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Chapter 1: Introduction

EOP ASSIST is a software application designed to help K-12 school administrators and emergency
management personnel create customized school emergency operations plans (EOPs) that address a
variety of threats and hazards. The application was developed by the U.S. Department of Education’s
Office of Safe and Supportive Schools and the Readiness and Emergency Management for Schools
(REMS) Technical Assistance (TA) Center. This user-friendly application is based on the Guide for
Developing High-Quality School Emergency Operations Plans (School Guide) and expanded to align with
The Role of Districts in Developing High-Quality School Emergency Operations Plans (District Guide). The
School Guide, released by the White House in June 2013, is a joint publication of six Federal agencies;
the District Guide, released by the White House in September 2019, is a joint publication of four Federal
agencies. Both are built on years of emergency planning work by the Federal government and on lessons
learned from recent emergency events.

Overview

In keeping with the School Guide and District Guide, EOP ASSIST walks users through the recommended
planning process to help schools develop or revise their school EOPs. This process includes the following
six steps:

Form a Collaborative Planning Team;
Understand the Situation;

Determine Goals and Objectives;

Plan Development (Identify Courses of Action);
Plan Preparation, Review, and Approval; and
Plan Implementation and Maintenance.

ok wnNE

To support the planning process, EOP ASSIST also includes guidance, resources, and tools, such as a
calendar for scheduling regular plan reviews. Once users complete the six-step planning process, they
will have a comprehensive, customized, and easy-to-update school EOP. This EOP will reflect the
recommendations of Federal agencies tasked with addressing issues of emergency preparedness.

Intended Audience

Because operational planning is best performed by a team, EOP ASSIST is designed to facilitate
collaboration among a team of users. Each member of a school’s collaborative planning team can add,
edit, and update any portion of his or her school EOP using the application. Additionally, school district-
level emergency management personnel can contribute to each school EOP and can oversee plan
development for individual schools within their school district. Further, state education agencies (SEAs)
or regional education agencies (REAs) can develop sample school EOPs and review school EOPs directly
through the application, if the feature is enabled.

Federal guidance recommends that a school’s collaborative planning team include representatives from
a wide range of school personnel, its families, and its community. Therefore, EOP ASSIST users may
represent any of the following stakeholder groups: the school district or local education agency (LEA);
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the whole school community; local community partners with a responsibility in school emergency
management; and the state department of education. The team also can include the state education
agency (SEA); state community partners; REA; and/or additional partners with a role in school
emergency management.

How to Use This Manual

This User Manual includes instructions for using EOP ASSIST and information about where to go for
additional help. This manual is organized by chapters, which are summarized below:

e Chapter 1 provides an overview of EOP ASSIST.

e Chapter 2 helps users get started using EOP ASSIST, whether the application is hosted at the
state level, district level, or school level.

e Chapter 3 provides information on account management, including how to log in and log out.

o Chapter 4 reviews the overall layout of the application’s sections and features.

e Chapter 5 contains a description of the application’s features for developing a school EOP.

e Chapter 6 describes the added management capabilities of the application for School
Administrators, District Administrators, State Administrators, and the Super Administrator.

Important Considerations

When reviewing this User Manual, you will notice that EOP ASSIST was intended for K-12 schools and
school districts. With that in mind, the software application was designed to be installed on one of three
hosting levels described below. It is important to be aware of the hosting level of your institution, so
that you may reference the appropriate subsections throughout this document.

e State-/regional-level hosting allows SEAs (or REAs), multiple school districts, their schools, and
independent schools to have access to the application. Typically, an SEA or REA will host the
application at this level so that all schools and school districts within its jurisdiction may log in to
the application to develop and revise their school EOPs, which are stored on the state’s or REA’s
server. Each education agency type has a different role in school emergency management
planning, and, therefore, the personnel of each type have different roles within the application.

o District-level hosting allows one school district and its schools to have access to the application.
Only individuals from the school district office and schools throughout the school district may
log in to the application to develop and revise their school EOPs, which are stored on the school
district’s server. Since school district personnel and school personnel have different roles in
school emergency management planning, they have different roles within the application.

e School-level hosting allows an individual school, public or nonpublic, to host the application on
its own server. Only individuals from that school’s planning team may log in to the application to
develop and revise their school’s EOP, which is stored on the school’s server.

For more information on downloading and installing the application, including its technical
requirements, please refer to the Installation Manual.
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Resources

The REMS TA Center has developed a number of supplemental resources, in addition to this User
Manual, to assist school emergency management practitioners in using EOP ASSIST. These resources
may also be used to promote EOP ASSIST and introduce the application to colleagues.

Video Tutorials
An Overview of the Features and Functions of EOP ASSIST
This video provides an overview of the general layout of the application and shows how to log in, log
out, and change a password. https://www.youtube.com/watch?v=GGAUYcC9Krw

Creating a School EOP With EOP ASSIST: A Focus on the Planning Process
This video provides information on generating a school EOP using the application and reviews the
Planning Process and My EOP sections. https://www.youtube.com/watch?v=0DHH2k47Yj0

Using EOP ASSIST as an Administrator

This video provides information on some of the management features of the application and focuses
on the user roles of School Administrators and District Administrators, and how they can manage
user accounts, school profiles, and school EOPs. https://www.youtube.com/watch?v=- uAYLFQU90

Community of Practice Forum
EOP ASSIST Discussion
This forum allows current and potential users to share feedback, exchange ideas, and pose
questions. https://rems.ed.gov/COP/REMSCOPforum/topics.aspx?ForumID=85

Flyers
EOP ASSIST Product Description
This downloadable and distributable flyer provides an overview of the application and its technical
requirements, and is intended for practitioners who are interested in potentially using EOP ASSIST.
Download this document from https://rems.ed.gov/EOPASSIST.aspx.

Customizable EOP ASSIST Info Sheet for States and Regional Education Agencies to Share With
School Districts and Schools

This downloadable and interactive flyer helps SEAs and REAs that will host the software application
for their schools and school districts distribute and share information on EOP ASSIST and promote its
use. SEAs and REAs may fill in the interactive forms with their agency name and the contact
information for the representative overseeing EOP ASSIST at their agency, and use this tool to help
communicate the basics on how EOP ASSIST works and what schools and school districts need to do
to get started using the application.

https://rems.ed.gov/docs/resources/EOP Assist FactSheetStatesShareWithLEAs.pdf

Webinars
EOP ASSIST 3.0: Next Generation of Updates and Enhancements
This Webinar provides an overview of the updated management features of the most recent version
of the software application available to SEAs, REAs, school districts, and schools. This includes how
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to use the tool to meet state and local requirements.
https://rems.ed.gov/EOPAssist30NextGenUpdatesEnhancements.aspx

EOP ASSIST: Features, Functions, and Recent Enhancements

This Webinar provides an overview of the application’s features and functions and demonstrates
how practitioners may use it to develop school EOPs. This includes information on management
features for states, REAs, school districts, and schools.
https://rems.ed.gov/EOPASSISTFeaturesandRecentEnhancements.aspx

Downloadable Presentations
An Overview of the Features & Functions of EOP ASSIST 2.0 for School & School District Hosts and
Their Stakeholders
This presentation provides an overview of the application and its setup when it is hosted by schools,
school districts, or other local agencies. https://rems.ed.gov/TrainingPackage.aspx

An Overview of the Features & Functions of EOP ASSIST 2.0 for State Agency Hosts and Their
Stakeholders

This presentation provides an overview of the application and its setup when it is hosted by SEAs
and REAs on behalf of multiple schools and school districts.
https://rems.ed.gov/TrainingPackage.aspx

Overview of the EOP ASSIST Software Application
This presentation provides a brief overview of the application when it is hosted by schools or school
districts. https://rems.ed.gov/TrainingPackage.aspx

Technical Assistance

The REMS TA Center is pleased to offer EOP ASSIST to support schools and school districts in creating
high-quality school EOPs. For further assistance using this application, please contact the Help Desk via
email at info@remstacenter.org or by phone, toll-free, at 1-855-781-REMS [7367]. Our hours of
operation are Monday through Friday, 9 a.m. to 5 p.m. Eastern Time.

Let’s start planning!
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Chapter 2: Getting Started

Welcome to EOP ASSIST! At this point, your information technology (IT) personnel have downloaded the
application and installed it on your institution’s server. Your IT personnel (as the Super Administrator)
have also set up your institution’s account and created the appropriate initial user accounts. More
information on the Super Administrator’s initial responsibilities may be found in the Installation Manual.

It is important to know whether your institution is hosting the application at the state, regional,
school district, or school level. Please review the subsection that applies to your institution.

State-/Regional-Level Hosting

This allows SEAs (or REAs), multiple school districts, their schools, and independent schools to have
access to the application. Typically, a SEA or REA will host the application at this level so that all schools
and school districts within its jurisdiction may log in to the application to develop and revise the school
EOPs, which are stored on the state’s or REA’s server. Each education agency type has a different role in
school emergency management planning, and, therefore, the personnel of each type have different
roles within the application. Below is an image of the hierarchy of user roles within EOP ASSIST in
state-/regional-level hosting.

State-Level Hosting

Super Administrator

|
State Administrators
District Administrators J—

School J
Administrators
J

The Super Administrator should have already set up the state account, as outlined in the Installation
Manual, and created at least one State Administrator account that is associated with the SEA or REA.
Once the State Administrator’s login credentials are shared with him or her, the State Administrator is
responsible for creating profiles and user accounts for the next level of users, who will then grant access

School Administrators
(Independent Schoal)

School Users J
(Independent School)

BEREMS
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to subsequent levels. Below is an overview of the initial responsibilities of each user role available in
state-/regional-level hosting.

e Super Administrator
o Sets up the state account
o Creates at least one State Administrator account
e State Administrator
o Creates additional State Administrator accounts
o Creates school district profiles
= Creates at least one District Administrator account per school district profile
o Creates independent school profiles
= (Creates at least one School Administrator account per independent school profile
o Fills out and distributes the Customizable EOP ASSIST Info Sheet for States and Regional
Education Agencies to Share With School Districts and Schools to schools and school districts
to describe EOP ASSIST is and how they can get started using the state or REA’s version of
the tool
e District Administrator
o Creates additional District Administrator accounts
o Creates school profiles
= (Creates at least one School Administrator account per school profile
e School Administrator
o Creates additional School Administrator accounts
o Creates School User accounts
e School User
o No management responsibilities

Please refer to the following subsection that correlates with your user role to learn more about your
responsibilities.

Super Administrator Responsibilities

Typically, the Super Administrator is IT personnel at the SEA or REA that hosts the application, and at
least three individuals at the SEA or REA should have access to the login credentials for this user role.
The Super Administrator serves as the database manager and is responsible for installing EOP ASSIST. He
or she also sets up the state’s account, creates login credentials for at least one State Administrator, and
shares the first State Administrator’s login credential with him or her. From this point on, the Super
Administrator is responsible for managing the back-end database, as needed, and the Website through
which the application is accessed by all users. The Super Administrator has access to all management
features outlined in Chapter 6, and he or she can reset any user’s password, if requested.

For instructions on how to set up the state’s account and create a State Administrator, please refer to
the Installation Manual.
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State Administrator Responsibilities

As a State Administrator, you will need to create additional State Administrator accounts, school district
profiles, at least one District Administrator account per school district profile, independent school
profiles, and at least one School Administrator account per independent school profile. To begin, sign in
to the application using the login credentials provided by the Super Administrator and navigate to the
“Management” section.

MENU Home My Account Calendar Planning Process My EOP Management Log Out

Create State Administrator Accounts

It is important to create accounts for your colleagues with roles in school emergency management
planning at the state level, so the appropriate parties have access to the application to review school
EOPs, collaborate on statewide emergency management planning efforts, and communicate state
requirements. All personnel at the state level have the same permissions and will be assigned the State
Administrator user role. Thus, the additional State Administrators have the capability to help you create
school district profiles, District Administrator accounts for the school district profiles, school profiles for
independent schools, and School Administrator accounts for those school profiles; all of these are
described in subsequent subsections.

Option 1

1. Click the Create New User button.

Create New User J m B Export List of Users

2. Fill out all the required fields (noted with an asterisk) in the form that appears.
e Select State Administrator in the User Role dropdown menu.

3. Make a note of the User ID and Password information so you can send it to the actual user who
will use these login credentials.

4. Click the Save button.

5. The State Administrator name and other personal information will save, you will return to the
User List, and a confirmation message that a new user account was created successfully will
appear.

6. Repeat as necessary, so that all the appropriate state personnel with roles in school emergency
management planning have accounts in the application. The REMS TA Center recommends
having at least three State Administrator accounts for each SEA or REA that hosts EOP ASSIST.

Option 2

1. Click the Import Users button.

Create New User J m B Export List of Users
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2. Click the Download CSV button.

Download CSV

Open the downloaded comma-separated values (CSV) file.

Insert the contact information for users, including their passwords.
Save the CSV file.

Click the Import User Profiles button.

& Import User Profiles

Confirm that the information is correct.

Assign the State Administrator role via the User Role dropdown menu.

Click the Save button.

10. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name.

ounksWw

oo N

Share Login Credentials With the State Administrators

It is important to share the newly created State Administrator login credentials with each person, so he
or she can log in and use the application. These individuals may help you fulfill your remaining
responsibilities, because they have the same permissions as you. The REMS TA Center recommends that
you share all the following information with each State Administrator:

e User ID of the State Administrator account;

e Password of the State Administrator account;

e Reminder that the State Administrator may want to change his or her password;
e User Manual as a reference guide; and

e Video tutorials as resources.

Create School District Profiles

You will need to create a profile for each school district in your state, so they can use the application to
support their school emergency management planning efforts and have access to the appropriate
information. School district profiles allow school district personnel to manage and oversee school
profiles and school EOPs in their school district.

1. Click the School District Management tab.

User Management | School Management | School District Management | State Access | Resource Toolkit

You will be presented with a list of all school district profiles that have already been created (if any) in
the School District List. This list lets you view all the school district profiles that have access to the
application.
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Option 1

1. Click the Create New School District button.

Create New School District R} Import School Districts

2. Fill all the required fields (noted with an asterisk) in the form that appears.
e Type the school district name in the District Name field.
e Type the school district abbreviation in the Screen Name field.

3. Click the Create New School District button.

4. The school district profile information will save, you will return to the School District List, and a
confirmation message that a new school district profile was created successfully will appear.

5. Repeat as necessary, until all school districts in your state or region have profiles in the
application.

Option 2

1. Click the Import School Districts button.

Create New School District §} Import School Districts

2. Click the Download CSV button.

Download CSV

Open the downloaded CSV file.

Insert the names of school districts in the District Name column.
Save the CSV file.

Click the Import District Profiles button.

€ Import District Profiles

oukWw

7. Confirm that the information is correct.

Click the Save button.

9. The school district profile information will save, you will return to the School District List, and a
confirmation message that new school district profiles were imported successfully will appear.

o

Create District Administrator Accounts

Although each school district should have at least three District Administrator accounts, the State
Administrator is responsible for creating only one District Administrator account for each school district.
It is important for you to create accounts for school district personnel so that they can set up accounts
for their schools and school personnel, review and contribute to school EOPs, collaborate on school
district emergency management planning efforts, and communicate school district requirements. All
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personnel at the school district level have the same permissions and will be assigned the District
Administrator user role.

1. Click the User Management tab.

User Management | School Management | School District Management | State Access | Resource Toolkit

Option 1

1. Click the Create New User button.

Create New User §§ m B Export List of Users

2. Fill out all the required fields (noted with an asterisk) in the form that appears.
e Select District Administrator in the User Role dropdown menu.
e Select the corresponding school district name in the School District dropdown menu.

3. Make a note of the User ID and Password information so you can send it to the actual user who
will use these login credentials.

4. Click the Save button.

5. The District Administrator name and other personal information will save, you will return to the
User List, and a confirmation message that a new user account was created successfully will
appear.

6. Repeat as necessary, so all the school district profiles have a District Administrator account
assigned to them in the application. The REMS TA Center recommends having at least three
District Administrator accounts for each school district profile in EOP ASSIST, but State
Administrators are responsible for creating only one user account per school district profile.

Option 2

1. Click the Import Users button.

Create New User §§ m B Export List of Users

2. Click the Download CSV button.

Download CSV

Open the downloaded CSV file.

Insert the contact information for users, including their passwords.
Save the CSV file.

Click the Import User Profiles button.

ouksWw
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© Import User Profiles

7. Confirm that the information is correct.

8. Assign the District Administrator role via the User Role dropdown menu.

9. Affiliate each user with a school district by selecting an existing school district in the School
District dropdown menu.

10. Click the Save button.

11. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name.

Share Login Credentials With the District Administrators

It is important to share the newly created District Administrator account login credentials with each
person, so he or she can log in and use the application. The REMS TA Center recommends that you share
all the following information with each District Administrator:

e User ID of the District Administrator account;

e Password of the District Administrator account;

e Reminder that the District Administrator may want to change his or her password;

e Responsibility of the District Administrator to create at least two additional District
Administrator accounts;

e Responsibility of the District Administrator to create a school profile and a School Administrator
account for each school in their jurisdiction;

e User Manual as a reference guide; and

e Video tutorials as resources.

Create Independent School Profiles

You will need to create a profile for every independent school in your state, so they can use the
application to support their school emergency management planning efforts and have access to the
appropriate information. Independent school profiles are not associated with any school district profiles.

Option 1

1. Click the School Management tab.

User Management | School Management | School District Management | State Access | Resource Toolkit

You will be presented with a list of all school profiles that have already been created (if any) in the
School List. This list lets you view all the school profiles that have access to the application.

2. Click the Create New School button.
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Create New School f§ Import Schools

3. Fill all the required fields (noted with an asterisk) in the form that appears.

e Type the school name in the School Name field.

e Type the school abbreviation in the Screen Name field.

e Select None in the School District dropdown menu.

Click the Create New School button.

The school profile information will save, you will return to the School List, and a confirmation

message that a new school profile was created successfully will appear.

6. Repeat as necessary, so all the independent schools in your state or region have a school profile
in the application.

vk

Option 2

7. Click the Import Schools button.

Create New School §R Import Schools

8. Click the Download CSV button.

Download CSV

9. Open the downloaded CSV file.

10. Insert the names of schools in the School Name column.
11. Save the CSV file.

12. Click the Import School Profiles button.

& Import School Profiles

13. Confirm that the information is correct.

14. Affiliate the schools as independent by selecting None in the School District dropdown menu.

15. Click the Save button.

16. The school profile information will save, you will return to the School List, and a confirmation
message that new school profiles were imported successfully will appear.

Create School Administrator Accounts

Although each school profile should have at least three School Administrator accounts, the State
Administrator is responsible for creating only one School Administrator account for each independent
school profile. It is important for you to create accounts for independent school personnel so that they
can develop and revise their school EOPs and collaborate on school emergency management planning
efforts. There are two user roles at the school level, but you will be responsible only for creating School
Administrator accounts.
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1. Click the User Management tab.

User Management | School Management | School District Management | State Access | Resource Toolkit

Option 1

1. Click the Create New User button.

Create New User J m B Export List of Users

2. Fill out all the required fields (noted with an asterisk) in the form that appears.

e Select School Administrator in the User Role dropdown menu.
e Select None in the School District dropdown menu.
e Select the corresponding school name in the School dropdown menu.

3. Make a note of the User ID and Password information so you can send it to the actual user who
will use these login credentials.

4. Click the Save button.

5. The School Administrator name and other personal information will save, you will return to the
User List, and a confirmation message that a new user account was created successfully will
appear.

6. Repeat as necessary, so all the independent school profiles in your state or region have a School
Administrator account assigned to them in the application. The REMS TA Center recommends
having at least three School Administrator accounts for each school profile, but State
Administrators are responsible for creating only one user account per independent school
profile.

Option 2

1. Click the Import Users button.

Create New User J m B Export List of Users

2. Click the Download CSV button.

Download CSV

Open the downloaded CSV file.

Insert the contact information for users, including their passwords.
Save the CSV file.

Click the Import User Profiles button.

oukWw
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© Import User Profiles

7. Confirm that the information is correct.

8. Assign the School Administrator role via the User Role dropdown menu.

9. Select None in the School District dropdown menu.

10. Affiliate the users with a school by selecting an existing school in the School dropdown menu.

11. Click the Save button.

12. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name.

Share Login Credentials With the School Administrators

It is important to share the newly created School Administrator account login credentials with each
person so that he or she can log in and use the application. The REMS TA Center recommends that you
share all the following information with each School Administrator:

e User ID of the School Administrator account;

e Password of the School Administrator account;

e Reminder that the School Administrator may want to change his or her password;

e Responsibility of the School Administrator to create at least two additional School Administrator
accounts;

e Responsibility of the School Administrator to create a School User account for each member of
the school’s planning team;

e User Manual as a reference guide; and

e Video tutorials as resources.

Add State-Specific Resources to the Resource Toolkit

EOP ASSIST allows institutions to upload resources that are specific to their state, region, or school
district to the Resource Toolkit. State Administrators may add emergency management planning
resources or relevant guidance for all schools in your state or region, and choose the location where
each resource appears. Resources may be uploaded as files or URLs, and can appear on multiple pages
within the application.

