Emergency Shelter Management Plan

(ESMP)

INTRODUCTION

This manual is directed to principals and site administrators of schools/sites that are designated shelters. This manual is divided into sections, each of which will help the shelter manager understand the scope of the district’s responsibilities, how to prepare the school for use as a shelter, how to open and operate a shelter and, finally, how to close a shelter. 

I. Overview

II. Long Term Planning for Shelter Operations

III. Short Term Planning for Shelter Operations

IV. Shelter Operations

V. Shelter Deactivation

VI. Special Needs Shelters/Issues

VII. Media In the Shelter

VIII. Shelter Activation Flowchart

IX. Sample Responsibilities Chart

X. Sample Assignment List

XI. Sample Checklist for Pre-Shelter Opening

XII. Shelter Registration Form

Appendix A: Agreement between XXXX County & The School Board

Appendix B: Shelter Resident Information Sheet


Appendix C: Suggested Registration Area


Appendix D: Definitions

I. OVERVIEW

In the case of an approaching hurricane, or some other major emergency event affecting our community, the XXXX County Department of Emergency Management (DEM) will convene the Disaster Advisory Committee. This Committee (which includes the Superintendent or his designee) will discuss what recommendations they will make, as a body, to the County Administrator. The County Administrator will then make a recommendation for a particular course of action to the Board of County Commissioners (BCC). The BCC will then recommend a proper course of action; such action may include various levels of evacuation in order to address the local emergency. Depending on the orders of the BCC, XXXX County Schools may be ordered to open emergency shelters. 

Shelters fall into two categories; host shelters and risk shelters. Host shelters consist of buildings that serve to quarter persons when there is no additional threat from the elements. For example, host shelters might be required to accept persons from Florida’s east coast who, because of an emergency, require some type of shelter and there is no likelihood that XXXX County will be affected by the same emergency.

Risk shelters are meant to house evacuees and protect them from severe weather. Typically, as in the case of an approaching hurricane, our schools will be called upon to serve as risk shelters. If schools are to be used as risk shelters, persons may not be housed in cafeterias, gymnasiums, auditoriums or other places where there is a large roof span. Therefore, evacuees will need to be assigned to hallways and other common areas approved for use; if warranted, classrooms may be added and used when necessary.

If shelters are required to be opened, individual principals, assistant principals, and other personnel as required shall be notified by the Area Superintendent responsible for the current activation. As public employees, these personnel are expected to report as directed and failure to report will result in disciplinary action. Specific opening hours will be communicated to the shelter manager at the time. The shelter manager will them be responsible for notifying shelter personnel assigned to the shelter, with the exception of food service and maintenance personnel who will be notified by their respective managers.

II. LONG TERM PLANNNING FOR SHELTER OPERATIONS 

At the beginning of the hurricane season, the principal or administrator of each school or site that has been designated a shelter shall develop plans appropriate to ensure efficient and safe shelter operations. At the minimum, the plan shall include the tasks listed below:

· Obtain from your Area Superintendent a list of PCSB personnel who will be assigned to your shelter.

· Develop an assignment sheet consistent with the ICS model and the responsibilities listed in the remainder of this manual. (e.g., Ms. Jones will be assigned as the Operations Manager, Mr. Smith will be assigned as the Logistics Manager, etc.)

· Review you access routes onto the campus and determine where you will have a drop off lane for arriving evacuees. If you will need traffic cones, the number and type should be determined, then secured and stored prior to the arrival of any storms. Cones are available through the warehouse.

· Review your bus access routes so that arriving buses, whenever possible, will not conflict with the arriving evacuees who are unfamiliar with your school. Determine if cones are necessary for this.

· Develop and store signs (or store them electronically so that they can be printed when shelters open) for use during shelter operations that will assist evacuees with finding things like bathrooms and the cafeteria (keeping in mind that your evacuees are completely unfamiliar with your campus).

· Develop an “information board” (e.g., a white board on an easel, or a bulleting board to post notices) that will allow you to communicate information to evacuees. For example, storm status and the time of the next meal are questions that are frequently asked. (See Appendix B for additional rules you may post.)

· Determine which classrooms will be used if circumstances warrant, and the order in which they will be opened. 

· While smoking on BOARD property is prohibited, we recognize that evacuees who smoke are addicted to nicotine and will smoke. Therefore, you should identify and designate a smoking area that will be as far removed as practicable from the balance of the evacuees. This area should be equipped with two or three small sand filled cans (empty #10 steel cans may be obtained from your food service staff) so their cigarettes butts can be discarded appropriately.
These items shall be recorded so that if you are out of town, unavailable or another principal replaces you, they can rely on your plan.

III. SHORT TERM PLANING FOR SHELTER OPERATIONS

It is the responsibility of all shelter managers, and all PCSB personnel who have been notified that they will be required to work when shelters have been activated, to pay attention to all related weather developments regarding the approach of hurricanes.

When the storm is projected to strike the XXXX Area within 36 hours, you must, as shelter manager, accomplish the following items in order to prepare your school for possible use as a shelter: 

· Front office personnel should be prepared to remove excess materials, clear the counters and set up areas for the office to function as a command post. 

· All teachers shall be notified to prepare their rooms by securing personal items, test materials, and student information. 

· Computers that will be needed in the command post or by shelter operations personnel should be left on, as well as any network equipment. Other computers (e.g., those in classrooms and offices) should be unplugged and covered to prevent water damage in the event the roof leaks. Plastic garbage bags are inexpensive and can serve as covers for the computers and monitors. Computers in rooms with lots of windows should be moved to prevent or minimize impact damage. Computers on the floor should be placed on tables or desks, and all UPS systems should be unplugged.

· Classrooms with lots of windows should close their blinds.

· If equipped with a generator, have your HPO check on the fuel and oil level, and conduct a short test run.

· Review your inventory of toilet paper, paper towels, hand soap, and garbage bags. Ensure that you have adequate supplies on hand based upon your authorized evacuee load.

· Check with your cafeteria manager to ensure there is a sufficient inventory of foodstuffs, paper plates, napkins and eating utensils. 

· Test your P.A. system and your portable bullhorn, ensuring that you have spare batteries for the bullhorn 

· Remove all outside equipment (e.g. picnic tables or playground equipment) that can become airborne in high winds. 

· Contact your local garbage removal service to empty school dumpsters if they are more than 25% full. 

IV. SHELTER OPERATIONS

In order to provide the coordination of the district’s response in shelter operations, as well as providing the best support for shelter managers, whenever shelters are opened, a district level Incident Command Center (ICC) will be opened at the XXXX Service Center. The Incident Command Center is physically located in the warehouse administrative offices. 

