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Promulgation Statement 

Roma ISD is committed to the safety and security of students, faculty, staff, and visitors on its 
campuses. In order to support that commitment, the School Board has asked for a thorough 
review of Roma ISD’s emergency mitigation/prevention, preparedness, response, and recovery 
procedures relevant to natural and human-caused disasters. 

The Emergency Operations Plan that follows is the official policy of Roma ISD. It is a result of a 
comprehensive review and update of school policies in the context of its location in Roma, Texas 
and in the current world situation. We support its recommendations and commit the Roma ISD’s 
resources to ongoing training, exercises, and maintenance required to keep it current. 

This plan is a blueprint that relies on the commitment and expertise of individuals within and 
outside of the Roma ISD community. Furthermore, clear communication with emergency 
management officials and ongoing monitoring of emergency management practices and 
advisories is essential. 

Raul P. Moreno Jr. 2018-2019 
SCHOOL BOARD SCHOOL YEAR 

Jose Edgar Rodriguez Jr.    2018-2019 
LOCAL EMERGENCY MANAGEMENT      SCHOOL YEAR 

NOTE:  The signature(s) will be based upon local administrative practices.  Typically, the first 
signature block is used by the individual having primary responsibility for this emergency function 
and the second signature block is used by the superintendent.  Alternatively, each person 
assigned tasks within the annex may sign the annex. 

Mr.   Raul P. Moreno Jr. 
Mr.   Juan Antonio Saenz 
Mr.   Dagoberto Salinas 
Mr.   Arturo S. Perez 
Mrs. Leticia Garza-Galvan 
Mr.   Rey Rodriguez 
Mrs. Clarissa B. Alvarez 
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BASIC PLAN 
I.  AUTHORITY 

A. Federal 

B. State 

1. Senate Bill11

C. Local  

D. School Board 

II. PURPOSE

This Basic Plan outlines Roma ISD’s approach to emergency management and operations. It 
provides general guidance for emergency management activities and an overview of Roma 
ISD’s methods of mitigation, preparedness, response, and recovery. The plan describes 
Roma ISD’s emergency response organization and assigns responsibilities for various 
emergency tasks. This plan is intended to empower employees in an emergency and clarify 
emergency roles and response. It is also intended to provide a framework for more specific 
functional annexes that describe in more detail who does what, when, and how. This plan 
applies to all local Roma ISD’s officials, staff, and students. The primary audience for the 
document includes the school board, school district, school administrators, staff tasked within 
the document or annexes, emergency management staff, leaders of local volunteer 
organizations that support emergency operations, and others who may participate in 
mitigation, preparedness, response, and recovery efforts. 

This Basic Plan outlines district’s approach to emergency management and operations.  It 
has been developed to assist Roma ISD protect its staff and students during an emergency 
situation.  This plan takes an all-hazard approach to emergency management and plans for 
mitigation/prevention, preparedness, response, and recovery. 

Mission and Goals 

1. The mission of Roma ISD in an emergency/disaster is to:

a. Protect lives and property

b. Mitigate the effects of a disaster

c. Prepare for emergencies and disasters

d. Respond to emergencies promptly and properly

e. Aid in recovery from disasters
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2. The goals of Roma ISD

a. Provide emergency response plans, services, and supplies for all facilities and
employees

b. Coordinate the use of school personnel and facilities within the school

c. Restore normal services as quickly as possible

d. Provide detailed and accurate documentation of emergencies to aid in the
recovery process

III. EXPLANATION OF TERMS

A. Acronyms 

ARC American Red Cross 
CFR Code of Federal Regulations 
DEM Division of Emergency Management 
EOC Emergency Operations Center 
EPI Emergency Public information 
FBI Federal Bureau of Investigation 
FEMA Federal Emergency Management Agency 
Hazmat Hazardous Material 
IC Incident Commander 
ICP Incident Command Post 
ICS Incident Command System 
SOPs Standard Operating Procedures 
TSA The Salvation Army 

B. Definitions 

1. Emergency Public Information (EPI)

Information that is disseminated to the public via the news media before, during, and/or
after an emergency or disaster.

2. Emergency Situation

As used in this plan, this term is intended to describe a range of situations, from an
incident to a major disaster. It includes the following:
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a. Incident

An incident is a situation that is limited in scope and potential effects. Characteristics
of an incident include:

1) Involves a limited area and/or limited population.

2) Evacuation or in-place sheltering is typically limited to the immediate area of the
incident.

3) Warning and public instructions are provided in the immediate area, not
community-wide.

4) One or two local response agencies or departments acting under an IC normally
handle incidents. Requests for resource support are normally handled through
agency and/or departmental channels.

5) May require limited external assistance from other local response agencies or
contractors.

b. Emergency

An emergency is when a situation is larger in scope and more severe in terms of
actual or potential effects than an incident. Characteristics include:

1) Involves a large area, significant population, or important facilities.

2) May require implementation of large-scale evacuation or in-place sheltering and
implementation of temporary shelter and mass care operations.

3) May require community-wide warning and public instructions.

4) Requires a sizable multi-agency response operating under an IC.

5) May require some external assistance from other local response agencies,
contractors, and limited assistance from state or federal agencies.

6) The EOC will be activated to provide general guidance and direction, coordinate
external support, and provide resource support for the incident.

c. Disaster

A disaster involves the occurrence or threat of significant casualties and/or
widespread property damage that is beyond the capability of the local government to
handle with its organic resources. Characteristics include:

1) Involves a large area, a sizable population, and/or important facilities.

2) May require implementation of large-scale evacuation or in-place sheltering and
implementation of temporary shelter and mass care operations.

3) Requires community-wide warning and public instructions.
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4) Requires a response by all local response agencies operating under one or
more ICs.

5) Requires significant external assistance from other local response agencies,
contractors, and extensive state or federal assistance.

6) The EOC will be activated to provide general guidance and direction, provide
emergency information to the public, coordinate state and federal support, and
coordinate resource support for emergency operations.

3. Hazard Analysis

A document published separately from this plan that identifies the local hazards that
have caused or possess the potential to adversely affect public health and safety, public
or private property, or the environment.

4. Hazardous Material (Hazmat)

A substance in a quantity or form posing an unreasonable risk to health, safety, and/or
property when manufactured, stored, or transported. The substance, by its nature,
containment, and reactivity, has the capability for inflicting harm during an accidental
occurrence. It can be toxic, corrosive, flammable, reactive, an irritant, or a strong
sensitizer, and poses a threat to health and the environment when improperly managed.
Hazards materials include toxic substances, certain infectious agents, radiological
materials, and other related materials such as oil, used oil, petroleum products, and
industrial solid waste substances.

5. Inter-local agreements

Arrangements between governments or organizations, either public or private, for
reciprocal aid and assistance during emergency situations where the resources of a
single jurisdiction or organization are insufficient or inappropriate for the tasks that must
be performed to control the situation. Commonly referred to as a mutual aid agreement.

6. Standard Operating Procedures (SOP)

Approved methods for accomplishing a task or set of tasks. SOPs are typically prepared
at the department or agency level.
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IV. SITUATION AND ASSUMPTIONS

A. Situation 

Roma ISD 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. A 
summary of the major hazards is provided in Figure 1. More detailed information is provided 
in a Hazard Analysis, published separately. 

B. Describe the enrollment and employment figures 

District 

The district’s current enrollment is approximately 6,151 students of which 1,731 attend the 
district’s high school, 1,402 attend the district’s middle schools and 3,018 attend the district’s 
elementary schools.  The district’s staff is comprised of 1,097 total staff of which 570 are 
auxiliary support staff and 570 are teachers and administrators.   

Students who require special transportation are as follows:           20 students at D.G.G. Elem.,  
6 students at Roel & Celia Saenz Elem.,0 student at Emma Vera Elem.,18 students at Veterans 
Memorial Elem., 0 student at F.J. Scott Elem., 3 students at Ramiro Barrera Middle school., 4 
students at Roma Middle school, and 16 students at Roma High School.  

C. Roma ISD is made up of 26 buildings, 6 portables, 2 football stadiums, Baseball stadium, 
Softball stadium, and Tennis courts.  

The Roma ISD consist of: 

1. Manuel Guerra Bldg. (Administration) located at 608 N. Garcia St. Roma, Texas.
78584 

2. Roma High School/Performance Arts Center/Field House/Band Hall at 2021 N.
US HWY. 83 Roma, Texas 78584

3. Roma Middle School/Golf Center at  2047 US-83, Roma, Texas 78584

4. ALAS/I&G at 801 Pfc. Angel J. Moreno Street Roma, Texas 78584

5. Ramiro Barrera Middle School at 258 N FM 649, Rio Grande City, TX 78582

6. Roma Intermediate (Vacant)/Sp. Ed./L.A. Building/Gym at 703 N. Gladiator Blvd. ,

7. F.J. Scott Elementary/ at 800 Moreno Street Roma, Texas 78584.

8. Rafaela T. Barrera Elementary at 126 N FM 649, Rio Grande City, Texas 78582

9. Emma Vera Elementary at 2015 N US Hwy 83 Roma, Texas 78584

10. Ynes B. Escobar at 3210 Old Escobares Hwy 83, Roma, TX 78584

11. Roel and Celia R. Saenz Elementary at 310 Southgate Rd, Roma, TX 78584
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12. Ana S. Canavan Elementary at  1334 4th St, Roma, TX 78584

13. Veterans Elementary at 4772 East US-83 Roma, Texas 78584

14. Delia Gonzalez Garcia Elementary at 4186 W. US Hwy 83, Rio Grande City, Texas
78582 

15. Roma ISD Maintenance/Welding Shop/Receiving Center at 807 E. Bravo,

16. Roma ISD Transportation Dept. at 2021 N. Hwy 83 Gate #3,

17. Jesus O. Guerra Jr. Gym and Old F.J. Scott Complex at 510 Rev. Peel St., and

18. Roma ISD Police Station at 103 E. Lincoln Ave.

A map of the buildings annotated with, fire alarm pull stations, fire hydrants, fire 
extinguishers, first aid kits, hazardous materials storage, and utility shut offs are in 
Appendix 4. 

D. Explain geographical location 

Geographically, the Roma ISD encompasses 490 square miles of rural territory.  

A summary of the major hazards is provided in Figure 1. A complete hazard analysis and 
security audit has been completed for Roma ISD.  After reviewing the district’s hazard 
analysis and security audit, it appears that the district is most likely to be affected by Flash 
Flooding, Flooding (river), Hurricane, Tornado, Wildfire, Chemical/Hazardous Materials, 
Dam Failure, Fire, Power Outage, Water System Failure, Accidents(transportation), Medical 
Emergency, Mass Contamination, Apparent Suicide, Bomb Treat, Death on Campus, 
Explosion, Hostage Situation, Intruder, Kidnapping/Abduction, Report of Weapon on 
Campus, Sexual Assault, Suspicious Package/Device, Terrorism, and Weapons Assault.   
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FIGURE 1: HAZARD SUMMARY 

FREQUENCY MAGNITUDE WARNING TIME SEVERITY RISK
PRIORITY

HAZARD TYPE: 

NATURAL 

EARTHQUAKE 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
   Medium 
   Low 

FLASH FLOODING 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
 Medium 

   Low 

FLOODING (RIVER OR
TIDAL) 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
   Medium 
   Low 

HURRICANE 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
   Medium 
   Low 

TORNADO 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

 High 
   Medium 
   Low 

WILDFIRE 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
 Medium 

   Low 

WINTER STORM 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
   Medium 

 Low 

HUMAN MADE 

CHEMICAL/HAZARDOUS 
MATERIALS 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
 Medium 

   Low 

DAM FAILURE 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible   
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
   Medium 
   Low 

FIRE 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
 Medium 

   Low 

NUCLEAR FACILITY 
INCIDENT 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
   Medium 

 Low 

POWER OUTAGE 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible   
 

   High 
   Medium 
   Low 

WATER SYSTEM FAILURE 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
   Medium 
   Low 
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ACCIDENTS
(TRANSPORTATION) 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
   Medium 
   Low 

MEDICAL EMERGENCY 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
 Medium 

   Low 

MASS CONTAMINATION 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

 High 
   Medium 
   Low 

APPARENT SUICIDE 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
 Medium 

   Low 

BOMB THREAT 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
   Medium 
   Low 

CIVIL DISORDER 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
   Medium 

 Low 

DEATH ON CAMPUS 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
   Medium 
   Low 

EXPLOSION 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
   Medium 
   Low 

HOSTAGE SITUATION 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
 Medium 

   Low 

INTRUDER 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible   
 

   High 
  Medium 

   Low 

KIDNAPPING/ABDUCTION 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
 Medium 

   Low 

REPORT OF WEAPON ON
CAMPUS

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
 Medium 

   Low 

SEXUAL ASSAULT 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
 Medium 

   Low 

SUSPICIOUS 
PACKAGE/DEVICE 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
 Medium 

   Low 

TERRORISM 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

  High 
   Medium 
   Low 
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WEAPONS ASSAULT 

4   Highly likely 
3   Likely   
2   Possible 
1   Unlikely              
 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

4   Minimal 
3   6-12 hours 
2   12-24 hours 
1   24+ hours 

4   Catastrophic 
3   Critical 
2   Limited 
1   Negligible       
 

   High 
   Medium 
   Low 

1 – 7 = Low Risk 

8 – 13 = Medium Risk 

14 – 16 = High Risk 

NOTE:  All hazards with a risk priority rating of high or medium should be considered in 
your school’s plan. 

E.  Assumptions 

1. Roma ISD will continue to be exposed to and subject to the impact of those hazards
described above, as well as, lesser hazards and others that may develop in the future.

2. It is possible for a major disaster to occur at any time, and at any place. In many cases,
dissemination of warning to the public and implementation of increased readiness
measures may be possible. However, some emergency situations occur with little or no
warning.

3. A single site emergency, i.e. fire, gas main breakage, etc., could occur at any time
without warning and the employees of the school affected cannot, and should not, wait
for direction from your local response agencies.  Action is required immediately to save
lives and protect school property.

4. Following a major or catastrophic event, the district will have to rely on its own resources
to be self-sustaining for up to 72 hours.

5. There may be a number of injuries of varying degrees of seriousness to faculty, staff,
and/or students.  However, rapid and appropriate response will reduce the number and
severity of injury.

6. Outside assistance will be available in most emergency situations. Since it takes time to
summon external assistance, it is essential for this district/school to be prepared to carry
out the initial emergency response on an independent basis.

7. Proper mitigation actions, such as creating a positive school environment, and fire
inspections, can prevent or reduce disaster-related losses. Detailed emergency
planning, training of staff, students and other personnel, and conducting periodic
emergency drills and exercises can improve this district/school’s readiness to deal with
emergency situations.

8. A spirit of volunteerism among [district/school] employees, students and families will
result in their providing assistance and support to emergency response efforts
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C. Limitations: 

It is the policy of Roma ISD that no guarantee is implied by this plan of a perfect response 
system.  As personnel and resources may be overwhelmed, Roma ISD can only endeavor to 
make every reasonable effort to respond to the situation, with the resources and information 
available at the time 

V.  CONCEPT OF OPERATIONS 

A. Objectives 

The objectives of Roma ISD emergency operations program are to protect the lives and well-
being of its students and staff through the prompt and timely response of trained school 
personnel should an emergency affect the school. To meet these objectives, the district shall 
establish and maintain a comprehensive emergency operations program that includes plans 
and procedures, hazard analysis, security audits, training and exercise, and plan review and 
maintenance. 

B. General 

1. It is the responsibility of district officials to protect students and staff from the effects of
hazardous events. This involves having the primary role in identifying and mitigating
hazards, preparing for and responding to, and managing the recovery from emergency
situations that affect Roma ISD.

2. It is the responsibility of the district to provide in-service emergency response education
for all school and office personnel

3. It is the responsibility of the school principals to conduct drills and exercises to prepare
school personnel as well as students for an emergency situation

4. To achieve the necessary objectives, an emergency program has been organized that is
both integrated (employs the resources of the district, school, local emergency
responders, organized volunteer groups, and businesses) and comprehensive
(addresses mitigation/prevention, preparedness, response, and recovery). This plan is
one element of the preparedness activities.

5. This plan is based on a multi-hazard approach to emergency planning. It addresses
general functions that may need to be performed during any emergency situation and is
not a collection of plans for specific types of incidents. For example, the warning annex
addresses techniques that can be used to warn staff, students and parents during any
emergency situation, whatever the cause.

6. The Incident Command System (ICS) will be used to manage all emergencies that occur
within the district.  We encourage the use of ICS to perform non-emergency tasks to
promote familiarity with the system.  All district and site personnel will be trained in ICS.

7. Personnel tasked in this plan are expected to develop and keep current standard
operating procedures (SOP) that describe how emergency tasks will be performed. The
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district is charged with insuring the training and equipment necessary for an appropriate 
response are in place. 

8. This plan is based upon the concept that the emergency functions that must be
performed by the district generally parallel some of their normal day-to-day functions. To
the extent possible, the same personnel and material resources used for day-to-day
activities will be employed during emergency situations. Because personnel and
equipment resources are limited, some routine functions that do not contribute directly to
the emergency may be suspended for the duration of an emergency. The personnel,
equipment, and supplies that would normally be required for those functions will be
redirected to accomplish emergency tasks.

9. Local government is responsible for organizing, training, and equipping local emergency
responders and emergency management personnel, providing appropriate emergency
facilities, providing suitable warning and communications systems, and for contracting
for emergency services. The state and federal governments offer programs that provide
some assistance with portions of these responsibilities.

C. Operational Guidance 

1. Initial Response

School personnel are likely to be first on the scene of an emergency situation within the
school. They will normally take charge and remain in charge of the incident until it is
resolved or others who have legal authority to do so assume responsibility. They will
seek guidance and direction from local officials and seek technical assistance from state
and federal agencies and industry where appropriate.

a. The superintendent  will be responsible for activating the district emergency
operations plan and the initial response:

1) Evacuation – Requires all staff and students to leave the building.  Evacuation
can be highly effective if it can be completed before the arrival of the hazard.

2) Reverse Evacuation – Requires all staff and student to go to safe places in the
building from outside the building.

3) Lock down – All exterior doors and classroom doors are locked and students
and staff stay in their classrooms

4) Shelter-in-place – Students and staff are held in the building, windows and doors
are sealed and all ventilation systems are shut off.  Limited movement is
allowed.  Shelter-in-place is most effective during emergencies involving
hazardous materials which produce toxic vapors outside of the facility.  Taking
shelter inside a sealed building is highly effective in keeping students and staff
safe.

5) Drop, cover and hold – Students and staff drop low, take cover under furniture,
cover eyes and protect internal organs

2. Notification Procedures
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a. In case of an incident at any district facility, the flow of information shall be from the
school principal/designee to the district office. Information should include the nature
of the incident and the impact, on the facility, students and staff.

b. In the event the district is in receipt of information, such as a weather warning that
may affect a school within the district, the information shall be provided to the school
principal/designee.  Specific guidelines are found in the individual annexes and
appendices.

3. Training and Exercise

a. Roma ISD understands the importance of training, drills, and exercises in the overall
emergency management program. To ensure that district personnel and community
first responders are aware of their duties and responsibilities under the district plan
and the most current procedures, the following training, drill and exercise actions will
occur:

1) Training and refresher training sessions shall be conducted for all district
personnel. In case of academic staff, training should coincide with the first in-
service day of the school year.  Training for the remainder of the support staff
shall be held at a time during the school year that will allow for maximum
attendance

2) Information addressed in these sessions will include updated information on
plans and/or procedures and changes in the duties and responsibilities of plan
participants.  Discussions will also center on any revisions to additional materials
such as annexes and appendices.  Input from all employees is encouraged.

3) Roma ISD will plan for 2 drills and exercises during the school year.  The types
of drills and exercises will be determined by the superintendent/district
emergency management coordinator.

4) Roma ISD will participate in any external drills or exercises sponsored by local
emergency responders. Availability of district personnel and the nature of the
drill or exercise shall govern the degree to which the district will participate as it
relates to improving the district’s ability to respond to and deal with
emergencies.

4. Implementation of the Incident Command System (ICS)

a. The designated incident commander (IC) for the district will implement the ICS and
serve as the IC until relieved by a more senior or more qualified individual. The IC
will establish an incident command post (ICP) and provide an assessment of the
situation to local officials, identify response resources required, and direct the on-
scene response from the ICP.

b. For disaster situations, a specific incident scene may not exist in the initial response
phase and the local Emergency Operations Center may accomplish initial response
actions, such as mobilizing personnel and equipment and issuing precautionary
warning to the public. As the potential threat becomes clearer and a specific impact
site or sites identified, an Incident Command Post may be established at the school,
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and direction and control of the response transitioned to the IC. This scenario would 
likely occur during a community wide disaster. 

5. Source and Use of Resources

a. Roma ISD will use its own resources to respond to emergency situations until
emergency response personnel arrive. If additional resources are required, the
following options exist:

1) Request assistance from volunteer groups active in disasters.

2) Request assistance from industry or individuals who have resources needed to
assist with the emergency situation.

D. Incident Command System 

1. Roma ISD intends to employ ICS in managing emergencies. ICS is both a strategy and
a set of organizational arrangements for directing and controlling field operations. It is
designed to effectively integrate resources from different agencies into a temporary
emergency organization at an incident site that can expand and contract with the
magnitude of the incident and resources on hand.

2. The incident commander is responsible for carrying out the ICS function of command—
managing the incident. The four other major management activities that form the basis of
ICS are operations, planning, logistics, and finance/administration. For small-scale
incidents, the IC and one or two individuals may perform all of these functions. For larger
incidents, a number of individuals from different local emergency response agencies
may be assigned to separate staff sections charged with those functions.

3. In emergency situations where other jurisdictions or the state or federal government are
providing significant response resources or technical assistance, it is generally desirable
to transition from the normal ICS structure to a Unified Command structure. This
arrangement helps to ensure that all participating agencies are involved in developing
objectives and strategies to deal with the emergency.

E. Incident Command System (ICS)—Emergency Operations Center (EOC) Interface 

1. For community-wide disasters, the EOC will be activated. When the EOC is activated, it
is essential to establish a division of responsibilities between the ICP and the EOC. A
general division of responsibilities is outlined below. It is essential that a precise division
of responsibilities be determined for specific emergency operations.

2. The IC is generally responsible for field operations, including:

a. Isolating the scene.

b. Directing and controlling the on-scene response to the emergency situation and
managing the emergency resources committed there.

c. Warning the district/school staff and students in the area of the incident and
providing emergency instructions to them.
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d. Determining and implementing protective measures (evacuation or in-place
sheltering) for the district/school staff and students in the immediate area of the
incident and for emergency responders at the scene.

e. Implementing traffic control arrangements in and around the incident scene.

f. Requesting additional resources from the EOC.

3. The EOC is generally responsible for:

a. Providing resource support for the incident command operations.

b. Issuing community-wide warning.

c. Issuing instructions and providing information to the general public.

d. Organizing and implementing large-scale evacuation.

e. Organizing and implementing shelter and mass arrangements for evacuees.

4. In some large-scale emergencies or disasters, emergency operations with different
objectives may be conducted at geographically separated scenes. In such situations,
more than one incident command operation may be established. If this situation occurs,
it is particularly important that the allocation of resources to specific field operations be
coordinated through the EOC.

F. Activities by Phases of Emergency Management 

This plan addresses emergency actions that are conducted during all four phases of 
emergency management.  

1. Mitigation/Prevention

Roma ISD will conduct mitigation/prevention activities as an integral part of the 
emergency management program. Mitigation/prevention is intended to eliminate 
hazards and vulnerabilities, reduce the probability of hazards and vulnerabilities 
causing an emergency situation, or lessen the consequences of unavoidable 
hazards and vulnerabilities. Mitigation/prevention should be a pre-disaster activity, 
although mitigation/prevention may also occur in the aftermath of an emergency 
situation with the intent of avoiding repetition of the situation. Among the 
mitigation/prevention activities included in the emergency operations program are: 

a. Hazard Analysis

1) Identifying hazards

2) Recording hazards

3) Analyzing hazards

4) Mitigating/preventing hazards



Basic Plan 15 
Ver 1.10  05/05 

5) Monitoring hazards

b. Security Audit

1) ViSAT

2. Preparedness

Preparedness activities will be conducted to develop the response capabilities 
needed in the event of an emergency. Among the preparedness activities included in 
the emergency operations program are: 

a. Providing emergency equipment and facilities.

b. Emergency planning, including maintaining this plan, its annexes, and appendices

c. Involving emergency responders, emergency management personnel, other local
officials, and volunteer groups who assist this district during emergencies in training
opportunities.

d. Conducting periodic drills and exercises to test emergency plans and training.

e. Completing an After Action Review after drills, exercises and actual emergencies

f. Revise plan as necessary

3. Response

Roma ISD will respond to emergency situations effectively and efficiently. The focus 
of most of this plan and its annexes is on planning for the response to emergencies. 
Response operations are intended to resolve an emergency situation quickly, while 
minimizing casualties and property damage. Response activities include warning, 
first aid, light fire suppression, law enforcement operations, evacuation, shelter and 
mass care, light search and rescue, as well as other associated functions. 

