind that more than one condition may apply to a building.  

Conditions Action 

Building has collapsed, partially collapsed, or 
moved off its foundation.  

 
DO NOT OCCUPY. Tag 
DANGEROUS. Prevent access. 

Building or any story is leaning significantly.     DO NOT OCCUPY. Tag DANGEROUS.  Prevent access

Obvious severe damage to primary structure, 
severe leaning of walls or other signs of severe 
stress.  

Large cracks in the ground, massive ground 
movement, or slope displacement present that 
are under or near the building and are a hazard to 
the building.  

Obvious parapet, chimney, or other falling 
hazard present.  

Other hazard present (i.e., toxic spill, asbestos 

contamination, broken gas line, fallen power 
lines).  
 
DO NOT OCCUPY. Tag DANGEROUS. Prevent access 

DO NOT OCCUPY. Tag DANGEROUS.  
Prevent access.  
Barricade to prevent access to the area.  
Rescuers may enter with proper safety  
equipment.  
 

Barricade to prevent access to the area. Once 
area is made as safe as possible, rescuers 
may enter with proper safety equipment.  

Air duct terminals, ductwork, light fixtures, 
lenses and fluorescent bulbs fallen or  
 
 
dislodged. Suspended ceiling system grid 
fallen or dislodged. Broken windows. Overhead 
mechanical equipment supports or bracing 
dislodged.  

No damage is apparent; however, areas with 
overhead elements such as above that may fall 
in an aftershock, are potentially hazardous.  

                                                                                                                                                    
 

 
 
 
Barricade to prevent access to the 
area. Rescuers may enter with 
proper safety equipment 

Barricade to prevent access to the 
area. Rescuers may enter with 
proper safety equipment. 

FEMA 154 Rapid Visual Screening of Buildings for Potential Seismic Hazards, is available at 
http://www.fema.gov/library/viewRecord.do?id=3556 for a more in-depth look at post earthquake building 
evaluation.  

  



Student Release & Staff Accounting Team Leader Position Description  

The Student Release & Staff Accounting Team is responsible for the orderly and secure reunion of students and 
their parents or an authorized adult. This team is also responsible for accounting for all staff and visitors on site at 
the time of the incident. The Team Leader is responsible for having all team members sign in and  
sign out throughout the incident. The Team Leader is responsible for all incident response activities until Team 
Members are available or needed. The Team Leader will delegate activities to the Team Members and then 
oversee and coordinate the team’s operations.  

Action Checklist  
· Wait to be activated by the Operations Section Chief (Ops Chief)  
· Read this entire checklist  
· Initiate sign-in/sign-out procedures for all Student Release & Staff Accounting Team members, including 
yourself  
· Document all incoming messages, actions taken, and decisions made (with justification) on the Section 
Activity Log  
· Team Leader is briefed by the Ops Chief and passes pertinent information to Student Release & Staff 
Accounting Team members  
· Open Go-Kit and check contents  
· Locate supplies or contact Ops Chief for additional supplies  
· Team Leader makes appropriate assignments  
· Check with main office personnel to determine staff absences and procure list of substitutes or visitors on site at 
the time of the incident. Determine if there are any staff or visitors unaccounted for; the Team Leader will pass this 
information on to the Ops Chief  
· Collect classroom rosters to account for all students  
· Provide up-to-date student roster to Shelter & Assembly Team Leader  

 
· Set up secure areas for student request and release gates  
· Place traffic cones and signs to direct parking  
· Clearly mark location of Student Request and Student Release areas  
· Post alphabetize signage on request table(s), such as A-F, G-L, M-R, S-Z  
· Have Student Request Forms available on clipboards with pens/pencils  
· Team Leader shall collect the Emergency Contact Cards from their secure storage area and give them to Team 
members staffing the release gate  
· Request additional Student Release & Staff Accounting Team staff if needed  
· Team Leader will regularly check each gate to ensure that the process is flowing smoothly  
· Team Leader will regularly report on progress or status to the Ops Chief  
· Work with the Ops Chief to locate missing students, staff or visitors  
· Team Leader will provide information regarding missing persons to the Ops Chief, Crisis Intervention Team 
Leader and the Light Search & Rescue Team Leader  
· Request gate procedures:  
o Distribute Student Emergency Contact Cards according to table signage  
o Instruct parent or authorized adult to fill out one Student Request Form per student and assist parents as 
needed  
o Verify ID of requesting parent or authorized adult, not of Form  
o Give Student Request Form to a runner  
o Direct parent or authorized adult to wait at the release gate for their student(s)  
· Runner procedures:  
o Take verified Student Request Form from the request gate staff to classroom or assembly area  
o Retrieve student(s)  
o Take student to release gate and wait as the release gate staff processes the student  
o If student is absent, missing, or receiving first aid, make a note on the Student Request Form and consult with 
the Team Leader to determine next steps. Options may include escorting the parent or authorized adult to the 
First Aid area or the Crisis Intervention area  
o Return to the request gate for another Student Request Form  



· Release gate procedures:  
o Match student to the requesting parent or authorized adult  
o Reverify ID and have the requestor countersign the Student Release Log  
o Release student to parent or authorized adult  
o Release runner back to the request gate  
· Close request and release gates when directed by Ops Chief  
· Return all equipment and reusable supplies to Logistics  
· Team Leader shall release and sign out Student Release & Staff Accounting Team members and 
volunteers when directed by Ops Chief  
· Return Emergency Contact Cards to a secure location  
· Complete and send all logs, reports, and response related documentation to the Ops Chief  
· Team Leader signs out and leaves the Section Activity Log, including contact information, with the Ops Chief  

