Site Emergency Response Crisis Management Team

Roles and Responsibilities

INCIDENT LEADER/COMMANDER-Program Facilitator
This person would normally be the principal or an assistant principal of the school. Until they arrive on the scene the Program Facilitator will act in their place. The incident Leader/Commander is the overall leader during an emergency incident.  The incident leader makes decisions based on the information and suggestions being provided from other members of the Emergency Response Crisis Management Team.  This role may be combined with a liaison role but should not be combined with any other active role during a critical incident.

STAFF ASSIGNMENTS COORDINATOR- Program Facilitator

The role of this position is to use available personnel to assist with carrying out the core functions associated with an incident.  Any STAFF PERSON not assigned students during an incident and any school personnel arriving at the incident should report directly to this person until site personnel arrive.  Working closely with the incident Leader/Commander, this person will direct staff to the areas that need assistance.  Those responsible for organizing the various areas will coordinate with this person in requesting assistance during the incident.  This person will keep a roster of assignments and a list of needed and requested assistance from other district support offices and staff.

EMERGENCY DRILL/TABLETOP EXERCISE COORDINATOR-Program Facilitator

The duties of this position focus on planning and organizing the school's emergency drills and providing information, training and tabletop exercises that prepare staff for emergency situations.

CENTRAL COMMUNICATION AND RECORDER

The person assigned the responsibility of communication and recording should make sure the various school offices receive notification and updates about the event and that any needed resources are requested.  When an event first occurs, the communications person should confirm that 911 has been called or place the call.  During the event, this person should keep a detailed record of the events, decisions, and actions including annotation of time.  This record will help ensure all critical tasks have been completed and allow the incident leader to track all activities.  This written record will also help the district police or fire department reconstruct the events during the subsequent investigation.

STUDENT ACCOUNTING COORDINATOR

This team member is responsible for ensuring all Partner Staff have an accurate accounting of students and for coordinating efforts in accounting for missing or extra students.  Much of this role involves planning for an incident and communicating with the Partner Staff on the importance of removing rosters during an emergency so student accountability can take place.

PARENT REUNION ORGANIZER AND LIAISON

When an incident occurs at a school, the parents of the children will contact the school.  Parent contact should be expected and planned for by giving specific information and directions to the parents as they arrive in the area.  A Parent Information and Reunification Center must be established where the parents can wait to be reunited with their child and obtain information about the event.  A well-informed member of the crisis team should be at this location and coordinate the activities at this site.  This person should coordinate with the media representative for information that can be released to the parents.  The parent reunion organizer should also communicate with the evacuation, student accounting, and bus staging personnel to facilitate children coming to the reunion location to join their parents.  The reunion location has the potential to become very chaotic during a school incident, but with proper planning the activities can be established quickly and remain organized.

FIRST AID/TRIAGE COORDINATOR

The duties of the position focus on the organizing of the first aid and triage services during an emergency situation.  This includes planning for the service locations on site, necessary supplies and equipment needed, and staff assignments.

SITE SAFETY AND SECURITY COORDINATOR

This role has been developed for incidents that occur in and around the school building. A safety or security situation in or near a school may require that the school staff take steps to quickly secure the school from outside intruders.  This will involve developing specific assignments for school personnel during such an emergency and creating a check system to make sure the school is secure.  This person would then act as a liaison with the off site agency handling the local event.  The person assigned this role can also be assigned another role if an evacuation is necessary.

POLICE AND FIRE LIAISON

When the local police and fire departments respond to a school incident, they will immediately require contact with a school official.  This official must be able to provide information not only about what has taken place, but also about the plans the school has implemented to ensure the safety of the students.

Contact between the school operations and those of the police/fire operations must be maintained throughout the incident.  During some incidents, the incident Leader/Commander can accomplish this liaison assignment; however, a large incident should have someone whose sole duty is to act.
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