The Incident Command Center will include managers or directors who represent Food Service, Maintenance, Warehouse, Schools Police, and School Operations (Transportation is located at the County Emergency Operations Center). Each manager is expected to designate, and be relieved by, a subordinate capable of handling his or her operations during the ICC activation to include those hours when the primary director is sleeping. A Director of School Operations shall assist the Area Superintendent. The following chart illustrates the District Level ICS Organization:
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With the exception of the Director of Operations (whose duties are noted below), all ICC members shall report as directed by the Incident Commander. Just as shelter managers are expected to ensure that they receive sufficient sleep in order to make quality decisions, so too shall those personnel assigned to the Incident Command Center. Upon arrival they will arrange a sleep schedule with their relief to ensure there is coverage until the ICC is deactivated. 

The Director of Operations shall serve as the relief for the Area Superintendent in the Incident Command Center. However, after shelters have been open for two (2) hours, and it is safe to do so, the Director of Operations shall visit all shelters in order to:

1. Determine if the shelters have opened with sufficient operating staff.

2. Ensure that the Shelter Incident Commander has scheduled personnel for adequate rest periods.

3. Ensure that assignments have been made pursuant to the Incident Command System as outlined in this document.

4. Determine if the shelter has sufficient operating supplies.

5. Issue special orders as needed.

Following the review of shelters and their operating efficiencies, the Director shall return to the Incident Command Center to provide assistance to the Area Superintendent in staffing the Operations desk within the ICC. 

VI. SHELTER OPERATIONS

Shelter Manager

The shelter manager (principal) shall serve as the Site Commander at their respective shelter for the duration of the event or until relieved. The shelter manager is expected to organize and direct the operation of the shelter from a command post (usually the front office) utilizing the Incident Command System framework. The shelter manager must familiarize themselves with the written Agreement between the BOARD and Pinellas County regarding emergency shelters (see appendix at end of this section). The shelter manager reports directly to the Operations Desk within the District Level Incident Command Center. 

In order to ensure efficient operations during the emergency, shelter managers must be aware of the directive from the Superintendent (September 9, 2004) regarding compliance with directives from the Incident Command Center. The memorandum reads (in part):


Therefore, when a directive emanates from the (District Level) Incident Command Center it carries the weight of a directive from my office. Subordinates may not countermand any directive from the Incident Command Center, and any modifications to assignments or hours to be worked must be approved by the Incident Command Center. As an example, the person representing the Director of Maintenance has the authority to order any maintenance employee to perform any duty, regardless of whether the employee is usually in that chain of command or not. Likewise, a principal from an Area I school is expected to comply with any directive issued by my representative from Operations, regardless of whether they are in that business chain of command or not.

A critical part of operating the shelter is to ensure that each member of your team is prepared to handle problems quickly and professionally. They cannot do this if they are fatigued. You should plan on being at the shelter for an extended period of time to include the recovery stage after the storm has passed. Keep in mind also that while a hurricane or other weather emergency is usually the reason for opening shelters, we could also be called upon to open shelters in the event of a terrorist attack or other emergency in our community. 

Evacuees and shelter staff are under stress and tensions are often high. Human beings need sleep, and their ability to make a sound decision is degraded the longer they are sleep-deprived. Therefore, the shelter manager shall:

1. Develop a schedule to ensure that all staff members have an opportunity for uninterrupted sleep during the shelter operations. A recommended staffing schedule would be that the “Red Team” obtains as much sleep as possible from the early evening hours until midnight where they will relieve those who have been on duty during these hours. The “Blue Team” members would then avail themselves of a minimum of 5 hours sleep. At all times, (Even during the quietest times) there shall be a minimum of two assistant shelter managers (or one shelter manager and one assistant shelter manager on duty at all times.)

2. Once operations have commenced, shelter managers shall not release subordinates to return home except with the permission of the Incident Command Center, or when operations have ceased. Employees who are released in order to return home and shower or eat with the expectation that they will return immediately could be injured or killed. This creates significant liability and workers’ compensation issues for the district. In addition, there is no guarantee that the released employees can even make it back to their assignment, causing personnel shortages in critical assignments. 

3. One person shall be appointed to serve as the Acting Shelter Manger during the time that the Shelter Manager is sleeping.
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TIP: Find an office away from the crowds, put on a small desk lamp or other low light source to serve as a night-light; that way people coming into the area to sleep don’t have to turn on an overhead light. 
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TIP: Use a “post it” or scotch-taped paper on the outside of the closed door to list who is sleeping in the room; that way you won’t be awakened by someone who is looking for a third party

4. The approved staffing model for shelter operations is based upon the approved number of evacuees for your site and is noted below:



First 1500 evacuees


3 Administrators



Each additional 1000 evacuees

1 Administrator



Traffic direction & general assistance
1 Administrator

Registration
2 at each shelter +1 for shelters> 3000

Communications
2 at each shelter (1 per shift)

Plant Operations Staff
2 at each shelter +1 for shelters >3000

Additional “support staff” 
2 at shelters > 4500 evacuees

Operations 

Within each shelter, Operations is responsible for all parts of shelter operations and the Operations Manger, with the approval of the Incident Commander may appoint persons to handle various components of operational plan. For example, responsibilities for registration, and traffic assistance could be assigned to one Assistant Operations Manager, and a second Assistant Operations Manager could be responsible for patrolling and problem solving inside the shelter, as well as communications. The chart on the following page illustrates the recommended ICS organizational setup for operating a shelter:


The Operations section (headed by an Assistant Shelter Manager) is responsible for 
the following:

A. Registration Area


     1. All entrance doors except those directly into the registration area 

         should be locked from the outside so that arriving evacuees are  

         funneled into the registration area.

                    
a. Signs should be posted for arriving evacuees  
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TIP: Position tables within the registration area to prevent 


      
      evacuees from by-passing the registration area (See Appendix C)

B. Registering incoming evacuees

1. Using the approved registration form (located at the end of this document) has each person (or head of a family) complete the for
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TIP: some schools have also issued the larger “sticky” nametags, (like the     
       ones you wear at meetings) to evacuees so that you can address                                 
       them by name during routine interactions.

2. Each person must be registered and obtain a numbered wristband so that an accurate head count can be obtained. The wristband will serve as a meal ticket; therefore each person must have one.

3 During the registration process, those persons serving as registrars should direct each person to read the posted rules; additionally, each person must be scrutinized to ensure that they do not bring contraband (e.g. alcoholic beverages or firearms) into the facility. It is recommended that during the initial “rush” of registration, you request that the law enforcement officers assigned to the shelter have a presence in the registration area.

