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Incident Command
For
Disasters in Child Care

A Model Plan

Developed in partnership by:

Ann Perry-Moore, PHN, Robin Laurence, PHN, and Robin Kenepah, PHN
Child Care Health Program, Public Health — Seattle & King County

JoANn Jordan
Emergency Preparedness Education Coordinator
Seattle Emergency Management

(’—"PPublic Health

Seattle & King County

HEALTHY PEOPLE. HEALTHY COMMUNITIES.
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How to Use this Plan:

This plan will give you the framework for creating a plan to manage any unusual event in
your child care.

It is intended to be used in conjunction withal0-hour training, titled
Award in Disaster Preparedness.”’ The trai
effectively, and what other steps you need to take to assure your center can provide safe

care on an extraordinary day.

The roles that need to be accomplished have been defined. A model of each necessary
form is available for you to use. Do not feel limited to these, however. Take them as a
beginning, then make them into what works for your child care community - staff,
families and children.

Because we realize that Child Care programs can have staffs as small as 1 or as large as
40 (or more), we have developed models for how you might assign staff, all based on life

safety. These models are at the back of the plan, and have a @ on the top of the page.

Again, these are only suggestions for how to have your plan laid out. A different

arrangement might work better for your staff. Use it! On the day of the disaster,

depending on need, the Incident Commander may make assignmentsdi f f er ent | y. i
the beauty of the plan..it iIs flexible to a
progress. We continue to modify it based on the valuable feedback we receive from child

care providers.

How was this plan made?

First, and foremost, the wisdom, humor, experience and mentorship of JoAnn Jordan of
the Bellevue Fire Department made the Incident Command System come to life. With
her help, it all started to make sense.

Secondly, we recognize the work done in the following publications. We relied heavily
on their expertise.

Riopell, D. D., Harrison, K., Rottman, S. J., & Shoaf, K. I. (2004). Head Start:
Disaster Preparedness Workbaodkos Angeles, CA: UCLA Center for Public
Health and Disasters.

Emergency Management Institute. FEMA Multih azard Emergency Planning for
Schools

A.P-M. &R. L.
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INCIDENT COMMAND SYSTEM
for: Cougar Mountain Montessorli

We are located at:

Address: 4442 — 158" Ave SE Cross streets: 44" St. & 158" Ave SE
Bellevue, WA 98006 Nearest arterial: Newport Way & 164"

Phone Number for Our Center:

(425) 747-5029

EMERGENCY PHONE NUMBERS:

Police 91 1711

Fire/Medics 911711

Poison Control Center 1780071 222171 1222
Animal Control 2067 296 - 7387

Child Care Licensor: Shirlee Schlemmer 4257 59071 3094

Child Protective Services 17 8007 56271 5624
Director ds Emer g e mDiclhHedker n 6508ic4f4 1 BDEGOMb e r
Hospital (Overlake) 4257 6881 5000
Hospital Emergency (Overlake) 4257 6881 5200

Insurance: Bell-Anderson, Meg Callahan (Kent area) 25371 85271 1680
Building Policy # 1210345 and #1210346

KIRO Radio (710 AM) 20671 4217 5476

SKCPH Child Care Team 20671 2967 2700

Out-of-Area Contact : Elin Bagley MacLaughlin, AZ 4807 3961 4440

Utility Services

Electricity: PSE 17 888171 2257 5773
Gas: PSE 1788871 22571 5773
Water: City of Bellevue 24 hr emerg. # 4257 452171 7840
Evacuation Sites:
On-site: South side of building Off-site: LauraMedlea u 6 s Ho me
Garden area 15783 grey house, S/ISW of CMM

Updated 8/24/07



INCIDENT COMMANDER

PREPARATION CHECKLIST

AE Ensure staff are aware of their roles and oriented to responsibilities
AE Ensure all preparation steps have been taken

AE Conduct monthly fire drills

AE Conduct disaster drills at least quarterly

AE Document, in writing, the disaster drills and debriefings

AE Encourage and support staff to be prepared at home

AE Obtain a sufficient supply of master keys; plan for storage & access

STAFF ASSIGNMENT
*Staff member will assume the role of Incident Commander if they are the Director or the
previously listed staff members are not on site or not capable due to unforeseen circumstances,
i.e. personal injury, etc.

