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Rose and Alex Pilibos Armenian School 
ARS “Mayr” Chapter Mary Postoian Armenian Pre-School 

Emergency Preparedness and Response Plan 
 

 
Purpose: 
 
The Rose and Alex Pilibos Armenian School and ARS “Mayr” Chapter Mary Postoian 
Armenian Pre-School (School) Emergency Preparedness and Response Plan (EPRP) 
provides policies and procedures to prepare, respond, and recover from an emergency. 
The highest priority during an emergency is to ensure the health and safety of our staff, 
students and personnel.  
 
The foundation of effective disaster response is having a comprehensive “all-hazards” 
disaster plan that is updated and practiced on a regular basis. There are many different 
hazards that can potentially impact our school and local community. These hazards can 
be created by nature or can be human-induced. Some are predictable, others come 
without warning. Most are acts of nature or accidents, but some hazardous events can 
be the result of intentional acts of violence and terror. Regardless of the origin, planning 
and preparing can help lessen the impact of a hazardous event on the health and safety 
of our staff, volunteers and children. Planning and preparing can also help reduce 
property damage, monetary losses and down-time for our program.   
 
Benefits of School Emergency Planning 
Some of the benefits of emergency planning include: 
 

1) Actions taken to increase safety can be worthwhile on a daily basis and not just 
in an emergency. 

2) Planning is an excellent opportunity to involve students, staff and parents. 
3) Families and the community can learn from the school’s planning efforts. 
4) Rapid response to an emergency situation can prevent injuries, save lives and 

allow for a more rapid return to normal school operations. 
 
In addressing both common response issues and specific hazards, the EPRP is: 

 Comprehensive: It includes procedures for every role in the response. 

 Risk-based: It addresses the actual risks facing the campus. 

 All-hazards in approach: It will apply in any identified hazardous situation facing 
the campus. 

 
 
Planning Assumptions  
Following a major or catastrophic event, the school will have to rely on its own 
resources to be self-sustaining for up to 72 hours.  The school needs to sustain itself 
when aid (police/fire) will not be available. In an ideal world, we will not have to deal with 
serious emergencies or disasters, but in the real world, it is wise to try to prepare for the 
worst-case scenario.  
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Government Codes Pertaining to School Disaster Preparedness 
 
Education Code: § 35295. Legislative findings and declarations  
 
The legislature finds and declares the following:  
 (a) Because of the generally acknowledged fact that California will experience 
moderate to severe earthquakes in the foreseeable future, increased efforts to reduce 
earthquake hazards should be encouraged and supported.  
 (b) In order to minimize loss of life and disruption, it is necessary for all public or 
private elementary schools and high schools to develop school disaster plans and 
specifically an earthquake emergency procedure system so that students and staff will 
act instinctively and correctly when an earthquake disaster strikes.  
 (c) It is therefore the intent of the Legislature in enacting this article to authorize 
the establishment of earthquake emergency procedure systems in kindergarten and 
grades 1 through 12 in all the public or private schools in California.  
  
Education Code: § 35296. Establishment of earthquake emergency procedure system  
 
The governing board of each school district and the county superintendent of schools of 
each county shall establish an earthquake emergency procedure system in every public 
school building under its jurisdiction having an occupant capacity of 50 or more pupils or 
more than one classroom.  The governing board of each private school shall establish 
an earthquake emergency procedure system in every private school building under its 
jurisdiction having an occupant capacity of 50 or more pupils or more than one 
classroom.  Governing boards and county superintendents may work with the Office of 
Emergency Services and the Seismic Safety Commission to develop and establish the 
earthquake emergency procedure systems.  
  
Education Code: § 35297. Elements of emergency procedure system  
 
The earthquake emergency procedure system shall include, but not be limited to, all of 
the following:  
 (a) A school building disaster plan, ready for implementation at any time, for 
maintaining the safety and care of students and staffs.  
 (b) A drop procedure.  As used in this article, “drop procedure” means an activity 
whereby each student and staff member takes cover under a table or desk, dropping to 
his or her knees, with the head protected by the arms, and the back to the windows.  A 
drop procedure practice shall be held at least once each school quarter in elementary 
schools and at least once a semester in secondary schools.  
 (c) Protective measures to be taken before, during, and following an earthquake.  
 (d) A program to ensure that the students and that both the certificated and 
classified staff are aware of, and properly trained in, the earthquake emergency 
procedure system.  
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It is clearly understood that emergency preparedness and response planning is a 
dynamic process and that the plan needs to be reviewed and revised each academic 
year. The EPTF should take responsibility in reviewing the plan and ensuring adherence 
to its policies and recommendations. However, overall responsibility in the adherence to 
the plan rests with the School Board and Administration.  
 
 
 
The Emergency Preparedness and Response Plan is divided into three sections 
corresponding to phases of emergency preparedness and response.  
 
The sections are:  

I.   Preparedness 
II.  Incident Response 
III. Recovery 
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PREPAREDNESS 

 
 

1. Hazard, Vulnerability and Resource Analysis 
 
Before the start of each new school year, a Hazard, Vulnerability and Resource analysis 
is conducted. There are four basic parts to the analysis. They are: 

a) Community hazard assessment  
b) Site-specific hazard assessment  
c) Resource assessment  
d) Staff skills assessment  
 

a) Community hazard assessment 
 

Each geographic area is vulnerable to specific natural hazardous events. Further, each 
community has structures and facilities that can be potential sources of man-made 
(intentional or unintentional hazards).  
 
The EPR Plan has been designed to address the most prevalent hazards that can 
impact the School. The community hazard assessment should be conducted each year 
to verify if hazards need to be added or deleted from the list.  A Community Hazard Risk 
Assessment form can be found in the Plan  

 
b) Site-specific hazard assessment 
 

The goal of the Site-specific hazard assessment is to identify hazardous features of the 
school facilities and grounds. There are two components of the assessment. The first 
assesses the risk associated with the building itself and the second looks for hazards 
that may be in and around the building or classrooms. These include driveways, parking 
lots, play areas and outside structures. A Site-specific Hazard Assessment form for the 
campus can be found in the Plan.  
  

c) Resource assessment 
 
This assessment allows us to inventory our school’s current resources so that we are 
able to allocate them during a response and procure additional supplies as needed.  
The assessment focuses on emergency equipment and supplies as well as Community 
Resources (that provide vital services in a disaster). Assessment lists are included in 
the Plan. These lists need to be updated annually.  
 

d) Staff skills assessment 
 
Identifying our school’s human resources (knowledge, skills and interests) is integral to 
the EPR plan. By knowing what human resources are available, we can assign people 
to the appropriate disaster response teams. A Staff Skills Assessment form can be 
found in the Plan.  
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2. Emergency Communication 
 

Communicating critical information to staff, volunteers, parents and others is important 
both before and during a disaster. The communication plan focuses on policies and 
protocols for maintaining on-going communication both within and outside the campus 
during an emergency.  
 

 List of essential phone numbers (local and outside area, including sister school, 
church, board of regents, etc.) 

 List of contact information for students 
 List of contact information for staff and volunteers (including home, work, cell, as 

well as local and out-of-state emergency contact) 
 
Parent Notification 
 
The school will send out information about the school’s emergency policies and 
procedures at the beginning of the school year. Informing parents of emergency 
procedures: 

1) Inspires confidence in the school’s preparedness measures. 
2) Makes operations in a real emergency run more smoothly 
3) Helps the school meet its legal obligation to account for and protect the children. 

 
The school’s EPR Plan will be posted on the school’s website. Each year the EPR 
committee will conduct a “disaster preparedness” reminder activity for the parents and 
the community. 
 

 
3. Emergency Equipment and Supplies 

 
Emergency supplies are an important part of disaster preparedness. Each site, each 
room, including administrative offices have an emergency cache. According to our 
planning assumptions, the school has enough supplies to sustain people at the site 
for up to three days. Staff and volunteers need to be familiar with the location and 
contents of the supply caches.  
 
Staff and volunteers should be encouraged to keep their own personal emergency 
supplies in their car or another place at work. These individual supplies should 
include a change of clothing, comfortable sturdy shoes, prescription medications and 
extra eye glasses.  

 
The School will rotate and replenish supplies annually. The School Board will include a 
line-item in their annual budget.  
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4. Education and Training 
 

Training is an ongoing activity designed to increase the level of competence and 
expertise of our staff and volunteers. It is also an effective means for staff to develop 
key skills and gain a greater sense of ownership and responsibility for the emergency 
response plan.  
 
A critical step in our preparedness activities is to train the staff to our updated plan. 
Once the staff has been trained, the plan needs to be exercised and tested. Without 
testing the plan in a simulated emergency, it’s impossible to know if the assignments, 
organization, and other details would be effective in a real emergency. Explicit 
measures must be planned for and followed to promote staff well-being; otherwise, your 
staff will either not report as instructed or be incapacitated such that your disaster plan 
will not function. Staff preparedness will increase the likelihood that personnel will report 
and be able to function efficiently and effectively. Personal preparedness for all staff will 
provide both physical and psychological security in the event of an emergency. School 
personnel will be able to focus on their emergency responsibilities at school if they know 
that all is well at home. Towards this end, the school will provide an opportunity for staff 
to learn about personal preparedness and encourage them to engage in such activities 
as practicing self-protective actions, gathering emergency supplies, developing a family 
disaster plan, and identifying caretakers for dependents. 
 

5. Drills and Exercises 
When testing the EPR Plan, it is important to remember that it is the plan being tested – 
not personnel. An Emergency Drill record needs to be kept to document type and 
number of drills conducted each year. 

a. Documentation of evacuation drills 
a) Provide schedule for drills/academic year 
b) Evaluate effectiveness and provide further recommendations 

b. Documentation of shelter in place / lock-down drills 
a) Provide schedule for drills/academic year 
b) Evaluate effectiveness and provide further recommendations 

c. Documentation of Drop, Cover and Hold drills 
a) Provide schedule for drills/academic year 
b) Evaluate effectiveness and provide further recommendations 

 
 
EMERGENCY DRILL RECORD 

 

Type of Drill Date held Time Remarks Recorded 
By 

  Start End   
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6. Reviewing and Revising Plan 

 
The disaster plan is updated regularly due to constantly changing regulations, 
organization operations, training outcomes/evaluation, contact information, and other 
unanticipated events. 
 
Plan content is updated at least once a year. However, changes in contact information 
of students and staff may necessitate more frequent updates. 
Once the plan has been written it will be distributed to all staff and teachers. Beyond 
simple distribution, the plan will serve as a basis for training of staff/teachers, exercising 
and testing of the plan, reviewing and revising the school’s emergency response 
activities, organization, assignments as needed (at least annually). 
 
 
The process of implementing our plan is a cyclical one that includes: 

 

 
And on and on and so forth! 

 

Review and 
Revise  

Emergency 
Preparedness 
and Response  

Plan 

Train Staff  
and  

Volunteers 

Conduct 
Drills and 

Exercises 
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INCIDENT RESPONSE 

 
Incident Command Structure 
 
Response activities on the campus are organized and run through the Incident 
Command System (ICS). ICS is used by all emergency responding agencies and is 
based on certain principles that have proven successful in managing emergency 
situations. 
 
ICS positions are assigned based on who is best qualified for each position, not 
according to seniority or positional authority day-to-day.  During an emergency, 
responsibilities and lines of authority will change from day-to-day authorities.  School 
personnel must be aware and accepting of these changes. 
 
One person is in charge. Each person should report to only ONE person. A clear 
chain of command eliminates confusion during the stress of an emergency. The EPR 
Plan has back-ups assigned in case primary individuals are unavailable or injured.  
 
The ICS organization can expand and contract to meet the needs of the incident. All 
sections and teams do not need to be activated if the incident is small and can be 
effectively run with a smaller structure.  

 
Pilibos Incident Command Structure 
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A. Command Section 
The Incident Command Section is responsible for directing school emergency 
response activities led by the Incident Coordinator (IC). The IC is the lead person 
that sets the goals/objectives for all response activities. 

a. Incident Coordinator 
b. Information/Liaison Officer 

 
B. Operations Section 

The Operations Section handles all emergency response jobs, including taking 
care of the students and organizing student release. Most adult responders will 
be assigned jobs within the Operations Section. 
The Teams within the Operations Section are: 

a. Search and Rescue 
b. Student Care 
c. Medical 
d. Safety and Security 
e. Student and Staff Accounting 

 
C. Planning Section 

The Planning Section tracks the situation, documents the response, and 
maintains the site maps. 
The Teams within the Planning Section are: 

a. Documentation 
b. Situation Analysis 

 
D. Logistics Section 

The Logistics Section manages and distributes supplies, personnel and 
equipment. 
The Teams within the Logistics Section are: 

a. Supplies 
b. Support Services 

 
Emergency Equipment and Supplies 

 
Maps 

a. Evacuation routes (exit out of room, alternate exit, meeting point) 
b. General facility map (a copy of which should also be kept in each 

cache and kit) 
a) Emergency caches 
b) Fire extinguishers 
c) Utility controls and shut-off (with instructions) 
d) Designated rooms for sheltering 
e) Evacuation meeting points 
f) Keys – where, how to use, keys should be marked  
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Policies and Procedures 
 
Policies and procedures have been developed for each potential hazard facing the 
campus. 

