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1. EXECUTIVE SUMMARY
The mission of William Penn Charter School (Penn Charter) iseducating students to live lives that make a difference. Penn Charter is an independent private school located in Philadelphia. With excellence as the standard, Penn Charter challenges students in a vigorous program of academics, arts and athletics. Through global connections, civic engagement and a focus on environmental sustainability, the school inspires students to be thinkers, collaborators, innovators and leaders. A school community that honors difference, Penn Charter seeks to be a place where diversity is understood, represented and valued. The curriculum embraces a plurality of cultures and celebrates an array of voices, instilling a deeper understanding and empathy for individuals in the community and in the world. The school provides students with the knowledge and skills they need to thrive in this complex and changing world. As students progress through Penn Charter, social responsibility to others and to the world is instilled, by providing opportunities for service, thereby, standing by the goal of educating students to live lives that make a difference.
To accomplish this mission, Penn Charter must ensure its operations are performed efficiently with minimal disruption, especially during an emergency. This document provides Planning and program guidance for implementing and enabling the schoolto conduct its essential missions and functions under all threats and conditions. Having experienced floods, blizzards, hurricanes, a nuclear accident and terrorist attack-related incidents in the state of Pennsylvania, the need for a viable continuity plan that enablesthe school to continue their essential functions while ensuring student and faculty safety during such events is the school’s foremost priority.

2. INTRODUCTION
This document contains the strategy and program management concepts that will be used to ensure and improve Penn Charter’s COOP capability over the next five years. This COOP plan establishes policy and guidance to ensure the sustainability and execution of the critical functions for the school if an emergency within the city threatens or incapacitates operations, and/or requires the relocation of selected personnel and functions. This Multi Year Strategy and Program Management Plan (MYSPMP) provides the objectives, performance measures, and resource requirements to support the COOP plan and program for FY-17 through FY-21. Key Penn Charter personnel upon activation, will establish an operational capability and perform essential functions within 12 hours from the time of the activation of the continuity plan, for up to a 30-day period or until normal operations can be resumed.

3. PURPOSE
COOP planning is a good education practice and is part of the fundamental mission of Penn Charter to prepare their students to be responsible, reliable and service-oriented. Recent emergencies and disasters have shifted awareness to the need for COOP capabilities to continue its critical functions across a broad spectrum of emergencies.
The capability to prepare for, respond to and recover from emergencies affecting Penn Charter’s operations is dependent upon the proficiency and wellbeing of its employees and the clarity of its leadership. To ensure the capability to support employees and students, Penn Charter has adopted this COOP plan. This COOP plan describes how the school will sustain the capability to perform critical functions during and after a disruption in internal operations, whether caused by severe weather, other natural or man-made disasters, or malevolent attack. The plan ensures that Penn Charter 
1. Has the capability to implement the COOP plan both with and without warning
2. Can perform critical functions within 12 hours after activation of the COOP plan
3. Can maintain critical functions for up to 30 days
4. Conducts regularly scheduled testing, training and exercising of district personnel, equipment, systems, processes and procedures used to support the district during a COOP event
5. Provides for a regular risk analysis
6. Plans the location of alternate facilities in areas where the ability to initiate, maintain and terminate continuity operations is maximized
7. Develops standard operating procedures which enable the performance of critical functions
8. Promotes the development, maintenance and annual review of COOP capabilities.

4. APPLICABILITY AND SCOPE
The Continuity of Operations planning process: 
1. Identifies educational activities that are essential
2. Identifies potential impacts that affect essential activities
3. Provides a framework for building resilience
4. Creates effective responses that will safeguard the student’s learning, the organization and the community
This COOP plan is designed to provide a coordinated and practiced response to enhance efforts in controlling the impacts of disruptions and continue to conduct essential critical activities. The plan details the processes and principles for dealing with several key issues, such as employee and student support, key suppliers, internal and external communications. The COOP plan is not a step-by-step set of actions that must be rigidly followed. It is intended as a coordinated and practiced guide, designed to assist leaders and employees in their response to disruptive events and situations. While the plan assigns roles, it does not replace or suspend day-to-day responsibilities and authorities. During recovery and resumption operations, decisions must be made by executive management, based on the nature of the event and in the best interests of the staff, students and partners. The Principal and various assigned teams within the COOP plan need to be conversant with the overall structure and design of the plan. They are responsible for assessing the impacts of the disruption and they must maintain an awareness of the situation so that they can take the actions necessary to control the situation and enhance the recovery efforts of their team. This COOP plan describes: 
1. Roles, responsibilities and authorities during disruptive events
2. Plans and procedures for responses to a disruption at the strategic executive management level, the operational department level and the tactical branch and school levels
3. Plans and procedures to ensure support and communication to staff, students, parents, partners and the community during the response and recovery process
4. Responsibilities for the recovery of each essential critical activity
5. Key personnel, vital records and resources required to ensure the continuation of essential critical activities.