1. Click the Resource Toolkit tab.

User Management | School Management | School District Management | state Access |  Resource Toolkit

2. Click the Add Resource button.

Add Resource

3. Fill all the required fields (noted with an asterisk) in the form that appears.
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e Type the name of the resource in the Name field. This is the text that will be displayed in the
Resource Toolkit.

e Type the URL of the resource or click the Choose File button if the resource does not have a
URL.

e Select the appropriate label in the Section dropdown menu. This is the section of the

Resource Toolkit where the resource will appear.

i. Guidance—recommendations and laws from government agencies and other

organizations on school emergency management planning.

ii. Resources—tools, documents, online courses, and training materials that provide
supplemental information on specific topics.

iii. Examples—tangible results and products of emergency management planning work
(e.g., sample goals and objectives, sample courses of action, sample annexes).

For each resource, select the check boxes for the relevant pages in the Planning Process

section. These are the pages where the resources will appear in the Resource Toolkit.

4. Click the Save button.
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Please use the form below to add resources to toolkit.

*Resource Link Choose File | No file chosen
Enter the ful URL path of the resource for exampie: [hitp-//www.domain comviesource pdfl or upload a fil

*Section: |-Select- ¥

rosecs | ST ISV

Applicable:
HOME

Before Using EOP ASSIST How Teams Can Use EOP ASSIST Introduction to the Planning Process
STEP1

Overview of Step 1: Form a Identify a Core Planning Team Form a Common Framework and Define Determine a Regular
Collaborative Planning Team and Assign Roles and Responsibilities Schedule of Meetings
STEP 2

Overview of Step 2: Understand Develop a Comprehensive List of Possible Threats Evaluate Risks and Vulnerabilities of
the Situation and Hazards Using a Variety of Data Sources Threats and Hazards and Then Prioritize
STEP3

Overview of Step 3: Determine Select Threats and Hazards to Address in the School Develop Goals and Objectives for Threats Develop Goals and
Goals and Objectives EOP and Hazards Objectives for Functions
STEP 4

Overview of Step 4: Plan Use Scenario-Based Planning Develop Courses of Action for Threats and Develop Courses of
Development (Identify Courses of Hazards Action for Functions
Action)

STEP &

Overview of Step 5: Plan Prepare the Draft EOP: Threat- and Hazard-Specific Prepare the Draft EOP: Functional Prepare the Draft EOP: Review, Approve
Preparation, Review, and Approval Annexes Annexes Basic Plan and Share the Plan
STEP &

Qverview of Step 6: Plan Train Stakeholders on the Plan Exercise the Plan Review, Revise, and Thank You for
Implementation and Maintenance Maintain the Plan Using EOP ASSIST

o | o |

5. The Resource information will save, you will return to the Resource Toolkit list, and a
confirmation message that a new resource was saved successfully will appear.

Fill out and Distribute Customizable EOP ASSIST Info Sheet

This downloadable and interactive flyer allows SEAs and REAs that are hosting the software application
for their schools and school districts to distribute and share information on EOP ASSIST and promote its
use across the state or region. SEAs and REAs may fill in the interactive forms with their agency name
and the contact information for the representative overseeing EOP ASSIST at their agency, and use this
tool to help communicate the basics on how EOP ASSIST works and what schools and school districts
need to do to get started using the application.
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1. Download a copy of the document at

http://rems.ed.gov/docs/resources/EOP Assist FactSheetStatesShareWithLEAs.pdf
2. Fill'in the interactive forms with your state’s or REA’s customized information.
3. Distribute to the schools and school districts within your state or region.

District Administrator Responsibilities

As a District Administrator, you will need to create additional District Administrator accounts, school
profiles, and at least one School Administrator account per school profile. To begin, sign in to the
application using the login credentials provided by the State Administrator and navigate to the
Management section.

School: Bl v Home My Account Calendar Planning Process My EOP Management Log Out

Create District Administrator Accounts

It is important for you to create accounts for your colleagues with roles in school emergency
management planning at the school district level, so that the appropriate parties have access to the
application to contribute to and review school EOPs, collaborate on school districtwide emergency
management planning efforts, and communicate school district requirements. All personnel at the
school district level have the same permissions and will be assigned the District Administrator user role.
So, the additional District Administrators will have the capability to help you create school profiles and
School Administrator accounts for each of the school profiles, which are described in the subsequent
subsections.

Option 1

1. Click the Create New User button.

Create New User J m B Export List of Users

2. Fill out all the required fields (noted with an asterisk) in the form that appears.
e Select District Administrator in the User Role dropdown menu.

3. Make a note of the User ID and Password information so that you can send it to the actual user
who will use these login credentials.

4. Click the Save button.

5. The District Administrator name and other personal information will save, you will return to the
User List, and a confirmation message that a new user account was created successfully will
appear.

6. Repeat as necessary, so all the appropriate school district personnel with roles in school
emergency management planning have accounts in the application. The REMS TA Center
recommends having at least three District Administrator accounts for each school district profile
in EOP ASSIST.
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Option 2

1. Click the Import Users button.

Create New User §§ m B Export List of Users

2. Click the Download CSV button.

Download CSV

3. Open the downloaded CSV file.

4. Insert the contact information for users, including their passwords.
5. Savethe CSV file.

6. Click the Import User Profiles button.

€ Import User Profiles

7. Confirm that the information is correct.

8. Assign the District Administrator role via the User Role dropdown menu.

9. Click the Save button.

10. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name.

Share Login Credentials With the District Administrators

It is important to share the newly created District Administrator account login credentials with each
person, so that he or she can log in and use the application. He or she may also help you fulfill your
remaining responsibilities, because he or she has the same permissions as you. The REMS TA Center
recommends that you share all the following information with each District Administrator:

e User ID of the District Administrator account;

Password of the District Administrator account;

Reminder that the District Administrator may want to change his or her password;
e User Manual as a reference guide; and

e Video tutorials as resources.

Create School Profiles

You will need to create a profile for each school in your school district so they can use the application to
support their school emergency management planning efforts and have access to the appropriate
information. School profiles allow school personnel to manage and oversee their school EOP.

Option 1

1. Click the School Management tab.
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User Management | School Management | School District Management | state Access |  Resource Toolkit

You will be presented with a list of all school profiles from your school district that have already been
created (if any) in the School List. This list lets you view all the school profiles in your school district that
have access to the application.

2. Click the Create New School button.

Create New School Import Schools

3. Fill all the required fields (noted with an asterisk) in the form that appears.
e Type the school’s name in the School Name field.
e Type the school’s abbreviation in the Screen Name field.

4. Click the Create New School button.

5. The school profile information will save, you will return to the School List, and a confirmation
message that a new school profile was created successfully will appear.

6. Repeat as necessary, so all the schools in your school district have profiles in the application.

Option 2

7. Click the Import Schools button.

Create New School §R Import Schools

8. Click the Download CSV button.

Download CSV

9. Open the downloaded CSV file.

10. Insert the names of schools in the School Name column.
11. Save the CSV file.

12. Click the Import School Profiles button.

© Import School Profiles

13. Confirm that the information is correct.

14. Click the Save button.

15. The school profile information will save, you will return to the School List, and a confirmation
message that new school profiles were imported successfully will appear.
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Create School Administrator Accounts

Although each school profile should have at least three School Administrator accounts, the District
Administrator is responsible for creating only one School Administrator account for each school profile.
It is important for you to create user accounts for school personnel so that they can develop and revise
their school EOPs and collaborate on school emergency management planning efforts. There are two
user roles at the school level, but you will be responsible for creating only School Administrator
accounts.

1. Click the User Management tab.
User Management | School Management | School District Management | sState Access | Resource Toolkit

Option 1

1. Click the Create New User button.

Create New User J m B Export List of Users

2. Fill out all the required fields (noted with an asterisk) in the form that appears.

e Select School Administrator in the User Role dropdown menu.
e Select the corresponding school name in the School dropdown menu.

3. Make a note of the User ID and Password information so that you can send it to the actual user
who will use these login credentials.

4. Click the Save button.

5. The School Administrator name and other personal information will save, you will return to the
User List, and a confirmation message that a new user account was created successfully will
appear.

6. Repeat as necessary, so all the school profiles in your school district have a School Administrator
account assigned to them in the application. The REMS TA Center recommends having at least
three School Administrator accounts for each school profile in EOP ASSIST, but District
Administrators are responsible for creating only one user account per school profile.

Option 2

1. Click the Import Users button.

Create New User J m B Export List of Users

2. Click the Download CSV button.

Download CSV
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Open the downloaded CSV file.

Insert the contact information for users, including their passwords.
Save the CSV file.

Click the Import User Profiles button.

o kW

& Import User Profiles

7. Confirm that the information is correct.

8. Assign the School Administrator role to the users via the User Role dropdown menu.

9. Affiliate the users with a school by selecting an existing school in the School dropdown menu.

10. Click the Save button.

11. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name.

Share Login Credentials With the School Administrators

It is important to share the newly created School Administrator account login credentials with each
person, so that he or she can log in and use the application. The REMS TA Center recommends that you
share all the following information with each School Administrator:

e User ID of the School Administrator account;

e Password of the School Administrator account;

e Reminder that the School Administrator may want to change his or her password;

e Responsibility of the School Administrator to create at least two additional School Administrator
accounts;

e Responsibility of the School Administrator to create a School User account for each member of
the school’s planning team;

e User Manual as a reference guide; and

e Video tutorials as resources.

School Administrator Responsibilities

As a School Administrator, you will need to create additional School Administrator accounts and School
User accounts. To begin, sign in to the application using the login credentials provided by the State
Administrator and navigate to the Management section.

MENU Home My Account Calendar Planning Process My EOP Management Log Out

Create School Administrator Accounts

It is important for you to create accounts for your colleagues with leadership roles in school emergency
management planning, so the appropriate parties have access to the application to contribute to and
review school EOPs and collaborate on school emergency management planning efforts. All School
Administrators have the same permissions and, therefore, have the ability to help you create additional
School Administrator and School User accounts, which are described in the subsequent subsections.
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Option 1

1. Click the Create New User button.

Create New User §§ m B Export List of Users

2. Fill out all the required fields (noted with an asterisk) in the form that appears.
e Select School Administrator in the User Role dropdown menu.

3. Make a note of the User ID and Password information so you can send it to the actual user who
will use these login credentials.

4. Click the Save button.

5. The School Administrator name and other personal information will save, you will return to the
User List, and a confirmation message that a new user account was created successfully will
appear.

6. Repeat as necessary, so all the appropriate personnel with leadership roles in school emergency
management planning have accounts in the application. The REMS TA Center recommends
having at least three School Administrator accounts for each school profile in EOP ASSIST.

Option 2

1. Click the Import Users button.

Create New User J m B Export List of Users

2. Click the Download CSV button.

Download CSV

3. Open the downloaded CSV file.

4. Insert the contact information for users, including their passwords.
5. Save the CSV file.

6. Click the Import User Profiles button.

€ Import User Profiles

7. Confirm that the information is correct.

8. Assign the School Administrator user role via the User Role dropdown menu.

9. Click the Save button.

10. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name.

22| Page



Readiness and Emergency Management for Schools (REMS)

Technical Assistance (TA) Center EOP ASSIST 6.0 User Manual

Share Login Credentials With the School Administrators

It is important to share the newly created School Administrator account login credentials with each
person so he or she can log in and use the application. These individuals may also help you fulfill your
remaining responsibilities, because they have the same permissions as you. The REMS TA Center
recommends that you share all the following information with each School Administrator:

e User ID of the School Administrator account;

Password of the School Administrator account;

Reminder that the School Administrator may want to change his or her password;
e User Manual as a reference guide; and

e Video tutorials as resources.

Create School User Accounts

It is also important for you to create accounts for the remaining members of the planning team, so the
appropriate parties have access to the application to contribute to school EOPs and collaborate on
school emergency management planning efforts. Unlike School Administrators, School Users do not
have any management responsibilities.

Option 1

1. Click the Create New User button.

Create New User J m B Export List of Users

2. Fill all the required fields (noted with an asterisk) in the form that appears.

e Select School User in the User Role dropdown menu.

o Select No in the View Only dropdown menu, which will allow the School User to contribute
to and edit the school EOP. In the few cases that the School User should be granted viewing
permissions only, select Yes in the View Only dropdown menu.

3. Make a note of the User ID and Password information so you can send it to the actual user who
will use these login credentials.

4. Click the Save button.

5. The name and other personal information for the new School User will save, you will return to
the User List, and a confirmation message that a new user account was created successfully will
appear.

6. Repeat as necessary, so all the appropriate personnel with roles in school emergency
management planning have accounts in the application.

Option 2

1. Click the Import Users button.
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Create New User J m B Export List of Users

2. Click the Download CSV button.

Download CSV

3. Open the downloaded CSV file.

4. Insert the contact information for users, including their passwords.
5. Save the CSV file.

6. Click the Import User Profiles button.

© Import User Profiles

7. Confirm that the information is correct.

8. Assign the School User role via the User Role dropdown menu.

9. Click the Save button.

10. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name.

Share Login Credentials With the School Users

It is important to share the newly created School User account login credentials with each person so
that he or she can log in and use the application. The REMS TA Center recommends that you share all
the following information with each School User:

e User ID of the School User account;

e Password of the School User account;

e Reminder that the School User may want to change his or her password;
e User Manual as a reference guide; and

e Video tutorials as resources.

School User Responsibilities

This is the user role of the majority of EOP ASSIST user accounts. You serve as a member of your school’s
planning team, but have no management responsibilities in the application. You may begin contributing
to your school EOP, which is described in more detail in Chapter 5.
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District-Level Hosting

This allows school districts and their schools to have access to the application. Typically, a school district
will host the application at this level so that all schools in its jurisdiction may use the application to
develop and revise their school EOPs, which are stored on the school district server. Since school district
personnel and school personnel have different roles in school emergency management planning, they
have different roles within the application. Below is an image of the hierarchy of various user roles
within EOP ASSIST in school district-level hosting.

District-Level Hosting

Super Administrators

District Administrators

School Administrators J
School Users J

BEREMS

The Super Administrator should have already set up the school district account, as outlined in the
Installation Manual, and created at least one District Administrator who is associated with the school
district. Once the District Administrator’s login credentials are shared with that person, the District
Administrator is responsible for creating school profiles and user accounts for the next level of users,
who will then grant access to subsequent levels. Below is an overview of the initial responsibilities of
each user role available in school district-level hosting.

e Super Administrator
o Sets up the school district account
o Creates at least one District Administrator account
e District Administrator
o Creates additional District Administrator accounts
o Creates school profiles
o Creates at least one School Administrator account per school profile
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e School Administrator
o Creates additional School Administrator accounts
o Creates School User accounts

e School User
o No management responsibilities

Please refer to the following subsection that correlates with your user role in order to learn more about
your responsibilities.

Super Administrator Responsibilities

Typically, the Super Administrator is IT personnel at the school district where the application is hosted,
and at least three individuals at the school district should be assigned this role and have access to the
login credentials. The Super Administrator serves as the database manager and is responsible for
installing EOP ASSIST. He or she also sets up the district’s account, creates login credentials for at least
one District Administrator, and shares the first District Administrator’s login credentials with him or her.
From this point on, the Super Administrator is responsible for managing the back-end database, as
needed, and the Website through which the application is accessed by all users. The Super
Administrator has access to all management features outlined in Chapter 6, and he or she can reset any
user’s password, upon request.

For instructions on how to set up the school district’s account and create a District Administrator,
please refer to the Installation Manual.

District Administrator Responsibilities

As a District Administrator, you will need to create additional District Administrator accounts, school
profiles, and at least one School Administrator account per school profile. To begin, sign in to the
application using the login credentials provided by the Super Administrator and navigate to the
Management section.

School: BEEwe v Home My Account Calendar  Planning Process My EOP  Management Log Out

Create District Administrator Accounts

It is important for you to create accounts for your colleagues with roles in school emergency
management planning at the school district level, so the appropriate parties have access to the
application to contribute to and review school EOPs, collaborate on school districtwide emergency
management planning efforts, and communicate school district requirements. All personnel at the
school district level have the same permissions and will be assigned the District Administrator user role.
So, the additional District Administrators have the capability to help you create school profiles and
School Administrator accounts for each of the school profiles, which are described in the subsequent
subsections.

Option 1

1. Click the Create New User button.
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Create New User J m B Export List of Users

2. Fill out all the required fields (noted with an asterisk) in the form that appears.
o Select District Administrator in the User Role dropdown menu.

3. Make a note of the User ID and Password information so that you can send it to the actual user
who will use these login credentials.

4. Click the Save button.

5. The District Administrator name and other personal information will save, you will return to the
User List, and a confirmation message that a new user account was created successfully will
appear.

6. Repeat as necessary, so all the appropriate school district personnel with roles in school
emergency management planning have accounts in the application. The REMS TA Center
recommends having at least three District Administrator accounts for each school district that
hosts EOP ASSIST.

Option 2

1. Click the Import Users button.

Create New User §§ m B Export List of Users

2. Click the Download CSV button.

Download CSV

Open the downloaded CSV file.

Insert the contact information for users, including their passwords.
Save the CSV file.

Click the Import User Profiles button.

€ Import User Profiles

oukWw

7. Confirm that the information is correct.

8. Assign the District Administrator role via the User Role dropdown menu.

9. Click the Save button.

10. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name.

Share Login Credentials With the District Administrators
It is important to share the newly created District Administrator account login credentials with each
person so that he or she can log in and use the application. These individuals may also help you fulfill
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your remaining responsibilities, because they have the same permissions as you. Consider sharing the
following information with the District Administrators:

e User ID of the District Administrator account;

e Password of the District Administrator account;

e Reminder that the District Administrator may want to change his or her password;
e User Manual as a reference guide; and

e Video tutorials as resources.

Create School Profiles

You will need to create a profile for every school in your school district, so they can use the application
to support their school emergency management planning efforts and have access to the appropriate
information. School profiles allow school personnel to manage and oversee their school EOP.

1. Click the School Management tab.
User Management | School Management | School District Management | State Access | Resource Toolkit

You will be presented with a list of all school profiles that have already been created (if any) in the
School List. This list lets you view all the school profiles that have access to the application.

Option 1

1. Click the Create New School button.

Create New School i Import Schools

2. Fill all the required fields (noted with an asterisk) in the form that appears.
e Type the school name in the School Name field.
e Type the school abbreviation in the Screen Name field.

3. Click the Create New School button.

4. The school profile information will save, you will return to the School List, and a confirmation
message that a new school profile was created successfully will appear.

5. Repeat as necessary, so all the schools in your school district have profiles in the application.

Option 2

1. Click the Import Schools button.

Create New School §B Import Schools
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2. Click the Download CSV button.

Download CSV

Open the downloaded CSV file.

Insert the names of schools in the School Name column.
Save the CSV file.

Click the Import School Profiles button.

& Import School Profiles

7. Confirm that the information is correct.

8. Click the Save button.

9. The school profile information will save, you will return to the School List, and a confirmation
message that new school profiles were imported successfully will appear.

ounksw

Create School Administrator Accounts

Although each school profile should have at least three School Administrator accounts, the District
Administrator is responsible for creating only one School Administrator account for each school profile.
It is important for you to create accounts for school personnel so they can develop and revise their
school EOPs and collaborate on school emergency management planning efforts. There are two user
roles at the school level, but you will be responsible only for creating School Administrator accounts.

1. Click the User Management tab.

User Management | School Management | School District Management | State Access | Resource Toolkit

Option 1

1. Click the Create New User button.

Create New User [l Import Users Q] Export List of Users

2. Fill out all the required fields (noted with an asterisk) in the form that appears.
e Select School Administrator in the User Role dropdown menu.
e Select the corresponding school name in the School dropdown menu.

3. Make a note of the User ID and Password information so you can send it to the actual user who
will use these login credentials.

4. Click the Save button.

5. The School Administrator name and other personal information will save, you will return to the
User List, and a confirmation message that a new user account was created successfully will
appear.
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6. Repeat as necessary, so all the school profiles in your school district have a School Administrator
account assigned to them. The REMS TA Center recommends having at least three School
Administrator accounts for each school profile in EOP ASSIST, but District Administrators are
responsible for creating only one user account per school profile.

Option 2

1. Click the Import Users button.

Create New User J m B Export List of Users

2. Click the Download CSV button.

Download CSV

3. Open the downloaded CSV file.

4. Insert the contact information for users, including their passwords.
5. Save the CSV file.

6. Click the Import User Profiles button.

© Import User Profiles

7. Confirm that the information is correct.

8. Assign the School Administrator role via the User Role dropdown menu.

9. Affiliate the users with a school by selecting an existing school in the School dropdown menu.

10. Click the Save button.

11. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name.

Share Login Credentials With the School Administrators

It is important to share the newly created School Administrator account login credentials with each
person so he or she can log in and use the application. Consider sharing the following information with
the School Administrators:

e User ID of the School Administrator account;

e Password of the School Administrator account;

e Reminder that the School Administrator may want to change his or her password;

e Responsibility of the School Administrator to create at least two additional School Administrator
accounts;

e Responsibility of the School Administrator to create a School User account for each member of
the school’s planning team;

e User Manual as a reference guide; and

e Video tutorials as resources.
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Add District-Specific Resources to the Resource Toolkit

EOP ASSIST allows institutions to upload resources that are specific to their state, region, or school
district to the Resource Toolkit. District Administrators may add emergency management planning
resources or guidance that are relevant for all schools in your school district, and choose the location
where each resource will appear. Resources may be uploaded as files or URLs, and can be present on
multiple pages within the application.

