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Organization and Responsibilities

1. Senior on-site facility person (also known in this document as the Primary Commander) will: 

· Be familiar with emergency plans for the municipality (borough, city, township, and county).
· Determine a course of action to be taken during an emergency.
· Maintain their plan in a current and usable state. (Ensure that staff names and numbers are up-to-date and ensure that the list of names of students with special needs is current).
· Encourage parents to tune in to local media for information during an emergency.
· Keep the staff and parents aware of the status of the emergency.
· Determine the number and types of transportation needed if evacuation or relocation is required.
· Ensure children’s emergency records are taken to the evacuation / relocation site.
· When emergency services arrive, provide information about the status of the children, staff, and the facility.
· Retain responsibility for the children and staff while the responders are dealing with the emergency.
· Stay available to responders to provide information about the facility.

NOTE: Some of the above responsibilities may be delegated as needed.

2. Staff will:

· Review and assist in keeping plans and checklists current.
· Maintain supervision of children until they are released to parents or guardians.
· Perform special assignments as specified in this plan.

3. Parents are requested to:

· Be familiar with plans and procedures for ensuring safety of the children.
· Tune in to designated local media for information and instructions during an emergency.
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