5. SITUATION OVERVIEW
Penn Charter’s current enrollment is approximately 964 school students, who are located in three buildings on campus. These students are supported by a committed staff and faculty consisting of: 
· 144 Teachers and specialists 
· 20 Administrators 
· 7 Office/support staff 
· 2 health service staff
· 5 library staff
· 5 IT staff
· 4 security staff members
The school is located on a 47-acre campus and includes three academic buildings and four building designated for sports, six grass playing fields, one synthetic turf field, one running track, seven tennis courts and four parking lots. A map of the buildings and fields is included in AnnexC. 

6. HAZARD ANALYSIS
Penn Charter is exposed to many hazards, all of which have the potential for disrupting the school community, causing casualties, and damaging or destroying public or private property. The following table briefly discusses the school’s high-priority hazards.

	Floods
	Flooding in Philadelphia predominates throughout the winter and early spring due to melting snow, breakaway ice, and rainy weather. Philadelphia’s sewer system was originally built in the late 1800s and early 1900s. Since then, the amount of pavement in the city has increased. Rain that used to soak into the ground now quickly runs across pavement into the sewer. When a storm hits, large volumes of water can fall in a relatively small area within a short period. This can overwhelm the sewers and cause flooding and property damage. 
Flooding could threaten the safety of students and staff whenever storm water or other sources of water threaten to inundate school grounds or buildings. Flooding may occur if a water pipe breaks or prolonged rainfall causes urban streams to rise. 

	Snow Storm
	Penn Charter and its surrounding areas are vulnerable to severe local storms, resulting in high snowfall, cold temperatures and significant snow accumulations that can be aggravated by rain, drifting snow, and ice in roof drains. The effects are generally transportation problems and loss of utilities, but can vary with the intensity of the storm, the level of preparation by the school, and the equipment and staff available to perform tasks to lessen the effects of severe local storms.

	Fire
	Fire hazards are the most prevalent types of hazard in the city of Philadelphia.

	Chemical
	Hazardous chemicals are used for educational purposes in laboratories within the school buildings and are regularly transported through many areas in and around the school campus. Currently, ammonia, chlorine, and propane are all used and stored on school grounds.

	Active shooter
	While an active shooting incident has never occurred in a school within the city of Philadelphia, Penn Charter, like any school, is vulnerable to hostile active shooters.

	Outbreak 
	Penn Charter, like any other public institution, is vulnerable to outbreaks of communicable diseases.

	Terrorism
	Penn Charter School, like any other public institution, is vulnerable to terrorist activities 




7. AUTHORITIES AND REFERENCES
Authorities and References include:
William Penn Charter School Faculty and staff directory. Retrieved from http://www.penncharter.com/page.cfm?p=2030
FEMA Continuity of Operations (COOP) Multi-Year Strategy and Program Management Plan Template Guide. Retrieved from  https://www.fema.gov/pdf/about/org/ncp/coop_multi_year_plan.pdf
FEMA Sample School Emergency Operation Plan Template. Retrieved from: https://training.fema.gov/programs/emischool/el361toolkit/assets/sampleplan.pdf
Colorado School Safety Resource Center Best Practices Continuity of Operations (COOP) Template for Schools. Retrieved from: http://cdpsdocs.state.co.us/safeschools/CSSRC%20Documents/CSSRC%20Best%20Practices%20COOP%20Template.pdf

