How to Use this Document

This document outlines general objectives of school district multi-hazard emergency management planning. This guide is not prescriptive and does not imply a district’s emergency management efforts should be limited only to the criteria outlined.

This document presents excerpts from a sample school multi-hazard emergency operations plan (EOP).  Common guidance, such as evacuation and parent-student reunification, may differ among districts. It is vital that school district planners coordinate with local law enforcement, fire, and emergency managers when developing guidance.  This sample plan is a sample only and is based on a fictional school and county.  It is important to tailor all emergency operations plans to the specific hazards and needs of your jurisdiction and school district.


This document contains instructions, examples, or placeholders to facilitate completion of the District Multi-Hazard Emergency Operations Plan.  
Placeholders and instructional text must be removed or modified as appropriate prior to completion. 
Additional planning guidance is included in the footnotes and also must be removed when addressed through the planning process.
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[bookmark: _Toc339829906][bookmark: _Toc424117063]Administration and Support
An incident of any kind requires documentation such as reports, logs, safety accountability, damage assessment, assistance requests, resource use, expenditures, timekeeping and related notes, paperwork and forms generated as part of the incident. The extent of documentation is contingent upon the size and scope of the incident. 
[bookmark: _Toc424117064]Documentation
It is the responsibility of each campus, facility or District department to compile, maintain and submit documentation and reports in a timely fashion and to assist with preparation of documentation needed to ensure compliance with records management and open records. All original notes and records are legal documents that should be preserved. 
The District will maintain an incident log and collect documentation for any incident. Individual departments, facilities and campuses will maintain logs of decisions, timelines, logistical deployment and other actions related to their areas of responsibility and accountability.
In addition, after each emergency incident, disaster response, drill or exercise, the District will ensure that After Action Reviews (AAR) are conducted and the results captured in a written format that may include a Corrective Action Plan (CAP) designed to ensure that plans, guidance and policies are up to date and reflective of the requirements of the District to ensure a safe and secure learning environment. Documents to support this process are included in Appendix # of this plan[footnoteRef:1]. [1:  If renumbering or renaming the Appendix or Attachment section, update this reference as well.] 

[bookmark: _Toc424117065]Vital Record Preservation 
To continue normal District operations following an emergency or disaster, vital records must be protected. These include:
Legal documents including plans and contracts
Financial accountability
Student accountability
Other documents deemed vital to District operations
[bookmark: _Toc424117066]If records are damaged during an emergency,      ISD may seek professional assistance to preserve and restore them.
Policies Formal policies that support the District multi-hazard Emergency Operations Plan and the planning process are maintained under separate cover and available from     [footnoteRef:2]. [2:  Indicate by individual or office title, the place within the District where formal policies are maintained and made available for public review. Do not list the entity or organization that supported policy development (such as TASB). The reference must be internal to the District and its emergency management process.] 

[bookmark: _Toc424117067]Agreements
The District recognizes that during an emergency additional resources not reflected within existing agreements may be needed by the District and/or requested of the District. In these cases, the District may enter into agreements that initially may be verbal. Execution of agreements will be managed by individuals identified within the Executive Group, and as described in the Organization and Assignment of Responsibilities section of this plan. It is understood that verbal emergency agreements enabled by this plan will be reduced to writing by the District as soon as possible and always within 30-days of the request. Implementation of agreements, either to access school resources or to supplement the District’s emergency response, shall be coordinated through the Executive Group.  
External agencies and organizations working with the District in the management of resources and support are expected to work through District Executive Group and appropriate state channels for requesting assistance as well[footnoteRef:3]. [3:  Information related to the channels for requesting assistance can be included in the resource management appendix to the plan. ] 

A list[footnoteRef:4] of existing agreements, including their authorization and expiration or review dates, is contained in Appendix # to this plan[footnoteRef:5] along with guidance regarding the channels for requesting assistance. Each agreement is executed by individuals empowered to do so on behalf of their organization and reviewed annually, with renewals executed as applicable and approved by the Superintendent or their designee and in accordance with school board policy. [4:  It is not necessary to attach copies of each agreement – a list of agreements, the parties involved, effective and expiration dates, and points of contact should suffice. Consult District legal counsel before entering into any formal or informal agreement.]  [5:  If renumbering or renaming the Appendix or Attachment section, update this reference as well.
] 


About Administration and Support: General administrative requirements and the availability of services and support must be included in the plan. The Administration section represents the paperwork portion of the planning process and of the plan itself. It also is the place where references to agreements and district policies rest.
Reflective Questions for High Quality Planning:
· Are expectations for documentation addressed?
· Is a list of formal emergency agreements referenced that includes provisions for regular review and renewal, as applicable?
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