Go-Kit  
· Student Release & Staff Accounting Team Leader position description  
· Campus map  
· Lots of pens and clipboards  
· Vest and/or ID badge/signifier  
· Duct tape  
· Scotch tape  
· Markers  
· Student and Staff Roster  
· Alphabet Signage (e.g., A-F, G-L, M-R, S-Z)  

 
· Student Release Actions  
· Student Release Flow Chart  
· Forms:  
o Section Activity Log  
o Student Request Form  
o Student Release Log  
o Student Release & Staff Accounting Team Roster  

Other Supplies/Equipment on Site (may be requested from Logistics)  
· Personal protective equipment  
· Handheld radio  
· Flashlights (w/batteries)  
· Tables and chairs  
· Easel and paper or white board  
· Stanchions and/or barricades  
· Student Emergency Contact Cards  
· Caution tape  

  



Student Release Actions  

Some emergency situations may warrant the release or relocating of students at a time when parents expect their 
children to be at the school site. Student release will be initiated by a school administrator, and many staff 
members (even those not on the Student Release team) will be involved.  

 

Four Steps for Staff Four Steps for Parents 

1.  Verify parent ID and authorization 1. Fill out Student Release Form 

1. Direct parent to Release Request 
Form 

2. Show photo ID at release table 

2. Runner brings student to release area 
3. Move to release area to wait for 

student 

3. Release student to custody of 
authorized adult 

4. Leave campus immediately after 
student is released to your custody 

 
 
Incident Commander (Principal/Site Administrator) Actions:  
· Set up Incident Command Post (ICP).  
· Notify staff of school evacuation and communicate that this is not a drill.  
· Designate the Student Assembly Area or direct teachers to a pre-designated spot. Analyze situation; 
evaluate evacuation spot to determine if students should be moved.  
· For schools without parent parking or a turnaround, develop a procedure that enables students to be 
released directly to the authorized adult’s vehicle.  
· Determine medical, search and rescue or other needs after population assessment.  
· Reassess situation on a regular basis. Reassign emergency teams as needed.  
· Keep staff informed as to status of missing students.  

Teacher/Staff Actions:  
· Evacuate students to designated area, take roll.  
· Report population assessment. On roll, mark student status beside name:  
 A = Absent  
M = Medical; student taken to the First Aid station   
U = Missing/Unaccounted  
· Monitor students’ medical and emotional condition.  
· Partner with other staff for assigned duties; report to team when activated.  

Student Release Team Actions:  
· Take supplies to designated Request Table and Release Gate locations.  
· Set up Student Request Table, Student Release Gate, and appropriate signage to direct parents.  
· For a large student body, establish several lines at the Request Table for speedier processing.  
· Post signs and set out file boxes of Student Emergency Cards for each line.  
· Distribute clipboards with Student Request Forms to parents in line.  
· Pull cards of absent, injured and missing students. Note status on those cards and file at back of box.  

Runner (staff, students, parent volunteers) Actions:  
· Take Student Request Form to Student Assembly Area to find requested student.  
· Retrieve student and escort him/her to Student Release Gate  
· If student cannot be found, alert Team Leader and request further direction.  

Maintenance/Site Security Team Actions:  
· Place signs to guide parents to preferred parking area.  
· Establish an access point for emergency vehicles and place traffic cones to discourage parents from 
blocking the area.  



· Maintain order in parking areas; direct cars away from areas for emergency vehicles.  
· Report crowd control issues on school grounds to Operations Chief, request assistance if necessary.  

Crisis Intervention Team Actions:  
· Calm agitated parents and students.  
· Facilitate delivery of information to parents of students with special circumstances (e.g. missing, injured, 
deceased).  
· Escort parents to First Aid Station to reunite with injured students.  

  



Logistics Section Chief Position Description  
 
 
The Logistics Section Chief is responsible for ensuring that all sections have the materials, equipment, 
personnel, services, and facilities that they need in order to fulfill their responsibilities during an emergency.  

Action Checklist  
· Wait to be activated by the Incident Commander (IC)  
· Read this entire checklist  
· Sign in with Liaison Officer  
· Document all incoming messages, actions taken, and decisions made (with justification) on the Section Activity 
Log. If you are not able to keep up with the recordkeeping, request a Scribe from the Documentation Team  
· Open Go-Kit and check contents  
· Meet with IC for a briefing  
· Activate Logistics Teams as needed and assume lead of all Logistics Teams until staffed · Meet with 
Logistics Team Leaders and assist them in initiating their team’s response activities  
· Open supply containers and facilities  
· Ensure that ICP and other facilities are properly equipped  
· Monitor emergency response activities through contact with Logistics Team Leaders  
· Oversee the distribution of supplies, equipment and personnel  
· Maintain security of stored supplies and equipment  
· Ensure that all Logistics Teams are documenting their activities  
· Oversee the return of all equipment and reusable supplies from other sections  
· Ensure that all equipment is properly stored or returned to its original location  
· Collect, complete and send all logs, reports, and response related documentation to the Documentation Team  
· Release all Logistics Teams and volunteers when directed by IC  
· Sign out with Liaison Officer and leave contact information in case you need to be reached  

Go-Kit  
· School site EOP  
· Logistics Section Chief position description  
· School ICS Organizational Chart  
· Campus map with locations of emergency supplies  
· Regional/neighborhood maps  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Copies of vendor agreements, contracts, or MOUs (if available)  
· Campus supply storage lists  
· Forms:  
o Section Activity Log  
o Logistics Section Roster  
o Logistics Section Team Rosters  

Other Supplies/Equipment on Site  
· Personal protective equipment  
· Handheld radio  
· Flashlights (w/batteries)  
· Table and chair  
· Computer  
· Phone  
 
 

 
 
 
 



Supplies & Staffing Team Leader Position Description  

The Supplies & Staffing Team is responsible for filling all requests for personnel, facilities, equipment, supplies, 
and materials necessary to support response efforts. The Team Leader is responsible for having all team 
members sign in and sign out throughout the incident. The Team Leader is responsible for all incident response 
activities until Team Members are available or needed. The Team Leader will delegate activities to the Team 
Members and then oversee and coordinate the team’s operations.  