8. DECISION AND ALERT PROCESS
As the decision authority, the Principal will be kept informed of the threats/ hazards using all available means, including the school’s Emergency Communications Center, regional notification systems, school emergency communications systems, local operations and State and local reporting channels and news media. The school will evaluate all available information based on: 
1. Direction and guidance from higher authorities 
2. The health and safety of students and personnel 
3. The ability to execute essential functions 
4. Changes in threat advisories 
5. Intelligence reports 
6. The potential or actual effects on communications systems, information systems, office facilities, and other vital equipment 
7. The expected duration of the emergency
The following decisions are made for continuity of operations planning by the school, which includes: 
1. Upon declaration of COOP activation by the Principal, employees will be instructed about their responsibilities under the activation and relocation phases of the COOP plan
2. Appropriate resources and funding shall be available for the planning, implementation and maintenance of the COOP program. Required resources shall be dedicated in a timely fashion following activation of the COOP plan.
3. When a COOP event is declared, the school shall implement a predetermined plan using trained and equipped personnel.
4. School and non-school personnel and resources located outside the area affected by the emergency or threat shall be available as necessary to continue critical functions. 
5. The school shall provide operational capability within 12 hours of the event and can continue critical operations for 30 days, or until termination of the event, whichever is earlier.
6. Normally available staff members may be rendered unavailable by a disaster or its aftermath, or may be otherwise unable to participate in the recovery. Procedures to enable another individual, other than the person primarily responsible for the work, are to be developed.
7. In compliance with the National Incident Management System (NIMS), and Homeland Security Presidential Directive (HSPD) - 5, all COOP program activities shall incorporate the principles of NIMS and the Incident Command System (ICS). 
Alerting and maintaining efficient communications are a critical part of incident management. The school’s communications plan supports its mission to provide clear, effective internal and external communication between the school, staff, students, parents, responders, and media. The communication tools used are 
· Standard telephones
· Cell phones
· Intercom systems 
· Megaphones
· Two-way radio
· Computers
· Fax machines
· Alarm systems and whistles
It is expected that, in many cases, the school will receive a warning of at least a few hours prior to an event. This will normally enable the full execution of the COOP plan with a complete and orderly alert, notification, and deployment of key personnel to an assembly site or pre-identified deployment location. Priority of alert will always be considered with safety of the personnel within the school district in mind, then the identified COOP, response, alternate facility, and recovery teams will be alerted as needed in accordance with the plan. The ability to execute the COOP plan following an event that occurs with little or no warning will depend on the severity of the emergency and the number of personnel available.

9. ESSENTIAL FUNCTIONS
When confronting events, which disrupt normal operations, Penn Charter is committed to ensuring that critical education functions will be continued even under the most challenging emergency circumstances. During activation of this COOP plan, all other activities may be suspended to enable the school to concentrate on providing the critical functions and building the internal capabilities necessary to increase and eventually restore operations. The critical and essential functions identified are: 
· Administration 
· Human Resources/Administrative Support 
· Academics 
· First Aid 
· Food Services 
· Transportation 
· Information Technology 
· Facilities and Sanitation 
Critical functions and their supporting critical processes and services, support personnel, and resources shall be reviewed and updated on an as-needed basis or, at minimum, on an annual basis if there are no changes within the organization.

10. ALTERNATE FACILITIES
Penn Charter recognizes that normal operations may be disrupted and that there may be a need to perform essential education functions at alternate facilities. The school will therefore identify an alternate facility that provides
· Sufficient space and equipment 
· Capability to perform essential functions within 12 hours, up to 30 days 
· Reliable logistical support, services, transportation, and infrastructure systems 
· Consideration for health, safety, and emotional well-being of personnel 
· Interoperable communications 
· Computer equipment and software
If a single building or office should be involved in a disaster, the impacted functions and operations would be relocated to another facility on campus. In the event of a campus-wide major disruption all functions would be relocated to the pre-planned alternate facilities. 