4. Recovery

If a disaster occurs, Roma ISD will carry out a recovery program that involves both 
short-term and long-term efforts. Short-term operations seek to restore vital services 
to the district and provide for the basic needs of the staff and students. Long-term 
recovery focuses on restoring the school to its normal state. The federal government, 
pursuant to the Stafford Act, provides the vast majority of disaster recovery 
assistance. The recovery process includes assistance to students, families and staff. 
Examples of recovery programs include temporary relocation of classes, restoration 
of school services, debris removal, restoration of utilities, disaster mental health 
services, and reconstruction of damaged stadiums and athletic facilities.  
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G.  Emergencies Occurring During Summer or Other School Breaks 
If a school administrator or other emergency response team member is notified of an 
emergency during the summer the response usually will be one of limited school involvement. In 
that case, the following steps should be taken: 

1. Institute the phone tree to disseminate information to Emergency Response Team members
and request a meeting of all available members. 
2. Identify close friends/staff most likely to be affected by the emergency. Keep the list and
recheck it when school reconvenes. 
3. Notify staff or families of students identified in #2 and recommend community resources for
support. 
4. Notify general faculty/staff by letter or telephone with appropriate information.
5. Schedule faculty meeting for an update the week before students return to school.
6. Be alert for repercussions among students and staff, when school reconvenes, check core
group of friends and other at-risk students and staff, and institute appropriate support 
mechanisms and referral procedures. 

VI. ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES

A. Organization 

1. General

Most districts have emergency functions in addition to their normal day-to-day duties.
During emergency situations, the normal organizational arrangements are modified to
facilitate emergency operations. Roma ISD organization for emergencies includes an
executive group, emergency operations planning team, emergency response teams,
emergency services, and support services.

Executive Group

The Executive Group provides guidance and direction for emergency management
programs and for emergency response and recovery operations. The Executive Group
includes the school board, superintendent, and district emergency management
coordinators or designees.

Emergency Operations Planning Team

The Emergency Operations Planning Team develops emergency operations plan for the
district or schools, coordinates with local emergency services to develop functional
annexes as well as annexes for specific hazards, coordinates district/school’s planning
activities and recruits members of the district’s emergency response teams.  There will
be an EOPT at the district level and EOPTs at each school.  The Emergency Operations
Planning Team at the district level includes the superintendent/district emergency
management coordinator/and designees.  The Emergency Operations Planning Team at
the school level includes the principal, assistant principals, school resource officer,
counselors, nurse, selected staff and community resources.
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Emergency Response Teams 

Emergency Response Teams assists the Incident Commander in managing an 
emergency and providing care for district, employees, students and visitors before local 
emergency services arrive or in the event of normal local emergency services being 
unavailable. The Emergency Response Teams include selected district staff and 
volunteers. 

Emergency Services 

Emergency Services include the IC and those departments, agencies, and groups with 
primary emergency response actions. The IC is the person in charge at an incident site. 

Emergency Support Services 

This group includes departments and agencies that support and sustain emergency 
responders and also coordinate emergency assistance provided by organized volunteer 
organizations, business and industry, and other sources. 

Volunteer and Other Services 

This group includes organized volunteer groups and businesses who have agreed to 
provide certain support for emergency operations. 

B. Assignment of Responsibilities 

1. General

For most emergency functions, successful operations require a coordinated effort from a
number of personnel. To facilitate a coordinated effort, district and school staff, and other
school personnel are assigned primary responsibility for planning and coordinating
specific emergency functions. Generally, primary responsibility for an emergency
function will be assigned to an individual from the district who possesses the most
appropriate knowledge and skills. Other school personnel may be assigned support
responsibilities for specific emergency functions.

2. The individual having primary responsibility for an emergency function is normally
responsible for coordinating preparation of and maintaining that portion of the
emergency plan that addresses that function. Listed below are general responsibilities
assigned to the Executive Group, Emergency Operations Planning Team, Emergency
Response Teams, Teachers, Emergency Services, Support Services, Additional specific
responsibilities can be found in the functional annexes to this Basic Plan.

3. Executive Group Responsibilities

a. The School Board will

1) Establish objectives and priorities for the emergency management program and
provide general policy guidance on the conduct of that program.
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2) Establish a school emergency operations plan review committee to approve and
coordinate all emergency response plans

3) Review school construction and renovation projects for safety

b. The Superintendent or designee will:

1) Appoint a district Emergency Management Coordinator to assist in planning and
review

2) Consult with the local Emergency Management Office to analyze system needs
in regard to emergency preparedness, planning and education and to ensure
coordination of the school plan with community emergency plans

3) Develop and coordinate in-service emergency response education for all district
personnel

4) Obtain a resolution from the local school board giving needed authority and
support to develop school emergency operations programs and plans

5) Initiate, administer, and evaluate emergency operations programs to ensure the
coordinated response of all schools within the system

6) Authorize implementation of emergency preparedness curriculum

7) Gather information from all aspects of the emergency for use in making
decisions about the management of the emergency

8) Have overall decision-making authority in the event of an emergency until
emergency services arrive

9) Monitor the emergency response during emergency situations and provide
direction where appropriate

10) With the assistance of the Public Information Officer, keep the public informed
during emergency situations

11) Stay in contact with the leaders of the emergency service agencies working with
the emergency

12) Keep school board informed of emergency status

13) Request assistance from local emergency services when necessary

14) Meet and talk with the parents of students and spouses of adults who have been
admitted to the hospital.

15) Assign resources (persons and materials) to various sites for specific needs.
This may include the assignment of school personnel from other school or
community sites such as community emergency shelters.
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16) Authorize immediate purchase of outside services and materials needed for the
management of emergency situations.

c. The District Emergency Management Coordinator will:

1) Serve as the staff advisor to the superintendent on emergency management
matters.

2) Keep the superintendent apprised of the preparedness status and emergency
management needs.

3) Coordinate local planning and preparedness activities and the maintenance of
this plan.

4) Prepare and maintain a resource inventory.

5) Arrange appropriate training for district emergency management personnel and
emergency responders.

6) Coordinate periodic emergency exercises to test emergency plans and training.

7) Perform day-to-day liaison with the state emergency management staff and
other local emergency management personnel.

8) Coordinate with organized volunteer groups and businesses regarding
emergency operations.

d. The principal or designee will:

1) Act as the school’s Emergency Management Coordinator

2) Implement the policies and decisions of the governing body relating to
emergency management.

3) Organize the school’s emergency management program and identify personnel,
equipment, and facility needs.

4) Ensure that the plan is coordinated with the district’s plans and policies

5) Assign selected staff members to the Emergency Operations Planning Team
who will develop the school’s emergency operations plan

6) Ensure that school personnel and students participate in emergency planning,
training, and exercise activities.

7) Conduct drills and initiate needed plan revisions based on After Action Reports

8) Encourage incorporation of emergency preparedness material into regular
curriculum

9) Provide copies of the school plan to the district superintendent and local
Emergency Management office
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10) Monitor developing situations such as weather conditions or incidents in the
community that may impact the school

11) Establish an Incident Command Post

12) Act as Incident Commander until superintendent or emergency services arrives

13) Assign school emergency responsibilities to staff as required

14) Coordinate use of building as public shelter for major emergencies occurring in
the city or county

15) Coordinate emergency assistance and recovery

4. Emergency Operations Planning Team will:

1) In conjunction with the district and local emergency services create and maintain
the Emergency Operations Plan

2) In conjunction with the district and local emergency management officials,
conduct a hazard analysis

3) Organize Emergency Response Teams

4) Recommend training for the Emergency Response Teams

5) Establish a partner system to pair teachers and classes so that teachers
assigned to an Emergency Response Team, can fulfill the duties

6) Provide information to staff, student and community on emergency procedures

7) Provide assistance during an emergency in accordance with designated roles

8) Conduct debriefings at the conclusion of each emergency to critique the
effectiveness of the emergency operations plan

5. Emergency Response Teams will:

1) Participate in the Community Emergency Response Team (CERT) program

2) Create annexes for their specific emergency function

3) Assist the superintendent and principal during an emergency by providing
support and care for district employees, students and visitors during an
emergency before local emergency services arrive or in the event of normal
local emergency services being unavailable.

4) Provide the  following functions when necessary and when performing their
assigned function will not put them in harm’s way:
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a) Facility evacuation – The Evacuation team will be trained to assist in the
evacuation of all school facilities and to coordinate the assembly and the
accountability of the employees and students once and evacuation has
taken place

b) First aid – The First Aid team will be trained to provide basic first aid to
injured students and/or staff

c) Search and rescue – The Search and Rescue team will be trained in
search and rescue operations.  They will perform light search and rescue to
find missing or trapped students and/or staff and note and record the
situation for other responders

d) Limited fire suppression – The Limited Fire Suppression team will be
trained to provide light fire suppression and provide utility shut-off if
necessary

e) Damage assessment – The Damage Assessment team will be trained to
conduct a building assessment of school buildings to evaluate whether or
the building(s) are safe for occupation

f) Student/Parent Reunification – The Student/Parent Reunification team will
establish sites for the orderly dismissal of students to their parents

g) Student supervision – The Student/Staff Supervision team will be
responsible for supervising the students while emergency response
activities are occurring

h) Support and security – The Support and Security team will be responsible
for securing the school grounds and make preparations for caring for
students until it is safe to release them

6. Teachers will:

1) Prepare classroom emergency kits

2) Participate in trainings, drills and exercises

3) Direct and supervise students in-route to pre-designated safe areas within the
school grounds or to an off-site evacuation shelter

4) Maintain order while in student assembly area

5) Verify the location and status of every student.  Report to the incident
commander or designee on the condition of any student needing additional
assistance

6) Establish a partner system for students and teachers with disabilities
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7) Remain with assigned students throughout the duration on the emergency,
unless otherwise assigned through a partner system or until every student has
been released through the official “student/family reunification process”

7. Technology/Information Services Role

1) Coordinate use of technology.

2) Assist in establishment/maintenance of emergency communications network.

3) Assist in obtaining needed student and staff information from the computer files.

4) Prepare and maintain an emergency kit that contains floor plans, telephone line
locations, computer locations, and other communications equipment.

5) Establish and maintain computer communication with the central office and with
other agencies capable of such communication.

6) Establish and maintain, as needed, a stand-alone computer with student and
staff database for use at the emergency site.

7) As needed, report various sites involved in the communication system if there
are problems in that system.

8. Transportation Role

1) Establish and maintain school division protocols for transportation-related
emergencies.

2) Provide division-wide transportation for bus drivers.

3) Establish and maintain plans for the emergency transport of district/school
personnel and students

4) Coordinate transportation plans with State Police and other law enforcement
personnel, as appropriate.

9. Common Responsibilities for Emergency and Support Services

All emergency services and support services will:

1) Provide personnel, equipment, and supplies to support emergency operations
upon request.

2) Provide trained personnel to staff the ICP and EOC and conduct emergency
operations.

3) Report information regarding emergency situations and damage to facilities and
equipment to the IC or the EOC.
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10. Emergency Services Responsibilities

a. The IC will:

1) Manage emergency response resources and operations at the incident site
command post to resolve the emergency situation.

2) Determine and implement required protective actions for response personnel
and the public at an incident site.

VII. DIRECTION AND CONTROL

A. General 

1. The district emergency management coordinator is responsible for establishing
objectives and policies for emergency operations and providing general guidance for
emergency response and recovery operations. During disasters, he/she may carry out
those responsibilities from the ICP.

2. The district emergency management coordinator will provide overall direction of the
response activities of the district. During major emergencies and disaster, he/she will
normally carry out those responsibilities from the ICP.

3. The district emergency management coordinator will manage the Incident Command
Post.

4. The Incident Commander, assisted by a staff sufficient for the tasks to be performed, will
manage the emergency response from the Incident Command Post until local
emergency services arrive.

5. During emergency operations, the district administration retains administrative and policy
control over their employees and equipment. However, personnel and equipment will
carry out mission assignments directed by the Incident Commander. Each department
and agency is responsible for having its own operating procedures to be followed during
response operations, but interagency procedures, such a common communications
protocol, may be adopted to facilitate coordinated effort.

6. If the district’s own resources are insufficient or inappropriate to deal with an emergency
situation, assistance from local emergency services, organized volunteer groups, or the
State should be requested.

B. Emergency Facilities 

1. Incident Command Post.

Except when an emergency situation threatens, but has not yet occurred, and those situations 
for which there is no specific hazard impact site (such as a severe winter storm or area-wide 
utility outage), an Incident Command Post or command posts will be established in the vicinity 
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of the incident site(s). As noted previously, the Incident Commander will be responsible for 
directing the emergency response and managing the resources at the incident scene.  

C. Continuity of School Administration 

1. The line of succession for Superintendent, Carlos Guzman, is:

a. Noe Guzman - Executive Director

b. Luis Garza-Deputy Superintendent

c. Alfonso Perez - Business Manager

2. The line of succession for District Emergency Management Coordinator, Jose Edgar
Rodriguez,  is:

a. Noe Guzman - Executive Director

b. Luis Garza - Deputy Superintendent

c. Alfonso Perez - Business Manager

3. The lines of succession for each position shall be in accordance with the SOPs
established by the district/school.

VIII. READINESS LEVELS

A. Readiness Levels 

Many emergencies follow some recognizable build-up period during which actions can be 
taken to achieve a gradually increasing state of readiness. A five-tier system is utilized. 
Readiness Levels will be determined by the school board/superintendent/district emergency 
management coordinator/principal. General actions to be taken at each readiness level are 
outlined in the annexes to this plan; more specific actions will be detailed in departmental or 
agency SOPs.  

G. Readiness Action Level Descriptions 

The following readiness action levels will be used as a means of increasing the district’s 
alert posture. (Based on the Department of Homeland Security. Suggested by Department 
of Education) 

1. Green—Low

a. Assess and update emergency operations plans and procedures

b. Discuss updates to school and local emergency operations plans with emergency
responders
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c. Review duties and responsibilities of emergency response team members

d. Provide CPR and first aid training for staff

e. Conduct training and drills

f. Conduct 100% visitor ID check

2. Blue—Increased Readiness

a. Review and upgrade security measures

b. Review emergency communication plan

c. Inventory, test, and repair communication equipment

d. Inventory and restock emergency supplies

e. Conduct emergency operations training and drills

3. Yellow—Elevated

a. Inspect school buildings and grounds for suspicious activities

b. Assess increased risk with public safety officials

c. Review crisis response plans with school staff

d. Test alternative communications capabilities

4. Orange—High

a. Assign staff to monitor entrances at all times

b. Assess facility security measures

c. Update parents on preparedness efforts

d. Update media on preparedness efforts

e. Address student fears concerning possible emergency

f. Place school and district  emergency response teams on standby alert status

5. Red—Severe

a. Follow local and/or federal government instructions (listen to radio/TV)

b. Activate emergency operations plan
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c. Restrict school access to essential personnel

d. Cancel outside activities and field trips

e. Provide mental health services to anxious students and staff

IX. ADMINISTRATION AND SUPPORT

A. Agreements and Contracts 

1. Should Roma ISD resources prove to be inadequate during an emergency; requests will
be made for assistance from local emergency services, other agencies, and industry in
accordance with existing mutual-aid agreements and contracts and those agreements
and contracts concluded during the emergency. Such assistance may include
equipment, supplies, or personnel. All agreements will be entered into by authorized
officials and should be in writing whenever possible. Agreements and contracts should
identify the school district officials authorized to request assistance pursuant to those
documents.

2. The agreements and contracts pertinent to emergency management that this district is
party to are summarized in Appendix.

H. Reports 

1. Initial Emergency Report

This short report should be prepared and transmitted by the Incident Command Post
when an on-going emergency incident appears likely to worsen and assistance from
local emergency services may be needed.

2. Situation Report

A daily situation report should be prepared and distributed by the Incident Command
Post during major emergencies or disasters.

3. Other Reports

Several other reports covering specific functions are described in the annexes to this
plan.

I. Records 

1. Record Keeping for Emergency Operations

Roma ISD is responsible for establishing the administrative controls necessary to
manage the expenditure of funds and to provide reasonable accountability and
justification for expenditures made to support emergency operations. This shall be done
in accordance with the established local fiscal policies and standard cost accounting
procedures.
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a. Activity Logs

The ICP and the district office shall maintain accurate logs recording key response
activities, including:

1) Activation or deactivation of emergency facilities.

2) Emergency notifications to local emergency services

3) Significant changes in the emergency situation.

4) Major commitments of resources or requests for additional resources from
external sources.

5) Issuance of protective action recommendations to the staff and students.

6) Evacuations.

7) Casualties.

8) Containment or termination of the incident.

b. Incident Costs. The district shall maintain records summarizing the use of personnel,
equipment, and supplies during the response to day-to-day incidents to obtain an
estimate of annual emergency response costs that can be used in preparing future
district/school budgets.

c. Emergency or Disaster Costs. For major emergencies or disasters, the district
participating in the emergency response shall maintain detailed records of costs for
emergency operations to include:

1) Personnel costs, especially overtime costs

2) Equipment operations costs

3) Costs for leased or rented equipment

4) Costs for contract services to support emergency operations

5) Costs of specialized supplies expended for emergency operations

These records may be used to recover costs from the responsible party or insurers 
or as a basis for requesting financial assistance for certain allowable response and 
recovery costs from the state and/or federal government.  

2. Preservation of Records

a. In order to continue normal district operations following an emergency situation, vital
records must be protected. These include legal documents, student files as well as
property and tax records. The principal causes of damage to records are fire and
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water; therefore, essential records should be protected accordingly. Personnel 
responsible for preparation of annexes to this plan will include protection of vital 
records in its SOPs. 

b. If records are damaged during an emergency situation, this district will seek
professional assistance to preserve and restore them.

J. Consumer Protection 

Consumer complaints regarding alleged unfair or illegal business practices often occur in the 
aftermath of a disaster. Such complaints will be referred to the Roma ISD Attorney, who will 
pass such complaints to the Consumer Protection Division of the Office of the Attorney 
General.  

K. Post-Incident and Exercise Review 

The superintendent/district emergency management coordinator/emergency operations 
planning team and emergency response teams are responsible for organizing and conducting 
a critique following the conclusion of a significant emergency event/incident or exercise. The 
critique will entail both written and verbal input from all appropriate participants. Where 
deficiencies are identified, district personnel will be assigned responsibility for correcting the 
deficiency and a due date shall be established for that action. 

X.  PLAN DEVELOPMENT AND MAINTENANCE 

A. Plan Development 

The emergency operations planning team is responsible for the overall development and 
completion of the Emergency Operations Plan, including annexes. The superintendent/school 
board is responsible for approving and promulgating this plan. 

B. Distribution of Planning Documents 

1. The superintendent / school board shall determine the distribution of this plan and its
annexes. In general, copies of plans and annexes should be distributed to those tasked
in this document. Copies should also be set aside for the EOC and other emergency
facilities.

2. The Basic Plan should include a distribution list (See Appendix 14 to this plan) that
indicates who receives copies of the basic plan and the various annexes to it. In general,
individuals who receive annexes to the basic plan should also receive a copy of this
plan, because the Basic Plan describes the emergency management organization and
basic operational concepts.

C. Review 

The Basic Plan and its annexes shall be reviewed annually by district officials. The emergency 
operations planning team will establish a schedule for annual review of planning documents 
by those tasked in them. 
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D. Update 

1. This plan will be updated based upon deficiencies identified during actual emergency
situations and exercises and when changes in threat hazards, resources and
capabilities, or district/school structure occur.

2. The Basic Plan and its annexes must be revised or updated by a formal change at least
every Three years. Responsibility for revising or updating the Basic Plan is assigned to
the emergency operations planning team.

3. The superintendent is responsible for distributing all revised or updated planning
documents to all departments, agencies, and individuals tasked in those documents.

XI. REFERENCES

Office for Domestic Preparedness Emergency Response Planning for WMD/Terrorism Incidents 
Technical Assistance Program 

Arizona Department of Education School Safety Plans and Resources 

FEMA Independent Study Program: IS 362 – Multi-Hazard Emergency Planning for Schools 
Washington State Emergency Management Division in Partnership Comprehensive All Hazard 
Planning Guide and Model School Plan for Washington State Schools 

U.S. Department of Education Practical Information on Crisis Planning A Guide for Schools and 
Communities  

Alaska Division of Homeland Security and Emergency Management:  Safe Schools Training 

Missouri State Emergency Management Agency Missouri All-Hazards Planning Guide for 
Schools 

Jane’s Safe Schools Planning Guide for All Hazards 

Juniata County School District All-Hazard Emergency Response Plan and Procedures 
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APPENDIX 1 
SUMMARY OF AGREEMENTS AND CONTRACTS 

AGREEMENTS 

DESCRIPTION: 
SUMMARY OF PROVISIONS: 
OFFICIALS AUTHORIZED TO IMPLEMENT: 
COSTS: 
COPIES HELD BY: 

DESCRIPTION: 
SUMMARY OF PROVISIONS: 
OFFICIALS AUTHORIZED TO IMPLEMENT: 
COSTS: 
COPIES HELD BY: 

DESCRIPTION: 
SUMMARY OF PROVISIONS: 
OFFICIALS AUTHORIZED TO IMPLEMENT: 
COSTS: 
COPIES HELD BY: 

CONTRACTS 

DESCRIPTION: 
SUMMARY OF PROVISIONS: 
OFFICIALS AUTHORIZED TO IMPLEMENT: 
COSTS: 
COPIES HELD BY: 

DESCRIPTION: 
SUMMARY OF PROVISIONS: 
OFFICIALS AUTHORIZED TO IMPLEMENT: 
COSTS: 
COPIES HELD BY: 
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APPENDIX 2 
INCIDENT COMMAND SYSTEM SUMMARY 

A. Background 

ICS is a management system that can be used to manage emergency incidents or non-
emergency events such as celebrations. The system works equally well for small incidents 
and large-scale emergency situations. The system has built-in flexibility to grow or shrink 
based on current needs. It is a uniform system, so personnel from a variety of agencies and 
geographic locations can be rapidly incorporated into a common management structure. 

B. Features of ICS 

ICS has a number of features that work together to make it a real management system. Among 
the primary attributes of ICS are: 

1. Standard Management Functions.

a. Command: Sets objectives and priorities and has overall responsibility at the incident
or event.

b. Operations: Conducts tactical operations, develops the tactical objectives, and
organizes and directs all resources.

c. Planning: Develops the action plan to accomplish the objectives, collects and
evaluates information, and maintains the resource status.

d. Logistics: Provides support to meet incident needs, provides resources and all other
services needed to support

e. Finance/Administration: Monitors costs, provides accounting, procurement, time
recording, and cost analysis.

2. The individual designated as the IC has responsibility for all functions. In a limited
incident, the IC and one or two individuals may perform all functions. In a larger
emergency situation, each function may be assigned to a separate individual.

3. Management By Objectives. At each incident, the management staff is expected to
understand agency or jurisdiction policy and guidance, establish incident objectives,
select an appropriate strategy to deal with the incident, and provide operational
guidance—select tactics appropriate to the strategy and direct available resources.

4. Unity and Chain of Command. Unity of command means that even though an incident
command operation is a temporary organization, every individual should be assigned a
designated supervisor. Chain of command means that there is an orderly line of
authority within the organization.

5. Organizational Flexibility. Within the basic ICS structure (depicted in Appendix 2), the
organization should at any given time include only what is required to meet planned
objectives. The size of the organization is determined through the incident action
planning process. Each element of the organization should have someone in charge; in
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some cases, a single individual may be in charge of more than one unit. Resources are 
activated as needed and resources that are no longer needed are demobilized. 