Action Checklist  
· Wait to be activated by the Logistics Section Chief (Logs Chief)  
· Read this entire checklist  
· Initiate sign-in/sign-out procedures for all Supplies & Staffing Team members, including yourself  
· Document all incoming messages, actions taken, and decisions made (with justification) on the Section 
Activity Log  
· Team Leader is briefed by the Logs Chief and passes pertinent information to Supplies & Staffing Team 
members  
· Open Go-Kit and check contents  
· Open storage facility or storage containers and inventory supplies, if time allows  
· Team Leader makes appropriate assignments  
· Team Leader maintains contact with Logs Chief regarding the needs of other sections and teams  
· Develop method for tracking resources  
· Locate and provide additional personnel (staff, volunteers, or students as appropriate) to teams that 
request assistance. Track the deployment of these personnel  
· Procure and distribute supplies and equipment as requested  
· Facilitate the return of all equipment, unused and reusable supplies from other sections and teams  
· Properly store all equipment or return to its original location  
· Re-inventory equipment and supplies and create list of materials that need to be replaced  
· Complete and send all logs, reports (including list of materials that need to be replaced), and response related 
documentation to the Logs Chief  
· Team Leader shall release and sign out Supplies & Staffing Team members and volunteers when 
directed by Logs Chief  
· Team Leader signs out and leaves the Section Activity Log, including contact information, with the Logs Chief  
 
Go-Kit  
· Supplies & Staffing Team Leader position description  
· School ICS Organizational Chart  
· Campus map with locations of emergency supplies  
· Regional/neighborhood maps  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Copies of vendor agreements, contracts, or MOUs (if available)  
· Campus supply storage lists  
· Forms:  
o Section Activity Log  
o Supplies & Staffing Team Roster  
o Student and Staff Roster  
o List of volunteers (if available) 

Other Supplies/Equipment on Site  
· Personal protective equipment  
·Handheld radio  
· Flashlights (w/batteries)  
· Tables and chairs  
· Computer  
· Phone  



Planning/Intelligence Section Chief Position Description  

The Planning/Intelligence Section Chief is responsible for overseeing the collection, evaluation, documentation 
and use of information about the development of the incident and the status of resources, as well as maintenance 
of accurate records and site maps. The Section Chief works with the Incident Commander (IC) to develop and 
update the Incident Action Plan (IAP) and to complete the After Action Report (AAR).  

Action Checklist   
· Wait to be activated by the IC  
· Read this entire checklist  
· Sign in with Liaison Officer  
· Document all incoming messages, actions taken, and decisions made (with justification) on the Section 
Activity Log  
· Open Go-Kit and check contents  
· Meet with IC for a briefing  
· Activate Planning/Intelligence Teams as needed and assume lead of all Planning/Intelligence Teams until staffed  
· Meet with Planning/Intelligence Team Leaders and assist them in initiating their team’s response 
activities  
· Develop IAP in cooperation with IC. Update IAP with IC at regular intervals to reflect the current situation  
· Monitor emergency response activities through contact with Section Chiefs and relay information to Situation 
Status Team  
· Request scribes from Documentation Team if they are needed by Management/Command or Section Chiefs  
· Return all equipment and reusable supplies to Logistics  
· Ensure that the Documentation Team has collected and completed all logs, reports, and other response related 
documentation.  
· Release and sign out all Planning/Intelligence Teams and volunteers when directed by IC  
· Submit all documentation to the Recordkeeping Team  
· After Recordkeeping Team has added final financial and time records and has compiled a final report, work 
with IC to complete the After Action Report  
· Sign out with Liaison Officer and leave contact information in case you need to be reached  
· After the incident work with Incident Commander to development AAR  
 
Go-Kit  
· School site EOP  
· Planning/Intelligence Section Chief position description  
· Campus map with locations of exits, phones, utility shut-off valves and emergency supplies  
· Regional/neighborhood maps  
· Normal Operations Template (see IC position description)  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Campus supply storage lists  
· Forms:  
o Section Activity Log  
o Incident Action Plan  
o Situation Status Report  
o Planning/Intelligence Section Roster  
o Planning/Intelligence Section Team Rosters  

Other Supplies/Equipment on Site (may be requested from Logistics)  
· Personal protective equipment   
· Handheld radio  
· Flashlights (w/batteries)  
· Table and chair  
· Easel and paper or white board  

  



Documentation Team Leader Position Description  

The Documentation Team is responsible for the collection and organization of all completed emergency related 
forms just before the end of the Operational Period. The Documentation Team may provide scribes to assist 
Management/Command Section or Section Chiefs in documenting all incoming messages, actions taken, and 
decisions made (with justification) on the Section Activity Log. The team may also be involved in the reproduction 
and distribution of the Incident Action Plan, After Action Report and other documents as requested. The Team 
Leader is responsible for having all team members sign in and sign out throughout the incident. The Team Leader 
is responsible for all incident response activities until Team Members are available or needed. The Team Leader 
will delegate activities to the Team Members and then oversee and coordinate the team’s operations.  