4. Each PCSB employee who does not have a uniform (e.g., food services and maintenance staff) shall be required to wear an identification vest while on duty at the shelter.
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TIP: Since the paramedics assigned to your shelter will most likely be                                              
         operating off their respective radio frequencies, you will need to know 
        
         how to reach them in an emergency. In lieu of providing them with a 

        
         school portable, try to station them somewhere within the Command 
                 
         Post (office) area. Of course they would also sleep in the area 

             
         designated for staff.
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C.  Assigning evacuees to a specific area.


1. Some shelters allow evacuees to choose the location where they will settle in. Other shelters assign incoming evacuees to specific locations based upon families and the ages of their children and they work to keep them from the elderly who become disconcerted around small children who are “wound up.” Regardless, Operations should develop a plan prior to the arrival of evacuees.
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TIP: In those areas where children and families will be housed, set up a

             TV with a VCR and play an age appropriate video for the children.

             This often succeeds in calming children down and parents will be 

             very appreciative.

   2. If the shelter is used as a “risk” shelter, then evacuees shall not be placed into gymnasiums, cafeterias or any space with a large roof span.



a. If the shelter is used as a “host” shelter where severe weather is 
not a 
factor and the school facility is used only to house incoming 
evacuees, 
then gymnasium, cafeteria and other areas with large 
roof spans may be 
used.

b. In the event classrooms must be utilized, the following procedures shall be followed:

1. If time permits, those classrooms most vulnerable to theft and damage shall be utilized last. This would include such facilities as computer laboratories and/or media centers.

2.  Plant operations staff, under the supervision of an administrator shall disconnect any computers and remove them, placing them in a secure area (e.g. consolidate all the removed computers into one or two classrooms for storage) and cover the computers with a plastic tarp or garbage bags.

3. In order to minimize theft and vandalism when evacuees are assigned to a classroom, a volunteer should be identified to “assist shelter staff.” (Removing the anonymity of the evacuees in a given room may prevent or reduce theft or vandalism). This person will be referred to as a “classroom coordinator” for the purpose of communicating information or needs, to-and-from shelter staff. Evacuees will be asked to communicate through this person. Shelter staff must then ensure that they check with this room “coordinator” at least once every half hour. Regular checks by operations staff will also serve to minimize vandalism and theft. 

D. Patrol and problem solving

1. Assistant Shelter Managers should be assigned to, and be given responsibility for specific areas that they must patrol. For example, one assistant shelter manager might be assigned to wings A, B and C while a second Assistant Shelter Manager might be assigned wings D, E, and F. 

a. Duties include identifying and dealing with problems early. For example, the family that brings an inflatable king size bed which takes up too much room must be advised, while setting it up, that they can’t use that bed, instead of waiting until they’ve had it up for several hours.

b.  Smokers must be told where the smoking area is and that they cannot smoke in the building.

c. Those with “boom boxes” should be told that they are expected to keep the music down and not force others to listen to “their music.” 
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TIP: Some evacuees, particularly the elderly, bring valuables ranging 
from expensive jewelry to large amounts of cash to the shelters. As 
Assistant Shelter Managers walk through the evacuee areas, they 
should be sensitive to anyone who appears to be overly solicitous 
to the elderly. Look for those who appear to be “chatting up” the 
elderly evacuees, particularly if they are trying to learn where they 
live. Report any suspicions to your law enforcement 
representatives. (Note that you should not become involved in 
“holding” any valuable property evacuees.) 



2. Law Enforcement Officers are assigned to shelters to enforce the 
laws. They cannot enforce shelter rules per se. Playing a boom box 
too loud is not a criminal violation. However, failure to comply with a 
request from shelter operations staff to turn down the music should 
be 
turned over to law enforcement. In the case of violations:

a. Initiate enforcement by politely asking the person to comply with a specific rule. If they fail to comply, locate a law enforcement officer, then explain the issue to them and ask the officer/deputy to accompany you as you once again make the request of the offender. Usually, having a uniformed law enforcement officer standing at your shoulder as you make the request is sufficient to accomplish your goal.

b. In the event the person fails to comply, then (depending on the stage of the storm) you should advise the person that as shelter manager you are responsible for the entire shelter and if they choose not to comply they will be ejected from the shelter. (Keep in mind that the officer’s last choice is to make a physical arrest. If they make a physical arrest, they will have to travel to the county jail with the suspect, or they will have to guard the suspect for the duration of the event, which likely means several hours. Therefore, you should use the threat of expulsion from the shelter judiciously and you should discuss your plan of action with the officer/deputy before you do so.) 
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TIP Note: Some agencies assign supervisors (Sergeants—identified by 

        three chevrons on their sleeves) to the shelters. If this is the case the Shelter manager and operations Manager should discuss the role of law enforcement at the first opportunity after the shelter opens.

a. During shelter operations, local fire departments assign paramedic units to each shelter to handle medical emergencies that occur within the shelters. The rescue units may not be stationed at the shelters until the weather deteriorates and it is unsafe for them to be out on the streets. Prior to this point, these rescue units will be responding to other emergencies within their respective jurisdictions.


3.  Traffic assistance in the parking lots


     
a. One person should be assigned to the parking lot. If evacuations             

are taking place during daylight hours, a flashlight is not necessary, 


however one should be made available during hours of darkness 



(see LOGISTICS). The person should also be assigned a traffic 



vest. Not only does the traffic vest provide added visibility, but also 



“creates authority.” 



b. Duties of the traffic enforcement persons are:

· Ensure that parked vehicles do not block bus circles.

· Ensure that there is at least one route into the campus for emergency vehicles.

· Motor homes take up too many parking spaces and operators of these vehicles should be directed to off-campus parking, or in a remote parking lot if available.

· Watch for vans and buses arriving from congregate living facilities. In the past some facilities have “dumped” evacuees with special needs or those who have special conditions (e.g. coming from a mental health facility) that require supervision when they are in the facility. The Shelter Manager should have already discussed a plan with the traffic enforcement person regarding what should be done if such a vehicle arrives (e.g., to either handle the problem or summon the Operations Manager to ensure that the CLF staff is planning to stay and assist with their clients).

4. Communications

a. A vital part of the operation of the shelter is to ensure that communications are maintained between the shelter and the Incident Command Center. Therefore, a communications person should be assigned to work in the Command Post and they shall be responsible for:

· Advising the Incident Command Center of the telephones (land lines) that will be monitored at all times.

