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[bookmark: _Toc429042656]Planning Team Members
Questions to consider:
Review the Community Collaboration guidance document for a more detailed breakdown of recommended planning partners. 
· Who on your own staff (teachers or admin) could provide valuable input for the EOP?
· Who, at the district level, should be included in coordinating your EOP planning process?
· Who are your emergency response partners?
· What community groups could you call on for planning input or aid during an emergency?

	Name
	Title
	Organization
	Role
	Contact Info
	Stakeholder Group

	
	
	
	
	
	District Staff

	
	
	
	
	
	District Staff

	
	
	
	
	
	School Staff

	
	
	
	
	
	School Staff

	
	
	
	
	
	School Staff

	
	
	
	
	
	Emergency Response

	
	
	
	
	
	Emergency Response

	
	
	
	
	
	Emergency Response

	
	
	
	
	
	Community Org

	
	
	
	
	
	Community Org

	
	
	
	
	
	Community Org

	
	
	
	
	
	

	
	
	
	
	
	





[bookmark: _Toc429042657]Threats and Hazards
Review the Assessments and Their Utility for Schools guidance document for additional information on the necessary assessments for developing, implementing and maintaining an EOP. Use this table to identify and rate the threats and hazards that exist within the region. Prioritize planning for the high-risk threats and hazards. 
	All Possible Threats and Hazards
	Probability
4. Highly likely
3. Likely
2. Possible
1. Unlikely
	Magnitude
4. Catastrophic
3. Critical
2. Limited
1. Negligible
	Warning
4. Minimal
3. 6-12 hrs.
2. 12-24 hrs.
1. 24+ hrs.
	Risk Priority
3.High
2.Medium
1.Low
	Address in the School EOP?
(Check/Uncheck)

	Wildfire
	Likely
	Catastrophic
	Minimal
	High
	☒
	Earthquake
	Possible
	Critical
	Minimal
	Medium
	☒
	
	
	
	
	
	☐
	
	
	
	
	
	☐
	
	
	
	
	
	☐
	
	
	
	
	
	☐
	
	
	
	
	
	☐
	
	
	
	
	
	☐
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[bookmark: _Toc429042662]Access and Functional Needs Planning 
In order to meet the needs of the whole school community, emergency plans must include specific considerations for people with Access and Functional Needs (AFN). AFN considerations include people who experience barriers to mobility, information, resources and services due to specific personal needs. They may require additional support before, during, and after an emergency. Review the Access and Functional Needs guidance document for additional information on this topic. Implement the use of Personal Emergency Accommodation Plans (PEAPs) for students and staff with access and functional needs. 
[bookmark: _Toc429042663]Organization and Assignment of Responsibilities
Roles and Responsibilities
The following are the minimal roles and responsibilities that should be identified and trained before they are  needed. Expand this list as needed and include necessary actions for each role. 
A note on scale of incident: The impact or scale of an incident will dictate the level of coordination and authority needed. A minor disruption at a single school in a multi-school district may not require much attention from district office staff other than routine reporting. However, if an incident becomes more serious or impacts multiple schools, the overall command of response—and the immediate communication on it—could require district-level authority. Even in a major incident that affects only one school, the district may need to establish incident command to coordinate communication and other district-level capabilities to both assist the school in distress and to communicate instructions to other schools and the school community. 
When assigning roles for these responsibilities, ensure that both a primary and an alternate are identified. Preferably a third person should  also be familiar with each role identified in your plan. 
District-level roles and responsibilities:
· Incident Command: Superintendent or designee.
· Responsible for the overall coordination of the district’s response to the incident. 
· Establish or assume command of existing command post or emergency operations center.
· Before: ensure responding agencies know where the primary and alternate district command post is located. 
· During: coordinate district-level capabilities to support school-level incident.
· After: approve public communication on the incident. 
· Communication: Communications Manager or designee.
· Responsible for public communication on the status of the incident. 
· Responsible for coordinating communications with partner agencies during an incident. 
· Maintain awareness of the incident and draft public communication on status of incident.
· Before: draft message templates.
· During: prepare messages on the incident; receive approval of IC prior to dissemination. When other agencies are involved in the response, coordination is required. 
· After: prepare message explaining the incident; receive approval of IC prior to dissemination.
· Transportation: Transportation Manager or designee.
· Responsible for providing district transportation assets where needed. 
· Reunification: Safety/Security Manager or designee.
· Responsible for securing the reunification site and conducting reunification. 
Review the Incident Command System for Schools guidance document for additional information on implementing ICS fundamentals into school emergency planning.
	ICS Role
	Who? (Job title and Name)
	Backup?