 
 
Action Checklist  

· Wait to be activated by the Planning/Intelligence Section Chief (Plans Chief)  
· Read this entire checklist  
· Initiate sign-in/sign-out procedures for all Documentation Team members, including yourself  
· Document all incoming messages, actions taken, and decisions made (with justification) on the Section 
Activity Log  
· Team Leader is briefed by the Plans Chief and passes pertinent information to Documentation Team 
members  
· Open Go-Kit and check contents  
· Locate supplies or contact Plans Chief for additional supplies  
· Team Leader makes appropriate assignments  
· Scribes assigned to specific personnel will create a record of all radio and verbal conversations, actions taken 
and decisions made (with justifications) by that person on the Section Activity Log (see The Scribe’s Role on the 
following page)  
· Maintain contact with Plans Chief regarding the needs of other sections  
· Documentation Team members will regularly update the Team Leader. The Team leader will share key 
information with the Situation Status Team Leader  
· File all reports as they are turned in. Although a permanent log may be typed up at a later date, all 
original notes and records MUST be kept as they are legal documents  
· Collect and complete all logs, reports, and response related documentation from each section  
· Return all equipment and reusable supplies to Logistics  
· Team Leader shall release and sign out Documentation Team members and volunteers when directed by Plans 
Chief  
· Team Leader signs out and leaves all completed paperwork and the Section Activity Log, including 
contact information, with the Plans Chief  

Go-Kit  
· Documentation Team Leader position description  
· Campus map  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Campus supply storage lists  
· Forms:  
o Section Activity Log  
o Documentation Team Roster  

Other Supplies/Equipment on Site (may be requested from Logistics)  
· Personal protective equipment  
· Handheld radio  
· Flashlights (w/batteries)  
· Tables and chairs  
· Computer  
· Paperwork organization accessories (e.g., file folders, file boxes, accordion files)  



The Scribe’s Role  
It is vital to document and communicate information about the disaster situation and resource status. Efficient flow 
of information makes it possible for resources to be deployed effectively and for professional emergency services 
to be applied appropriately. Depending on the situation, Section Chiefs and the Incident Commander may request 
assistance of a scribe to document:  

 
· important events  
· communications  
· analyses  
· decisions and justifications for those decisions  
 
The scribes shadow and create records of the incident from the vantage point of the Section Chief or Incident 
Commander. Scribes may use the Section Activity Log to record information. The role of the scribe is important 
because these documents are crucial for the school district to receive reimbursement from the state or federal 
government.  

  



Situation Status Team Leader Position Description  

The Situation Status Team is responsible for collecting, evaluating, and documenting situation information 
regarding the incident. The Situation Status Team will maintain situation status boards detailing the development of 
the incident, the status of resources, and an accurate campus map. The team will also provide ongoing analysis of 
situation and resource status. The Team Leader is responsible for having all team members sign in and sign out 
throughout the incident. The Team Leader is responsible for all incident response activities until Team Members 
are available or needed. The Team Leader will delegate activities to the Team Members and then oversee and 
coordinate the team’s operations.  

Action Checklist  
· Wait to be activated by the Planning/Intelligence Section Chief (Plans Chief)  
· Read this entire checklist  
· Initiate sign-in/sign-out procedures for all Situation Status Team members, including yourself  
· Document all incoming messages, actions taken, and decisions made (with justification) on the Section 
Activity Log  
· Team Leader is briefed by the Plans Chief and passes pertinent information to Situation Status Team 
members  
· Open Go-Kit and check contents  
· Locate supplies or contact Plans Chief for additional supplies  
· Team Leader makes appropriate assignments  
· Record updates from each section and the Documentation Team Leader on Situation Status Boards  
· Keep Situation Status Boards in a location visible or easily accessible by the ICP  
· Update campus map throughout the response  
· Team Leader will assess and analyze information and relay it to the Plans Chief  
· Anticipate situations and potential problems and develop contingency plans  
· Return all equipment and reusable supplies to Logistics  
· Complete and send all logs, reports, and response related documentation to the Documentation Team Leader  
· Team Leader shall release and sign out Situation Status Team members and volunteers when directed by 
Plans Chief  
· Team Leader signs out and leaves all completed paperwork and the Section Activity Log including 
contact information with the Plans Chief  
 
Go-Kit  
· Situation Status Team Leader position description  
· Large campus map, regional/neighborhood maps  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Campus supply storage lists  
· Forms:  
o Section Activity Log  
o Situation Status Team Roster  

Other Supplies/Equipment on Site (may be requested from Logistics)  
· Personal protective equipment  
· Handheld radio  
· Flashlights (w/batteries)  
· Tables and chairs  
· Situation Status Boards (can be whiteboards, chalkboards, easels, etc)  

  



Finance/Administration Section Chief Position Description  

The Finance/Administration Section Chief is responsible for overseeing the financial tracking, procurement, cost 
analysis related to the disaster or emergency, as well as maintenance of financial records, tracking and recording 
staff hours. The Section Chief is also responsible for submitting all final paperwork, logs and other documentation 
to the Incident Commander (IC) and Planning/Intelligence Chief (Plans Chief) for inclusion in the After Action 
Report.  