12. Click the Resource Toolkit tab.

User Management | School Management | School District Management | State Access | Resource Toolkit

13. Click the Add Resource button.

Add Resource

14. Fill all the required fields (noted with an asterisk) in the form that appears.
o Type the name of the resource in the Name field. This is the text that will be displayed in the
Resource Toolkit.
e Type the URL of the resource or click the Choose File button if the resource does not have a
URL.
o Select the appropriate label in the Section dropdown menu. This shows the section of the
Resource Toolkit where the resource will appear.
i. Guidance—recommendations and laws from government agencies and other
organizations on school emergency management planning.
ii. Resources—tools, documents, online courses, and training materials that provide
supplemental information on specific topics.
iii. Examples—tangible result and products of emergency management planning work
(e.g., sample goals and objectives, sample courses of action, sample annexes).
o Select the check boxes for pages in the Planning Process section that are relevant to the
resources. These are the pages where the resources will appear in the Resource Toolkit.
15. Click the Save button.
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Please use the form below to add resources to toolkit.

*Name:

*Resource Link Choose File | No file chosen
Enter the ful URL path of the resource for example: [http:/www. domain.comiresource.pdf] or upload a fie.

*Section: |-Select- ¥

HOME
Before Using EOP ASSIST How Teams Can Use EOP ASSIST Introduction to the Planning Process
STEP1
Overview of Step 1: Form a Identify a Core Planning Team Form a Common Framework and Define and Determine a Regular
Collaborative Planning Team Assign Roles and Responsibilities Schedule of Meetings
STEP 2
Overview of Step 2: Understand the Develop a Comprehensive List of Possible Threats and Evaluate Risks and Vulnerabilities of Threats
Situation Hazards Using a Variety of Data Sources and Hazards and Then Prioritize
STEP 3
Overview of Step 3: Determine Goals Select Threats and Hazards to Address in the School Develop Goals and Objectives for Threats and Develop Goals and
and Objectives EOP Hazards Objectives for Functions
STEP 4
Overview of Step 4: Plan Development Use Scenario-Based Planning Develop Courses of Action for Threats and Develop Courses of
(Identify Courses of Action) Hazards Action for Functions
STEP 5
Overview of Step 5: Plan Preparation, Prepare the Draft EOP: Threat- and Hazard-Specific Prepare the Draft EOP: Functional Annexes Prepare the Draft EOP: Review, Approve
Review, and Approval Annexes Basic Plan and Share the Plan
STEP &
Overview of Step 6: Plan Train Stakeholders on the Plan Exercise the Plan Review, Revise, and Thank You for Using
Implementation and Maintenance Maintain the Plan EOP ASSIST

16. The Resource information will save, you will return to the Resource Toolkit list, and a
confirmation message that a new resource was saved successfully will appear.

School Administrator Responsibilities

As a School Administrator, you will need to create additional School Administrator and School User
accounts. To begin, sign in to the application using the login credentials provided by the District
Administrator and navigate to the Management section.

MENU Home My Account  Calendar Planning Process My EOP Management Log Out

Create School Administrator Accounts

It is important for you to create accounts for your colleagues with leadership roles in school emergency
management planning so the appropriate parties have access to the application to contribute to and
review school EOPs and collaborate on school emergency management planning efforts. All School
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Administrators have the same permissions and, therefore, have the ability to help you create additional
School Administrator and School User accounts, which are described in the subsequent subsections.

Option 1

1. Click the Create New User button.

Create New User J m B Export List of Users

2. Fill out all the required fields (noted with an asterisk) in the form that appears.
e Select School Administrator in the User Role dropdown menu.

3. Make a note of the User ID and Password information so that you can send it to the actual user
who will use these login credentials.

4. Click the Save button.

5. The School Administrator name and other personal information will save, you will return to the
User List, and a confirmation message that a new user account was created successfully will
appear.

6. Repeat as necessary, so all the appropriate school personnel with leadership roles in school
emergency management planning have accounts. The REMS TA Center recommends having at
least three School Administrator accounts for each school profile in EOP ASSIST.

Option 2

1. Click the Import Users button.

Create New User §§ m B Export List of Users

2. Click the Download CSV button.

Download CSV

3. Open the downloaded CSV file.

4. Insert the contact information for users, including their passwords.
5. Save the CSV file.

6. Click the Import User Profiles button.

& Import User Profiles

7. Confirm that the information is correct.
8. Assign the School Administrator role via the User Role dropdown menu.
9. Click the Save button.
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10. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name.

Share Login Credentials With the School Administrators

It is important to share the newly created School Administrator account login credentials with each
person so he or she can log in and use the application. These individuals may also help you fulfill your
remaining responsibilities, because they have the same permissions as you. Consider sharing the
following information with the School Administrators:

e User ID of the School Administrator account;

e Password of the School Administrator account;

e Reminder that the School Administrator may want to change his or her password;
e User Manual as a reference guide; and

e Video tutorials as resources.

Create School User Accounts

It is important for you to create accounts for the remaining members of the planning team, so the
appropriate parties have access to the application to contribute to school EOPs and collaborate on
school emergency management planning efforts. Unlike School Administrators, School Users do not
have any management responsibilities.

Option 1

1. Click the Create New User button.

Create New User [l Import Users Q] Export List of Users

2. Fill out all the required fields (noted with an asterisk) in the form that appears.

e Select School User in the User Role dropdown menu.

o Select No in the View Only dropdown menu, which will allow the School User to contribute
to and edit the school EOP. In the few cases that the School User should be granted viewing
permissions only, select Yes in the View Only dropdown menu.

3. Make a note of the User ID and Password information so you can send it to the actual user who
will use these login credentials.

4. Click the Save button.

5. The name and other personal information for the new School User will save, you will return to
the User List, and a confirmation message that a new user account was created successfully will
appear.

6. Repeat as necessary, so all the appropriate school personnel with roles in school emergency
management planning have accounts.
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Option 2

1. Click the Import Users button.

Create New User §§ m B Export List of Users

2. Click the Download CSV button.

Download CSV

3. Open the downloaded CSV file.

4. Insert the contact information for users, including their passwords.
5. Savethe CSV file.

6. Click the Import User Profiles button.

€ Import User Profiles

7. Confirm that the information is correct.

8. Assign the School User role via the User Role dropdown menu.

9. Click the Save button.

10. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name.

Share Login Credentials With the District Administrators
It is important to share the newly created School User account login credentials with each person so he
or she can log in and use the application. Consider sharing the following information with School Users:

e User ID of the School User account;

e Password of the School User account;

e Reminder that the School User may want to change his or her password;
e User Manual as a reference guide; and

e Video tutorials as resources.

School User Responsibilities

This is the user role of the majority of EOP ASSIST user accounts. You serve as a member of your school’s
planning team, but have no management responsibilities in the application. You may begin contributing
to your school EOP, which is described in more detail in Chapter 5.
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School-Level Hosting

This allows schools to have access to the application without relying on any other organization. Typically,
a school will host the application itself because it is an independent school and/or the school district,
REA, or SEA has chosen not to host the application for it. Schools that host EOP ASSIST at this level may
log in to the application to develop and revise their school EOP, which is stored on the school’s server.
Below is an image of the hierarchy of various user roles within EOP ASSIST in school-level hosting.

School-Level Hosting

Super Administrators

School Administrators
School Users J

e

The Super Administrator should have already set up the school account, as outlined in the Installation
Manual, and created at least one School Administrator who is associated with the school. Once the
School Administrator’s login credentials are shared with him or her, the School Administrator is
responsible for creating additional accounts to give users access to the application. Below is an overview
of the initial responsibilities of each user role available in school-level hosting.

e Super Administrator
o Sets up the school account.
o Creates at least one School Administrator account.
e School Administrator
o Creates additional School Administrator accounts.
o Creates School User accounts.
e School User
o No management responsibilities.
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Please refer to the following subsection that correlates with your user role to learn more about your
responsibilities.

Super Administrator Responsibilities

Typically, the Super Administrator is IT personnel at the school hosting the application, and at least
three individuals at the school should have access to the login credentials for this user role. The Super
Administrator serves as the database manager and is responsible for installing EOP ASSIST. He or she
also sets up the school’s account, creates login credentials for at least one School Administrator, and
shares the first School Administrator’s login credentials with him or her. From this point on, the Super
Administrator is responsible for managing the back-end database, as needed, and the Website through
which the application is accessed by all users. The Super Administrator has access to all management
features outlined in Chapter 6, and he or she can reset any user’s password, upon request.

For instructions on how to set up the school’s account and create a School Administrator, please refer
to the Installation Manual.

Add School-Specific Resources to the Resource Toolkit

EOP ASSIST allows institutions to upload resources that are specific to their state, region, or school
district to the Resource Toolkit. In school-level hosting, only the Super Administrator may add
emergency management planning resources or guidance that are relevant to the school, and choose the
location of each resource. Resources may be uploaded as files or URLs, and can be present on multiple
pages within the application.

1. Click the Resource Toolkit tab.
User Management | School Management | School District Management | State Access | Resource Toolkit

2. Click the Add Resource button.

Add Resource

3. Fill all the required fields (noted with an asterisk) in the form that appears.
e Type the name of the resource in the Name field. This is the text that will be displayed in the
Resource Toolkit.
e Type the URL of the resource or click the Choose File button if the resource does not have a
URL.
e Select the appropriate label in the Section dropdown menu. This is the section of the
Resource Toolkit that the resource will appear.
i. Guidance—recommendations and laws from government agencies and other
organizations on school emergency management planning.
ii. Resources—tools, documents, online courses, and training materials that provide
supplemental information on specific topics.
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iii. Examples—tangible result and product of emergency management planning work (e.g.,
sample goals and objectives, sample courses of action, sample annexes).

e Select the check boxes for the applicable pages within the Planning Process section that are
relevant to the resources. These are the pages where the resources will appear in the
Resource Toolkit.

4. Click the Save button.

Please use the form below to add resources to toolkit.

*Name:

*Resource Link Choose File | No file chosen

Enter the full URL path of the resource for example: [htp:/iwww.domain.comiresource.pdf or upioad a fiis.

*Section:
Page(s) Applicable: m Deselect All

HOME

—-Select- v

Before Using EOP ASSIST How Teams Can Use EOP ASSIST Introduction to the Planning Process

STEP1

Overview of Step 1: Form a
Collaborative Planning Team

Form a Common Framework and Define and
Assign Roles and Responsibilities

Identify a Core Planning Team Determine a Regular

Schedule of Meetings

STEP 2

Overview of Step 2: Understand the
Situation

Evaluate Risks and Vulnerabilities of Threats
and Hazards and Then Prioritize

Develop a Comprehensive List of Possible Threats and
Hazards Using a Variety of Data Sources

STEP 3

Overview of Step 3: Determine Goals Select Threats and Hazards to Address in the School
and Objectives EOP

Develop Goals and Objectives for Threats and
Hazards

Develop Goals and
Objectives for Functions

STEP 4

Overview of Step 4: Plan Development
(Identify Courses of Action)

Use Scenario-Based Planning Develop Courses of Action for Threats and

Hazards

Develop Courses of
Action for Functions

STEP 5

Overview of Step 5: Plan Preparation,
Review, and Approval

Prepare the Draft EOP: Threat- and Hazard-Specific
Annexes

Prepare the Draft EOP: Functional Annexes Prepare the Draft EOF:

Basic Plan

Review, Approve
and Share the Plan

STEP &

Overview of Step 6: Plan Train Stakeholders on the Plan

Implementation and Maintenance

Exercise the Plan Review, Revise, and

Maintain the Plan

Thank You for Using
EOF ASSIST

5. The Resource information will save, you will return to the Resource Toolkit list, and a
confirmation message that a new resource was saved successfully will appear.

School Administrator Responsibilities

As a School Administrator, you will need to create additional School Administrator and School User
accounts. To begin, sign in to the application using the login credentials provided by the Super
Administrator and navigate to the Management section.

MENU Home My Account Calendar Planning Process My EOP Management Log Out
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Create School Administrator Accounts

It is important for you to create accounts for your colleagues with leadership roles in school emergency
management planning so the appropriate parties have access to the application to contribute to and
review school EOPs and collaborate on school emergency management planning efforts. All School
Administrators have the same permissions and, therefore, have the ability to help you create additional
School Administrator and School User accounts, which are described in the subsequent subsections.

Option 1

1. Click the Create New User button.

Create New User J m B Export List of Users

2. Fill all the required fields (noted with an asterisk) in the form that appears.
e Select School Administrator in the User Role dropdown menu.

3. Make a note of the User ID and Password information so that you can send it to the actual user

who will use these login credentials.

Click the Save button.

The School Administrator name and other personal information will save, you will return to the

User List, and a confirmation message that a new user account was created successfully will

appear.

6. Repeat as necessary, so all appropriate school personnel with leadership roles in school
emergency management planning have accounts in the application. The REMS TA Center
recommends having at least three School Administrator accounts for each school that hosts EOP
ASSIST.

v ok

Option 2

1. Click the Import Users button.

Create New User il Import Users Q] Export List of Users

2. Click the Download CSV button.

Download CSV

Open the downloaded CSV file.

Insert the contact information for users, including their passwords.
Save the CSV file.

Click the Import User Profiles button.

€ Import User Profiles

ouksWw
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7. Confirm that the information is correct.

8. Assign the School Administrator role via the User Role dropdown menu.

9. Click the Save button.

10. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name.

Share Login Credentials With the School Administrators

It is important to share the newly created School Administrator account login credentials with each
person, so he or she can log in and use the application. These individuals may also help you fulfill your
remaining responsibilities, as they have the same permissions as you. Consider sharing the following
information with the School Administrators:

e User ID of the School Administrator account;

e Password of the School Administrator account;

e Reminder that the School Administrator may want to change his or her password;
e User Manual as a reference guide; and

e Video tutorials as resources.

Create School User Accounts

It is also important for you to create accounts for the remaining members of the planning team, so the
appropriate parties have access to the application to contribute to school EOPs and collaborate on
school emergency management planning efforts. Unlike School Administrators, School Users do not
have any management responsibilities.

Option 1

1. Click the Create New User button.

Create New User §§ m B Export List of Users

2. Fill out all the required fields (noted with an asterisk) in the form that appears.

e Select School User in the User Role dropdown menu.

e Select No in the View Only dropdown menu, which will allow the School User to contribute
to and edit the school EOP. In the few cases that the School User should be granted viewing
permissions only, select Yes in the View Only dropdown menu.

3. Make a note of the User ID and Password information so you can send it to the actual user who
will use these login credentials.

4. Click the Save button.

5. The name and other personal information for the new School User will save, you will return to
the User List, and a confirmation message that a new user account was created successfully will
appear.

6. Repeat as necessary, so all appropriate school personnel with roles in school emergency
management planning have accounts in the application.
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Option 2

1. Click the Import Users button.

Create New User §§ m B Export List of Users

2. Click the Download CSV button.

Download CSV

3. Open the downloaded CSV file.

4. Insert the contact information for users, including their passwords.
5. Savethe CSV file.

6. Click the Import User Profiles button.

€ Import User Profiles

7. Confirm that the information is correct.

8. Assign the School User role via the User Role dropdown menu.

9. Click the Save button.

10. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name.

Share Login Credentials With the School Users

It is important to share the newly created School User account login credentials with each person, so
that he or she can log in and use the application. Consider sharing the following information with the
School Users:

e User ID of the School User account;

e Password of the School User account;

e Reminder that the School User may want to change his or her password;
e User Manual as a reference guide; and

e Video tutorials as resources.

School User Responsibilities

This is the user role of the majority of EOP ASSIST user accounts. You serve as a member of your school’s
planning team, but have no management responsibilities in the application. You may begin contributing
to your school EOP, which is described in more detail in Chapter 5.
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Chapter 3: Account Management

Logging In

Each time you open EOP ASSIST you will be presented with the Login page, which asks for your User ID
and password. This security feature helps to ensure that only authorized members of your school’s
collaborative planning team can contribute to development of your EOP. Each member of the planning
team will be assigned a unique User ID and password by an Administrator. If you are at the school level,
please check with one of your School Administrators or school district office for these credentials, if you
do not have them already. If you are at the school district level, please check with someone at your
school district office (or, if you are using your state’s account, you may also check with the SEA that
hosts the application). If you are at the state level, please check with another State Administrator at
your agency. Please note that the REMS TA Center is unable to provide login credentials for EOP ASSIST
because the application is installed locally on a state, school district, or school server.

EOP ASSIST 6.0

Thank you for using the U.S. Department of and ils Read and Management for
Schools (REMS) Technical Assistance (TA) Center’s free and Web-accessible software application for public and
nonpublic schools ta create and update high-quality school emergency operations plans (EOPs). Supporting
resources for using EOP ASSIST can be found on the REMS TA Center Website.

For more information about or te receive technical support using EOP ASSIST, please conlact the REMS TA
Center at info@remstacenter.org or via our toll-free telephone number, 1-855-761-REMS [7367]. Qur hours of
operation are Monday through Friday, 9:00 am. to 5:00 p.m.. Eastern Time.

EOP ASSIST

Forgot User ID and/or Password? Please contact your
Administrator:

Jane Doe

Program Administrator

State Department of Education

(123) 456-T530

email@domain com

The U 8. Department of Education contracted for final products and deliverables that were developed under the GS-00F-115CA
contract with Synergy Enterprises, Inc.. and the contract stipulates that the U.S. Department of Educaticn is the sol owner of EOP
AS3IST

EOF ASSIST is baing made 2 |ahelo xre public pursuant to the following conditions. The U.5. Depantment of Education is makn

ute
does ot

e e e e mm B R
:nethe ) pr\:posed use is allowable under this license or want to requast a particular use. plesse contact Madeline Sullivan at (202)

THE U.S. DEPARTMENT OF EDUCATION IS PROVIDING THE SOFTWARE AS IT IS, AND MAKES NO REPRESENTATIONS OR
WARRANTIES OF ANY KIND CONCERNING THE WORK—EXFPRESS, IMPLIED, STATUTORY OR OTHERWISE, INCLUDING
WITHOUT LIMITATION WARRANTIES OF TITLE. MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, NON-
INFRINGEMENT, OR THE FRESENCE OR ABSENCE OF LATENT OR OTHER DEFECTS. ACCURACY, OR THE FRESENCE OR
AB=EN. CF RRORS. WHETHER OR NOT DISCOVERABLE, ALL TO THE GREATEST EXTENT FERMISSIBLE UNDER

2020 © U.S. Department of Education

1. Fill the required fields.

2. Click the Sign-In button.

3. Once you enter your correct User ID and password, you will be directed to the Home page,
which is described in the next section.
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Please note: The Program Administrator is responsible for managing the use of EOP ASSIST and serving
as the point of contact for users that need access to their login credentials. As such, the Program
Administrator’s contact information is displayed on the Login page so that he or she can be contacted to
reset passwords and/or provide user IDs. For more information on how this information can be edited,
please refer to Chapter 6.

Changing My User ID and Contact Information
You may change your User ID at any time.
1. Select My Account in the Navigation Bar.

MENU Home My Account Calendar Planning Process My EOP Log Out

2. Information associated with your user account will appear, including your name, phone number,
email address, user ID, user role, and affiliation.
3. Click the Update Profile button.

Update Profile

4. Fill or edit the required fields.
5. Click the Save Changes button.

Save Changes

Please note: The new User ID will be effective on your next login. For more information on how
Administrators can update this information, please refer to Chapter 6.

Changing My Password

It is recommended that you change your password during the first time you log in, if you were assigned
a User ID and password. You can change your password more than once, at any time, as needed. No
other individual, including Administrators, should have access to a user’s password.

1. Click the Change Password tab.

My Account

My Profile

Change Password

2. Fill the required fields. You will be prompted to enter your current password and new password.
All passwords must contain at least 6 characters.
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3. Click the Reset Password button.

Reset Password

Please note: The new password will be effective on your next login.

Logging Out

To protect the security of your school EOP, you should log out at the end of each session.

1. Select Log Out in the Navigation Bar.

s My EOP Log Out

2. Click the Log Out button.

Are you sure you want to log out?

Log Out Cancel
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Chapter 4: Layout and Features Overview

If you are a school-based user, each time you log in to EOP ASSIST you will first see the Home page. This
page provides resources to support your understanding of the School Guide, on which EOP ASSIST is
based. It is important to familiarize yourself with the content of the School Guide and the overall layout
of EOP ASSIST to facilitate the development of a high-quality school EOP.

MENU Home My Account  Calendar Planning Process My EOP Management Log Out

Getting Started

=
Bl Resource Toolkit

Before Using EOP ASSIST

Based on the Federal Guide for Developing High-Quality School Emergency Operations Plans, EOP ASSIST is a user-friendly tool that walks school and district emergency
management practitioners through the Guide’s recommended six step planning process for creating a customized and downloadable school emergency operations plan (ECP).

Before initiating the process of developing a school EQP. it is recommended that EOP ASSIST users familiarize themselves with the Guide by completing any or all of the
following activities:

Download and print a copy of the Guide. It will be useful to refer to this Guide as you progress throughout the tool

Read the At-a-Glance version of the Guide.

