Southern California Regional Safe Schools Coalition

Emergency Plan Rubric


Southern California Regional Safe Schools Coalition

Emergency

Plan

Rubric

Prevention/Mitigation

	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	No evidence of audit or walkthroughs with other agencies
	
	Safety Audit or walkthrough  with law enforcement and/or fire department complete
	
	Use of Crime Prevention Through Environmental Design Strategies
	

	Visitor Sign-in directions not posted or hard to find
	
	Visitor Sign-In directions posted
	
	
	

	Visitors check-in/out log not maintained, or not in existence
	
	Visitors check-in/out log maintained
	
	Visitors must show valid identification to gain school entry
	

	Visitors are not issued visitor badges
	
	Visitor badges are assigned and worn
	
	
	

	Visitors are not checked for badges
	
	Visitors are checked for badges
	
	
	

	
	
	
	
	Visitor badge colors change daily
	

	
	
	
	
	All school staff must wear identification
	

	
	
	
	
	Students must wear identification
	

	Prevention plans do not exist
	
	Prevention Plans include risk reduction efforts based on risk assessment including hazards off the school site
	
	
	

	Prevention plans do not tie to the Comprehensive School Safety Plan
	
	Prevention Plans tie to the Comprehensive School Safety Plan and indicate activities to build the school’s social climate
	
	Prevention Plans include a wide array of prevention programs and curricula
	

	Hazard Mitigation Plan has not been adopted by the Board of Education/Trustees, or does not exist
	
	Hazard Mitigation Plan adopted and implemented by Board of Education/Trustees
	
	
	

	
	
	
	
	School-based intervention and re-entry programs exist
	

	
	
	
	
	School safety is covered in staff development time
	

	
	
	
	
	Staff know roles and responsibilities during a crisis or emergency
	

	There is no process for reporting anonymous safety threats
	
	The school/school district has a publicized process for anonymous reporting of safety threats
	
	
	


COMMENTS
1. What are the strengths of the Prevention/Mitigation section? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. What are the weaknesses of the Prevention/Mitigation section? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. What changes would you recommend? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Other comments ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Preparedness – Safety Audit
	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	No walkthroughs are conducted with law enforcement
	
	Walkthroughs are conducted with law enforcement
	
	
	

	No annual safety audits and meetings are conducted with the fire department
	
	Annual safety audits and meetings are conducted with the fire department
	
	
	

	
	
	
	
	Crime Prevention Through Environmental Design audit conducted
	

	
	
	
	
	School Safety Review includes social climate and physical environment
	

	
	
	
	
	Supplies inventory checked annually
	


Preparedness – SEMS/ICS/NIMS
	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	Plans do not include and/or utilize the Incident Command System
	
	Plans use the Incident Command System and indicate:

· Incident Commander

· Operations Section Chief

· Logistics Section Chief

· Planning/Intel Section Chief

· Finance/Admin Section Chief

· Public Information Officer

· Safety Officer

· External Agencies Liaison
	
	
	

	
	
	Plans identify personnel for all ICS positions
	
	ICS positions identify main person and two alternates
	

	
	
	Teams are listed in the Operations Section (e.g., Search & Rescue, First Aid, Security, Reunification)
	
	Every ICS Section has teams
	


Preparedness – SEMS/ICS/NIMS (continued)
	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	
	
	Possible Incident Command Posts are identified
	
	Possible Staging areas identified:

· Triage/First Aid

· Ambulance

· Helicopter

· Media

· Morgue
	

	
	
	Staff have been trained in ICS and their specific roles in the ICS system
	
	
	

	
	
	Staff can identify their ICS role and responsibility
	
	
	

	
	
	Drills have been conducted using the ICS
	
	Drills using Unified Command with other agencies have occurred
	


Preparedness – Communication Protocols
	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	Little or no evidence of a comprehensive communication system exists
	
	Communication System has specific warning signals
	
	Communications system includes verbal and bell warning signals to initiate lockdown, evacuation and containment procedures
	

	School/Office has no emergency supplies on hand
	
	Emergency toolkit (an actual box or similar container that will be taken to an ICP) has been created and includes general communication supplies such as bullhorns
	
	
	

	Staff and students have received little or no training in emergency communication procedures
	
	Teachers have received general training in communication procedures and both teachers and students are drilled according to such procedures
	
	Teachers and students are thoroughly trained in communication procedures and are drilled accordingly.
	