 
 Bell Codes 
 Emergency Actions   
 Hazards 

 Bomb Threat 
 Chemical Accidents / Hazardous Materials  
 Disturbance / Student Disorder / Shooting / Weapons 
 Earthquake 
 Explosion / Threat of Explosion / Bomb / Suspicious Package 
 Fire 
 Intruder on Campus 

 
 
BELL CODES 
 

EVACUATION:  LEAVE BUILDING 
Bell will sound automatically or manually in case of a fire,  
earthquake or other emergency that requires evacuation.  The type of sound  
cannot be changed. 
 
 

LOCKDOWN / REVERSE EVACUATION/SHELTER-IN-PLACE: ENTER BUILDING 
The lockdown/reverse evacuation bell will have to be set off manually.  The bell 
button is located in the Principal’s office on the south wall behind the computer 
monitor. The Principal, or designated authority, will hold down bell alarm for at 
least 60 seconds.  The bell will sound like a swirling alarm sound.   
 
EMERGENCY ACTIONS 
 
DROP, COVER and HOLD 

 DROP: Take cover under a nearby desk or table, and face away from the 
window. 

 COVER your face (protect eyes) with your arms to protect head.  
 HOLD on to the table or desk legs. 

 
EVACUATION / LEAVE BUILDING 
 

 LEAVE BUILDING alarm is sounded. 
 If necessary, announce a LEAVE BUILDING over the PA. 
 Everyone must exit the building in a brisk, quiet and orderly manner. 
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 Do not stop for student / staff belongings. 
 Grab classroom rosters off the wall.  
 Take the closest and safest way out to the designated meeting point and wait for 

instructions. 
 Last person to leave should check that everyone is out and close the door. 
 The primary meeting point for Middle School and High School is the South 

side of the Apcarian Building. The Primary meeting point for the 
Elementary is the South side of the Pilibos Building. 

 If necessary, Pre-School will join Elementary on the South side of the Pilibos 
Building. 

 The secondary meeting point for all grades is on the basketball courts in 
front of the Gym. 

 Check for injuries. Do not move seriously injured persons unless they are in 
immediate danger of further injury. 

 Take attendance. Members of the Planning Team will come by to collect 
information.  

 Remain with your group until further instructions are given. 
 
EVACUATION OFF CAMPUS 
 

 Follow all normal EVACUATION / LEAVE BUILDING procedures 
 Once at the meeting point, when instructed, move in an orderly manner off 

campus to designated EVACUATION site. 
 
LOCKDOWN / REVERSE EVACUTATION / SHELTER-IN-PLACE: ENTER BUILDING 
 

 ENTER BUILDING alarm is sounded. 
 Announce repeatedly over the PA system that a LOCKDOWN has been initiated.  
 If runners are absolutely necessary, only send adult runners (DO NOT use 

students as runners). 
 If the ventilation system needs to be turned off, information will be given over the 

PA.  
 The Safety and Security Team will proceed to lock and secure all exterior doors / 

gates. 
 Everyone will be directed to GO INSIDE and close and LOCK doors.  

o If you are inside, STAY INSIDE.  
o If you are outside, GO INSIDE.   
o If during lunch or recess, all students and teachers should report to 

the nearest classroom. 
 Look outside classroom to make sure all the students and staff are 

entering classrooms.  
 Direct students and others who are outside the building to 

classrooms or offices within the building.  
 DO NOT allow people that you do not know into the classrooms.  

 

o Do not leave the building for any reason.  
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o Even if you hear the fire alarm, do not leave the building unless a school 
administrator tells you it is ok.  

o Do NOT open the door for ANYONE. Even if someone knocks on the 
door, Do NOT open the door.  

o All emergency personnel and school administrators have a key and can 
open the door if they need to. 

o Do not attempt to “peek”.  
o Close the window blinds, and turn off the lights. 
o Cover the windows on the doors with paper or the black trash bags in your 

lockdown kit. 
o Place furniture in front of doors to block entranceway, as much as 

possible.  
o Move away from windows. Protect students and personnel from flying 

glass should the windows be broken.  
o Move students to interior walls and drop.  
o If needed, DUCK, COVER and HOLD because of weapons or explosive 

devices. 
o BE QUIET! 
o Put your cell phone (as well as any others in the classroom) on MUTE but 

on vibrate. 
o Do not use a radio/TV within the classroom  
o No restroom breaks allowed; Utilize lockdown kits. 
o Keep your students within the locked classrooms until further notice 

regardless of the bells and schedule. Wait for further instructions. 
o Remain calm and think clearly. You are in charge. Utilize your best 

judgment within the classroom. 
 

 Communication:   
o Take attendance.  
o Each classroom needs to contact the office by email to the following 

address here@pilibos.org and text to the Pilibos Faculty and Staff 
GroupME texting app. 

o As a backup, send the same information to the cell-phone/email that 
initiated communication with you.  

o Specific information must be relayed for proper accounting of our 
students.  Every room on the campus should be prepared to relay the 
following information. 

         Name of Teacher supervising room 
         Grade/Section/Room # 
         Attendance report  

 A) All are here 
B) Name of student(s) missing (M) 
C) Name of student(s) injured (I) 
D) Name of student(s)/Individual(s) in room that are not     
part of scheduled class 

 

mailto:here@pilibos.org
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DO NOT OPEN exterior doors for ANY reason until an “all clear” is received.  
All emergency personnel and school administrators have a key and can open the 
door if they need to come inside. 
 
If you are outside on the playground: 
 

 Go directly to the nearest classroom and stay there.  
 If you cannot go inside, keep everyone in an area under cover and as concealed 

as possible. Stay behind solid walls and doors. Keep away from windows. 
 

If you are in an area that is indoors but far from your classroom such as the 
library, cafeteria, or washroom: 
 

 You must remain at that location.  
 If possible, you need to let the school administrator know your location and all 

those that are with you. However, do not leave the location to provide that 
information.  

 
When the lockdown is finished, a lead Administrator or designee will enter every 
classroom to notifying you. 
 
 
Bomb Threat 
 
IF A BOMB THREAT IS RECEIVED BY TELEPHONE 

 Try to keep the caller on the telephone as long as possible.  
 Alert someone else so they can notify authorities. 

o Dial 911.  
o Tell operator “This is (name of caller) from (name of school). We are 

receiving a bomb threat on the other line. The number of the line is 
………… Please trace that call.” 

o Give additional information needed by the operator. 
o This must be done quickly. (Call can’t be traced once caller hangs up). 

 Try to determine if the caller is a student or an adult. If it is a student, it may be 
easier to discover identity. 

 Question the Caller – Keep caller on phone as long as possible: 
o When will bomb explode? 
o Where has the bomb been placed? 
o What does the bomb look like? 
o Why was it placed there? 
o Who put it there? 
o Who are you? 

 Record Information: 
o Time of call 
o Date of call 
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o Exact words of person 
o Male or Female 
o Age (approximate) 
o Speech patterns, accents 
o Background noises 

 Notify the Board of Regents as soon as actions have been taken. 

 
Chemical Accidents / Hazardous Materials   
                                                                                                         

 Determine which emergency action should be implemented 
LEAVE BUILDING, ENTER BUILDING or EVACUATION  

 If necessary, call 911. 
Airborne toxin 

 Shut-off ventilation system in affected area. If the ventilation system needs to 
be turned off, information will be given over the PA.  

 If necessary, LEAVE BUILDING or EVACUATE area.  
Toxic cloud 

 A cloud that can affect students in their classrooms would very likely affect them 
outside on the school grounds as well.  

 If time is of prime importance, it may be necessary to EVACUATE the school by 
foot.  

 If this occurs, move crosswind to avoid fumes, never upwind or downwind. 
 
On-site spills  

 Clear area immediately.  
 If you think it is toxic– LEAVE BUILDING or EVACUATE area. 
 DO NOT TAKE CHANCES.  
 Secure and/or isolate area to prevent re-entry. 

Decontamination  
 Any persons that are suspected of being contaminated with a substance that 

could be transferred to others should be isolated until public safety personnel 
carry out decontamination procedures. 

 Do not allow the return of students to the school grounds or buildings until public 
safety officials declare the area safe. Before return to school, ensure that all 
classrooms are adequately aired. 
 

 Notify the Board of Regents as soon as actions have been taken. 

 
Intruder on Campus / Disturbance / Riot / Student Disorder /Shooting / Weapons 
 

 This is a LOCKDOWN Action. Sound the ENTER BUILDING alarm.   
 Announce repeatedly over the PA system that a LOCKDOWN has been initiated.  
 If runners are absolutely necessary, only send adult runners (DO NOT use 

students as runners). 
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 Remain Calm! 
 Call 911 and request assistance. 
 Be prepared to provide: 

o Description of person(s) 
o Location of individual(s) and route of travel 
o Type of weapon 

 The Safety and Security Team will proceed to lock and secure all exterior doors / 
gates. 

 Everyone will be directed to GO INSIDE and LOCK and close doors.  
o If you are inside, STAY INSIDE.  
o If you are outside, GO INSIDE.   
o If during lunch or recess, all students and teachers should report to 

the nearest classroom. 
o DO NOT allow people that you do not know into the classrooms.  
o Do not leave the building for any reason. 
o Do not attempt to “peek”.  
o If needed, DUCK, COVER and HOLD because of weapons or explosive 

devices. 
o Move away from windows. Move students to interior walls and drop. Place 

furniture in front of doors to block entranceway, as much as possible.  
o Protect students and personnel from flying glass should the windows be 

broken.  
o BE QUIET! 
o Take attendance.  
o Each classroom needs to contact the office by email to the following 

address here@pilibos.org and text to the Pilibos Faculty and Staff 
GroupME texting app. 

o As a backup, send the same information to the cell-phone/email 
that initiated communication with you.  

o Specific information must be relayed for proper accounting of our 
students.  Every room on the campus should be prepared to relay 
the following information. 

         Name of Teacher supervising room 
         Grade/Section/Room # 
         Attendance report  

 A) All are here 
B) Name of student(s) missing (M) 
C) Name of student(s) injured (I) 
D) Name of student(s)/Individual(s) in room that are 
not part of scheduled class 

o Wait for further instructions. 
 If you cannot go inside, keep everyone in an area under cover and as concealed 

as possible. Stay behind solid walls and doors. Keep away from windows. 
 Teachers will keep their students within their locked classrooms until further 

notice regardless of the bells and schedule. 

mailto:here@pilibos.org
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 Teacher must remain in charge utilizing the best judgment in occupying the 
students within the classroom. 

 Should a disturbance enter the office, the administration should be prepared to 
move into the adjacent offices. When possible, phones should be adjusted to 
feed into those areas. 

 Keep an accurate record of events, conversations and actions. 
 If the suspect is seen, do not engage the suspect. This could generate a 

hostage situation. A suspect should be considered armed, unstable and 
extremely dangerous. 

 Notify the Board of Regents as soon as actions have been taken. 
 
 
Earthquake 
 
When inside school buildings 
DUCK, COVER AND HOLD upon the first indication of an earthquake. 

DROP: Take cover under nearby desk or table, and face away from the window. 
COVER your face (protect eyes) with your arms to protect head.  
HOLD on to the table or desk legs 

 
Remain Calm! 
When shaking stops:  
If indoors - initiate LEAVE BUILDING. 

 Everyone must exit the building in a brisk, quiet and orderly manner. 
 Do not stop for student / staff belongings. 
 Grab classroom rosters off the wall.  
 Take the closest and safest way out to the designated meeting point and wait for 

instructions. 
 Last person to leave should check that everyone is out and close the door. 
 Watch for downed power lines and damaged buildings. 
 The primary meeting point for Middle School and High School is the South 

side of the Apcarian Building. And the Primary meeting point for the 
Elementary is the South side of the Pilibos Building. 

 If necessary, Pre-School will join Elementary on the South side of the Pilibos 
Building. 

 The secondary meeting point for all grades is on the basketball courts in 
front of the Gym. 

 Check for injuries. Do not move seriously injured persons unless they are in 
immediate danger of further injury. 

 Take attendance. Members of the Planning Team will come by to collect 
information.  

 
If outdoors 

 Once outside – stay outside. 
 Stay clear of buildings, trees, and power lines.  
 Keep class together and maintain order.  
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 Proceed to the primary meeting point for Middle School and High School 
which is the South side of the Apcarian Building. The Primary meeting 
point for the Elementary is the South side of the Pilibos Building. 

 If necessary, Pre-School will join Elementary on the South side of the Pilibos 
Building. 

 The secondary meeting point for all grades is on the basketball courts in 
front of the Gym. 

 Await further instructions.  
 

 Notify the Board of Regents as soon as actions have been taken. 
 