11. MISSION CRITICAL SYSTEMS
The critical systems necessary to perform the essential function are,
1. Vital facilities: This includes classrooms, electricity, water, heating and air, restrooms etc.
2. Information Technology: This critical function provides most means of delivering the School’s educational needs. This critical function may experience disruption from either natural or man-made emergencies such as a tornado, storms, or loss of power from the electric company. 
3. Transportation: This critical function provides the means to transport students from home and to school daily, and transport for all extra-curricular activities as well. A disruption of this critical function may be a result of various natural and man-made emergencies as well as mechanical malfunctions and the inability to access certain bus routes. 
4. Food Services: This critical function provides the required meals to the students daily. A disruption of this critical function may be caused by any natural or man-made emergency such as structural damage to the facility or to the loss of power causing a major loss of food inventory. 
5. Academics: All other critical functions support Academics. The continuation of the other critical functions must occur to a certain level before this function will be able to continue. For example, the students must be able to attend school in a facility with the use of food services and certain information technologies. 
6. Administration: This critical function is broad in nature and covers many aspects of support for academics and continuity of education. For example, insurance support, financial support, and records mostly occur from this critical function. 
7. First Aid: This critical function is primarily concerned with student health. For example, this function includes administering required medicines for students and maintain the required student healthrecords. 

12. INTEROPERABLE COMMUNICATIONS
Faculty and staff will be notified by the principal, when an incident occurs via telephone or faculty meetings and kept informed as additional information becomes available and as plans for management of the situation evolve. The Incident Commander on the other hand, will notify the principal of the school’s status/needs. The principal will also notify the district office. The district office will notify the County Office of Education. He/she will designate staff member(s) to monitor all communications. 
In the event of an incident, parents, media, and first responders will require clear and concise messages from the school about the incident, what is being done about it, and the safety of the children and staff as well. Before an incident occurs, Penn Charter will work to develop a relationship with parents so that they 
· Trust and know how to access alerts and incident information
· Inform parents about the school’s Emergency Operations Plan, its purpose, and its objectives
· Identify parents who are willing to volunteer in case of an incident, include them in preparation efforts and in trainings
· Be prepared with translation services for non-English-speaking families and students with limited English proficiency. 
· Disseminate information via text messages, radio announcements, and emails to inform parents about what exactly is known to have happened during an event.
· Implement the plan to manage phone calls from parentsduring an event 
Once a Public Information Officer is designated an off-campus briefing area for media representatives will be established to coordinate information from the principal and the incident commander to the media. In addressing rumors, the most effective strategy is to provide facts as soon as possible. To combat rumors, the school will provide appropriate information to internal groups including administrators, teachers, students, custodians, secretaries, instructional assistants, cafeteria workers, and bus drivers. These people are primary sources of information and are likely to be contacted first. This can be accomplished by holding a faculty/staff meeting before staff members are allowed to go home so that what is (and is not) known can be clearly communicated and enlist the help of the media to provide frequent updates to the public, particularly providing accurate information where rumors need to be dispelled. 
After the incident when the safety and status of staff and students have been assured, and emergency conditions have abated following an incident, staff/faculty should assemble to support the restoration of the school’s educational programs. Defining mission-critical operations and staffing will be a starting point for the recovery process. Collecting and disseminating information will facilitate the recovery process.

13. VITAL RECORDS
To continue normal school operations following an incident, vital records must be protected. These include legal documents and student files as well as property and tax records. The principle causes of damage to records are fire and water; therefore, essential records should be protected accordingly. Following are the recovery procedures that are to be used by the IT team immediately after a disaster to restore IT functionality to an acceptable level following a disruptive event: 
1. Initiate the IT Continuity of Operations procedures when directed by Administration. 
2. Determine the scope of the event; number of buildings involved. 
3. Initiate the Information Technology call lists as appropriate for the incident. This includes the IT Team, Outsourced Host and Critical Vendor Points-of-Contact. 
4. Check status of servers, local and wide-area network connectivity, power, and other support functions. 
5. Power down and disconnect all equipment as appropriate. 
6. Assess extent of damage to IT resources and most feasible method to implement recovery and notify Administration of extent of damages and recommended method for recovery.
7. Coordinate alternate IT site selection with the Administration.
8. Notify vendors of additional resources needed.
9. Move IT operations and available resources to alternate site, if required.
10. Report on status of recovery effort.
11. Coordinate media and press releases with the Principal. 
12. Provide support to cleanup of the server area and associated IT equipment following the disaster. 
13. Operate at alternate sites until reconstitution at the primary location has been completed.