View an archived webinar that introduces and summarizes the Guide through both slides and a video

Complete a free, 90- to 120-minute online course on the Guide

Request a free, on-site training. Developing Emergency Operations Plans (EOPs) K-12 101 Training, for your school, district, and/or broader school

community.

In addition to becoming acquainted with the Federal guidance on the process for developing school EOPs, it is also recommended that EOP ASSIST users review additional
school emergency management resources, including the following

State-by-state requirements for school EOPs;

A glossary of emergency management terminology

Guidance on National Incident Management System (NIMS) Implementation Activities for Schools; and

A list of resources supporting the Guide for Developing High-Quality School Emergency Operations Plans, which includes resources to support each of the six

steps in the recommended planning process.

Ca ["3 READINESS AND EMERGENCY
MANAGEMENT FOR SCHOOLS

Bz REMS

Please note: State Administrators and District Administrators will see a different page when they first log
in; that page is discussed in further detail in Chapter 6.

Navigation Bar

EOP ASSIST is organized into six sections (or seven, if you have a School Administrator, District
Administrator, or State Administrator User Role), which are displayed at the top of the page in a dark
gray ribbon. This Navigation Bar enables users to navigate through the various sections of EOP ASSIST:
Home, My Account, Calendar, Planning Process, My EOP, Management (Administrators only), and Log
Out.

MENU Home My Account Calendar Planning Process My EOP Management Log Out

To use the Navigation Bar, click the link for the section to which you wish to navigate. Please note that
the Home/Getting Started and Planning Process sections contain multiple pages and will require
additional navigation, which is detailed in the following subsections. The other sections in the
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application contain only one page, which will appear when you click the link to the section from the
Navigation Bar.

Please note: If your user role is State Administrator, District Administrator, or School Administrator, you
will also see Management in your Navigation Bar. This is described in more detail in Chapter 6. If you
want additional information on specific sections featured on the Navigation Bar, please see Chapter 5.

Slide-Out Menu

On the left side of the dark gray ribbon, there is a Menu icon in white text and ALL CAPS. This Menu icon
opens the Slide-Out Menu, which lets users navigate directly to any page within the Home/Getting
Started and Planning Process sections. The Federal Government’s recommended process for developing
a high-quality school EOP involves six steps, and the Planning Process section is structured according to
those steps. The Slide-Out Menu lets users quickly access any one of those six steps or view any page
within a particular step. In addition, each of the three pages in the Home/Getting Started section is
listed on the Slide-Out Menu. This feature is helpful if users want to skip around between sections,
rather than navigating from page to page in consecutive order.

MENU Home My Account Calendar Planning Process My EOP Management Log Qut

To use this feature, start by clicking the Menu icon. The Slide-Out Menu will appear on the left side of
the page, with a list of the six steps and Getting Started.

¥  MENU Tisemer

Calendar

My Account Planning Process

GETTING STARTED Getting Started
STEP 1

STEP 2 Before Using EOP ASSIST

STEP 3 Based on the Federal Guide for Developing High-Quaiity School Emergency Operations Plans, EOP ASSIST is a user-friendly tool that walks ¢
management practitioners through the Guide’s recommended six step planning process for creating a customized and downloadable school en
STEP4 Eom
Before initiating the process of developing a school EOP, it is recommended that EOP ASSIST users familiarize themselves with the Guide by
STEP 5 following activities:
» Download and print a copy of the Guide. It will be useful to refer to this Guide as you progress throughout the tool.
STEP 6 - Read the At-a-Glance version of the Guide

= View an archived webinar that introduces and summarizes the Guide through both slides and a video.

» Complete a free, 90- to 120-minute online course on the Guide.

= Request a free, on-site training, Developing Emergency Operations Plans (EOPs) K-12 101 Training, for your school, district, and/or
community.

In addition to becoming acquainted with the Federal guidance on the process for developing school EOPS, it is also recommended that EOP A
school emergency management resources, including the following

» State-by-state requirements for school EOPS;

» A glossary of emergency management terminology

= Guidance on National Incident Management System (NIMS) Implementation Activities for Schools; and

A list of resources supporting the Guide for Developing High-Quality School Emergency Operations Plans, which includes resources
six steps in the recommended planning process
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When you click on a step or Getting Started, the Slide-Out Menu will display each
page that exists within that step below and in consecutive order. When you select

the desired page, the Slide-Out Menu will close and the page you selected will GETTING STARTED
appear. STEP 1

. . . . N . STEP 2
To exit the Slide-Out Menu at any time without navigating to another page, click
the X or Cancel icon in the top right side of the Slide-Out Menu. STEP 3

= Qverview of Step 3

Please note: For more information on moving through the Home/Getting Started Determine Goals and
or the Planning Process sections, please see Chapter 5. Aean=

= Select Threats and
Hazards to Address in the
School EOP

= Develop Goals and
Objectives for Threats

and Hazards

Develop Goals and
Objectives for Functions

STEP 4
STEP 5

Section Heading
STEP 6

Underneath the Navigation Bar on the left side is a green block with white text.
This is the Section Heading, and it shows which section you are in.

MENU S

Calendar Planning Process My EOP Management Log Out

My Account

Getting Started
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Page Title

Each section contains one page, with the exception of Home/Getting Started and the Planning Process
sections. The Home/Getting Started section consists of three pages, while the Planning Process section
contains 25 pages, divided over six steps.

Underneath the Section Heading, the Page Title is written in large blue text. The Page Title shows the
page you are on, plus the subject matter of that page. The Page Title corresponds to the name of the
page in the Slide-Out Menu.

é Resource Toolkit
Before Using EOP ASSIST

Based on the Federal Guide for Developing High-Quality School Emergency Operations Plans, EOP ASSIST is a user-friendly tool that walks school and district emergency
management practitioners through the Guide's recommended six step planning process for creating a customized and downloadable school emergency operations plan (EOP)

Before initiating the process of developing a school EQP, it is recommended that EOP ASSIST users familiarize themselves with the Guide by completing any or all of the
following activities:

Download and print a copy of the Guide. It will be useful to refer to this Guide as you progress throughout the tool

Read the At-a-Glance version of the Guide.

View an archived webinar that introduces and summarizes the Guide through both slides and a video

Complete a free, 90- to 120-minute online course on the Guide.

Request a free, on-site training, Developing Emergency Operations Plans (EOPs) K-12 101 Training, for your school, district, and/or broader school
community.

In addition to becoming acquainted with the Federal guidance on the process for developing school EOPs, it is also recommended that EOP ASSIST users review additional
school emergency management resources, including the following

State-by-state requirements for school EOPs;

A glossary of emergency management terminology

Guidance on National Incident Management System (NIMS) Implementation Activities for Schools; and

A list of resources supporting the Guide for Developing High-Quality School Emergency Operations Plans, which includes resources to support each of the six
steps in the recommended planning process.

Please note: The majority of the application’s content is located in the Planning Process section.

Next/Back Buttons

To navigate within the Home/Getting Started and Planning Process sections of EOP ASSIST, use the
arrow buttons that say “Next” and “Back.” These buttons are in the bottom right corner of each page.
The buttons allow users move through the application, both forward and backward, page by page.

. READINESS AND EMERGENCY
g MANAGEMENT FOR SCHOOLS
AzREMS
E

To use this feature, click the button that describes the direction where you wish to move. To navigate
forward in the application, click the Next button. To navigate backward, click the Back button.
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Planning Process Tabs

Once you have navigated to the Planning Process section, either through the Navigation Bar or the Slide-
Out Menu, a bar of five gray boxes and one blue box will appear underneath the Navigation Bar and to
the right of the Section Heading. These are the Planning Process tabs, which show the step you are in,
and let you navigate between steps in the Planning Process section.

MENU Home My Account Calendar Planning Process My EOP Management Log Out

Planning Process

The step highlighted by a filled blue box indicates your present location in the Planning Process section,
while the remaining gray boxes display the steps that you are not working on. In the image below, the
Planning Process tabs show that you are currently working in Step 1 of the Planning Process section.

To jump to another step, click the tab that shows the step you want. You will see the first page, or
overview, of the step you selected. The tab for the step you clicked on will turn blue, and the tab for the
step you just left will turn gray. In the image below, the Planning Process tabs show that you have
jumped to Step 3 of the Planning Process section.

MENU Home My Account Calendar Planning Process My EOP Management Log Qut

Planning Process Step 3

You can also use the Planning Process tabs to return to the first page of the step you are viewing. When
you click the blue tab for the step you are working in, you will return to the first page of that step, and
the tab will remain blue.

Please note: For more information on navigating the Planning Process section, please see Chapter 5.
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Resource Toolkit

Within the Home/Getting Started and Planning Process sections, you may find a file cabinet icon on the
right side of the page. This is the Resource Toolkit, a feature that contains additional guidance,
resources, and examples to support your progress through EOP ASSIST. The Resource Toolkit is page
specific. In other words, the resources included on one page are customized to that page. Once a user
navigates to a different page, the contents of the Resource Toolkit will change to reflect the new page.

é Resource Toolkit
Before Using EOP ASSIST

Based on the Federal Guide for Developing High-Quality Schoo! Emergency Operations Plans, EOP ASSIST is a user-friendly tool that walks school and district emergency
management practitioners through the Guide’s recommended six step planning process for creating a customized and downloadable school emergency operations plan (EOP).

Before initiating the process of developing a school EOP, it is recommended that EOP ASSIST users familiarize themselves with the Guide by completing any or all of the
following activities:

To use this feature, select the Resource Toolkit icon. A blue panel will appear on the right side of the
page and will display the Resource Toolkit menu. This menu includes guidance, resources, and examples
to support your completion of a particular step.

Home My Account Calendar Planning Process My EOP Management  Log Out

Resource Toolkit

-I- GUIDANCE

é Resource Toolkit
SSIST i\ RESOURCES

for Developing High-Quality School Emergency Operations Plans, EOP ASSIST is a user-friendly tool that walks school and district emergency
rough the Guide’s recommended six step planning process for creating a customized and downloadable school emergency operations plan

<)x EXAMPLES

o

of developing a school EOP, it is recommended that EOP ASSIST users familiarize themselves with the Guide by completing any or all of the

t a copy of the Guide. It will be useful to refer to this Guide as you progress throughout the tool.

nce version of the Guide

vebinar that introduces and summarizes the Guide through both slides and a video

0- to 120-minute online course on the Guide

-site training, Developing Emergency Operations Plans (EOPs) K-12 101 Training, for your school, district, and/or broader school

ainted with the Federal guidance on the process for developing school EQPs, it is also recommended that EOP ASSIST users review additional
ent resources, including the following:

Jirements for school EOPs;

‘gency management terminology:

nal Incident Management System (NIMS) Implementation Activities for Schools; and

supporting the Guide for Developing High-Quality School Emergency Operations Plans, which includes resources to support each of the
ommended planning process
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When you click any of the three options, a list of links to different
materials will appear underneath the selected option(s). If no
resources for a given category appear, then there are no resources
for that category on that particular page. Many of the pages come
preloaded with guidance, resources, and examples from the REMS e e

TA Center. These can never be removed from the Resource Toolkit. Pages 7112 In e Senoor Gue
Institutions that host EOP ASSIST, however, do have the option to
add state-specific and/or local-specific guidance, resources, or

Resource Toolkit

‘I' GUIDANCE

= Pages 18-25 in the District Guide

examples to appear in the Resource Toolkit. Information on how RESOURCES
Super Administrators can add to the Resource Toolkit may be found
H = Conducting Assessments to Help Your
In Cha ter 6. Education Agency Understand the

. . ) . Situation and Enhance Emergency
The Guidance section of the Resource Toolkit contains S
recommendations and laws on school emergency management » Using a Six-Step Planning Process to
planning from government agencies and other organizations. This Support EOP Development
guidance includes references to or sections of the School Guide, « SITE ASSESS
DIStI’ICt GUIde, and At'a'GIance VerSIon Of the SChOO/ GUIde on the = Conducting K-12 Site Assessments With
REMS TA Center Website. SITE ASSESS Training by Request

= School Behavioral Threat Assessments:

The Resources section of the Resource Toolkit contains tools, An Introduction Training by Request
documents, online courses, and training materials that provide
supplemental information on specific topics. The information may EXAMPLES

include publications, online courses, archived Webinars,
downloadable training packages, in-person Trainings by Request,
and Web pages developed by the REMS TA Center and Federal _ _ _

. = Assessment and Risk Evaluation Materials
agencies. in the Tool Box

= Examples of Threats and Hazards

= Sample Risk Assessment Matrix

. . . . = Submit your example to the Tool Box
The Examples section of the Resource Toolkit contains the tangible

result and products of emergency management planning work. This
may include sample goals and objectives, sample courses of action, sample annexes, sample
assessments, and other resources found in the REMS TA Center Tool Box.

Select the guidance, resource, or example you would like to use. When you click a link, it will openin a
new tab—either as a Web page or as a PDF document. To exit the menu, click the X icon in the upper
right corner of the Resource Toolkit menu, or anywhere on the main portion of the page.

Please note: EOP ASSIST allows institutions to upload resources that are specific to their state, region, or
school district to the Resource Toolkit. In state-/regional-level hosting, the Super Administrator, State
Administrators, and District Administrators may add resources to the Resource Toolkit. In district-level
hosting, the Super Administrator and District Administrators may add resources to the Resource Toolkit.
In school-level hosting, only the Super Administrator may add resources to the Resource Toolkit. For
information on how to add resources to the Resource Toolkit, please see Chapter 2 and Chapter 6.
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User Roles

There are five possible User Roles available in EOP ASSIST: Super Administrator, State Administrators,
District Administrators, School Administrators, and School Users. These user roles are available
depending on the institution’s level of hosting, and roles have the following roles and responsibilities.

Super Administrator

The Super Administrator is typically IT personnel at the institution that hosts EOP ASSIST. This person
installs the application and supports the overall management of the application. Persons in this role
serve as the primary points of contact for State Administrators in state-/regional-level hosting, District
Administrators in district-level hosting, and School Administrators in school-level hosting. Initial
responsibilities include setting up the institution’s account and creating user accounts for practitioners
at the institution. More information on the Super Administrator’s initial responsibilities may be found in
Chapter 2. The Installation Manual describes how to complete the initial responsibilities, and Chapter 6
provides information on overall management features. At least three IT personnel at the institution that
hosts EOP ASSIST should have access to the login credentials for this user account.

State Administrator

State Administrators are typically school emergency management practitioners at an SEA or REA, and
they are largely responsible for overseeing the use of EOP ASSIST by school districts and schools
throughout their state or region. They serve as the primary points of contact for District Administrators
and School Administrators at independent schools. State Administrators may use the application to
develop a sample school EOP; develop statewide threats, hazards, functions, goals, and objectives;
coordinate state-/regional-level planning meetings and activities; and directly view or review school
EOPs for schools, if this two-door sharing feature is enabled by all required parties. More information on
the initial responsibilities of State Administrators may be found in Chapter 2, and their overall
management capabilities may be found in Chapter 6. The Incident Command System (ICS) recommends
having at least one designated individual and two backup personnel for each essential position.
Therefore, it is recommended that at least three State Administrators be assigned in each state that
hosts EOP ASSIST.

District Administrator

District Administrators are typically school emergency management practitioners at a school district
office and are largely responsible for overseeing the use of EOP ASSIST by their school district and
schools throughout their school district. They serve as the primary points of contact for School
Administrators. District Administrators may use the application to develop school districtwide threats,
hazards, functions, goals, and objectives; oversee school-level planning meetings and activities; directly
review or view school EOPs for schools; and contribute to individual school EOPs, as they serve as
important members of the collaborative planning team. More information on the initial responsibilities
of District Administrators may be found in Chapter 2, and overall management features may be found in
Chapter 6. ICS recommends having at least one designated individual and two backup personnel for
each essential position. Therefore, it is recommended that at least three District Administrators be
assigned in each school district that uses EOP ASSIST.
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School Administrator

School Administrators are typically school emergency management practitioners with leadership roles
on their collaborative planning team. They serve as the primary points of contact for School Users.
School Administrators may use the application to develop, revise, and review their school EOP, and
coordinate school-level planning meetings and activities. More information on the initial responsibilities
of School Administrators may be found in Chapter 2,and their overall management capabilities may be
found in Chapter 6. The ICS recommends having at least one designated individual and two backup
personnel for each essential position. Therefore, it is recommended that at least three School
Administrator user accounts be created for each school that uses EOP ASSIST.

School User

School Users are typically school emergency management practitioners who serve on the collaborative
planning team, but do not have leadership roles. Most users will have this user role. School Users may
use the application to develop, revise, and review their school EOP, and coordinate school-level planning
meetings. It is possible for School Users to have View Only permissions, which allows emergency
practitioners to view the school EOP without having the ability to edit it. School Users have no initial
responsibilities or management capabilities.
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Chapter 5: School EOP Development

EOP ASSIST was designed to walk school EOP planning team members through the recommended six-
step planning process for developing a high-quality school EOP and to ultimately generate a school EOP
based on that process. Most of the application’s functions related to these objectives occur within the
Planning Process, Calendar, and My EOP sections of the application. These interactive sections support
users with guidance and tools at each step, and let users save, edit, and transfer school EOP data among
the planning team. This chapter provides further details about how to use these sections to develop a
school EOP.

Home

Each time you log in to EOP ASSIST, you will be presented with the Home page, which is the first page of
the Home/Getting Started section. It is imperative that you review the information provided in this
section each time you use EOP ASSIST, as it informed the design of the application.

Home My Account Calendar Planning Process My EOP Management Log Out

é Resource Toolkit
Before Using EOP ASSIST

Based on the Federal Guide for Developing High-Quality School Emergency Operations Plans, EOP ASSIST is a user-friendly tool that walks school and district emergency
management practitioners through the Guide’s recommended six step planning process for creating a customized and downloadable school emergency operations plan (EOP)

Before initiating the process of developing a school EOP, it is recommended that EOP ASSIST users familiarize themselves with the Guide by completing any or all of the
following activities:

= Download and print a copy of the Guide. It will be useful to refer to this Guide as you progress throughout the tool

= Read the At-a-Glance version of the Guide

= View an archived webinar that introduces and summarizes the Guide through both slides and a video

= Complete a free, 90- to 120-minute online course on the Guide.

Request a free, on-site training, Developing Emergency Operations Plans (EOPs) K-12 101 Training, for your school, district, andfor broader school
community.

In addition to becoming acquainted with the Federal guidance on the process for developing school EQPs, it is also recommended that EOP ASSIST users review additional
school emergency management resources, including the following

= State-by-state requirements for school EOPs;

A glossary of emergency management terminology;

= Guidance on National Incident Management System (NIMS) Implementation Activities for Schools; and

= A list of resources supporting the Guide for Developing High-Quality School Emergency Operations Plans, which includes resources to support each of the six
steps in the recommended planning process

c READINESS AND EMERGENCY
\t:,: MANAGEMENT FOR SCHOOLS
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Explore each of the links. These provide direct access to the School Guide and District Guide on which
EOP ASSIST is based, as well as other online resources and information on the six-step planning process
from Federal agencies and the REMS TA Center. Below is a list of all links that are available in the
Home/Getting Started section, with a brief description of their contents and purpose.
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Resources

Description

Guide for Developing High-
Quality School Emergency
Operations Plans

The Role of Districts in
Developing High-Quality
School Emergency
Operations Plans
At-a-Glance Version of the
School Guide

An Overview of the School
Guide Webinar

New Resource Review:
District Guide Webinar

This Web page provides information on and access to the School
Guide, which contains information on each of the six steps and
planning principles for developing a high-quality school EOP.

This Web page provides information on and access to the District
Guide, which complements the School Guide and may be used by core
planning teams within school districts to inform the development of
local policies and procedures related to school EOP development.
This section of the REMS TA Center Website is an HTML version of the
School Guide, and it contains information on each of the six steps and
planning principles for developing a high-quality school EOP.

This archived Webinar was presented by representatives of multiple
Federal agencies and provides information on the School Guide,
including each of the six steps and planning principles for developing a
high-quality school EOP.

This archived Webinar includes video features and highlights from
representatives of the U.S. Department of Education, Office of Safe
and Supportive Schools; the Bureau of Justice Assistance within the
U.S. Department of Justice; and the Federal Emergency Management
Agency within the U.S. Department of Homeland Security.

Developing EOPs K-12 101
Online Course

Developing EOPs K-12 101
Training by Request

State Emergency
Management Resources

Glossary of Emergency
Management Terminology

Guidance on National
Incident Management
System (NIMS)
Implementation Activities
for Schools

School Guide Resource List

District Guide Resource List

This online course supports users in developing a high-quality school
EOP and introduces the planning process.

This Web page provides information on all the REMS TA Center’s free,
in-person Trainings by Request, including how to request a training
and the additional training topics offered.

This interactive infographic on the REMS TA Center Website compiles
state requirements and contains state-level information related to
school safety and school emergency management.

This publication contains information on key terms commonly used by
practitioners in the field of school emergency management.

Along with an overview of Federal guidance for implementing NIMS,
this Web page on the REMS TA Center Website contains additional
NIMS resources.

This publication contains Federal agency resources that support the
School Guide.

