














Responsibilities:

Start-Up Actions:

Operational Duties:

Closing Down:

Equipment/
Supplies:

Section: Logistics
Logistics Chief

The Logistics Section is responsible for providing facilities,

services, personnel, equipment, and materials in support of the
incident.

Check in with Incident Commander (IC) for situation briefing.

Open supplies container or other storage facility.

Put on position identifier, such as vest, if available.

Begin distribution of supplies and equipment as needed.

Ensure that the Command Post and other facilities are set up as
needed.

ooonoo

1 Assume the duties of all Logistics positions until staff is
available and assigned.

0O As (or if) staff is assigned, brief them on the situation and
supervise their activities, utilizing the position checklists.

O Coordinate supplies, equipment, and personnel needs with the
IC.

[0 Maintain security of cargo container, supplies and equipment.
O
O

At the IC’s direction, deactivate the section and close out all
logs.

Verify that closing tasks of all Logistics positions have been
accomplished. Secure all equipment and supplies.

2-way radio
Job description clipboard
Paper, pens
Cargo container oF other storage facility and all emergency
supplies stored on campus
Clipboards with volunteer sign-in sheets
Forms: Inventory of emergency supplies on campus
Site Status Report
Communications 10g
Message forms
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Sectiom: Logistics
Supplies/Facilities

Responsibilities: This unit is responsible for providing facilities, equipment,
supplies, and materials in support of the incident.

Start-Up Actions:

Operational Duties:

O OO0 oOoooo

O

Closing Down:

O

Check in with Logistics Chief for situation briefing.

Open supplies container or other storage facility if necessary.
Put on position identifier, such as vest, if available.

Begin distribution of supplies and equipment as needed.

Set up the Command Post.

Maintain security of cargo container, supplies and equipment.
Distribute supplies and equipment as needed.

Assist team members in locating appropriate supplies and
equipment. '

Set up Staging Area, Sanitation Area, Feeding Area, and other
facilities as needed.

At the Logistic Chief’s direction, receive all equipment and
unused supplies as they are returned.
Secure all equipment and supplies.

Equipment/ 2-way radio
Supplies: Job description clipboard
Paper, pens
Cargo container or other storage facility and all emergency
Supplies stored on campus
Forms: Inventory of emergency supplies on campus
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Section: Logistics
Staffing

Responsibilities: This unit is responsible for coordinating the assignment of
personnel (staff, students, disaster volunteers) in support of the
incident.

Start-Up Actions: [0 Check in with Logistics Chief for situation briefing.
O Put on position identifier, such as vest, if available.
O Open three logs to list staff, volunteers, and students who are
awaiting assignment.

Deploy personnel as requested by the IC.

Sign in volunteers, making sure that volunteers are wearing
their 1.D. badges and are on the site disaster volunteer list.
Unregistered volunteers should be sent to the city library to
register.

Operational Duties:

oo

Closing Down: O Ask volunteers to sign out.
C1 At the Logistic Chief’s direction, close out all logs and turn
w them in to Documentation Unit.
O Return all equipment and supplies.

Equipment/ 2-way radio
Supplies: Job description clipboard
paper, pens
Cargo container or other storage facility and all emergency
supplies stored on campus
Clipboards with volunteer sign-in sheets
Forms: Inventory of emergency supplies on campus
List of registered disasier volunteers
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Responsibilities:

Personnel:

Start-Up Actions:

Operational Duties:

Closing Down:

Equipment/
Supplies:

Section: Logistics
Communications

This unit is responsible for establishing, coordinating, and
directing verbal and written communications within the school
disaster site and with the school district. If the school district
cannot be contacted, communications may be made with outside
agencies when necessary.

School staff member with campus two way radio, supported by
student or disaster volunteer runners, and
Disaster volunteer who is a qualified amateur radio operator.

O Set up Communications station in a quiet location with access
to the Command Post (CP).
0 Turn on radios and advise CP when ready to accept traffic.

0 Communicate with district EOC per district procedure. At the
direction of the Incident Commander (IC), report status of
students, staff, and campus, using Site Status Report Form.
Receive and write down all communications from the
district EOC.

Use runners to deliver messages to the IC with copies to the
Plans/Intelligence Chief.

Maintain Communications Log: date/tlme/orlglnator/remplent
Follow communications protocol. Do not contact the city
directly if the district EOC is available.

Direct the media or the public to the Public Information
Officer.

Monitor AM/FM radio for local emergency news: KFWB 980
kHz and KNX 1070 kHz.

O O OO O 0O

[0 Close out all logs, message forms, etc. and turn them over to
Documentation.
0 Return all equipment and unused supplies to Logistics.

2-way radios with spare batteries for each
Job description clipboard paper, Pens
Table and chairs AM/FM radio
File boxes, tote tray for outgoing messages
Forms: Site Status Report

Message forms
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Section: Finance/Administratiomn
Finance/Administration Chief

Responsibilities:

Start-Up Actions:

Operational Duties:

Closing Down:

. Equipment/
Supplies:

The Finance/Administration Section is responsible for financial
tracking, procurement, and cost analysis related to the disaster or
emergency. Maintain financial records, track and record staff
hours.

oooo

Check in with Incident Commander (IC) for situation briefing.
Put on position identifier, such as vest, if available.

