PARENT / STUDENT REUNIFICATION 
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Engage, Educate and Empower Every Student, Every Day





Parent / Student Reunification Annex






EVACUATING SCHOOL  
· When a school has an emergency, follow the District’s emergency notification process - Contact  the Chief Security Officer or Security Program Supervisor
· Chief Security Officer  – (480) 606-2784
· Security Program Supervisor – (480) 291-4108

· District resources will:
· Contact transportation to arrange busses
· Contact the receiving school to have them begin the set up process.
· Contact District employees to respond to the receiving school to assist
· Send an automated notification to parents once students have been relocated

· All students and staff should be evacuated by school bus.  Do not let people (including staff members) drive their personal vehicle.
· If a student refuses to get on the bus to relocate, do not get into a physical confrontation with him/her unless they are a danger to themselves or others.  Advise them they will receive discipline for not following the rules and note their name so we can contact parents when possible.  Do not allow them access to their vehicle.
· Students over the age of 18 can sign themselves out if requested, but they must complete the paperwork.  

· When possible, send an administrator and/or the school’s Release Gate Leader on the first bus to the evacuation location.

· Send teachers and staff to supervise students on the bus.

· Bring the daily attendance logs, student checkout logs, visitor logs, etc.

· Bring the school’s “green book” – back-up student profile information

· The nurse should bring student medications, medical information, etc.

· The school’s Incident Commander and Operations Section Chief must ensure that all students and staff have evacuated the campus.



REUNIFICATION SCHOOL:

Once notified, the Reunification School should begin setting up their campus:
· The Incident Commander should activate the school’s ICS Team.
· The Operations Section Chief should prepare the school for reunification:
· Ensure ICS roles are filled and briefed.  See instruction documents for assistance.
· Locate additional staff members to help with the process.
· Locate the Reunification Kits that are stored at the high school.
· Set up Request Gate, Student Care, and Release Gate (consult plans, maps & diagrams).
· Set up directional signs on campus and parking lots.
· Coordinate with evacuating school as they arrive.
· District personnel will respond with additional equipment to include pop-up tents, signage, crowd control stanchions, traffic control barricades, etc.  


Incident Command Vest Colors – 

	Incident Command - White
	PIO – Orange

	Safety Officer – Black
	Planning Chief – Blue

	Operations Chief – Red
	Logistics Chief – Lime Green

	Release Team Leader – Red
	Finance Chief – Dark Green

	Request Team Leader – Red
	

	Medical Team – Pink
	

	Student Care – Red
	

	Table Helpers - Lime
	

	Runners - Orange
	

	Student Information Management - Tan
	







COMMUNICATIONS DEPARTMENT

The Communications Department will be notified when parent/student reunification is necessary.  Communications will assist in the following manner:

· Automated phone call to parents/guardians:
· Determine need to CASCADE the calling data
· Determine if emergency contacts should be included in call
· Determine if text messaging should be used
· Determine if email messaging should be used
· The message should include:
· Directions for where the Request Gate will be located on campus
· A reminder for parents to BRING THEIR PHOTO ID with them
· To avoid excess congestion at the relocation point, this message should not be sent until the students have arrived. 
· Record emergency messages on the emergency line

· Communications can use other means of notification to include:
· District and school websites
· Facebook and/or other social media sites
· Media resources






OPERATIONS SECTION CHIEF:

The Operations Section Chief of the high school that is handling the reunification has the overall responsibility for all activities of reunification. Through his or her leadership, he/she oversees the operations of the Request Gate, Student Care, and Release Gate.  The Operations Section Chief should not “do” the actual tasks.  He/she should provide direction and leadership to the other members of the incident command team.  