	Emergency Plan contains no or few communications procedures
	
	Emergency Plan includes plan for communicating with parents and the media during and after an event
	
	
	


Preparedness – Communication Protocols (continued)

	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	Site plans either do not exist or are unavailable
	
	Site plans for school properties are available for emergency responders at the site
	
	Emergency responders have either or both:

· Hard copy site plans and floor plans of all school properties – updated annually

· Electronic site plans and floor plans of all school properties – updated annually
	

	
	
	
	
	Site plans and floor plans of all school properties are available in the main office for emergency responders to be able to coordinate with a non-verbal communication system
	

	
	
	
	
	Floor plans include the location of phone jacks and intercom systems
	

	
	
	
	
	Floor plans include directions on how to shut down the cable television system that feeds the school
	

	Telephones and/or intercoms have not been installed in every room
	
	Telephone or intercom system is installed in each room and staff and students have been trained in their use
	
	An automated communication system with both telephone and intercom capabilities that enables teacher initiated communications with the office has been installed
	

	
	
	Instructions for the use of the intercom system are posted near the controls in the office
	
	
	

	
	
	
	
	At least one phone line installed in the school is an unpublished number
	

	
	
	Standard phone jacks are used and marked clearly so that emergency personnel can find them
	
	
	


Preparedness – Communication Protocols (continued)
	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	
	
	
	
	Communication systems are checked quarterly
	

	
	
	The main office has the ability to override the alarm system
	
	The school has back-up power for the alarm system
	

	
	
	There are written procedures to notify the district office of an emergency
	
	
	

	
	
	The district has written procedures to notify the press/media during an emergency
	
	
	

	
	
	The district has written procedures to notify the County Office of Education during an emergency
	
	
	

	
	
	The school and/or the district have written procedures to notify parents in a timely fashion during an emergency
	
	Draft materials are developed for possible emergencies including formats of letter to parents informing them of what happened, information of possible reactions of their child and ways to talk with them and how the school and district are will handle various situations
	

	
	
	A list of staff and cell phone numbers are filed in the main office and are available for emergency responders
	
	Walkie-Talkies (or similar communication devices) are provided to security staff and all staff members are trained to use them
	

	
	
	Parents have received information about the school emergency plan
	
	
	

	
	
	Parents have signed Student Priority Release Form annually
	
	
	

	
	
	Emergency Plan includes protocol for communicating confirmation of death
	
	
	

	
	
	Emergency Plan includes a protocol for establishing an Information Officer to interact with the press/media
	
	
	


Preparedness – Communication Protocols (continued)

	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	
	
	Emergency Plan includes protocols for employing all available channels of communications to present timely accurate and consistent information including:

· News media briefings/press conferences

· Internet and intranet

· Voice mail

· Personal briefings

· Fact sheets and written statements to be distributed in person and/or faxed

· Appropriate district publications
	
	
	

	
	
	Sample phone messages are written and on file in the main office and district office, such as when callers dial during an emergency the emergency number (provided to the media) a recording will answer stating, “A critical incident has occurred at __________ school. Students are being relocated to _________ school. Parents are requested to ____________. Injured people are being taken to __________ hospital. If you need additional information, please press one (1).”
	
	
	


Preparedness – Trained Staff
	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	Little or no evidence of trained staff or lack of sufficient training in a pertinent area
	
	All staff are trained in Emergency Management. Training and inservice activities meet the following needs:

· How to prevent certain types of emergencies

· How to mitigate the effects of emergencies before they happen

· How to respond when emergencies occur

· How to deal with the aftermath of an emergency
	
	
	


Preparedness – Trained Staff (continued)
	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	
	
	Training includes:

· Awareness of the school floor plan (all)

· Awareness of potential risks (administration)

· Evacuation routes and procedures (all)

· Possible relocation areas (all)

· Use of emergency kits (all)

· CPR/First Aid/AED (those staff contractually required)

· Childhood reactions to crisis (counselors/administration)

· Rumor Control (all)

· Verbal and non-verbal communications systems (all)

· Lockdown procedures (all)

· Roles and responsibilities (all)

· Media do’s and don’ts (all)

· Legal issues (administration)

· Debriefing models (counselors)

· Student release procedures (pertinent staff)

· Detecting and reporting unusual absence patterns, in particular sudden mass absences due to reported illnesses (teachers/attendance clerks)

· Location of pertinent information/materials, floor plans, emergency cards, shut-off for cable television, phone jacks, radios, etc. (custodial/admin)

· Identification of suspicious packages/materials (all)

· Supervision duties before, during, and after school, both inside school buildings and on campus, and in common areas such as hallways, stairwells, restrooms, locker rooms, cafeterias, bus areas, and other high-traffic areas (all)

· Visitor access and control procedures (pertinent staff)

· Basic triage (all)

· Before school, after school, lunch, and recess procedures (staff and students)
	
	Training for all staff includes:

· Awareness of potential risks

· CPR/First Aid/AED

· Childhood reactions to crisis

· Legal issues

· Debriefing models

· Student release procedures

· Detecting and reporting unusual absence patterns, in particular sudden mass absences due to reported illnesses

· Location of pertinent information/materials, floor plans, emergency cards, shut-off for cable television, phone jacks, radios, etc.