	Incident Commander
	
	

	Communication Manager
	
	

	Transportation Manager
	
	

	Reunification Manager
	
	

	Additional role
	
	


School-level roles and responsibilities: 
· Incident Command: Principal or designee.
· Responsible for the overall command and coordination of the response. 
· Establish or assume command of existing command post.
· Before: ensure responding agencies know where the primary and alternate command post will be located. 
· During: coordinate the school-wide response to the incident.
· After: ensure accountability and report to district. 
· Communication: Principal, front office or designee.
· Responsible for communication on the status of the incident with parents and families. 
· Responsible for coordinating communication with the district communications lead. 
· Accountability: Front office manager or designee.
· Responsible for maintaining accountability of students, staff and other visitors in the school. 
	ICS Role
	Who? (Job title and Name)
	Backup?

	Incident Commander
	
	

	Communication Manager
	
	

	Accountability Manager
	
	

	Additional role
	
	



[bookmark: _Toc429042666]Training and Exercises
What routine training or exercises will the school conduct that support this plan? For Oregon, this piece should include references to ORS 336.071 which mandates specific drills and exercises that are required of schools, both monthly and annually. Review the Functional Annexes and Emergency Drills guidance document for additional information on emergency drills. Reference the one-page Annual Drill Recommendations sheet for a simple reference to establish a training guide for the school year.
1. Schedule drills in alignment with state requirements (e.g., fire drills monthly, earthquake and safety threat drills twice a year, etc.).
2. Rotate drill types to ensure comprehensive preparedness. Drills should not always happen at the same time – emergencies don’t happen at opportune moments!
3. Document all drills for accountability and improvement.


Training and Drill Calendar
	[bookmark: _Hlk190418396]Drill Type
	Month
	Notes (Dates and Times of Drills)

	HOLD, LOCKDOWN, & FIRE*
	September
	

	EARTHQUAKE & FIRE
	October
	

	SECURE & FIRE
	November
	

	FIRE
	December
	

	HOLD, SECURE, & FIRE
	January
	

	LOCKDOWN & FIRE
	February
	

	FIRE
	March
	

	HOLD & FIRE
	April
	

	EARTHQUAKE & FIRE
	May
	

	FIRE
	June
	

	LOCKDOWN & FIRE
	July
	

	SECURE & FIRE
	August
	


*September or beginning of year, conduct familiarization training on all drill types. Evacuation should be conducted within the first 10 days of school.


After Action Reviews (AAR)
AARs should be conducted after every drill. The purpose of an AAR is to identify best practices so that they can either be sustained in future responses, or so that they can be implemented to improve future responses. AARs should be collaborative, bottom-up discussions that help identify those key improvement areas. AARs, when properly implemented and the lessons applied, will move a school and district from passing knowledge of emergency procedures to a safety-minded culture with proven practices. Consider the following questions during the AAR:
	What happened? (Drill / Incident)
	

	What was supposed to happen?
	

	What did happen?
	

	Why?
	

	What practices should be sustained?
	

	What practices should be improved?
	

	Who is responsible for implementing the improvements and when?
	



Key staff involved in the drill should participate in the AAR. Start the conversation by asking the questions of the lowest level and work your way up. The senior leader should take responsibility for inspecting and implementing improvements. At minimum, improvements should be implemented before the next scheduled drill. It is particularly advisable to check how well drills went in accordance with existing PEAPs.