This publication contains guidelines, publications, tool kits, interactive
tools, virtual trainings and downloadable packages, Webinars,
specialized training packages, and more to support school emergency
management planning.

Planning Principles At a
Glance

This Web page, adapted from the School Guide, contains information
on the planning principles that are important in developing a
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http://rems.ed.gov/GuideK12.aspx
https://rems.ed.gov/DistrictGuide.aspx
https://rems.ed.gov/DistrictGuide.aspx
https://rems.ed.gov/DistrictGuide.aspx
https://rems.ed.gov/DistrictGuide.aspx
http://rems.ed.gov/K12GuideForDevelHQSchool.aspx
http://rems.ed.gov/K12GuideForDevelHQSchool.aspx
https://rems.ed.gov/webinarDetail?id=48
https://rems.ed.gov/webinarDetail?id=48
https://rems.ed.gov/webinarDetail?id=62
https://rems.ed.gov/webinarDetail?id=62
http://rems.ed.gov/trainings/course_k12.aspx
http://rems.ed.gov/trainings/course_k12.aspx
http://rems.ed.gov/TA_TrainingsByRequest.aspx
http://rems.ed.gov/TA_TrainingsByRequest.aspx
http://rems.ed.gov/stateresources.aspx
http://rems.ed.gov/stateresources.aspx
http://rems.ed.gov/docs/Glossary%20of%20Key%20Terms%208.8.2014.pdf
http://rems.ed.gov/docs/Glossary%20of%20Key%20Terms%208.8.2014.pdf
http://rems.ed.gov/K12NIMSImplementation.aspx
http://rems.ed.gov/K12NIMSImplementation.aspx
http://rems.ed.gov/K12NIMSImplementation.aspx
http://rems.ed.gov/K12NIMSImplementation.aspx
http://rems.ed.gov/K12NIMSImplementation.aspx
http://rems.ed.gov/docs/Guide_for_Developing_High-Quality_School_Emergency_Operations_Plans-Resources07172013R.pdf
https://rems.ed.gov/docs/DistrictGuide_Resources_508C.pdf
http://rems.ed.gov/K12PlanningPrinciples.aspx
http://rems.ed.gov/K12PlanningPrinciples.aspx
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comprehensive school EOP, and provides related resources that
support their application.
Principles for Creating a This REMSExpress publication contains information on the planning
High-Quality School EOP principles that are important for developing a comprehensive school
EOP.
Six-Step Planning Process This Web page, adapted from the School Guide, contains information
At a Glance on each of the six steps for developing a high-quality school EOP.
K-12 Six-Step Planning This REMSExpress publication contains information on each of the six
Process steps for developing a high-quality school EOP.

To access this section at any time, click the Home button in the Navigation Bar. This will let you navigate
to the first page in the Home/Getting Started section: Before Using EOP ASSIST.

Home My Account Calendar Planning Process My EOP Management Log Out

You may also navigate to a specific page in this section by using the Slide-Out Menu. Select the Menu
icon, which activates the Slide-Out Menu. Next, select Getting Started, which lists each of the three
pages by title. Select the page you want to view, and you will see that page.
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¥  MENU

Home My Account  Calendar  Planning Process]

GETTING STARTED Getting Started

= Before Using EOP ASSIST

i

= How Teams Can Use EOP Before Using EOP ASSIST

ASSIST
Based on the Federal Guide for Developing High-Quality School Emergency Operations Plans, EOP ASSIST is a user-friendly tool that walks school ani

management practitioners through the Guide’s recommended six step planning process for creating a customized and downloadable school emergency
= |ntroduction to the Planning
Prc

Before initiating the process of developing a school EOP, it is recommended that EOP ASSIST users familiarize themselves with the Guide by completin
activities

= Download and print a copy of the Guide. It will be useful to refer to this Guide as you progress throughout the tool

= Read the At-a-Glance version of the Guide.

= View an archived webinar that introduces and summarizes the Guide through both slides and a video

= Complete a free, 90- to 120-minute online course on the Guide

= Request a free, on-site training, Developing Emergency Operations Plans (EOPs) K-12 101 Training, for your school, district, and/or broader ¢

In addition to becoming acquainted with the Federal guidance on the process for developing school EQPs, it is also recommended that EOP ASSIST us
emergency management resources, including the following

= State-by-state requirements for school EOPs;

= A glossary of emergency management terminology

= Guidance on National Incident Management System (NIMS) Implementation Activities for Schools; and

= Alist of resources supporting the Guide for Developing High-Quality School Emergency Operations Plans, which includes resources to suppor
in the recommended planning process
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Please note: For more information on using the Slide-Out Menu, please refer to Chapter 4 .

The Planning Process

The Planning Process section is where the bulk of the application is located, and it is where you enter
and save data that will populate your school EOP. This section is located right after the Home/Getting
Started section; you can arrive there by clicking the Next button or by selecting Planning Process in the
Navigation Bar.

1. Select Planning Process in the Navigation Bar.

MENU Home My Account Calendar Planning Process My EOP Management Log Out

Getting Started

You will begin in Step 1, which is the beginning of the Planning Process, and progress through each of
the six steps. When you reach the last page of Step 6 and click the Next button, you will be directed to
the Home/Getting Started section again. This is because the six-step planning process is continuous and
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cyclical, and the completion of Step 6 initiates the planning cycle all over again. A high-quality school
EOP requires continual evolution in order to meet the needs of the school and surrounding community.

MENU Home My Account Calendar  Planning Process My EOP  Management Log Out

Planning Process

E Resource Toolkit
Overview of Step 1: Form a Collaborative Planning Team

Lessons learned indicate that operational planning is best performed by a team. Step 1 of the six-step planning process will provide your school with guidance on how to
assemble a collaborative planning team that is ready to engage in the process of developing a school EOP.

Identify a Core Planning Team

Your school's first task is to identify a core planning team that includes diverse representation from the school and surrounding community. If your school already has a
preliminary planning team, the guidance in this section may help schools consider how to expand or refine that team.

Form a Common Framework and Define and Assign Roles and Responsibilities

After establishing a core planning team, your team will need to establish a common framework, or a shared approach to facilitate mutual understanding among team
members. Additionally, members of the planning team will need to know their roles and responsibilities to facilitate effective planning.

Determine a Regular Schedule of Meetings
Finally, your team will be prompted to establish a regular schedule of meetings to facilitate greater collaboration among team members.
Outcome of Step 1

At the conclusion of Step 1. your school should have a collaborative planning team that is ready to undertake the work in Step 2—identifying and analyzing threats and
hazards in the school and surrounding community.

Forms That Collect Data

As mentioned, the Planning Process section is where a school EOP is developed by planning team
members. As you follow the directions and prompts on each page of the Planning Process section, you
will come across a total of nine forms. The data from eight of those forms are exported into the school
EOP, which is depicted in the table below. We will review each form, based on its location within the six-
step planning process. It is important for users to understand how data flow through the application,
and eventually form the school EOP.
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*Threats and Hazards: Develop Comprehensive List
. . )
eThreats and Hazards: Develop Goals and Objectives
eFunctions: Develop Goals and Objectives
V.
sThreats and Hazards: Develop Courses of Action
sFunctions: Develop Courses of Action
- N
eDraft Basic Plan
eThreats and Hazards: Prepare Draft Threat- and Hazard-Specific Annexes
eFunctions: Prepare Draft Functional Annexes )
*Basic Plan )
eThreats and Hazards: Threat- and Hazard-Specific Annexes
eFunctions: Functional Annexes )

Step 1: Form a Collaborative Planning Team

This is where you identify your collaborative planning team and document each team member’s contact
information and affiliation. Although this form is important in the planning process, the data saved in
Step 1 do not appear anywhere else in the application or in the school EOP. Users may revisit this page
throughout the planning process to access contact information for other members of the planning team,
and may export this list into an Excel spreadsheet for offline access.

Create New Team Member

Please use the form below fo identify members of your school's collaborative planning team as well as the stakeholder category or categories which they represent.
If your school's planning team does not include sufficient representation from various stakeholder groups in the community (that may be involved in an emergency
before. during, or after an incident), the core planning team may want to consider adding additional members to the collaborative planning team.

You will need to add each team member one by one into the form below. To add a team member into EOP ASSIST, please type that person’s name and contact
information into the corresponding fields and then check the appropriate boxes designating the stakeholder categories that the team member represents. You may
check more than one box for each team member. Click the Save button fo record information for each team member, and then repeat this process as many times
as necessary to add all members of the planning team into EOP ASSIST.

Name:
Title:
Organization:

SOPY Y Y Y

Phone:

Stakeholder School District/LEA
Category: | o ool communiy

Diverse Interests of Whole School Community

Local Community Partner

State Department of Education/SEA

State Community Partner

Additional Partner
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Step 2: Understand the Situation

This is where you identify threats and hazards that may be addressed in your school EOP. Data saved in
Step 2 inform the data that are populated throughout the rest of the application; this is the basis of your
threat- and hazard-specific annexes. Only the names of threats and hazards are collected here, so please
return to this page if at any time you need to update the name of a threat or hazard.

Create Threats and Hazards

Please use the form below to record threats and hazards generated from the data sources listed above and any other relevant
data sources. You will need to add each threat and hazard separately. Type the name of the threat or hazard in the designated
field and then click the Save button to record that threat or hazard in the table below. Repeat this process as many times as
necessary to add all threats and hazards.

If your team has already recorded threats and hazards and wishes to modify the information, please click the Edit button for
the respective threat or hazard. A pre-populated field will appear with previously saved information. After editing the available
field, click the Save button. Repeat this process, as needed.

oo | et

Step 3: Determine Goals and Objectives

This is where you develop goals and objectives for the identified threats and hazards. The information
you put here will form the threat- and hazard-specific annexes in your school EOP. Data saved in Step 2
prepopulate tables in Step 3. All threats and hazards created in Step 2 and selected in Step 3 will appear
on the page “Develop Goals and Objectives for Threats and Hazards.” Once data for all three goals and
at least one objective for each goal have been added to a threat or hazard, all data associated with that
threat or hazard will appear in Step 4.

Add/Edit Goals and Objectives for Threats and Hazards

State View @
School Edt@
[ERGHCER Y-8 B I L £ |
Goal 1 (Before):
4
Function- Family Reunification
[ERCRCREN -3 ||B I|L|l= =|o| %

Objective:

Function: Continuity of Operations (COOP)
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As you develop goals and objectives for threats and hazards, you will be prompted to identify cross-
cutting functions. These functions will then prepopulate the third table in Step 3, where users develop
goals and objectives for functions.

Please note: If your planning team has developed goals and objectives for a threat or hazard, but then
de-selects that threat or hazard in the first form in Step 3, this threat or hazard will still appear in the
Add/Edit Goals and Objectives for Threats and Hazards table. However, it will not be editable (as
denoted by the View icon) nor will it be exported into the school EOP.

This is also where you develop goals and objectives for the identified functions, which will form the
functional annexes in your school EOP. All functions selected or created in Step 3 will appear on the
page “Develop Goals and Objectives for Functions.” Once data for all three goals and at least one
objective for each goal have been added to a function, all data associated with that function will appear

Add/Edit Goals and Objectives for Functions
Communications and Warning Edit School Add B
Continuity of Operations (COOP) Edit School Add @
Family Reunification Edit School Add B
[ERGNIE] L B I |L|lx= =|lce
Goal 1 (Before):
4
ERENE] o B I |L|l= =)

Objective:

Step 4: Plan Development

This is where you identify courses of action for the threats and hazards that have goals and objectives.
Doing this work continues to develop the threat- and hazard-specific annexes in your school EOP. Data
saved in Step 3 prepopulate tables in Step 4. All threats and hazards with goals and objectives created in
Step 3 will appear on the page “Develop Courses of Action for Threats and Hazards.” Once data for all
three course-of-action sections (before, during, and after) have been added to a threat or hazard, all
data associated with that threat or hazard will appear in Step 5.

6l|Page



Readiness and Emergency Management for Schools (REMS)

Technical Assistance (TA) Center EOP ASSIST 6.0 User Manual

Add/Edit Courses of Action for Threats and Hazards

COURSES OF
THREATS AND HAZARDS REQUIRED BY ACTION

State View @
School Edit @

Goal 1

(Before):

Function: Family Reunification

Objective:

Function: Continuity of Operations (COOP)

BB & « e 132(|B I |E ||z :=|| 0

Courses of
Action:

Please note: If your planning team has developed courses of action for a threat or hazard, but then de-
selects a threat or hazard in the first form in Step 3, the threat or hazard will still appear in the Add/Edit
Courses of Action for Threats and Hazards table. However, it will not be editable (as denoted by the View
icon) nor will it be exported into the school EOP.

This is also where you identify courses of action for the functions that have goals and objectives. Doing
this work continues to develop the functional annexes in your school EOP. All functions with goals and
objectives created in Step 3 will appear on the page “Develop Courses of Action for Functions.” Once
data for all three course-of-action sections (before, during, and after) have been added to a function, all
data associated with that function will appear in Step 5.

Add/Edit Courses of Action for Functions

Security School Edit (&)

Goal 1 (Before):

Objective:

Courses of Action:
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Step 5: Plan Preparation, Review, and Approval

This is where you review and edit your threat- and hazard-specific annexes. Data saved in Step 4
prepopulate tables in Step 5. All threats and hazards with courses of action created in Step 4 will appear
on the page “Prepare the Draft EOP: Threat- and Hazard-Specific Annexes.” All data that appear on this
page will be exported to the school EOP.

Edit Threat- and Hazard-Specific Annexes

View @
Edit @
D BB B . % H[B T |5 =
Goal 1 (Before):
A
Function: Family Reunification v
Y B @G e %% B T L= =] %
Objective:
V]
Function: Continuity of Operations (COOP) v

LRI RIS - B

Courses of
Action:
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Please note: If your planning team has developed goals, objectives, and courses of action for a threat or
hazard, but then de-selects that threat or hazard in the first form in Step 3, the threat or hazard will still
appear in the Edit Threat- and Hazard-Specific Annexes table. However, it will not be editable (as
denoted by the View icon) nor will it be exported into the school EOP.

This is where you review and edit your functional annexes. Data saved in Step 4 prepopulate tables in
Step 5. All functions with courses of action created in Step 4 will appear on the page “Prepare the Draft
EOP: Functional Annexes.” All data that appear on this page will be exported to the school EOP.

Edit Functional Annexes

Security Edit (A

Goal 1 (Before):

DB E B - KB T [L||lE =] %
Objective:
4
@@ &« )%=z 1| 5|B:=]x

Courses of Action:
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Step 5 is also where you develop, review, and edit your Basic Plan section. These data are separate from
the rest of the forms in the application. This section has unique functionality, as you can upload an
external document to populate the entire section. All data that appear on this page will be exported to
the school EOP.

If you select “Use Uploaded Basic Plan,” please remember that only one uploaded document is saved in
the application at a time, and it must be in the format of a Microsoft Word document. If the Basic Plan is
updated at any time, you must manually change the date of the school EOP in either the Introductory
Material section or in the downloaded school EOP each time the plan is updated. Otherwise, the school
EOP will display the previously saved date.

Prepare the Draft EOP: Basic Plan

Your planning team will begin developing a draft of the school EQP with the Basic Plan section. The Basic Plan section provides an overview of the school's approach to emergency operations and often consists of
several subsections, as listed below. You may manually create the Basic Plan section by selecting Create Basic Plan below. Then click the Add button for each of the subsections below and follow the directions for
that subsection. If you are modifying previously saved subsections, please click the Edit button for the corresponding subsection

If your school or district already has an up-to-date Basic Plan section (provided as a Microsoft Word document), you may upload the Basic Plan into ECP ASSIST. To upload your Basic Plan section, select Use
Uploaded Basic Plan below. Then click the Choose File butten that appears and select the appropriate file. After the page is refreshed, your uploaded Basic Plan will be found in the first row of the table below. Only
one uploaded Basic Plan section will be saved in EOP ASSIST at a time

¥ Create Basic Plan L/ Use Uploaded Basic Plan

BASIC PLAN SECTIONS

1. Introductory Material Add @
2. Purpose, Scope, Situation Overview, and Assumptions Add &P
3. Concept of Operations (CONOPS) Add &
4. Organization and Assignment of Responsibilities Add &
5. Direction, Control, and Coordination Add B
6. Information Collection, Analysis, and Dissemination Add &
7. Training and Exercises Add @
8. Administration, Finance, and Logistics Add
9. Plan Development and Maintenance Add
10. Authorities and References Add #
11. Images Add &
12. Attachments Edit (&)
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This is where you can upload image files, such as those of evacuation routes, floorplans, and so on, to be
exported into your school EOP. Image files must be in the JPG or PNG format.

11. Images Add @

Upload images that you would like to include in the Basic Plan section of your EOP. Please
note that only _jpg and .png files can be uploaded.

Add Image File

This is where you can upload other documents to be attached to the school EOP. Attachment files can
be Microsoft Excel files, Microsoft Word documents, or Adobe PDFs. The files that appear in this section
will not be exported into the school EOP, but will be accessible for download on the My EOP page.

12. Attachments Add @
Upload File
Show entries Search:
# ,  FILE TITLE FILE NAME DATE ACTIONS

No data available in table

Showing 0 to 0 of 0 entries

Previous Next
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Step 6: Plan Implementation and Maintenance

This is where you document trainings that your education agency has conducted. Although this form is
important in the planning process, the data saved in Step 6 do not appear anywhere else in the
application or in the school EOP. Users may visit this page throughout the planning process to access
exercise information, and may export this list into an Excel spreadsheet for offline access.

Train and Inform Stakeholders

Keep a record of trainings that your district has conducted. Add each training separately. Type the name or title of the training and add the accompanying details into the
corresponding fields. To document the training as a district-provided training initiative, select the appropriate box. Click Save to record information for each emergency
exercise, and repeat this process as many times as necessary to add all emergency exercises conducted into EOP ASSIST.

If you wish to modify existing information, click Edit for the chosen training. A prepopulated field will appear with previously saved information. After editing the available field,
click Save. Likewise, to remove a training from the list, click Delete. You will be asked to confirm this deletion. Click Yes to confirm or Cancel if you clicked Delete in error.

* Title: |

* Topic: [Developing high-quality EOPs v]

Format:

Location:

* Number of 0

|
Date: ‘
|
|
participants:

Key [ Executive leaders
Personnel in [ General personnel
Attendance: [ Critical personnel/ command staff
[J Leadership/ incident managers

Evaluation
Score:

Description:

Attachment: | Choose File |No file chosen

[ This is a district-provided training initiative.
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This is where you document drills, tabletop exercises, and other exercises that your education agency
has conducted. Although this form is important in the planning process, the data saved in Step 6 do not
appear anywhere else in the application or in the school EOP. Users may visit this page throughout the
planning process to access exercise information, and may export this list into an Excel spreadsheet for

offline access.

Add/Edit Emergency Exercises

Please use the form below to record emergency exercises that your school has conducted. You will add each emergency exercise separately. Type the name or title of
the emergency exercise and accompanying details into the corresponding fields, and check the appropriate box designating the type of emergency exercise. You may
check only one box for each emergency exercise. Click the Save button to record information for each emergency exercise, and then repeat this process as many times

as necessary to add all emergency exercises conducted into EOP ASSIST.

If your team has already recorded emergency exercises and wishes to modify the information, please click the Edit button for the respective emergency exercise. A
prepopulated field will appear with previously saved information. After editing the available field, click the Save button. Likewise, if your team would like to remove an
emergency exercise from the list, click the Delete button. You will be asked to confirm this deletion. Click Yes to confirm or Cancel if you clicked the Delete button in error.

Title:

Type of | Drill
Emergency
Exercise:
Date:
Location:

Contact:

Description:

Attachment: | Choose File | No file chosen

I
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Resource Toolkit

The Resource Toolkit includes useful materials to help you complete your school EOP and is available
only in the Home/Getting Started and Planning Process sections. This should be used as an additional
source of information to enrich your knowledge of the six-step planning process. Guidance contains links
that lead users directly to the School Guide and to at-a-glance information on the School Guide.
Resources include a wide variety of tools, documents, online courses, and training materials that were
developed for and by Federal agencies and the REMS TA Center. Examples contain links that show the
tangible result and products of the step in which you are located in the application.

Home My Account Calendar Planning Process My EOP Management  Log Out

Step 2 Resource Toolkit

= <= GUIDANCE
Bl Resource Toolkit

Jnderstand the Situation = At-a-Glance Guidance
on Step 2

ollaborative planning team, it is time to begin the process of developing your school's EOP. Step 2 will prompt your team to develop a !

d list of threats and hazards to be addressed in the school EQP. = Pages 7-12 in the

_ - . . School Guide
List of Possible Threats and Hazards Using a Variety of Data Sources

velop a comprehensive list of threats and hazards by consulting a variety of data sources, including: school and district assessment data; i\ RESOURCES
and Federal partners; and information from the school community. -
= Related Resources for
Step 2 on the REMS
omprehensive list of possible threats and hazards, the team should evaluate the risk and vulnerability of each of the threats and hazards. This TA Center Website
ning team to prioritize and refine the list of threats and hazards that will be addressed in your school EOP. :

abilities of Threats and Hazards and Then Prioritize

<)* EXAMPLES

‘our planning team should have a prioritized list of threats and hazards that will be carried forward to Step 3. In Step 3, your planning team will

\easures to address those prioritized threats and hazards = Examples of Threats
and Hazards
Sample Risk
Assessment Matrix
Assessment and Risk
Evaluation Materials in
the Tool Box

Submit your example
to the Tool Box

Please note: For more information on how to open, use, and close the Resource Toolkit, please refer to
Chapter 4.
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Calendar

School emergency management planning is an ongoing effort that is reinforced through regularly
scheduled planning meetings. Often, planning teams creating new school EOPs will meet frequently at
first. Once the school EOP is in place, teams will need less frequent but regular meetings to revise and
maintain the plan. The Calendar section will help you schedule meetings and create reminders and
notifications to support the team’s planning process.