1. Director

2. Assistant Director

3. Senior Head Teacher

4. Opener/Closer

Updated 8/24/07



INCIDENT COMMANDER

o

e

The Incident Commander is responsible for directing site
emergency response activities, including oversight of the other
disaster response teams.

Reports to: No one except professional Emergency Response Personnel when they arrive

DURING THE INCIDENT:

1. Obtain supplies

2. Assume the duties of all positions until staff is assigned
1 Operations
1 Planning/Administration
1 Logistics

3. Direct and coordinate disaster operations
a. Assess the type and scope of emergency
b. Implement the response and emergency plans
c. Assign positions as needed
d. Re-evaluate circumstances frequently:
i. Mark the facility site map for search and rescue progress and damage
assessment information
ii. Check with Team Leaders for periodic update
iii. Reassign personnel as needed

4. Determine the need for outside assistance, and request if necessary
5. Interact with other emergency teams from the community (e.g., the fire department)

6. Be ultimately responsible for the safety of all children, staff and volunteers present
a. Give yourself frequent breaks; trade off with alternate
b. Plan regular breaks for staff and volunteers
c. Release staff as able, in accordance with WAC requirements for supervision

FORMS:
A Copy of Incident Command Plan with assignments

A Staff and class rosters (2 sets)

Updated 8/24/07



| NCI DENT COMMANDEI

AFTER THE INCIDENT:

Discontinue operations

Ensure any unfinished action items are completed

Return reusable supplies to Logistics’ Sup
Close out all logs

Call licensor to report the incident!

Review all documentation of event

Debrief

NookrwnpE
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OPERATIONS CHIEF

Please note: If your center is small enough that you do not utilize an
Operations Chief, preparation must be delegated to members of the
Life Safety and Child Care Teams by the Incident Commander.

PREPARATION CHECKLIST

AE Provide orientation and refreshers to staff regarding:
AE Their role in operations
AE The location of all supplies
AE The location of, and procedure for, emergency shut down of utilities
AE Evacuation routes
/E Ensure monthly safety checks are completed and corrective action taken
AE Ensure procedures are in place and utilized to keep information current:
FE Accurate attendance lists
AE List of children with health concerns

/AE Emergency contact information updated every 6 months and as needed
AE |dentify:

AE A search and rescue pattern for checking the site
AE Most likely routes for emergency vehicles to access the site
AE Plan for child-parent reunions

AE Educate families about the importance of up-to-date emergency contact and medical
information

AE Establish likely entrance point for families for reunification

AE Teach families and staff what the reunification procedures will be, and the
importance of following them

Updated 8/24/07




OPERATIONS CHIEF

The Operations Chief manages the direct response to
the disaster.

Reports to: Incident Commander

DURING THE INCIDENT:

1. Assume the duty of all Operations positions until staff is available and
assigned.

Site/Facility Check & Security

Search and Rescue

First Aid

Child Care

Child Release

P00 T

Assign staff to various Operations Teams based on highest priorities
Obtain supplies

Request additional staff from appropriate personnel

Coordinate functioning of all Operations Teams

Keep Incident Commander informed of any significant updates from the Operations Team

N o o &~ N

Make sure that operations staff is following standard procedures, using appropriate safety
gear, and documenting their activities

8. Schedule breaks and reassign staff within the section as needed
FORMS:
A Copy of Incident Command Plan with assignments
AFTER THE INCIDENT:

1. Return unused supplies to Logistics Supplies and Equipment Team
2. Assure Operations Team completes forms and turns them in to the Documentation Team

Updated 8/24/07




SITE/FACILITY CHECK & SECURITY

The Site/Facility Check & Security Team protects the site and the
people present at the site from further damage or injury.