Functional Annexes and Incident-Specific Annexes: The Actionable Response Plans
The below pages include a filled-in example and several fillable sheets for each response plan or annex. Focus on the necessary actions for each step and ensure that school- and building-specific instructions are included for each. Review the Incident-Specific Plans guidance document for additional information on the most common threats/hazards in Oregon and resources for developing and implementing those plans.
[bookmark: _Toc429042670]Functional Annexes
[bookmark: _Toc429042671]Evacuation (Example)
	BEFORE
	

	Goal:
	Ensure school is prepared to conduct a safe and complete evacuation.

	Objective(s):
	1. Train students and staff on the Evacuate protocol.
2. Coordinate school procedures with local emergency responders. 
3. Drill students and staff on the Evacuate protocol.
4. Conduct routine assessments of procedures to improve the plan. 

	Courses of Action:
	Detail specific actions for each of the objectives above. For example:
1. Principal: Conduct Inservice training for staff on the SRP (set date).
a. Principal: Approve initial in-classroom instruction on the protocols (set deadline).
b. Dean of students: Update and post evacuation maps with primary and alternate evacuation routes, and primary and alternate assembly areas in all classrooms and shared spaces. Ensure they are referenced in training (set annual inspection date).
c. Teachers: Apply SRP training and instruct students on the Evacuate Protocol within the first two weeks of school. 
2. SRO: Share evacuation plan with local emergency responders (annually).
a. SRO: Request approval of initial plan or changes to the plan (as needed).
b. SRO: Request emergency responder presence for at least one Evacuate drill during the year.
3. Principal: Conduct Evacuate drills monthly (refer to training and drill schedule).
a. Principal: Schedule and conduct the drills on different times and days.
b. Principal: Conduct an AAR following each Evacuation drill so that each successive one is better than the last. 

	DURING
	

	Goal:
	Complete a safe evacuation of the facility.

	Objective(s):
	1. Initiate and complete a school-wide response.
2. Contact 911 and emergency responders for assistance.
3. Maintain accountability throughout and confirm accountability at the assembly point(s).
4. Contact the district safety office or leadership of the emergency.

	Courses of Action:
	1. Upon notification of an emergency requiring evacuation, front office staff will initiate the alarm from the alarm panel. 
2. Front office staff will call 911 and notify first responders of the emergency. 
3. Teachers: assemble and evacuate with class along the primary or alternate evacuation route from the classroom or other occupied space. 
a. Teachers: take class roster to assembly area. Prepare to provide accountability to the Principal’s designee at the assembly area. Await further instructions. 

	AFTER
	

	Goal:
	Return to normal operations and improve future response capabilities.

	Objective(s):
	1. Reunite students and families.
2. Assess damage to facilities.
3. Assess response to incident and implement improvement plan.

	Courses of Action:
	1. Conduct on-site or transportation to off-site reunification.
a. Assess situation and decide on safest course of action with the lowest impact to students, staff, families and district resources. 
b. Follow district reunification plan for reunification. 
2. When and if permitted by fire department, assess damage to facility to determine safe occupancy. 
3. Conduct an AAR on the evacuation response. 
a. Follow AAR template in this guide or District’s standard AAR format. 
b. Implement changes to procedure before needed. 



Evacuation 
	BEFORE
	

	Goal:
	Broad, general statement that describes a desired outcome: What is the desired outcome?

	Objective(s):
	Specific, measurable actions that are necessary to achieve the goal: What activities should be accomplished to reach the desired outcome?

	Courses of Action:
	Detail specific actions for each of the objectives above. Identify responsible parties. 

	DURING
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	

	AFTER
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	


[bookmark: _Toc429042672]
Lockdown 
	BEFORE
	

	Goal:
	Broad, general statement that describes a desired outcome: What is the desired outcome?

	Objective(s):
	Specific, measurable actions that are necessary to achieve the goal: What activities should be accomplished to reach the desired outcome?

	Courses of Action:
	Detail specific actions for each of the objectives above. Identify responsible parties. 