· Visitors access and control procedures

· Before school, after school, lunch, and recess procedures

· Community Emergency Response Team training
	


Preparedness – Classroom Supplies – Check inventory list in plan or conduct a physical audit for the following:
	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	No supplies, or fewer than listed as required in each classroom
	
	· Leather work gloves

· Six pair latex gloves

· One pair safety goggles

· Three pressure dressings

· Three space blankets

· Blank student Accounting Forms

· Student Emergency Cards

· Buddy Classroom List

· Pens/Paper

· Whistle

· Scissors

· Suitable container for supplies (Five gallon bucket or backpack)

· Drinking water and cups – stored separately

· Toilet supplies (large bucket used as container for supplies and toilet when needed, with 100 plastic bags, toilet paper, and hand washing supplies)
· Portable radio and batteries

· Two rolls duct tape
	
	· Crow bar

· Tarp or ground cover

· Student activities
	


Preparedness – School-wide Supplies – Check inventory list in plan or conduct a physical audit for the following

	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	No supplies, or fewer than listed as required in each school site
	
	Water: Quantities needed will vary for various reasons, but a good estimate is that each school should have enough water stored to give 1/3 of the student population one gallon per day for three days. More isolated schools and schools with limited routes to and from the school will need more. Schools in urban areas and schools with multiple routes in and out of the school will need less.
The question to be answered is whether the school has proactively stored water for emergencies or not.
	
	Water: The school has stored one gallon per day for three days, for every person at the school.
	

	
	
	First Aid:
· 4x4” compress: 1000 per 5000 students

· 8x10: compress: 150 per 500 students

· Elastic bandage: 2-inch: 12 per campus, 4-inch: 12 per campus

· Triangular bandage: 24 per campus

· Cardboard splints: 24 each, small, medium, and large

· Butterfly bandages: 50 per campus

· Plastic basket or wire basket stretchers or backboards: 1.5 per 100 students

· Scissors, paramedic: 4 per campus

· Triage tags: 50 per 500 students

· Latex gloves: 100 per 500 students

· Tapes: 1” cloth 50 rolls per campus, 2” cloth, 24 per campus

· Disposable blanket: 10 per 100 students
· Hydrogen peroxide: 10 pints/campus
· Bleach, one small bottle

· Tweezers: 3 assorted per campus

· Oval eye patch: 50 per campus

· Dust masks: 25 per 100 students

· First Aid books – 2 standard and 2 advanced per campus
	
	First Aid:
· Water in small sealed containers: 100 (for flushing wounds, etc.)

· Space blankets: one per student and staff

· Four pairs heavy duty gloves
	

	
	
	Sanitation Supplies (if not supplied in the classroom kits):
· 1 toilet kit per 100 students and staff to include: 1 portable toilet, privacy shelter, 20 rolls toilet paper, 300 wet wipes, 300 plastic bags with ties, 1 large plastic trash bags
· Bar soap
	
	
	

	
	
	Tools per campus:
· Three rolls barrier tape 3”x1000”

· Pry bar

· Pick ax

· Sledge hammer

· Shovel

· Pliers

· Bolt cutters

· Hammer

· Screwdrivers

· Utility knife

· Utility shut off wrench, 1 per utility
	
	
	

	
	
	Other supplies:
· Clipboards with emergency job descriptions

· Office supplies – pens, papers, etc.

· Signs for student request and release

· Copies of all necessary forms
	
	Other supplies:
· 3x6’ folding tables

· 12-16 folding chairs
· Color coded identification vests for staff

· Alphabetical dividers for request gate

· Automobile jumper cables
	


Preparedness – Established Partnerships
	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	No evidence of collaborative meetings
	
	Collaborative meetings occur regularly on a scheduled basis
	
	
	

	Plan was not developed in partnership with external agencies
	
	Plans are developed in partnership with external agencies
	
	
	

	External agencies do not assist with drills and exercises
	
	External agencies assist with drills and exercises
	
	
	

	School and district safety committees do not exist and/or do not meet
	
	School or district school safety committees exist and meet regularly
	
	School and district school safety committees exist and meet regularly
	

	
	
	Local resources for safety committees include:

· Law enforcement

· Fire/EMS

· Red Cross

· PTA

· Students

· School staff
	
	Local resources for safety committees include:

· Health agencies

· Mental health agencies

· Local CERT

· Community members

· Businesses

· Other
	

	
	
	
	
	Mutual aid agreements exist
	


Preparedness – Crisis Response Toolbox

	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	There is no Crisis Response Toolbox
	
	The Crisis Response Toolbox is fully developed
	
	The Crisis Response Toolbox is fully developed and located at multiple points including the district office
	

	There is no evidence that district and site plans link
	
	School district office staff have an identified role in the school plan
	
	School district plans and resources support the site based plan including personnel
	