Reports to: Operations Chief

DURING THE INCIDENT:
1. Locate, control and extinguish small fires as necessary
2. Check gas meter and, if gas is leaking, shut down the gas supply

3. Shut down electricity, only if building has clear structural damage or advised to do so by
Incident Commander or Operations Chief

Secure facility site and grounds if indicated
Check building for safety hazards
Post yellow caution tape around damaged or hazardous areas

Note all hazards, damage and safety concerns on site map

© N o g &

Route fire, rescue, and police as appropriate

FORMS:

A Large laminated site map

AFTER THE INCIDENT:
1. Photograph any damage

2. Turn in site map with documentation of concerns to Documentation Team
3. Return unused supplies and equipment

Updated 8/24/07
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SEARCH & RESCUE TEAM

L~ |

The Search & Rescue Team is responsible for searching for and
recovering missing children, staff and volunteers.

Reports to: Operations Chief

Take no action that will endanger yourself!!!

DURING THE INCIDENT:

1. Do not proceed until the Site/Facility Check & Security Team has determined it is safe to
enter

2. Once the Site/Facility Check & Security Team has advised it is safe to enter, follow your
search and rescue pattern for checking each classroom

Mark the doorwhenent er i ng with a “/ " sl ash mark
Upon entering an area, call out and wait for an answer

Search the room

o o &~ w

When an injured person is located, report location, number and condition of the injured to the
next person up the chain of command,; follow their directions

~

Provide any emergent first aid

8. Record the exact location on the site map of any injured persons who cannot be evacuated

9. When | eaving, i f room is vacant, complete th
100.Report “al|l cl ear” rioadcecomnam. next person up th
FORMS:

None

AFTER THE INCIDENT:

1. Return unused supplies and equipment
2. Turn map in to Documentation Team

Updated 8/24/07 10



FIRST AID TEAM

The First Aid Team is responsible for providing emergency
medical response, first aid, and counseling.

Reports to: Operations Chief

DURING THE INCIDENT:

Persons who are pale, cool, clammy, confused, orenhdifficulty breathing may be seriously
ill or injured. Those who exhibit any or all of these symptoms are in critical condition an
should be treated as such.

1. Setup afirst aid area in a safe place, away from children and parents, but accessible by
emergency vehicles

2. Establish a point of entry into the treatment area

3. Assure al|l children entering the treatment a
them

4. Assess injuries and provide first aid as needed (first aid must be provided using universal
precautions)

5. Determine need for outside medical assistance
6. Document all treatment given on Notice of First Aid Care

7. Complete First Aid Log

If a large number of people are injured, a Triage System will be required
A Pin a Triage Tag to each injured person according to severity of injury/illness
Red for immediate care, yellow if care can be delayed
AEstablish fAimmedi ated and fAdel ayedod treat men
A Document all assessments and care on the Triage Tag

8. Establish priorities for the transportation of the injured to hospitals, when transportation is
available
1 For children who are transported to hospitals:
A Do notsend Triage Tag; file it for reference
A Dosend child’s emer geentfoytreatnennt act form an
A Do record time they were transported, and the destination hospital

9. Report on situation to the next person up the chain of command

Updated 8/24/07 11



FI RST Al D TEA

FORMS:

Health & Emergency Information Form
Accident/Injury Form

First Aid Log

Notice of First Aid Care

Allergies & Special Diets Form

I > > >

AFTER THE INCIDENT:

3. Return unused supplies and equipment

4. Clean up first aid area

5. Dispose of hazardous waste safely

6. Complete all paperwork and turn it in to Documentation Team

Updated 8/24/07
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CHILD CARE TEAM

The Child Care Team ensures that the children are well cared for a
while other teams are carrying out their responsibilities. This may
include evacuating the site with the children.
Reports to: Operations Chief
DURING THE INCIDENT:
1. Ensure children are well cared for during an emergency
2. Attachi dent i fi catitack—(Lar g@gachsbkbhppidng” | abel s
or form)
3. Track whereabouts of children

7.
8.
9.