Locate and set up work space.

Check in with the Documentation Clerk to collect records and
information which relate to personnel time keeping and/or
purchasing.

Assume the duties of all Finance/Administration pesitions
until staff is available and assigned.

O As (or if) staff is assigned, brief them on the situation and

supervise their activities, utilizing the position checklists.

At the IC’s direction, deactivate the section and close out all
logs.

Verify that closing tasks of all Finance/Administration
positions have been accomplished. Secure all documents and
records.

Job description clipboard
Paper, pens
Forms: Staff Duty Log
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Sectiom: Finance/Administration
Timekeeping

Respeonsibilities: This unit is responsible for maintaining accurate and complete
- records of staff hours.

Check in with Finance/Administration Chief for situation
briefing.

Put on position identifier, such as vest, if available.

Locate and set up work space.

Check in with the Documentation Clerk to collect records and
information which relate to personnel time keeping.

Start-Up Actions:

ooo 0O

Operational Duties: [0 Meet with Finance/Administration Chief to determine process

for tracking regular and overtime of staff.

Ensure that accurate records are kept of all staff members,

indicating hours worked.

O Ifdistrict personnel not normally assigned to the site are
working, be sure that records of their hours are kept.

O

Closing Down: OO Close out all logs.
O Secure all documents and records.

Equipment/ Job description clipboard
Supplies: Paper, pens
Forms: Staff Duty Log
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™ Section: Finance/Administration
Purchasing

Responsibilities: This unit is responsible for maintaining accurate and complete
records of purchases. Most purchases will be made at the district
level; however, in emergency situations, it may be necessary for
school sites to acquire certain items quickly.

Start-Up Actions: [0 Check in with Finance/Administration Chief for situation
briefing.

Put on position identifier, such as vest, if available.

Locate and set up work space.

Check in with the Documentation Clerk to collect records and
information which relate to purchasing.

ooo

Operational Duties: [0 Meet with Finance/Administration Chief to determine process
for tracking purchases.
0 Support Logistics in making any purchases which have been
approved by the Incident Commander.

Closing Down: [0 Close out all logs.

O Secure all documents and records.
Equipment/ Job description clipboard
Supplies: Paper, pens
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Student Care: Teacher Responsibilities

Personnel:

Responsibilities:

The staff needs
to speak with one
voice. Only the
. Public Information
Officer will release
information to
parents or the
generai publiic.

All teachers and substitute teachers

O Assess situation and remain calm.
O If ground is shaking, lead Duck, Cover, and Hold On.
O Calm, direct, and give aid to students. Assist seriously injured
students if possible.
Lockdown or Shelter in Place:
O If gunfire or explosions are heard, get everyone to lie flat on
the floor.
O If Shelter in Place is activated, follow procedures.
Evacuation:
O Check with buddy teacher and assist as necessary.
O Take classroom kit, emergency cards and roll book.
O Evacuate to emergency assembly area:
o Check buddy teacher and assist if necessary or evacuate
both classes together.
o Use safest route, alert for hazards; quickly and quietly.
o Door closed but unlocked for Search & Rescue access.
Assembly Area:
O Instruct students to sit on grass or blacktop.
O Take attendance and complete “Student Accounting Form.”
O One of each pair of buddy teachers takes accounting forms to
Documentation and reports for assignment at Command Post.
Remaining Supervising Teacher:
O Supervise and reassure students.
O Administer first aid as necessary, or send student to First Aid
area with his/her emergency card.
Fill out “Notice of First Aid Care” form if first aid is given.
Retain one copy; attach the other to the emergency card.
Locate emergency cards for each student.
Keep a record of location of all students at all times, using the
Student Accounting Form.
Be alert for latent signs of injury/shock in all students.
tudent Release:
Student runners wiii bring form requesting student.
Note that student has left on the Student Accounting Form.
Send emergency card and any first aid forms with student.
Student will accompany runner to release area.
If parent demands child, breaking release procedure, make
appropriate notations, describing incident, on emergency card
and store in classroom kit. Avoid confrontations.

O

OoOoooLOo OO
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@ Equipment/ Class lists
Supplies Student Information Sheets or Emergency Cards
' First Aid kit and classroom kit (if available)
Forms: Student Accounting Form
Notice of First Aid Care
Clipboard
Pen or pencil
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Support Staff Responsibilities

Personnel: Librarian Guidance Counselors
Cafeteria Workers ESL
RSP Maintenance Workers
SDC Day Care
Speech v ROP
Aides Curriculum Specialist
Campus Volunteers Deans
Resource Teachers Custodians
Counselors

Responsibilities: O Follow standard safety procedures.
O If with students, follow Classroom Teacher Responsibility

guidelines.

O Check in at Command Post for assignment.
O Report any known injuries or damage.
O Use safety equipment and follow directions.
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