14. HUMAN CAPITAL MANAGEMENT
This section identifies the roles of key groups within the school in the event of an emergency requiring COOP activation. The following lists identify major responsibilities of key and designated members required to implement Penn Charter’s COOP plan. 
The school’s Board of Directors are responsible for: 
· Approval of the Continuity of Operations Program. 
· Designation and delegation of authorities. 
· Resource allocation to support the Continuity of Operations Plans. 
· Approval of essential and critical activity designation for response and recovery. 
· Approval of strategic continuity responses. 
· Approval of risk management control activities. 
The Principal is responsible for: 
· Continuity plan development and implementation. 
· Risk monitoring and control. 
· Impact assessment and development of methods of declaration. 
· Activation recommendations. 
· Activation of response teams. 
· Direction and coordination of event responses. 
· Activation and implementation of communications plan. 
· District and School level internal communications. 
· Maintenance of department continuity plans. 
The Administration is responsible for: 
· Development and implementation of school emergency response plans. 
· Development and implementation of school continuity plans. 
· Risk monitoring and control. 
· Activation of school emergency response plans and continuity teams. 
· Recovery of assigned critical activities. 
· Resumption of non-essential critical activities. 
· Maintenance and rehearsal of school emergency response and continuity plans. 
The Human Resources/Administrative Support Team is responsible for: 
· Determining priority and phasing of restoring human resources, payroll, purchasing, accounting, and financial functions 
· Planning locations/staffing/resources requirements for restored human resources areas of responsibility.
· Activating and administering restored human resources, payroll, purchasing, accounting, and financial functions. 
· Planning and administering full reconstitution of academics. 
The Academics Team (teachers) are responsible for: 
· Determining priority and phasing of restoring academic functions and classes. 
· Planning locations/staffing/resources requirements for restored academics. 
· Notifying faculty and staff of assignments, location, and schedules. 
· Activating and administering restored academics 
· Planning and administering full reconstitution of academics. 
The First Aid Team is responsible for: 
· Assuring that student special health needs are restored during the continuity phase.
· Reconstituting full student health functionality as directed by the Administration.
The Food Services Team is responsible 
· coordination of the clean-up and repairs to the damaged food service facilities and work areas 
· Recovery of food service operations at the designated recovery/alternate locations. 
· Full reconstitution of food services. 
 The Transportation Team is responsible for: 
· Acquiring and coordinate resumption of transportation support. 
· Assist in logistics of resourcing the alternate work facilities. 
· Planning and implementing transportation support for alternate work facilities 
The IT Team is responsible for:
· Assuring that critical IT functions are restored during the continuity phase. 
· Reconstituting full IT functionality as directed by the Administration Team. 
The Facilities and Sanitation Team is responsible for: 
· Ensuring continuity of sanitation facilities throughout recovery and reconstitution phases. 
· Assessing physical damage to facilities and support infrastructure. 
· Acquiring and coordinate the occupation of all alternate work facilities. 
· Coordinating reconstitution of facilities and infrastructure for normal district operations.

15.DEVOLUTION
Devolution is the capability to transfer statutory authority and responsibility for essential functions from an organization’s primary operating staff and facilities to another organization’s employees and facilities in the event catastrophic or other disasters render the organization’s leadership and staff unavailable or incapable of performing its essential functions from either its primary or alternate facilities. If devolution is necessary for Penn Charter, prioritized essential functions are transferred to a pre-identified devolution organization. Direction and control of the school’s mission essential functions is transferred to the devolution organization site and/or identified personnel. Devolution planning involves several special issues: 
1. Personnel at the devolution site must be trained to perform the essential functions to the same level of proficiency as the Penn Charter school personnel. 
2. Vital records, documents, and databases must be up to date and available at the devolution site. 
3. Communications and information management systems must be able to be transferred to the devolution site. 
4. Delegations of authority planning must include senior personnel at the devolution site. 
Should sufficient staff be unavailable to conduct the mission essential, all the affected operations will initiate the activation of devolution operations. Devolution will be triggered when the available staff determines that there are insufficient resources to maintain and carry out the Penn Charter’s prioritized mission essential functions. 