Evacuate from the site with the children if ordered by the Incident Commander, or an
eminent danger (e.g. fire) is present
a. Verify that the assembly area and routes to it are safe
b. Take attendance to assure everyone leaves and arrives together
i. Document and report missing persons to the next person in the chain of
command
c. Check with buddy teacher to offer/receive assistance as needed

Provide for children’s needs such as food,

Administer minor first aid as needed
a. Complete First Aid Formandatt ach t o chil d’ s Emergency
b. Complete First Aid Log

Arrange activities and keep children reassured
Work with children who may be exhibiting fear or other stress-related conditions

Keep Incident Commander aware of any problems or significant incidents

10. Release children only with proper identification and appropriate paper work completed

11. Keep records of the number of children present updated at all times

Updated 8/24/07 13
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CHI LD CARE TEA

FORMS:

A Emergency Contact Forms — Disaster Release Form
Child Release Log

Accident/Injury Form

Notice of First Aid Given

First Aid Log

Allergies & Special Diets Form

P2

AFTER THE INCIDENT:

1. Return unused supplies and equipment
2. Turn in all forms to Documentation Team

Updated 8/24/07

14



CHILD RELEASE TEAM

The Child Release Team assures that children and their
parents or authorized adult (emergency contact) are reunited in
a safe, organized manner, which assures all children can be
accounted for.

Reports to: Operations Chief

DURING THE INCIDENT:

1. Release children to authorized person(s)
a. Obtain necessary forms (Child’ Bisaster Release Form, Notice of First Aid Care,
The sign in/out clipboard).
b. Assure the Site Security team has secured the area, allowing only one entrance point
i. Use walkie-talkies.
ii. Pos t-EntraN@ e ” o doogsmnaosused for parent-student reunion.
iii. Set up “sandwich boards” wipkckuptieirr ect i o
child(ren).
c. Follow Sign-out procedure:
I. An adult requesting release of a child must show identification when
requesting the release of a child.
ii. Next, the staff member pulls the Emergency Contact Information & Consent
form and the Disaster Release form (located in the emergency backpacks) and
verifies that the requestor is listed on the form and verifies the identification.
iii. Then the staff member documentsthef ol | owi ng i nf or mati on |
School Use Only” secti omdondntheSlye Di sast
In/Out clipboard.
A Who the child is being released to
A Who released the child (which staff member)
A What date & time the child was released
A Where is their intended destination with phone number
iv. If the requestor is not listed, the child may not be released to this person

If a child is missing, injured, or dead, when the parent/emergency contact arrives, the
parent/emergency contact should be escorted to a private place to be informed of the
condition of the child.

Updated 8/24/07 15



CHI LD RELEASE TH

Pleasenote | f a parent refuses to

comments on th®isaster Release Forrand plece it in the out box.

FORMS:
A Emergency Contact Information & Consent Form

A Disaster Release Form

AFTER THE INCIDENT:
1. Return all leftover supplies and equipment
2. Turn in all forms to Documentation Team

Updated 8/24/07
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LOGISTICS CHIEF

Please note: In facilities that are too small to utilize a Logistics Chief,
the preparation for this section is the responsibility of the Incident
Commander...to do personally or delegate.

PREPARATION CHECKLIST

AE Maintain Supplies:
AE Check security of supplies once/month
AE Inventory supplies at regular intervals (every 6 months)
AE Rotate any expired items
AE Request any missing items be purchased

APlan |likely indoor and outdoor areas
AE Practice setting up a variety of shelters

AE Work with nearby and/or associated agencies to identify possible volunteers during an
incident

AE Share disaster plan with community members who may be interested in
volunteering during an incident

FE Pre-register identified volunteers

Updated 8/24/07
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LOGISTICS CHIEF

The Logistics Section is responsible for providing facilities, services,
personnel, equipment, and materials in support of the disaster
response.