 
Explosion / Threat of Explosion / Bomb / Suspicious Package 
 
Explosion / Threat of Explosion 
 

 DUCK, COVER AND HOLD upon the first indication of the explosion / threat of 
explosion. 

 If the explosion occurred within the school buildings, immediately upon passage 
of the blast wave, initiate Action LEAVE BUILDING. 

 Call 911. 
 DO NOT activate the alarm. 
 Turn off and DO NOT use two-way radio or cell phone. 
 Use the PA or adult runners to evacuate the threatened rooms. 
 If necessary, the Safety and Security Team should extinguish fires until the Fire 

Department arrives. 
 The Safety and Security Team will conduct a walkthrough and notify the 

appropriate utility company of breaks or suspected breaks in utility lines or pipes. 
 If necessary, initiate an EVACUATION from the campus. 
 Do not allow the return of students or staff members to school buildings. 
 Notify the Board of Regents as soon as actions have been taken. 

 
Bomb / Suspicions Package 
 

 If you think it’s a bomb, or possibly a bomb, believe that it is! 
 DO NOT activate the alarm. 
 Turn off and DO NOT use two-way radio or cell phone. 
 Call 911. 
 Br prepared to answer 

o Who / Why thought it was a bomb 
o What the article looks like 
o Size 
o Exact Location 

 The Incident Coordinator shall determine whether to initiate a LEAVE BUILDING 
action for the building(s) threatened. Once a LEAVE BUILDING has been 
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initiated, the specific building that has been threatened should be evacuated 
along with adjoining buildings. 

 Use the PA or adult runners to evacuate the threatened rooms. 
 DO NOT HANDLE THE PACKAGE. 
 DO NOT PLACE ANYTHING OVER THE PACKAGE.  
 Secure area to prevent re-entry. 
 Resume school after the building(s) have been inspected or determined safe by 

proper authorities. 
 Do not publicize the threat any more than necessary. 
 Notify the Board of Regents as soon as actions have been taken. 

 
 
Fire 
 
Within School Buildings 
 

 Sound the LEAVE BUILDING alarm.  
 Immediately initiate LEAVE BUILDING. 
 Call 911 
 Everyone must exit the building in a brisk, quiet and orderly manner. 
 Do not stop for student / staff belongings. 
 Grab classroom rosters off the wall.  
 Take the closest and safest way out to the designated meeting point and wait for 

instructions. 
 Last person to leave should check that everyone is out and close the door. 
 The primary meeting point for Middle School and High School is the South 

side of the Apcarian Building. The Primary meeting point for the 
Elementary is the South side of the Pilibos Building. 

 If necessary, Pre-School will join Elementary on the South side of the Pilibos 
Building. 

 The secondary meeting point for all grades is on the basketball courts in 
front of the Gym. 

 Check for injuries. Do not move seriously injured persons unless they are in 
immediate danger of further injury. 

 Take attendance. Members of the Planning Team will come by to collect 
information.  

 If possible, the Safety and Security Team should extinguish fires until the Fire 
Department arrives. 

 Ensure that access roads are kept open for emergency vehicles. 
 Do not allow the return of students or staff members to school buildings until Fire 

department officials declare them safe. 
 Notify the Board of Regents as soon as actions have been taken. 
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Fire near school 
 

 Determine the need to implement any Action. If the answer is “no”, continue with 
school routine.  

 Call 911 to be sure alarm has been given. 
 If the fire threatens the school, execute those actions under “within school 

buildings” above. 
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RECOVERY 

 
 
Resuming Operations 
 
Recovery is the task of rebuilding after a disaster. This process can take months, even 
years. Not only services and infrastructure, not only the facilities and operations, but the 
lives and livelihoods of many people may be affected. Therefore, planning for an 
emergency includes planning for both response and recovery.  
 
Our recovery planning includes the long range actions that are needed to return the 
school to its normal operations as quickly and completely as possible. 
 
Key recovery considerations are: 
 

 Repair structural and physical damage 
 Restore disrupted services 
 Clean facility and remove all health and safety hazards 
 Plan for resumption of classes (half-day sessions, alternative sites, and/or 

portable classrooms as necessary) 
 Medical and Psychological Aspects of Recovery  
 

Facilitating Psychological Healing: 
 

o Staff Debriefing 
o Provide facts whenever possible about what has happened, what can be 

expected to happen as often as possible 
o Avoid unnecessary changes in set routines 
o Provide a safe environment in which students and staff can voice 

concerns, fears, and feelings. 
 
 
Review and Rewrite Plan  
 
After an exercise/drill or an actual response to a disaster, it is important to review the 
current disaster policies and procedures and revise them as needed. Every time the 
plan is activated whether in response to a real or simulated  emergency, after action 
notes need to be reviewed and recommendations need to be incorporated into the Plan 
to ensure a more effective and efficient response in the future.  
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OUTLINE OF EMERGENCY ACTIVITIES  
 
 
PREPAREDNESS PHASE 
 
The Preparedness Phase of Emergency Management within Rose and Alex Pilibos 
Armenian School and ARS “Mayr” Chapter Mary Postoian Armenian Pre-School 
provides that: 
 

 The School has an All-Hazards Emergency Preparedness and Response Plan 
which is updated annually. 

 Staff is trained and is aware of their roles and responsibilities as defined in the 
Plan. 

 The School regularly conducts disaster drills, which incorporate and practice 
responsibilities identified within the Plan. 

 Staff is trained in the Incident Command Structure, response roles and 
responsibilities, first aid, damage assessment, search and rescue, and fire 
suppression. 

 Staff knows the location of the main gas, electricity and water shut-off valves at 
the school.  Utility shut-off information is available in the Plan. 

 The School maintains emergency supplies within each classroom, cafeteria, the 
office, teacher’s room and the Emergency Container. 

 The School has an evacuation plan and accompanying map (in each room) at 
the school. 

 The School has sufficient supplies to handle an emergency period that may last 
up to 72 hours.  Emergency equipment and supplies are updated regularly. 

 Staff is aware of the primary and alternate evacuation routes. 
 
 
MITIGATION PHASE 
 
The Mitigation Phase of Emergency Management within Rose and Alex Pilibos 
Armenian School and ARS “Mayr” Chapter Mary Postoian Armenian Pre-School 
certifies that: 
 

 Hazard mitigation is ongoing and bookshelves, file cabinets and freestanding 
cupboards have been bolted to the wall or arranged to support each other; 
however, due to continual relocation of classrooms, mitigation is ongoing. 

 The School continues to check that heavy items have been removed from the 
tops of bookshelves and cupboards. 

 Partitions, ceilings, overhead lights and air ducts are secured to the structure of 
each building. 

 The School provides a curriculum concerning earthquake preparedness to the 
students. 

 The School discusses school policies regarding student release and retention 
following an emergency with parents.  
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RESPONSE PHASE 
 
The Response phase of Emergency Management at Rose and Alex Pilibos Armenian 
School and ARS “Mayr” Chapter Mary Postoian Armenian Pre-School insures that: 

 The School will conduct all response activities within an Incident Command 
Structure.  

 Response activities will expand and contract based on the specific incident. 
 Response activities will include: 

o Command: Incident Coordinator, Information/Liaison Officer 
o Operations: Search and Rescue, Safety and Security, Medical Care, 

Student Care and Student and Staff Accounting and Release 
o Planning: Documentation and Situation Analysis 
o Logistics: Supplies, Staffing (including volunteers), Set-up and 

Maintenance 
 
 
RECOVERY PHASE 
 
The Recovery Phase of Emergency Management within Rose and Alex Pilibos 
Armenian School and ARS “Mayr” Chapter Mary Postoian Armenian Pre-School 
maintains that: 
 

 The School has been instructed to keep detailed records and logs of the 
incident. 

 The School has an established absentee policy for teachers/students after a 
disaster. 

 A plan for conducting classes if facilities are damaged has been developed (half-
day sessions, alternate sites, portable classrooms, etc.), as well as alternative 
teaching plans for students. 
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 COMMUNITY HAZARD ASSESSMENT 
 

 
INSTRUCTIONS: 
 
On the list below, check off the types of hazards that have caused disasters in your 
community in the past and the ones that you are concerned may occur in your 
community in the future. 
 
 
_____  Earthquake 
 
_____   Extreme hot weather 
 
_____  Flood 
 
_____  Severe rain or hail storm 
 
_____  Tornado 
 
_____  Fire 
 
_____  Disease outbreak 
 
_____  Chemical release / Industrial facilities 
 
_____  Bomb blast / Explosion 
 
_____  Civil disorder 
 
_____  Intruder 
 
_____  Terrorism 
 
_____  Violence involving guns or other weapons 
 
_____  Car accident 
 
_____  Airport 
 
_____  Highways 
 
_____  Other: ________________________ 
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 SITE-SPECIFIC HAZARD ASSESSMENT  
 

Room # _________________________________ 
Room Description____________________________________________________ 
Date Completed: ________________________________________ 
Name of Assessor: ____________________________________________________ 

 

 

Hazard Yes No If no, provide information. 
(if N/A, note here) 

Are heavy objects/furniture properly 
secured (i.e. strapped to wall studs)?  

   
 
 
 

Are heavy objects placed low?    
 
 

Are shelves securely fastened and 
cabinets securely latched? Are there 
lips on the shelves with hazardous 
materials? 

   
 
 
 

Are objects securely mounted on 
walls (maps, framed pictures, 
chalkboards, etc.)? 

   
 
 

Are overhead light fixtures braced?    
 
 

Are flammable products stored away 
from heat source? 
 

   

Are smoke detectors, sprinklers and 
fire extinguishers present? 
 

   

Are the fire extinguishers in easy 
reach? 
 

   

Is all electrical wiring in good shape?    
 
 

Are all gas vents and connections in 
good shape? 

   
 
 

Is there a thermostat to control the 
vents in the room? 
 

   

Are there areas to “duck and cover” 
or shelter away from windows? 
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Hazard Yes No If no, provide information. 
(if N/A, note here) 

Are the exits blocked?    
 
 

Are there Exit signs? Is there 
emergency lighting? 
 

   

Can all exits be unlocked from the 
inside? 

   
 
 

Are evacuation/exit routes free from 
hazards such as equipment, 
furniture, and other large objects? 

   
 
 
 
 

Are there emergency evacuation 
routes posted in the room? 
 
 

   

Are the emergency supplies within 
easy reach? 

  Refer to equipment checklist (check 
quantities and expiration dates) 
 
 

Are storage sheds and other 
outbuildings securely anchored? 

   
 
 

Are dead and broken limbs removed 
from trees and large bushes? 

   
 
 
 
 

Other Comments: 
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Individual or Organization Position Contact Number 

Dr. Alina Dorian Principal 818-282-3103 

Sevag Andriassian Dean of Students 818-400-0138 

Vahe Tashdjian School Board Chairperson 818-645-6086 

Kristine Khachatryan Nurse 323-547-1776 

Rose and Alex Pilibos Office  323-668-2661 

Takuhi Saatjian Pre School Director 818-968-2990 

Mary Postoian Armenian Pre-School Office  323-668-0343 

Board of Regents Office  818-500-0822 
 

Contact Contact Number 

Emergency/Ambulance Services 911  

Fire Department 213-485-6185 

Police Department 213-485-4302 

LA County Sheriff 213-473-6100 

Department of Water and Power 800-499-4611 

Gas Co. 800-427-2200 

NACD Acute Communicable Disease 213-240-7941 

LA County Department of Health Services to Report 213-351-7800 

Poison Control Center 800-222-1222 

National Center for Missing & Exploited Children 800-843-5678 

Cal Trans (Road Closures) 800-427-7623 

Street Lights 800-996-2489 

Traffic Signals 213-580-1177 

LA Animal Services 888-452-7381 

LA Emergency Management Department 213-978-2222 

Trees Down and Related Problems 800-996-2489 

American Red Cross 310-445-9900 

Non-Emergency Police 877-275-5273 

Non-Emergency Fire Paramedics 800-688-8000 

Non-Emergency Terrorist Threats 877-284-7328 

Other City Services 311 
 

Medical Facilities Address Phone Number 

Children’s Hospital 4650 Sunset Blvd, Los Angeles CA 90027 323-660-2450 

Hollywood Presbyterian 1300 N Vermont Ave, Los Angeles, CA 90027 213-413-3000 

Kaiser Permanente 4867 Sunset Blvd, Los Angeles, CA 90027 323-783-1486 

Glendale Adventist 1509 Wilson Terrace, Glendale, CA 91206 818-409-8000 

Glendale Memorial 1420 S Central Ave, Glendale, CA 91204 818-502-1900 
 

District Representatives Position Phone Number 

Mitch O’Farrell LA City Councilmember 213-207-3015 

Adam Schiff  House of Representative – Representative 818-450-2900 

Kevin De Leon State Senate – District 24 213-483-9300 
Mike Gatto State Assembly – District 43 818-558-3043 
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STAFF SKILLS ASSESSMENT 
 

 Name:  ____________________________________________________  
 
Class(es)/Grade(s)____________________________________________ 
       
During any disaster situation, it is important to be able to draw from all available resources.  The 
special skills, training, and capabilities of our staff will play a vital role in our ability to cope with 
the effects of any disaster. The purpose of this survey is to pinpoint those staff members with 
special skills that might be needed during a disaster.  Please indicate the areas that apply to 
you and return this survey to your administration. 
 

