
ANNEX 2 (Revised March 2009)
DISTRICT INCIDENT COMMAND SYSTEM (I.C.S.)


SCHOOL BOARD PRIORITY 5.0 SUMMARY

1. The District will provide a safe, caring, and orderly environment for all students, teachers, staff, and visitors.

2. The District I.C.S. is aligned to provide a District-level management/leadership structure and command authority with respect to the appropriate organizational responsibilities and response during a District emergency/crisis.



GENERAL RESPONSIBILITIES

1. The District’s I.C.S. is modeled in accordance with the format described in the National Incident Management System’s (NIMS) Incident Command System (ICS) structure.  Our Incident Management Team is comprised of 18 senior District administrators and specialists (6 primary General Staff functional positions and 6 alternate position members; and 3 Command Staff support positions with 3 alternate position members).  

2. I.C.S. is an organizational structure and operational management tool that is used when responding to any major emergency or crisis event.  To ensure continuity and organizational efficiency with other potential responding emergency personnel, appropriate I.C.S. titles will be used when referring to individual members of the team, when activated. Thus, regardless of the members’ normal day-to-day “titles” (i.e., Deputy Superintendent for Human Resources or Instruction, Chief of Staff, Assistant Superintendent for Administration, etc.), the individuals will be referred to by the appropriate I.C.S. titles as described in this Annex.

3. This plan identifies the overall Incident Commander (Superintendent), as well as other Incident Management Team members who collectively gather information and subsequently develop and implement strategies to mitigate or resolve the crisis.

4. Duties and responsibilities for each member of the Incident Management Team (I.M.T.) are outlined in this plan.

5. When warranted, the Superintendent, Deputy Superintendent for Human Resources, or Chief of Staff will direct the implementation of the I.M.T.

6. When activated, all selected I.M.T. members will report to the District’s Emergency Control Center (primary ROSSAC location – the Superintendent’s Conference Room; alternate location – the Assistant Superintendent of Administration’s Conference Room; Primary outside ROSSAC location –Instructional Services Center, 2920 N. 40th St., Tampa, Fl 33605; alternate outside ROSSAC location – to be determined by circumstances and/or incident location).

1.

The District’s Incident Management Team (I.M.T.) is comprised of the Incident Commander and five major General Staff functions and three Command Staff functions described below. 

A.
Incident Commander – Superintendent

(1)
Responsible for the activation of the District I.M.T.

(2)
Responsible for all incident activities, including the development of strategies and tactics and the ordering and release of resources

(3)
Responsible for and has overall authority for conducting incident operations and management for the District

(4) Directs and oversees the General Staff and Command Staff positions

NOTE:
Alternate: Deputy Superintendent for Human Resources- In the Superintendent’s absence, the Deputy Superintendent for Human Resources will assume the role of Incident Commander. If the Superintendent is present, the Deputy Superintendent will assume the day-to-day duties of the Superintendent.

B.
Operations Chief - Assistant Superintendent for Administration

(1)
Responsible for all tactical incident operations and direction

(2)
Notifies all selected members addressed herein as to the location and time to report to the District’s Emergency Operations Center (primary location-the Superintendents conference room; alternate location-the Assistant Superintendent for Administration’s Conference room; secondary alternate-other specified location)

(3)

Answers to the Incident Commander

(4)

Support staff for the Operations Chief are:

a. Area Directors - Provide guidance, assistance, and support to school staff

b. Director of Student Services and Federal Programs

NOTE:
Alternate - Assistant Superintendent, Student Services and Federal Programs
C.
Planning Chief – Deputy Superintendent


(1)
Responsible for the creation of Incident Action Plans for the District

(2)
Responsible for the collection, evaluation, and dissemination of operational information related to the incident, including providing a “recorder”(person responsible for documenting and maintaining a complete written chronological log of the crisis event and District response)

(3)
Responsible for the status of assigned resources (both personnel and material), as well as contingency support at intervals of 12, 24, 36, and 72 hours out from the crisis event

(4)

Answers to the Incident Commander

(5)    Support staff for the Planning Chief are:

a. Government Relations Officer

b. General Manager of Employee Relations - assists with employee assignments and relations for the District and provides coordination of legal issues via the School Board Attorney