DURING THE INCIDENT:

1. Assume the duties of all Logistics positions until staff is available and assigned:
a. Supplies and Facilities Team
b. Staffing Team

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

the position checklists
3. Coordinate supplies distributed to each team

FORMS:
A Copy of Incident Command Plan/Assignments

A Emergency Supply Checklist
AFTER THE INCIDENT:
1. Re-organize emergency supplies
2. Inventory suppliesremai ni n g ; providing the center di

missing and what needs to be replaced
3. Turn inventory log in to Documentation Team

Updated 8/24/07 18



SUPPLIES & EQUIPMENT TEAM

p L8

This team coordinates supplies to assure supplies are best
utilized and last as long as needed.

Reports to: Logistics Chief

DURING THE INCIDENT:

Estimate the number of persons needing shelter and the length of time shelter will be needed
Assess adequacy of water, food, blankets, and other supplies
Report additional equipment and supply needs to the next person in the chain of command

Oversee conservation of water
Establish a list of a persons being sheltered and determine and address any special needs

Distribute supplies and equipment as needed

ogakrwdE

FORMS:
A Emergency Supply Checklist
A Health Concerns/Special Diets forms

AFTER THE INCIDENT:

1. Re-organize emergency supplies

2. Inventory suppliesremaining;pr ovi di ng t he center director
missing and what needs to be replaced

3. Turn inventory log in to Documentation Team

PREPARATIONS:

A Review pages 36, 37 & 38 of the plan checking of supplies gathered and
prioritizing procurement of supplies still needed.

Updated 8/24/07 19



STAFFING TEAM

Responsible for coordinating the assignment of personnel (staff,
children, disaster volunteers) in support of an incident.

Reports to: Logistics Chief

DURING THE INCIDENT:

1. Check in with the next-in-command for an update.

2. Open log to list staff and volunteers

3. Account for staff: who' s
- Report i nf anrcommand on t o ne

4. Sign in volunteers

5. Assign staff and volunteers as directed by next in command

esent , absent an

FORMS:

A List of registered disaster volunteers
A Staff and Volunteer Log form
AFTER THE INCIDENT:

1. Turnin all forms to Documentation Team
2. Consider a way to thank staff and volunteers for their efforts

Updated 8/24/07 20



PLANNING/ADMINISTRATION CHIEF

Please note: If your program is small enough to not utilize a
Planning/Administration Chief, these preparation steps are the
responsibility of the Incident Commander...to complete or delegate.

PREPARATION CHECKLIST

AE Assure supplies are available and know where to find them
AE Establish a procedure for insuring all documentation is complete
AEEducate f ami | tommuniatiprodisastergan hool ' s

AE staff will likely be unable to answer the telephone during an incident, as they will be taking
care of the children.

AE Procedure for communicating with families during an incident
AE Message on answering machine
/E Long-distance phone contact where a message will be left
AE Media, including radio/T.V.

AE Establish relationships with local radio stations to enlist their help in informing families of
the status of your center

Updated 8/24/07
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PLANNING/ADMINISTRATION CHIEF

This section is responsible for the collection, evaluation,
documentation and use of information about the incident. Maintain
accurate records and site map. Provide ongoing analysis of the
situation and resource status.

Reports to: Incident Commander

DURING THE INCIDENT:

1. Assume the duties of all Planning/Administration positions until staff is available
and assigned:

a. Documentation

b. Communications

2. As (or if) staff is assigned, brief them on the situation, and supervise their activities

FORMS:
A Copy of Incident Command Plan with assignments

AFTER THE INCIDENT:

1. Complete all documentation and turn in to Documentation Team

Updated 8/24/07
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COMMUNICATIONS TEAM

The Communications team is responsible for all internal
and external communications.

Reports to: Incident Commander

DURING THE INCIDENT:

1.

ok w

Monitor outside communications channels for information (radio, television, police/fire
departments channels)

At the direction of the Incident Commander, the Team Leader only answers media and
parent questions about the status of the incident.