PLEASE CHECK ANY OF THE FOLLOWING IN WHICH YOU HAVE EXPERTISE & TRAINING. 
CIRCLE YES OR NO WHERE APPLICABLE. 

 

_____  First Aid (current card yes / no) 
 
_____  CPR (current yes / no) 
 
_____  Triage / Advanced First Aid 
 
_____  Crisis Counseling 
 
_____  Fire Fighting / Use of Fire Extinguisher 
 
_____  Search & Rescue 
 
_____  Facilities Management (electrical, plumbing, carpentry, etc.) 
 
_____  Bus / Truck Driver (class 1 or 2 License yes / no) 
 
_____  Survival Training & Techniques 
 
_____  Food Preparation 
 
_____  CB Radio / Ham Radio Operator 
 
Do you keep a personal emergency kit?_____ In your car? _____ In your classroom?_______ 
 
Comments:__________________________________________________________________ 

____________________________________________________________________________

____________________________________________________________________________ 

 
What would make you feel more prepared should a disaster strike while you are at school? 

____________________________________________________________________________

____________________________________________________________________________ 
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INCIDENT COMMAND STUCTURE 
 

 

 
 

 

 
 
 

 
 

Principal – Dr. Alina Dorian 

Incident 

Coordinator 

Terry McCrory 

Operations 
 Mashelle Kirkman 

Planning 
Nancy Zorlu 

Logistics 

Elo Antonyan 

Information / 
Liaison 
Officer 

Talin Apanian & 
Shushan Darzian 

Search & 
Rescue 

 

Souzy Ohanian 

Student Care 

Lilit Nadjarian 

Medical 
 

Zhirayr Avetisyan 

Safety and 

Security 

Carolyn Sermeno 

Documentation 

Patil Der-Hovagimian, 
Mariam Avetisyan, &  
Elo Antonyan 

Situation 
Analysis 

 

Gassia Mehseredjian & 
 Hilda Abdalian 

Supplies 

Tamar Tufenkjian 

Student and 
Staff 

Accounting 
 

Karolin Massihians &  
Carla Kiladjian 

Support Services 
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COMMAND SECTION 
 
 
 
 
 
 

 
 
 
 

 

School Incident 
Coordinator 

Information / Liaison 
Officer 
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INCIDENT COORDINATOR 

JOB ACTION SHEET 

 
RESPONSIBILITIES 
  

 The Incident Coordinator has overall responsibility for the emergency/disaster 
operations at the site and shall remain at the Command Post to observe and 
direct all operations.  

 The IC must ensure the safety of students, staff and others on campus.  
 Remember to lead by example: your behavior sets the tone for staff, 

students, parents and members of the public who respond to your school.  
 Watch for signs of stress in staff.  

 
ACTIVATION STAGE  
 

 Obtain personal safety equipment and supplies from the Logistics Section 
Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  

 Assess type and scope of emergency.  
 Determine threat to human life and structures.  
 Activate the appropriate emergency plan including site lockdown as necessary.  
 Verify that the assembly area is safe.  
 Direct the opening of the Emergency Container and Command Post set up.  
 Develop and communicate an action plan with objectives and a time frame to 

meet those objectives.  
 Activate Sections as needed based on type and scope of emergency. Using the 

"Incident Assignments" form, make and record assignments as staff and 
volunteers become available.  

 Appoint a backup or alternate Incident Coordinator.  
 Determine need for site evacuation and take appropriate action as needed.  
 Interact with and take direction from Public Safety Officers including Police and 

Fire.  
 
OPERATIONAL STAGE 
  

 Mark site map as reports are received, giving a concise picture of status on 
campus.  

 Assess total site situation:  
o View the site map periodically for Search & Rescue progress and damage 

assessment information.  
o Check with Section Chiefs and Team Leaders for periodic updates.  
o Reassign key personnel as needed  
o Provide breaks for all personnel as needed.  

 Report to the Board of Regents on status of students, staff, and campus as 
needed. 



Emergency Preparedness and Response Plan 
Rose and Alex Pilibos Armenian School 

ARS “Mayr” Chapter Mary Postoian Armenian Pre-School 

 34 

 Develop and communicate revised action plans as needed.  
 Begin student release when appropriate.  

 
NOTE: No student should be released until student accounting is complete.  
 

 Authorize release of information as needed.  
 Provide regular situation updates to staff through the Team Leads. 
 Take regular breaks; 5-10 minutes each hour, relocate away from the Command 

Post.  
 Release personnel and volunteers as appropriate upon completion of assigned 

tasks.  
 Monitor local emergency radio station for local news if possible.  
 Remain in charge of the site until redirected, released or end of operations is 

appropriate.  
 
DEMOBILIZATION STAGE 
  

 Authorize deactivation of Sections and Teams when they are no longer required.  
 Deactivate the entire emergency response as deemed necessary. 
 Preserve map as legal document until photographed.  
 Ensure that any open actions will be completed after deactivation. 
 Ensure the return of all equipment and reusable supplies to the Logistics Section, 

Supplies Team.  
 Close out all logs. Ensure that all logs, reports, and other relevant documents are 

completed and provided to the Planning Section, Documentation Team.  
 Announce termination of the emergency and proceed with recovery operations 

as necessary.  
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INFORMATION / LIAISON OFFICER 

JOB ACTION SHEET 
 

 
RESPONSIBILITIES 
 

 Communicate with the Board of Regents.  
 Communicate with and assist outside agencies arriving at the site.  
 Communicate with parents 
 Oversee all liaison activities 

 
ACTIVATION STAGE 
 

 Check in with Incident Coordinator for a situation/safety briefing.  
 Obtain personal safety equipment and supplies from the Logistics Section, 

Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  
 Determine your personal operating location and set up as necessary.  
 Open and maintain a log of all your actions and communications. Maintain all 

required records and documentation to support the history of the emergency.  
 
OPERATIONAL STAGE 
 

 Meet outside agency representatives ensuring that:  
o they have signed in with you (name, agency, position and purpose);  
o they have provided appropriate identification;  

 Assist Incident Coordinator in conducting regular briefings for the Team Leads 
 Keep the Incident Coordinator advised of all unusual requests for information and 

media presence.  
 Coordinate with the Medical Team to acquire suitable transportation for injured 

victims as required or requested.  
 
DEMOBILIZATION STAGE 
 

 At the Incident Coordinator’s direction, deactivate your position. 
 Return equipment and reusable supplies to the Logistics Section Supplies Team  
 Close out all logs. Provide logs and other relevant documents to the Planning 

Sections Documentation Team 
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INCIDENT ASSIGNMENTS 
 

Date: _______________________ 

Time:________________________ 

 

INCIDENT COORDINATOR______________________________________________ 

Back-up _____________________________________________________________ 

 Information Officer_______________________________________________ 

 

OPERATIONS SECTION CHIEF__________________________________________ 

 Search & Rescue Team Leader_____________________________________ 

 Medical Team Leader_____________________________________________ 

Student Care Team Leader_________________________________________ 

Safety and Security Team Leader____________________________________ 

Student and Staff Accounting Team Leader___________________________ 

 

PLANNING SECTION CHIEF______________________________________________ 

 Documentation Team Leader________________________________________ 

 Situation Analysis Team Leader_____________________________________ 

 

LOGISTICS SECTION CHIEF______________________________________________ 

 Supplies Team Leader_____________________________________________ 

 Staffing / Volunteers Team Leader___________________________________ 
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AGENCY SIGN-IN SHEET 
 

Name Badge # Representing 
Agency 

Time- 
in 

Time-
out 

Reason for 
visit 

Signature 
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MEDICAL TRANSPORT LOG 
 

NAME 

TIME 
CALLED 

FOR 
TRANSPORT 

TRANSPORT 
COMPANY 

WHERE 
TRANSPORTED 
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 OPERATIONS SECTION 
 
 
 
 

 
 
 
 

Operations Section Chief 

Search and Rescue 

Student Care 

Medical 

Safety & Security 

Student and Staff 
Accounting 
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OPERATIONS SECTION CHIEF 

JOB ACTION SHEET 
 
RESPONSIBILITIES 
 

 Manage the direct response to the disaster which can include the following: 
o Site facility check / security 
o Search and rescue 
o Medical  
o Student supervision and care 
o Student release 

 Establish the Operation Section’s organization and continuously monitor for 
effectiveness. 

 Ensure that the Planning Section is provided with status reports periodically. 
 Watch for signs of stress in staff. 

 
ACTIVATION STAGE 
 

 Check in with Incident Coordinator for situation/safety briefing.  
 Obtain personal safety equipment and supplies from the Logistics Section 

Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  
 Ensure that the Operations Section is set up properly and that the appropriate 

personnel, equipment, and supplies are in place. 
 Meet with the Planning Section Chief to obtain a preliminary situation briefing. 
 Based on the situation, activate appropriate Teams within Operations. Designate 

Team Leaders as necessary.  
o Search and Rescue 
o Student Care 
o Medical 
o Safety and Security 
o Student and Staff Accounting  

 Identify key issues facing the Section; meet with personnel and determine 
appropriate team objectives. 

 Adopt a proactive attitude. Think ahead and anticipate situations and problems 
before they occur. 

 
OPERATIONAL STAGE  
 

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

 After staff is assigned, brief them on the situation and supervise their activities, 
utilizing the job action sheets. 

 Ensure that the Teams coordinate all resource needs through the Logistics 
Section. If additional supplies or staff is needed for the Section, notify Logistics. 
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 Coordinate Search and Rescue operations. Appoint Team Leader to direct their 
operations. 

 Mobilize Student Care Team, Student and Staff Accounting Team and the Site 
Safety and Security Team as needed. 

 Make sure that staff is following safety procedures, utilizing safety gear and 
documenting their activities. 

 As information is received from the Teams, pass it on to the Planning Section’s 
Situation Analysis Team and/or the Incident Coordinator. 

 Inform the Incident Coordinator of Operations tasks and priorities. 
 Share information with other Sections as appropriate. 

 

DEMOBILIZATION STAGE 
 

 At the Incident Coordinator’s direction, deactivate your position and your Section. 
 Return equipment and reusable supplies to the Logistics Section Supplies Team.  
 Ensure that all logs and documentation are provided to the Planning Sections 

Documentation Team.  
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SEARCH AND RESCUE TEAM LEADER 

JOB ACTION SHEET 

  
RESPONSIBILITIES 
 

 Determine the scope of the Search and Rescue mission.  
 Assist in mobilizing Search and Rescue Teams at the request of the Operations 

Chief.  
 Use the buddy system. Assign two teams each with a minimum of 2 

persons / team. Each S&R team will be composed of two, two-person 
teams. Remember “Two in, Two out”.  

 Ensure that deployed teams are provided with adequate support.  
 Direct the Search and Rescue Team.  
 Provide regular updates to Operations Chief.  
 Watch for signs of stress in staff.  

 
ACTIVATION STAGE  
 

 Check in with Operations Chief for situation/safety briefing.  
 Obtain personal safety equipment and supplies from the Logistics Section 

Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  
 From the Emergency Container obtain: 

o Keys to all rooms on campus   
o Clipboard with Search and Rescue assignment sheet.  

 Designate location for teams to meet for assignments.  
 Send teams to Emergency Container to get outfitted with S&R gear, reminding 

them to check with you before starting search.  
 Visually check clothing of team members. Using your own discretion, if team 

members are not appropriately dressed (long sleeves, flat shoes, etc.) for S&R, 
re-assign to another task.  

 Make S&R team assignments based on available manpower, consisting of: 
o Minimum two persons per team. Each S & R team will consist of four 

persons (two, two-person teams) 
o One experienced person on each team. 

 Review necessary equipment with teams. 
 Once outfitted, assign areas to be searched. Limit search area size. Determine 

size of building area that can be searched effectively in minimum amount of time. 
Do not assign too large a search area to any one team. 

 Attach master key sets to each lanyard and assign radio and master key lanyard 
to each team.  

 Get list of known injured, their position and any damage reports from Operations 
Chief.  

 Advise each team of known injuries or damage in their search area.  
 Record names and assignments before deploying team. 
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 Provide Operations Chief with the names of S&R team members.  
 
 
OPERATIONAL STAGE  
 

 Establish and maintain position log and other appropriate files.  
 Work closely with Operations Chief to determine the scope of S&R required.  
 Use in-person communication as your primary method of information exchange. 