6. Common Terminology. In ICS, common terminology is used for organizational elements,
position titles, resources, and facilities. This facilitates communication among personnel
from different emergency services, agencies, and jurisdictions.

7. Limited Span of Control. Span of control is the number of individuals one supervisor can
realistically manage. Maintaining an effective span of control is particularly important
where safety is paramount. If a supervisor is supervising fewer than 3 subordinates or
more than 7, the existing organization structure should be reviewed.

8. Personnel Accountability. Continuous personnel accountability is achieved by using a
resource unit to track personnel and equipment, keeping an activity log, ensuring each
person has a single supervisor, check in/out procedures, and preparing assignment lists.

9. Incident Action Plan. The incident action plan, which may be verbal or written, is
intended to provide supervisory personnel a common understanding of the situation and
direction for future action. The plan includes a statement of objectives, organizational
description, assignments, and support material such as maps. An Incident Briefing Form
may be used on smaller incidents. Written plans are desirable when two or more
jurisdictions are involved, when state and/or federal agencies are assisting local
response personnel, or there has been significant turnover in the incident staff.

10. Integrated Communications. Integrated communications includes interfacing disparate
communications as effectively as possible, planning for the use of all available systems
and frequencies, and requiring the use of clear text in communications.

11. Resource Management. Resources may be managed as single resources or organized
in task forces or strike teams. The status of resources is tracked in three categories:
assigned, available, and out of service.

C. Unified Command 

1. Unified Command is a variant of ICS used when there is more than one agency or
jurisdiction with responsibility for the incident or when personnel and equipment from a
number of different agencies or jurisdictions are responding to it. This might occur when
the incident site crosses jurisdictional boundaries or when an emergency situation
involves matters for which state and/or federal agencies have regulatory responsibility or
legal requirements to respond to certain types of incidents.

2. ICS Unified Command is intended to integrate the efforts of multiple agencies and
jurisdictions. The major change from a normal ICS structure is at the top. In a Unified
command, senior representatives of each agency or jurisdiction responding to the
incident collectively agree on objectives, priorities, and an overall strategy or strategies
to accomplish objectives; approve a coordinated Incident Action Plan; and designate an
Operations Section Chief. The Operations Section Chief is responsible for managing
available resources to achieve objectives. Agency and jurisdictional resources remain
under the administrative control of their agencies or jurisdictions, but respond to mission
assignments and direction provided by the Operations Section Chief based on the
requirements of the Incident Action Plan.
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Incident Command Structure 

Incident 
Commander

Superintendent
Mr. Carlos Guzman  

Operations 
Section

Business Manager
Mr. Alfonso Perez

Planning 
Section

Accountant 
Mr. Jose R. Ramos

Logistics
Section

Excecutive Director
Mr Noe Guzman Jr.

Finance & 
Admin. Section

Accountant
Mr. Pedro Alaniz 

Safety

Risk Management Coordinator
Mr. Jose Edgar Rodriguez Jr. 

Information

Public Infromation Officer
Mrs. Helen Escobar 

Liason

Deputy Superintendent 
Mr. Luis Garza 
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APPENDIX 3 
DISTRICT MAP 
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APPENDIX 4 
SCHOOL MAPS 

-INSERT MAPS OF SCHOOL AND SURROUNDING AREA- 

AT MINIMUM INCLUDE THE FOLLOWING INFORMATION ON THE MAP: 
(PRIMARY AND ALTERNATE EVACUATION ROUTE MAPS SHALL BE PLACED IN EACH ROOM) 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

NOTE: 
IT IS RECOMMENDED THAT YOU DEVELOP A DIAGRAM OF THE ENTIRE SCHOOL SITE AND SURROUNDING 
AREAS.  IN AN EMERGENCY A DIAGRAM MAY BE EASIER TO READ THAN BLUE PRINTS.  CONSULT WITH 
LOCAL EMERGENCY RESPONDER AGENCIES ON WHAT TYPE OF MAPS OR DIAGRAMS THEY PREFER.  
BLUE PRINTS OF THE SITE SHOULD BE AVAILABLE IN ADDITION TO THE MAP OR DIAGRAM.  BLUE PRINTS 
MAY BE NECESSARY IN CERTAIN FIRE OR TACTICAL SITUATIONS.  

 Primary evacuation routes
 Alternate evacuation routes
 Handicap evacuation areas
 Utility access/shut-off for
 Gas
 WATER
 Electricity
 HVAC System
 Telephone system

 Site assignments and Staging Areas
identified on page 2

 Haz Mat storage areas
 Heat plants/boilers
 Room numbers
 Door/window locations
 Any other information deemed

appropriate by your planning committee
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MANUEL GUERRA BLDG. 
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ROMA HIGH SCHOOL 
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ROMA HIGH SCHOOL 
FOOTBALL FIELD HOUSE 
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ROMA HIGH SCHOOL 
TENNIS CTS., FOOTBALL FIELD, & BASEBALL FIELD 
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ROMA HIGH SCHOOL 
SOFBALL FIELD 
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ROMA ISD 
PERFORMING ARTS BUILDING 
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PERFORMING ARTS CENTER 
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ROMA MIDDLE SCHOOL 
2047 N. US Hwy 83 
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RAMIRO BARRERA MIDDLE SCHOOL 
258 N. FM 649
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F.J. SCOTT ELEMENTARY 
800 PFC Angel J. Moreno St. 
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Instructional and Guidance Center 
807 N. Raucon St 
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ROMA INTERMEDIATE (VACANT) 
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INTERMEDIATE GYM 
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MAINTENANCE/RECEIVING CENTER 
507 BRAVO ST. 
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MAINTENANCE/RECEIVING CENTER 

 WATER VALVE CUT OFF 
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OPERATIONS OFFICE

SECRETATRY 

DIRECTOR OF 
OPERATIONS 

KITC
H

EN
 

RESTROOM 

SUPERVISORS 
OFFICE 

MEETING 
ROOM 

RESTROOM 

OFFICE 

R
AM

P

BRAVO ST.

COVERED PARKING 

EXITS 
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Y.B. ESCOBAR ELEMENTARY 
SCHOOL 3210 Old Escobares Hwy 83 

Vacant
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Y.B. ESCOBAR ELEMENTARY 
SCHOOL 3210 Old Escobares Hwy 83

Vacant
 4-27 Ver 1.10  05/05 
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R.T. BARRERA ELEMENTARY SCHOOL
126 N. FM 649
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R.C. SAENZ ELEMENTARY 
310 Southgate Rd. 
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R.C. Saenz Elementary 
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Emma Vera Elementary School 
2015 N. Hwy 83 
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Emma Vera Elementary School 
2015 N. Hwy 83 



Appendix 4 

Basic Plan 4-34 
Ver 1.10  05/05 

VETERANS ELEMENTARY SCHOOL 
4772 E. HWY. 83 
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VETERANS ELEMENTARY 
4772 E. HWY 83 
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ANNA S. CANAVAN (VACANT) 
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TRANSPORTATION DEPT. 
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ROMA ISD POLICE DEPT. 
501 LINCOLN ST. 
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Delia Gonzalez Garcia Elementary 
4186 W. US. Hwy 83

Rio Grande City, Texas 78582
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APPENDIX 5 
CLASSROOM TEACHER BUDDY LIST 
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APPENDIX 6 
PHONE TREE 

Superintendent
Carlos Guzman

849-1377

Luis Garza
Assistant 

Superintendent
849-1377

Yadira Diaz
Curriculum Director

849-1377 Jose Edgar Rodriguez
Emergency 

Managment
849-1377

Noe Guzman
Chief Executive Officer

849-1377

Alfonso H. Perez
Business Mgr.

849-1377
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APPENDIX 7 
EMERGENCY OPERATIONS PLANNING TEAM 

Name Phone Number E-Mail Address Other 

Jose Edgar 
Rodriguez 

849-1377 
298-2239 

jerodriguez@romaisd.com 

Benjamin Gonzalez 
849-7105 
437-0543 

bgonzalez5@romaisd.com 

Ricardo Esparza 
849-1424 
534-6913 

resparza@romaisd.com 

Belinda Montalvo 
849-1655 
500-7365 

bmontalvo@romaisd.com 

J.J. Trevino 
849-1377 
735-0105 

jjtrevino@romaisd.com 

Alfonso Perez 
849-1377 
500-7237 

ahperez@romaisd.com 

Octavio Cantu 
844-4430 
847-4788 

ocantu@romaisd.com 

Yamil Barrera 844-2610 
8491655 

ybarrera@romaisd.com 

Rosa Flores 849-8450 rflores1@romaisd.com 

Jaime Escobar 849-7248 Jaimeescobar10@romaisd.com 

Debby Amador 849-7105 damador@romaisd.com 

Helen Escobar 849-1377 
214-497-6939 

hjescobar@romaisd.com 

Noe Guzman 849-1377
500-3612

nguzman@romaisd.com
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APPENDIX 8 
EMERGENCY CONTACT NUMBERS 

Public Safety Agencies Number 
General Emergency 9-911* 
Police/Sheriff/Fire 9-911* 
Poison Control 1-800-362-0101 

Local Hospital 487-5561 

Starr County Emergency Medical Ambulance Service 487-5561 

City of Roma 847-1845 

District Contacts Number 
Superintendent 1-956-849-1377 

School Safety 1-956-849-1377 

Transportation 1-956-849-1424 

Operations 1-956-849-1655 

Food Services 1-956-849-1377 

Health Services 1-956-2475 / 2476 / 
2459 

* Determine the appropriate sequence required to dial 911 from your
sites phone system. 



 



Appendix 9 

Basic Plan 9-1 
Ver 1.10  05/05 

APPENDIX 9 
RESOURCE INVENTORY 

-INSERT RESOURCE  
INVENTORY OF EMERGENCY EQUIPMENT- 

INCLUDE: 

 
 
 

 

 

IDENTIFY ANY AND ALL AVAILABLE RESOURCES THAT MAY BE USED OR MAY BE 
NEEDED IN THE EVENT OF AN EMERGENCY 

 Communications equipment
 First aid supplies
 Fire Fighting Equipment
 Lighting
 Classroom emergency kits
 Food
 Water
 Blankets
 Maintenance supplies
 Tools
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APPENDIX 10
SAMPLE SCHOOL-PARENT LETTER 

[Date] 

Dear Parents: 

Should an emergency or disaster situation ever arise in our area while school is in session, we want you 
to be aware that the schools have made preparations to respond effectively to such situations.   

Should we have a major disaster during school hours, your student(s) will be cared for at this school.  
Our School District has a detailed emergency operations plan which has been formulated to respond to 
a major catastrophe. 

Your cooperation is necessary in any emergency. 

1. Do not telephone the school. Telephone lines may be needed for emergency communication.
2. In the event of a serious emergency, students will be kept at their schools until they are picked up by

an identified, responsible adult who has been identified as such on the district emergency card which
is required to be filled out by parents at the beginning of every school year.  Please be sure you
consider the following criteria when you authorize another person to pick up your child at school:

 He/she is 18 years of age or older.

 He/she is usually home during the day.

 He/she could walk to school, if necessary.

 He/she is known to your child.

 He/she is both aware and able to assume this responsibility.
3. Turn your radio to FM 107.5 or FM 98.5 for emergency announcements. If students are to be kept at

school, radio stations will be notified. If electrical service is not affected, information will be relayed
via the School District cable on Channel 17 or City Channel 12.  In addition, information regarding
day-to-day school operations will be available by calling the District Office.

4. Impress upon your children the need for them to follow the directions of any school personnel in
times of an emergency.

Students will be released only to parents and persons identified on the School District Emergency Card.  
During an extreme emergency, students will be released at designated reunion gates located on school 
campuses.  Parents should become familiar with the School Emergency Disaster Plan and be patient 
and understanding with the student release process.  Please instruct your student to remain at school 
until you or a designee arrives.  Because local telephone service may be disrupted, also list an out-of-
State contact on the emergency card, as calls may still be made out of the area while incoming calls are 
affected. 
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SAMPLE SCHOOL-PARENT LETTER (CONTINUED) 

The decision to keep students at school will be based upon whether or not streets in the area 
are open. If this occurs, radio stations will be notified. In the event that a natural disaster takes 
place during the time that students are being transported, students will be kept on the bus and 
the driver will ask for assistance through radio contact with the school and district personnel. 
Any child who is home waiting for the bus will not be picked up (if roads are impassable) and 
remains the responsibility of the parent or guardian. In the event a natural disaster occurs in the 
afternoon, the driver will make every attempt to continue delivering the students to their homes. 
Should road conditions prevent the driver from delivering students to their home or to school in 
the morning, the students will be delivered to the nearest school site and that school will 
communicate with the home school to inform them of the students’ whereabouts. 

In case of a hazardous release event (chemical spill) near the school area, Shelter-in-Place 
procedures will be implemented to provide in place protection. All students and staff will clear 
the fields, report to their rooms and all efforts will be made to prevent outside air from entering 
classrooms during the emergency. “Shelter-in-Place” signs will be placed in classroom windows 
or hung outside classroom doors during a drill or emergency.  Students arriving at school during 
a Shelter-in-Place drill or event should report to the school office or to a previously designated 
area at the school because classrooms will be inaccessible. When the dangerous incident has 
subsided, an all-clear signal will be given. 

Please discuss these matters with your immediate family. Planning ahead will help alleviate 
concern during emergencies. 

Sincerely, 

Principal 
School 
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APPENDIX 11
STAFF SKILLS SURVEY & INVENTORY 

Name & School _____________________________/___________________________ Room ________ 
Name      School 

During any emergency situation, it is important to be able to draw from all available 
resources.  The special skills, training and capabilities of the staff will play a vital role in 
coping with the effects of any emergency incident.  These will be of paramount 
importance during and after a major or catastrophic disaster.  The purpose of this 
survey/inventory is to pinpoint those staff members with equipment and the special skills 
that might be needed.  Please indicate the areas that apply to you and return this survey 
to your administrator. 

PLEASE CHECK ANY OF THE FOLLOWING IN WHICH YOU HAVE EXPERTISE & TRAINING. 
CIRCLE YES OR NO, WHERE APPROPRIATE. 

_____ First Aid (current card yes/no) _____ CPR (current yes/no) _____ Triage _____ Firefighting 

_____ Construction (electrical, plumbing, carpentry, etc.) _____Running/Jogging 

_____ Emergency Planning _____ Emergency Management _____ Search & Rescue 

_____ Law Enforcement Bi/Multi-lingual (what language (s)) _________________________________ 

_____ Mechanical Ability _____ Structural Engineering _____ Bus/Truck Driver 
(Class 1 or 2 license yes/no) 

_____ Shelter Management _____ Survival Training & Techniques _____ Food Preparation 

_____ Ham Radio Operator _____ CB Radio _____Journalism 

_____ Camping _____ Waste Disposal _____ Recreational Leader 

DO YOU KEEP A PERSONAL EMERGENCY KIT? _____________ in your car? _______ in your room? _______ 

DO YOU HAVE MATERIALS IN YOUR ROOM THAT WOULD BE OF USE DURING AN EMERGENCY? 
(i.e., athletic bibs, traffic cones, carpet squares) _________ Yes _________ No 

DO YOU HAVE EQUIPMENT OR ACCESS TO EQUIPMENT OR MATERIALS AT YOUR SCHOOL SITE THAT 
COULD BE USED IN AN EMERGENCY? _________ YES _______ NO  
PLEASE LIST EQUIPMENT AND MATERIALS. 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

COMMENTS __________________________________________________________________________________ 

_____________________________________________________________________________________________ 

WHAT WOULD MAKE YOU FEEL MORE PREPARED SHOULD A DISASTER STRIKE WHILE YOU WERE AT 
SCHOOL? 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 
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APPENDIX 13 
EMERGENCY RESPONSE DRILL LOG 

School: District: 

Date TYPE OF DRILL Comments 
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APPENDIX 14 
DISTRIBUTION LIST 

Jurisdiction/Agency Plan 
Basic 
Plan Annexes 

Superintendent 1 All 
Personnel Director 1 All 
Student Improvement Director 1 All 
RISD Business Manager 1 All 
RISD Communications Director 1 I 
Federal Programs Director 1 D 
EMC 1 All 
Maintenance Supervisor 1 All 
Safe & Drug Free Supervisor 1 All 
Transportation Director 1 All 
Food Services Director 1 All 
RISD Police 1 All 
City of Roma Police Chief 1 All 
Campus Principals 1 All 
RISD Head Nurse 1 H 

*COPY ALSO AVAILABLE ON ATTACHMENT 1
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Annex A 
WARNING 

Jose Edgar Rodriguez 2018-2019 
Signature School Year 

Carlos Guzman 2018-2019 
Signature School Year 

NOTE:  The signature(s) will be based upon local administrative practices.  Typically, the 
individual having primary responsibility for this emergency function signs the annex in the 
first block and the second signature block is used by the superintendent.   Alternatively, 
each person assigned tasks within the annex may sign the annex. 
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ANNEX A 
WARNING 

I.  AUTHORITY 

A. Refer to Section I of the Basic Plan for general authorities. 

B. School Board Ordinances 

II. PURPOSE

The purpose of this annex is to outline the organization, operational concepts, responsibilities, 
and procedures to disseminate timely and accurate warnings to district personnel, students, 
families and the public in the event of an impending emergency situation. 

III. EXPLANATION OF TERMS

A. Acronyms 
DEM Division of Emergency Management 
EAS Emergency Alert System 
EOC Emergency Operations Center 
EMC Emergency Management Coordinator 
EMWIN Emergency Managers Wireless Information Network 
FAOC FEMA Alternate Operations Center 
FEMA Federal Emergency Management Agency 
FNARS FEMA National Radio System 
FOC FEMA Operations Center 
IC Incident Commander 
ICS Incident Command System 
LWP Local Warning Point 
NAWAS National Warning System 
NOAA National Oceanic & Atmospheric Administration 
NWS National Weather Service 
PIO Public Information Office or Officer 
SOC State Operations Center 
SOP Standard Operating Procedures 
TLETS Texas Law Enforcement Telecommunications System 
TEWAS Texas Warning System 
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B. Definitions 

1. Area Warning Center

Area Warning Centers disseminate national and state warning messages to a multi-
county area of responsibility. The State’s 36 Area Warning Centers are operated on a
round-the-clock basis by the Department of Public Safety. Each center is equipped with
a variety of primary and alternate telecommunications systems.

2. Texas Law Enforcement Telecommunications System (TLETS)

TLETS is a statewide telecommunications network connecting state and local law
enforcement agencies and warning facilities. TLETS is the state warning network’s
primary “hard copy” communications system.

IV. SITUATION & ASSUMPTIONS

A. Situation 

1. See the general situation statement and hazard summary in Section IV.A of the Basic
Plan.

2. This district can expect to experience emergency situations that could threaten Roma
ISD personnel, students and families’ health and safety and both private and public
property and necessitate the implementation of protective actions for the individuals or
groups at risk.

3. Emergency situations can occur at any time.  Therefore, equipment and procedures to
warn the district personnel, students and families of impending emergency situations
must be in place and ready to use at any time.

4. Power outages may disrupt radio and television systems that carry warning messages
and provide district/school-wide instructions.

B. Assumptions 

1. Timely warnings to district personnel, students and families of impending emergencies
or those which have occurred that may save lives, decrease injuries, and reduce some
types of property damage.

2. Electronic news media are the primary sources of emergency information for the general
public.

3. Some people who are directly threatened by a hazard may ignore, not hear, or not
understand warnings issued by the district/school.

4. Provision must be made to provide warnings to special needs groups, such as the
hearing and sight-impaired,

5. Local radio and television stations will broadcast Emergency Alert System (EAS)
messages when requested by specified district  officials. To effectively utilize EAS, the
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district and broadcasters must coordinate the procedures used to transmit warning 
message and instructions from the district/school to broadcasters.  

6. The local National Oceanic and Atmospheric Administration (NOAA) Weather Radio
station will broadcast weather watches and warnings issued by the National Weather
Service (NWS). Weather radios are activated when such messages are broadcast.

V.  CONCEPT OF OPERATIONS 

A. General 

1. The primary objective of a warning system is to notify key district personnel of
emergency situations and disseminate timely and accurate warnings and instructions to
the population at risk from the threat or occurrence of emergency situation. Rapid
dissemination and delivery of warning information and instructions may provide time for
staff and students to take action to protect themselves and their property.

B. Receiving Warnings 

The district may receive warning of actual emergency situations or the threat of such situations 
from the following: 

1. National and State Warning Systems

a. The National Warning System (NAWAS) is a 24-hour nationwide, dedicated, multiple
line telephone warning system linking federal agencies and the states that is used to
disseminate civil emergency warnings. NAWAS is a voice communications system
operated by the Federal Emergency Management Agency (FEMA) and controlled
from the FEMA Operations Center (FOC) in Washington, D.C., and the FEMA
Alternate Operations Center (FAOC) in Olney, Maryland. NAWAS is used to
disseminate three types of civil emergency warnings to state and local governments:

1) Attack Warnings

2) Fallout Warnings

3) Natural and Technological Emergency Warnings

Warnings originating from the FOC or FAOC will be relayed through the FEMA 
Regional Communications Center in Denton to the State Warning Point at the State 
Operations Center (SOC) in Austin. The State Warning Point further disseminates 
the civil emergency warnings through the Texas Warning System (TEWAS). The 
FEMA National Radio System (FNARS), a network of HF radios, serves as a backup 
for NAWAS.  

b. The Texas Warning System (TEWAS) is state level extension of NAWAS. It consists
of a dedicated telephone warning system linking the State Warning Point at the SOC
with 36 Area Warning Centers located in Department of Public Safety offices around
the state and with seven National Weather Service (NWS) offices in Texas.
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1) The State Warning Point relays national emergency warnings received on
NAWAS to Area Warning Center using TEWAS. Area Warning Centers will
normally disseminate warnings they receive to LWPs via teletype messages on
the Texas Law Enforcement Telecommunications System (TLETS). Warnings
may be disseminated by telephone or radio to those LWPs that cannot be
reached by TLETS.

2) TEWAS may also be used by the SOC to disseminate warning messages from
the Governor or other key state officials to specific regions of the state.

c. Specific formats and handling instructions have been established for certain national
civil emergency messages that would be disseminated by NAWAS and TEWAS.

d. As NAWAS and TEWAS are “voice only” systems that are not particularly suited for
disseminating lengthy messages; hence, these systems are generally not used for
warning on a daily basis.

2. National Weather Service (NWS) Weather Products

Weather warning messages are issued by NWS Weather Forecast Offices and various
NWS specialized weather centers, such as NWS river forecast centers, the National
Severe Storms Forecast Center, and the National Hurricane Center.

a. NWS disseminates weather forecasts, watches, and warnings via the NOAA
Weather Wire Service, which is a satellite communications system that broadcasts to
specialized receiver terminals. In Texas, NWS weather products, such as watches
and warnings, are transmitted by Weather Wire to the SOC. The SOC, as the State
Warning Point, retransmits these weather messages to appropriate Area Warning
Centers and Local Warning Points by TLETS. Among the weather messages that are
provided are:

1) Flood and flash flood watches and warnings

2) Severe weather watches and warnings

3) Tornado watches and warnings

4) Tropical weather watches and warnings

Many local radio and television stations subscribe to the NOAA Weather Wire 
Service and have installed terminals to receive weather products directly from the 
NWS. 

3. Emergency Alert System (EAS)

EAS is intended to provide a means for government to provide emergency warning and
instructions to the public. See Section V.B.1 below for further information on EAS. This
jurisdiction may receive EAS messages that contain warning information broadcast by:

a. Federal authorities or agencies
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b. State government

c. Other local governments

Civil emergency warnings issued through NAWAS may also be disseminated through 
EAS. Incoming EAS messages may be received on commercial radio or television 
stations monitored by local officials. 

d. Telephone Warning/Information Systems.

See the Planning Notes for this annex.

C. Warning Special Facilities and Populations 

Special populations and facilities will be warned of emergency situations by the following 
methods: 

1. Visually-impaired:

EAS messages on radio, sirens, NOAA Weather Radio, route alerting, door-to-door
notification

2. Hearing-impaired:

Captioned EAS messages on television, route alerting, door-to-door notification

3. Special facilities:

EAS messages on radio/television, sirens, NOAA Weather Radio, route alerting, door-to-
& Control. 