NOTE: Alternate – Assistant Superintendent for Curriculum and Instruction
D.
Logistics Chief - Chief Facilities Officer
(1)
Responsible for deployment of equipment, facilities, and other materials to effectively mitigate, respond to, and recover from the incident

(2)

Responsible for essential support personnel related to item 1

(3)
Answers to the Incident Commander

(4)
Support staff for the Logistics Chief are:



a.
General Manager of Transportation - coordinates all transportation needs from the District 

b.
General Manager of School Food Service - coordinates all school food service and related issues for the District


c.
General Manager of Maintenance Operations - coordinates all heavy equipment, special equipment needs, and maintenance functions for the District

NOTE: Alternate - Chief Information and Technology Officer (Second Alternate- General Manager of Maintenance)

E.
Finance Chief - Chief Business Officer
(1)
Responsible for tracking all expenditures and monetary obligations resulting from the incident, management of the incident, and recovery, as related to the District

(2)
Responsible for developing financial strategies and recommendations to meet the needs of the crisis as related to the District


(3)
Answers to the Incident Commander


(4)
Support staff for the Finance Chief are:

a. Director of Budget and Cash Management

b. Director of Purchasing

NOTE:
Alternate - Chief Auditing Officer
F.
INTELLIGENCE OFFICER - Chief of Security
(1)
Responsible for managing internal information, intelligence, and operational security requirements supporting incident management activities. These may include information security and operational security activities, as well as the complex task of ensuring sensitive information (e.g., classified information, law enforcement sensitive information, or proprietary information) is handled in a way that not only safeguards the information, but also ensures that it gets to those who need access to perform their missions effectively and safely.

(2)
Anticipates and plans for contingencies involving security and law enforcement support at intervals of 12, 24, 36, and 72 hours out from the crisis event

(3)
Answers to the Incident Commander

NOTE:
Alternate - Assistant Security Manager
NOTE:  If deemed necessary, the Incident Commander may expand the District I.M.T. by activating the following Command Staff positions:

G.
Public Information OfficeR - Public Information Officer
(1)
Responsible for interfacing with the public, the media, and other agency public information officers with incident related information requirements

(2)
Answers to the Incident Commander

NOTE:
Alternate - Supervisor, Public Information Office
H.
Safety Officer - Manager of Safety & Risk Management 

(1)
Responsible for monitoring and assessing safety hazards or unsafe situations

(2)
Responsible for developing measures to ensure District personnel safety as related to the event

(3)
Answers to the Incident Commander

NOTE:
Alternate - Safety Specialist, Area VI
I.
Liaison Officer - Director of Pupil Administrative Services

(1) Responsible for establishing and maintaining open communication, mutual understanding, and cooperation between the District and emergency response agencies at the Hillsborough County Emergency Operations Center

NOTE:  Alternate – General Director of Pupil Placement and Support Programs; First Alternate – Director of Administration`
(2) On-site Liaison Officer - Chief of Security, unless “Intelligence Officer” General Staff position is activated, then this position will be filled by the Assistant Security Manager 

(3) District Command Post Liaison Officer - Assistant Security Manager, Day Shift Patrol Sergeant, or Investigations’ Sergeant

(4) Answers to the Incident Commander

J.
All I.MT. Members will:

(1)
Immediately report to the designated site with District ID badge, writing instrument, and a notepad.

(2)
Clear calendar until further notice.

(3)
Notify work-site of temporary assignment (absence from regular work) until properly released.

(4)
Be observant on the way to the incident and prepare to record observations.

(5).
Identify themselves upon arrival at the site.

(6).
Respond to the designated District Emergency Control Center.

(7).
Receive briefing on the incident.

(8)
Receive assignment.

(9) Obtain necessary equipment (i.e., walkie talkie, phone, information sheets, etc.).

(10) Immediately report any problems to your superior.

(11) Assist in writing a summary report before leaving the District Emergency Control Center.