School Users and School Administrators will see only the events planned for their individual school.
These events will also be seen by the District Administrators, who will see all events planned for each
school in the school district. State Administrators, however, will see only events planned at the state
level, which will not be shared with users at the school and school district levels.

To use this feature, click Calendar in the Navigation Bar. There also are links to the Calendar feature in
Step 1 and Step 6 of the application; these links will open the Calendar in a new browser window.

MENU Home My Account Calendar Planning Process My EOP Management Log Out

Create a New Event
1. Click the day the event will take place.
2. Confirm the date and adjust the start time and end time.
3. Addthe event title, location, and description in the fields.

Date: 08/16/2019
Mame [ Title |

Start Time 1200 aM ¥
End Time 1z00am ¥

Location:

Body:

Save Cancel

4. Click the Save button.
5. You will return to the Calendar section and the event will appear on the Calendar.
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Edit an Existing Event
6. Select the event in the Calendar.

< > today August 2019 month | week day
Sun Mon Tue Wed Thu Fri Sat
1 2 3
4 5 6 T 8 9 10
1 12 13 14 15 16 178
18 19 20 21 22 23 24
25 26 27, 28 29 30 31

7. Edit the event, as needed. School: State
8. Click the Save button. MName / Title :F'ianniﬁg Meeting|

Date: 08/16/2019
Start Time o04:15PM ¥
End Time o05:20PM ¥

Main Conference Room
Location:

EBody:

Save Delete Cancel
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Viewing Events
You can view your calendar by month, week, or day. To switch the calendar display, click one of the
buttons in the upper right corner of the page. The image below shows the calendar in weekly view.

< > today Aug 11 —17, 2019 month day

Sun 8/11 Mon 8/12 Tue 8/13 Wed 8/14 Thu 8/15 Frigie Sat 8/17
all-day

6am <
7am

gam

Gam
10am
11am
12pm

1pm

2pm

3pm

4pm 4:15PM - 5:30PM

Planning Meeting

5pm =

6pm

7pm

My EOP

The result of the six-step planning process is the school EOP, which may be accessed, for the most part,
in the My EOP section. This is where users may download the plan as a Microsoft Word document,
which allows your team to create a table of contents, review and revise the plan, and download any
attachments that should accompany it. Exporting the plan into a Word document also lets planning
teams control versions of your school EOP by saving them on a designated secure system. Only the most
up-to-date version of your school EOP will be available in EOP ASSIST, which means that once data are
updated, your school EOP will also be updated and your collaborative planning team will not be able to
access the previous version within the application. For this reason, it is important to save previous
versions on a designated secure system.
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EOPs
Select My EOP in the Navigation Bar.

MENU Home My Account Calendar Planning Process My EOP Management Log Out

You will be presented with a list of school EOPs to which you have access. All School Users, School
Administrators, and State Administrators will see only one school EOP on this page, and the State
Administrators will see only their sample school EOP. District Administrators, however, will be able to
see all school EOPs for the schools in their school district on this page. To return to this screen, select
the EOPs tab.

[ EOPs Attachments Trainings Exercises

Show entries

Date = School Basic Plan Source School EOP

07/10/2019 1029 am Intenal Download
07/09/2019 7:02 pm E Internal Download

03/09/2018 12:32 pm External / Uploaded Download

Date School Basic Plan Source School EOP

Showing 1 to 3 of 3 entries Previous 1 Next

The Date column indicates the last time the school EOP was updated and is marked with a timestamp.

The School column is only present for District Administrators and indicates the school from which the
school EOP originates.

The Basic Plan Source column indicates how the Basic Plan section of the school EOP was imported into
the school EOP. “Internal” means that users typed and inserted dates for each subsection of the Basic
Plan directly into the application. “External/Uploaded” means that users uploaded a Microsoft Word
document to replace the entire Basic Plan section.

The School EOP column allows users to download the school EOP as a Word document to their
computer. Once the EOP is downloaded, save the file to your institution’s designated secure system.

Please note: For more information on how State Administrators and District Administrators can gain
access to school EOPs in the Management section, please refer to Chapter 6.
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Attachments

The Attachments section contains attachments that were uploaded in Step 5 as planning teams
developed the Basic Plan. These attachments do not export automatically with the school EOP and
should be downloaded at the same time the school EOP is downloaded.

[ EOPs I Attachments l Trainings Exercises ]

Show entries Search: \:I
Date 4 File Title File Name School Attachments
07/09/2019 5:28 pm y Download
07/09/2019 5:36 pm d Download
07/09/2019 6:14 pm i Download
07/10/2019 10:37 am 5 Download
07/10/2019 10:37 am Download
08/19/2019 2:54 pm Download
08/19/2019 2:54 pm Download
08/19/2019 2.54 pm Download
08/19/2019 2:55 pm Download
Date File Title File Name School Attachments
Showing 1 to 9 of 9 entries Previous 1 Next

The Date column indicates the last time the attachment was uploaded or the last time it was updated
and is marked with a timestamp.

The File Title column indicates how the Basic Plan section of the school EOP was imported into the
school EOP. “Internal” means that users typed and inserted dates for each subsection of the Basic Plan
directly into the application. “External/Uploaded” means that users uploaded a Microsoft Word
document to replace the entire Basic Plan section.

The School column is present only for District Administrators and indicates the school from which the
school EOP originates.

The Attachments column allows users to download the attachment as a file to their computer. Once the
attachment is downloaded, save the file to your institution’s designated secure system.
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Trainings Dashboard

The Trainings section contains a dashboard of trainings that were documented in Step 6 as planning
teams trained and informed stakeholders on the plan. Use the dropdown menus to filter trainings by
provider, topic, and date range. You will be presented with a summary of the number of trainings
conducted across your institution, the number of participants trained, and average overall evaluation
score, as well as see individual trainings listed based on the filter criteria you selected.

[[eors | amenmens [ramess ] e [

Provider:
Topic: \ Al --
Date Range: | [ |

EN 3 Em

NUMBER OF TRAININGS | NUMBER OF PARTICIPANTS | AVERAGE OVERALL EVALUATION SCORE | NUMBER OF SCHOOLS
2 66 23 1
NUMBER OF EVALUATION
TITLE TOPIC DATE m PARTICIPANTS SCORE ATTACHMENT
g EOPs 23 23

07/30/2020

v]

07/03/2020 43 23

Exercises Dashboard
The Exercises section contains a dashboard of exercises that were documented in Step 6 as planning

teams exercised the plan. Use the dropdown menus to filter exercises by host, type, and date range. You
will be presented with a summary of the number of exercises conducted across your institution, as well
as see individual exercises listed based on the filter criteria you selected.

[[eors [ asscnmens [ mamnes [ e

Type: -~ All -- v

Date Range‘ | = |

v [ et e

NUMBER OF EXERCISES | NUMBER OF SCHOOLS

3

Drill 07/09/2019 @ Download
Other Exercise 07f10/2019 B8 Download
T D Tabletop Exercise 08/16/2019

75| Page



Readiness and Emergency Management for Schools (REMS)

Technical Assistance (TA) Center EOP ASSIST 6.0 User Manual

Chapter 6: Management Features for Administrators

In addition to all the features discussed in Chapter 5, users with administrative privileges—including the
Super Administrator, State Administrators, District Administrators, and School Administrators—will have
added capabilities. Each Administrator can manage the user accounts on a school planning team,
although in different capacities. This chapter describes the uses and functions of these added
capabilities for the Super Administrator, State Administrators, District Administrators, and School
Administrators. Please refer to the subsection that aligns with your user role.

Super Administrator

The Super Administrator serves as the database manager for EOP ASSIST and is responsible for setting
up the institution’s account within the application and with creating the appropriate administrator
accounts, based on the institution’s hosting level. The Super Administrator is able to create school
profiles, school district profiles, and user accounts with any user role. More information on the Super
Administrator’s initial responsibilities is available in the Installation Manual.

Managing User Accounts
1. Select Management in the Navigation Bar.

School: BE=EIEWS v Home My Account Calendar Planning Process My EOP Management Log Out

As the Super Administrator, you will first see the User List of accounts within your institution’s
jurisdiction. This lets you view all the user accounts that have access to the application. User accounts
can be sorted alphabetically by various categories to help you find a specific user account. You can also
search the list to find specific user accounts; create new user accounts; and edit, delete, or block existing
user accounts. Further, this page lets you reset passwords, if needed.

Creating New User Accounts
Option 1

1. Click the Create New User button.

Create New User J m B Export List of Users

2. Fill all the required fields (noted with an asterisk) in the form that appears. User IDs and email
addresses must be unique for each user.
e Select the appropriate user role in the User Role dropdown menu: State Administrator,
District Administrator, School Administrator, or School User. For more information on each
user role, please refer to Chapter 4.
e Select the appropriate information for the District and/or School dropdown menus, if they
appear for the selected User Role.
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e Select the appropriate choice for the View Only dropdown menu if School User is selected
for the User Role. The View Only feature allows School User accounts to view, but not add to
or edit, their school’s data in the application.

3. Make a note of the User ID and Password information so that you can send it to each user who
will use these login credentials.

4. Click the Save button.

5. The user account name and other personal information will save, you will return to the User

List, and a confirmation message that a new user account was created successfully will appear.

6. Share the newly created User ID and password with the user so that he or she can log in and
change his or her account information. When a profile is created, the user is automatically given
an “active” status. This means that new user accounts have access to EOP ASSIST through their
respective login credentials.

Option 2

7. Click the Import Users button.

Create New User J m B Export List of Users

8. Click the Download CSV button.

Download CSV

9. Open the downloaded CSV file.

10. Insert the contact information for users, including their passwords.
11. Save the CSV file.

12. Click the Import User Profiles button.

© Import User Profiles

13. Confirm that the information is correct.

14. Assign user roles via the User Role dropdown menu.

15. Affiliate the users with a school district by selecting an existing school district in the School
District dropdown menu. Select None if the user is affiliated with an independent school.

16. Affiliate the users with a school by selecting an existing school in the School dropdown menu.

17. Click the Save button.

18. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name.

Please note: Although the Super Administrator can create a new user account for any user role, he or she
should be responsible for creating only the first new user at the highest level of the entity hosting the
application. In the case of state-/regional-level hosting, the Super Administrator should create only the
first State Administrator. In the case of district-level hosting, the Super Administrator should create only
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the first District Administrator. In the case of school-level hosting, the Super Administrator should create
only the first School Administrator. The responsibility of creating subsequent user accounts should be left
to the other administrators at the state, school district, or school levels. For more information on the
Super Administrator’s initial responsibilities, please refer to the Installation Manual.

Resetting Passwords

As the Super Administrator, you have permission to reset passwords, in case people forget their
passwords. While you have the ability to reset passwords for any user account with any user role, you
should be responsible for resetting only the passwords of user accounts with the highest user role (for
example, State Administrators in state-/regional-level hosting, District Administrators in district-level
hosting, and School Administrators in school-level hosting). All other users should contact their
respective Administrators to ask for their passwords to be reset.

1. Click the Reset button in the Password column for the corresponding user.

2. Confirm that the First Name, Last Name, and User ID that appear are correct for the user whose
password you wish to reset.

3. Fill all the required fields (noted with an asterisk) with a new password in the pop-up that
appears.

4. Make a note of the new password so you can send it to the actual user who will use this
password to log in.

5. Click the Reset Password button.

6. The new password will save, you will return to the User List, and a confirmation message that a
password was reset successfully will appear.

7. Share the new password with the user so that he or she can log in and change his or her
password for confidentiality purposes.

Modifying User Accounts
The Super Administrator has permission to modify information for user accounts. This may include
editing the name, email address, phone number, view only status, user role, or affiliation of the user

account.
1. Click the Edit button in the Modify User column for the user account you wish to modify.
2. Edit any of the fields you wish to modify in the pop-up that appears.
3. Click the Update button.
4. The user account information will save, you will return to the User List, and a confirmation

message that a user account was updated successfully will appear.

Please note: You cannot change your own user role, and no other users can change the user role of the
Super Administrator.

Deleting User Accounts

The Super Administrator has permission to delete user accounts. This is the only user role that may
complete this task and, once it is complete, the user account cannot be recovered. The Super
Administrator may want to delete a user account if the account was created in error or if a user leaves a
school, school district, or other institution.
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1.
2.
3.
4.

Click the Delete button in the Modify User column for the user account that you wish to delete.
A pop-up window will appear.

Click the Delete button.

The user account information will be deleted, you will return to the User List, and a
confirmation message that a user account was deleted successfully will appear.

Please note: The Super Administrator is the only user role with the ability to delete a user account.
Further, you cannot delete your own user account, and no other users can delete the Super Administrator
account.

Blocking User Accounts

The Super Administrator has permission to block user accounts. This feature prohibits the user from
successfully logging in to the application until the user account is “unblocked.” The Super Administrator
may want to block a user account if a user leaves a school, school district, or other institution, but there
is reason not to delete the user account permanently.

Click the Block button in the Modify User column for the user account that you wish to block.
A “Block User” pop-up notification will appear.

Click the Yes button.

The user account status will save, you will return to the User List, and a confirmation message
that a user account was blocked successfully will appear.

PWnNPE

Please note: You cannot block your own user account, and no other users can block the Super
Administrator account.

Managing School District Profiles

In state-/regional-level hosting and district-level hosting, the Super Administrator account can manage
the school district(s) using EOP ASSIST. This includes creating new school district profile(s) and editing
existing school district profile(s).

1. Click the School District Management tab.

User Management | School Management | School District Management | state Access | Time-out |  Program Administrator |  Resource Toolkit

You will be presented with a list of all school district profiles that have already been created (if any) in
the School District List. This list lets you view all the school district profiles that have access to the
application. School district profiles can be sorted alphabetically to help you can find a specific school
district. You can also search the list to find specific school district profiles, create new school district
profiles, and edit or delete existing school district profiles.

Creating New School District Profiles
Option 1

1. Click the Create New School District button.
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Create New School District §} Import School Districts

2. Fill all the required fields (noted with an asterisk) in the form that appears.
e Type the school district name in the District Name field.
e Type the school district abbreviation in the Screen Name field.

3. Click the Create New School District button.

4. The school district profile information will save, you will return to the School District List, and a
confirmation message that a new school district profile was created successfully will appear.

5. Repeat as necessary, so all school districts in your state or region have profiles in the
application.

Option 2

1. Click the Import School Districts button.

Create New School District R} Import School Districts

2. Click the Download CSV button.

Download CSV

Open the downloaded CSV file.

Insert the names of school districts in the District Name column.
Save the CSV file.

Click the Import District Profiles button.

& Import District Profiles

7. Confirm that the information is correct.

Click the Save button.

9. The school district profile information will save, you will return to the School District List, and a
confirmation message that new school district profiles were imported successfully will appear.

o kW

®

Please note: Although the Super Administrator has the ability to create school district profiles, he or she
should be responsible for creating a school district profile only in the case of district-level hosting. State

Administrators should assume the responsibility of creating school district profiles in the case of state-/

regional-level hosting.

Modifying School District Profiles
1. Click the Edit button in the Modify School District column for the school district profile you wish
to modify.
2. Edit any of the fields you wish to modify in the pop-up that appears.
3. Click the Update button.
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4. The school district profile information will save, you will return to the School District List, and a
confirmation message that a school district profile was updated successfully will appear.

Deleting School District Profiles

The Super Administrator has permission to delete school district profiles. This is the only user role that
may complete this task and, once it is complete, the school district profile cannot be recovered. In
addition, be aware that all school profiles and school EOPs associated with this school district will be
deleted. The Super Administrator may want to delete a school district profile if the profile was created in
error or if a school district closes permanently.

1. Click the Delete button in the Modify School District column for the school district profile you
wish to delete.

2. A pop-up window will appear.

Click the Delete button.

4. The school district profile will be deleted, you will return to the School District List, and a
confirmation message that a school district profile was deleted successfully will appear.

w

Please note: The Super Administrator is the only user role with the ability to delete a school district
profile. This is a permanent action that cannot be undone.

Managing School Profiles
At all hosting levels, the Super Administrator account can manage access by and information about the
school(s) using EOP ASSIST. This includes creating school profiles(s) and editing existing school profile(s).

1. Click the School Management tab.

User Management | School Management | School District Management | State Access |  Time-Out |  Program Administrator |  Resource Toolkit

You will be presented with a list of all school profiles that have already been created (if any) in the
School List. This list lets you view all the school profiles that have access to the application. School
profiles can be sorted alphabetically to help you find a specific school. You can also search the list to find
specific school profiles, create new school profiles, and edit or delete existing school profiles.

Creating New School Profiles
Option 1

1. Click the Create New School button.

Create New School §B Import Schools

2. Fill all the required fields (noted with an asterisk) in the form that appears.
e Type the full name of the school in the School Name field.
o Type the acronym or abbreviation of the school in the Screen Name field.
e Select the appropriate school district in the School District dropdown menu. In the case of
state-/ regional-level hosting, select None for independent schools.
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3. Click the Create New School button.
4. The school profile information will save, you will return to the School List, and a confirmation
message that a new school profile was created successfully will appear.

Option 2

1. Click the Import Schools button.

Create New School f§ Import Schools

2. Click the Download CSV button.

Download CSV

Open the downloaded CSV file.

Insert the names of schools in the School Name column.
Save the CSV file.

Click the Import School Profiles button.

© Import School Profiles

7. Confirm that the information is correct.

8. Affiliate the schools with a school district by selecting an existing school district in the School
District dropdown menu. Select None if the school is not affiliated with a school district and is
independent.

9. Click the Save button.

10. The school profile information will save, you will return to the School List, and a confirmation
message that new school profiles were imported successfully will appear.

oUW

Please note: Although the Super Administrator has the ability to create school profiles, he or she should
be responsible for creating a school profile only in the case of school-level hosting. State Administrators
should assume the responsibility of creating school profiles in the case of state-/regional-level hosting,
and District Administrators should assume the responsibility in the case of district-level hosting.

Modifying School Profiles
1. Click the Edit button in the Modify School column for the school profile you wish to modify.
2. Edit any of the fields you wish to modify in the pop-up that appears.
3. Click the Update button.
4. The school profile information will save, you will return to the School List, and a confirmation
message that a school profile was updated successfully will appear.

Deleting School Profiles
The Super Administrator has permission to delete school profiles. This is the only user role that may
complete this task and, once it is complete, the school profile cannot be recovered. In addition, all
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school EOPs associated with this school profile will be deleted. The Super Administrator may want to
delete a school profile if the school profile was created in error or if a school closes permanently.

Click the Delete button in the Modify School column for the school profile you wish to delete.

A pop-up window will appear.

Click the Delete button.

The school profile will be deleted, you will return to the School List, and a confirmation message
that a school profile was deleted successfully will appear.

PwNPE

Please note: The Super Administrator is the only user role with the ability to delete a school profile. This
is a permanent action that cannot be undone.

Managing Time-Out Feature

To protect the security of school EOPs, users are automatically logged out after a set period of time. The
duration of time that user sessions remain idle or inactive before being automatically logged out may be
adjusted only by the Super Administrator. Security standards recommend setting 60 minutes as the
maximum amount of time to elapse before timing out.

1. Select the Time-Out tab.

User Management | School Management | School District Management | state Access |  Time-Out |  Program Administrator |  Resource Toolkit

2. Click the Edit button.

User Management | School Management | School District Management | state Access |  Time-Out | Program Administrator | Resource Toolkit

In order to protect the security of school EOPs, users are automatically logged out. The duration of time that all users’ sessions remains idle or inactive before being automatically
logged out may be adjusted by the Super Administrator only. Please note that security standards recommend setting 60 minutes as the maximum amount of time to elapse before
timing out.

Length of time in minutes: [ 60 ] m

3. A pop-up window will appear.
e Fill out the field.
e Click the Save button.

Managing Program Administrator

The Program Administrator is responsible for resetting passwords for all users who access this installed
version of EOP ASSIST and his/her contact information below will appear on the Login page. This person
should have management capabilities and represent the agency that installed the software application.
This person may be someone other than the Super Administrator.

1. Click the Program Administrator tab.
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User Management | School Management | School District Management | state Access | Time-out |  Program Administrator |  Resource Toolkit

1. Edit any of the existing fields with the contact information of the Program Administrator.
2. Click the Save button.

Managing Resource Toolkit

EOP ASSIST allows institutions to upload resources that are specific to their state, region, or school
district to the Resource Toolkit. You may choose the location within the Planning Process section for
each resource, and may add a single resource to multiple pages. Resources may be uploaded as files or

URLs. The REMS TA Center has added a number of national resources to the Resource Toolkit, and these
cannot be removed.