16. RECONSITUTION
During continuity operations, the Principal must determine the status of the primary operating facility affected by the event. Upon obtaining the status of the facility, the school will determine how much time is needed to repair the primary operating facility and/or acquire a new facility. Reconstitution will commence when the Principal or other authorized person ascertains that the emergency has ended and is unlikely to reoccur. These reconstitution plans are viable regardless of the level of disruption that originally prompted implementation of the COOP. Once the authority has made this determination in coordination with other State, local and/or other applicable authorities, one or a combination of the following options may be implemented, depending on the situation: 
· Continue to operate from the continuity facility 
· Reconstitute the school’s primary operating facility and begin an orderly return to the facility 
· Before relocating to the primary operating facility or another facility, the management will conduct appropriate security, safety, and health assessmentsto determine building suitability and verify if all systems, communications, and other required capabilities are available and operational.
· Authorized individual must notify families, agencies, the community, and other applicable operations centers with information regarding continuity activation and relocation status, operational and communication status, and anticipated duration of relocation. 
· The school will notify all personnel that the emergency or threat of emergency has passed and actions required of personnel in the reconstitution process
· The school will develop procedures, as necessary, for restructuring staff. 
· Upon verification that the required capabilities are available and operational, the Administration will begin supervising a return of personnel, equipment, and documents to the primary operating facility or a move to a temporary or new permanent primary operating facility. 
· The school will continue to operate at its continuity facility until ordered to cease operations. At that time, essential functions will transfer to the primary operating facility. 
· The IT department should identify any records affected by the incident. In addition, they will also effectively transition or recover vital records and databases, as well as other records that had not been designated as vital records
When the continuity personnel, equipment, and documents are in place at the new or restored primary operating facility, the remaining staff at the continuity facility or devolution site will transfer essential functions, cease operations, and deploy to the new or restored primary operating facility. The Administration will oversee the orderly transition from the continuity facility of all functions, personnel, equipment, and records to a new or restored primary operating facility. The school will then conduct an After-Action Review (AAR) once back in the primary operating facility or in a new primary operating facility, where all offices within the school will have the opportunity to provide input to the report. The AAR will address the effectiveness of the COOP and procedures, identify areas for improvement, document these and then develop a remedial action plan as soon as possible after the reconstitution. In addition, the AAR can also identify which, if any, records were affected by the incident, and hence, an effective way of recovering vital records and databases can be identified if needed.

17. COOP PLANNING RESPONSIBILITIES
This section establishes the operational organization that will be relied on to manage the incident. Without assistance, the Principal and assistant principals will not be able to manage all the aspects associated with an incident. The school relies on other key school personnel to perform tasks that will ensure the safety of students and staff during a crisis or critical incident. The Incident Command System (ICS) uses a team approach to manage incidents. It is difficult to form a team while a crisis or critical incident is unfolding. Therefore, roles will be pre-assigned based on training and qualifications. Each staff member and volunteer must be familiar with his or her role and responsibilities before an incident occurs. The following table includes additional delineation of COOP responsibilities of each key staff position in the planning team.

	Principal
	· The principal may serve as the Incident Commander or delegate that authority to a qualified individual. 
· Implement the COOP when necessary, or when directed by a higher authority 
· Coordinate between the school and the Incident Commander.
· Update and promulgate orders of succession and delegations of authority
· Update COOP Annex annually
· Ensure adequate funding is available for emergency operations 
· Ensures students and faculty participate in continuity exercises 

	Incident Commander
	· Assume overall direction of all incident management procedures based on actions and procedures outlined in this EOP.
· Take steps deemed necessary to ensure the safety of students, staff, and other individuals. 
· Arrange for transfer of students, staff, and other individuals when safety is threatened by a disaster. 
· Keep the principal and other officials informed of the situation.