(12) Check with the command post before leaving the site

(13) Receive instructions for future reporting and/or follow-up meeting of the team (normally, members will report to the school site 30 minutes prior to the beginning of school and remain until 30 minutes after)

(14) Attend the after-action debriefing of the event

2.
LOGISTICS AND ADMINISTRATION:  This section identifies policies and procedures that should be used if additional supplies and/or equipment are needed to support a specific crisis situation.  In addition, this section spells out the: (A) specific site administrator logistic requirements relative to crisis situations and this plan; (B) plan maintenance; (C) legal references for this crisis plan; and (D) guidance resource documents and District mutual aid agreements.

A. Logistics:  

(1)

During emergencies of any kind, local resources will be subject to the discretionary use of the Incident Commander.

(2)
Any district-owned vehicle may be necessary to support a site's crisis management situation -- crisis management situations take precedence over normal usage.

(3)
The General Manager, Nutritional Services, will support the Incident Commander’s decision to use food or beverages in connection with a crisis management situation.

(4)
If additional items are needed (i.e., ladders, vehicles, bolt-cutters, radios, etc.), contact the 24-hour Security Services Department at 623-3996.  The Department will coordinate these requests through the appropriate District agency.

 (5)
The Supervisor, School Health Services, will coordinate any additional medical needs as required.

(6) The General Manager of Transportation may be contacted at 982-5511 to arrange for mass transportation needs.

(7) The Security Services Department maintains school site blue prints with specially identified/highlighted location(s) of HAZMAT storage area(s).

(8) The Security Services Department will, as necessary, coordinate additional support from specialized law enforcement agencies (i.e., K-9, Bomb Disposal, ATF, FBI, etc.).

(9) Requests for a “No fly zone” may be made via the Federal Aviation Administration (FAA) at 813-371-7760.

B. Administration:  It is understood that for this plan to be effective in our ability to enhance the safety and well-being of students, staff, and visitors alike; its contents must be known and understood by those who are responsible for its implementation. 



(1)
In the event of a criminal crisis event, ensure personnel are reminded (when applicable) not to move, clean, remove, or tamper with anything -- to leave the scene in place.



(2) In accordance with District policy, the Superintendent, Superintendent’s staff, all area directors, the Manager for Safety, Manager for Security, General Director for Pupil Assignments and Support Programs, General Manager for Maintenance, Director of Pupil Administration, and all District Security Officers will complete, no later than August 1, 2006, the Federal Emergency Management Institute’s IS–700 National Incident Management System (NIMS) 3-hour, on-line training course (http://emilms.fema.gov/IS700a/index.htm) and ICS-100 Introduction to Incident Command System I-100, 3-hour, on-line training course (IS-100 Introduction to Incident Command System, I-100).  Personnel appointed after August 1, 2006, will be required to enroll and complete this course within 6 months of assignment. Also, as mandated by the County’s Emergency Operations Center, the Director for Pupil Assignments, General Director for Pupil Assignments and Support Programs, the Director of Administration, and all Security Officers (Security Officer I through Director) will complete, no later than August 2006, the Federal Emergency Management Institute’s IS-200, ICS for Single Resources and Initial Actions, 3-hour, on-line training course (IS-200 ICS for Single Resources and Initial Action Incidents ). ).  Personnel appointed after August 1, 2006, will be required to enroll and complete this course within 6 months of assignment. In addition, all site administrators, Manager for Security, Assistant Manager for Security, and Security Service Department Supervisors (Sergeants and above) will complete or be enrolled in the Federal Emergency Management Institute’s IS-362 – Multi-Hazard Emergency Planning for Schools 8-hour, on-line training course (http://training.fema.gov/emiweb/IS/is362.asp) no later than August 1, 2006.  Personnel appointed after August 1, 2006, will be required to enroll in and complete this course within 6 months of assignment. Lastly, the Manager for Security and Director of Pupil Administrative Services will complete the Federal Emergency Management Institute’s IS-235–Emergency Planning training 10-hour, on-line training course (http://training. fema.gov/emiweb/IS/is235.asp) no later than August 1, 2006.  Personnel appointed after August 1, 2006, will be required to enroll and complete this course within 6 months of assignment.  Course completion document is located in the District’s Staff Development office.

(3) Individual District Incident Management Team Members were trained relative to this plan’s contents and their individual responsibilities (i.e., Planning Chief, Finance Chief, etc.; see earlier pages of this Annex for detailed position descriptions) and the training documentation is located in Staff Development.