D. Actions by Phases of Emergency Management 

1. Mitigation/Prevention

a. Establish an effective district warning system and appropriate operating procedures.
Extend the system to keep up with growth. Adopt new methods of warning that
increase the ability to reach personnel, students, and families not well served by
current systems.

b. Conduct public education designed to prevent staff, students and community from
taking unnecessary risks during emergency situations. An example would be a public
information effort discouraging parents from attempting to pick up students during an
emergency unless instructed to do so.

2. Preparedness

a. Test the school warning system on a regular basis.

b. Prepare pre-scripted warning and public instruction messages for known hazards.
See Appendix 1.
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c. Brief local media on school warning systems and coordinate procedures for
transmitting EAS messages to radio and television stations and cable television
providers.

d. Conduct public education on warning systems and the actions that should be taken
for various types of warnings.

e. Maintain this annex.

3. Response

a. Activate school warning system to alert the public of the emergency situation and
provide appropriate instructions.

b. Conduct media monitoring to determine the need to clarify issues and distribute
updated public instructions

c. Discontinue warnings when they are no longer required.

4. Recovery

a. Advise the public when the emergency situation has been terminated.

b. If necessary, provide instructions for return of evacuees and safety information
relating to reoccupation of damaged homes and businesses.

VI. ORGANIZATION & ASSIGNMENT OF RESPONSIBILITIES

A. General 

1. The school board establish general policies for emergency warning

B. Task Assignments 

1. The superintendent will:

a. Outline general policies on warning and emergency public information.

b. Approve emergency public information to be released to the public through the news
media.

c. Develop and maintain hazard specific warning procedures covering warning receipt,
verification, and dissemination.

d. Decide, during emergency or potential emergency situations, to close or delay school
openings

2. The EMC will:

a. In coordination with the superintendent, develop operating procedures for the
warning system, coordinating as necessary with local emergency responders, the
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NWS, local radio and television stations, cable television companies, and other 
organizations. 

b. Assist in the development of pre-scripted warning messages and Special News
Advisories..

c. In coordination with the PIO, educate the district staff, students and families
regarding the use of the warning system.

3. The PIO will:

a. In coordination with the EMC and the superintendent, develop pre-scripted warning
messages and public instructions for known hazards.

b. When an emergency has occurred, develop warning messages and public
instructions for the specific situation at hand.

c. Develop procedures to facilitate the release of coordinated emergency public
information to amplify basic information provided in warning messages.

d. Maintain a media briefing area in the vicinity of the ICP.

e. Periodically brief the media on local warning systems and warning procedures.

f. Develop and disseminate educational materials relating to emergency warning to the
public.

4. Media companies are expected to:

a. Disseminate warning messages and Special News Advisories provided by local
government to the public as rapidly as possible.

b. Participate in periodic tests of the EAS and other warning systems.

5. Institutions, businesses, and places of public assembly are expected to:

Monitor radio and television and/or NOAA Weather Radio receivers for warnings and
take appropriate actions to protect their patients, students, customers, and employees.

VII. DIRECTION & CONTROL

A. General 

1. The school board/superintendent shall provide general guidance for warning activities.

B. Continuity of Government 

The line of succession for the superintendent, who has primary responsibility for the warning 
function, is: 
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1. Alfonso Perez-   Business Manager

2. Luis Garza-  Deputy Superintendent 

3. Noe Guzman-    Executive Director

A. Green—Low  

See the mitigation and preparedness activities in Section V.G, Emergency Management 
Activities by Phase. 

B. Blue—General 

1. Monitor the situation.

C. Yellow—Significant 

1. Monitor the situation.

2. Develop draft warning messages and public messages for the impending threat.

3. Alert personnel for possible emergency operations; identify personnel for increased
staffing during primary vulnerability period.

4. Update school district representative contact information and school district emergency
response team emergency numbers

5. Increase communication with parents and community

D. Orange—High 

1. Monitor the situation.

2. Place selected substitute personnel on standby to increase staffing if necessary

E. Red—Severe 

1. Activate the ICP for increased situation monitoring, planning, and resource
management.

2. Increase communication with parents and community

IX. ADMINISTRATION & SUPPORT

A. Agreements & Contracts 

Should local resources prove to be inadequate during an emergency, requests will be made 
for assistance from other local emergency responders in accordance with existing mutual-aid 
agreements and contracts. 

B. Reports and Records 
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1. The district/school shall maintain activity logs recording:

a. Warnings received.

b. Key personnel notified and the actions they directed to be taken.

c. Warnings disseminated to the public and the means of that dissemination.

2. The Incident Command Post (ICP) shall maintain logs of their activities as outlined in
Section IX of the Basic Plan.

C. Maintenance of Equipment 

All warning systems owned by district will be maintained in accordance with the 
manufacturer’s instructions for those systems. 

X.  ANNEX DEVELOPMENT & MAINTENANCE 

A. Development 

The district emergency management coordinator is responsible for working with other 
agencies in the development, maintenance, and improvement of this annex. Each agency 
tasked will develop standard operating procedures that address assigned tasks. 

B. Maintenance 

This annex will be reviewed annually and updated in accordance with the schedule outlined 
in Section X of the Basic Plan. 

XI. REFERENCES

1. FEMA, National Warning System Operations Manual.

2. FEMA, Guide for All-Hazard Emergency Operations Planning (SLG-101).

XII. APPENDICES

Appendix 1  Warning and Emergency Public Information Messages 
Warning Message-General Incident 
Warning Message-School Closure/Delayed Opening or Early Dismissal   
Warning Message- Shelter–in-Place  
Special News Advisory-Schools and Public Facilities 
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APPENDIX 1 
LOCAL WARNING & EMERGENCY INFORMATION MESSAGES 

A. This appendix provides two types of warning messages for a number of emergency 
situations. 

1. Warning Messages.

These messages alert the public to emergency situations and provide directions on what
they should do and not do to protect themselves. As the time limit for warning messages
transmitted via the Emergency Alert System (EAS) is approximately two minutes, and
the capability of television warning displays is limited, warning messages are generally
short and concise. Warning messages are generally disseminated through warning
systems and broadcast every 15 minutes until they are canceled or replaced by an
updated message

2. Special New Advisories.

Special News Advisories amplify information contained in the warning messages,
provide further information regarding an emergency situation, and may be used to
provide information on impending threats that do not yet warrant public warning. Special
News Advisories are generally sent to the media through normal communications
channels for further dissemination to the public.

3. Warning messages and Special News Advisories have been pre-scripted to expedite
timely dissemination; however, it may be necessary to modify the pre-scripted text and
the add additional information.

B. The following warning messages and Special News Advisories are provided in this 
appendix: 

1. Tab A: Warning Message – General Incident

2. Tab B: Warning Message – School Closure, Delayed Opening or Early Dismissal

3. Tab C: Warning Message – Shelter-in-Place

4. Tab D  Special News Advisory – Schools & Public Facilities
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WARNING—GENERAL INCIDENT 

1. The Superintendent/District Emergency Management Coordinator has issued the following
warning for those who work, attend or anyone who has a family member at Roma ISD.

2. An emergency situation involving Roma ISD is currently in progress at: [Describe location by
reference to facility name (if known), street and cross street, other geographic features
(rivers, rail lines, etc.), and neighborhood name where appropriate]

3. Emergency personnel are currently responding to this incident and local officials are
monitoring the situation. To keep yourself safe and avoid impeding the emergency
response, please avoid this area until further notice.

4. To repeat, an emergency situation involving Roma ISD is currently in progress at: (Repeat
location in 2 above). Please avoid this area.

5. Do not call 911 or the district or school office (If district or school has a specific number for
people to call, announce the number) for information about the emergency situation.
Instead, stay turned to this station for additional official information.
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WARNING—SCHOOL CLOSURE/DELAYED OPENING OR EARLY DISMISSAL 

1. The District Superintendent/Emergency Management Coordinator has issued the following
warning for those who work, attend or anyone who has a family member at Roma ISD.

2. It has been necessary to [close/delay opening/dismiss early] [all district school or specific
school name] due to:
• flooding
• heavy accumulations of snow and ice
• fire / explosion
• incident involving hazardous materials

3. [If announcement is due to early dismissal describe procedures for parents picking up
students]

4. Students, teachers and patrons should listen to designated radio/TV stations during extreme
weather conditions for announcements concerning emergency school closures, delayed
school starting times or early dismissal.

5. Please do not call school officials - television and radio stations will have sufficient
information on emergency school closures to answer your questions.

6. (If a website is available to the public to check for updates, give website address)
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WARNING—SHELTER-IN-PLACE 

1. The District Superintendent/Emergency Management Coordinator] has issued the following
warning for those who work, attend or anyone who has a family member at Roma ISD. 

2. There has been an accidental release of hazardous material that is affecting a [district/school]

Students at the following school(s) are taking shelter at their schools: 

Parents should not attempt to pick up students at school until the hazardous situation is 
resolved and they are advised it is safe to do so. 

Students at the following school(s) [have been/are being] evacuated to other facilities: 

Parents should not attempt to pick up students from schools that have been evacuated. 
Local officials will provide information on where to pick up school children as soon as it is 
available. 

6. If you know of any neighbors or co-workers with hearing or language problems or special
needs, please advise them of this message.

7. Students, teachers and patrons should listen to designated radio/TV stations during extreme
weather conditions for announcements concerning emergency school closures or delayed
school starting times.

8. Please do not call school officials - television and radio stations will have sufficient
information on emergency school closures to answer your questions.

9. Please do not call [911] or local emergency officials for information. Stay turned to this
station for additional information.

10. (If a website is available to the public to check for updates, give website address)
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SPECIAL NEWS ADVISORY—SCHOOL & PUBLIC FACILITIES 

1. The [County/City] Emergency Management [Office/Department] has issued the following
advisory for those who live, work, or are visiting in [County/City]

2. The current emergency situation involving __________ has affected the operation of the
number of local facilities. This advisory is intended to provide you an update on the status of
schools, hospitals, nursing homes, and other key facilities.

3. All local public schools have been closed.

4. The following schools have been closed and students [are being/have been] returned to
their homes:

5. The following schools have been evacuated and their students relocated to other facilities:

School   Students relocated to:

Parents should pick up their children at these host facilities. 

6. The following hospitals and nursing homes have been evacuated and their patients
relocated to other facilities:

Facility   Patients relocated to:

7. The following government offices, parks, recreation areas, and other public facilities have
been closed:

8. Please stay tuned to this station for more information and instructions from local officials.

9. And please refrain from using the telephone unless you have a true emergency.
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ANNEX B 
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ROMA ISD 
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ANNEX B 
COMMUNICATIONS 

I.  AUTHORITY 

See Basic Plan, Section I. 

II. PURPOSE

This annex provides information about the communications equipment and capabilities 
available during emergency operations. The entire communications system is discussed and 
procedures for its use are outlined.  

III. EXPLANATION OF TERMS

A. Acronyms 

CATV Cable TV  
DDC  Disaster District Committee 
EAS  Emergency Alert System 
EMP Electromagnetic Pulse 
EOC Emergency Operations Center  
FEMA  Federal Emergency Management Agency 
SOP  Standard Operating Procedures 
RACES Radio Amateur Civil Emergency Service 
TLETS  Texas Law Enforcement Telecommunications System 

B. Definitions 

Local Computer Network Local, Metropolitan, or Wide Area Networks 
State Warning Point  State (Emergency Operations Center) EOC 

IV. SITUATION AND ASSUMPTIONS

A. Situation 

1. As noted in the general situation statement in the basic plan, this district is at risk from a
number of hazards that could threaten staff and student health and safety and personal
and government property. A reliable communications system is essential to obtain
information on emergency situations, and to direct and control the resources responding
to those situations.

B. Assumptions 
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1. Adequate communications are available for effective and efficient warning, response and
recovery operations.

2. Any number of natural or manmade hazards may neutralize communications currently in
place for emergency operations.

3. Additional communications equipment required for emergency operations will be made
available from citizens, business, volunteer organizations, and/or other governmental
agencies.

V.  CONCEPT OF OPERATIONS 

A. General 

1. Communications play a critical role in emergency operations. Extensive communications
networks and facilities are in existence throughout Roma ISD.  A diagram of the
communications network is in Appendix 1. When these capabilities are properly
coordinated, response activities become more effective and efficient.

2. The existing communications network consisting of telephone, teletype, and radio
facilities will serve to perform the initial and basic communications effort for emergency
operations. Landline circuits, when available, will serve as the primary means of
communication with radio as a back-up.

3. During emergency operations, all Roma ISD departments will maintain their existing
equipment and procedures for communicating with their field operations units. They will
keep the EOC informed of their operations and status at all times.

4. To meet the increased communications needs created by an emergency, various state
agencies, amateur radio operators and business/industry/volunteer group radio systems
will be asked to supplement communications capabilities, through the Disaster District.

B. Activities by Phases of Emergency Management 

1. Mitigation

a. Develop an adequate survivable communications system.

b. Develop coordinated communications procedures to meet the needs and
requirements of Roma ISD.

c. Periodically review the system and formulate plans for improvement as necessary.

2. Preparedness

a. Review and update communications annex.

b. Acquire, test, and maintain communications equipment.

c. Ensure replacement parts for communications systems are available and make
arrangement for rapid resupply in the event of an emergency.
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d. Train personnel on appropriate equipment and communication procedures as
necessary.

e. Conduct periodic communications drills.

f. Review assignment of all personnel.

g. Review emergency notification list of key officials and department heads.

h. Provide the Verizon Telephone Company with a list of circuit restoration priorities for
essential governmental systems.

3. Response

a. Supervisors will determine which communications personnel will be required when
emergency operations are initiated. Staff requirements will vary according to the
incident.

b. Arrangements will be made to insure emergency equipment repair on a 24-hour
basis.

c. Warning procedures as outlined in Annex A, Warning, will be initiated, if required.

4. Recovery

All activities in the emergency phase will continue until such time as emergency
communications are no longer required.

VI. ORGANIZATION AND ASSIGNMENT REPONSIBILITIES

A. General 

1. The emergency communications system is operated by the District and includes a
variety of government-owned and operated equipment as well as equipment owned and
operated by certain volunteer groups.

2. The superintendent will ensure that warning information received at the warning point,
the Dispatch/Communications Center, is disseminated to district/school officials and,
where appropriate, to the public. The responsibility of ensuring the communications
system is operational and incorporates all available resources rests with the
superintendent, who may appoint a Communications Coordinator to carry out this task.

B. Task Assignments 

1. Communications Coordinator will:

a. Coordinate common communications procedures.

b. Develop and maintain a communications resource inventory (See Annex M,
Resource Management).
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c. Ensure a communications capability exists between the Dispatch/Communications
Center of the district and the Emergency Operations Center to include coordination
with the telephone company for installation of dedicated telephone lines into the
Dispatch/Communications Center and/or EOC.

d. Ensure communication restoration procedures are developed.

e. Ensure that the local telephone company is forwarded a list of circuit restoration
priorities.

f. Ensure procedures are in place for dissemination of message traffic.

g. Coordinate the inclusion of business/industry and amateur radio operators into the
communications network.

h. Develop and maintain Standard Operating Procedures (SOPs) to include message
handling procedures and recall rosters for essential personnel.

2. Radio Operators will be:

Responsible for proper use and maintenance of the equipment and for correct message
handling procedures, including routing of all incoming messages and logging all
incoming and out-going messages.

3. Monitors will be:

Responsible for checking commercial radio and telephone broadcasts for accuracy of
public information.

4. Switchboard Operators will be:

Responsible for proper screening and routing of all incoming telephone calls.

VII. DIRECTION AND CONTROL

A. General 

The superintendent establishes general policies for emergency communications. 

The Communications Coordinator is under the supervision of the superintendent and is 
directly responsible for facilities, equipment, and operation of the Dispatch/Communications 
Center.  

Communications personnel from individual departments and support agencies, while under 
control of their own department or agency and operating their own equipment, are 
responsible for knowing and following the procedures outlined in this annex.  

During emergency situations involving multiple agencies and/or jurisdictions, the various 
code systems used for brevity will be discontinued and normal speech will be used to insure 
comprehension. In addition, local time will be used during transmissions.  
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During emergency situations, communications will be maintained between the Disaster 
District and the City EOC.  

B. Existing Communications Systems 

1. Local Networks

a. District Office

b. School Office

c. County Sheriff’s Office

d. County Road Maintenance

e. City Police Department

f. City/Volunteer Fire Department

g. City Parks Department

h. City Utilities Department

i. City Public Works Department

2. Other Networks

a. Texas Law Enforcement Telecommunications System (TLETS) is a statewide
telecommunications network connecting the State Warning Point (State EOC) with
approximately 1,292 city, county, state, federal, and military law enforcement
agencies in Texas. Emergency communications between state, district, and local
governments will be transmitted through this system. The (County/City) principal
terminal is located at Roma Police Station.

b. Individual Amateur Radio Operators

c. Radio Amateur Civil Emergency Service (RACES) is a state sponsored program
composed of amateur radio operators. It is used to supplement state and local
government communications systems in emergencies or disaster operations.

d. Business/Industry/Volunteer Group Radio Systems

C. Continuity of Government 

Each department or agency with communications responsibilities shall establish a line of 
succession for communications personnel.  

VIII. READINESS LEVELS

A. Green—Low 
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See the mitigation and preparedness activities in paragraphs V.B.1 and V.B.2 above. 

B. Blue—Increased 

1. Alert key personnel.

2. Check readiness of all equipment and facilities and correct any deficiencies.

C. Yellow—Elevated 

1. Alert personnel for possible emergency duty.

2. Monitor situation of possible issuance of warning or alerts.

D. Orange—High 

1. Institute 24-hour operations.

2. Conduct periodic communication checks.

E. Red-Severe 

1. Staff communications center

2. Conduct communication checks

IX. ADMINISTRATION AND SUPPORT

A. Facilities and Equipment 

A complete listing of equipment is included in Appendix 1 of Annex M. 

B. Maintenance of Records 

All records generated during an emergency will be collected and filed in an orderly manner 
so a record of events is preserved for use in determining response costs, settling claims, 
and updating emergency plans and procedures. 

C. Preservation of Records 

Vital records should be protected from the effects of disaster to the maximum extent 
feasible. Should records be damaged during an emergency situation, professional 
assistance in preserving and restoring those records should be obtained as soon as 
possible.  

D. Communications Protection 

1. Radio

a. Electromagnetic Pulse (EMP)
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One of the effects of a nuclear detonation that is particularly damaging to radio 
equipment is EMP. Plans call for the disconnection of radios from antennas and 
power source when an Attack Warning is issued. A portable radio unit will then be 
employed as a backup to maintain limited communications with field units. This 
procedure will be used until an All Clear is announced. Telephones will also be used 
while operable. 

b. Lightning, Wind, and Blast

1) Standard lightning protection is used including arrestors and the use of
emergency power during severe weather.

2) Damaged antennas can be quickly replaced with spare units kept in the District
Maintenance Office.

3) Mobile repeaters kept in the District Maintenance Office can be quickly
positioned at predetermined locations to resume radio communications in the
event of damage to radio towers.

2. Telephone (Common Carrier)

a. Overloaded Circuits

To avoid overloaded circuits during emergencies, citizens will be advised to listen to
Emergency Alert System (EAS) for information and to use telephones only if they
have a genuine emergency. If overloaded circuits do become a problem, coordinate
with the Verizon Telephone Company to begin immediate restoration of priority
circuits.

b. Emergency Service

During major emergencies, a direct line to the Frontier Communications Office is
activated in the EOC for emergency service calls.

E. Security 

Measures will be taken to ensure that only authorized personnel will have access to the 
Dispatch/Communications Center. 

F. Training 

1. Each organization assigning personnel to the EOC for communications purposes is
responsible for making certain those persons are familiar with the agency’s operating
procedures.

2. The superintendent will provide additional training on emergency communications
equipment and procedures as necessary.

G. Support 
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If requirements exceed the capability of local communications resources, the superintendent 
will request support from local emergency responders or state resources from the Disaster 
District in Edinburg Texas. 

X.  ANNEX DEVELOPMENT AND MAINTENANCE 

A. The Superintendent will be responsible for maintaining this annex. Each agency will develop 
SOPs that address assigned tasks. 

B. This annex will be updated in accordance with the schedule outlined in Section X of the 
Basic Plan. 

XI. REFERENCES

1. Federal Emergency Management Agency (FEMA), 1996. Guide For All-Hazard Emergency
Operations Planning. (SLG-101)

2. Division Of Emergency Management Local Emergency Management Planning Guide.
(DEM-10)

XII. APPENDICES

Appendix 1 Communications Diagram & Table 
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APPENDIX 1 
COMMUNICATIONS DIAGRAM 

 

  

LEGEND: 

RADIO SATELLITE PHONES 
CATV OR SATELLITE CELL PHONES 
TELEPHONE AND/OR FAX  R RECEIVE ONLY 
TLETS T TRANSMIT ONLY 
RACES T&R TRANSMIT AND RECEIVE 
LOCAL COMPUTER NETWORK ** INTERNET ACCESS & E-MAIL 

Fire Dept. & 
Mobile Units ** 
(154.190 T&R) DPS ** 

(42.9 R) 
(154.800 T) 

Public Works ** 
(153.845 T&R) 

Private Utilities ** 
(160.830 T&R) 

Municipal 
Utilities ** 
(153.845 T&R)  

Hospital ** 
(47.42 T&R) 

Engineering ** 
(153.845 T&R) 

Red Cross ** 
(47.42 T&R) 

AIRPORT ** SHELTERS 

EXTERNAL  
CUSTOMERS ** Sheriff ** 

(154.800 T) 
(37.260 R) 

Police Dept. & 
Mobile Unit ** 
(154.800 T&R) 
(155.370 T&R) 

NATIONAL 
WEATHER 
SERVICE ** 

Incident 
Command Post EOC ** 
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APPENDIX 1 
COMMUNICATIONS TABLE 

FACILITY COMMUNICATIONS 
Cable TV 

Or 
Satellite 

Phone/ 
Fax 

SLETS RACES Radio 
(Freq. 
Band) 

Radio 
HF 

Cell 
Phones 

Satellite 
Phones 

Local 
Computer 
Network 

Internet 
E-mail 

Airport X X X 
State Law 

Enforcement 
X X X X X X X X 

Engineering X X X X X 

EOC  X X X X X X X X X X 
External Customers 

(Citizens, Private 
Industry) 

X X X X X X 

Fire Department &  
Mobile Units 

X X X X X X 

Hospital X X X 
Municipal Utilities X X X X 
National Weather 

Service 
X X X X 

Police Department & 
Mobile Units 

X X X X X X X X 

Private Utilities X X X X X 
Public Works X X X X X 

Red Cross X X X X 
Shelters X X 

Sheriff's Office X X X X X X X X 
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APPROVAL AND IMPLEMENTATION 

ANNEX C 

Shelter & Mass Care 

This annex is hereby approved for implementation and supercedes all previous 
editions.  

Alfonso Perez_ 2018-2019 
Signature School Year 

Carlos Guzman 2018-2019 
Signature School Year 

NOTE:  THE SIGNATURE(S) WILL BE BASED UPON LOCAL ADMINISTRATIVE PRACTICES.  TYPICALLY, 
THE ANNEX IS SIGNED BY THE INDIVIDUAL HAVING PRIMARY RESPONSIBILITY FOR THIS EMERGENCY 
FUNCTION IN THE FIRST SIGNATURE BLOCK AND THE SECOND SIGNATURE BLOCK IS USED BY THE 
[SUPERINTENDENT]   ALTERNATIVELY, EACH PERSON HEAD ASSIGNED TASKS WITHIN THE ANNEX MAY 
SIGN THE ANNEX. 
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RECORD OF CHANGES 

ANNEX C 

Shelter & Mass Care 

CHANGE # DATE OF CHANGE ENTERED BY DATE ENTERED 
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ANNEX C 
SHELTER & MASS CARE 

I.       AUTHORITY 

See Basic Plan, Section I. 

II. PURPOSE

The purpose of this annex is to outline organizational arrangements, operational 
concepts, responsibilities, and procedures to protect staff, students and the 

community from the effects of an emergency situation by providing shelter and 
mass care.   
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III. EXPLANATION OF TERMS

A. Acronyms 

ARC American Red Cross 
DDC Disaster District Committee 
EMC Emergency Management Coordinator 
EOC Emergency Operations or Operating Center 
DHS Texas Department of Human Services 
DWI Disaster Welfare Inquiry  
FEMA Federal Emergency Management Agency  
PIO Public Information Officer 
SOPs Standard Operating Procedures 
TLETS TEXAS LAW ENFORCEMENT TELECOMMUNICATIONS SYSTEM 
TSA THE SALVATION ARMY 
USDA United States Department of Agriculture 

B. DEFINITIONS 

Mass Care.   Providing assistance to those who have been displaced from their homes and 
others affected by a hazardous situation or the threat of such a situation.  Mass care for these 
individuals includes providing food, basic medical care, clothing, and other essential life 
support services. 