The Ops Section Chief needs to ensure people are taking care of the following:
· The campus is in a shelter-in-place or otherwise prepared to keep parents at bay
· Request Gate is set-up and prepared to receive parents
· Student Care is set-up and prepared to receive the evacuated students
· Release Gate is set-up and prepared to release students to their parents
· All employees know their role and procedures
· Supplies and equipment are available as needed
· Personnel are rotated or given sufficient food, water, and breaks 

One role of the Ops Section Chief is to solve problems that occur during reunification and make the final decision when there is a question if a student should be released.    


OTHER RESOURCES
· Chief Security Officer and Security Program Supervisor
· Student Information Management Team:
· Personnel to work at the Request, Release, and Student Care 
· Nutritional Services:
· Water / food for students and staff
· Building Services:
· Vehicles 
· Personnel to assist where needed
· Emergency Equipment Trailer with:
· Barricades, cones, and tape to control parent flow
· Pop-up shade tents
· Fans or portable coolers


REQUEST GATE SET-UP:
· Consult the map for the pre-identified location of the Request Gate.  
· Locate the site’s Parent/Student Reunification Supply Kit, which includes A-Z file sorter, clipboards, pens, power strips, extension cords, supply of Student Release Forms, and Letter for Waiting Parents.
· Secure the rest of the campus to ensure parents can’t enter.  
· There could be up to twenty employees responding from the District to assist at this location.  Locate at least ten tables and twenty chairs.  Set up the tables to help channel responding parents and provide a workspace for school staff.  Use crowd control stanchions to guide the line of waiting parents.  
· Place some tables out by the line of waiting parents to assist with completing the Student Release Form.  Include the Letter for Waiting Parents.  
· Locate sound system/megaphone when available.
· Set up signage directing parents to the Request Gate.  This sign says, “Station 1 – start here”
· Locate a power supply for computers – secure cords with tape to avoid trip hazards
· Identify personnel.  In addition to the site ICS Request Gate Leader, assign the following personnel from either the hosting site, district personnel, and/or evacuating site: 
· Ideally, there will be a minimum of ten (10) district level personnel responding, possibly up to twenty (20).  Note:  If for some reason the Student Information Management team is not able to respond to your school, you will need to conduct this process with site based staffing.
· Two assistants for the Request Gate Leader to use to help coordinate the paperwork flow.  
· Somebody to help solve problems and deal with angry parents (security or administrator level preferred).  If there is a problem with a parent, the staff member that is helping them will hold up a yellow sign asking for assistance.  
· 3 or 4 staff members to help greet the parents, hand out clipboards, keep them in line, etc.
· Runners to help shuttle paperwork and escort students (may use district level staffing or possibly high school students if appropriate)
· Consider using counselors, front office administrative staff, available teachers, para-professionals, equipment managers, district personnel, etc.  
· Conduct “just-in-time” training (a briefing) with staff to explain the process and their role
  