Have teams report their progress regularly. 
 If two-way radios are available and working, verify operations by conducting a 

quick radio check once team is approximately 50 feet away. 
 Dispatch teams to known hazards or situations first, then to search the campus 

using specific routes. Send a specific map assignment with each team. 
 Remain near Operations Chief and be in radio contact with S&R teams. 
 Record all teams’ progress and reports on site map, keeping Operations Chief 

informed of problems.  
o When a room is reported clear, mark a “C” on the map.  
o If injured students are located, consult Operations Chief for response.  
o Record exact location of damage and triage tally (I=Immediate, M=Minor, 

D=Delayed, UF = Unconfirmed Fatality on map) 
 Keep communication constant. Make sure teams report regularly. 
 Keep radio communication brief, simple and clear. Use no coded terms or 

language. Refer to “Use of Two-way Radio System” instructions.   
 Coordinate with Medical Team to provide on-site assistance to extricated victims 

requiring medical treatment.  
 Remember: Once a victim has been extricated safely, they should be taken 

directly to the Medical Treatment Area.  The person in charge of the “triage” 
area must be provided with all pertinent information. The Team must make sure 
that the person is checked-in. They should  not assume that the medical team 
has seen a patient until registration and information exchange has taken place.  

 
DEMOBILIZATION STAGE 
 

 When authorized by the Operations Section Chief, wind down all activities and 
close out all logs.  

 Record the return of each Search and Rescue Team. Direct them to return 
equipment and report for additional assignment to other teams as necessary. 

 Provide maps and logs to the Planning Section Documentation Team.  
 
 

USE OF TWO-WAY RADIO SYSTEM: 

Keep radio communication brief, simple, and clear. Use no coded terms or language.  

If you are not acknowledged, you have not been heard. Repeat your transmission, and be 

aware of other simultaneous transmissions. 

 



Emergency Preparedness and Response Plan 
Rose and Alex Pilibos Armenian School 

ARS “Mayr” Chapter Mary Postoian Armenian Pre-School 

 44 

SEARCH AND RESCUE TEAM ASSIGNMENTS 
 
 
SEARCH AND RESCUE TEAM LEADER____________________________ 
 
 

 Names Received 
Equipment 

Start 
Time 

End 
Time 

Team #1     

     

     

     

     

Team #2     

     

     

     

     

Team #3     

     

     

     

     

Team #4     
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SEARCH AND RESCUE TEAM 

JOB ACTION SHEET 
RESPONSIBILITIES 
 

 Report to assigned Search and Rescue team area for assignments and 
information. 

 Check with Team leader for known injuries, hazards, and specific information 
before leaving search and rescue team location. 

 Use the buddy system. Assign two teams each with a minimum of 2 
persons / team. Each S&R team will be composed of two, two-person 
teams. Remember “Two in, Two out”.  
 

ACTIVATION STAGE 

 

 Obtain all necessary Search and Rescue gear (duffel bag) and safety equipment 

from the Logistics Section Supplies Team. Remember to wear long sleeves and 

appropriate shoes. 

 Obtain personal safety equipment and supplies from the Logistics Section 

Supplies Team (i.e. vest, hardhat, work and latex gloves and whistle with master 

keys on lanyard.  

 Create search plan using maps on clipboards with drawn area to be searched. 
 Use in-person communication as your primary method of information exchange. 

Report progress regularly to Search and Rescue Team Leader. 
 If two-way radios are available and working, verify operations by conducting a 

quick radio check once team is approximately 50 feet away. 
 

OPERATIONAL STAGE 
 

 Size up assigned search area.  

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

damage to Team Leader. Do not enter severely damaged buildings. If you are in 

doubt about your safety, DO NOT ENTER! 

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

damaged buildings.  

 If building is safe to enter, search assigned area (following map).  

o Before entering room, put single slash (\) on door or wall adjacent to 

doorknob side of door.  

o Check ALL rooms.  

o Check under desks and tables.  

o Search Visually and Vocally. LISTEN!!!  

o Follow Rule of Rights (Go Right, Stay Right).  

o When leaving each room, close slash to form an “X” on door.  
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o Report by radio to Team Leader that room has been cleared (e.g. “Room 

1-A is clear”). 

o Follow Search Markings form to appropriately provide information – e.g. 

number trapped, number dead, time entered, time left, etc. 

 
 Keep communication constant. Make sure teams report regularly. 
 Keep radio communication brief, simple and clear. Use no coded terms or 

language. Refer to “Use of Two-way Radio System” instructions.   
 Report gas leaks, fires, or structural damage to Team Leader immediately upon 

discovery. Inform the Safety and Security team of gas leaks or fires. 

 When injured victims are located, transmit location, number and condition of 

injured to Team Leader.  

 Report exact location of damage and triage tally (I=Immediate, M=Minor, 

D=Delayed, UF=Unconfirmed Fatality) to Team Leader. 

 Report findings to Team Leader via radio or runner after searching each room. 

 Report damage and/or request rescue/medical equipment and personnel as 

needed. 

 Remember that if you are not acknowledged – you have not been heard. Repeat 

your transmission and be aware of simultaneous transmissions. 

 Exit room – complete search markings (“X”). Follow Search Markings form to 

appropriately provide information – e.g. number trapped, number dead, time 

entered, time left, etc. 

 Remember: Once a victim has been extricated safely, they should be taken 

directly to the Medical Treatment Area.  Provide the person in charge of the 

“triage” area with all pertinent information. Make sure that the person is checked-

in. Do not assume that the medical team has seen a patient until registration and 

information exchange has taken place.  

DEMOBILIZATION STAGE 
 

 When authorized by the Search and Rescue Team Lead, wind down all activities 
and close out all logs.  

 Ensure the return of all equipment and reusable supplies to the Logistics Section, 
Supplies Team.  

 Ensure that all logs, reports, and other relevant documents are completed and 
provided to the Planning Section Documentation Team.  

 Report for additional assignment to other teams as necessary. 
 

USE OF TWO-WAY RADIO SYSTEM: 

Keep radio communication brief, simple, and clear. Use no coded terms or language.  

If you are not acknowledged, you have not been heard. Repeat your transmission, and be 

aware of other simultaneous transmissions. 
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HOW TO SEARCH 

 

SEARCH MARKINGS 

 

GO RIGHT, 

STAY RIGHT 

When you Enter 
Single Slash on 

Door or Room 

When you Exit 
Second Slash on 

Door or Room 

 

Date & Time Left 

the Room 

2 – Live 
3 – Dead 
 

Team # 

1-23-90 
14:20 

 

Still Inside 
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IN RIGHTHAND CASE  
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Library
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STUDENT CARE TEAM LEADER 

JOB ACTION SHEET 
 
RESPONSIBILITIES 
 

 Ensure the well-being and provide care (including food, potable water, sanitation, 
shelter and psychosocial needs) as required to students.  

 Direct the Student Care Team.  
 Watch for signs of stress in staff. 

 
ACTIVATION STAGE 
 

 Check in with Operations Chief for situation/safety briefing.  
 Obtain personal safety equipment and supplies from the Logistics Section 

Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  
 Verify that the assembly area is safe.  
 Plan set-up with Support Services Team for student care area, including food 

preparation, distribution, water points and latrines.  
 Provide regular updates to Operations Chief.  

 
OPERATIONAL STAGE  
 

 Monitor the safety and well-being of the students and staff in the assembly area. 
 Establish and maintain position log and other necessary files.  
 Coordinate with the Logistics Section Supplies Team and the Support Services 

Team Lead to coordinate all shelter and congregate care activity.  
 Coordinate with team members to arrange activities and keep students 

reassured. 
 Work with team members to assist with children who may be exhibiting fear or 

other stress-related conditions 
 Coordinate with Support Services Team and consult Student Emergency Cards 

and Teacher Emergency Cards regarding health care, medications, and meals 
for students, teachers and staff with known medical conditions (diabetes, asthma, 
etc.) and allergies. 

 Release students to Operations Section Student and Staff Accounting Team as 
appropriate.  

 Update records of the number of students and staff in the assembly area 
frequently and provide information back to the Planning Section Situation 
Analysis Team. 

 Coordinate with Medical Team to provide on-site assistance as needed. 
 If evacuation: 

o Verify that the assembly area and routes to it are safe. 
o Count and observe each classroom as they exit to ensure that everyone 

has evacuated. 
o If off campus, take necessary supplies with you. 
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DEMOBILIZATION STAGE 
 

 Deactivate the Student Care Team when instructed to do so by Operations 
Section Chief.   

 Ensure the return of all equipment and reusable supplies to the Logistics Section, 
Supplies Team.  

 Ensure that all logs, reports, and other relevant documents are completed and 
provided to the Planning Section Documentation Team.  
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STUDENT CARE TEAM   

JOB ACTION SHEET 
 
RESPONSIBILITIES 
 

 Ensure the well-being and provide care (including food, potable water, sanitation, 
shelter and psychosocial needs) as required to students.  

  
ACTIVATION STAGE 
 

 Check in with Student Care Team Leader for situation/safety briefing.  
 Obtain personal safety equipment and supplies from the Logistics Section 

Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  
 Verify that the assembly area is safe.  
 Plan set-up with Support Services Team for student care area, including food 

preparation, distribution, water points and latrines.  
 

OPERATIONAL STAGE  
 

 Monitor the safety and well-being of the students and staff in the assembly area. 
 Establish and maintain position log and other necessary files.  
 Work with the Student Care Team Leader and Logistics Section Support 

Services Team to coordinate all shelter and congregate care activity. Make 
arrangements for portable toilets, hand-washing stations and shelter.  

 Arrange activities and keep students reassured. 
 Work with children who may be exhibiting fear or other stress-related conditions. 
 Coordinate with Support Services Team to provide meals and water to students, 

teachers and staff as needed throughout the emergency. Consult Student 
Emergency Cards and Teacher Emergency Cards regarding meals for 
students with known medical conditions (diabetes, asthma, etc.) and allergies.  

 Release students to Operations Section Student/Staff Accounting Team as 
appropriate.  

 Update records of the number of students and staff in the assembly area 
frequently and provide information back to the Planning Section Situation 
Analysis Team. 

 Coordinate with Medical Team to provide on-site assistance as needed. 
 If evacuation: 

o Verify that the assembly area and routes to it are safe. 
o Count and observe each classroom as they exit to ensure that everyone 

has evacuated. 
o If off campus, take necessary supplies with you. 

 
 
 
 



Emergency Preparedness and Response Plan 
Rose and Alex Pilibos Armenian School 

ARS “Mayr” Chapter Mary Postoian Armenian Pre-School 

 57 

DEMOBILIZATION STAGE 
 

 Deactivate when instructed to do so by Student Care Team Leader.   
 Ensure the return of all equipment and reusable supplies to the Logistics Section, 

Supplies Team.  
 Ensure that all logs, reports, and other relevant documents are completed and 

provided to the Planning Section Documentation Team. 
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MEDICAL TEAM LEAD 

JOB ACTION SHEET 
 
RESPONSIBILITIES   
 

 Ensure and provide emergency medical response and first aid to students, staff 
and volunteers.  

 Ensure that all available disaster medical resources are identified and mobilized 
as required.  

 Coordinate transportation of injured victims to appropriate medical facilities as 
needed.  

 Supervise the Medical Team. 
 Watch for signs of stress in staff. 
 

ACTIVATION STAGE 
 
 Establish scope of disaster with Operations Section Chief and determine 

probability of outside emergency medical support and transport needs. 
 Determine appropriate area for the Medical Treatment Area away from students 

and parents, with access to emergency vehicles.   
  
 Consider:  

 Separation from assembly area and student “request/release” gates; 
 Accessibility for Emergency Response teams, transport or parent pick-up;  
 Safe distance from buildings;  
 Weather – need for shade or other protection;  
 Alternate area should the need to relocate arise.  

 
 Establish point of entry (“triage”) into Medical Treatment Area.  

o This area is used to categorize each patient (“immediate”, “delayed”, “minor”) 
o Once categorized, direct patient to proper treatment area.  
o Triage should take about 30 seconds/patient  
o NO treatment should take place here. 
 

 Establish “immediate,” “delayed,” and “minor” treatment areas.  
o Secondary assessments should take place 
o Appropriate first-aid should be administered  
o Accurate records need to be kept of all care given 
o Continual assessment of patients needs to take place at regular intervals.  

 Set up a separate Psychological First Aid area if staff levels are sufficient.  
 Obtain equipment/supplies from the Logistics Section Supplies Team.  
 Assess available inventory of supplies and equipment.   
 Make personnel assignments to all treatment areas.   

o If possible, assign a minimum of two people to triage, two to immediate, 
two to delayed, and two to psychological. 
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 Review safety procedures and assignments with personnel  
 Monitor activity in treatment areas.  Assist team members as time allows.  
 ALWAYS REMEMBER: Be safe. Wear gloves. Wash / disinfect hands 

frequently 
 Consider future needs for patients: food/fluids, elimination/sanitation, warmth, 

and lighting.  
 Consider future needs for Medical Team:  regular breaks, psychological support. 
 If and when transportation is available and necessary: 

o Conduct a final assessment of the patient and document it.   
o If possible, send the student’s disaster card (providing permission for 

treatment) with the student being transported in order to receive advanced 
medical attention.   

o Note time and details of release.  Keep and file for reference.  
 