Action Checklist  
· Wait to be activated by the IC  
· Read this entire checklist  
· Sign in with Liaison Officer  
· Document all incoming messages, actions taken, and decisions made (with justification) on the Section 
Activity Log  
· Open Go-Kit and check contents  
· Meet with IC for a briefing  
· Coordinate recordkeeping procedures with the Plans Chief  
· Activate the Recordkeeping Teams when needed and assume lead of the team until staffed  
· Meet with Recordkeeping Team Leader and assist in initiating the team’s response activities  
· Periodically ensure that all procedures are in place to accurately track time and expenditures  
· Return all equipment and reusable supplies to Logistics  
· Close logs. Collect, file and secure all final logs, reports, and response related documentation  
· Compile final financial and time records and prepare a final report  
· Release and sign out Recordkeeping Team and volunteers when directed by IC  
· Submit all documentation and final report to IC and Plans Chief to complete the After Action Report  
· Sign out with Liaison Officer and leave contact information in case you need to be reached  
 
Go-Kit  
· School site EOP  
· Finance/Administration Section Chief position description  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Copies of vendor agreements/contracts  
· Copies of any agreements or MOUs  
· Student and Staff Roster  
· List of volunteers (if available)  
· Forms:  
o Section Activity Log  
o Finance/Administration Section Roster  
o Finance/Administration Section Team Rosters  

Other Supplies/Equipment on Site (may be requested from Logistics)  
· Personal protective equipment  
· Handheld radio  
· Flashlights (w/batteries)  
· Table and chair  
· Computer  
· Calculator  
· Paperwork organization accessories (e.g., file folders, file boxes, accordion files)  
 

  



Recordkeeping Team Leader Position Description  

The Recordkeeping Team is tasked with the maintenance of records for tracking personnel costs, volunteer hours, 
payroll, materials and supplies purchased, insurance claims, and cost recovery in support of response activities. 
The team is also responsible for compiling all final paperwork, logs and other documentation collected by the 
Documentation Team and submitting it to the Finance/Administration Section Chief. The Team Leader is 
responsible for having all team members sign in and sign out throughout the incident. The Team Leader is 
responsible for all incident response activities until Team Members are available or needed. The Team Leader will 
delegate activities to the Team Members and then oversee and coordinate the team’s operations.  

Action Checklist  
· Wait to be activated by the Finance/Administration Section Chief  
· Read this entire checklist  
· Initiate sign-in/sign-out procedures for all Recordkeeping Team members, including yourself  
· Document all incoming messages, actions taken, and decisions made (with justification) on the Section 
Activity Log  
· Team Leader is briefed by the Finance/Administration Section Chief and passes pertinent information to 
Documentation Team members  
· Open Go-Kit and check contents  
· Locate supplies or contact Finance/Administration Section Chief for additional supplies  
· Team Leader makes appropriate assignments  

· Track staff and volunteer hours  
· Track response-related requests and purchases  
· Process purchase requests from the Logistics Section Chief  
· File all reports as they are turned in. Although a permanent log may be typed up at a later date, all original 
notes and records MUST be kept as they are legal documents  
· Return all equipment and reusable supplies to Logistics  
· Close logs. Collect, file and secure all final logs, reports, and response related documentation from 
Documentation Team. Compile final financial and time records and prepare a final report  
· Team Leader shall release and sign out Recordkeeping Team members and volunteers when directed by 
Finance/Administration Section Chief  
· Team Leader signs out and leaves all completed paperwork, final report, and the Section Activity Log, 
including contact information, with the Finance/Administration Section Chief  
 
Go-Kit  
· Recordkeeping Team Leader position description  
· Writing utensils, paper, clipboard  
· Vest and/or ID badge/signifier  
· Copies of vendor agreements/contracts  
· Copies of any agreements or MOUs  
· Student and Staff Roster  
· List of volunteers (if available)  
· Forms:  
o Section Activity Log  
o Recordkeeping Team Roster  

Other Supplies/Equipment on Site (may be requested from Logistics)  
· Personal protective equipment   
· Handheld radio  
· Flashlights (w/batteries)  
· Tables and chairs  
· Computer  
· Calculator  
· Paperwork organization accessories (e.g., file folders, file boxes, accordion files) 
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PUBLIC COMMENT/FEEDBACK 

 

Individuals who wish to provide feedback, comments, or input on ICP the can email 

jneylon@sebastopolcharter.org  
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Academics 
 

 

The primary purpose of the ICP is to make sure that effective learning continues for all 

students during an emergency crisis throughout the academic year. 

 

Goal Success Factors: 

 

All students will engage in meaningful learning through in-person and/or Remote Live 

Instruction (RLI) to meet or exceed grade-level expectations. 

 

Action Plan: 

 

The ICP will be activated in the event of an emergency crisis that disrupts the normal learning 

environment. The ICP will be posted on the school website and available to all families. The 

Executive Director will be responsible for coordinating school personnel training to ensure the 

plan's execution is carried out with fidelity. 

 

Evaluation Process: 

 

The school will monitor and report attendance, progress, and staff instructional practices in the 

event of an emergency. The school will report and track daily student attendance via their 

Student Information System (SIS). Staff instructional practices will be monitored through 

walk-throughs to ensure all students engage in meaningful learning through in-person and/or 

Remote Live Instruction (RLI) to meet and/or exceed grade-level expectations. 

 
 

Curriculum Resources/Digital Content 

 

All students will engage in meaningful learning through in-person and/or Remote Live 

Instruction (RLI) to reduce the academic learning gap, meet and/or exceed grade-level 

expectations. The school's delivery model will offer both in-person instruction (if permitted by 

the CDC) and Remote Live Instruction (RLI) to ensure that meaningful learning and growth 

occur, providing different layers of support to every student. The school will continue to offer a 

full array of services required by law so that every family can be comfortable with the student's 

outcomes. Classrooms are equipped to provide synchronous and asynchronous instruction as 

needed. This technology will allow students joining through RLI to receive the similar quality 

instruction from the same teachers as the in-person students, and receive the necessary supports 

that they were receiving in-person, and collaborate with their peers in real-time. This will include 

student assessments which will follow the same criteria and security as in-person assessments 

and the proper guidance. Teachers and support staff will adapt the instruction to guarantee that 

every student masters the necessary standards and skills to succeed. This will be based on the 

assessments completed by in-person and RLI students
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Curriculum and Instruction: 

 

Schools will have access to multiple applications, state-adopted curriculum, and online resources 

available through the Google Classroom. 