	Teachers
	· Responsible for the supervision of students and shall remain with students until directed otherwise.
· Take steps to ensure the safety of students, staff, and other individuals in the implementation of incident management protocols. 
· Give appropriate action command during an incident.
· Take attendance when class relocates to an outside or inside assembly area or evacuates to another location. 
· Report missing students to the Incident Commander or designee. 
· Execute assignments as directed by the Incident Commander 
· Render first aid if necessary. School staff will be trained and certified in first aid and CPR.

	Counselors, Social Workers, and Psychologists
	· Take steps to ensure the safety of students, staff, and other individuals in the implementation of incident management protocols. 
· Direct students in their charge as per established incident management protocols. 
· Render first aid if necessary. 
· Assist in the transfer of students, staff, and other individuals 
·  Execute assignments as directed by the Incident Commander or ICS supervisor

	School Nurses/Health Assistants
	· Administer first aid or emergency treatment as needed. 
· Organize first aid and medical supplies.

	Maintenance Personnel
	· Survey and report building damage to the Incident Commander or Operations Section Chief. 
· Control main shutoff valves for gas, water, and electricity and ensure that no hazard results from broken or downed lines.
· Provide damage control as needed. 
· Assist in the conservation, use, and disbursement of supplies and equipment.
· Keep Incident Commander informed of condition of school.

	Office Staff
	· Answer phones and assist in receiving and providing consistent information to callers. 
· Provide for the safety of essential school records and documents. 
· Execute assignments as directed by the Incident Commander or ICS supervisor. 
· Aid the principal 
· Monitor radio emergency broadcasts. 
· Assist with health incidents as needed, acting as messengers, etc.

	Food Service/Cafeteria Workers
	· Use, prepare, and serve food and water 
· Execute assignments as directed by the Incident Commander or ICS supervisor.

	Bus Drivers
	· Supervise the care of students if disaster occurs while students are in the bus. 
· Transfer students to new location when directed. 
· Execute assignments as directed by the Incident Commander or ICS supervisor. 
· Transport individuals in need of medical attention

	Students
	· Cooperate during emergency drills and exercises, and during an incident. 
· Learn to be responsible for themselves and others in an incident. 
· Understand the importance of not being a bystander by reporting situations of concern. 
· Develop an awareness of natural, technological, and human-caused hazards and associated prevention, preparedness, and mitigation measures. 
· Take an active part in school incident response/recovery activities, as age appropriate.

	Parents/Guardians
	· Encourage and support school safety, violence prevention, and incident preparedness programs within the school. 
· Participate in volunteer service projects for promoting school incident preparedness. 
· Provide the school with requested information concerning the incident, early and late dismissals, and other related release information. 
· Practice incident management preparedness in the home to reinforce school training and ensure family safety. 
· Understanding their roles during a school emergency.



To provide for the effective direction, control, and coordination of an incident, the School Emergency operations plan (EOP) will be activated including the implementation of the Incident Command System (ICS). The Incident Commander is delegated the authority to direct tactical on-scene operations until a coordinated incident management framework can be established with local authorities. Penn Charter is responsible for providing the Incident Commander with the school’s current strategic guidance, information analysis, and needed resources.


18. TEST, TRAINING & EXERCISES
Penn Charter understands the importance of training, drills, and exercises in maintaining and planning for an incident. To ensure that the teaching faculty and staff are aware of their duties and responsibilities under the school plan and the most current procedures, trainings, drills, and exercise will be conducted. The Exercise Planning Team will coordinate training and exercising efforts in accordance with the Homeland Security Exercise and Evaluation Program. School EOP training will include: 
1. Hazard and incident awareness training for all staff. 
2. Orientation to the School EOP. 
3. First aid and CPR for all staff. 
4. Team training to address specific incident response or recovery activities, such as Parent-Student Reunification, Special Needs, and Relocation. 
5. Two online FEMA courses: ICS 100 and IS-700. Both courses are available for free at FEMA’s Emergency Management Institute Web site. 
6. Additional training will include drills, and tabletop and functional exercises. Drills will be conducted at least once per semester. Exercises will occur at least once per school year. 
7. Records of the training provided including date(s), type of training, and participant roster will be maintained. 
Approved parent volunteers and community members will also be incorporated into larger training efforts. All School staff members are expected to develop personal and family emergency plans. Each family should anticipate that a staff member may be required to remain at school following a catastrophic event. Knowing that the family is prepared and can handle the situation will enable school staff to do their jobs more effectively.