OPERATIONAL STAGE 
  

 Oversee care, treatment, and assessment of patients. 
 Remember: Once a victim has been extricated safely, Search and Rescue will 

bring patients directly to the Medical Treatment Area.  Ensure that the person in 
charge of the “triage” area obtains all pertinent information from the S & R Team.  

 Ensure Medical Team safety.  
o Remind them to use Latex gloves for protection from body fluids 
o Remind them to use new gloves for each new patient.  

 Brief newly assigned personnel.  
 Keep Incident Coordinator informed of overall status.  
 Coordinate with Logistic Section Support Services Team and consult with 

Student Emergency Card and Teacher Emergency Card regarding health 
care, medications, and meals for students with known medical conditions 
(diabetes, asthma, etc.) and allergies. 

 Establish and maintain position logs and other necessary files.  
 Coordinate with the Information / Liaison Officer to acquire suitable 

transportation for injured victims as required or requested.  Keep Operations 
Chief up to date with information / requests. 

  
DEMOBILIZATION STAGE 
 

 When authorized by the Operations Section Chief, deactivate the team and close 
out all logs.  

 Return equipment and reusable supplies to Logistics Section supplies Team.  
 Provide logs and other relevant documents to the Planning Section 

Documentation Team 
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MEDICAL TEAM 

JOB ACTION SHEET 
 
RESPONSIBILITIES   
 

 Ensure and provide emergency medical response and first aid to students, staff 
and volunteers.  

 Ensure that all available disaster medical resources are identified and mobilized 
as required.  

 Coordinate transportation of injured victims to appropriate medical facilities as 
needed 

  
ACTIVATION STAGE 
 

  Establish scope of disaster with Medical Team Lead and determine probability of 
outside emergency medical support and transport needs. 

 Assist the Medical Team Lead in determining appropriate area for the Medical 
Treatment Area away from students and parents, with access to emergency 
vehicles.   

  
 Consider:  

 Separation from assembly area and student “request/release” gates; 
 Accessibility for Emergency Response teams, transport or parent pick-up;  
 Safe distance from buildings;  
 Weather – need for shade or other protection;  
 Alternate area should the need to relocate arise.  

 
 Establish point of entry (“triage”) into Medical Treatment Area.  

o This area is used to categorize each patient (“immediate”, “delayed”, “minor”) 
o Once categorized, direct patient to proper treatment area.  
o Triage should take about 30 seconds/patient  
o NO treatment should take place here. 
o Log the patients name and provide a list to the Planning Section 

Situation Analysis. 
 

 Establish “immediate,” “delayed,” and “minor” treatment areas.  
o Secondary assessments should take place 
o Appropriate first-aid should be administered  
o Accurate records need to be kept of all care given 
o Continual assessment of patients needs to take place at regular intervals.  

 Set up a separate Psychological First Aid area if staff levels are sufficient.  
 Obtain equipment/supplies from the Logistics Section Supplies Team.  
 Assess and distribute available supplies and equipment.   
 ALWAYS REMEMBER: Be safe. Wear gloves. Wash / disinfect hands 

frequently 
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 Consider future needs for victims:  food/fluids, elimination/sanitation, warmth, and 
lighting. 

 Consider future needs for your team and yourself:  regular breaks, psychological 
support.  

 If and when transportation is available and necessary: 
o Conduct a final assessment of the patient and document it.   
o If possible, send the student’s disaster card (providing permission for 

treatment) with the student being transported in order to receive advanced 
medical attention.   

o Note time and details of release.  Keep and file for reference. 
 
OPERATIONAL STAGE 
 

 Provide care, treatment, and assessment of patients. 
 Remember: Once a victim has been extricated safely, Search and Rescue will 

bring patients directly to the Medical Treatment Area.  Ensure that the person in 
charge of the “triage” area obtains all pertinent information from the S & R Team. 

 Keep accurate records of care given. 
 Continue to assess patients at regular intervals and document. 
 Ensure safety.  

o Remember to use gloves for protection from body fluids 
o Remember them to use new gloves for each new patient.  
o Remember to wash / disinfect hand often. 

 Keep Medical Team Lead informed of overall status.  
 Coordinate with Logistic Section Support Services Team and consult with 

Student Emergency Card and Teacher Emergency Card regarding health 
care, medications, and meals for students with known medical conditions 
(diabetes, asthma, etc.) and allergies. 

 Establish and maintain position logs and other necessary files.  
 Coordinate with the Information / Liaison Officer to acquire suitable 

transportation for injured victims as required or requested.  Keep Operations 
Chief up to date with information / requests.  

 
DEMOBILIZATION STAGE 
 

 When authorized by the Medical Team Lead, wind down all activities and close 
out all logs.  

 Return equipment and reusable supplies to Logistics Section supplies Team.  
 Dispose of hazardous waste safely. 
 Provide logs and other relevant documents to the Planning Section 

Documentation Team 
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MEDICAL TREATMENT LOG 
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Use this form to notify parents/guardians of their child’s injuries and level of first-
aid care.  The white copy is for our records, the yelloow copy is for the nurse’s 

records, and the pink copy goes to the parents.  IF YOU CAN, PLEASE HAVE THE 
PARENTS SIGN THE FORM BEFORE YOU GIVE THEM THEIR COPY.
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SAFETY AND SECURITY TEAM LEAD 
JOB ACTION SHEET 

 
RESPONSIBILITIES 
 

 Ensure that all activities are conducted in as safe a manner as possible under 
the existing conditions.  

 Assess area for personal safety before proceeding.  
 Ensure that deployed teams are provided with adequate support.  Use buddy 

system – each team should consist of two persons. 
 Direct and supervise the Safety and Security Team  
 Provide regular updates to Operations Chief.  
 Watch for signs of stress in staff. 
 Maintain detailed records on damaged areas and structures. 

  
ACTIVATION STAGE  
 

 Check in with Operations Section Chief for situation/safety briefing.  
 Obtain personal safety equipment and supplies from the Logistics Section 

Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  
 Collect initial damage/safety assessment information from other sections. 
 Ensure that inspection teams have been dispatched to assess the condition of 

the site.  
 Provide detailed damage/safety assessment information to the Planning Section 

Situation Analysis Team.  
 
OPERATIONAL STAGE 
 

 Establish and maintain a position log and other necessary files.  
 Identify and mitigate safety hazards and situations.  

o Lock gates and major external doors (secure campus as necessary) 
keeping in mind that public safety officers/emergency services may need 
to enter area. 

o Locate/control/extinguish small fires 
o Check gas meter and, if gas leaking, shut down the gas supply and 

report to Operations Section Chief. 
o If building has clear structural damage, advise Operations Section Chief 

and shut off electricity. 
o Post yellow caution tape around damaged or hazardous areas. 

 Dispatch teams to known hazards or situations first, then to search the campus. 
 Organize inspection teams - Use the buddy system. Assign a minimum of 2 

persons to each team. 
 Use in-person communication as your primary method of information exchange. 

Have teams report their progress regularly. 
 If two-way radios are available and working, verify operations by conducting a 

quick radio check once team is approximately 50 feet away. 
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 Keep radio communication brief, simple and clear. Use no coded terms or 
language. Refer to “Use of Radio System” instructions.   

 Document all situations encountered and actions taken. 
 Prepare detailed damage/safety assessment information and provide to the 

Planning/Intelligence Section.  
 Keep Operations Section Chief advised on Team status and activities and/or any 

problem areas that now need or will require solutions. 
 Clearly label each structure and/or facility inspected  
 Maintain a list of structures and facilities requiring additional inspection or 

engineering assessment.  
 Ensure that all staff use appropriate safety equipment. 

  
DEMOBILIZATION STAGE 
 

 When authorized by the Operations Section Chief, deactivate and record the 
return of each Safety and Security Team.  

 Direct Teams to return equipment to Logistics Section Supplies Team. 
 Provide maps and logs to the Planning Section Documentation Team.  

 
 

USE OF TWO-WAY RADIO SYSTEM: 

Keep radio communication brief, simple, and clear. Use no coded terms or language.  

If you are not acknowledged, you have not been heard. Repeat your transmission, and be 

aware of other simultaneous transmissions. 
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SAFETY AND SECURITY TEAM 

JOB ACTION SHEET 
 

RESPONSIBILITIES  
 

 Provide for safety of staff and students  
 Assess area for personal safety before proceeding.  
 Take no action that will endanger you.  
 Provide 24-hour security for the site.  
 Control personnel access to the site in accordance with policies established 

by the Incident Commander. 
 Assess the status of utilities; provide Utility Status Reports as required.  
 Coordinate restoration of damaged utilities as needed 
 Watch for signs of stress in staff. 

 
ACTIVATION STAGE 
 

 Check in with Safety and Security Team Lead for situation/safety briefing.  
 Obtain personal safety equipment and supplies from the Logistics Section 

Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  
 Collect initial damage/safety assessment information from Safety and 

Security Team Lead.  
 Use in-person communication as your primary method of information 

exchange. Report progress regularly to Team Leader. 
 If two-way radios are available and working, verify operations by conducting a 

quick radio check once team is approximately 50 feet away. 
 Provide detailed damage/safety assessment information to the Safety and 

Security Team Lead. 
 
OPERATIONAL STAGE  
 

 Check in with the Operations Chief for situation/safety briefing.  
 Determine the current site security requirements and arrange for staffing as 

needed.  
 Determine needs for special access to site facilities.  
 Restrict Gate access from both sides (Hayvenhurst and Parthenia). 
 Verify that campus is “locked down” and report same to Command Post.  
 Be sure that the entire campus has been checked for safety hazards and 

damage.  
 Report any damage by radio to Safety and Security Team Lead. 
 Keep radio communication brief, simple and clear. Use no coded terms or 

language. Refer to “Use of Two-Way Radio System” instructions.  
 Determine the extent of damage to utility systems at the site. REVIEW 

ATTACHED UTILITIES ASSESSMENT AND INFORMATION SHEET 
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 Locate/control/extinguish small fires if possible, report findings to Safety 
and Security Team Lead. 

 No damage should be repaired prior to full documentation, such as 
photographs and video evidence, unless the repairs are essential to 
immediate life-safety. 

 Check gas meter and, if gas is leaking, report to Operations Chief.  
 If building has clear structural damage, advise Operations Chief to shut down 

electricity.  
 Ensure that support to maintenance and operations personnel is available as 

necessary to facilitate restoration of damaged systems.  
 Provide access to all First-responders (fire, rescue, police, etc.) as 

appropriate. Make sure they are signed in with the Information/Liaison Officer 
 Direct all requests for information to the Information/Liaison Officer.  
 Keep the Operations Chief informed of any damage to sewer and sanitation 

systems, as well as possible water contamination problems.  
 Post yellow caution tape around damaged or hazardous areas.  
 Write and keep a utilities status report.  
 Establish and maintain a position log and other necessary files 
 Prepare and present security briefings for the Incident Commander and 

general staff at appropriate meetings.  
 Advise Command Post of all actions taken for information and proper logging.  

 
DEMOBILIZATION STAGE  

 
 When authorized by the Safety and Security Team Lead wind down all 

activities and close out all logs.  
 Direct Teams to return equipment to Logistics Section Supplies Team. 
 Provide maps and logs to the Planning Section Documentation Team.  

 
 

USE OF TWO-WAY RADIO SYSTEM: 

Keep radio communication brief, simple, and clear. Use no coded terms or language.  

If you are not acknowledged, you have not been heard. Repeat your transmission, and be 

aware of other simultaneous transmissions. 
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UTILITIES ASSESSMENT AND INFORMATION 
 
 
WARNINGS:  

 If you smell gas, DON’T turn any switches on or off.  

 DON’T use any open flame to check for leaks.  

 Do not use matches or lighters. 

 Chemical light sticks are a safe source of light in the event of gas leak.  

 It is very dangerous and therefore not recommended that you go searching for 
gas leaks inside any damaged building.  

 DON’T turn the gas valve back on after a disaster unless a qualified person has 
checked extensively for gas leaks. A qualified person (plumber, contractor, etc.) 
or gas company employee will have to relight ALL the pilot lights.  

 
 

ELECTRICITY  
 
There are three “Main” electrical panels in our school.   

 Pilibos Building, the large metal box is located in the electrical room near the 
faculty room on the south side of the building adjacent to the water fountains. 

 Apcarian Building, the large metal box is located in the supply closet near the 
girl’s bathroom on the first floor.    

 Gym/Library, the large metal box is located in the metal storage closet below the 
back stairs leading to the library. 

 
There should be a knife switch-handle or pullout fuse marked “Main.” If there are circuit 
breakers, you may need to open the metal door of the breaker box to reveal the circuit 
breakers (never remove the metal cover).  
 
The main circuit breaker should be clearly marked showing on and off positions. 
Remove all the small fuses or turn off all the small breakers first, then shut off the 
“Main.”  
 

GAS  
 

There are three “Main” gas meters.  The gas shut-off is located on the gas meter. 

 For the Pilibos Building, the meter is located on the south side of the building 
adjacent to the stairs.  It is in the gated area behind the tree.   