Disseminates information to staff as needed

Maintain the Communications Log

Keep Incident Commander apprised of communications activities and problems by following
the chain of command

FORMS:

A Communications Log

A Message forms (From an office supply store)
A Emergency Status Report Guidelines

AFTER THE INCIDENT:

1. Turninall logs to Incident Commander

PREPARATIONS:

A Pur chascer &rhka*aGtstend i o
A Purchase “battetadkiess operated” wal ki e

Updated 8/24/07 23



DOCUMENTATION TEAM \

The documentation team is responsible for ensuring that all necessary
information is reported and forms are completed during the disaster or
soon thereafter.

Reports to: Planning/Administration Chief

DURING THE INCIDENT:

1.
2.

3.
4.

Maintain a time log of the incident, noting all actions and reports

Ensure that all teams are completing necessary documentation such as child release forms,
first aid | og, etc..

Collect all forms as needed during the emergency to keep Incident Commander up-to-date
Keep record of all expenditures as well as personnel time

FORMS:

A

Incident Log

A Expenditure Log
A Master set of all forms

AFTER THE INCIDENT:

1. Organize all documentation and submit to Incident Commander for review
(Records may be retyped for clarity, but be sure to keep originals as they are legal
documents)

Updated 8/24/07 24



Staff Role

Recommended Skills &
Qualifications

Recommended Training

Incident Commander A Proven leadership and organizational skills | &£ Pr ogram’ s di saster
A Thorough knowl edge |4£ Rolesand responsibilities of all response
policies and procedures teams
A Bi/multi-lingual (if needed)
A Respected by staff and community
Operations Chief A Strong organizational skills / First Aid and CPR
A Strong communication skills /A Triage
A Search and Rescue Techniques
/A Documentation and Release procedures
Site/Facility Check & A Knowledge about site and utilities / Use of a fire extinguisher
Security Team A Knowledge about how to use a fire /A Utility operations
extinguisher - How to turn utilities off
- How to check for gas/water leaks
Search & Rescue Team A Physically fit...may need to lift heavy /A At least one team member should be

objects, debris, or persons

trained in First Aid and CPR
A Familiar with basics of reviewing a
building for severe damage

First Aid Team

A CPR
A First Aid

Triage
CPR
First Aid

Child Care Team

A Someone familiar
to disasters/traumatic events

A Bi/multi-lingual staff members as needed

A Person or persons that the children are
familiar with

Wi

M| mMAm

Crisis intervention for children

Updated 8/24/07
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Staff Role Recommended Skills & Recommended Training
Qualifications
Child Release Team A Bi/multilingual staff members able to /A Documentation and release procedures
communicate with families as they come to
pick up children
A Effective communication skills
A Organizational skills
Logistics Chief A Organization skills /A Roles of each Logistics team member
Supplies & Facilities A Strong organizational skills /A Establishing shelters, including sanitation
Team
Staffing Team A Patience
Planning/Administration Chief A Eye for detail A Documentation required for each section of
A Problem solving the Incident Command System
A Strong writing skills
A
Documentation Team A Strong writing skills A Familiarity with documentation procedures
A Eye for detail described in your disaster plan
Communications Team A Highly articulate A Use of communications equipment
A Bi/Multi-lingual (if needed) Risk communications
A Experience working with the media

Updated 8/24/07 26




Incident Command System for Child Care Programs

[ Incident Commander 1

[ Operations

J

Logistics

] [ Planning/Administration ]

Site/Facility Check & Security

Search & Rescue

First Aid

Child Care

Updated 8/24/07

Child Release

Supplies & Equipment

~N

Staffing

( Communications

(&

( g
Documentation
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Updated 8/24/07

/ Incident Commander:

Incident Commander:
Operations:

Site/Facility Check & Security

Search and Rescue

First Aid

Child Care

Child Release
Logistics:

Supplies & Equipment

Staffing
Planning/Administration

Documentation

~

1 Person Organization Chart

. 3

Help will be needed! Get to
know your neighbors now. Who
can you recruit to help?