	Drills and exercises are not conducted
	
	Drills and exercises are conducted to meet State of California requirements
	
	Drills and exercises are conducted with other agencies on a regular basis and include lockdowns, evacuations, and containment
	


COMMENTS
5. What are the strengths of the Preparedness section? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. What are the weaknesses of the Preparedness section? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7. What changes would you recommend? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8. Other comments ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Response – Lockdown
	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	Protocols are not evidenced or lacking
	
	Protocol for lockdown is in place
	
	Protocols for intruder alert and general lockdown are in place
	

	Communications still use code words and/or bell codes
	
	Protocol uses simple language to instruct a lockdown
	
	
	

	
	
	Windows can be covered
	
	Doors are lockable from the inside
	

	
	
	Lights can be switched off
	
	
	

	
	
	Teacher instruction sheet is provided
	
	
	

	
	
	Students have been informed of appropriate actions during a lockdown:

· Cellular phones are turned off

· Follow school staff directions

· They have been told of discipline/legal actions for failure to comply with staff directives (as have their parents/legal guardians)
	
	
	

	
	
	Special needs students are included in the protocols
	
	
	

	
	
	Protocols enable school administrators and/or law enforcement to terminate a lockdown
	
	
	

	
	
	Protocols for dispensing student’s medications exist
	
	
	

	
	
	A debriefing process is ready for use
	
	
	

	
	
	
	
	Alternate communication available:

· Communication of student/staff in emergency need

· Communication of student accountability
	

	
	
	
	
	Communications are able to provide continuous updates to staff if safe to do so
	


Response – Evacuation

	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	There is little or no evidence of an evacuation plan
	
	Evacuation protocols enable the school to evacuate with the following considerations:
· Classroom evacuation

· School evacuation

· Possible relocation destinations

· Attendance procedures/accounting for all students

· Shut-down of facilities (authorized personnel)

· Transportation

· Special needs students

· Food and beverage service stock, storage, movement and protection procedures

· Communication procedures to parents regarding reunification area

· Procedures to isolate witnesses or participants in the event (if applicable) are specified

· Roles and responsibilities of teachers, cafeteria workers, custodians, security, administration and support staff are specified

· Evacuation/relocation of wounded

· Traffic safety

· Check in/check out procedures

· Reunion procedures
	
	
	


Response – Evacuation (continued)

	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	There is little or no evidence of staff training to do an evacuation
	
	Staff are trained to carry out an evacuation
	
	Annual full-scale drills and exercises support staff training
	

	Little or no supplies are available for an evacuation
	
	Staff are prepared to take necessary supplies
	
	
	

	Maps of potential evacuation locations do not exist or are out of date
	
	There are maps of several evacuation locations which are made known to staff
	
	
	

	
	
	Supplies such as food, flashlights, portable toilets, water, blankets and first aid kits are readily available to be taken to evacuation or relocation sites
	
	
	

	
	
	Memoranda of Understanding developed with other agencies/organizations for evacuation are written and current
	
	
	

	
	
	Prevailing wind patterns are identified
	
	
	

	After school programs are not considered
	
	After school programs receive the same planning and training to carry out an evacuation as regular school staff
	
	After school programs participate in drills and exercises
	


Response – Containment
	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	There are no written containment protocols
	
	Protocols that enable the school to lockdown parts of the facility and evacuate other parts are in place
	
	
	

	
	
	Plan includes direction for HVAC shutoff
	
	
	

	
	
	School has drilled containment
	
	
	


Response – Emergency Sheltering
	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	No facility agreements exist with the American Red Cross
	
	Facility agreements with the American Red Cross are current
	
	Staff have been trained in Shelter Operations
	


COMMENTS
9. What are the strengths of the Response section? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

10. What are the weaknesses of the Response section? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

11. What changes would you recommend? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

12. Other comments ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recovery

	Unsatisfactory
	X
	Required
	X
	Exemplary
	X

	Site and district staff are not trained
	
	Mental Health staff are trained in crisis intervention
	
	Staff is trained on recognition of PTSD
	

	There is no process for the identification of staff and students that may be in need of services
	
	There is a process for identifying staff and students that may need additional services
	
	
	

	Recovery is not listed under the ICS
	
	The team leader for mental health services is listed under the Operations Section of the ICS
	
	A database with qualified and screened mental health personnel is kept.
	

	
	
	The team leader for physical environment recovery is listed under the Operations Section of the ICS
	
	
	

	
	
	Pre-existing agreements with the appropriate agencies to clean blood and other toxic chemicals/waste exist
	
	
	

	
	
	
	
	Safe rooms are identified
	


COMMENTS
13. What are the strengths of the Recovery section? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

14. What are the weaknesses of the Recovery section? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

15. What changes would you recommend? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

16. Other comments ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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