· Advising the Incident Command Center of the cellular phone numbers and (if applicable) the Nextel Direct connect number for the Shelter Incident Commander and those persons assigned to LOGISTICS, PLANNING, AND FINANCE & ADMINISTRATION.

· Advising the Incident Command Center of the fax number that will be monitored at all times.

· Advising the Incident Command Center of the E-mail address that will be monitored at all times.

· Relaying information received from the Incident Command Center to the Shelter Incident Commander as necessary.


7. Plant Operations Staff



a. The Head Plant Operator and staff are responsible for ensuring 

that the shelter is kept clean, with particular attention to safety. The 
plant 
operations staff is responsible for:

· Ensuring that all bathrooms are kept clean and stocked with necessary supplies.

· Checking with Logistics to ensure that there are sufficient quantities of soap, towels, and toilet paper available to service the shelter’s full capacity for a minimum of 24 hours.



a. Ensure that there are sufficient garbage bags to 


    
handle refuse.



b. Identify an area where garbage bags can be 



    
temporarily stored when the weather is too severe         

    
to provide access to external dumpsters.


8.  Food Service Staff


a. Food Service personnel are notified to respond to a shelter by the 
Director of Food Service. These personnel are responsible for:

· Providing food and water for evacuees; however, pursuant to the contract between the BOARD and XXXX County, the first meal “…shall occur no earlier than four (4) hours after the opening of an individual facility.”(Section 4 “J” of shelter agreement).

· Meals shall (pursuant to the agreement) be based upon the following meal times: 6:00 a.m., 12:00 p.m. and 6:00 p.m.

1. The use of evacuees to assist with food service operations shall be in consultation with the Operations Manager and the Cafeteria Manager.

LOGISTICS

The Logistics section within the Incident Command System must receive, distribute, log, and recover at the conclusion of operations, all equipment or supplies needed to operate the shelter. 

1. Logistics is headed by an Assistant Shelter Manager and this individual is responsible for the following:

a. Obtaining school portable radios and assigning them as directed by the Incident Commander to:

· The Incident Commander 

· Assistant Shelter manager in charge of Operations 

· Assistant Shelter manager in charge of Logistics 

· Assistant Shelter manager in charge of Planning

· Law Enforcement 

· Plant Operations

· Traffic Enforcement

· Food Service

· Registration

· Others as their duties warrant or as directed by the shelter manager

b. Obtaining flashlights from Maintenance and distributing them to:

· The Incident Commander 

· Assistant Shelter manager in charge of Operations 

· Assistant Shelter manager in charge of Logistics 

· Assistant Shelter manager in charge of Planning

· Registration

· Plant Operations

· Traffic Enforcement

· Food Service

· Others as their duties warrant or as directed by the shelter manager

c. Obtaining other emergency lighting (if available) from Maintenance for distribution in the event of power loss.

d. Distribute vests and traffic vests as available.

e. Provide registration forms, wristbands, and shelter rules as needed to Operations.

f. Ensure there is sufficient fuel available to operate any generators.

g. Locate and charge any extra portable radio batteries.

h. Coordinate with the Operations Manager and the Head Plant Operator to ensure there are sufficient supplies available to operate the shelter (e.g. paper towels, hand soap, toilet paper, garbage bags, etc.).

i. Identify a room (preferably near the CP) that can house off duty personnel (to include law enforcement, fire services, food service, and shelter operations personnel). The size of the room will be dependant upon the number of staff your shelter will house.
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TIP: Post the area with signs that indicate “Authorized Personnel 

         Only” to keep evacuees from entering these areas. 
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TIP: If you have a large staff, you may want to consider two staff 

         areas, one where they can take a break and perhaps eat their meals and a second area designed for sleeping.

PLANNING

The Planning segment of the Incident Command System is responsible for identifying challenges and shelter needs four (4) to twenty four (24) hours in the future. 


1. Planning is headed by an Assistant Shelter Manager and this individual 
is 
 
responsible for the following:

a. Identifying steps to take in the event there is a power loss, (e.g. where emergency lighting will be needed and what equipment is needed to overcome the failure of regular lighting or the battery operated lights affixed to the walls).

b. Identifying whether any areas within the shelter will need to consolidate to meet the possible power loss.

c. Identifying which classroom areas will need to be opened in the event these areas are needed to house evacuees and the order that they should be opened.

d. Identify what steps must be undertaken prior to opening these classrooms, for example:

· Securing computers and other sensitive equipment or personal property of the classroom teacher.

· Moving or stacking desks and/or tables to maximize the available space for evacuees.




e. Identify how the shelter can be shutdown effectively and efficiently once evacuation orders are rescinded by the Board of County Commissioners.

· Identify areas that could be consolidated so that plant operations staff can begin cleaning these areas in preparation for school opening.

FINANCE AND ADMINISTRATION  

The Finance section is responsible for tracking all expenditures and for logging all unusual incidents.

1. The Finance and Administration section is headed by an Assistant Shelter Manager who is responsible for:

a. Tracking which PCSB employees worked the shelter, the time they arrived and the time they were released by the Shelter Manager; and reporting their total hours to the Incident Commander who will in turn use this information to report to the District’s FEMA Coordinator. 

b. Creating and maintaining a log which captures the time the shelter opened and closed, where each employee was assigned and any unusual events that took place at the shelter such as medical emergencies, law enforcement emergencies, structural damage etc.

IV. SHELTER DEACTIVATION

This section contains information on the processes involved in deactivating (shutting down) shelters.

INCIDENT COMMANDER

In the event of a hurricane, once severe weather conditions begin to subside evacuees will begin to make preparations to leave. Although the weather may still be dangerous, some people will insist on leaving the shelter. PCSB employees have no lawful authority to prevent people from leaving, regardless of how ill advised this course of action may be. However, it is incumbent upon the Incident Commander to ensure that Board employees do not endanger themselves by assisting those persons who choose to leave prematurely (e.g., employees should not assist in loading cars or carrying items out to automobiles in the parking lots). 

Once conditions improve, the Operations Desk at the District’s Incident Command Center will notify individual Incident Commanders when the evacuation orders have been rescinded by the EMC. Since these orders carry the weight of law, they can only be lifted by official governmental action. Incident Commanders should communicate information about the status of the evacuation orders to the evacuees and staff in the shelters. In addition, you should communicate to evacuees that emergency service providers will be conducting assessments throughout the county to determine if there are areas that are unsafe for persons to return home to. Assessments will be conducted of mobile home parks within the county, as well as areas that are susceptible to flooding. In addition, access to the barrier island beach communities may be restricted even further by local law enforcement based upon, damage, power and utility outages, or flooding. 