Disaster Welfare Inquiries.   Disaster welfare inquiries are requests from relatives, friends, 
employers, or others for information on the status of persons in an area affected by an 
emergency situation who cannot be located because they have evacuated, become separated 
from their families, or cannot be contacted by normal means of communications.  Registration 
of disaster victims at shelters provides some of the information needed to answer welfare 
inquiries.  For emergency situations that extend beyond several days, the American Red 
Cross may activate a Disaster Welfare Inquiry (DWI) system to handle such inquiries.  

Shelter.   Short term lodging for evacuees during and immediately after an emergency 
situation.  Shelters are generally located away from known hazards.  Mass care operations 
are typically conducted in shelters, usually in schools. 

Special Needs Individuals/Groups. Includes the elderly, medically fragile, 
mentally and/or physically challenged or handicapped, individuals with mental 
illness, and the developmentally delayed. These groups may need to have 
specially trained health care providers to care for them, special school facilities 
equipped to meet their needs, and may require specialized vehicles and 
equipment for transport. This population requires specialized assistance in 
meeting daily needs and may need special assistance during emergency 
situations.  
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IV. SITUATION AND ASSUMPTIONS

A. Situation 

1. A number of threats could make necessary evacuation of some portions of the
[Starr/Roma] necessary.  Evacuees from other jurisdictions may also seek refuge in our
area.  Roma ISD is designated as a possible shelter area in case of Hurricanes. Each of
these situations may generate a need for shelter and mass care operations in Roma ISD.

2. The Roma ISD school district in cooperation with Red Cross have the ultimate
responsibility for providing shelter to protect local residents displaced from their homes
and others who evacuate into our jurisdiction due to emergency situations.

3. Shelter may range from very short term operations for a limited number of people where
the primary objective is to provide protection from the weather, comfortable seating, and
access to rest rooms to more lengthy operations for large number of evacuees where
feeding, sleeping, and shower facilities are desirable and a variety of assistance must be
provided to evacuees.

4. The American Red Cross (ARC) has been chartered under federal law to provide mass
care to victims of natural disasters.   Hence, our efforts should be coordinated with the
ARC, which will normally operate shelter and mass care operations insofar as its
capabilities permit.

a) The ARC signs agreements with local governments, school districts, churches, and
other organizations to use their facilities for shelter and mass care operations.  The
ARC identifies suitable shelter facilities based on a set of standards, maintains a list
of potential shelters, maintains shelter kits, and trains shelter management personnel.

b) Local governments and the ARC and other volunteer groups may also sign
agreements relating to the operation of shelter and mass care and feeding facilities
when needed; such agreements detail the responsibilities of both the volunteer group
and the local government.  See Appendix 2 for pertinent local agreements.

B. Assumptions 

1. Shelters may have to be opened with little notice.  Until the ARC personnel arrive and
assume responsibility for managing such shelters, local government and Roma ISD
personnel may have to manage and coordinate shelter and mass care activities.

2. Volunteer organizations that normally respond to emergency situations will assist in
shelter and mass care operations.

3. If additional resources are need to conduct shelter and mass care operations, support may
be requested pursuant to inter-local agreements and from state and federal emergency
management agencies. When requested by a local jurisdiction, the Governor may
authorize the use of military forces to support shelter and mass care operations.

4. Facilities planned for shelter and mass care use will be available at times of need.
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5. When evacuation is recommended during an emergency situation, approximately 80
percent of those for whom evacuation has been recommended will evacuate.  The vast
majority of evacuees will seek refuge with friends or relatives or go to commercial
accommodations rather than a public shelter.  In addition, some people who are not at risk
may spontaneously evacuate and some of those individuals may seek public shelter.

6. For hazards that are highly visible or extensively discussed in the media, people may
evacuate occur prior to an official recommendation to do so.  Hence, shelter and mass
care operations may have to commence early in an emergency situation.

7. Essential public and private services will be continued during shelter and mass care
operations.  However, for a major evacuation that generates a large-scale shelter and
mass care operation, normal activities at schools, community centers, churches, and other
facilities used as shelters may have to be curtailed.

V. CONCEPT OF OPERATIONS 

A. GENERAL 

1. The District in coordination with ARC are responsible for developing a plan for coordinating
and providing mass care services to persons affected by a disaster.  The requirements for
services may vary depending upon the nature, type, and level of the emergency.  We will
work closely with volunteer organizations that provide shelter and mass care support to
determine the availability of shelter and feeding facilities.

2. The Incident Commander or the emergency management staff is expected to determine
the need for opening shelters and commencing mass care operations based on the
emergency situation that prevails.

3. The County Judge/Mayor/City Manager or EMC may request the opening of shelters and
recommend the closing of shelters when they are no longer required.  These actions
should be coordinated with the ARC and Roma ISD other shelter providers. The Starr
County Judge/Mayor/City Manager may further assign tasks and responsibilities to
support shelter and mass care efforts.

4. The County, in cooperation with volunteer disaster assistance organizations, will provide
temporary shelter and essential life support services for people displaced from their
homes.

5. The ARC and other private disaster assistance organizations will be called upon to:

a) Open and temporary shelters for the displaced population.
b) Activate or organize shelter teams and provide shelter kits.
c) Register those occupying public shelters.
d) Provide feeding, emergency first aid, and other basic life support needs for those

occupying temporary shelters.
e) For extended shelter operations, activate a disaster welfare inquiry systems
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6. Provide periodic reports on the status of shelter and mass care operations. In some
disasters, the federal government may be requested to provide emergency housing.
Disaster victims will be encouraged to obtain housing with family or friends or in
commercial facilities.  To the extent possible, local government will assist and coordinate
post-disaster housing needs of the homeless.

7. See Appendix 3 for local hurricane reception and care planning information.

B. SHELTER 

1. Shelter Selection.   The ARC publishes standards for temporary shelters.   The following
criteria may be useful in screening facilities to determine which merit more detailed
inspection:

a) Must be structurally sound and in a safe condition.
b) Must not be located in an area subject to flooding or where flooding can cut off access

to the facility.
c) Must not be in a hazardous materials risk area.
d) Should have adequate sleeping space.
e) Should have sufficient restrooms for the population to be housed.
f) Should have adequate climate control systems.
g) Kitchen/feeding area is desirable.
h) Shower facilities are desirable if the facility will be used for more than one day.
i) Telephone service is essential.
j) Adequate parking is desirable.

The Shelter Officer should coordinate with the ARC and other volunteer organizations in 
identifying potential shelters and developing the shelter list in Appendix 1 to ensure that 
issues of interest to local government are considered in the shelter selection process. 

2. Shelter Facilities:

a) The ARC executes agreements with building owners for use of structures as shelters
and normally inspects the facilities it plans to use to determine their capacities and the
availability of various types of equipment.

b) Schools are the most frequently used shelters because they generally have substantial
space, a feeding capability, sufficient restrooms, and adequate climate control
systems.  Those who wish to utilize schools for sheltering must secure permission in
writing from [district/school] officials. Consideration should be given to time of year in
the event school is in session.

c) In most shelters, evacuees must sleep on the floor -- there are generally no cots
immediately available.  Public information messages should highlight this situation and
encourage those who plan to take refuge in a public shelter to bring bedding.

3. Shelter Operations

a) Shelters are typically opened and closed based on need.  When occupancy of existing
shelters reaches 75 to 80 percent, consideration should be given to opening an
additional facility.
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b) It is generally more effective in terms of resource utilization to operate a few medium
to large shelters than a large number of small facilities.

c) Shelters should be managed by individuals with shelter management training,
preferably individuals who work in the facility on a daily basis.  The ARC and the
Shelter Officer will jointly maintain a listing of trained shelter and mass care facility
managers in the local area.

d) To ensure consistency in shelter activities, it is desirable that all shelters follow a
general set of operating guidelines.  When the ARC opens a shelter, ARC policies
guide how the facility is staffed and operated.

e) Shelter managers are expected to provide periodic reports on the number of occupants
and the number of meals served.  Volunteer groups operating shelters may also be
required to report this information through their organizational channels.

f) Local government is responsible for providing the following support for shelter
operations:

1) Security and, if necessary, traffic control at shelters.
2) Fire inspections and fire protection at shelters.
3) Transportation for food, shelter supplies, and equipment if the organization

operating the shelter cannot do so.
4) Transportation of shelter occupants to feeding facilities, if necessary.
5) Basic medical attention, if the organization operating the shelter cannot do so.

g) Evacuees normally return to their homes as soon as the danger has passed.  Hence,
most shelters are closed quickly and returned to normal use.    However, some
evacuees may be unable to return to their homes due to damage or destruction.  It
may be necessary to have one or more shelters remain open for an extended period
until those who cannot return to their residences can be relocated to motels, rental
units, mobile homes, and other types of temporary lodging.  Such extended use
facilities should have showers and on-site feeding; cots should be provided.

C. MASS CARE 

Mass care includes the registration of evacuees, feeding of evacuees and emergency 
workers, and provision of other life support needs for shelter occupants.  

1. Registration

a) The purpose of registration is to be able to respond to inquiries about the status of
evacuees, monitor health concerns, and provide a basis for post-emergency follow-up
support.

b) The ARC will assist local government in the registration of evacuees who are housed
in ARC shelters.   The Shelter Officer should coordinate with other organizations that
operate shelters to ensure that evacuees occupying those facilities are registered and
information provided to the EOC.



Annex C 
Ver 1.0  7/05 

2. Feeding:

a) Both fixed facilities and mobile units may be used for preparing and serving meals.
Fixed facilities include schools, churches, and civic buildings serving as shelters.  The
ARC, TSA, and other disaster relief agencies may also deploy self-contained mobile
feeding units to supplement fixed feeding facilities.

b) The U.S. Department of Agriculture (USDA), through the Texas Department of Human
Services (DHS), food banks, and commercial facilities provides USDA commodities
used in preparing meals or for distribution to disaster victims.

c) If a school is used as a congregate feeding site, the school may use USDA
commodities already on its shelves to prepare meals for mass care operations.  USDA
will replace them or credit their entitlement dollars as long as school officials provide
DHS with an itemized list of which commodities were used and daily meal counts.
USDA commodities may not be used without prior approval from DHS.  The request
must come from the ARC. Form FCS-292, which is a report of commodity distribution,
must be completed by school officials within 30 days after the termination of assistance
to the disaster victims.  Also DHS will arrange to have additional USDA commodities
shipped to the feeding site, if necessary, either directly from USDA or one of the DHS
warehouses.

3. Other Needs

IN ADDITION TO THE PROVISION OF SHELTER AND MASS CARE SERVICES, EVACUEES MAY NEED 
ASSISTANCE WITH CLOTHING, BASIC MEDICAL ATTENTION, PRESCRIPTION MEDICINES, DISASTER 
MENTAL HEALTH SERVICES, TEMPORARY HOUSING, AND OTHER SUPPORT SERVICES.  SOME OF 
THESE SERVICES MAY BE PROVIDED BY THE SAME VOLUNTEER ORGANIZATIONS THAT ARE 
OPERATING SHELTERS.  IN OTHER CASES, THE SHELTER OFFICER WILL HAVE TO IDENTIFY THE 
NEEDS OF THOSE IN PUBLIC SHELTERS TO THE HUMAN SERVICES OFFICER, WHO MAY BE ABLE 
TO ARRANGE FOR ASSISTANCE FROM OTHER VOLUNTEER ORGANIZATIONS AND AGENCIES.  
MANY HUMAN SERVICES PROGRAMS ALSO SERVE DISASTER VICTIMS THAT HAVE NOT BEEN 
EVACUATED FROM THEIR HOMES.  A DESCRIPTION OF HUMAN SERVICES PROGRAMS AND 
PROCEDURES FOR REQUESTING HUMAN SERVICES SUPPORT ARE PROVIDED IN ANNEX O 
(HUMAN SERVICES).  

D. Special Needs Groups and Individuals 

1. Special facilities include hospitals, nursing homes, group homes, and
correctional institutions.  Such facilities are responsible for the welfare and
safety of their clients, who may need specially trained staff to care for them
and special equipment and facilities to meet their needs.  Institutions
supporting special needs populations are required by state and federal
regulations to have disaster preparedness plans that provide for evacuation
and relocation of the institution’s population to comparable facilities in an
emergency.

2. 
Mass care shelters for the general population are not staffed or equipped to 
handle special needs groups.  These groups, particularly medical patients 
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and prisoners, should not be relocated to shelters used by the general 
public.  In the event that special facilities encounter difficulty in evacuating 
and relocating their clients, local officials may need to assist those facilities 
in arranging transportation and in locating suitable reception facilities.  It 
may also be necessary to assist in relocating some medical patients who are 
living at home. 

3. 
Public shelters can generally accommodate individuals with special needs 
who require minimal care and are attended by their families or other 
caregivers. 

E. Handling of Pets 
1. Evacuees who go the homes of relatives or friends or commercial

accommodations with their pets do no normally pose difficulties during an
evacuation.  However, evacuees with pets seeking public shelter can create
potential problems.  For health reasons, pets are not allowed in emergency
shelters operated by the ARC and most other organized volunteer groups.
However, a number of studies have indicated that some people, particularly
the elderly, will not leave their homes if they cannot take their pets with them.
Hence, it is desirable to make reasonable arrangements for evacuees who
come to public shelters with pets.  The [Animal Control Officer/other] should
coordinate these arrangements.

2. 
Depending on the situation, we will use one or more of the following 
approaches to handle evacuees arriving with pets: 
a) Provide pet owners information on nearby kennels, animal shelters, and

veterinary clinics that have agreed to temporarily shelter pets.
b) Direct pet owner to a public shelter that has covered exterior corridors or

adjacent support buildings where pets on leashes can in carriers may be
temporarily housed.

c) Set up temporary pet shelters at [the Fairgrounds, the Stock Show barns,
the Exposition Center/other].

F. PUBLIC INFORMATION 

1. THE PUBLIC INFORMATION STAFF IS EXPECTED TO DEVELOP EMERGENCY PUBLIC INFORMATION
MESSAGES TO ADVISE THOSE WHO ARE OR WILL BE EVACUATING OF THE LOCATION OF PUBLIC
SHELTERS AND GENERAL SHELTER POLICIES.

2. THE PUBLIC INFORMATION STAFF SHOULD ALSO PROVIDE INFORMATION ON THE EMERGENCY
SITUATION TO SHELTER MANAGERS SO THEY CAN PASS SUCH INFORMATION ON TO SHELTER
OCCUPANTS.

G. DISASTER WELFARE INQUIRIES (DWI) 

WE WILL ATTEMPT TO ANSWER DISASTER WELFARE INQUIRIES TO THE EXTENT POSSIBLE USING THE 
REGISTRATION DATA OBTAINED AT SHELTERS AND OTHER FACILITIES.  THE SHELTER OFFICER WILL 
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RESPOND TO INQUIRIES UNTIL THE ARC CAN ASSUME THAT FUNCTION. FOR MORE INFORMATION 
ON DWI, SEE SECTION IX.E OF THIS ANNEX. 

H. ACTIONS BY PHASES OF EMERGENCY MANAGEMENT 

1. Mitigation:

a) Identify volunteer organizations that could assist in shelter and mass care operations
and develop cooperative agreements.

b) In coordination with volunteer organizations, identify suitable shelters and feeding
facilities.

c) Sign agreements with volunteer organizations authorizing use of local government
facilities for shelter and mass care operations.

d) Encourage schools, churches, and volunteer groups to sign written agreements for
use of their facilities as emergency shelters.

2. Preparedness:

a) Send selected local officials to shelter management training and encourage those
organizations or agencies that will be making their facilities available for use as
shelters to send their personnel to such training.

b) In coordination with volunteer organizations, identify potential shelters, and develop
general shelter and mass care procedures for the local area.

c) Coordinate basic communication and reporting procedures.
d) Develop facility setup plans for potential shelters.
e) Identify population groups requiring special assistance during an emergency (i.e.,

senior citizens, special needs, etc.) and ensure that preparations are made to provide
assistance.

3. Response:

a) Open and staff shelters and mass care facilities.
b) Provide information to the public on shelter locations and policies.
c) Assist in the registration of evacuees.
d) Provide food, clothing, first aid, and other essential services to evacuees.
e) Maintain communications between mass care facilities and EOC.
f) Provider periodic reports on shelter occupancy and meals served.
g) Provide information to victims needing additional services.

4. Recovery:

a) Assist evacuees in returning to their homes if necessary.
b) Assist those who cannot return to their homes with temporary housing.
c) Deactivate shelters and mass care facilities and return them to normal use.
d) Inform public of any follow-on recovery programs that may be available.

VI. ORGANIZATION & ASSIGNMENT OF RESPONSIBLIITIES
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A. GENERAL 

1. Our normal emergency organization, described in Section VI.A of the Basic Plan and
depicted in Attachment 3 to the Basic Plan, will carry out shelter and mass care operations.

2. We expect to be assisted by the ARC, other volunteer organizations active in disaster,
and local volunteer groups and charitable organizations in conducting shelter and mass
care operations.   The Shelter Officer is responsible for coordinating the efforts of local
government, volunteer groups, and other agencies involved in shelter and mass care
operations.

B. TASK ASSIGNMENTS 

1. The County Judge/Mayor/City Manager will:

a) Direct the opening of local shelter and mass care facilities and the closing of such
facilities when they are no longer needed.

b) Approve release of emergency public information materials on shelter locations and
guidance on what people should bring and not bring to public shelters prepared by
the public information staff.

c) Coordinate shelter and mass care efforts with other local governments, where
appropriate.

d) Request shelter and mass care support from other local governments or the State if
local resources are insufficient.

2. The EMC will:

a) Coordinate shelter and mass care planning with the Shelter Officer, the PIO, the
Human Services Officer, other local officials, and volunteer organizations.

b) When the situation warrants, recommend to the [County Judge/Mayor/City Manager]
that shelter and mass care operations be implemented.   Recommendations on the
number of facilities to be activated and specific facilities to be used should be
coordinated if possible with the volunteer organizations that will operate those
facilities.

c) Coordinate with the functional managers in the EOC to provide support for shelter and
mass care activities.

d) Receive reports on shelter and feeding operations from the Shelter & Mass Care
Officer.   During major emergencies, summarize shelter and mass care activities in the
periodic Situation Report; see Annex N, Direction & Control, concerning this report.

e) When conditions warrant, recommend to the [County Judge/Mayor/City Manager] that
shelter and mass care facilities be closed

3. The Incident Commander will:

Identify requirements for shelter and mass care support needed as a result of an
evacuation.

a) Identify volunteer organizations that are willing to support local shelter and mass care
activities.  See Appendix 1 to Annex O.
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b) In coordination with volunteer organizations that normally operate shelters and feeding
facilities, identify potential shelter and mass care facilities.  See Appendix 1 to this
annex.

c) Develop emergency agreements with volunteer groups for the use of facilities owned
by local government as shelters and encourage other agencies, organizations, and
groups that have suitable facilities to sign similar agreements.

d) Develop cooperative agreements with volunteer organizations relating to shelter and
mass care support.  See Appendix 2 for pertinent information.

e) Coordinate and disseminate common shelter operating guidelines to volunteer
organizations operating shelters.

f) Ensure mass care facilities are adequately staffed and equipped.
g) Coordinate mass feeding where needed. Coordinate with DHS officials for

supplementary food stocks from USDA sources if required.
h) Identify requirements for human services support for evacuees in shelters to the

Human Services Officer.
i) Identify requirements for facility security and fire protection requirements for shelters

to law enforcement agencies and the fire service.
j) Coordinate resource support for shelter operations.
k) Receive reports on shelter and mass care operations and provide summary

information for inclusion in the periodic Situation Report.
l) Respond to disaster welfare inquiries until that function is assumed by the ARC.

4. Shelter Managers will:

a) Staff and open shelters and keep them operating as long as necessary.
b) Register shelter occupants and assist in answering disaster welfare inquiries.
c) Arrange for mass feeding if required.
d) Identify additional resource requirements to the Shelter Officer.
e) Coordinate with the Shelter Officer to provide individual and family support services

as needed.
f) Submit a daily mass care facility status report to the Shelter Officer that indicates the

number of shelter occupants, the number of meals served, and the condition of the
facility, and also identifies any problem areas.

g) Maintain records of supplies received and expended.
h) When directed, terminate operations, turn in equipment and unused supplies, return

the facility to its original condition, and submit a final report mass care facility status
report.

5. The District Police Department will:

a) Provide security and law enforcement at school-based shelters.
b) Provide back-up communications, if needed.

6. The City of Roma Fire Chief/Fire Marshal] will:

a) Inspect shelter and mass care facilities for fire safety.
b) Provide and maintain shelter fire extinguishers.
c) Train shelter management personnel in fire safety and fire suppression.

7. The Transportation Officer will:
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a) Arrange transportation for evacuees in shelters to feeding sites if necessary.
b) Arrange transportation for shelter equipment, food, clothing, blankets, comfort kits, and

other shelter supplies to shelter and mass care facilities.
c) UPON REQUEST, PROVIDE TRANSPORTATION FOR RETURN OF EVACUEES WITHOUT

VEHICLES TO THEIR HOMES.

9. The Health and Medical Officer will:

a) COORDINATE BASIC MEDICAL ASSISTANCE FOR INDIVIDUALS IN MASS CARE FACILITIES.
b) MONITOR HEALTH AND SANITATION CONDITIONS IN MASS CARE FACILITIES.

10. The Human Services Officer will:

a) Coordinate provision of clothing, blankets, personal care items and other items to
evacuees.

b) Upon request, coordinate disaster mental health services for occupants of mass care
facilities.

11. The PIO will:

a) In coordination with the Roma ISD PIO will provide information to the public on the
locations of shelters and shelter operating policies.

b) Provide updates on the emergency situation to shelter managers to be passed on to
shelter occupants.

c) Provide public information on closure of shelters and return of evacuees to their
homes.

12. The Animal Control Officer will:

a) Coordinate arrangements to provide temporary facilities for evacuees arriving at
shelter and mass care facilities with pets.

b) Be prepared to provide shelter managers with information on procedures for handling
evacuees with pets.

13. The American Red Cross

Pursuant to a cooperative agreement between the ARC and the school district, the ARC
has agreed to do the following:

a) Staff and operate shelter and mass care facilities.
b) Register evacuees.
c) Provide mass feeding for victims and emergency workers.
d) Provide emergency assistance for other essential needs.
e) Process inquiries from concerned families outside the disaster area.

14. School Superintendent/principal or designee will:

Shelter students in school buildings when the situation warrants.

15. City of Roma/School District Maintenance/Public Utility Company will:
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To the extent possible, ensure power, water supply, and sanitary services are operable at 
shelter and mass care facilities during emergency conditions. 

16. Other Volunteer Groups

The following groups have agreed to provide the services indicated:

VII. DIRECTION AND CONTROL

A. General 

1. The County Judge/Mayor/City Manager shall establish priorities for and provide policy
guidance for shelter and mass care activities.

2. The County Judge/Mayor/City Manager/EMC will provide general direction to the Shelter
Officer regarding shelter and mass care operations.

3. The Shelter Officer will plan and manage the conduct of shelter and mass care activities,
coordinating as necessary with volunteer organizations that participate in shelter
operations or mass feeding and other departments and agencies.

4. Shelter and feeding facility managers will be responsible for the operation of their
individual facilities.

B. Line of Succession 

1. The line of succession for Alfonso Perez the Shelter Officer is:

a. Pedro Alaniz
b. Jose Edgar Rodriguez
c. Jose Regulo Ramos

2. The line of succession for other shelter and mass care personnel will be in accordance
with existing policies and SOPs.
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VIII. READINESS LEVELS

A. GREEN-LOW 

See the mitigation and preparedness activities in sections V.H.1 and V.H.2 of this annex. 