ANNEX A: AUTHORITIES AND REFERENCES
Authorities 
· The Homeland Security Act of 2002, PL 107-296, enacted 11/25/02. 
· The National Security Act of 1947, 50 U.S.C. 401 (as amended). 
· Robert T. Stafford Disaster Relief and Emergency Assistance Act, as amended (42 U.S.C. 5121, et seq.). 
· Executive Order 12656, Assignment of Emergency Preparedness Responsibilities, dated November 18, 1988, as amended. 
· Executive Order 12472, Assignment of National Security and Emergency Preparedness Telecommunications Functions, dated April 3, 1984. 
· Executive Order 12148, Federal Emergency Management, dated July 20, 1979, as amended. 
· PDD 62, Combating Terrorism – Homeland Defense, dated May 22, 1998. 
References
· Title 44, Code of Federal Regulations (CFR) Part 2, Subpart A – Organization, Functions, and Delegations of Authority, dated October 1, 2002. 
· Title 36, Code of Federal Regulations (CFR) Part 1236, Management of Vital Records, revised on May 16. 2001. 
· HSPD 7, Critical Infrastructure Identification, Prioritization, and Protection (CIP), dated Dec 17, 2003. 
· HSPD 8, National Preparedness, dated December 17, 2003. 


















ANNEX B: ESSENTIAL FUNCTIONS INFORMATION
There are critical essential functions that government organizations must be able to perform, either continuously or without significant disruption, during and following a crisis, if required, in the assurance of COOP. Though it may not be necessary for every function to be performed during every emergency, procedures must be in place to enable each function to be performed regardless of the disruption that is occurring, or has occurred. Further, government organizations must ensure that its sub-organizational elements and regional offices and facilities, throughout the country, can support performance of their essential functions, as required. On January 4, 2005, the Homeland Security Council reviewed and approved eight National Essential Functions (NEFs) that must be performed by the Federal government during an emergency. National Essential Functions (NEFs) are functions that represent the overarching responsibilities of the Executive Branch to lead and sustain the country and will generally be the primary focus of the President. The following are the National Essential Functions: 
1. Preserve our Constitutional Form of Government. 
2. Provide visible leadership to the Nation
3. Defend the country against all enemies, foreign or domestic, and prevent and interdict future attacks. 
4. Maintain and foster effective relationships with foreign nations. 
5. Protect against threats to the homeland and bring to justice perpetrators of crimes or attacks against the nation, its citizens or interests. 
6. Provide rapid and effective response to and recovery from the domestic consequences of an attack or other incident. 
7. Protect and stabilize the nation’s economy and ensure confidence in financial systems. 
8. Provide for critical Federal government services that address the national health, safety and welfare needs of the Nation
The COOP MYSPMP should provide the guidance, objectives, performance measures, enabling tasks, and resources necessary for the school to accomplish its overall mission, and its priority and secondary mission essential functions.
Penn Charter’s prioritized list of Critical Functions include,
	Critical Functions
	Recovery Time

	Facilities and Sanitation
	4 Hours

	Administration
	4 Hours

	Information Technologies
	24 Hours

	Transportation
	1 School Day

	First Aid
	3 School Days

	Food Services
	3 School Days

	Academics
	3 School Days

	Human Resources/Admin
	3 School Days



The functions should also sustain for up to 30 days or until normal business activities can be resumed. Penn charter accomplishes this by,
· Maintaining the safety of the school.
· Secure against threat/ hazard
· Identifying space and equipment, including computer equipment and software prior to the incident. 
· Reliable logistical support, services, and infrastructure systems. 
· Consideration for health, safety, security, and emotional well-being of personnel. 
· Interoperable communications for effective interaction. 
· Capabilities to access and use vital records. 
· Systems and configurations that are used in daily activities, such as food, water, sanitation, heaters, coolers etc.
· Emergency/back-up power capability
· Collaborate with law enforcements and local government


















ANNEX C: MAP OF THE SCHOOL
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