	DURING
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	

	AFTER
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	




[bookmark: _Toc429042673]Shelter
	BEFORE
	

	Goal:
	Broad, general statement that describes a desired outcome: What is the desired outcome?

	Objective(s):
	Specific, measurable actions that are necessary to achieve the goal: What activities should be accomplished to reach the desired outcome?

	Courses of Action:
	Detail specific actions for each of the objectives above. Identify responsible parties. 

	DURING
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	

	AFTER
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	




[bookmark: _Toc429042674]Secure 
	BEFORE
	

	Goal:
	Broad, general statement that describes a desired outcome: What is the desired outcome?

	Objective(s):
	Specific, measurable actions that are necessary to achieve the goal: What activities should be accomplished to reach the desired outcome?

	Courses of Action:
	Detail specific actions for each of the objectives above. Identify responsible parties. 

	DURING
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	

	AFTER
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	




[bookmark: _Toc429042675]Hold
	BEFORE
	

	Goal:
	Broad, general statement that describes a desired outcome: What is the desired outcome?

	Objective(s):
	Specific, measurable actions that are necessary to achieve the goal: What activities should be accomplished to reach the desired outcome?

	Courses of Action:
	Detail specific actions for each of the objectives above. Identify responsible parties. 

	DURING
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	

	AFTER
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	




Communication
	BEFORE
	

	Goal:
	Broad, general statement that describes a desired outcome: What is the desired outcome?

	Objective(s):
	Specific, measurable actions that are necessary to achieve the goal: What activities should be accomplished to reach the desired outcome?

	Courses of Action:
	Detail specific actions for each of the objectives above. Identify responsible parties. 

	DURING
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	

	AFTER
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	




Reunification
	BEFORE
	

	Goal:
	Broad, general statement that describes a desired outcome: What is the desired outcome?

	Objective(s):
	Specific, measurable actions that are necessary to achieve the goal: What activities should be accomplished to reach the desired outcome?

	Courses of Action:
	Detail specific actions for each of the objectives above. Identify responsible parties. 

	DURING
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	

	AFTER
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	




Earthquake
	BEFORE
	

	Goal:
	Broad, general statement that describes a desired outcome: What is the desired outcome?

	Objective(s):
	Specific, measurable actions that are necessary to achieve the goal: What activities should be accomplished to reach the desired outcome?

	Courses of Action:
	Detail specific actions for each of the objectives above. Identify responsible parties. 

	DURING
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	

	AFTER
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	




Wildfire
	BEFORE
	

	Goal:
	Broad, general statement that describes a desired outcome: What is the desired outcome?

	Objective(s):
	Specific, measurable actions that are necessary to achieve the goal: What activities should be accomplished to reach the desired outcome?

	Courses of Action:
	Detail specific actions for each of the objectives above. Identify responsible parties. 

	DURING
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	

	AFTER
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	




[bookmark: _Toc429042681][Insert Name of Additional Functions]
	BEFORE
	

	Goal:
	Broad, general statement that describes a desired outcome: What is the desired outcome?

	Objective(s):
	Specific, measurable actions that are necessary to achieve the goal: What activities should be accomplished to reach the desired outcome?

	Courses of Action:
	Detail specific actions for each of the objectives above. Identify responsible parties. 

	DURING
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	

	AFTER
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	




[bookmark: _Toc429042682]Incident-Specific Annexes 
[bookmark: _Toc429042683][Insert Name of Threat/Hazard 1]
	BEFORE
	

	Goal:
	Broad, general statement that describes a desired outcome: What is the desired outcome?

	Objective(s):
	Specific, measurable actions that are necessary to achieve the goal: What activities should be accomplished to reach the desired outcome?

	Courses of Action:
	Detail specific actions for each of the objectives above. Identify responsible parties. 

	DURING
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	

	AFTER
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	


[bookmark: _Toc429042684]
[Insert Name of Threat/Hazard 2]
	BEFORE
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	

	DURING
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
	

	AFTER
	

	Goal:
	

	Objective(s):
	

	Courses of Action:
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