B. Blue-General 

1. Alert Roma ISD staff and monitor the situation.

2. Review personnel availability and assignments.

3. Assess potential shelter agreements.

B. YELLOW - SIGNIFICANT 

1. Place staff on standby and make preliminary assignments.

2. Update estimate of shelter and mass care requirements.

3. In coordination with ARC, check on availability of facilities and identify facilities that will
actually be used.

4. In coordination with ARC , develop tentative shelter and feeding facility opening
sequence.

5. Identify requirements for pre-positioning equipment and supplies.

C. ORANGE-HIGH 

1. Place support staff on-call.

2. Update estimate of shelter and mass care requirements.

3. In coordination with ARC, update potential facility use plans and tentative facility opening
sequence.

4. In coordination with ARC, develop updated staff assignments for emergency operations.

5. Consider precautionary staging of personnel, equipment, and supplies.

6. Coordinate with the Communications Officer on anticipated communications
requirements.

7. Coordinate with the Transportation Officer on anticipated transportation requirements.

8. If appropriate, provide the public information about potential shelter locations.
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D. Red-Severe 
1. Arrange for acquisition of necessary supplies
2. Inform staff, student and parents of shelter and mass care procedures and protocols
3. Activate the ICP for increased situation monitoring, planning, and resource

management.

IX. ADMINISTRATION AND SUPPORT

A. RECORDS 

1. SHELTER AND FEEDING FACILITY MANAGERS SHALL MAINTAIN A RECORD OF SUPPLIES
RECEIVED AND EXPENDED.  COPIES OF THESE RECORDS WILL BE PROVIDED TO THE SHELTER
OFFICER, WHO SHALL MAINTAIN A CONSOLIDATED FILE.

2. DOCUMENTATION OF COSTS. ALL DEPARTMENTS AND AGENCIES WILL MAINTAIN RECORDS OF
PERSONNEL AND EQUIPMENT USED AND SUPPLIES EXPENDED DURING SHELTER AND MASS
CARE OPERATIONS AS A BASIS FOR POSSIBLE COST RECOVERY FROM A RESPONSIBLE PARTY
OR INSURER OR POSSIBLE REIMBURSEMENT OF EXPENSES BY THE STATE OR FEDERAL
GOVERNMENT.

B. REPORTS 

1. Shelter Managers will report occupancy and number of meals served figures to the Shelter
Officer in the EOC daily.

2. The EOC will include shelter occupancy information in the periodic Situation Report sent
to the Disaster District and other agencies.  Information on the Situation Report is provided
in Annex N, Direction & Control.

3. The ARC and other volunteer groups may also report shelter and feeding information
through their organizational channels.

C. TRAINING & EXERCISES 

1. The EMC will coordinate with the ARC to insure that shelter management and other
appropriate training is made available to local officials and volunteers who participate in
shelter and mass care activities.  All departments and organizations should ensure that
their personnel are trained to accomplish the tasks assigned to them.

2. Emergency exercises shall periodically include a shelter and mass care scenario based
on the hazards faced by this jurisdiction.  Volunteer organizations that participate in shelter
and mass care operations shall be invited and encouraged to participate in such exercises.

D. COMMUNICATIONS 
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The primary communications between shelter and mass care facilities and the EOC will be by 
telephone.  If telephones cannot be used, radios should be provided; amateur radio operators 
may be able to assist with communications needs. 

E. DISASTER WELFARE INQUIRIES (DWI) 

1. We will attempt to respond to disaster welfare inquiries until the ARC can establish a DWI
system to answer requests from relatives and friends concerning the safety and welfare
of evacuees or those in disaster areas.  The DWI system uses information from shelter
lists, casualty lists, hospitals, and other sources to aid in family reunification and in
responding to inquiries from immediate family members from outside the affected area
about the status of their loved ones.  A DWI system may not be established in short
duration emergency situations.

2. Mass care facilities assist in DWI by gathering information on disaster victims though
registration of victims at shelters.  Assistance may also include the distribution of
postcards to shelter residents for their use in contacting family members outside the
affected area.  The organization of the DWI function may vary considerably.  For a small-
scale operation, the local ARC chapter may provide assistance.  For a large operation, a
DWI team may be established.  The need for the DWI function and its composition depend
on factors such as the number of families affected, media coverage of the event, lack of
communication capabilities in the affected area, and the number deaths, injuries, and
illnesses.

3. Shelter managers must be aware of the importance of confidentiality in gathering and
releasing information about shelter occupants.  Disaster welfare inquiries will be
addressed to the Shelter Officer until the ARC assumes responsibility for this function.

F. EXTERNAL ASSISTANCE 

If shelter and mass care needs cannot be satisfied with local resources and those obtained 
pursuant to inter-local agreements and from volunteer organizations, authorized local officials 
may request state assistance from the Disaster District Committee Chairman in ________. 
For more details on requesting state assistance, see Section V.F of the Basic Plan. 

X. ANNEX DEVELOPMENT & MAINTENANCE 

A. The [district/school] shall serve as the liaison to the Shelter Officer and is responsible for 
developing and maintaining this annex.   Recommended changes to this annex should be 
forwarded as needs become apparent. 

B. This annex will be revised annually and updated in accordance with the schedule outlined in 
Section X of the Basic Plan. 

C. Departments and agencies assigned responsibilities in this annex are responsible for 
developing and maintaining SOPs covering those responsibilities. 

XI. REFERENCES
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A. ARC Disaster Services Program, Mass Care – Preparedness and Operations, ARC 3031, 
April 1987. 

B. Annex C (Shelter & Mass Care) to the State of Texas Emergency Management Plan 

C. Texas American Red Cross home page: www.redcrosstexas.org.  This site contains 
information on the Texas ARC as well as information on the coverage areas for the ARC 
Chapters as well as addresses and phone numbers for those chapters. 

Appendices: 
APPENDIX 1   ........................................................................... RECEPTION AND CARE FACILITIES 
APPENDIX 2 ........................................................................ SHELTER & MASS CARE DOCUMENTS 

RECEPTION AND CARE FACILITIES 



Annex C 
Ver 1.0  7/05 

A. Buildings listed in this appendix have been surveyed for their suitability as 
temporary reception and care facilities.  The buildings surveyed fall into the 

following categories:  

1. Public schools with multi-purpose rooms, showers, and cafeteria facilities.

2. Church facilities such as parish centers with kitchens.

3. Clubs operated by fraternal and social organizations that have suitable eating and
bathroom facilities.

4. Governmental or non-profit facilities such as community centers or activity centers for
senior citizens.

5. Governmental and/or public buildings considered being essential operations facilities for
managing a crisis, i.e., city halls, courthouses, fire and police stations, and hospitals.
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B.   The following are definitions used in the facilities listing: 

1. Estimated Shelter Capacity: The estimated short-term capacity of the facility based on 40
square feet per person.

2. Estimated Feeding Capacity: The estimated number of people for which the facility can
prepare food e.g. three simple meals per day.

3. Shelter Agreement:

a. Indicate the organization the building owner(s) have the shelter agreement with e.g.
ARC, TSA, churches, or other volunteer group(s).

b. An “N” is this column indicates that the building is not presently covered by a shelter
agreement.

RECEPTION AND CARE FACILITIES LISTING 

NAME/ADDRESS 
EST. 
CAP. 

EST. FEEDING 
CAPACITY 

# OF 
TOILETS 

# OF 
SHOWERS GENERATOR? 

SHELTER 
AGREEMENT? 

Tornado High School 
123 Twister Drive 
987-6543 

300 300 8 10 Yes ARC 
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SHELTER & MASS CARE DOCUMENTS 
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ANNEX D 
Student/Parent 
Reunification 

   ROMA ISD 
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APPROVAL AND IMPLEMENTATION 

Annex D 
Student/Family Reunification 

Campus Principal 2018-2019 
Signature School Year 

Carlos Guzman  2018-2019 
Signature School Year 

NOTE: The signature(s) will be based upon local administrative practices. Typically, the first 
signature block is used by the individual having primary responsibility for this emergency function 
and the second signature block is used by the Superintendent. Alternatively, each person 
assigned tasks within the annex may sign the annex. 

Principals: 

Ildefonso Saldivar  RHS 
Teresa Ramirez I&G 
Danelo Gonzalez RMS 
Rodrigo Bazan RBMS 
Edgar Garza DGG 
Leida Reyes VME 
Diana Salinas FJSE 
Olga Gonzalez RTBE 
Yvonne Y. Guerrero EVE 
Odette E. Garcia R&CS 
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RECORD OF CHANGES 

Annex D 
Student/Parent Reunification 

Change # Date of Change Entered By Date Entered 
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ANNEX D 
STUDENT/PARENT REUNIFICATION 

I.  AUTHORITY 

See Basic Plan, section I. 

II. PURPOSE

The purpose of this annex is to provide for the orderly and coordinated reunification of students 
and families of all or any part of the population of district if an emergency situation occurs that 
warrants evacuating and/or closing the district early. 

III. EXPLANATION OF TERMS

A. Acronyms 

EMC Emergency Management Coordinator 
EOC Emergency Operating Center 
ICP Incident Command Post 
ICS Incident Command System 
PIO Public Information Office or Officer 
SOP Standard Operating Procedure 

IV. SITUATION & ASSUMPTIONS

A. Situation 

1. There are a wide variety of emergency situations that might require student/parent
reunification.

a. Student/parent reunification may be needed if the district is evacuated or closed as a
result of a hazardous materials transportation accident, major fire, natural gas leak,
localized flash flooding, school violence, bomb threat, or terrorist attack.

B. Assumptions 

1. Some parents will refuse to cooperate with the student/parent reunification process

2. Parents may be emotional when arriving at the school

3. While some emergency situations are slow to develop, others occur without warning.
Hence, there may be time for deliberate student/parent reunification or a student/parent
reunification may have to be conducted with minimal preparation time. In the case of
short notice, there may be little time to obtain personnel and equipment from external
sources to support reunification operations.
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4. Persons other than those on the student’s emergency release form will try to pick up
students during an emergency

V.  CONCEPT OF OPERATIONS 

A. General 

1. Student/parent reunification is the means for safe and orderly reunion of students and
families in the event of an emergency evacuation or school closing.  In planning for
Student/parent reunification, the characteristics of the hazard and its magnitude,
intensity, speed of onset, and anticipated duration are all significant factors. These will
determine the number of people to be reunited, the need for reception facilities, and the
extent of traffic control and security required.

2. This district must be prepared to conduct both small-scale and large-scale reunification
at all times of the day both from known hazard areas and from unexpected incident
locations.

3. Roma ISD will use a double-gate system.  Student/Parent Reunification Team members
will be located in two areas.  The first area, the “holding area,” will be where students
can wait for their parents.  The second area, will include both the “report point” and the
“student release point” where adult care givers will report and wait for their students to
join them.  These will be two distinctly separate areas, but they will be in close proximity
to one another.  Red Cross assistance, if available, will be utilized to increase staffing, to
improve the communications capabilities and the conditions at both areas, and to make
available refreshments at both areas.

a. Holding Area Operations -   Designated classroom teachers will remain with their
assigned students in the holding area.  Each will have the list of the students
assigned to their supervision, including the exact name of their parents/guardians.
Anyone who was absent at the start of the school day or who departed prior to the
incident will be noted.

b. Release Gate Operations -  When a parent/guardian arrives at the release point,
s/he will be asked for the name of the student(s) being picked up.  The
parent/guardian will then be required to show proof of their identification (driver’s
license or other government issued photo identification).  When the staff member
confirms the parent/guardian’s identity and authority to pick up the student, the staff
member will use a runner or a radio/cellular telephone to notify the staging area that
the designated student(s) are to be escorted to the release point.  When the
student(s) reports to the release point, the staff member will have the
parent/guardian sign for the student(s) on Student Release Form (Appendix 2) and
the student(s) are released to the adult care giver.

c. If the parent/guardian must be notified that their child(ren) have been injured or for
some other reason are not available for release to them, the staff member at the
release point will not indicate the status of the child but will ask the parent to report to
a nearby room for further processing.  The “notification room(s)” will be manned by
counselors/assistant principal/designee.



Annex D D-3 
Ver 1.0  7/05 

d. Notification Room Operations -  counselors/assistant principal/designee will be
responsible for notifying parents that their child is not available for pick-up for any of
the following reasons: injured, dead, arrested, witness, etc.  The staff member will:

• Provide available information regarding the child(ren) in a sensitive way.
• Will assure the parent/guardian that everything possible is being done to

safeguard their child or their child’s remains.
• Will inform the parent/guardian where they are to await further information about

how they will be reunited with their child(ren) or the remains of their child(ren).
• Will assist the parent/guardian with their trauma.
• Will make available to the parent/guardian means for communicating with other

family members and supporters.
• Will shelter the parent/guardian from media representatives.

e. At the end of the day, teachers will call all those parents/guardians who have not yet
picked up their child(ren).  If the parent cannot be reached, the student will be
transported to his or her home by school district personnel.

B. Student/Parent Reunification Decisions 

1. The Incident Commander shall assess the need for evacuation, plan evacuations, or
school closures that may require activating the student/parent reunification process.
Student/Parent Reunification planning should resolve the following questions:

a. How will parents and guardians be advised of what to do?

b. What do evacuees need to take with them?

c. What travel routes should be used by parents and guardians?

d. What transportation support is needed?

e. What traffic control is needed?

f. Does the anticipated duration of the evacuation make it necessary to activate shelter
and mass care facilities?

g. How will reunion areas be secured?

Reunifications that must be conducted because of incidents that occur without warning 
may have to been planned quickly and carried out with only those resources that can be 
mobilized rapidly. 

C. Hazard Specific Reunification Planning 

Hazard-specific reunification planning information will be developed for certain known 
hazards and included as appendices to this or other annexes. Weather related hazards may 
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require students be held indoors until reunification.  Threats of violence or fire may require 
students to be evacuated and reunification take place outside. These appendices will 
describe the reunification process for situations where reunification takes place inside the 
school and outside the school building.  Such appendices should also identify potential 
reunification areas and, where appropriate, transportation pickup points or assembly areas. 

1. Guidance for indoor reunification will be provided in Appendix 1

2. Guidance for outdoor reunification will be provided in Appendix 2

D. Traffic Control 

1. Traffic will be controlled by the Roma ISD police and City of Roma law enforcement.

2. If at all possible, two-way traffic will be maintained on all routes to allow continued
access for emergency vehicles

3. Where time permits, traffic control devices, such as signs and barricades, will be
provided by the Public Works/Road & Bridge Department upon request.

4. Law enforcement will request wrecker services needed to clear disabled vehicles from
traffic routes.

E. Warning & Public Information 

1. The Incident Commander will normally arrange for dissemination of information on the
reunification process.

2. Advance Notice of Possible Early School Closure

a. For slowly developing emergency situations, advance warning should be given to
parents as soon as it is clear that early school closure may be required. Such
advance notice is normally disseminated through the media.

3. Reunification Notification

a. Reunification notification should be disseminated through all available warning
systems. See Annex A, Warning, for further information.

4. Emergency Public Information

a. Warning messages disseminated through warning systems alert the public to a
threat and provide basic instructions. They are necessarily short and to the point.
The public will often require amplifying information on what to do during the
reunification process. The Public Information Officer (PIO) will insure that such
information is provided to the media on a timely basis for further dissemination to the
public. Provisions must be made to disseminate information to individuals with
special needs, including the blind and hearing impaired. Specific public information
procedures are contained in Annex I (Emergency Public Information).

b. Amplifying instructions for reunification may include information on the location of
holding area, and specific traffic routes,
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c. When the incident that generated the need for reunification is resolved, parents and
guardians must be advised when schools will reopen.

F. Access Control & Security 

1. During reunification, the security of the holding area is extremely important. Staff and
students must be removed from any and all danger. Student/Parent Reunification
Team/Roma ISD Police/City of Roma law enforcement should establish access control
points to limit entry into holding areas.

G. Actions by Phases of Emergency Management 

1. Mitigation

a. Where possible, undertake mitigation for known hazards that have in the past led to
situations requiring reunification.

b. Seek improvement to preplanned holding areas if needed.

c. Enhance warning systems to increase warning times and reduce the need for hasty
evacuations.

2. Preparedness

a. To the extent possible, identify staff, students or parents with special needs who
would require assistance in during the reunification process and maintain contact
information for those individuals.

b. Identify primary and alternate reunification areas, taking into account capacities of
holding area.

c. Review the disaster preparedness plans of special facilities and advise facility
operators of any changes that may be needed to make them more workable.

d. Include reunification in the scenario of periodic emergency drills and exercises.

e. Conduct public information programs to increase staff, student and parent
awareness of possible reasons for reunification, and preplanned reunification
procedures.

3. Response

See the General Reunification Checklist in Appendix 1

4. Recovery

a. Initiate return of staff and students, when it is safe to do so.

b. Coordinate temporary supervision for those whose parents or guardians cannot be
contacted.

c. Provide traffic control for return.
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d. Carry out appropriate public information activities.

VI. ORGANIZATION & ASSIGNMENT OF RESPONSIBLITIES

A. Organization 

1. The normal emergency organization, described in Section VI.A of the Basic Plan and
depicted in Attachment 3 to the Basic Plan, will plan and carry out student/parent
reunification.

2. Incident Command System (ICS) – Emergency Operating Center (EOC) Interface

a. As noted previously, the Incident Commander will normally determine the need for,
organize, and activate the student/parent reunification team.

b. The Incident Commander will normally manage reunification operations at the
scene.

B. Assignment of Responsibilities 

1. The Superintendent will:

a. Approve release of warnings, instructions, and other emergency public information
relating to reunification

b. Direct the opening of shelter and mass care facilities, if needed.

2. The Incident Commander will:

a. Identify risk areas in the vicinity in the incident site and determine protective
actions for people in those risk areas.

b. If evacuation of risk areas and special facilities is required, plan, organize, and
conduct the evacuation with the resources assigned.

c. Activate the Student/Family Reunification Team to coordinate the reunification
process

3. Student/Parent Reunification Team will:

a. Develop materials for this annex

b. Staff the Holding and Release Areas.

c. Coordinate staffing for the Notification Room

d. Follow all policies and procedures for reunification

e. Supervise the reunification site

f. Supervise releasing of students to their parents/guardians.
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g. Communicate with Operations regarding number of students remaining in holding
area.

h. Coordinate with transportation regarding transport of students whose parents or
guardians are unable to pick up their child.

i. Make arrangements for shelter of students whose parents or guardians are
unavailable to pick –up their child.

4. Release Point Team Leader will:

a. Direct team activities

b. Interact with the Incident Commander to identify problems and report status.

c. Refer all outside requests for information to the Public Information Officer.

5. Release Point Team Members will:

a. Greet parents, guardians, or designees

b. Greet and direct parents, guardians, or designees to the notification room as
appropriate.

c. Providing reassurance to parents, guardians, or designees

d. Maintain order.

e. Issuing a tag or other identifications only to an authorized person.

f. Dispatch runners to bring students to the release point.

6. Holding Area Team Leader will:

a. Report missing persons to the Incident Commander.

b. Direct team activities

c. Interact with the Incident Command to identify problems and report status.

d. Collect the Injury and Missing Person Report (Form D, Appendix A) from the Team
Members and make them readily available to the Incident Commander.
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7. Holding Area Team Members: will:

a. Maintain order

b. Obtain reports of missing students

c. Interact with the Holding Area Team Leader

d. Verify release information when a student is requested

e. Assist the reunion gate team

8. Roma ISD Police/City of Roma Police will:

a. Assist in reunification by providing traffic control.

b. Limited access to all areas of the school including reunification holding are.

c. Coordinate law enforcement activities with other emergency services.

d. Assist in warning the staff, students and families.

e. Provide information to the PIO for news releases to the public on the reunification
process

9. The Fire Service will:

a. Be responsible for fire protection in the reunification holding area.

b. Assist in warning the staff, students and family

c. Assist in evacuating the disabled, and other special needs groups to the
reunification holding area.

10. The Public Information Officer (PIO) will:

a. Disseminate emergency information from the Superintendent advising the public of
reunification actions to be taken.

b. Coordinate with area news media for news releases.

11. The Public Works/Road & Bridge Department will:

a. Provide traffic control devices upon request.

b. Assist in keeping traffic routes to school open.

c. Provide barricade and barrier to restrict entry to school areas and other areas
where entry must be controlled.
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12. The Transportation Officer will

a. Coordinate transportation for students whose parents or guardians are without
vehicles or who need assistance in reuniting with their children, determining and
establishing pickup points if necessary.

b. Provide information to the PIO on pickup points or special pickup routes for those
who require transportation, so that this information may be provided to the public.

13. Arrange for use of suitable host facilities.

a. Request emergency assistance from local government if assistance cannot be
obtained from other sources.

b. Ensure assigned personnel are trained and knowledge of reunification procedures.

c. Disseminate public information to advise relatives and the general public of the
status of their facilities and the students.

VII. DIRECTION AND CONTROL

A. General 

1. The Superintendent has the general responsibility for recommending evacuation or
school closure, when that is the most suitable means of protecting the staff and students
from a hazard.

B. Evacuation Area Definition 

1. The hazard situation which gave rise to the need for reunification should be continually
monitored in case changing circumstances, such as an increase in rainfall or wind shift,
change the potential impact area and, thus, the area that is being used for reunification.

C. Continuity of Government 

1. The lines of succession for the Superintendent are outlined in Section VII of the Basic
Plan.

2. Lines of succession for each department and agency head shall be according to the
standard operating procedures established by each department.

VIII. READINESS LEVELS

A. Green—Low 

See the mitigation and preparedness activities in section V.J, Actions by Phases of 
Emergency Management. 
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B. Blue—Guarded 

Increased Readiness may be appropriate if there is a greater than normal threat of a hazard 
which could necessitate evacuation or early school closure. Guarded readiness actions may 
include: 

1. Reviewing information on reunification areas.

2. Monitoring the situation.

3. Informing first responders and local officials of the situation.

4. Checking the status of potential reunification areas.

C. Yellow-Elevated 

Elevated readiness actions may include: 

1. Monitoring the situation.

2. Reviewing procedures with staff, students, and parents

3. Checking the status of resources and enhancing short-term readiness if possible.
Monitoring the availability of transportation assets and drivers.

D. Orange-High 

High readiness actions may include: 

1. Placing the student/parent reunification team and transportation providers in an alert
status.

2. Updating the status of resources.

3. Checking the status of reunification areass and pre-positioning traffic control devices.

4. Selecting shelter/mass care facilities for use.

5. Providing information to the public on planned reunification procedures.

E. Red-Severe 

Severe readiness actions levels may include: 

1. Activating the student/parent reunification team

2. Call in substitute personnel

IX. ADMINISTRATION AND SUPPORT

A. Reporting 
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Student/parent reunification efforts should be reported to the command function and 
disseminated during major emergency operations. The Situation Report format is provided 
in Annex N, Direction & Control. 

B. Records 

1. Activity Logs.

The Incident Commander shall maintain accurate logs recording reunification decisions,
significant reunification activities, and the commitment of resources to support
reunification operations.

2. Documentation of Costs.

Expenses incurred in carrying out reunification for certain hazards, such as radiological
accidents or hazardous materials incidents, may be recoverable from the responsible
party. Hence, all departments and agencies will maintain records of personnel and
equipment used and supplies consumed during the reunification process.

C. Resources 

General emergency response resources that may be required to conduct reunification are 
listed in Annex M, Resource Management. 

D. Post Incident Review 

For reunifications, the Superintendent shall organize and conduct a review of emergency 
operations by those tasked in this annex in accordance with the guidance provided in 
Section VIII.E of the Basic Plan. The purpose of this review is to identify needed 
improvements in this plan, procedures, facilities, and equipment.  

E. Exercises 

Local drills, tabletop exercises, functional exercises, and full-scale exercises shall 
periodically include a reunification scenario based on the hazards faced by this district. 

X.  ANNEX DEVELOPMENT AND MAINTENANCE 

B. The Student/Parent Reunification Team is responsible for developing and maintaining this 
annex. Recommended changes to this annex should be forwarded as needs become 
apparent. 

C. This annex will be revised annually and updated in accordance with the schedule outlined in 
Section X of the Basic Plan. 

D. Departments and agencies assigned responsibilities in this annex are responsible for 
developing and maintaining SOPs covering those responsibilities. 

