Position Guide-Incident Commander

	Incident Commander Personnel

	Primary Incident Commander
	Secondary Incident Commander
	Tertiary Incident Commander

	Name:

Telephone:

Fax:

Cellular:

E-Mail:
	Name:

Telephone:

Fax:

Cellular:

E-Mail:
	Name:

Telephone:

Fax:

Cellular:

E-Mail:


Roles and Responsibilities
· Confirm Event

· Confirm appropriate notifications have been made (911, District Office, others)

· Give appropriate command:

· Lockdown – General

· Lockdown – Intruder

· Evacuation

· On-Site designated or alternate areas

· Off-Site areas nearby (walking)

· Off-Site completely out of the area (transportation needed)

· Containment

· Shelter In Place

· Ensure district telephone tree has been activated

If safe:
· Establish Incident Command Post with necessary ICP supplies 

· Assist law enforcement or fire department if the event calls for the establishment of a Unified Command Post

· Test Communications with ICS General & Command Staff

· Ensure appropriate staging areas have been identified and are in place

· First Aid/Triage

· Media

· Parent-student Reunification

· Ambulance

· Helicopter

· Ensure and document for the accountability of staff, visitors, vendors and students (Operations Chief)

· Ensure and document any students, staff, visitors or vendors that have been injured during the incident (Operations Chief)

· Track and document any students that have been transported to hospitals or emergency rooms (Operations Chief)

· Ensure and document that parents and students are being reunited in a timely and safe manner (Operations Chief)

· Ensure records, timesheets, staff time, receipts are being documented (Finance Chief)

· Keep an accurate log of activities

· Authorize release of information.

· Utilize your back up; plan and take regular breaks, 5-10 minutes/hour, relocate away from the CP.

· Plan regular breaks for all staff and volunteers.  Take care of your caregivers!
· Release teachers as appropriate per district guidelines.  By law, during a disaster, teachers become “disaster workers.”  

· Remain on and in charge of your campus until redirected or released by the Superintendent of Schools.

· Prepare for recovery activities

· Inform parents of the event and other issues

· What happened and how did the school respond

· Directions on reunification

· Off-site location and protocol

· Command Post Equipment / Supplies
· Emergency/disaster plan

· Disaster response forms

· Position Guide clipboards

· Campus emergency planning guidelines

· Campus map

· Master keys

· Staff & student rosters

· Visitor/Vendor Sign-in Logs

· Duplicate rosters (2 sets)

· School district radio

· Campus 2-way radios

· Am/fm radio (battery)

· Bullhorn

· Command post tray (pens, etc.)

· Tables & chairs (if CP is outdoors)

· Vests (if available)