 

Platforms such as Zoom and Google Meet will deliver instructional strategies and monitor student 

engagement. Additional programs through Google and other collaboration programs will be 

provided to all students. Resources, programs, and various software will be added periodically, 

providing teachers and users with the necessary guides and support to fully benefit from the new 

resources. Standards will be implemented throughout instructional delivery. 

 

Learning Management System (LMS): 

 

Remote Live Instruction (RLI) will work primarily online with live, real-time synchronous 

instruction. Through this synchronous instruction model, students will receive the same 

instruction as their brick-and-mortar peers. The RLI students will be able to engage and 

collaborate with the students attending the classes in person and help to the same standard. 

Through this synchronous model, students will be receiving the same instruction from the same 

teachers at the same time as their in-person peers. This has been shown to keep the students 

engaged and continue focusing on academic, social, and emotional growth. 

 

Teachers will maintain contact with every student and parent who is attached to their class via 

Google Classroom, email and/or phone notification. Additionally, students and parents will 

receive immediate updates on assignments that are due, and school updates that would require 

the students' or parents' input. Teachers will create in-house tests and assessments with additional 

security features to ensure that students submit accurate tests and projects. Additionally, these 

assessments will help teachers measure standard mastery for every in-person and RLI student 

allowing teachers to communicate and focus on specific student needs while seeing the overall 

growth of the students. 

 

Evaluate LMS: 

 

The Executive Director will evaluate the implementation of the LMS. There will be training 

and support to ensure teachers, parents, and students are updated on the different features. 

Families will be allowed to provide meaningful feedback for improvement and/or modification 

as needed. 

 

Professional Development for LMS: 

 

All current teachers will been trained to utilize the LMS. Video tutorials and pdf guides available 

to all users, including parents and students, will accompany additional features and ongoing 

improvements. Professional development will be provided to all staff to enhance the quality of 

instruction by helping teachers feel more confident with innovative learning models. 

Professional development will train educators on how to use the digital equipment in their 

classrooms best, provide extra resources and tips to help students who are not progressing as 

much as they could be, better assist ELL students, how to best assist students with Section 504 

and IEP accommodations, and ensure that students are engaged and learning when they are in the 
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classroom, in person, or online. Initial and ongoing professional development will be provided 

through Zoom and breakout rooms to support instruction and intervention, Google Classroom, 

and additional applications and strategies to engage learners in RLI and brick-and-mortar. In 

brief, teachers and parents will be given the necessary resources and guidance to help keep their 

children accountable by constantly communicating with the school through the LMS. 

 

 

Professional Learning 

 

Professional Development: 

 

Teachers will continue to receive professional development to learn about different strategies and 

tips that can be implemented to help every student. These professional development trainings 

will include but are not limited to best practices, reading and math strategies, training on Google 

Classroom, and program-specific training. Professional development will be offered during 

Professional Development Days, Faculty meetings, after school, teacher planning periods, and 

asynchronous and synchronous online sessions. Particular support will be provided to new 

educators to the teaching field and beginning teachers. Mentors will be asked to monitor the 

implementation of best practices shared through professional learning. Teachers will have access 

to tutorials, and guides on how to access the full components of specific programs, software, and 

different technologies. Teachers will be alerted when there is something new to view or a 

workshop to attend. 

 

Instructional Practices 
 

Instructional Planning: 

 

All teachers' schedules will provide for adequate planning time. Additionally, the school will 

allow planning time for teachers and instructional staff to become familiar with digital content to 

be used within the LMS, including appropriate instructional supports, e.g., coaching. 

 

Resources: 

 

Guidance resources and training for distance/hybrid educational delivery will be available 

through a secure LMS platform, emphasizing how to engage students virtually through RLI. 

School administrators will review virtual lessons and digital classrooms (Google Classroom) 

through formal and informal teacher evaluations and walk-throughs to ensure alignment with 

state curriculum standards. 

 

Delivery Methods: 

 

A mentoring teacher program will ensure that all instructional staff members are equipped with 

the knowledge and skills to support successful distance learning. Remote Live Instruction (RLI) 

will be primarily online with live, real-time synchronous instruction. Through this synchronous 

instructional model, students will receive the same instruction as their brick-and-mortar peers. 

Instruction will take place primarily online with live, real-time synchronous instruction. The RLI 
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students will be able to engage and collaborate with the students attending the classes in person 

and help to the same standard. Through this synchronous model, students will be receiving the 

same instruction from the same teachers at the same time as their in-person peers. This has been 

shown to keep the students engaged and continue focusing on academic, social, and emotional 

growth. 

 

Training Plan: 

 

Teachers will continue to receive professional development to learn about different strategies and 

tips that can be implemented to help every student, regardless of learning modality. These 

professional developments include but are not limited to reading and math strategies, training on 

using Google Classroom, and effective strategies for all learners. The school will ensure that all 

teachers are preparing students to use the different digital tools properly to ensure their 

proficiency in distance learning. The digital tools include, but are not limited to Google 

Classroom, Zoom, etc. Students and teachers will have access to video tutorials, workshops, and 

guides on how to get the most out of specific programs, software, and different technologies. 