1. Click the Resource Toolkit tab.

User Management | School Management | School District Management | state Access | Time-out |  Program Administrator |  Resource Toolkit

2. Click the Add Resource button.

Resource Toolkit

User Management | School Management | School District Management | sState Access |  Time-Out |  Program Administrator |

Add Resource

Resource Toolkit

3. Fill all the required fields (noted with an asterisk) in the form that appears.
e Type the name of the resource in the Name field. This text will be displayed in the Resource
Toolkit.

e Type the URL of the resource or click the Choose File button if the resource does not have a
URL.

e Select the appropriate label in the Section dropdown menu. This is the section of the
Resource Toolkit where the resource will appear.

i. Guidance—recommendations and laws from government agencies and other
organizations on school emergency management planning.
ii. Resources—tools, documents, online courses, and training materials that provide
supplemental information on specific topics.
iii. Examples—tangible result and product of emergency management planning work (e.g.,
sample goals and objectives, sample courses of action, sample annexes).

e Select the check boxes for the applicable pages within the Planning Process section that are
relevant to the resources. These are the pages where the resources will appear in the
Resource Toolkit.

4. Click the Save button.
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Please use the form below to add resources to toolkit.

*Name:

*Resource Link Choose File | No file chosen
Enter the full URL path of the resource for example: [hiip-/iwww. domain.comiresource pdf] or upioad  fik.

*Section: | -Select— ¥

Page(s) Applicable: m Deselect All

HOME
Before Using EOP ASSIST How Teams Can Use EOP ASSIST Introduction to the Planning Process
STEP 1
Overview of Step 1: Form a Identify a Core Planning Team Form a Common Framework and Define and Determine a Regular
Collaborative Planning Team Assign Roles and Responsibilities Schedule of Meetings
STEP 2
Overview of Step 2: Understand the Develop a Comprehensive List of Possible Threats and Evaluate Risks and Vulnerabilities of Threats
Situation Hazards Using a Variety of Data Sources and Hazards and Then Prioritize
STEP 3
Overview of Step 3: Determine Goals Select Threats and Hazards to Address in the School Develop Goals and Objectives for Threats and Develop Goals and
and Objectives EOP Hazards Objectives for Functions
STEP 4
Overview of Step 4: Plan Development Use Scenario-Based Planning Develop Courses of Action for Threats and Develop Courses of
(Identify Courses of Action) Hazards Action for Funcfions
STEP 5
Overview of Step 5: Plan Preparation, Prepare the Draft EOP: Threat- and Hazard-Specific Prepare the Draft EOP: Functional Annexes Prepare the Draft EOP: Review, Approve,
Review, and Approval Annexes Basic Plan and Share the Plan
STEP 6
Overview of Step 6: Plan Train Stakeholders on the Plan Exercise the Plan Review, Revise, and Thank You for Using
Implementation and Maintenance Maintain the Plan EOP ASSIST

5. The Resource information will save, you will return to the Resource Toolkit list, and a
confirmation message that a new resource was saved successfully will appear.

State Administrator

State Administrators have the unique role of ensuring that schools throughout the state can develop
high-quality EOPs. This can be done by managing the school district profiles and independent school
profiles that have access to the application, and by developing a sample plan and scheduling events at
the state level to support school emergency management planning.

Managing User Accounts

State Administrators serve as the point of contact for statewide access to EOP ASSIST. Therefore, State
Administrators can create user accounts with any user role. More information on the State
Administrator’s initial responsibilities is available in Chapter 2.

1. Select Management in the Navigation Bar.
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Home My Account  Calendar Planning Process My EOP Management Log Out

As a State Administrator, you will first see the User List, which shows the user accounts within your
institution’s jurisdiction that have access to the application. User accounts can be sorted alphabetically
by various categories to help you find a specific user. You can also search the list to find specific user
accounts, create new user accounts, and edit or block existing user accounts. Further, this page lets you
reset passwords, if needed.

Creating New User Accounts
Option 1

1. Click the Create New User button.

Create New User §§ m B Export List of Users

2. Fill all the required fields (noted with an asterisk) in the form that appears.

e Select the appropriate user role in the User Role dropdown menu: State Administrator,
District Administrator, School Administrator, or School User. For more information on each
user role, please refer to Chapter 4.

e Select the appropriate information for the District and/or School dropdown menus, if they
appear for the selected User Role.

e If School User is selected for the User Role, select the appropriate choice for the View Only
dropdown menu. The View Only feature allows School User accounts to view, but not add to
or edit, data for their school.

3. Make a note of the User ID and Password information, so you can send it to the actual user who
will use these login credentials.

4. Click the Save button.

5. The user account name and other personal information will save, you will return to the User

List, and a confirmation message that a new user account was created successfully will appear.

6. Share the newly created User ID and password with the user so that he or she can log in and
change his or her account information. When a profile is created, the user is automatically given

“active” status. This means new users have access to EOP ASSIST through their respective login

credentials.

Option 2

1. Click the Import Users button.

Create New User §§ m B Export List of Users

2. Click the Download CSV button.
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Download CSV

3. Open the downloaded CSV file.

4. Insert the contact information for users, including their passwords.
5. Save the CSV file.

6. Click the Import User Profiles button.

€ Import User Profiles

7. Confirm that the information is correct.

8. Assign user roles via the User Role dropdown menu.

9. Affiliate the users with a school district by selecting an existing school district in the School
District dropdown menu. Select None if the user is affiliated with an independent school.

10. Affiliate the users with a school by selecting an existing school in the School dropdown menu.

11. Click the Save button.

12. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name

Please note: Although the State Administrator can create a new user with any User Role, he or she
should be responsible for creating user accounts only for colleagues at the state level, as well as the first
new user account for each school district profile and independent school account. The responsibility of
creating subsequent user accounts should be left to Administrators at the school district or school levels.
For more information on the State Administrator’s initial responsibilities, please refer to Chapter 2.

Resetting Passwords

As a State Administrator, you have permission to reset passwords, in case people forget them. While
you have the ability to reset passwords for any user account with any user role, you should be
responsible for resetting only the passwords of user accounts with the State Administrator user role. All
other users should contact their respective Administrators to ask for their passwords to be reset.

1. Click the Reset button in the Password column for the corresponding user.

2. Confirm that the First Name, Last Name, and User ID that appear are correct for the password
you wish to reset.

3. Fill all the required fields (noted with an asterisk) with a new password in the pop-up that
appears.

4. Make a note of the new password so you can send it to the actual user who will use this
password to log in.

5. Click the Reset Password button.

6. The new password will save, you will return to the User List, and a confirmation message that a
password was reset successfully will appear.

7. Share the new password with the user so that he or she can log in and change his or her
password for confidentiality purposes.
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Modifying User Accounts
State Administrators have permission to modify user accounts.

1. Click the Edit button in the Modify User column for the user account you wish to modify.
2. An “Update User” pop-up notification will appear.
e Edit the data, as needed.
e C(Click the Update button.
3. The user account information will save, you will return to the User List, and a confirmation
message that the user account was updated successfully will appear.

State Administrators have permissions to update the following information for user accounts within
their state: name, email address, phone number, user ID, user role, school district, or school affiliation (if
applicable).

Please note: You cannot change your own User Role. If you wish to change such information, please
contact another State Administrator or the Super Administrator.

Blocking User Accounts

State Administrators have permission to block user accounts. This feature prohibits the user from
successfully logging in to the application until the account is “unblocked.” State Administrators may
want to block a user account if a user leaves a school, school district, REA, SEA, or other institution, and
there is reason not to delete the user account permanently.

Click the Block button in the Modify User column for the user account that you wish to block.
A “Block User” pop-up notification will appear.

Click the Yes button.

The user account name and other personal information will save, you will return to the User
List, and a confirmation message that the user account was blocked successfully will appear.

PWwnNPE

Please note: You cannot block your own user account.

Managing School District Profiles

As a State Administrator, you can manage the school district profiles within your state that will use EOP
ASSIST. This includes creating new school district profiles and editing existing school district profiles.
More information on the State Administrator’s initial responsibilities is available in Chapter 2.

1. Click the School District Management tab.

User Management | School Management | School District Management | State Access | Resource Toolkit

You will be presented with a list of all school district profiles that have already been created (if any) in
the School District List. This list lets you view all the school district profiles that have access to the
application. School district profiles can be sorted alphabetically to help you find a specific school district.
You can also search the list to find specific school district profiles, create new school district profiles, and
edit or delete existing school district profiles.
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Creating New School District Profiles
Option 1

1. Click the Create New School District button.

Create New School District R} Import School Districts

2. Fill all the required fields (noted with an asterisk) in the form that appears.
e Type the school district name in the District Name field.
e Type the school district abbreviation in the Screen Name field.

3. Click the Create New School District button.

4. The school district profile information will save, you will return to the School District List, and a
confirmation message that a new school district profile was created successfully will appear.

5. Repeat as necessary, so all the school districts in your state or region have profiles in the
application.

Option 2

1. Click the Import School Districts button.

Create New School District §} Import School Districts

2. Click the Download CSV button.

Download CSV

Open the downloaded CSV file.

Insert the names of school districts in the District Name column.
Save the CSV file.

Click the Import District Profiles button.

€ Import District Profiles

7. Confirm that the information is correct.

Click the Save button.

9. The school district profile information will save, you will return to the School District List, and a
confirmation message that new school district profiles were imported successfully will appear.

oukWw

o

Modifying School District Profiles
1. Click the Edit button in the Modify School District column for the school district you wish to
modify.
2. Edit any of the fields in the pop-up that appears.
3. Click the Update button.
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4. The school district profile information will save, you will return to the School District List, and a
confirmation message that a school district profile was updated successfully will appear.

Managing School Profiles

As a State Administrator, you can manage the school profiles within your state that will use EOP ASSIST.
This includes creating new school profiles and editing existing school profiles. While State
Administrators shouldn’t assume the responsibility of managing school profiles that are affiliated with
school districts in EOP ASSIST, they will be responsible for creating school profiles for independent
schools. More information on the State Administrator’s initial responsibilities is available in Chapter 2.

1. Click the School Management tab.

User Management | School Management | School District Management | state Access |  Resource Toolkit

You will be presented with a list of all school profiles that have already been created (if any) in the
School List. This list lets you view all the school profiles that have access to the application. School
profiles can be sorted alphabetically to help you find a specific school. You can also search the School
List to find specific school profiles, create new school profiles, and edit existing school profiles. For
schools without school district affiliation, no information will appear in the District and District Screen
Name columns.

Creating New School Profiles
Option 1

1. Click the Create New School button.

Create New School §R Import Schools

2. Fill all the required fields (noted with an asterisk) in the form that appears.

e Type the full name of the school in the School Name field.

o Type the acronym or abbreviation of the school in the Screen Name field.

o Select None in the School District dropdown menu for independent schools.

Click the Create New School button.

4. The school profile information will save, you will return to the School List, and a confirmation
message that a new school profile was created successfully will appear.

w

Option 2

1. Click the Import Schools button.

Create New School f§ Import Schools
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2. Click the Download CSV button.

Download CSV

Open the downloaded CSV file.

Insert the names of schools in the School Name column.
Save the CSV file.

Click the Import School Profiles button.

& Import School Profiles

7. Confirm that the information is correct.

8. Affiliate the schools with a school district by selecting an existing school district in the School
District dropdown menu. Select None if the school is not affiliated with a school district and is
independent.

9. Click the Save button.

10. The school profile information will save, you will return to the School List, and a confirmation
message that new school profiles were imported successfully will appear.

ounksw

Please note: Although State Administrators have the ability to create school profiles for schools that are
affiliated with school districts, they should be responsible for creating school profiles only for
independent schools. District Administrators should assume the responsibility of creating school profiles
for schools that are affiliated with a school district.

Modifying School Profiles
1. Click the Edit button for the school profile in the Modify School column you wish to modify.
2. Edit any of the fields in the pop-up that appears.
3. Click the Update button.
4. The school profile information will save, you will return to the School List, and a confirmation
message that a school profile was updated successfully will appear.

Please note: If you wish to delete a school profile because a school has closed, please contact your Super
Administrator. The Super Administrator is the only user with this management function.

Managing State Access to School EOPs

SEAs may be responsible for reviewing school EOPs or certifying that they are in place, and this can be
done directly through EOP ASSIST. For State Administrators to gain access to school EOPs through the
application, representatives at the local and state levels must enable this feature. For State
Administrators to view school EOPs from independent schools, a School Administrator from each school
and a State Administrator must enable the State Access feature. For State Administrators to view school
EOPs from schools affiliated with school districts, a State Administrator, School Administrator from each
school, and District Administrator from each school district must all enable the State Access feature.

Enabling State Access
1. Click the State Access tab.
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User Management | School Management | School District Management | state Access |  Resource Toolkit

2. You will see a table that displays the status of state access to school EOPs, as granted by State
Administrators.

3. Click the Enable button in the Action column.

4. The status will change and a message that state access to school EOPs was enabled successfully
will appear.

Please note: Enabling the State Access feature does not guarantee that you will have access to all school
EOPs. If a school or school district does not want the state to have access to a school EOP, then the
school or school district can block State Administrators from accessing it.

Viewing School EOPs
Once state access to school EOPs is enabled (at the state and local levels), State Administrators will be
able to access the appropriate school EOPs.

1. Click the School Management tab.

User Management | School Management | School District Management | State Access | Resource Toolkit

2. State Administrators will be able to see which schools and school districts have enabled the
state access feature in the EOP column.
e Not Shared will appear if a school and/or school district has not enabled State Access.
e View will appear if a school and/or school district has enabled State Access and there are
data in the school EOP. You may click this button to view the school EOP.
e No Data will appear if a school and/or school district has enabled State Access, but there are
no data in the school EOP.
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Managing Resource Toolkit

EOP ASSIST allows institutions to upload resources that are specific to their state, region, or school
district to the Resource Toolkit. You may choose the location within the Planning Process section for
each resource, and may add a single resource to multiple pages. Resources may be uploaded as files or

URLs. The REMS TA Center has added a number of national resources to the Resource Toolkit, and these
cannot be removed.

1. Click the Resource Toolkit tab.

User Management | School Management | School District Management | state Access | Time-out |  Program Administrator |  Resource Toolkit

2. Click the Add Resource button.

Resource Toolkit

User Management | School Management | School District Management | state Access |  Time-Out |  Program Administrator |

Add Resource

Resource Toolkit

3. Fill all the required fields (noted with an asterisk) in the form that appears.
e Type the name of the resource in the Name field. This text will be displayed in the Resource
Toolkit.

e Type the URL of the resource or click the Choose File button if the resource does not have a
URL.
e Select the appropriate label in the Section dropdown menu. This is the section of the
Resource Toolkit where the resource will appear.
i. Guidance—recommendations and laws from government agencies and other
organizations on school emergency management planning.
ii. Resources—tools, documents, online courses, and training materials that provide
supplemental information on specific topics.
iii. Examples—tangible result and product of emergency management planning work (e.g.,
sample goals and objectives, sample courses of action, sample annexes).
e Select the check boxes for the applicable pages within the Planning Process section that are

relevant to the resources. These are the pages where the resources will appear in the
Resource Toolkit.

4. Click the Save button.
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Please use the form below to add resources to toolkit.

*Name:

*Resource Link Choose File | No file chosen
Enter the full URL path of the resource for example: [hiip-/iwww. domain.comiresource pdf] or upioad  fik.

*Section: | -Select— ¥

Page(s) Applicable: m Deselect All

HOME
Before Using EOP ASSIST How Teams Can Use EOP ASSIST Introduction to the Planning Process
STEP 1
Overview of Step 1: Form a Identify a Core Planning Team Form a Common Framework and Define and Determine a Regular
Collaborative Planning Team Assign Roles and Responsibilities Schedule of Meetings
STEP 2
Overview of Step 2: Understand the Develop a Comprehensive List of Possible Threats and Evaluate Risks and Vulnerabilities of Threats
Situation Hazards Using a Variety of Data Sources and Hazards and Then Prioritize
STEP 3
Overview of Step 3: Determine Goals Select Threats and Hazards to Address in the School Develop Goals and Objectives for Threats and Develop Goals and
and Objectives EOP Hazards Objectives for Functions
STEP 4
Overview of Step 4: Plan Development Use Scenario-Based Planning Develop Courses of Action for Threats and Develop Courses of
(Identify Courses of Action) Hazards Action for Funcfions
STEP 5
Overview of Step 5: Plan Preparation, Prepare the Draft EOP: Threat- and Hazard-Specific Prepare the Draft EOP: Functional Annexes Prepare the Draft EOP: Review, Approve,
Review, and Approval Annexes Basic Plan and Share the Plan
STEP 6
Overview of Step 6: Plan Train Stakeholders on the Plan Exercise the Plan Review, Revise, and Thank You for Using
Implementation and Maintenance Maintain the Plan EOP ASSIST

5. The Resource information will save, you will return to the Resource Toolkit list, and a
confirmation message that a new resource was saved successfully will appear.

Creating Statewide Threats, Hazards, Functions, Goals, and/or Objectives

State Administrators can create threats, hazards, and functions that all school planning teams should
address in their school EOPs, and can suggest goals and objectives that are based on state laws or
guidance. State Administrators are not required to add statewide data to the application, and schools
are not required to include statewide EOP data in their school EOPs.

Creating Statewide Threats and Hazards
1. Navigate to Step 2: Develop a Comprehensive List of Possible Threats and Hazards Using a
Variety of Data Sources.
2. Type the statewide threat or hazard into the field and select the checkbox.
3. Click the Save button.
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Create Threats and Hazards

Please use the form below to record threats and hazards generated from the data sources listed above and any other relevant data sources. You will need to add each
threat and hazard separately. Type the name of the threat or hazard in the designated field and then click the Save button to record that threat or hazard in the table
below. Repeat this process as many times as necessary to add all threats and hazards.

If your team has already recorded threats and hazards and wishes to modify the information, please click the Edit button for the respective threat or hazard. A pre-
populated field will appear with previously saved information. After editing the available field, click the Save button. Repeat this process, as needed.

This threat or hazard is required for all schools in the state to address in their EOPs. By selecting this box, this threat or hazard will appear in all school EOPs.

Cson | o |

Creating Statewide Goals and Objectives for Statewide Threats and Hazards
1. Navigate to Step 3: Develop Goals and Objectives for Threats and Hazards.
2. Click the Add button in the Goals and Objectives column for the threat or hazard that is
applicable to “All School EOPs in the State.”
3. Develop goals and objectives.
4. Click the Save button.

Add/Edit Goals and Objectives for Threats and Hazards

THREATS AND HAZARDS APPLICABLE TO GOALS AND OBJECTIVES

Only Sample School EOP for State Team View @
All School EOPs in State Edit (#)
All School EOPs in State Add &

Please note: Threats or hazards that are applicable to “Only Sample School EOP for State Team” will not
appear in any other school EOPs in the state. These data will appear only in the sample school EOP that
the State Administrators develop.

Creating Statewide Functions
1. Navigate to Step 3: Develop Goals and Objectives for Functions.
2. Click the Add Functions button.
3. Type the statewide function into the field and select the checkbox.
4. Click the Save button.

Add/Edit Goals and Objectives for Functions

Add Functions

Please use the form below to record functions that were not generated while developing goals and objectives for threats and hazards. You will need to add each function
separately. Type the name of the function in the designated field and then click the Save button to record that function in the table below. Repeat this process as many
times as necessary o add all functions.

This function is required for all schools in the state to address in their EOPs. By selecting this box, this function will appear in all school EOPs.

s | cors |
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Creating Statewide Goals and Objectives for Statewide Functions
1. Navigate to Step 3: Develop Goals and Objectives for Functions.
2. Click the Add button in the Goals and Objectives column for the function that is applicable to
“All School EOPs in the State.”
3. Develop goals and objectives.
4. Click the Save button.

Communications and Warning Only Sample School EOP for State Team Add
Continuity of Operations (COOP) Only Sample School EOP for State Team Add
Ewvacuation Only Sample School EOP for State Team Add &
Family Reunification Only Sample School EQP for State Team Add &
Lockdown Only Sample School EQP for State Team Add &
Recovery Only Sample School EOP for State Team Add &
Security Only Sample School EOP for State Team Add &

Edit Copy All School EOPs in State Edit @

Please note: Functions that are applicable to “Only Sample School EOP for State Team” will not appear in
any other school EOPs in the state. These data will appear only in the sample school EOP that the State
Administrators develop.

District Administrator

District Administrators have the unique role of overseeing the development of multiple school EOPs.
Because they are part of the planning teams of all schools, District Administrators can contribute to,
view, and edit information for each school EOP in their school district using EOP ASSIST. To do so,
District Administrators must first identify the school before viewing or editing the school EOP. A school
must be selected for access to the following sections: Home/Getting Started and Planning Process.
District Administrators will be prompted to select a particular school in a pop-up notification that
appears when first logging in to EOP ASSIST.

Selecting a School

Because school district personnel are important members of school planning teams, they can review and
edit school EOPs for all schools in their school district. District Administrators may add to or edit
individual school EOPs directly in the Planning Process section. When contributing to a school EOP, it is
important to select the correct school.