REQUEST GATE PROCESS:
· Under the direction of the Operations Section Chief, the Request Gate Leader is responsible for the overall coordination of Request Gate information and operations.  The Request Gate Leader should assign and lead personnel to fulfill the necessary roles to carry out this process.  
· When parents arrive, school staff will give them a clipboard and pen to complete the top section of the four-part Student Release Form.  Hand parents a copy of the Letter to Waiting Parents.  Direct parents to have their ID ready for when they reach the tables.  
· If a parent is requesting multiple students, they must complete a separate form for each student.  
· The parent gives the completed form(s) and their Identification to Student Information Management personnel working the tables.
· When a parent submits multiple forms, Student Information Management should write “1 of #” on the top of the form to indicate how many are together.  
· Student Information Management verifies the parent’s ID and looks up the student’s name in Synergy to verify the requestor is either a parent/guardian or listed as an emergency contact.  The staff member circles “yes” for proof of ID, indicates if the requestor is listed as a parent/guardian or emergency contact, and initials under “verified by”.
· If the requesting person does not have identification, the student cannot be released unless a school/district employee personally recognizes the person and can verify they are who they say they are.  In this case, that staff member should circle “no” for proof of ID and clearly print & sign under “verified by”.  The requestor must still be authorized on the student profile.
· If the requesting person is not listed on the student’s Synergy profile as either a parent/guardian or emergency contact, DO NOT release the student.  Explain that they are not listed as an authorized person.  If there are any conflicts, hold the yellow help needed sign in the air and/or ask that person to step aside to the staff member/security responsible for problem solving.  Take the Student Release Form from the person and keep it.  
· If the student is being released, Student Information Management checks the student off on their A-Z Name List (or blank student release log if the lists have not arrived yet) and files the pink copy of the form in the A-Z sorter.
· Student Information Management gives the parent the bottom goldenrod copy of the form as well as directions to the Release Gate.  Explain they will need to use the goldenrod copy as their “ticket” to enter and retrieve their student.  Explain they will need to show their ID again at the Release Gate.
· Student Information Management gives the white and yellow copies to the Request Gate Leader. 
· Student Information Management keeps the pink copy of the form.
· The Request Gate Leader collects the white and yellow copies of the Student Release Forms.  Once enough forms are collected to ensure efficiency, they send runners over to Student Care with both the white and yellow copies of the form.  
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STUDENT INFORMATION MANAGEMENT TEAM:
· Upon receiving the call to assist, call other employees from Student Information Management team (SIMAR) and direct them where to respond.
· The closest team member should start printing at least twenty (20) copies of the A-Z Name List for that school.  If their laptop has not been updated recently with a current version of this list, they should update their C-drive data prior to printing the list.
· Gather SIMAR’s Reunification Supply Kit, laptops, and hotspots while the lists are printing.  
· Respond safely to the school.  Consult your maps of campus to determine the location of the Request Gate.  (Each event may be different and deviate from the general plan.)
· Provide Student Care with the “A-Z Master Name List” as soon as possible. 
· Upon arrival, contact the school’s Operation Chief or Request Gate Leader to determine if reunification has already begun or if you need to set everything up.  If you need to set everything up, consult the instruction sheets for Request Gate, Student Care, and Release Gate.
· Manage your staffing to determine where the response team personnel is needed.  Most of the team will work at the Request Gate to process parent information, but if needed some team members may assist at Student Care and Release Gate.   
· Consult the checklist below for information.


STUDENT INFORMATION MANAGEMENT – REQUEST GATE PROCESS
1. Verify form is complete
2. Complete Section Request Gate
a. Proof of ID – Y / N
b. Name Listed as Parent/Guardian Y / N (verify in Synergy or on hard copy of profile)
c. Name Listed as Emergency Contact Y / N
d. Verified By: If NO ID then list staff person who verified. If YES ID then please sign or initial name
e. If the parent has multiple students, write 1 of # on top of form
3. Goldenrod Copy (bottom page) – Give to PARENT with directions to the Release Gate
4. Pink Copy (second from bottom) – Keep at Request Gate
5. White & Yellow (top two sheets)– Give to Runner
If person requesting student is NOT listed as a parent or emergency contact keep all copies and write at the top “DENIED, NOT LISTED” and file with Pink copies at the Request Gate.