 For the Apcarian Building, the meter is located on the south side of the building 
below the boys’ bathroom window. 

 For the Gym/Library, the meter is located on the east side of the building 
(adjacent to Alexandria Ave.)   

 
The valve is on the pipe going into the gas meter and is painted “red”. Using a wrench, 
turn the valve counterclockwise to the pipe. All the pilot lights in and around the building 
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(gas heaters, water heater, etc.) will go out when the valve is turned off. The gas 
company or other qualified individual (plumber, contractor, etc.) will need to relight every 
pilot when turning the gas back on.  
 
Forgetting to relight all the pilot lights could result in a dangerous gas buildup!  
Remember, if you don’t smell gas or have severe damage to the facility, you 
should not have to shut the gas off. It’s YOUR decision.  
 
 

 
WATER  

 
There are three main water service pipes.  

 For the Pilibos Building, the meter is located on the north side of the building 
near the Principal’s office.     

 For the Apcarian Building, the meter is located on the south side of the building 
below the boys’ bathroom window (near the gas meter). 

 For the Gym/Library, the meter is located on the east side of the building 
(adjacent to Alexandria Ave.)  (near the gas meter). 

 
Only shut off the water if you know that there are leaks. 

 
ALL UTILTIES ARE MARKED ON THE SITE MAPS LOCTED IN THE PLAN AND IN 

THE EMERGENCY CONTAINER. 
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STUDENT AND STAFF ACCOUNTING TEAM LEAD 

JOB ACTION SHEET 
 
RESPONSIBILITIES 
 

 Establish and maintain two separate locations:  
o Student Release Sign-in Area 
o Student Pick up Area.  

 Exercise overall responsibility for the coordination and procedural release of 
students.  

 Ensure that all student request/release forms are properly completed.  
 Monitor operational procedures and activities at the student request and release 

gates.  
 Watch for signs of stress in staff.  

 
ACTIVATION STAGE 
  

 Check in with Operations Chief for situation / safety briefing 
 Obtain personal safety equipment and supplies from the Logistics Section, 

Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  
 Receive all necessary forms from the Logistics Section Supplies Team.  
 

OPERATIONAL STAGE  
 
Process for Releasing Students 
 

 Set up two areas apart from each other (with their own entryway), if possible. 
o Student Release Sign-in Area 
o Student Pick-up Area 
 

 At the Student Release Sign-in Area, provide the parent with the Student 
Request/Release Form.  

 The parent needs to complete the “Request” portion of the form.  
 Upon completion of the form, the parent returns form to request gate personnel. 
 Instruct the parent to proceed to the Student Pick-up Area.  
 Ensure that personnel at the gate record student name on the Student Release 

Log. 
 Personnel must then complete the “Student Release Section A” of the Student 

Request/Release Form, match information to the Student’s Emergency Card, 
and give the form to a Runner. 

 Runner takes the form to the Teacher at the appropriate location.  

 
If student is with the class:  
 

 Runner shows Student Request/Release Form to the Teacher.  
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 Teacher marks “Teacher Release” Section, indicating student status.  
 Teacher locates student for Runner.  
 Runner walks student to the Student Pick-up Area with the completed Student 

Request/Release Form and hands paperwork to personnel.  
 Personnel matches student to requestor, verifies proof of identification, 

completes “Student Release Section B”, ask requestor to sign the lower portion 
of the Student Request/Release Form, and releases student.  

 Parents are given the Notice of First Aid Care given, if applicable 
 Request/Release form is deposited in the marked file box. 
 
 NOTE: If parent demands child, breaking release procedure, make appropriate 

notations describing incident on emergency card or notepad and store in 
classroom emergency kit for future reference. Avoid confrontations. 

 
If student is NOT with the class: 

 
 Teacher makes the appropriate notation on the “Teacher Release” Section of the 

Student Request/Release Form  
o “Absent” if student was never in school/class that day.  
o “First Aid” if student is in Medical Treatment Area.  
o “Missing” if student was in school/class but now cannot be located.  
o “Transported to medical facility” if student taken to the hospital. 

 Runner takes Student Request/Release Form to Command Post.  
 Command Post verifies student location if known and directs runner accordingly.  
 If runner is retrieving multiple students and one or more are missing, walk 

available students to Student Pick-up Area before returning “Missing” forms to 
Command Post for verification.  

 Parent should be notified of missing student status and updated as information 
becomes available.  

 If student is in First aid, parent should be escorted to Medical Treatment Area.  
 If student was marked absent, parent will be notified by staff member. 

 
Important: A permanent log may be typed or rewritten at a later time for clarity and 
better understanding. Keep all original notes and records – they are legal documents. 
 
DEMOBILIZATION STAGE 
 

 At the Operation Section Chief’s direction, deactivate your position. 
 Return equipment and reusable supplies to the Logistics Section Supplies Team.  
 Close out all logs. Provide logs and other relevant documents to the Planning 

Sections Documentation Team. 
 

USE OF TWO-WAY RADIO SYSTEM: Keep radio communication brief, simple, and clear. Use 

no coded terms or language. If you are not acknowledged, you have not been heard. Repeat 

your transmission, and be aware of other simultaneous transmissions. 
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STUDENT AND STAFF ACCOUNTING TEAM 

JOB ACTION SHEET 
 
RESPONSIBILITIES 
 

 Establish and maintain two separate locations:   
o Student Release Sign-in Area 
o Student Pick up Area.  

 Ensure that all student request/release forms are properly completed.  
 
ACTIVATION STAGE  
 

 Check in with Student and Staff Accounting Team Lead for situation / safety 
briefing. 

 Obtain personal safety equipment and supplies from the Logistics Section, 
Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  

 
OPERATIONAL STAGE  
 
Process for Releasing Students 
 

 Set up two areas apart from each other (with their own entryway), if possible. 
o Student Release Sign-in Area 
o Student Pick-up Area 
 

 At the Student Release Sign-in Area, provide the parent with the Student 
Request/Release Form.  

 The parent needs to complete the “Request” portion of the form.  
 Upon completion of the form, the parent returns form to request gate personnel. 
 Instruct the parent to proceed to the Student Pick-up Area.  
 Ensure that personnel at the gate record student name on the Student Release 

Log. 
 Personnel must then complete the “Student Release Section A” of the Student 

Request/Release Form, match information to the Student’s Emergency Card, 
and give the form to a Runner. 

 Runner takes the form to the Teacher at the appropriate location.  

 
If student is with the class:  
 

 Runner shows Student Request/Release Form to the Teacher.  
 Teacher marks “Teacher Release” Section, indicating student status.  
 Teacher locates student for Runner.  
 Runner walks student to the Student Pick-up Area with the completed Student 

Request/Release Form and hands paperwork to personnel.  
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 Personnel matches student to requestor, verifies proof of identification, 
completes “Student Release Section B”, ask requestor to sign the lower portion 
of the Student Request/Release Form, and releases student.  

 Parents are given the Notice of First Aid Care Given, if applicable 
 Request/Release form is deposited in the marked file box. 
 
 NOTE: If parent demands child, breaking release procedure, make appropriate 

notations describing incident on emergency card or notepad and store in 
classroom emergency kit for future reference. Avoid confrontations. 

 
If student is NOT with the class: 

 
 Teacher makes the appropriate notation on the “Teacher Release” Section of the 

Student Request/Release Form  
o “Absent” if student was never in school/class that day.  
o “First Aid” if student is in Medical Treatment Area.  
o “Missing” if student was in school/class but now cannot be located.  
o “Transported to medical facility” if student taken to the hospital. 

 Runner takes Student Request/Release Form to Command Post.  
 Command Post verifies student location if known and directs runner accordingly.  
 If runner is retrieving multiple students and one or more are missing, walk 

available students to Student Pick-up Area before returning “Missing” forms to 
Command Post for verification.  

 Parent should be notified of missing student status and updated as information 
becomes available.  

 If student is in First aid, parent should be escorted to Medical Treatment Area.  
 If student was marked absent, parent will be notified by staff member. 

 
Important: A permanent log may be typed or rewritten at a later time for clarity and 
better understanding. Keep all original notes and records – they are legal documents. 
 
DEMOBILIZATION STAGE 
 

 At the Student and Staff Accounting Team Lead’s direction, deactivate your 
position. 

 Return equipment and reusable supplies to the Logistics Section Supplies Team.  
 Close out all logs. Provide logs and other relevant documents to the Planning 

Sections Documentation Team. 
 
 

USE OF TWO-WAY RADIO SYSTEM:  

Keep radio communication brief, simple, and clear. Use no coded terms or language. If you are 

not acknowledged, you have not been heard. Repeat your transmission, and be aware of other 

simultaneous transmissions. 
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STUDENT RELEASE LOG 
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PLANNING SECTION 

 

 

 

 

 

 

 
  

 

Planning Section Chief 

Documentation 
 

Situation Analysis 
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PLANNING SECTION CHIEF 

JOB ACTION SHEET 
 
RESPONSIBILITIES 
 

 Ensure that the following responsibilities of the Planning Section are addressed 
as required:  

o Collect, analyze, and display situation information at the site. 
o Prepare periodic situation reports.  
o Conduct advance planning activities and report.  
o Establish the appropriate level of organization for the Planning Section.  

 Keep the Incident Coordinator informed of significant issues affecting the 
Planning Section and the incident. 

 Ensure that team status reports are completed and utilized as a basis for 
situation analysis.  

 Watch for signs of stress in staff.  
 
ACTIVATION STAGE  
 

 Check in with Incident Coordinator for situation/safety briefing.  
 Obtain personal safety equipment and supplies from the Logistics Section, 

Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  
 Ensure that the Planning Section is set up properly and that appropriate 

personnel, equipment, and supplies are in place, including maps.  
 Based on the situation, activate Teams within the section as needed and 

designate team leads, if necessary, for each Team: 
 Documentation 
 Situation Analysis 

 Meet with Operations Section Chief to obtain and review major incident reports. 
 Keep the Incident Coordinator informed of significant events.  
 Adopt a proactive attitude, thinking ahead and anticipating situations and 

problems before they occur.  
 
OPERATIONAL STAGE 
 

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

 Brief staff on the situation and supervise their activities. 
 Ensure that Planning logs and other necessary files are maintained.  
 Ensure that the major incident reports and status reports are completed by the 

other Section and are accessible to Planning.  
 Ensure that a situation status report is produced and distributed to Incident 

Coordinator as needed.  
 Ensure that all status boards and other displays are kept current and that posted 

information is neat and legible.  
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DEMOBILIZATION STAGE 
 

 At the Incident Coordinator’s direction, deactivate your position and your Section. 
 Return equipment and reusable supplies to the Logistics Section Supplies Team.  
 Close out all logs.  
 Ensure that all logs and documentation are collected form all of the other 

Sections.  
 
Important: A permanent log may be typed or rewritten at a later time for clarity and 
better understanding. Keep all original notes and records – they are legal documents. 
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DOCUMENTATION TEAM 

JOB ACTION SHEET 
 
RESPONSIBILITIES 
 

 Collect, evaluate, document and use information throughout the incident to track 
development and status of response and resources.  

 

ACTIVATION STAGE 
 

 Check in with the Planning Section Chief for situation/safety briefing. 
 Obtain personal safety equipment and supplies from the Logistics Section, 

Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  
 
OPERATIONAL STAGE  
 

 Records:  
o Maintain time log of the incident, noting all actions and reports. 
o Log in all written reports. 
o Keep a log of all telephone calls.  
o File all reports for reference.  

Note: A permanent log may be typed or rewritten at a later time for clarity and better 
understanding. Keep all original notes and records they are legal documents.  
 

 Student and Staff Accounting:  
o Record student accounting forms from Situation Analysis Team  
o Check off staff and student roster.  
o Compute number of students, staff and others on campus and provide to 

the Situation Analysis Team. Update frequently.  
 Record missing students and staff  
 Record site damage.  
 Record persons needing / receiving first-aid from medical treatment 

area. 
 Record students/staff that were transported to medical facilities. 

Record which medical facility each person was transported to. 
 Record all absences. 

o File forms for reference.  
 
DEMOBILIZATION STAGE 
 

 At the Planning Section Chief’s direction, deactivate your position. 
 Return equipment and reusable supplies to the Logistics Section Supplies Team.  
 Close out all logs.  
 Collect and file all paperwork and documentation from all Sections.  
 Securely package and store these documents for future use.  
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INCIDENT REPORT LOG - SAMPLE 
 
 
Important: A permanent log may be typed or rewritten at a later time for clarity and 
better understanding. Keep all original notes and records. They are legal documents!  

 
 

Time Incident Action Taken Outcome/Comments 

11:45 pm Earthquake tremors felt in 
building 

Activated Disaster 
Plan 

 

12:15 pm Classrooms evacuated to 
designated meeting point 

All teachers did 
quick accounting 
of students as 
leaving classroom. 