Community Vol ur
agreed to hel pé
checks are complete).

Communications

(Assigned Persy

28



¢2 x2-3

/ Incident Commander

Incident Command:

Site/Facility Check & Security
Search and Rescue
First Aid

Supplies & Equipment
Staffing

Communications
Documentation

~

2 - 3 People Organization Chart

:

For 2 people:1 person is the Incident
Commander; 1 person cares for the children

For 3 people: 1 person is the Incident
Commander; 2 people care for the children

S

f Child C & R Team

Child Care
Child Release

(Assigned Persoy

(Assigned Person)

(Assigned Person)

\_

Community Voluntee r s wh
agreed to hel pé
checks are complete).

/

Updated 8/24/07
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$2x 4 -7

-~

Staffing

Incident Command \

Incident Command

Supplies & Equipment

Communications
Documentation

\J

(Assigned Perscy

/ Life Safety

Site/Facility Check & Security
Search & Rescue
First Aid

~

*(Assigned Person)

4 - 7 People Organization Chart

For 4 people:1 person is the Incident
Commander; 1 person provides life safety;
2 people care for the children.

For 5 people: Add 1 more person
to the Child Care Team

For 6 people: Add 2 people to the
Child Care Team & 1 person to the
Life Safety Team

For 7 people Add 2 people to the
Child Care Team & 2 people to the
Life Safetv Team

/ Child C & R Team \

Child Care
Child Release

*(Assigned Person)

(Assigned Person)

(Assigned Person)

(Assigned Person)

\J

(Assigned Person)

\J

*This person i s t he fatilitetes cbmmuhication ketaveerhthe te@meand, Incident Commander.

Updated 8/24/07
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$2x8-9

[gale Camii e e 8 - 9 People Organization Chart

Incident Command

. For 8 people: 1 person is the Incident Commander
Communications
Documentation For 9 people: Add 1 person to the Child
Care Team.

(Assigned Person)

|
| | |
/ Life Safety Team \ / Child C&R Team \ f Logistics Team \
Site/Facility Check & Security Child Care Supp_lies & Equipment
Search & Rescue Child Release Staffing

First Aid

*(Assigned Person) *(Assigned Person)

*(Assigned Person)

(Assigned Person) K j
(Assigned Person)

(Assigned Person)

\ / (Assigned Person)
\ (Assigned Persony

*This person is the Aleado for each team, and faci.litates comn

Updated 8/24/07 31



¢2 x 10

/ Incident Command \

Incident Command

10 People Organization Chart

Communications
For 10 people: 1 person is the Incident Commander;

Documentation 1 person is the Operations Chief; 1 person takes care
(Assigned Person) of Logistics; 2 people continue to provide Life
k J Safety; 5 people are responsible for Caring for the
kids.
Operations Chief / Logistics Team \

(Assigned Person)

Supplies & Equipment

f \ Staffing
Life Safety / Child C &R Team \ (Assigned Person)

Site/Facility Check & Security Child Care \ /
Search & Rescue Child Release
First Aid B

*(Assigned Person)

*(Assigned Person)

(Assigned Person)

(Assigned Person)
k / (Assigned Person)

(Assigned Person)

\ (Assigned Person)/

*This person is the Aleado for each team, and faci.litates c¢comn

Updated 8/24/07 32



/ Incident Commander \

117 12 People Disaster Organization Chart:

Incident Command

G esites For 11 People: Add 1 more person to the Child

Documentation Care Team

X 1 1_ 12 \- (Assigned Perso”)\/ For 12 People: Designate a First Aid provider
| |
_ ] N
Operations Chief Logistics
. Supplies & Equipment
(Assigned Person) Staffing

)

(Assigned Person)

f Secure & Search \ / Child C & R Team \

Site/Facility Check & Security Child Care
Search & Rescue Child Release

*(Assigned Person)