STUDENT CARE SET-UP:
· Student Care locations have been pre-identified at the high schools.  Generally, they are located in the main and auxiliary gyms.  Smaller rooms should be used to house special needs students and act as counseling rooms as necessary.
· Auditoriums may be used as well, especially if the evacuating school is small enough to fit in the auditorium.  Student Care works in conjunction with the Medical Team Leader and Psychologist Crisis Response Team.
· When possible, account for students as they arrive at and enter the Student Care area.  Have teachers maintain a list of student names they have present.  
· Use a seating chart that separates students inside the gym making it easier to locate them.  This can be based on homeroom teacher, grade level, etc.  Use whatever system is most convenient based on the set-up of that school.  Create signs to direct students.
· Place staff near exterior doors to ensure accountability of the student population. Over time, students may try to wander away.  Additional personnel may be necessary to escort students to restrooms, get a drink of water, etc.
· When possible, find appropriate ways to entertain students based on their age group.  Consider playing music, watching movies, playing games, etc.  Provide continual updates to students in order to keep them informed (as appropriate based on age).  
· Locate the following supplies:
· At least three tables and three chairs (set-up diagram below)
· Computer within internet access (Synergy) when available 
· Locate a power supply for computers and use a loud speaker and/or megaphone system to make announcements.  Secure cords with tape to avoid trip hazards.
· One A to Z sorter to hold paperwork, highlighter, pens, tape (stored in kit)
· Master A-Z Name List (printed by Student Information Management) – tape this to one of the tables so all names are visible in alphabetical order
· Evacuating school’s attendance logs and student/visitor sign-out sheets
· School radio and phone access when available
· Identify personnel.  
· In addition to the site ICS Student Care Team Leader, assign the following personnel from either the hosting site, district personnel, or evacuating site to assist the Student Care Leader: 
· At least four assistants (preferably five or six to allow for breaks)
· Several runners (may use district level employees or high school students if appropriate)
· Teachers are responsible for supervising their students while in Student Care.  

STUDENT CARE PROCESS:
· Student Care is responsible for keeping the “Master List” of students that are being released.  This position is the primary location for accounting for all students.  
· The Release Gate will send runners with the white and yellow copies of the Student Release Form to Student Care indicating a student(s) has been approved for release. 
· Once notified, a Student Care assistant and/or runner will locate the student and get him/her prepared for release.  The student should bring all of his/her belongings.
· Student Care must receive both the white and yellow copies of the Student Release Form before sending the student over to the Release Gate.
· When a student is located and being sent to the Release Gate:
· Student Care crosses out the student’s name on the A-Z Master Name List (and/or Green Book if the master list is not there yet). 
· Student Care circles “sent to release” on the Student Release Form and keeps/files the yellow copy in their accordion file folder.
· Student Care sends the student along with the white copy of the Student Release Form to the Release Gate (escorted by a runner).  
· If a student is not located
· Student Care should have a computer to access Synergy to verify attendance.  
· Student Care will check to see if the student was marked absent, was signed out during the day, is receiving medical care, ask the teacher, etc. 
· If the student is determined to be missing or otherwise not accounted for, they highlight the student’s name on the A-Z Master Name List.
· Student Care marks the Student Release Form appropriately (absent, first aid or missing) and keeps/files the yellow copy in their accordion file folder.
· Absent  - the student was never in school that day (verified or unverified)
· Missing – the student was present at school, but their location is not known at this time
· First Aid – the student’s location is known and is receiving medical treatment
· If the student is missing, Student Care should notify the Operations Section Chief and Release Gate Leader that a student has not been accounted for.  
· Student Care sends the white copy of the Student Release Form to the Release Gate in order to notify the parent.  
· The parent should be moved away from the crowd and brought to a more private location.  When available, use a psychologist and/or law enforcement to assist in this notification process.    
Review specific job assignments and diagram below:
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White and yellow copy of the form comes from the Request Gate


Runner takes student(s) and white copy of form to Release Gate








Position #1
Receives white and yellow copies of Student Release Form from the Request Gate.  Hands them over to Position #2.  Answers questions and ensures other people do not bother Position #2 and #3 so they can focus on their role.  
Position #2
Checks names on Student Release Form(s) against the A-Z Master Name List taped on the table.  If the student is listed (and not crossed out), puts a mark (a dot) next to that name.  Hands both the white and yellow copy to a Runner to go find the student(s).
Runner #1
Takes the white and yellow form(s) and finds the students.  They return the student(s) and paperwork to Position #4.
Position #4
Has the students wait in a holding area.  Marks the paperwork appropriately.  Gives the yellow copy to Position #3.  Turns the student(s) and accompanying white copy to Runner #2 to escort to the Release Gate.
Position #3
Takes the yellow copy and looks at how it is marked.  If the student was found and sent to Release Gate, they cross out that student’s name on the A-Z Master Name List.  File the yellow form.  
Runner #2
Takes the student(s) and accompanying white copy of the form to the Release Gate.
MEDICAL SET-UP:
· Medical works closely with Student Care. 
· Student Care locations have been pre-identified at the high schools.  Generally, they are located in the main and auxiliary gyms.  Smaller rooms can be used to house special needs students and act as counseling rooms as necessary.
· Auditoriums may be used as well, especially if the evacuating school is small enough to fit in the auditorium. 
· Medical should bring whatever first aid supplies that are available to assist when needed.   