Although every effort will be made to release shelter staff so they may return home, exigent circumstances may require that shelter staff from one shelter be reassigned to another shelter to assist with operations there. Board employees may be released to return home only after being advised by the District’s Incident Command Center.

1. OPERATIONS


a. As evacuees leave the shelters, it is important for the Incident Commander to update the Incident Command Center with a current evacuee count. A primary goal of the district is to prepare the shelter to re-open as a school. Therefore, as evacuees leave the shelter, consideration should be given to consolidating the various groups of evacuees who are still in the shelters. For example, instead of maintaining 5 wings with 30 evacuees each, have the people move into two or three wings. This will allow plant operations staff to begin cleaning the now-unused wings.


b. In the event some evacuees cannot go home due to damage or flooding, the plan is to move these persons into a Red Cross consolidation shelter (usually a church) so that schools can be prepared to open. Therefore, as your shelter clears out, the Operations Staff should make inquiries to determine the status of those who have not yet left. Other issues, such as homeless persons who refuse to leave will be handled on a case-by-case basis, in coordination with the County EOC and local law enforcement.  


c. Although evacuees cannot be forced to sign out, asking them to do so may assist in the event we receive an inquiry about their whereabouts. (Previously it was not uncommon for an out-of-state adult child of an evacuee to contact a shelter to ask about their elderly parents. Having the ability to state categorically that they left of their own volition at a time specific can be very helpful to the inquiring party.) 

LOGISTICS


a. As shelter operations wind down and evacuees are consolidated, the 
Logistics Manger should collect equipment that is no longer in support of 
shelter operations (e.g., a lantern used for A-Wing is not needed since 
evacuees have been moved to D-Wing).



b. Determine if special supplies need to be ordered from the warehouse at 
WPSC (e.g. special cleaners/disinfectants were needed at one shelter 
because of the homeless that evacuated there). 

3. PLANNING 

a. The goal of returning the shelter to operating as a school is a primary concern. The planning manger must take into consideration what supplies or equipment the school will need to operate when the school reopens. Special attention should be made any modifications that will need to be made to any operations as a result of the emergency event. (e.g., damage to the covered walkway at the bus circle may require the establishment of an alternate bus circle/student drop off at the school. This would include consulting with the Incident Commander and communicating this information to the Incident Command Center, who in turn will apprize Transportation.

4. ADMINISTRATION AND FINANCE 

a. Continue to document any unusual events as well as the time employees are released from duty.

VI. SPECIAL NEEDS SHELTERS/ISSUES

Evacuees with special needs will arrive at the shelters by either PSTA or PCSB bus. Persons with special needs that will require evacuation assistance should have pre-registered with their local fire department. When an evacuation order is issued, buses will respond to the various fire departments within the county, where Fire Service personnel will either board the buses or accompany the buses to the homes of the registered evacuees. 

Evacuees will be loaded on to the buses and transported to the special needs shelter in their part of the county (there is one shelter for south county, one for mid-county, and one for north county). Upon arrival these evacuees will be assisted into an area specifically designated to house these evacuees. Nurses from Pinellas County Schools, EMT’s and paramedics, as well as the Pinellas County Health Department will provide for their care. 

Special needs evacuees may be accompanied by family members. Since these care givers provide individual and specialized attention to the special needs evacuee they should not be excluded. In addition to relieving medical staff from the responsibility of care, family members also serves as a calming influence on the evacuee. 

ASSISTING THOSE WITH SPECIAL NEEDS
1. Persons who are mobility impaired:

People, who use wheelchairs, walkers, crutches, etc., may have differing abilities to access and move about in the shelter. Note any shelter resident with such impairment and attempt, where possible and practical, to make reasonable accommodations:

a. Ensure that there is ample room for them to maneuver by keeping aisles and passageway wide and clear (e.g. wheelchair use, canes, crutches, etc.).

b. Ensure restroom facilities are accessible to those in this category.

c. If needed (and possible) make accommodation for electric chair/cart recharging operations.

2. Persons with visual disabilities:

For a person who is blind or has a visual impairment, a shelter can pose several challenges. Cots, tables, chairs, bedding, etc., may easily become a hazard to such persons. Additionally, normal signage and bulletin boards may work well for those without such impairment – but the need for information is just as great for those who cannot take advantage of such devices. Note any persons with such impairment and take reasonable steps to accommodate:

a. Provide verbal orientation to the facility.

b. Provide, where needed, assistance with equipment such as phones.

c. Offer assistance when going through food lines.

d. Offer to read notices, bulletins, etc., out loud.

e. Place such individuals in areas that allow for easy access to restroom and other facilities.

3. Persons with hearing disabilities:

Hearing impairments may also vary widely, from hard of hearing to profoundly deaf. However, as with the sight impaired, the same need for information exists. Note such individuals and make reasonable accommodations to assist:

a. If the resident is hard of hearing or lip-reads, try to separate them from a noisy and distracting area of the shelter.

b. Offer the persons written versions of information or instructions given.

c. Post general information in numerous locations.

4. Service animals:

We often think of service animals as dogs only; however, animals such as monkeys are also used to assist a person with a disability. Service animals are to be welcomed and are easily identifiable – usually by a red color or leash and/or a photo ID that the disabled person carries. Shelter staff should let the service animal stay with the person with a disability at all times. Some additional tips are:

a. Offer a sleeping area that is separate from others or where there are fewer people.

b. People with allergies should be advised to stay clear of the area where the service animal(s) is located.

c. Address with the individual their responsibility for feeding and care of their animal. Discuss designating a dog relief area and provide disposal containers.

VII. MEDIA INSIDE THE SHELTER
Media crews may ask to take pictures inside the shelter. Our first obligation is to the privacy of the shelter residents; however, it is usually possible to assist with the story. Explain this to the media crew and offer possible alternatives such as:

1. Ask shelter residents if they might be willing to talk to the media. If so, select an area for the interview that will not impose on others and allow those who wish to participate to do so.

2. If the shelter residence population is small, a general announcement may be made and those wishing to not participate should be given the opportunity to step away.