1. Select the School dropdown menu in the Navigation bar.

MENU L8 DL -Select-- v Home My Account Calendar Planning Process My EOP Management Log Out

2. Alist of schools will appear.
3. Select the appropriate school.
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Viewing School EOPs

The result of the six-step planning process is the school EOP, which may be accessed two different ways.
The My EOP section provides District Administrators with access to the most up-to-date school EOPs in
the application for all schools in your school district. Only school EOPs that exist will appear on this page.
Data must appear in Step 5 for a school EOP to be created in the application, as mentioned in Chapter 5.

1. Select My EOP in the Navigation bar.
2. Click the Download button for the school EOP you wish to view.

LG H -Select—- v Home My Account Calendar  Planning Process My EOP Management  Log Out

Show |10 v |entries

Date v  School Basic Plan Source School EOP
02/08/2017 5:09 pm External / Uploaded Download
02/08/2017 12:27 pm Intemal Download
Date School Basic Plan Source School EOP
Showing 1 to 2 of 2 entries Previous 1 Next

The Management section also provides District Administrators with access to the most up-to-date
school EOPs in the application for all schools in your school district. All schools in the school district will
appear in the School List, and the status of and/or access to their school EOP will also appear in the
school row.

1. Select Management in the Navigation bar.
2. Click the School Management tab.
3. Click the View button in the EOP column for the school EOP you wish to view.

If “No Data” appears in the EOP column, you will know the school has not completed the six-step
planning process and does not have a comprehensive school EOP. Data must appear in Step 5 for a
school EOP to be exported, as mentioned in Chapter 5.
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Managing User Accounts

In addition to participating in the planning process, District Administrators serve as the points of contact
for schools across the district to access EOP ASSIST. Therefore, the District Administrator can manage all
user accounts on each school’s planning team (School Users and School Administrators), as well as other
district-level user accounts (District Administrators).

1. Select Management in the Navigation bar.

School: EeEE= v Home My Account Calendar Planning Process My EOP Management  Log Out

As the District Administrator, you will first see the User List of user accounts within your school district.
This lets you view all the user accounts that have access to the application. User accounts can be sorted
alphabetically by various categories to help you find a specific user account. You can also search the list
to find specific user accounts, create new user accounts, and edit or block existing user accounts. This
page also lets you reset passwords, if needed.

Creating New User Accounts
Option 1

1. Click the Create New User button.

Create New User J m B Export List of Users

2. Fill all the required fields (noted with an asterisk) in the form that appears. User IDs and email
addresses must be unique for each user.

e Select the appropriate user role in the User Role dropdown menu: District Administrator,
School Administrator, or School User. For more information on each user role, please refer
to Chapter 4.

o Select the appropriate information for the School dropdown menu, if it appears for the
selected User Role.

e If School User is selected for the user role, select the appropriate choice for the View Only
dropdown menu. The View Only feature allows School User accounts to view, but not add to
or edit, their school’s data within the application.

3. Make a note of the User ID and Password information so you can send it to the actual user who
will use these login credentials.

4. Click the Save button.

5. The user account information will save, you will return to the User List, and a confirmation
message that a new user account was created successfully will appear.

6. Share the newly created User ID and password with the user so he or she can log in and change
his or her account information. When a profile is created, the user is automatically given an
“active” status. This means that new user accounts have access to EOP ASSIST through their
respective login credentials.
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Option 2

7. Click the Import Users button.

Create New User §§ m B Export List of Users

8. Click the Download CSV button.

Download CSV

9. Open the downloaded CSV file.

10. Insert the contact information for users, including their passwords.
11. Save the CSV file.

12. Click the Import User Profiles button.

€ Import User Profiles

13. Confirm that the information is correct.

14. Assign user roles via the User Role dropdown menu.

15. Affiliate the users with schools by selecting an existing school in the School dropdown menu.

16. Click the Save button.

17. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name

Please note: When selecting the user role for a new user, you will have the option to select District
Administrator, School Administrator, or School User. District Administrators have access to all school
EOPs within their school district, and can manage user accounts in the school district. School
Administrators and School Users have access to only their school’s EOP, and School Administrators may
also manage user accounts within their school.

Resetting Passwords

As a District Administrator, you have permission to reset passwords, in case people forget their
passwords. While you have the ability to reset passwords for District Administrator, School
Administrator, and School User accounts, you should be responsible for resetting only the passwords of
District Administrator accounts. All School Administrators and School Users should contact School
Administrators at their schools to ask for their passwords to be reset.

1. Click the Reset button in the Password column for the corresponding user.

2. Confirm that the First Name, Last Name, and User ID that appear are correct for the user whose
password you wish to reset.

3. Fill all the required fields (noted with an asterisk) with a new password in the pop-up that
appears.
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4. Make a note of the new password so you can send it to the actual user who will use this
password to log in.

5. Click the Reset Password button.

6. The new password will save, you will return to the User List, and a confirmation message that a
password was reset successfully will appear.

7. Share the new password with the user so he or she can log in and change his or her password
for confidentiality purposes.

Modifying User Accounts
District Administrators have permission to modify user accounts.

Click the Edit button in the Modify User column for the user account that you wish to modify.
Edit any of the fields in the pop-up that appears.

Click the Update button.

The user account information will save, you will return to the User List, and a confirmation
message that a user account was updated successfully will appear.

PLNE

Please note: You cannot change your own user role. If you wish to change such information, please
contact another District Administrator.

Blocking User Accounts

District Administrators have permission to block user accounts. This feature prohibits the user from
successfully logging in to the application until his or her user account is “unblocked.” District
Administrators may want to block a user account if a user leaves a school or the school district, but the
administrator does not want to permanently delete the user account.

Click the Block button in the Modify User column for the user account you wish to block.
A “Block User” pop-up notification will appear.

Click the Yes button.

The user account information will save, you will return to the User List, and a confirmation
message that the user account was blocked successfully will appear.

PwNPE

Please note: You cannot block your own user account.

Managing the District Account

As a District Administrator, you can edit the name of your school district within EOP ASSIST. This is most
likely to be necessary when a school district name changes, as an Administrator will be responsible for
entering the school district name upon initial installation of EOP ASSIST.

Modifying the School District Profile
1. Click the School District Management tab.

User Management | School Management | School District Management | State Access | Resource Toolkit
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You will be presented with a list of all school district profiles that have already been created (if any) in
the School District List. This list lets you view all the school district profiles that have access to the
application.

2. Click the Edit button in the Modify School District column.

3. An “Update District” pop-up notification will appear.
e Edit the District Name or Screen Name, as needed.
e C(Click the Update button.

4. The pop-up notification will disappear, the updated data will appear in the School District List,
and a confirmation message indicating that the school district was updated successfully will
appear.

Managing School Profiles
As a District Administrator, you can manage the school profiles within your school district that will use
EOP ASSIST. This includes creating new school profiles and editing existing school profiles

1. Click the School Management tab.

User Management | School Management | School District Management | State Access | Resource Toolkit

You will be presented with a list of all school profiles in your school district that have already been
created (if any) in the School List. This list lets you view all the school profiles in your school district that
have access to the application. From the School List, you may directly access each school EOP in the
school district. To view a school EOP, select View in the EOP column. You will then be prompted to
download the school EOP as a Microsoft Word document. If “No Data” appears in this column, it means
that the school has not completed the six-step planning process and has not saved any information
about threats or hazards within the application.

Creating New School Profiles
Option 1

1. Click the Create New School button.

Create New School f§ Import Schools

2. Fill all the required fields (noted with an asterisk) in the form that appears.
e Type the full name of the school in the School Name field.
e Type the acronym or abbreviation of the school in the Screen Name field.
e Click the Create New School button.
3. The school name and other information will save, you will return to the School List, and a
confirmation message indicating that a new school profile was created successfully will appear.
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Option 2

1. Click the Import Schools button.

Create New School §B Import Schools

2. Click the Download CSV button.

Download CSV

Open the downloaded CSV file.

Insert the names of schools in the School Name column.
Save the CSV file.

Click the Import School Profiles button.

€& Import School Profiles

7. Confirm that the information is correct.

8. Click the Save button.

9. The school profile information will save, you will return to the School List, and a confirmation
message that new school profiles were imported successfully will appear.

oukWw

Modifying School Profiles

1. Click the Edit button for the school profile you wish to modify in the Modify School column.
Edit any of the fields in the pop-up that appears.
Click the Update button.
The school profile information will save, you will return to the School List, and a confirmation
message that a school profile was updated successfully will appear.

PwnN

Please note: If a school has closed and you wish to delete that school profile, please contact your Super
Administrator. The Super Administrator is the only user role to have this management function.

Managing State Access to School EOPs

Districts may sometimes want to share school EOPs with an SEA, either for review or certification
reasons. This may be done directly through EOP ASSIST only in the case of state-/regional-level hosting.
For State Administrators to access a school EOP through the application, representatives at both the
local and state levels must enable this feature. For State Administrators to view school EOPs from a
school affiliated with a school district, a State Administrator, School Administrator from that school, and
District Administrator from that school district must all enable the State Access feature.

Enabling State Access
1. Click the State Access tab.
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User Management | School Management | School District Management | state Access |  Resource Toolkit

2. You will see a table that displays the status of state access to school EOPs in your school district,
as granted by District Administrators.
3. Click the Enable button in the Action column.

Status Action

* Disabled « Enable

4. The status will change and a message that state access to school EOPs was enabled successfully
will appear.

Please note: This feature is available only in state-/regional-level hosting. Enabling the State Access
feature does not guarantee that State Administrators will have access to all school EOPs. If you are
affiliated with a school that does not want the state to have access to a school EOP, or a state that does
not want to be able to view school EOPs, then State Administrators can be blocked from your school EOP.

Managing Resource Toolkit

EOP ASSIST allows institutions to upload resources that are specific to their state, region, or school
district to the Resource Toolkit. You may choose the location within the Planning Process section for
each resource, and may add a single resource to multiple pages. Resources may be uploaded as files or
URLs. The REMS TA Center has added a number of national resources to the Resource Toolkit, and these
cannot be removed.

1. Click the Resource Toolkit tab.

User Management | School Management | School District Management | state Access |  Time-Qut |  Program Administrator |  Resource ToolKit

2. Click the Add Resource button.

Resource Toolkit

User Management | School Management | School District Management | state Access |  Time-Out |  Program Administrator |  Resource Toolkit

Add Resource

3. Fill all the required fields (noted with an asterisk) in the form that appears.
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e Type the name of the resource in the Name field. This text will be displayed in the Resource
Toolkit.

e Type the URL of the resource or click the Choose File button if the resource does not have a
URL.

e Select the appropriate label in the Section dropdown menu. This is the section of the
Resource Toolkit where the resource will appear.

i. Guidance—recommendations and laws from government agencies and other
organizations on school emergency management planning.
ii. Resources—tools, documents, online courses, and training materials that provide
supplemental information on specific topics.
iii. Examples—tangible result and product of emergency management planning work (e.g.,
sample goals and objectives, sample courses of action, sample annexes).

e Select the check boxes for the applicable pages within the Planning Process section that are
relevant to the resources. These are the pages where the resources will appear in the
Resource Toolkit.

4. Click the Save button.
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Please use the form below to add resources to toolkit.

*Name:

*Resource Link Choose File | No file chosen
Enter the full URL path of the resource for example: [hiip-/iwww. domain.comiresource pdf] or upioad  fik.

*Section: | -Select— ¥

Page(s) Applicable: m Deselect All

HOME
Before Using EOP ASSIST How Teams Can Use EOP ASSIST Introduction to the Planning Process
STEP 1
Overview of Step 1: Form a Identify a Core Planning Team Form a Common Framework and Define and Determine a Regular
Collaborative Planning Team Assign Roles and Responsibilities Schedule of Meetings
STEP 2
Overview of Step 2: Understand the Develop a Comprehensive List of Possible Threats and Evaluate Risks and Vulnerabilities of Threats
Situation Hazards Using a Variety of Data Sources and Hazards and Then Prioritize
STEP 3
Overview of Step 3: Determine Goals Select Threats and Hazards to Address in the School Develop Goals and Objectives for Threats and Develop Goals and
and Objectives EOP Hazards Objectives for Functions
STEP 4
Overview of Step 4: Plan Development Use Scenario-Based Planning Develop Courses of Action for Threats and Develop Courses of
(Identify Courses of Action) Hazards Action for Funcfions
STEP 5
Overview of Step 5: Plan Preparation, Prepare the Draft EOP: Threat- and Hazard-Specific Prepare the Draft EOP: Functional Annexes Prepare the Draft EOP: Review, Approve,
Review, and Approval Annexes Basic Plan and Share the Plan
STEP 6
Overview of Step 6: Plan Train Stakeholders on the Plan Exercise the Plan Review, Revise, and Thank You for Using
Implementation and Maintenance Maintain the Plan EOP ASSIST

5. The Resource information will save, you will return to the Resource Toolkit list, and a
confirmation message that a new resource was saved successfully will appear.

Creating Districtwide Threats, Hazards, Functions, Goals, and/or Objectives

District Administrators can create threats, hazards, and functions that all school planning teams should
address in their school EOPs, and can also create goals and objectives that are based on school district
policies or local laws. District Administrators are not required to add school districtwide data to the
application, and schools are not required to include school districtwide EOP data in their school EOP.

Creating School Districtwide Threats and Hazards
1. Navigate to Step 2: Develop a Comprehensive List of Possible Threats and Hazards Using a
Variety of Data Sources.
2. Type the school districtwide threat or hazard into the field and select the checkbox.
3. Click the Save button.
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Create Threats and Hazards

Please use the form below to record threats and hazards generated from the data sources listed above and any other relevant data sources. You will need to
add each threat and hazard separately. Type the name of the threat or hazard in the designated field and then click the Save button to record that threat or
hazard in the table below. Repeat this process as many times as necessary to add all threats and hazards.

If your team has already recorded threats and hazards and wishes to modify the information, please click the Edit button for the respective threat or hazard.
A pre-populated field will appear with previously saved information. After editing the available field, click the Save button. Repeat this process, as needed.

This threat or hazard is required for all schools in the district to address in their EOPs. By selecting this box, this threat or hazard will appear in all school EOPs.

3

Creating School Districtwide Goals and Objectives for School Districtwide Threats and Hazards
1. Navigate to Step 3: Develop Goals and Objectives for Threats and Hazards.
2. Click the Add button in the Goals and Objectives column for the threat or hazard that is required
by “District.”
3. Develop goals and objectives.
4. Click the Save button.

Add/Edit Goals and Objectives for Threats and Hazards

THREATS AND HAZARDS REQUIRED BY GOALS AND OBJECTIVES

Earthquake District Add
State View
State No data to view

Wildfire School Add

Creating School Districtwide Functions
1. Navigate to Step 3: Develop Goals and Objectives for Functions.
2. Click the Add Functions button.
3. Type the school districtwide function into the field and select the checkbox.
4. Click the Save button.

Add/Edit Goals and Objectives for Functions

Add Functions

Please use the form below to record functions that were not generated while developing goals and objectives for threats and hazards. You wil
need to add each function separately. Type the name of the function in the designated field and then click the Save button to record that function
in the table below. Repeat this process as many times as necessary to add all functions.

This function is required for all schools in the district to address in their EOPs. By selecting this box, this function will appear in all school EOPs.

oo [ et
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Creating School Districtwide Goals and Objectives for School Districtwide Functions
1. Navigate to Step 3: Develop Goals and Objectives for Functions.
2. Click the Add button in the Goals and Objectives column for the function that is required by
“District.”
3. Develop goals and objectives.
4. Click the Save button.

Add/Edit Goals and Objectives for Functions

Add Functions

Family Reunification Edit Copy District Add &
Security Edit School Add &
Copy State View @

School Administrator

School Administrators are part of the planning team at their school and, therefore, can contribute to,
view, and edit information for their school EOP within EOP ASSIST. In this regard, their role in the
planning process is much like that of a School User. In addition to participating in the planning process,
though, the School Administrator also manages all user accounts on the school’s planning team. Please
note that each school should have, at a minimum, three School Administrators.

1. Select Management in the Navigation bar.

MENU Home My Account Calendar Planning Process My EOP Management Log Out

Managing User Accounts

As a School Administrator, you will first see the User List of user accounts within your institution’s
jurisdiction. This lets you view all the user accounts that have access to your school EOP through the
application. User accounts can be sorted alphabetically by various categories to help you find a specific
user account. You can also search the list to find specific user accounts, create new user accounts, and
edit or block existing user accounts. Further, this page lets you reset passwords, if needed.

Creating New User Accounts
Option 1

1. Click the Create New User button.

Create New User J m B Export List of Users

2. Fill all the required fields (noted with an asterisk) in the form that appears. User IDs and email
addresses must be unique for each user.
e Select the appropriate user role in the User Role dropdown menu: School Administrator or
School User. For more information on each user role, please refer to Chapter 4.
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e If School User is selected for the User Role, select the appropriate choice for the View Only
dropdown menu. The View Only feature allows School User accounts to view, but not add to
or edit, data within the application for their school.

3. Make a note of the User ID and Password information so you can send it to the actual user who
will use these login credentials.

4. Click the Save button.

5. The user account information will save, you will return to the User List, and a confirmation
message that a new user account was created successfully will appear.

6. Share the newly created User ID and password with the user so that he or she can log in and
change his or her account information.

Option 2

1. Click the Import Users button.

Create New User J m B Export List of Users

2. Click the Download CSV button.

Download CSV

3. Open the downloaded CSV file.

4. Insert the contact information for users, including their passwords.
5

6

Save the CSV file.
Click the Import User Profiles button.

€ Import User Profiles

7. Confirm that the information is correct.

8. Assign user roles via the User Role dropdown menu.

9. Click the Save button.

10. The user account information will save, you will return to the User List, and a confirmation
message that new user accounts were imported successfully will appear. User IDs will be
created automatically using the first initial of the user’s first name and the user’s last name

Please note: School Administrators can create new user accounts only for School Administrators and
School Users daffiliated with their school.

Resetting Passwords
As a School Administrator, you have permission to reset passwords, in case people forget their
passwords.

1. Click the Reset button in the Password column for the corresponding user.
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2. Confirm that the First Name, Last Name, and User ID that appear are correct for the user whose
password you wish to reset.

3. Fill all the required fields (noted with an asterisk) with a new password in the pop-up that
appears.

4. Make a note of the new password so you can send it to the actual user who will use this
password to log in.

5. Click the Reset Password button.

6. The new password will save, you will return to the User List, and a confirmation message that a
password was reset successfully will appear.

7. Share the new password with the user so he or she can log in and change his or her password
for confidentiality purposes.

Please note: School Administrators can reset passwords only for School Administrator and School User
accounts affiliated with their school.

Modifying User Accounts
As a School Administrator, you can modify user accounts.

1. Click the Edit button in the Modify User column for the user account you wish to modify.

2. An “Update User” pop-up notification will appear.

3. Edit the data as needed and click the Update button. When editing a School User, you can
enable View Only permissions, which means the School User will be able to view only (and not
add to or edit) data within the Planning Process and Calendar sections. The fields will disappear,
and the updated data will appear in the User List.

School Administrators have permissions to update the following information for user accounts at their
school: name, email address, phone number, user ID, user role, and View Only status. If you wish to
block a user, simply click the Block button in the Modify User column. Similarly, if you would like to
activate a user who is currently blocked, click the Activate button in the Modify User column.

Please note: School Administrators cannot change their own User Role. If you wish to change such
information, please contact your District Administrator or another School Administrator. Both District
Administrators and School Administrators have permissions to edit these data.

Blocking User Accounts

School Administrators have permission to block user accounts. This feature prohibits the user from
successfully logging in to the application until their user account is “unblocked.” School Administrators
may want to block a user account if a user leaves the school, and they do not want to delete the user
account permanently.

Click the Block button in the Modify User column for the user account you wish to block.
A “Block User” pop-up notification will appear.

Click the Yes button.

The user account information will save, you will return to the User List, and a confirmation
message that the user account was blocked successfully will appear.

PwnNPE
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Please note: You cannot block your own user account.

Managing State Access to School EOPs

Schools may sometimes want to share school EOPs with an SEA, for either review or certification
reasons. This may be done directly through EOP ASSIST only in the case of state-/regional-level hosting.
For State Administrators to access a school EOP through the application, representatives at both the
local and state levels must enable this feature. For State Administrators to view school EOPs from an
independent school, both a School Administrator from that school and a State Administrator must
enable the State Access feature. For State Administrators to view school EOPs from schools affiliated
with school districts, a State Administrator, School Administrator from that school, and District
Administrator from that school district must all enable the State Access feature.

Enabling State Access
1. Click the State Access tab.

User Management | School Management | School District Management | State Access | Resource Toolkit

2. You will see a table that displays the status of state access to school EOPs, as granted by School
Administrators.
3. Click the Enable button in the Action column.

Status Action

® Disabled v Enable

4. The status will change and a message that state access to school EOPs was enabled successfully
will appear.

Please note: This feature is available only in state-/regional-level hosting. Enabling the State Access
feature does not guarantee that State Administrators will have access to your school EOP. If you are
affiliated with a school district that does not want the state or REA to have access to a school EOP, or a
state or REA does not want to be able to view school EOPs, then either or both can both block State
Administrators from viewing your school EOP.
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