 

Evaluate: 

 

The effectiveness of delivery methods will be evaluated by utilizing progress monitoring tools to 

identify areas of focus needed to maximize student learning outcomes. A variety of progress 

monitoring tools will have the ability to ensure secure assessments so that students are submitting 

truthful representations of their work, including but not limited to proctored assessments, browser 

lock, plagiarism detector, etc. Strategies to engage students will be altered as needed through 

formal and informal teacher evaluations and walk-throughs. 

 

 

Parent and Family Support 

 
 

Parent and Family Support Desired Outcome: 

 

The school will provide the necessary tools and assistance to engage all families to achieve 

desired outcomes. Parents/guardians will have access to online resources, including video walk-

throughs, and the ability to message administrators to view what the child has submitted for 

assignments and different projects. This level of communication and involvement will allow 

parents/guardians to hold their children accountable and help their children grow academically, 

socially, and emotionally. If a parent/guardian is having an issue with the LMS, they can contact 

the classroom teacher with a message that will be answered in a timely fashion. 

 

Tech Needs: 

 

In order to determine the technological capabilities of the students and their families, the school 

will conduct surveys. 
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Communications: 

 

The school will establish streamlined two-way communication with parents and families of 

students using various media such as phone calls, email, website announcements, social media 

posts, and email newsletters. 

Parents will receive immediate notifications from the school in messaging, and other forms of 

communication. A parent will be able to see what assignments their child has yet to complete and 

can message teachers or administrators of the school. All of the communication will be managed 

through the LMS. Parents can receive immediate notification from the school and teachers 

regarding new activities that will be taking place or even tips on how to help the child succeed. 

Parents will receive these notifications on both their computers and their cellular devices. 

Additionally, parents will have the ability to start private conversations with their child’s teachers 

and administrators of the school, which will assist in a higher level of accountability for the child. 

 

Environment: 

 

The school will provide guidance and direction to students, parents, and families on creating a 

distraction-free learning environment by providing guides and tips through newsletters, and other 

forms of communication. 

 

Wellness Checks: 

 

Working in conjunction with Mental Health experts, the school’s leaders will develop a 

communication protocol that includes instructional and support staff responsibilities to conduct 

regular check-in or wellness calls to students and families while working remotely for extended 

periods. These calls will help school personnel understand and address student anxiety, 

depression, loneliness, frustration, or other health and safety issues. An effective outreach or 

communication protocol will ensure students’ and families’ connectedness during extended 

periods of remote learning. The school will have a database and an attendance clerk who works 

with the administration and tracks students who are not attending school either in person or 

through RLI. The schools will contact these students and their families to better understand what 

obstacles are preventing the student from attending school. The school’s mental health designee 

will perform necessary interventions and meet regularly to ensure all students are immediately 

identified and provided with the necessary resources to encourage attendance. If these outreach 

strategies do not have a positive impact, and the student continues to miss school or is not 

engaged with the learning, there will be a wellness check, a home visit, or both. Continued 

support and guidance will be provided to the families for as long as needed to guarantee the 

student is engaged with learning. 

 

Special Populations Consideration: 

 

The school will address learning loss through the implementation of evidence-based 

interventions and ensure that such interventions respond to students’ academic, social, and 

emotional needs. Specialized instruction will continue to be provided by adapting, as 

appropriate, the content, methodology, and/or delivery of instruction to address the unique needs 

of the student that result from his/her disability and to ensure access to the general curriculum. 

The content may be adapted by providing accommodations and modifications during lesson 

delivery. The methodology may be adapted by reviewing the student's IEP and choosing the 
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evidence-based method to ensure individualization to make academic progress. The delivery of 

instruction will be discussed at IEP meetings. Students who attend school in-person will receive 

ESL services as usual. There will be ongoing support to ensure that students are continuing to 

grow socially, emotionally, and academically. Students who attend school through RLI will also 

receive the ESL services to help them achieve their goals. Students who receive support through 

RLI will receive personalized instruction with an ESL teacher, and they will also be able to get 

extra support while in class. The school will identify students that are homeless and first ensure 

their basic needs are being met (food, clothing, hygiene, shelter). 

Students will receive school supplies and technology from having the materials and equipment to 

access their education wherever their temporary housing situation may be. 

 

Technology and Technical Support 
 

Tech Support Members: 

 

The technology staff members responsible for the ICP planning will include: The school 

principal, onsite school technology specialist (possibly a vendor), the Reading and/or Math 

instructor, and any third- party vendor contracted to provide curricular or infrastructure support. 

 

Infrastructure: 

 

The technology staff members and/or third-pary vendor contractors will be responsible for 

determining the robustness of the technology infrastructure at the school site The monitoring of 

the synchronous and asynchronous instructional support will be divided using the following 

tiers: 

 

Tier 1 Support (School): 

 

The Classroom Teacher – The Classroom Teacher will provide the student with basic level 

support such as password reset, access to a classroom instructional program, and informing the 

parent and student of the supportive resources. 

 

The School's Technology Specialist- The School’s Technology Specialist will be responsible for 

providing the school with tiered support for students, teachers, parents, and staff. The support 

will include computer software and hardware, cyber security, and monitoring of the school's 

infrastructure. (This could be a vendor). 

 

Tier 2 Support (Contracted Services): 

 

As an example, Tier 2 support is typically provided by a consultant. The school has a contract 

with AllyTech for Tier 2 Support. Those supports will consists of: 

 

1. Escalation assistance 

2. Troubleshooting and support 

3. Network design and cabling 

4. Server deployment and implementation 

5. Technician recruitment and staffing 
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6. Procurement assistance 

7. Product research and analysis 

8. Best practices dissemination 

9. Large scale deployments 

10. Remote site support 
 

 

Device Needs and Internet Access: 

 

Surveys will be available to parents indicating the need for a device and the connectivity to the 

internet with the appropriate support apps. If a device is needed, students and their families will 

check out a device. Policies will continue for the school that has a 1:1 device policy. The school 

will ensure that all devices have internet connectivity and provide the students with cyber 

security protocols. 