3. Avoid sleeping areas – particularly if they are occupied!

4. The media are guests! And guests need to follow the rules like any other   
person!
VIII. SHELTER ACTIVATION FLOWCHART
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IX. SAMPLE RESPONSIBILITIES CHART

	1.
	Incident Commander (IC)
	Normally the principal of the school (or site administrator) is the overall leader during any shelter operations. Manages all staff – regular, volunteer or assigned. Keeps staff and evacuees updated on events.
	Principal or designee

	2.
	Operations Manager
	Responsible for all parts of shelter operations: registration of residents, traffic enforcement, assigning residents to specific areas, etc. In summary, the Operations Manager is the COO of the shelter, reporting directly to the IC.
	Assistant Principal or designee

	3.
	Logistics Manager
	Reporting to the IC, this position is responsible for ensuring that the shelter has all the needed resources to operate: supplies, equipment & manpower. Also important during the recovery phase to ensure that all supplies and equipment are accounted for and, where needed replaced/replenished.
	Assistant Principal or designee.

	4.
	Planning Manager
	Reporting to the IC, this position is responsible for identifying the challenges of the shelter over an extended period of time and developing plans of action to meet these challenges. Such activities might include planning for power loss, identifying additional space within the facility for emergency use, and how best to shutdown operations at the end of the emergency.
	Assistant principal or designee.

	5.
	Finance Manager
	Reporting to the IC, this position is responsible for tracking all expenditures and for logging unusual events. For example: tracking which PCSB employees are working the shelter and what hours they worked, tracking shelter usage by agency, recording damage and loss activities, etc.
	Assistant Principal or designee.

	6.
	Food Services
	Reports to the Operations Officer prepares meals as necessary for evacuees and staff pursuant to inter local shelter agreement 
	Food Services staff

	7.
	Plant Operations
	Reports to the Operations Officer and ensure that the facility and physical plant are capable of operating under emergency conditions. Keeping the shelter clean and functional is this teams priority. Also, general safety and fire suppression are important responsibilities.
	Head Plant Operator

	8.
	Patrol & Problem Solving
	Reports to the Operations Officer and ensures that shelter rules and procedures are followed. Helps settle any issues or problems arising during the emergency.
	Assistant Principal or designee.

	9.
	Traffic Assistance
	Reporting to the Operations Officer, this position provides coordination for all vehicular traffic affecting the facility. Decides where to park vehicles, how to move buses in and out, and control of emergency access.
	Assistant Principal or District resource

	10.
	Communications Officer
	Reports to the Operations Officer and assists the team with maintaining contact with Incident Command Center. Mans the telephones, radio and or computer, as necessary.
	Support staff.

	11. 
	Evacuee Assignments
	Reporting to the Operations Officer, this position registers and logs all incoming and outgoing residents.
	Assistant Principal or designee.


X. SAMPLE ASSIGNMENT LIST

Staff Responsibilities





Primary



Alternate

Incident Commander:
_________________________________________

Registration:


_________________________________________

Food Services:

_________________________________________

Plant Ops:


_________________________________________

Traffic Assistance

_________________________________________

Communications

_________________________________________

General Support:

_________________________________________

General Support:

_________________________________________

General Support:

_________________________________________

Local Law Enforcement 
_________________________________________

Local Fire Dept.:

_________________________________________

XI. SAMPLE CHECKLIST FOR PRE-SHELTER OPENING

	Status
	Category
	Comments

	ٱComplete  ٱNot Complete


	Activate your school/site ICS. This support system will ensure smooth handling of the emergency – even if nothing happens.
	

	ٱComplete  ٱNot Complete


	Windows closed & fastened
	

	ٱComplete  ٱNot Complete

	Portable items secured (e.g., garbage cans, cartons, loose items, trash, etc.)
	

	ٱComplete  ٱNot Complete


	Roofs are examined for loose items, unsecured openings, etc.
	

	ٱComplete  ٱNot Complete


	Window shades, curtains & blinds are protected by raising them or securing them open. Exception: evacuation centers to keep them lowered to protect people from flying glass.
	

	ٱComplete  ٱNot Complete


	Store all books, papers and other equipment as far as possible from windows or other areas prone to water damage.
	

	ٱComplete  ٱNot Complete


	Where appropriate, raise equipment (e.g., portable computers) up off the ground to protect from possible flooding.
	

	ٱComplete  ٱNot Complete


	Where appropriate, move sensitive and portable equipment to a centralized and secure inner location.
	

	ٱComplete  ٱNot Complete


	Start and test any generators and ensure there is adequate fuel.
	

	ٱComplete  ٱNot Complete


	Review plans to include establishment of bus lanes 
	

	ٱComplete  ٱNot Complete


	Obtain supplies for smoking area
	

	ٱComplete  ٱNot Complete


	Ensure that persons assigned to your shelter have not resigned, terminated employment or out sick. Fill void as necessary
	

	ٱComplete  ٱNot Complete


	Make all signs for shelter operations (e.g. location of bathroom and cafeteria)
	

	ٱComplete  ٱNot Complete


	Make sufficient copies of registration form to handle incoming evacuees
	

	ٱComplete  ٱNot Complete


	Set up registration areas and establish sleeping and break areas for staff
	

	ٱComplete  ٱNot Complete


	Take any other precautions considered necessary for the protection of the students and site.
	


SHELTER REGISTRATION FORM




   Arrived by 

Wrist      Time Time    PCSB bus









        Name of Mobile


Band #      in     out
      Y or N?      
    Name 



Address                           Home Park (or N/A)


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Appendix A

AGREEMENT BETWEEN XXXX COUNTY AND THE

SCHOOL BOARD OF XXXX COUNTY, FLORIDA

THIS AGREEMENT is made and entered into by XXXX COUNTY, (hereinafter referred to as “County”) a political subdivision of the State of Florida, and the SCHOOL BOARD OF XXXX COUNTY, FLORIDA, (hereinafter referred to as “School Board”).

WITNESSETH

WHEREAS, the County is a “local emergency management agency,” pursuant to Chapter 252, Florida Statutes and therefore has the responsibility for Emergency Management for the County; and

WHEREAS, in furtherance of the County’s Comprehensive Emergency Management Plan, the County and the School Board desire to cooperate in the interest of public safety by providing facilities and necessary personnel to staff such facilities, supplies, transportation assistance for evacuations and sites for the collection of animals, following a disaster.

NOW, THEREFORE, in consideration of the mutual covenants, terms and conditions herein set forth, the parties agree as follows:

Section 1. Purpose. The purpose of this Agreement is to provide for cooperation and coordination between the County and the School Board in carrying out joint responsibility to serve the citizens of XXXX County during disasters or enemy attack, by providing facilities, staffing and transportation for the evacuation of citizens in preparation for or following a disaster and sites for

the collection of animals following a disaster.

Section 2. Definition of Disaster. A disaster is an occurrence such as a hurricane, tornado, storm, flood, high water, wind-driven water, tidal wave, earthquake, drought, pestilence, famine, civil disturbance, fire, explosion, building collapse, transportation accident, hazardous material incident, terrorist attack, or other situation that is life threatening, causes human suffering or creates human

needs that the victims cannot alleviate without assistance.