C.
Plan Maintenance:  The Assistant Superintendent, Administration, will ensure that necessary changes and revisions to this plan are prepared, coordinated, published, distributed, and that staff are subsequently trained.  This plan will undergo at least an annual review and a revision whenever:

(1)
It fails during an emergency.

(2) Exercises, drills, or real-world implementation of this plan reveal deficiencies or “shortfalls” provided via individual after-action debriefs.

(3) Regulatory or “best practices” change

(4) Potential “events” need to be addressed

(5)
Any other circumstances change that affect protocols or conditions

D.
Authority, Guidance Resource Documents, Mutual Aid Agreements

(1) Authority


(a)
Federal


1
No Child Left Behind Act, Title IV Section 4114 (d)(7)(D) requires all local educational agencies receiving Safe and Drug Free School funds to have a "crisis management plan for responding to violent or traumatic incidents on school grounds" - Anticipates the potential for violence in schools. Violence prevention programs must meet specified principles of effectiveness and be grounded in scientifically based research that provides evidence that programs will reduce violence and illegal drug use.



2
 Homeland Security Presidential Directive – February 5, 2003 – The President directed the Secretary of Homeland Security to develop and administer a National Incident Management System (NIMS); providing a consistent nationwide template to enable government, private sector, and non-governmental organizations to work together during domestic incidents. This was accomplished on March 1, 2004.  In order for our District to receive any federal grant funds relative to emergency response, we are federally mandated to be in NIMS compliance.

(b) State

1 F.S. 1006.07(4)(a)(b) – District School Board Duties Relating to Student Discipline and School Safety

2 F.S. 1013.13(1) - Coordination of School Safety Information; Construction Design Documents

(c) Local – Superintendent Directive, July 1, 2004

(2) Guidance Resource Documents

(a)
Letter from the Deputy Secretary a Homeland Security/FBI bulletin on the terrorist attack in Beslan, Russia, 2004

(b)
Practical Information on Crisis Planning: A Guide for Schools and Communities.  The U.S. Department of Education has developed a guide to provide schools and communities with basic guidelines and useful ideas on how to develop emergency response and crisis management plans. Hard copies of the Guide are now available and can be ordered from ED Pubs., May 2003.
(c)
Practical Information on Crisis Planning Brochure.  This companion brochure to the full Crisis Planning Guide provides general information and guidelines on how to be prepared for a crisis. August 2004 

(d)
Bomb Threat Assessment Guide. The Office of Safe and Drug-Free Schools, along with the Bureau of Alcohol, Tobacco, Firearms, and Explosives (ATF), released a new interactive CD-ROM on responding to bomb threats. The CD-ROM, "Bomb Threat Response: An Interactive Planning Tool for Schools," is a tool for schools that includes staff training presentations and implementation resources.  A copy of this guide has been distributed to every school district in the country. The ATF also distributed the CD-ROM to State and local law enforcement and public safety agencies. In addition to the CD-ROM, a new website http://www.threatplan.org/, was established to provide online support to the CD-ROM and additional information. NOTE: The US Department of Education, Drug and Safe Free Schools selected our Security Services Department’s Director, David Friedberg, to serve on the National Committee that developed this resource.
(e)
The Safe School Initiative - A Guide to Managing Threatening Situations and to Creating Safe School Climates and Final Report and Findings of the Safe School Initiative: Implications for the Prevention of School attacks in the United States.  The U.S. Dept. of Education and the U.S. Secret Service collaborated to produce two reports that outline a process for identifying, assessing, and managing students who may pose a threat of targeted violence in schools, as well as ideas for creating safe school climates. School persons, law enforcement, and others intend these guides for use with protective responsibilities in our Nation's schools.

(3)
Mutual Aide Agreements

(a)
Hillsborough County Sheriff Office

(b)
Tampa Police Department

(c)
Temple Terrace Police Department

(d)
University of South Florida Police Department

(e)
Hillsborough County Emergency Operations Center (EOC)
3.
COMMAND AND SIGNAL: The Assistant Superintendent, Administration, will identify the location of the primary District Emergency Control Center, chain of command, and how personnel will communicate.