 

Device Distribution: 

 

The school will establish device distribution protocols using face-to-face delivery, walk up and/ 

or predetermined methods tailored to the school's needs. Check out, and Check-in procedures 

will be used to maintain device accountability, property inventory, and direct user support if 

there is a loss or a repair. 

 

Web Filtering: 

 

Devices connected to the school's managed network will be filtered using two tiers of filtering:  

 

1. Onsite Firewall/Content filter through SCOE and Google. 

 

Cyber Security 
 

Security Framework: 

 

LEAs and Charter Schools will adopt the National Institute of Standards and Technology (NIST) 

Cybersecurity Framework. In addition to helping manage and reduce risks, the framework's goal 

is to improve communications. 

 

LEAs and charter schools will follow the following 5 key functions to ensure the framework is 

adopted: 

 

IDENTIFY – This function includes identification of critical enterprise processes and assets, 

documentation of information flows, maintaining hardware and software inventory, establishing 

policies for cybersecurity that include roles and responsibilities, identification of threats, 

vulnerabilities, and risk to assets. 
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PROTECT – This function ensures the development and implementation of safeguards to ensure 

delivery of services by managing access to assets and information, protecting sensitive data, 

conducting regular backups, protecting devices, managing device vulnerabilities, and training 

users. 

 

DETECT – This function ensures development and implementation to identify the occurrence of 

a cybersecurity event by testing and updating detection processes, maintaining and monitoring 

logs, and knowing the expected data flows. 

 

RESPOND – This function helps to make sure appropriate action is taken regarding a detected 

cybersecurity event by ensuring response plans are tested and updated, as well as coordinating 

with internal and external stakeholders. 

 

RECOVER – This function helps ensure resilience and restoration of capabilities or services that 

were impaired due to an event by communicating with internal and external stakeholders, 

ensuring recovery plans are updated, and managing public relations and company reputation. 

 

 

Engaging Students with Limited Access 

 
Teachers will help parents/guardians understand what services students are receiving and what 
additional services they can advocate for the students who seem to either not be improving 
academically or regressing. 

 

The Individualized Education Plan teams will meet in person or virtually to review and revise 

IEPs, as state and federal laws require. All required IEP Team members will be present for a 

meeting to be held, and the 10-day notification with Procedural Safeguards will be provided. 

Each team member will bring critical information to the IEP meeting and add to the team's 

understanding of the student and what services the student needs. Parents/guardians will be 

strongly encouraged to be involved in this process. For students who access their education 

through RLI, we will offer different options to schedule annual IEP meetings or initial IEP's. In 

all cases, teachers will have the ability to offer their feedback and request for students to be 

evaluated or re-evaluated by team members. The school will determine whether the student will 

benefit from additional services provided through an IEP. All strategies will be documented in 

the appropriate school or district system. 

 

Communication Plan: 

 

The school will look at student performance, and other academic data, to identify and determine 

which students are demonstrating a decline in learning. Teachers, counselors, and administrators 

have notified parents of at-risk students using electronic progress reports. Students who are 

showing a decline in learning will be provided additional support from either their teacher or 

another certified educator. Additional intervention programs and services will provide students 

continuous learning and support as needed and necessary. The school is staffed with certified 

professionals to meet the needs of all students and provide adequate classes and tutoring when a 

student is identified to need the extra resources to continue to succeed. 
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Best Practices: 

 
Specialized instruction will continue to be provided by adapting, as appropriate, the content, 

methodology, and/or delivery of instruction to address the unique needs of the student that result 

from his/her disability and to ensure access to the general curriculum. 

 

 

Operations 
 

Essential Personnel: 

 

Essential personnel may include administrator(s), technology support, food service workers, 

maintenance and custodian staff, school health services and administrative professional staff. 

 

Food Service: 

 

Following the National School Lunch program distribution meal program guidelines will ensure 

that all students are appropriately serviced. This includes but is not limited to curbside pick-up, 

delivery, or frozen multiple meal packages. 

 

Accommodations: 

 

Students will be provided accommodation as outlined in their IEP. The IEP services will be 

provided to the greatest extent possible. Students who access their education via RLI will be 

provided their services through virtual models. General Education teachers will provide 

accommodations identified on IEP/504 plans to ensure equal access to course instruction, 

materials, and evaluation. The ESE teacher will provide specially designed instruction and 

qualified paraprofessionals will pull students into breakout rooms to provide academic support. 

 

Outreach: 

 

School-community partnerships will be with public and private entities that provide services in 

the areas of mental health, health, counseling, child welfare, alcohol and substance abuse. 
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Communications 
 

Personnel Communication: 

 

The school’s leaders will identify the personnel responsible for communicating with staff, 

parents, students, and other stakeholder groups. 

 

The school will establish streamlined two-way communication with parents and families of 

students using various media such as phone calls, email, communication apps, website 

announcements, social media posts, and email newsletters. 

 

Roles and Responsibilities: 

 

Multiple people within the school will likely be responsible for providing communications at 

different levels; however, the Executive Director will consider identifying a communication 

liaison responsible for ensuring the proper execution of the school's overall plan. 

 

Scope and Schedule: 

 

Parents will receive immediate notifications from the school in phone calls, messages, social 

media posts, email newsletters. Except for daily routine teacher and parent/guardian 

communication, the school leader will determine the frequency of communication to the 

families. 

 

Guidance: 

 

The ICP will be posted on the school's website, and a hard copy will be made available upon 

request. 