Section 3. Duties of the County: The County through its Department of Emergency Management agrees to:  

A. Determine facility, supplies, staffing, and transportation requirements.

B. Identify priorities.

C. Provide general guidance on the type of buses required.

D. Identify origins and destinations and/or staging locations.

E. Provide items A -D to the School Board with as much advanced notice as possible.

F. Provide a minimum of two desk positions within XXXX County Emergency Operations Center (EOC) for the School Board representatives. This may be expanded to meet emergency needs.

G. Pre-plan major evacuation and pre-designate locations and requirements to the maximum extent possible. 

H. Provide technology in support of efficient communications from EOC to the School Board to the maximum extent possible.

I. Cooperate with the designated facility manager. 

J. Provide personal comfort supplies for unprepared evacuees if not available from existing 
school supplies, to the extent possible.

K. Provide appropriate medical and personal care staff as available at shelters designated as 
special care facilities.

L. Coordinate public announcements of shelter opening with designated School Board liaison persons.

M. Coordinate shelter evaluation surveys of existing and new school facilities.  

Provided further that: The County through its Department of Animal Services agrees to:

A. Use collection sites only in the recovery phase and then for a limited period of time, not to exceed a 36-hour holding period for animals.

B. Staff temporary collection sites with Animal Service personnel and/or volunteers. Staff will receive the animals and provide emergency identification tags, food/feed, water, and service.

C. Operate temporary collection sites, only after a storm/hurricane. Pre-storm shelter for
animals is the responsibility of the owner.

D. Provide for cleanup and restoration of collection sites after a designated holding period ends. Provided further that: The County through its Department of Emergency Medical Services/Fire Administration agrees to provide basic medical supplies and oxygen at shelters designated with Special Care Units.

Section 4. Duties of the School Board: The School Board agrees to:

A. Provide insofar as practical and not inconsistent with the School Board’s primary duty. The facilities and buildings mutually agreed upon by County and School Board liaison advance of an area-wide potential disaster or immediately after an area-wide disaster have occurred. Facilities and buildings to be utilized in case of a localized disaster shall be arranged between persons serving as liaison for the County and for the School Board and may extend to a local school facility.

B. Provide such employee support personnel and existing equipment use as are needed to facilitate coordination and delivery of centralized emergency disaster support covered by this Agreement.

C. Provide designated facility managers for individual School Board facilities used in response to actual or potential disasters. Other School Board employees as described in the current Emergency Management Procedures Manual of the Board shall assist the facility manager. It is expressly understood that the facility manager shall have final authority in

matters relating to space utilization at the individual shelter site, provided that the health, safety and welfare of disaster victims should guide such decisions.

D. Provide School Board nursing staff to supplement the XXXX County Health Department’s Special Care Unit Team.

E. Operate a joint dispatch center with the XXXX Transit Authority (PSTA) at 
the XXXX Service Center.

F. Maintain liaison with PSTA and the Department of Emergency Management.

G. Staff an EOC desk position or position upon and for the duration of an EOC activation.

H. Automatically dispatch busses to pre-designated locations as identified in the XXXX County Comprehensive Emergency Management Plan (CEMP).

Make available during the recovery phase of a localized disaster or declared emergency fenced ball fields located at the sites below as requested by the XXXX County Department 
of Animal Services. If any or all of these sites are unavailable, provide suitable substitute options using School Board sites that are available.

1. XXXX 

2. XXXX

3. XXXX

4. XXXX

5. XXXX

6. XXXX

7. XXXX

I. Provide food and water for shelterees. It is expressly understood that preparation of meals shall occur no earlier than four (4) hours after the opening of an individual facility, and shall be based upon meals being made available at 6:00 a.m., 12:00 p.m. and 6:00 p.m.

Section 5. Training and Exercises. Both parties agree to support annual training activities, recognizing that training is essential to successfully providing aid to citizens in a disaster.

A. The County will coordinate and/or provide shelter management training to include Special Care Unit training for School Board nursing staff.

B. The School Board must participate in and/or conduct at least one shelter exercise each year. The type of exercise and time will be mutually agreed upon between the County and the School Board.

Section 6. Reimbursable Expenses to the Board. The County agrees to reimburse the Board for reasonable expenses as set forth below:

A. General Guidelines. The financial obligation of the County undertaken in this Agreement for reimbursement of the School Board shall include reasonable reimbursement of incurred operation expenses, replacement of food, supplies, equipment and/or property consumed, damaged or stolen, and for repairs to such property, buildings and facilities at each school center as may caused by or incidental to the use of a school facility as a disaster center or collection site.

B. Emergency Management Exercises: Expenses incurred by the School Board in support of training exercises and use of facilities, buses, and staff will be reimbursed by the County 
at the rate described in Paragraph C below. Both parties must receive written approval from each other.

C. Actual Emergencies. Expenses shall be paid by XXXX County Emergency Management for facilities, buses, staff on duty, staff on standby, and shall be actual current per hour straight time rate and actual per hour overtime rates for transportation, warehouse, custodial, maintenance, food service, nurse and other eligible staff. Costs of eligible expenses must be reasonable and not exceed the budgetary loss incurred for providing such services. A detailed billing of these costs must be provided by the School Board to the County.

D. County Retained Funds: ‘The County will use its best efforts to recover funds from federal agencies when a declaration has been issued, and pursuant to section 400.062, Florida Statutes, which provides for nursing homes to utilize their Resident Protection Trust Fund to pay for transportation of residents upon the declaration of a state of local emergency, pursuant to Chapter 252, Florida Statutes. Pursuant to the terms of this Agreement, these funds shall be obtained and retained by the County to offset the cost paid to the School Board.

Section 7. Planning and Implementation: Cooperative arrangements for planning, exchange of information and continuing liaison regarding preparedness and disaster operations will be developed and maintained by the XXXX County Department of Emergency Management and the School Board.

Section 8. Indemnification Provision: The County and the School Board agree to be responsible for the own acts of negligence or their respective agents’ acts of negligence when acting within the scope of their employment, and agree to be liable for damages resulting from said negligence subject to statutorily established liability limits.

Section 9. Independent Contractor Status: The parties agree that throughout the term of the contract and during the performance of the obligations hereunder, the School Board is an independent contractor in all respects and shall not be the agent, servant, officer or employee of the County.

Section 10. Effective Date: This Agreement shall become effective upon filing with the Clerk of the Circuit Court in and for the XXXX Judicial Circuit and shall terminate December 31, 2007. Either party may terminate this Agreement with 60-days written notice upon the chief executive officer for the other party.