MEDICAL PROCESS:
· The Medical Team works in conjunction with Student Care to help provide for the needs of the students.  Medical should consider student concerns such as:
· Daily medication needs of students    
· Caring for students that are medically fragile
· Providing minor first aid as appropriate
· Considering the student’s food and water needs



RELEASE GATE SET-UP:
· Consult the map for the pre-identified location of the Release Gate.  
· Locate at least three tables and a four chairs
· Ensure there is signage directing parents to the Release Gate.  The signs say, “Station 2”
· The Release Gate requires one of the A-Z sorters, clipboards, pens, and a school radio
· Identify personnel.  In addition to the site ICS Release Gate Team Leader, assign the following personnel from either the hosting and/or evacuating site: 
· Three or four assistants 
· Runners (share those running between Student Care and Release Gate)
· Access to psychologists, counselors, security staff, and law enforcement

Parents coming from Request Gate
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Students coming from Student Care

RELEASE GATE PROCESS:
· Parents must first check in at the Request Gate before coming to the Release Gate.  The Parent must produce the goldenrod copy of the Student Release Form as their “ticket” to get their student.  If a parent does not have this, send them to the Request Gate.
· Each student will require a separate goldenrod form.
· If a student was located in Student Care:
· The student will be escorted to the Release Gate along with the white copy of the Student Release Form.
· Release Gate staff will look at the parent’s identification just to confirm they are the same person listed on the form.  If the parent doesn’t have ID, the form should already indicate that a staff member at the Request Gate circled “no” and signed as verification.
· If the parent doesn’t have ID and the “no” is not circled/signed, notify the staff member/security responsible for problem solving.  Do not release the student until this is resolved.
· The Release Gate has the parent sign the white copy of the Student Release Form and files it in an A-Z sorter.  
· The parent keeps the goldenrod copy of the Student Release Form.
· The student is turned over to the parent.
· If the student was not located in Student Care:
· A runner will send the white copy of the Student Release Form to the Release Gate, but there will be no student.  The form should be marked:
· Absent  - the student was never in school that day (verified or unverified)
· Missing – the student was present at school, but their location is not known at this time
· First Aid – the student’s location is known and is receiving medical treatment
· The Release Gate staff will ask for assistance from psychologists, administration, security, or law enforcement to notify the parent as appropriate
· Release Gate will file the white copy of the Student Release Form in a separate folder for missing, absent, medical, or other special circumstances.



PSYCHOLOGIST CRISIS RESPONSE TEAM:

The Psychologist Crisis Response Team (PCRT) is a group of employees who come together at the request of the Executive Director of Support Services in order to help maintain the best possible learning environment while dealing appropriately with tragedies which may arise.
During parent/student reunification, the team should be assigned to the Operations Section Chief for the following roles:  

· If students have been transported, send staff to area hospitals to be the district liaison for hospital staff and families 
· Consider riding the busses as they evacuate a school – this allows for crisis personnel to quickly observe student reactions and plan accordingly  
· Staff 3 separate areas at reunification:
· Student Care – helping students and staff
· Request Gate – helping parents (as needed)
· Release Gate – helping students going back to parents (as needed)
· Work with Police/Fire crisis intervention teams.  They will do death notifications, but they may need school personnel assistance with student and family information.

Team members can refer to the Psychologist Crisis Response Team protocols for further information.  
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