XI. REFERENCES

1. FEMA, Guide for All-Hazard Emergency Operations Planning (SLG-101).
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XII. APPENDICES

Appendix 1 Example and Explanation of Double Gate System ................................................  
Appendix 2 Directions for Parent/Student Reunion Drill ...........................................................  
Appendix 3 Reunion Sites .......................................................................................................  
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APPENDIX 1  

Double Gate System 

The double-gated system to be utilized when laying out the Student/Parent Reunification Site is 
depicted above.  The parents or guardians picking up a student will report to the “Adult Report 
Point” at the upper right.  Signs will be posted by the Student/Family Reunification Team and 
Security Team Members will be stationed to assist parents or guardians in finding the “Adult 
Report Point.”  The arriving parents or guardians will be greeted by 2 or more members of the 
Student/Family Reunification Team who are working the report point.  The Team Members will 
provide the parents or guardians a copy of the “Student Release Form” in Appendix 2, asking 
the parents or guardians to complete the first section. A Team Member will then confirm the 
identity of the parents or guardians utilizing a government issued picture identification (driver’s 
license, military ID, passport, etc.) and confirm that the parents or guardians are listed on the 
emergency data card for the student as being authorized to pick up the student.  A Team 
Member will then complete the second section of the “Student Release Form” and hand it to a 
Runner to be carried to the Student Holding Area.  The parents or guardians will be asked to 
step around to the “Student Release Point” and wait for the Runner to return.  [NOTE: The 
“Adult Reporting Point” and the “Student Release Point” may be consolidated if there are too 
few Student/Family Reunification Team Members to run both locations.] 

The Runner will deliver the “Student Release Form” to the 2 or more members of the 
Student/Family Reunification Team who are working at the entrance to the “Student Holding 
Area.”  The Team Members will have the requested student report to them, if the requested 
student is present in the holding area.  A Team Member will then record on a roster they 
maintain that the student has been released from the holding area, check off the “Sent with 

Runner

Runner 

2+ Team 
Members 

2+ Team 
Members

2+ Team 
Members

ADULT REPORT
POINT 

STUDENT RELEASE
POINT 

Security Team 

Holding 
Area 
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Runner” entry in the third section of the “Student Release Form” and send the student with a 
Runner to the “Student Release Point.”  If, however, the student was never at school that day 
(absent), is being attended to at the First Aid station, has been taken to the hospital, is not 
available for pickup due to some “other” situation, or is missing, the Team Member will make the 
appropriate entry in third section of the “Student Release Form” and enter comments to clarify 
the status.  The Runner will deliver the “Student Release Form” to the “Student Release Point.” 

When the Runner delivers the “Student Release Form” and the student (if available) to the 2 or 
more Student/Family Reunification Team Members at the “Student Release Point,” the Team 
Members will call for the parents or guardians picking up the student.  The parent’s or guardian’s 
identification will again be confirmed utilizing a government issued picture identification.  The 
parents or guardians will then sign for the student and depart the area with the student.  If, 
however, the parents or guardians must be notified that the student is not available for pickup, a 
Student/Family Reunification Team Member will escort the adult to the  Notification Room, where 
the notification will be made privately based on the information provided in the third section of the 
“Student Release Form.”   The Team members in the Notification Room will be responsible for 
helping the adult and finding answers to the resulting questions. 
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APPENDIX 1-2 
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Student Last Name First Name 
_____________ 

School Grade  Teacher (if known) 

Name of Person Picking up 
Student:______________________________________

Relationship to student: 
______________________________________________
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e Name on Release Form?  (circle one)   Yes    No 
Photo ID/Driver’s License Checked   

 or ok to verify at release gate by student /______________________

Emergency Form / Box 1 Checked by (Staff Only) ____________________________ 
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STUDENT STATUS:  _______ SENT WITH RUNNER           _____________ ABSENT 

_______ First Aid  _____________ Missing 

Other Notes: _____________________________________________________ 
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e Name of Person Picking Up is same as Box #1 above   Yes 

Photo ID/Driver’s License Checked   
   or verified as in box #2 above by student /______________________

Checked by Release Gate Personnel ____________________________ 
5 *Parent – Requester Completes the Following:

ROMA ISD STUDENT RELEASE/RUNNER FORM 
To Be Taken By Runner 
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Requester Signature 
____________________________________________

Destination/Phone 
___________________________________________________

Address / directions if 
needed___________________________________________________

Time : __ ______________________ Date ___________________________ 
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APPENDIX 2  
Directions for Student / Parent Reunification Drill 

 What you need to do the drill: 
Identification tags / volunteers:  
 3-7 Green - Runners – can be staff / volunteers / students
 3 Red - security /counselor type person - staff / adult volunteers -1 at each post to help

calm & explain process; prevent parents from running to field to pick up students without
following the process. 1 at Request & 1 at Release, & 1 at First Aid.

 3 Yellow – request gate -staff only
 2-3 Blue – release gate adult or older student volunteers
 2 Orange – staff or adult volunteers - student holding & attendance station
 1 First Aid volunteer
 Parents 4 total - BJSB; (2 B parents, 1 J parent, 1 S parent)
 Students 3 total – BSJ (if not enough people to participate, use teddy bears)
 Teacher
Emergency Information forms completed for each of the students  
Student Release / Runner forms at Request Gate 
Orange Binders “Confidential Student Emergency Information” at Request Gate 
Signs identifying the Request, Release, Holding Areas, etc. 
Location pre-identified for parent reunion (small signs – not so visible to avoid confusion) 
Pens and/or pencils / tape / paper 

Prior to the drill: 
• Train staff and student runners in the reunion procedures
• Determine the date and time the drill will begin
• Decide location for parent request / check-in
• Post VISIBLE signs
• Place students with ID Tags in various locations - holding and first aid
• Distribute Parent ID tags to volunteers and ask them to wait at the check-in area
• Keep Emergency forms alphabetized in orange CONFIDENTIAL Emergency Information

binders
Now you are ready to start the drill  
Parents begin arriving at request / check-in 

• Parent completes Release Form box 1 at Request Gate or at location in front of Request
Gate

• Only Staff members can check Emergency Information forms (kept alphabetically in
orange books– confidential information); staff to verify Photo ID & sign off in box 2

• Parent goes to Student Release Area to wait, may be escorted by runner if necessary;
• Runner takes form with them then gets student from Holding-Area
• Holding-Area Staff complete box 3 & return form to runner informing runner of the

student location
• Runner takes form, gets student and goes to Release Gate personnel.  If a student is in

first aid, attendance /holding area staff will mark the first aid box on the form; runner will
then go to First Aid.  First Aid Security/Counselor Staff will either direct runner to bring
parent back to First Aid or if student is okay to leave, release student at that point to go
with runner to Release Gate.   If student is missing, seriously injured or dead, the
parents or guardian will be led to the Notification Room for further information
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• Release Gate personnel checks box 4, verifies it is the same person as box 1, verifies
photo ID if available or student / adult verification of identity if ID not available; Release
Gate personnel signs off on box 4

• Parent or person picking up student signs in box 5, writes destination/phone, time & date
• Runner takes form back to Request Gate staff to file behind Student Emergency Form in

case someone comes there looking for same student at a later time
• Runner is now ready for next form
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APPENDIX 3 
Student/Parent Reunification Sites 

Indoor Reunification site #1 

Release Gate Location: 

Holding Area Location: 

Notification Room Location: 

Indoor Reunification site #2 

Release Gate Location: 

Holding Area Location: 

Notification Room Location: 

Outdoor Reunification site #1 

Release Gate Location: 

Holding Area Location: 

Notification Room Location: 

Outdoor Reunification site #2 

Release Gate Location: 

Holding Area Location: 

Notification Room Location: 



Appendix 4 
Student/Parent Reunification Checklist 

A. Student/Parent Reunification Team members: 

Team Leader(s) ________________________________________________ 
      ________________________________________________ 

Team Members ________________________________________________ 
________________________________________________ 
________________________________________________ 

C. Reunion Box 

______1. Copy Student Emergency Release Form 

______2. Authorization to Release Student in Emergency forms 

______3. Student Accounting 

______4. Runner Form 

______5. Signage (REUNION SITE) 

______6. Class Rosters 

D-4-1
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ANNEX E 
EVACUATION 

I. AUTHORITY 

See Basic Plan, section I. 

School District Policies 
II. PURPOSE

The purpose of this annex is to provide for the orderly and coordinated 
evacuation of all or any part of  Roma ISD population if it is determined that such 
action is the most effective means available for protecting the staff and students 
from the effects of an emergency situation.  

III. EXPLANATION OF TERMS

A. ACRONYMS 

EMC EMERGENCY MANAGEMENT COORDINATOR 
EOC EMERGENCY OPERATING OR OPERATIONS CENTER 
ICP Incident Command Post 
ICS Incident Command System 
PIO Public Information Office or Officer 
SOP Standard Operating Procedure 

IV. SITUATION & ASSUMPTIONS

A. SITUATION 

1. THERE ARE A WIDE VARIETY OF EMERGENCY SITUATIONS THAT MIGHT REQUIRE AN EVACUATION
OF [DISTRICT/SCHOOL] STAFF AND STUDENTS.

a) Limited evacuation of specific district areas might be needed as a result of a
hazardous materials transportation accident, major fire, natural gas leak, or localized
flash flooding.

b) Large-scale evacuation could be required in the event of a major hazardous materials
spill, terrorist attack with chemical agent, [extensive flooding, or a hurricane].

2. When the superintendent has determined that evacuation is the most appropriate measure
to protect the lives of staff and students, he or she may take action to control re-entry into
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a stricken area and the movement of people and occupancy of buildings within a disaster 
area. 

B. ASSUMPTIONS 

1. Most staff and students at risk will evacuate when district officials recommend that they
do so.

2. Some evacuation planning for known hazard areas can and should be done in advance.

3. While some emergency situations are slow to develop, others occur without warning.
Hence, there may be time for deliberate evacuation planning or an evacuation may have
to be conducted with minimal preparation time.  In the case of short notice evacuations,
there may be little time to obtain personnel and equipment from external sources to
support evacuation operations.

V.     CONCEPT OF OPERATIONS 

A. GENERAL 

1. Evacuation is one means of protecting the staff and students from the effects of a hazard;
protection is achieved by moving staff and students away from the hazard.  In planning for
evacuation, the characteristics of the hazard and its magnitude, intensity, speed of onset,
and anticipated duration are all significant factors.  These will determine the number of
staff and students to be evacuated, the distance people must be moved to ensure their
safety, the need for reception facilities, and the extent of traffic control and security
required.

2. We must be prepared to conduct both small-scale and large-scale evacuations at all times
of the day both from known hazard areas and from unexpected incident locations.  A
General Evacuation Checklist, provided in Appendix 1, has been developed to guide the
execution of evacuation operations.

B. EVACUATION DECISIONS 

1. The district Incident Commander shall assess the need for evacuation, plan evacuations,
and coordinate support for the evacuation effort. Evacuation planning should resolve the
following questions:

a) What areas or facilities are at risk and should be evacuated?
b) How will the staff and students be advised of what to do?
c) What do staff and student evacuees need to take with them?
d) What evacuation routes should be used by staff and students?
e) What transportation support is needed?
f) What traffic control is needed?
g) Does the anticipated duration of the evacuation make it necessary to activate shelter

and mass care facilities?
h) How will evacuated areas be secured?
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Evacuations that must be conducted because of incidents that occur without warning may 
have to been planned quickly and carried out with only those resources that can be 
mobilized rapidly. 

D. TRANSPORTATION 

1. IT IS ANTICIPATED THAT THE PRIMARY MEANS OF EVACUATION TO AN OFF-SITE LOCATION FOR
MOST STUDENTS WILL BE WITH THE USE OF SCHOOL BUSES.

2. PUBLIC SCHOOLS NORMALLY HAVE THEIR OWN TRANSPORTATION RESOURCES; SOME PRIVATE
SCHOOLS AND DAY CARE CENTERS MAY ALSO HAVE SOME TRANSPORTATION ASSETS.

3. EMERGENCY TRANSPORTATION MAY BE PROVIDED BY SCHOOL BUSES, [CITY BUSES, RURAL
TRANSPORTATION SYSTEM BUSES], AMBULANCES, AND OTHER VEHICLES. IN THE CASE OF
LARGE-SCALE EVACUATIONS WITH ADVANCE WARNING, PICKUP POINTS MAY BE DESIGNATED OR
A TELEPHONE BANK ESTABLISHED TO RECEIVE AND PROCESS REQUESTS FOR
TRANSPORTATION.

E. WARNING & PUBLIC INFORMATION 

1. THE INCIDENT COMMANDER WILL NORMALLY ARRANGE FOR WARNING STAFF AND STUDENTS TO
BE EVACUATED IN AND AROUND AN INCIDENT SITE.

2. ADVANCE NOTICE OF POSSIBLE EVACUATION

a. FOR SLOW DEVELOPING EMERGENCY SITUATIONS, ADVANCE WARNING SHOULD BE GIVEN
TO STAFF AND STUDENTS AS SOON AS IT IS CLEAR THAT EVACUATION MAY BE REQUIRED

3. EVACUATION WARNING

a. SCHOOL-BASED LAW ENFORCEMENT PERSONNEL SHOULD SWEEP THE EVACUATION AREA
TO INSURE ALL THOSE AT RISK HAVE BEEN ADVISED OF THE NEED TO EVACUATE AND HAVE
RESPONDED.

4. EMERGENCY PUBLIC INFORMATION

a. WARNING MESSAGES DISSEMINATED THROUGH WARNING SYSTEMS ALERT THE STAFF AND
STUDENTS TO A THREAT AND PROVIDE BASIC INSTRUCTIONS.  THEY ARE NECESSARILY 
SHORT AND TO THE POINT.  THE STAFF, STUDENTS AND PARENTS WILL OFTEN REQUIRE 
AMPLIFYING INFORMATION ON WHAT TO DO DURING AN EVACUATION. PROVISIONS MUST BE 
MADE TO DISSEMINATE INFORMATION TO STAFF AND STUDENTS WITH SPECIAL NEEDS, 
INCLUDING THE BLIND AND HEARING IMPAIRED.   

b. WHEN STUDENTS ARE EVACUATED, PARENTS NEED TIMELY INFORMATION ON WHERE TO
PICK THEM UP.

c. WHEN THE INCIDENT THAT GENERATED THE NEED FOR EVACUATION IS RESOLVED,
EVACUEES MUST BE ADVISED WHEN IT IS SAFE TO RETURN TO THE DISTRICT.

F. SPECIAL FACILITIES 
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1. SCHOOLS & DAY CARE CENTERS

a. IF EVACUATION OF DISTRICT IS REQUIRED, STUDENTS WILL NORMALLY BE TRANSPORTED
ON SCHOOL BUSES TO OTHER SCHOOLS OUTSIDE OF THE RISK AREA, WHERE THEY CAN BE
PICKED UP BY THEIR PARENTS. IT IS ESSENTIAL THAT THE PUBLIC BE PROVIDED TIMELY
INFORMATION ON THESE ARRANGEMENTS.  IN THE CASE OF A LARGE-SCALE EMERGENCY
SITUATION WITH ADVANCE WARNING, SCHOOLS WILL GENERALLY BE CLOSED AND
STUDENTS RETURNED TO THEIR HOMES SO THEY CAN EVACUATE WITH THE FAMILIES.

b. PRIVATE SCHOOLS AND DAY CARE CENTERS, INCLUDING ADULT DAY CARE FACILITIES,
TYPICALLY DO NOT HAVE SIGNIFICANT TRANSPORTATION RESOURCES AND MAY REQUIRE
GOVERNMENT ASSISTANCE IN EVACUATING.

G. ACCESS CONTROL & SECURITY 

1. IN AN EVACUATION, THE SECURITY OF EVACUATED AREAS IS EXTREMELY IMPORTANT. SCHOOL-
BASED LAW ENFORCEMENT SHOULD ESTABLISH ACCESS CONTROL POINTS TO LIMIT ENTRY INTO
EVACUATED AREAS AND, WHERE ACCESSIBLE, CONDUCT PERIODIC PATROLS WITHIN SUCH
AREAS TO DETER THEFT BY THOSE ON FOOT. TO THE EXTENT POSSIBLE, FIRE DEPARTMENTS
WILL TAKE MEASURES TO INSURE CONTINUED FIRE PROTECTION.
a) DOCUMENTING DAMAGE FOR INSURANCE PURPOSES.
b) CAUTION IN REACTIVATING UTILITIES AND DAMAGED APPLIANCES.
c) CLEANUP INSTRUCTIONS.
d) REMOVAL AND DISPOSAL OF DEBRIS.

K. ACTIONS BY PHASES OF EMERGENCY MANAGEMENT 

1. Mitigation

a) Where possible, undertake mitigation for known hazards that have in the past led to
evacuation.

b) Discourage development in potential risk areas, including floodplains, areas
downstream from suspect dams and dikes, and areas adjacent to facilities that make,
use, or store hazardous materials.

c) Seek improvement to preplanned evacuation routes if needed.

d) Enhance warning systems to increase warning times and reduce the need for hasty
evacuations.

2. Preparedness

a) To the extent possible, identify individuals with special needs who would require
assistance in evacuating and maintain contact information for those individuals.

b) Identify primary and alternate evacuation routes, taking into account road capacities.

c) Review the disaster preparedness plans of special facilities and advise facility
operators of any changes that may be needed to make them more workable.
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d) Include evacuations in the scenario of periodic emergency drills and exercises.

e) Conduct public information programs to increase staff, student and parent awareness
of possible reasons for evacuation, preplanned evacuation routes, availability of
transportation, the need to take appropriate food, clothing, and other disaster supplies
during an evacuation, and the desirability of helping neighbors who may need
assistance during an evacuation.

3. Response

See the General Evacuation Checklist in Appendix 1

4. Recovery

a) Initiate return of evacuees, when it is safe to do so.

b) Provide traffic control for return.

c) Carry out appropriate public information activities.

VI. ORGANIZATION & ASSIGNMENT OF RESPONSIBLITIES

B. ORGANIZATION 

1. Our normal emergency organization will plan and carry out evacuations and the return of
staff and students to their school or homes.

2. Incident Command System (ICS) –  Emergency Operating Center (EOC) Interface

a. As noted previously, the Incident Commander will normally determine the need for,
organize, and conduct limited evacuations in the immediate vicinity of the incident
site.  If large-scale evacuation is required, our chief elected official should make the
recommendation for such evacuation to the public.

b. A division of responsibility for evacuation tasks should be agreed upon between the
Incident Commander and the EOC.  The Incident Commander will normally manage
evacuation operations at the scene, while the EOC coordinates operations beyond
the incident site, such as coordinating traffic control along evacuation routes,
arranging for the activation of shelter and mass care facilities, and advising other
jurisdictions of the evacuation.

C. ASSIGNMENT OF RESPONSIBILITIES 

1. The superintendent will:

a) For emergencies and disasters, recommend that staff and students evacuate, when
appropriate.
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b) Approve release of warnings, instructions, and other emergency public information
relating to evacuation

c) Coordinate evacuation efforts with other schools that may be affected by the
evacuation, where appropriate.

d) Direct the relocation of essential resources (personnel, equipment, and supplies) that
are at risk to safer areas.

e) Direct the opening of local shelter and mass care facilities, if needed.

2. The Incident Commander will:

a) Identify risk areas in the vicinity of the incident site and determine protective actions
for staff and students. If evacuation of district is required, plan, organize, and conduct
the evacuation with the resources assigned.

b) Request support from the EOC to assist in coordinating evacuation activities beyond
the incident site, such as activation of shelter and mass care facilities, if required.

3. The Emergency Management Coordinator will:

a) Develop and maintain evacuation planning information for district, including
population of the area, and primary evacuation routes.

b) Review the evacuation plans of the district and determine possible needs for
evacuation support.

c) Coordinate evacuation planning to include:

1) Selection of suitable evacuation routes, based on recommendations from law
enforcement.

2) Movement control, based on recommendations from law enforcement.

3) Transportation arrangements.

4) Shelter and mass care arrangements.

4. Common Tasks of All Organizations

a) If time permits, secure and protect facilities in evacuation areas.

b) If time permits, relocate essential equipment, supplies, and records to non-risk areas.

5. The Roma ISD Police will:

a) Recommend evacuation routes to the Incident Commander or EOC staff.

b) Assist in evacuation by providing traffic control.
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c) Protect property in evacuated areas and limited access to those areas.

d) Secure and protect or relocate prisoners.

e) Coordinate law enforcement activities with other emergency services.

f) Assist in warning the staff and students.

g) Provide information to the PIO for news releases to the public on the evacuation
routes.

6. The Public Information Officer (PIO) will:

a) Disseminate emergency information from the superintendent advising the staff and
students of evacuation actions to be taken.

b) Coordinate with area news media for news releases.

7. The Maintenance Department will:

a) Provide traffic control devices upon request.

b) Assist in keeping evacuation routes within school property open.

c) Provide barricade and barrier to restrict entry to evacuated areas and other areas
where entry must be controlled.

8. The Transportation Officer will

a) Coordinate transportation for evacuees without vehicles or who need assistance in
evacuating, determining and establishing pickup points if necessary.

b) Coordinate all transportation relating to relocation of essential resources.

c) Provide information to the PIO on pickup points or special pickup routes for those who
require transportation, so that this information may be provided to the public.

VII. DIRECTION AND CONTROL

A. GENERAL 

1. The superintendent has the general responsibility for recommending evacuation, when
that is the most suitable means of protecting the staff and students from a hazard.

2. In situations where rapid evacuation is critical to the continued health and
safety of the population, the on-scene Incident Commander may recommend
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evacuation of staff and students at risk in and around an incident scene and 
direct and control the required evacuation. 

B. LINES OF SUCCESSION 

1. THE LINES OF SUCCESSION FOR THE SUPERINTENDENT AND THE EMC ARE OUTLINED IN THE
BASIC PLAN.

2. LINES OF SUCCESSION FOR EACH DEPARTMENT AND AGENCY HEAD SHALL BE ACCORDING TO
THE STANDARD OPERATING PROCEDURES ESTABLISHED BY EACH DEPARTMENT.

VIII. READINESS LEVELS

A.  GREEN- LOW 

SEE THE MITIGATION AND PREPAREDNESS ACTIVITIES IN SECTION V.K, ACTIONS BY PHASES OF 
EMERGENCY MANAGEMENT. 

B. BLUE – GENERAL  

1. REVIEWING INFORMATION ON POTENTIAL EVACUATION AREAS, FACILITIES AT RISK, AND
EVACUATION ROUTES.

2. MONITORING THE SITUATION.

3. INFORMING FIRST RESPONDERS AND LOCAL OFFICIALS OF THE SITUATION.

4. Checking the status of potential evacuation routes and shelter/mass care facilities.

C. YELLOW – SIGNIFICANT.

1. MONITORING THE SITUATION.

2. ALERTING RESPONSE PERSONNEL FOR POSSIBLE EVACUATION OPERATIONS DUTY.

3. COORDINATING WITH SPECIAL FACILITIES TO DETERMINE THEIR READINESS TO EVACUATE.

4. CHECKING THE STATUS OF RESOURCES AND ENHANCING SHORT-TERM READINESS IF POSSIBLE.
MONITORING THE AVAILABILITY OF TRANSPORTATION ASSETS AND DRIVERS.

D. ORANGE – HIGH 

1. ACTIVATING THE EOC TO MONITOR THE SITUATION AND TRACK RESOURCE STATUS.

2. PLACING FIRST RESPONDERS AND TRANSPORTATION PROVIDERS IN AN ALERT STATUS;
PLACING OFF-DUTY PERSONNEL ON STANDBY. 
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3. UPDATING THE STATUS OF RESOURCES.

4. CHECKING THE STATUS OF EVACUATION ROUTES AND PRE-POSITIONING TRAFFIC
CONTROL DEVICES. 

5. UPDATING PLANS TO MOVE GOVERNMENT EQUIPMENT TO SAFE HAVENS.

6. SELECTING SHELTER/MASS CARE FACILITIES FOR USE.

7. PROVIDING INFORMATION TO THE STAFF, STUDENTS AND PARENTS ON PLANNED EVACUATION
ROUTES, SECURING THEIR CLASSROOMS, AND WHAT ITEMS THEY NEED TO TAKE WITH THEM 

E.  Red - Severe 

IX. ADMINISTRATION AND SUPPORT

A. RECORDS 

1. Activity Logs.  The Incident Commander shall maintain accurate logs recording
evacuation decisions, significant evacuation activities, and the commitment of resources
to support evacuation operations.