Appendix B

SHELTER RESIDENT INFORMATION

Welcome

The School Board of XXXX County, in agreement and cooperation with the XXXX County Emergency Management Department, welcomes you to this emergency shelter. We hope that your stay here will be as pleasant as possible, considering the circumstances. Please remember that this is an emergency situation and this shelter is meant to be “a lifeboat and not a cruise ship.”

We encourage you to take a few minutes to read this information sheet; it contains important information that will assist you in your stay with us.

Registration

Please sign in at the registration area if you have not already done so, and obtain a wristband for all family members. This wristband serves as your meal ticket. Registration is required so we have the records necessary to help you. Additionally, leaving a forwarding address when relocating out of the shelter is requested – this allows our Family Service and Disaster Welfare Inquiry staff to continue to assist you.

Smoking

Smoking is prohibited except in the designated area. If you smoke anywhere else you will be subject to ejection from this shelter. 

Personal Property

We cannot assume responsibility for your belongings. We recommend that valuables be locked in your car, out-of-sight. If that is not possible, please keep valuable items with you at all times.

Pets

We understand that your pets are very important to you. However, for health and safety reasons, pets are not allowed in shelters. It is your responsibility to make provisions for your pet(s) before entering a shelter. 

Exception: Certified service animals for people with disabilities.

Children

Parents are responsible for keeping track of and controlling the actions of their children. Please do not leave them unattended, allow them to wander or to otherwise interfere with other shelter occupants or staff.

Alcohol, Drugs & Weapons 

Alcohol and illegal drugs are not allowed in any shelter. 

Weapons, of any type or nature, are also prohibited, except those in the possession of law enforcement officers. 

Volunteering

Shelter residents are encouraged to help in shelters. There are many jobs that do not require special training. Please see the shelter staff if you would like to help!

Telephones

Shelter residents are asked to use the public pay phones. The other shelter phones are reserved for communications with emergency authorities.

Food

The shelter staff will provide meals starting no earlier than four (4) hours after the opening of the shelter and, thereafter, on a time schedule approximating 6 AM, noon & 6 PM – supplies and conditions allowing.

Housekeeping

Please help us keep our temporary homes clean. Pick up after yourself and help us with cleanup, when possible. 

Food and drinks, other than water, are not allowed in the sleeping area.

Quiet Hours

Quiet hours are enforced in the sleeping area(s) between the posted hours – normally between 11 PM and 7 AM. However, sleeping areas should be kept as quiet as possible at all times as some shelter residents may work night shifts or may not feel well and want to sleep during the day.

News Media

New media representatives often visit shelters during disaster operations. They are allowed to enter the shelter and to request interviews or to take photographs. They will ask your permission first; it is your right to refuse. Please report any problems with the media to the shelter staff.

Problems and Complaints

Please direct all comments about shelter operation to the shelter manager.

APPENDIX C

SHELTER REGISTRATION AREA
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This set-up is not recommended as evacuees can by-pass those at the registration tables.







[image: image13]
This set-up uses the registration tables to funnel arriving evacuees to the registration process and a similar registration area is recommended. 

APPENDIX D

DEFINITIONS

BCC --- Board of County Commissioners --- Elected XXXX County Officials who have the authority to declare a state of emergency, order evacuations, and pass emergency ordinances in order to meet the existing emergency. Opening and closing of shelters and evacuation of parts of the county must be preceded by official actions taken by the BCC

DAC --- Disaster Advisory Committee --- A group of emergency service providers and others (e.g. the Red Cross) who make recommendations to the chair of the committee (usually the Director of Emergency Management) who in turn takes these recommendations under advisement and make recommendation to the County Administrator, who in turn makes recommendations to the BDD regarding action they should consider in order to protect persons and property in XXXX County.

DEM --- (Department of Emergency Management) The XXXX County Office responsible for coordinating a response to emergencies within the county.

EOC --- Emergency Operations Center --- the incident command center operated by the Department of Emergency Management responsible for coordinating the community response to an emergency. During shelter Operations the EOC is staffed by the Sheriff, a Fire Chief, two (2) representatives of the PCSB, representatives from local utilities, and others representatives of a wide range of governmental and private agencies that can expeditiously bring all necessary resources to bear on an emergency in our community.

ESMP – Emergency Shelter Management Plan --- The written plan that identifies roles and responsibilities of PCSB personnel during shelter operations.

FINANCE and ADMINISTRATION MANAGER – That person with ICS who is responsible for logging events, tracking personnel activities (e.g. reporting times and overtime) as well as completing necessary reports after the emergency (in the case of shelter operations reporting to the business manager of Institutional Services in the method proscribed).  This person reports directly to the Incident Commander reports directly to the Incident Commander, or in the case of shelter operations to the Shelter Incident Commander.

ICC --- Incident Command Center --- The location from which the district’s response to an emergency is coordinated. In the case of shelter activation, it is physically located in the warehouse administrative officers at the XXXX Service Center and is staffed by department heads or their representatives, to include an Area Superintendent, a Director of School Operations, Chief of Schools Police, Directors of Food Service, Warehouse and Maintenance.

IC – Incident Commander --- That person who is in charge of an incident. At a shelter it is usually that school’s principal who becomes the Shelter Incident Commander. Within the ICC it will be the Superintendent, Deputy Superintendent or designee.

ICS --- Incident Command System – The framework by which XXXX County Schools responds to emergencies through a division of responsibilities 

LOGISTICS MANAGER --- That person within ICS who is responsible for all material/supplies/equipment needed to carry out the response to an emergency. This person reports directly to the Incident Commander, in the case of shelter operations to the Shelter Incident Commander.

OPERATIONS MANAGER --- That person within ICS responsible for all operations related activities that do not fall under Logistics, Planning or Administration & Finance. The Operations manager reports directly to the Incident Commander within ICS or, in the case of shelter operations to the Shelter Incident Commander.

PLANNING MANAGER --- That person with ICS responsible for reviewing and developing responses to anticipated problems or issues “down the road”  from four (4)  to twenty four (24) hours, reports directly to the Incident Commander, in the case of shelter operations to the Shelter Incident Commander.

SHELTER INCIDENT COMMANDER --- Usually the building principal who is in overall command of the shelter during shelter operations. Reports to the OPERATIONS MANAGER (usually an Area Superintendent) at the district’s Incident Command Center. “Shelter Incident Commander” is used to differentiate between the Incident Commander for the district and the Incident Commander at the shelter.
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