

	
	BUSINESS CONTINUITY AND DISASTER PREPAREDNESS PLAN FOR OYA CONTRACTED EDUCATION PROVIDERS 
	
State of Oregon
OREGON YOUTH AUTHORITY



OYA is providing the following template for use by education contractors in developing their disaster preparedness and business continuity plans. Because education services are provided within the setting of OYA facilities, most of the disaster planning and response is carried out by OYA staff. However, school staff, education records, business records, and equipment owned by the school may be at risk in a disaster. Creating a business continuity and disaster plan is important. 

	1. Name of School and Name of  Youth Correctional Facility:

	[bookmark: Text12]     

	2. Address of Facility, including County:

	     

	3. Services Provided by Education Program:

	     

	4. Names, Titles, Phone, Fax and Emergency Contact Numbers of ODE and School and Educational Service District Administrators and Designees:

	     

	Names, Titles, Phone, Fax and Emergency Contact Numbers of ODE and School and Educational Service District Administrators and Designees:

	5. Phone, Fax, and Emergency Contact Numbers for OYA Superintendent and the Facility in which the School is Located:

	     

	
6. SAFETY: The safety of staff and offenders will be maintained as the highest priority in a disaster. 
a. Where are the safety procedures and/or manuals located in the school area? 
     
b. Where are the fire extinguishers located in the school areas? 
     
c. Where are the first aid kits and bloodborne pathogens kits in the school areas? Where is the nearest AED?
      
d. Where are flashlights stored in the school area in case of power outages? 
     


	7. COLLABORATION WITH OYA MANAGEMENT: A priority in any disaster will be communication and collaboration between the Principal and the OYA Superintendent or Camp Director. During any emergency or disaster, school personnel will defer to the authority of OYA administrators and staff. In any emergency, continue to supervise the youth in the immediate area until relieved by OYA staff. Notify OYA administration of any injuries, staff shortages, or other relevant information as they occur or when possible. 

a.	Where is a list of all school staff with emergency contact information kept? (Need a hard copy as well as computer site)
     
b.	If the Principal is not available, who is in charge? If that person is not available, who is in charge?
     

	8. COMMUNICATION: During disasters, telephone (and cell phone) service may be disrupted, including 911 services. If computers are operable, OYA will have disaster information available on their web site. 

a. Where will school staff get information from school administrations? Is it accessible in an emergency, particularly when the computers are not operable?
     
b. What is the communication plan for school administration to make notifications to staff and staff families if needed? 
     


	9. STAFFING: Staff may be unable to come to work during a community-wide disaster. Detail your minimum staffing needs to hold a possibly modified school schedule of classes. 

a. What are the resources for back-up staffing, including administrative staff and teachers? 
     
b. Where is the substitute teacher list kept?
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	10. SHELTER-IN-PLACE: Under certain circumstances it will be best to shelter-in-place. If chemical fumes are released, radioactivity is in the area, there is a volcano ash plume, or external police action, such as a neighborhood lock-down, it may be best or required to stay indoors. It also may be necessary to seal the doors, vents, and windows. OYA will provide plastic tarps and tape to be kept in the school area.  Please list where these supplies are kept in the school.
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	11. EVACUATION: Under certain circumstances it will be best to evacuate the building. If the building is on fire, is flooded, or has become unstable or unsafe, evacuation may be required. Evacuation will be directed by OYA staff. If there is a need to evacuate the school, please note the usual staging area for persons evacuating the school area.
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	12. BUSINESS CONTINUITY: A disaster may disrupt normal business operations. Roads may be debris-filled or blocked by storm damage so that travel is impossible, resulting in a lack of supplies, or there may be disruptions in power. Develop and plan simplified course work that can occupy youth’s time during period of disruption.   

a. Records are vulnerable to damage or loss in a disaster. How will the school preserve or relocate vital records to avoid loss?
     
b. What are your alternative supply sources?
     
c. What is the plan for services to youth during disruption?
     


	13. INJURIES AND DEATHS: In a disaster, members of school staff may be injured or deceased. For OYA staff the protocol is to document those injured, any first aid offered, the extent of their injuries if known, time of 911 call and AED use if applicable, time of arrival of emergency personnel, time of departure of emergency personnel, to which hospital or morgue they were taken, and notifications made to OYAand the families of the injured or deceased.

a.	What is the school administration protocol for addressing injuries and death of school staff?
     

b.	What notifications will school administration make for their staff?
     


	This business continuity and disaster preparedness plan has been approved this date:
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