*(Assigned Person)

(Assigned Person)

K / (Assigned Person)

(Assigned Person)

(Assigned Person)

First Aid

(Assigned Person)

(Assigned Person) \\ (Assigned Persoy
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EMERGENCY PREPAREDNESS Supply toolkit

Survival

life safety

Administrative

Notes About Disaster Supplies

6 The following lists were adapted from the American Red Cross disaster supplies for
schools. http://redcross.org/disaster/masters/supply.html#classkits
6 Supplies can be very expensive;t o “ grow” your stock of suppl
A Review the lists and decide which of these supplies are a priority at your site
A Seek donations from the community
A Request donations from families
A Develop a supply rotation system that allows you to use perishable supplies in

your normal operations before the expiration date.
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Disaster Supply Toolkit

per 50 people

Survival
[ Water Shelter
O 1 gallon per person per day = (2) 12° X 16’ targ
O small paper cups 5 (3) 10 pol es
0 (100 ft) ¥ in. nylon rope
] Food O flashlight w/ (2) extra sets of
Easy to Serve batteries per staff person
Does not require cooling or O “space” or wool bl
heating d (5) extra “space’”
Familiar 0 (30) plastic sanitation bags
Long shelf life O privacy shelter
Protected from heat, cold, pests O (30) rolls toilet paper
O (50) sanitary napkins
N Plastic dishes and utensils 0 (30) plastic garbage bags
O Manual can opener, if 0 (30) rolls paper towels
needed O (750) soap towelettes packets
O Special diets, if needed O (15) containers of liquid soap
o Formula 0 (5) 5 gal plastic buckets for
o Pureed sanitation/emergency toilets
o Allergies O (30) 12-hour light sticks
0 florescent lanterns w/ extra 9 volt
[]  Special Equipment, if needed Other
O Bottles, if needed 0
O Tube feeding supplies 0
O Catheterization supplies 0
O Other: 0
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Life Safety

[]  Life Safety Team supplies

(2) laminated maps of site
(6) hardhats

(1) am/fm battery powered radio
(4) walkie talkies

(4) whistles

(1) orange vest per staff member
(2) shovels

(1) pickaxe

(1) boltcutter

(1) dig/pry bar

(1) hacksaw w/ extra blades
(2) crowbars

(1) plier

(1) hammer

(1) set of screwdrivers

(1) wrench

(1) utility knife

(1) shovel

(3) rolls barrier tape

(3) rolls duct tape

Other:

Other:

N e Y Y O

Other:

First Aid

U
U

N Y Y I Y O

O

O

N I Y O

Masking tape

Permanent marking

pens

First Aid reference book
Assorted adhesive bandages
(100) 4 in. by 4 in. Compresses
(15) 8 in. by 10 in Compresses
(50) Roll gauze bandages

(5) Triangular bandages

(2) sm, med, and large
cardboard splints

(20) steri-strips or butterfly
bandages

(5) boxes of water in sealed
containers for flushing
wounds, etc...)

(1) small bottle bleach

(1) Backboard

(1) Scissor

(3) Tweezers

(100) Latex gloves

(5) Oval eye patches

(7) rolls 17
(5) rolls 27
(25) Dust masks
Thermometer

Acetaminophen (for staff)
Prescription medications, with
consent forms
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Administrative

O Laminated copies of Job Descriptions
O Master keys to facility and supply container
O Office Supplies

O
U
U
U

O

0 B B B

0

N Y I Y O

Pens
Paper
Tape
Paper clips
Clipboards

Signs for Child Release

(2) sets staff and class rosters
Emergency Contact Forms
Alphabetical dividers for Request Gate
Copies of all necessary forms:

Incident Report Log

First Aid Log

Notice of First Aid Care
Triage Tags (if using)

Child Release Log
Child/Staff Accounting Log
Expenditure Log

Staff Time Log
Communications Log
Message Forms
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