A.
When activated, all selected I.M.T. members will report to the District’s Emergency Control Center (primary ROSSAC location – the Superintendent’s Conference Room; alternate location – the Assistant Superintendent of Administrations’ Conference Room; Primary outside ROSSAC location – Instructional Services Center, 2920 N. 40th Street, Tampa, 33605; alternate outside ROSSAC location – to be determined by circumstances and / or incident location).

B.
Chain of Command:  The normal chain of command (i.e., Superintendent, Deputy Superintendent, Human Resources, Chief of Staff, Assistant Superintendent for Administration, etc.) applies during many crisis management situations, except when local police/sheriff/fire personnel (or other emergency response authorities) have assumed control due to law enforcement / emergency necessity.

C.
Common Language:  In order to enhance operational effectiveness, all responding agencies will use NIMS common language– see Annex 1 for NIMS Glossary of Terms.

D.
Communications:  

(1)
The site's public address system is normally the primary means of site communication.  The site's portable radio communications, telephone system, fire alarm system, and individuals (runners) designated to carry verbal communication from the administrator to another (i.e., directions, requests, etc.) are considered backup means of communications.

(2)
The Security Services Department is staffed 24 hours a day, 365 days a year, and possesses landline communications and an 800 MHz radio system that is interoperable with the Hillsborough County Sheriff’s Office. This system also has an additional radio “mutual aide” channel -- designated solely to facilitate local, state, and federal emergency response.

(3)
Our District’s Transportation Department has their own radio frequency and a fleet of over 1300 radio-equipped buses, sedans, and trucks (982-5500).

(4)
The Florida Department of Law Enforcement (FDLE / 878-7300) or Sheriff’s Office (HCSO / 247-8000) may be able to assist in providing additional radio communications.

(5)
In the event of a District-wide emergency (i.e., bomb threat, tornado, etc.):

(a) all principals will be notified via three separate means:  (1) a numerical code on their District-issued emergency pager, (2) District-wide First Class email system, and (3) a follow-up phone call from the applicable Area Director’s office. The Assistant Superintendent for Administration will activate these notification systems.

(b) principals/administrators will confirm the successful resolution of their school’s response to an emergency via telephone notification to their Area Director’s office, who will in turn notify Security Services via 623-3996.

(6)
If the County experiences a total utility/communication failure (i.e., electric, landline phones, computer, pager, cellular, and Security Services Department’s radio system), our local Regional National Weather Service Office (NWSO) will allow us to use their National Weather Alert Radio system to disseminate emergency communication to multiple, region, or county-wide District schools / sites.  The Security Services Department will coordinate this request via the County Emergency Operations Center (2711 E. Hanna Ave, 33610, tel. #272-6408) and the Regional NSWO (2525 14th Ave. SE, Ruskin, 33570, tel. #645-2323). NOTE:  All schools should perform a monthly battery status check of their Weather Alert Radio. 

(7)
Principals/administrators will perform a monthly battery verification of their District-issued:


(a)
emergency pager.


(b)
Weather Alert Radio.

1 Enclosure:  County Issued Cellular Phone List

COUNTY ISSUED CELLULAR PHONES

School Board Chair 

Superintendent

Deputy. Superintendent, Human Resources 

Chief of Staff

Assistant Superintendent, Administration.

Chief, Finance Officer

Assistant Superintendent, Curriculum & Instruction

Chief, Facilities Officer

Assistant Superintendent, Student Services & Federal Programs

Area Director 1

Area Director 2

Area Director 3

Area Director, 4

Area Director 5

Area Director 6

Area Director 7

General Manager, Transportation

Transportation (25)



General Director, Maintenance

General Manager, Professional Standards.

Manager, Professional Standards

Professional Standards Investigators (4)

General Manager, Risk, Management

Manager, Security Services 

Security Service Officers (10)

Public Affairs Office (2)

Government Liaison Officer

Director, Technology Services

Construction Inspectors (4)

Manager, Safety 

Safety Inspectors (6)

Traffic Safety Specialist 

Workers Compensation Office

General Director, Pupil Placement & Sup. Prog.

Director, Pupil Administrative Services

Director, Administration

Director, Plan. & Construction
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