 

12:20 pm Field supervisor opened 
container 

Student 
Accounting forms 
taken to command 
area 

 

12:20 pm Command post set-up Team Assignment 
passed out 

 

12:30 Full Accounting of 
students and staff 

 2 kids – John Doe and Jane 
Money missing from 
computer lab 
1 teacher – Sara Conners -
missing from Room 2A 

12:40  Search and Rescue 
Team deployed 
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INCIDENT REPORT LOG 
 
DATE: _______________ 

 

Time Incident Action Taken Outcome/Comments 
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 TELEPHONE COMMUNICATIONS LOG 
 
Date:______________ 
 

Time Person 
Calling 

Person / Telephone 
Number Called 

Message / Content /  
Reason for Call 

Initials 
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SITUATION ANALYSIS TEAM 

JOB ACTION SHEET 
  

RESPONSIBILITIES 
 

 Collect, evaluate, document and use information throughout the incident to track 
development and status of response and resources.  

 Maintain accurate site map.  
 Provide ongoing analysis of situation and resource status.  

 
ACTIVATION STAGE 
 

 Check in with Planning Section Chief for situation/safety briefing.  
 Obtain personal safety equipment and supplies from the Logistics Section, 

Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  
 
OPERATIONAL STAGE 
  

 Student and Staff Accounting:  
o Record and analyze student accounting forms. 
o Check off staff and student roster.  
o Compute number of students, staff and others on campus and provide to 

the Documentation Team. Update frequently.  
 Record missing students and staff  
 Record site damage.  
 Record persons needing / receiving first-aid from medical treatment 

area. 
 Record students/staff that were transported to medical facilities. 

Record which medical facility each person was transported to. 
 Record all absences. 

o File forms for reference.  
 

 Situation Status and Map  
o Collect, organize and analyze situation information.  
o Mark site map appropriately as related reports are received. This includes but 

is not limited to search and rescue reports and damage updates, giving a 
concise picture status of campus.  

o Preserve map as legal document until photographed.  
o Use area-wide map to record information on major incidents, road closures, 

utility outages, etc. (This information may be useful to staff for planning routes 
home, etc.). 

 Situation Analysis  
o Provide current situation assessments based on analysis of information.  
o Develop Situation Reports for the Incident Coordinator to support the action 

planning process.  
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o Think ahead and anticipate situations and problems before they occur. 
 
DEMOBILIZATION STAGE 
 

 At the Planning Section Chief’s direction, deactivate your position. 
 Return equipment and reusable supplies to the Logistics Section Supplies Team.  
 Close out all logs. Provide logs and other relevant documents to the Planning 

Sections Documentation Team. 
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STUDENT AND STAFF ACCOUNTING FORM 
 
 

Grade and Section: ___________  Date:__________________ 

Room No:___________________   

Reported by:____________________  Recorded by:___________________ 

Total Enrolled:_______________   Absent / Not in School Now:________ 

Present:____________________   Missing:_______________________ 

 

Name of student, staff, teacher, volunteer that is missing and possible location 

Name       Possible location 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

Student or Staff needing medical attention: 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 
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SITUATION REPORT 
 
Completed By__________________________ 

Date______________      Time_____________  

 
Immediate Assistance Required 
 
Fire ____________ Search and Rescue___________ Medical_____________ 
 
Conditions of Students    Condition of Staff 
 
Number accounted for ___________ Number accounted for ___________ 
 
Number absent _______________  Number absent _________________ 
 
Number missing ________________ Number missing ________________ 
Names     Names 
 
 
 
Conditions of Students 
Number needing / being transported for medical care___________ 
Names    Type of injury   Where taken 
 
 
 
 
Number trapped in building ____________ 
Names      Where_______________________ 
 
 
 
 
Conditions of Staff 
Number needing / being transported for medical care___________ 
Names    Type of injury   Where taken 
 
 
 
 
Number trapped in building ____________ 
Names      Where________________________ 
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Condition of school building and grounds 
e.g. wall cracked, fallen lights, shattered windows, broken water pipes, flooding, etc.  
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Condition of neighborhood 
e.g. fallen power lines, debris-cluttered streets, etc. 
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 
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SITUATION UPDATE REPORT 

 
Completed By__________________ 

Date______________      Time_____________  

Number of children remaining in the school______________________ 

Number of staff remaining to care for children____________________ 

Additional personnel to assist_______________________ 

Assistance required _________________________________ 

 

Number accounted for ___________  
 
Number absent _______________   
 
Number missing ________________  
Names   

 

 

 

Availability of supplies: 

Water____________________ 

Food_____________________ 

Blankets__________________ 

Sanitation_________________ 

 
Number needing / being transported for medical care___________ 
Names    Type of injury   Where taken 
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LOGISTICS SECTION 

 

 

 
 

Logistics Section Chief 

Supplies 

Support Services 
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LOGISTICS SECTION CHIEF 

JOB ACTION SHEET 

 
RESPONSIBILITIES 
 

 Ensure that all Logistics Section functions are carried out. These functions 
include: provide communication services, track resources and supplies, acquire 
equipment, supplies, personnel, arrange for food, lodging, and other support 
services as required.  

 Establish the appropriate level of unit staffing within the Logistics Section, 
continuously monitoring the effectiveness of the Section and modifying as 
required.  

 Coordinate closely with the Operations Section Chief to establish priorities for 
resource allocation.  

 Keep the Incident Coordinator informed of all significant issues relating to the 
Logistics Section.  

 Watch for signs of stress in staff.  
 
ACTIVATION STAGE  
 

 Check in with Incident Commander for situation/safety briefing.  
 Open the Emergency Container.  
 Obtain personal safety equipment and supplies from the Logistics Section, 

Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  
 Begin distribution of supplies and equipment as needed.  
 Ensure that the Command Post and other facilities are set up as needed. 
 Based on the situation, activate teams/units within the Section as needed and 

designate Team Leads, if needed, for each Team. 
o Supplies 
o Staffing/Volunteers 
o Support Services 

 Ensure the Logistics Section is set up properly and that appropriate personnel, 
equipment, and supplies are in place.  

 Meet with the Incident Coordinator and Section Chiefs to identify immediate 
resource needs.  

 Advise all Team Leads within Logistics to coordinate with appropriate Teams in 
Operations to prioritize and validate resource requests. This should be done prior 
to acting on the request.  

 Deploy personnel as requested by the Incident Commander. 
 Provide periodic status reports to the Incident Coordinator.  
 Adopt a proactive attitude, thinking ahead and anticipating situations and 

problems before they occur.  
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OPERATIONAL STAGE  
 

 Assume the duties of all Logistics positions until staff is available and assigned. 
 Brief staff on the situation and supervise their activities, utilizing the position 

checklists.  
 Coordinate supplies, equipment, and personnel needs with the Incident 

Coordinator’s goals and objectives.  
 Maintain security of Emergency Container, supplies and equipment.  
 Ensure that position logs and other necessary files are maintained.  
 Ensure that all requests for facilities and facility support are addressed.  
 Ensure that all site resources are tracked and accounted for.  
 Provide Section staff with information updates as required.  
 Deploy personnel as requested by other Section Chiefs.  

 
DEMOBILIZATION STAGE 
 

 At the Incident Commander’s direction, deactivate the team and close out all 
logs.  

 Make sure that all staff and volunteers have signed out. 
 Collect unused supplies and equipment from all Sections. 
 Secure all equipment and supplies.  
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SUPPLIES TEAM 

JOB ACTION SHEET 

 
RESPONSIBILITIES 
 

 Responsible for obtaining and distributing all supplies in support of the incident.  
 
ACTIVATION STAGE  
 

 Check in with Logistics Section Chief for a situation/safety briefing.  
 Obtain personal safety equipment and supplies from the Logistics Section, 

Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).   
 
OPERATIONAL STAGE  
 

 Open the Emergency Container.  
 Distribute supplies and equipment as needed.  
 Ensure that the Command Post and other facilities are set up as needed 
 Coordinate with appropriate Teams in Operations to prioritize and validate 

resource requests. This should be done prior to acting on the request. Assist 
Teams in locating appropriate supplies and equipment. 

 Maintain security of Emergency Container, supplies and equipment.  
 Review the areas that need to be set up and distribute supplies to each of those 

areas. These include Command Post, Search and Rescue, Student Care, 
Restrooms, Food preparation, etc.  

 Estimate the number of persons needing food, care, medical assistance and 
determine the length of time shelter will be needed. Continuously inventory 
supplies on hand.  

 Deploy personnel as requested by Logistics Section Chiefs.  
 Sign in volunteers, making sure that volunteers are given an I.D. badge and are 

put on the site volunteer list. Make sure all volunteers sign-out.  
 Keep personnel time-keeping records. 

 
DEMOBILIZATION STAGE 
 

 At the Logistics Section Chief’s direction, deactivate your position. 
 Collect unused supplies and equipment from all Sections. 
 Secure all equipment and supplies.  
 Close out all logs. Provide logs and other relevant documents to the Planning 

Sections Documentation Team. 
 Make sure that all staff and volunteers have signed out. 
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 STAFF ASSIGNMENTS 

 

STAFF NAME 
TELEPHONE 

# POSITION TIME TIME VOLUNTEER 

      IN OUT BADGE # 
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VOLUNTEER ASSIGNMENTS 

 

VOLUNTEER NAME 
TELEPHONE 

# POSITION TIME TIME VOLUNTEER 

      IN OUT BADGE # 
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 SUPPORT SERVICES TEAM LEAD 

JOB ACTION SHEET 
 
RESPONSIBILITIES 
 

 Ensure and provide food, potable water, sanitation, shelter and other basic needs 
as required to students and staff.  

 Direct the Support Services Team: Set-up and Maintenance Group and Nutrition 
 Watch for signs of stress in staff. 

 
ACTIVATION STAGE 
 

 Check in with Logistics Chief for situation/safety briefing.  
 Obtain personal safety equipment and supplies from the Logistics Section 

Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  
 Verify that the assembly area is safe.  
 Plan set-up for student care area, including food preparation, distribution, water 

points and latrines.  
 Provide regular updates to Logistics Chief.  

 
OPERATIONAL STAGE  
 

 Monitor the safety and well-being of the students and staff in the assembly area. 
 Establish and maintain position log and other necessary files.  
 Coordinate with the Logistics Section Supplies Team and Operations Section 

Student Care Team Lead to organize all shelter and congregate needs. Make 
arrangements for portable toilets, hand-washing stations and shelter. 

 Coordinate all food and nutrition activities. Consult Student Emergency Cards 
and Teacher Emergency Cards regarding health care, medications, and meals 
for students, teachers and staff with known medical conditions (diabetes, asthma, 
etc.) and allergies. 

 Update Logistics Chief and Supply Team lead on needs and availability of 
supplies.   

 
DEMOBILIZATION STAGE 
 

 Deactivate the Support Services Team when instructed to do so by Logistics 
Section Chief.   

 Ensure the return of all equipment and reusable supplies to the Logistics Section, 
Supplies Team.  

 Ensure that all logs, reports, and other relevant documents are completed and 
provided to the Planning Section Documentation Team.  
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SUPPORT SERVICES TEAM  

JOB ACTION SHEET 
 
RESPONSIBILITIES 
 

 Ensure and provide food, potable water, sanitation, shelter and other basic needs 
as required to students and staff.  

 
ACTIVATION STAGE 
 

 Check in with Support Services Team Lead for situation/safety briefing.  
 Obtain personal safety equipment and supplies from the Logistics Section 

Supplies Team: i.e., hardhat, vest, clipboard (with job description sheet).  
 Verify that the assembly area is safe.  
 Plan set-up for student care area, including food preparation, distribution, water 

points and latrines.  
 Provide regular updates to Logistics Chief.  

 
OPERATIONAL STAGE  
 

 Monitor the safety and well-being of the students and staff in the assembly area. 
 Establish and maintain position log and other necessary files.  
 Coordinate with the Operations Section Student Care Team Lead to organize all 

shelter and congregate needs. Make arrangements for portable toilets, hand-
washing stations and shelter. Continue to provide maintenance of all facilities 
throughout the disaster. 

 Provide meals and water to students, teachers and staff as needed throughout 
the emergency. Consult Student Emergency Cards and Teacher Emergency 
Cards regarding health care, medications, and meals for students, teachers and 
staff with known medical conditions (diabetes, asthma, etc.) and allergies. 

 Update Supply Team lead on needs and availability of supplies.   
 
DEMOBILIZATION STAGE 
 

 Deactivate when instructed to do so by Support Services Team Leader.   
 Ensure the return of all equipment and reusable supplies to the Logistics Section, 

Supplies Team.  
 Ensure that all logs, reports, and other relevant documents are completed and 

provided to the Planning Section Documentation Team. 
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 USE OF TWO-WAY RADIO SYSTEM 

 
 

Radios that need to communicate with each other must be set to the same channel, 
Frequency #2 (it is the large middle knob in the center next to the antenna. 

 Turn on the knob on the top right hand side of device.  This also adjusts volume. 

 To talk, press and hold large button on the left hand side. 

 Let go of button to hear a response. 

 

 