2. Documentation of Costs.  Expenses incurred in carrying out evacuations for certain
hazards, such as radiological accidents or hazardous materials incidents, may be
recoverable from the responsible party.  Hence, all departments and agencies will
maintain records of personnel and equipment used and supplies consumed during large-
scale evacuations.

C. RESOURCES 

GENERAL EMERGENCY RESPONSE RESOURCES THAT MAY BE REQUIRED TO CONDUCT AN 
EVACUATION ARE LISTED IN ANNEX M, RESOURCE MANAGEMENT. 

POST INCIDENT REVIEW 

For evacuations, the superintendent shall organize and conduct a review of emergency 
operations by those tasked in this annex in accordance with the guidance provided in 
Section IX.E of the Basic Plan.  The purpose of this review is to identify needed 
improvements in this plan, procedures, facilities, and equipment.  

E. EXERCISES 

LOCAL DRILLS, TABLETOP EXERCISES, FUNCTIONAL EXERCISES, AND FULL-SCALE EXERCISES SHALL 
PERIODICALLY INCLUDE AN EVACUATION SCENARIO BASED ON THE HAZARDS FACED BY THE 
DISTRICT.  
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X. ANNEX DEVELOPMENT AND MAINTENANCE 

C. The Emergency Management Coordinator is responsible for developing and maintaining this 
annex.   Recommended changes to this annex should be forwarded as needs become 
apparent. 

D. This annex will be revised annually and updated in accordance with the schedule outlined in 
Section X of the Basic Plan. 

E. Departments and agencies assigned responsibilities in this annex are responsible for 
developing and maintaining SOPs covering those responsibilities. 

XI. REFERENCES

FEMA, Guide for All-Hazard Emergency Operations Planning (SLG-101). 

APPENDICES: 

1 .................................................................................................... General Evacuation Checklist 
2 .......................................................................................................... Primary Evacuation Route 
3 ....................................................................................................  Secondary Evacuation Route 
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Appendix 1 
GENERAL EVACUATION CHECKLIST 

 ACTION ITEM Assigned 
PLANNING: 
1. Determine area(s) at risk:
 Determine population of risk area(s)
 Identify any special facilities in risk area(s)

2. DETERMINE EVACUATION ROUTES FOR RISK AREA(S) & CHECK THE STATUS OF
THESE ROUTES.

3. Determine traffic control requirements for evacuation routes.
4. Estimate public transportation requirements & determine pickup points.
5. Determine temporary shelter requirements & select preferred shelter

locations.
ADVANCE WARNING: 
6. Provide advance warning to special facilities & advise them to activate

their evacuation transportation & reception arrangements.  Determine if
requirements exist for additional support from local government.

7. Provide advance warning of possible need for evacuation to the public,
clearly identifying areas at risk.  See Annex I, Emergency Public
Information.

8. Develop traffic control plans & stage traffic control devices at required
locations

9. Coordinate with special facilities regarding precautionary evacuation.
10. Ready temporary shelters selected for use.
11. Coordinate with transportation providers to ensure vehicles & drivers will

be available when and where needed.
12. Coordinate with school districts regarding closure of schools.
13. Advise neighboring jurisdictions that may be affected of evacuation plans.
EVACUATION: 
14. Advise neighboring jurisdictions & the local Disaster District that

evacuation recommendation will be issued.
15. Disseminate evacuation recommendation to special facilities.  Provide

assistance in evacuating, if needed.
16. Disseminate evacuation recommendation to the public through available

warning systems, clearly identifying areas to be evacuated.
17. Provide amplifying information the public through the media.  Emergency

public information should address:
 What should be done to secure buildings being evacuated
 What evacuees should take with them
 Where evacuees should go & how should they get there
 Provisions for those without transportation

18. Staff and open temporary shelters
19. Provide traffic control along evacuation routes & establish procedures for

dealing with vehicle breakdowns on such routes.
20. Provide transportation assistance to those who require it.
21. PROVIDE SECURITY IN OR CONTROL ACCESS TO EVACUATED AREAS.
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22. PROVIDE SITUATION REPORT ON EVACUATION TO LOCAL DISASTER DISTRICT.

RETURN OF EVACUEES 
23. IF EVACUATED AREAS HAVE BEEN DAMAGED, REOPEN ROADS, ELIMINATE

SIGNIFICANT HEALTH AND SAFETY HAZARDS, & CONDUCT DAMAGE
ASSESSMENTS.

24. DETERMINE REQUIREMENTS FOR TRAFFIC CONTROL FOR RETURN OF
EVACUEES.

25. DETERMINE REQUIREMENTS FOR & COORDINATE PROVISION OF
TRANSPORTATION FOR RETURN OF EVACUEES.

26. ADVISE NEIGHBORING JURISDICTIONS AND LOCAL DISASTER DISTRICT THAT
RETURN OF EVACUEES WILL BEGIN.

27. ADVISE EVACUEES THROUGH THE MEDIA THAT THEY CAN RETURN TO THEIR
HOMES AND BUSINESSES; INDICATE PREFERRED TRAVEL ROUTES.

28. PROVIDE TRAFFIC CONTROL FOR RETURN OF EVACUEES.
29. COORDINATE TEMPORARY HOUSING FOR EVACUEES THAT ARE UNABLE TO

RETURN TO THEIR RESIDENCES.
30. COORDINATE WITH SPECIAL FACILITIES REGARDING RETURN OF EVACUEES TO

THOSE FACILITIES.
31. IF EVACUATED AREAS HAVE SUSTAINED DAMAGE, PROVIDE THE PUBLIC

INFORMATION THAT ADDRESSES:
 DOCUMENTING DAMAGE & MAKING EXPEDIENT REPAIRS
 CAUTION IN REACTIVATING UTILITIES & DAMAGED APPLIANCES
 CLEANUP & REMOVAL/DISPOSAL OF DEBRIS
 RECOVERY PROGRAMS   SEE ANNEX J, RECOVERY.

32. TERMINATE TEMPORARY SHELTER & MASS CARE OPERATIONS.
33. MAINTAIN ACCESS CONTROLS FOR AREAS THAT CANNOT BE SAFELY

REOCCUPIED.
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Appendix 2 
PRIMARY EVACUATION ROUTE 
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 SECONDARY VACUATION ROUTE 
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APPROVAL AND IMPLEMENTATION 

Annex G 
LAW ENFORCEMENT 

Benjamin Gonzalez 2018-2019  
Signature School Year 

Carlos Guzman 2018-2019 
Signature School Year 

NOTE:  The signature(s) will be based upon local administrative practices.  Typically, the 
individual having primary responsibility for this emergency function signs the annex in the 
first block and the second signature block is used by the superintendent.   Alternatively, 
each person assigned tasks within the annex may sign the annex. 
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Annex G 
LAW ENFORCEMENT

Change # Date of Change Entered By Date Entered 
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ANNEX G 
LAW ENFORCEMENT/SECURITY 

I.  AUTHORITY 

See Basic Plan, Section I. 

II. PURPOSE

The purpose of this annex is to provide policies and guidance as well as direction and control for 
school district personnel for emergencies at any [district name] facility that will require a 
response from local law enforcement.   

In the event of a disaster [district/school] must be prepared to provide security for the school 
building and its grounds and prepare to take care of the students until such time as parents or 
their designated representative can safely pick up the students. 

III. EXPLANATION OF TERMS

A. Acronyms 

EMC Emergency Management Coordinator 
EMS Emergency Medical Services 
EOC Emergency Operations Center 
ICP Incident Command Post 
ICS Incident Command System 
PIO Public Information Officer 
SOPs Standard Operating Procedures 

B. Definitions 

1. Anti-terrorism Activities

Use of defensive methods, including intelligence collection, investigation, passive
protection of facilities, implementation of physical and personnel security programs, and
emergency planning, to combat terrorism.

2. Consequence Management

Measures taken to protect public health and safety, restore essential government
services, and provide emergency relief to governments, businesses, and individuals
affected by the consequences of terrorism. Emergency management agencies normally
have the lead role in consequence management.
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3. Hazmat

Hazardous materials.

4. Terrorist Incident

A violent act, or an act dangerous to human life, in violation of the criminal laws of the
United States or of any state, to intimidate or coerce a government, the civilian
population, or any segment thereof, in furtherance of political and social objectives.

IV. SITUATION & ASSUMPTIONS

A. Situation 

1. Roma ISD is susceptible to both internal and external incidents that may require law
enforcement assistance.  While the nature of the emergencies may vary, it is important
to quickly notify not only the appropriate law enforcement agency, but also the affected
[district/school] staff and maintain control of a situation until assistance arrives.

2. The Roma ISD Police Department is the agency responsible for law enforcement within
the boundaries of Roma ISD.

B. Assumptions 

1. The initial response to an emergency involving law enforcement assistance will come
from various district personnel.  It is important that the school staff initially involved in the
emergency stay calm and take whatever action is necessary to protect students and
staff and oversee the initial response to any type of internal or external safety/security
situation

2. While emergencies may be either internal or external or large or small in scope, they all
require a coordinated and sequential response.  Incidents such as a bomb threat or
domestic violence situation require a special response.  Procedures for these types of
incidents as well as other law enforcement incidents (such as theft, assault or weapons
possession) follow.

3. During large-scale emergency situations, some normal law enforcement activities may
be temporarily reduced in order to provide resources to respond to the emergency
situation.

4. During large-scale evacuations, law enforcement support may be needed to control
traffic. In the aftermath of an evacuation, security must be provided for areas that have
been evacuated to protect property and deter theft.

V.  CONCEPT OF OPERATIONS 

In the event of an emergency in Roma ISD, the basic concept of operations will entail the 
immediate assessment of the nature of the emergency by the superintendent.  The prompt 
notification of the Roma ISD Police Department will occur via 911. 
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Depending on the nature and location of the emergency, district staff will provide the immediate 
response to the situation.  Regardless of the nature of the emergency, any immediate response 
must utilize sound judgment and not endanger the individual taking the initial action. The 
protection of students, staff, responders and visitors is of the utmost importance.  

Following the conclusion of any emergency, the appropriate reports/forms should be completed 
as soon as practical and contain a detailed report on the nature of the emergency and the 
district response. 

VI. ORGANIZATION & ASSIGNMENT OF RESPONSIBLITIES

A. Task Assignments 

1. Superintendent will:

a. Serve as initial Incident Commander during district – wide emergency

b. Ensure notification of appropriate agency has occurred

c. Oversee interface with the media.

d. Provide assistance as requested by the school(s)

e. As deemed appropriate, file report with school board

f. Provide qualified individuals to staff the Incident Command Post when activated.

g. Support other emergency functions as necessary.

2. [Principal/designee] will:

a. Serve as initial Incident Commander during campus emergency

b. Ensure notification of local law enforcement and district office

c. Provide teachers or other personnel with assistance as requested

d. Activate emergency response teams depending on the nature of the emergency

e. Transfer Incident Command Post to local law enforcement upon arrival on the scene

f. Assist local law enforcement as requested upon their arrival on the scene

g. Provide periodic updates to the district office

3. [Teachers and Support Staff] will:

a. Provide initial response to the incident while keeping students safe and calm

b. Provide the office with initial assessment of the incident
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c. Request any additional assistance in dealing with the event

d. Provide assistance as requested to local law enforcement

e. Ensure student accountability

f. Perform specified duties for emergency response teams if tasked

4. The Incident Commander will:

a. Establish an ICP and control and direct emergency response resources at the
incident scene until local law enforcement arrives and takes control.

b. Provide an initial incident assessment and requests additional resources if needed

c. Determine and implement initial protective actions for school students and staff in the
vicinity of the incident site.

VII. DIRECTION & CONTROL

A. General 

1. Routine law enforcement operations may continue during some emergency situations.
Direction and control of such operations will be by those that normally direct and control
day-to-day operations.

2. For most emergency situations, an Incident Commander will establish an Incident
Command Post at the scene and direct and control emergency operations at the incident
site from that command post. Once law enforcement arrives on the scene, the command
of the ICP will be transferred to the senior law enforcement officer present. The Incident
Commander will be assisted by a staff with the expertise and of a size required for the
tasks to be performed.

3. External response agencies are expected to conform to the general guidance provided
by the senior decision-makers and carry out mission assignments directed by the
Incident Commander. However, organized response units will normally work under the
immediate control of their own supervisors.

B. Continuity of Government 

The line of succession for the Benjamin Gonzalez, the Roma ISD Police Chief is: 

1. Debbie Amador

2. Jaime Martinez

3. Ivan Pina 
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VIII. READINESS LEVELS

A. Green-Low 

See the mitigation and preparedness activities of this annex. 

B. Blue-Normal 

1. Review and update plans and SOPs.

2. Maintain list of law enforcement resources.

3. Develop and update a list of key facilities that may require security during emergency
situations.

4. Maintain and periodically test equipment.

5. Conduct appropriate training, drills, and exercises.

6. Identify potential evacuation, traffic control and security issues and estimate law
enforcement requirements.

7. Develop tentative task assignments and identify potential resource shortfalls.

C. Yellow-Significant 

1. Check readiness of law enforcement equipment, supplies and facilities.

2. Correct equipment and facility deficiencies.

3. Correct shortages of essential supplies.

4. Update incident notification and staff recall rosters.

5. Notify key personnel of possible emergency operations.

6. Update information on key facilities and related security requirements.

7. If evacuation of correctional facilities may be required, review procedures for relocating
prisoners and determine availability of required specialized equipment.

D. Orange-High 

1. Alert personnel to the possibility of emergency duty.

2. Place selected personnel and equipment on standby.

3. Alert reserve/auxiliary personnel.

4. Identify personnel to staff the EOC and ICP if those facilities are activated.

5. Alert external resources covered by inter-local agreements.



Annex G G-6 
Ver 1.3  07/05 

E. Red-Severe 

1. Mobilize selected law enforcement personnel.

2. Consider precautionary deployment of equipment and personnel to enhance response
time.

3. If an evacuation has been recommended or spontaneous evacuation is taking place,
activate traffic control plans and deploy traffic control resources.

4. Dispatch law enforcement representative(s) to the EOC when activated.

5. Provide increased security at key facilities if needed.

IX. ADMINISTRATION & SUPPORT

A. Reporting 

In addition to reports that may be required by the district, school-based and local law 
enforcement elements participating in emergency operations should provide appropriate 
situation reports to the Incident Commander, or if an incident command operation has not 
been established, to the Emergency Operations Center. The Incident Commander will forward 
periodic reports to the EOC. Pertinent information will be incorporated into the Initial 
Emergency Report and the periodic Situation Report that is prepared and disseminated to key 
officials, other affected districts/schools, and state agencies during major emergency 
operations.  

Records 

1. Activity Logs

The Incident Commander shall maintain accurate logs recording significant operational
activities, the commitment of resources, and other information relating to emergency
response and recovery operations.

Documentation of Costs

Expenses incurred in carrying out emergency response operations for certain hazards,
such as radiological accidents or hazardous materials incidents, may be recoverable
from the responsible party. Hence, all departments and agencies will maintain records of
personnel and equipment used and supplies consumed during large-scale law
emergency operations.

B. Post Incident Review 

For large-scale emergency operations, the District shall organize and conduct a review of 
emergency operations in accordance with the guidance provided in Section IX.E of the Basic 
Plan. The purpose of this review is to identify needed improvements in this annex, procedures, 
facilities, and equipment. Law enforcement personnel who participated in the operations 
should participate in the review. 
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C. Communications 

General emergency communications capabilities and connectivity are discussed and depicted 
in Annex B, Communications.  

D. Resources 

A listing of law enforcement resources is provided in Annex M, Resource Management. 

E. Key Facilities 

A listing of key facilities that may require security during emergency situations is provided in 
Appendix 1 to this annex. 

X.  ANNEX DEVELOPMENT & MAINTENANCE 

A. The Roma ISD Police Department is responsible for developing and maintaining this annex. 
Recommended changes to this annex should be forwarded as needs become apparent. 

B. This annex will be revised annually and updated in accordance with the schedule outlined in 
Section X of the Basic Plan. 

C. Departments and agencies assigned responsibilities in this annex are responsible for 
developing and maintaining SOPs covering those responsibilities. 

XI. REFERENCES

1. Annex A (Warning)

2. Annex E (Evacuation)

3. Annex G (Law Enforcement)

4. Annex V (Terrorist Incident Response)

5. XII.  APPENDICES 

Appendix 1 Key Facilities 
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APPENDIX 1 
KEY FACILITIES 

FACILITY NAME ADDRESS POINT OF CONTACT 

Administration Office 

Schools 

Special Events Centers 

Communications 

Major Food Suppliers 

Fuel Distributors 

Other 
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APPENDIX 2 
CHECKLIST  

LAW ENFORCEMENT/SECURITY TEAM CHECKLIST 

A. Law Enforcement/Security Team Members: 

Team Leader(s)  _________________________________________________ 
   _________________________________________________ 

Team Members __________________________________________________ 
  __________________________________________________ 
  __________________________________________________ 

B. Assure evacuation assembly areas are safe 

C. If needed, prepare sanitation areas 

D. Prepare to receive neighbors and other volunteers 

E. Secure school and grounds 

F. Prepare tool box 

_____1. Master keys 

_____2. Two-way radios  

_____3. Barricades, ropes, tape 

_____4. Pre-written placards and signs 

_____5. Site diagrams 

_____6. Volunteer job descriptions 

_____7. Toilet facilities - poles, black polyethylene sheeting, portable jons, spare 
bags, 5 gal. urinal buckets, toilet paper and holders, disposable hand 
wipes 

G-2-1
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APPROVAL & IMPLEMENTATION 

ANNEX H 

FIRST AID 

This annex is hereby approved for implementation and supersede all 
previous editions.  

Rosa Flores          2018-2019 
Signature School Year 

Carlos Guzman 2018-2019        
Signature  School Year 

NOTE:  THE SIGNATURE(S) WILL BE BASED UPON LOCAL ADMINISTRATIVE PRACTICES.  TYPICALLY, THE
INDIVIDUAL HAVING PRIMARY RESPONSIBILITY FOR THIS EMERGENCY FUNCTION SIGNS THE ANNEX IN 
THE FIRST SIGNATURE BLOCK AND THE SECOND SIGNATURE BLOCK IS USED BY THE SUPERINTENDENT. 
ALTERNATIVELY, EACH PERSON ASSIGNED TASKS WITHIN THE ANNEX MAY SIGN THE ANNEX. 



VER 1.3 
07/05 

H-II 

RECORD OF CHANGES 

ANNEX H 

First Aid 

CHANGE # DATE OF CHANGE ENTERED BY DATE ENTERED 
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ANNEX H 
HEALTH & MEDICAL SERVICES 

I. AUTHORITY 

See Basic Plan, Section I. 

School Board Policies 

II. PURPOSE

The purpose of this annex is to outline the local organization, operational 
concepts, responsibilities, and procedures to accomplish coordinated first aid 

care for students and staff during emergency situations. 

In case of a major emergency or disaster, schools may be without normal emergency medical 
services.  This plan provides for limited first aid services to be provided by selected personnel 
when other public and private services are unable to respond or cannot be contacted during and 
after a widespread disaster. 
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III. EXPLANATION OF TERMS

A. Acronyms 

ARC American Red Cross 
DDC Disaster District Committee 
DMAT Disaster Medical Assistance Team 
DMORT Disaster Mortuary Services Team 
EMS Emergency Medical Services 
EMT Emergency Medical Technician 
EOC Emergency Operations or Operating Center 
FEMA Federal Emergency Management Agency 
ICP Incident Command Post 
ICS Incident Command System 
NDMS National Disaster Medical System 
PIO Public Information Officer 
SOPs Standard Operating Procedures 
TDH TEXAS DEPARTMENT OF HEALTH 

B. DEFINITIONS 

1. Disaster Medical Assistance Team.  A team of volunteer medical professionals and
support personnel equipped with deployable equipment and supplies that can move
quickly to a disaster area and provide medical care.

2. Disaster Mortuary Services Team.  A team of mortuary service and medical personnel
that provide mortuary and victim identification services following major or catastrophic
disasters.

3. National Disaster Medical System.  A nation-wide mutual aid network consisting of federal
agencies, businesses, and other organizations that coordinates disaster medical
response, patient evacuation, and definitive medical care.  At the federal level, it is a
partnership between Department of Health and Human Services, the Department of
Defense, the Department of Veterans Affairs, and FEMA. Non-federal participants include
major pharmaceutical companies and hospital suppliers, the national Foundation for
Mortuary Care, and certain international disaster response and health organizations.

4. Special Needs Individuals/Groups. Includes the elderly, medically fragile,
mentally and/or physically challenged or handicapped, individuals with
mental illness, and the developmentally delayed. These groups may need
specially trained health care providers to care for them, special facilities
equipped to meet their needs, and require specialized vehicles and
equipment for transport. This population requires specialized assistance in
meeting daily needs and may need special assistance during emergency
situations.

IV. SITUATION & ASSUMPTIONS

A. SITUATION 
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1. As outlined in section IV.A and Figure 1 in the Basic Plan, our area is vulnerable to a
number of hazards.  These hazards could result in the evacuation, destruction of or
damage to [district/school], serious health risks, and other situations that adversely affect
the daily life of our staff and students.

2. School personnel must be prepared to provide first aid services to the extent of their
individual certification or training, not to surpass “basic life support.”  Basic life support
means non-invasive emergency medical services requiring basic medical treatment skills.

3. An onsite first aid station will be established at a safe location.  The injured will be found
and moved to the first aid station.  In the event of mass casualties, triage will be performed.
Triage is defined as the sorting of patients into categories of priority for care based on
injuries and medical emergencies.  Directions for performing triage follow the first aid and
triage checklist.

4. Hospitals, nursing homes, ambulatory care centers, pharmacies, and other facilities for
medical/health care and special needs populations may be damaged or destroyed in major
emergency situations.

5. Roma ISD has identified the following personnel with first aid and medical skills.
These individuals will make up the First Aid team.

B. ASSUMPTIONS 

1. Although many health-related problems are associated with disasters, there
is an adequate local capability to meet most emergency situations.

2. Public and private medical, health, and mortuary services resources located
in our [county/city] will be available for use during emergency situations;
however, these resources may be adversely impacted by the emergency.

3. Disruption of sanitation services and facilities, loss of power, and the
concentration of people in school shelters may increase the potential for
disease and injury.

4. The district personnel will require guidance on how to avoid health hazards
caused by the disaster or arising from its effects.

5. Some types of emergency situations, including earthquakes, hurricanes,
and floods may affect a large proportion of our county/city, making it difficult
to obtain mutual aid from the usual sources.

6. State, and possibly federal, assistance will be available, upon request, to
supplement local health and medical resources.
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V. CONCEPT OF OPERATIONS 

A. GENERAL 

1. Roma ISD has a responsibility to ensure the welfare of its staff and students and will
develop a capability to provide basic and appropriate first aid services during emergency
situations.

2. Provisions must be made for the following:

a. ESTABLISHMENT OF A FIRST AID STATION.
b. COORDINATING HEALTH & MEDICAL RESPONSE TEAM EFFORTS.
c. TRIAGE OF THE INJURED, IF APPROPRIATE.
d. HOLDING AND TREATMENT AREAS FOR THE INJURED.
e. CONDUCTING HEALTH INSPECTIONS OF CONGREGATE CARE AND EMERGENCY FEEDING

FACILITIES IN COORDINATION WITH THE ARC.

B. MORTUARY SERVICES 

1. LAW ENFORCEMENT IS RESPONSIBLE FOR INVESTIGATING DEATHS THAT ARE NOT DUE TO
NATURAL CAUSES OR THAT DO NOT OCCUR IN THE PRESENCE OF AN ATTENDING PHYSICIAN.
[JUSTICES OF THE PEACE/MEDICAL EXAMINERS] ARE RESPONSIBLE FOR DETERMINING CAUSE
OF DEATH, AUTHORIZING REQUIRING AUTOPSIES TO DETERMINE THE CAUSE OF DEATH,
AUTHORIZING FORENSIC INVESTIGATIONS TO IDENTIFY UNIDENTIFIED BODIES, AND
AUTHORIZING REMOVAL OF BODIES FROM INCIDENT SITES.

2. WHEN IT APPEARS THAT AN INCIDENT INVOLVES FATALITIES, THE INCIDENT COMMANDER SHALL
REQUEST THE COMMUNICATIONS CENTER MAKE NOTIFICATIONS TO THE JUSTICE OF THE
PEACE/MEDICAL EXAMINER AND LAW ENFORCEMENT AND REQUEST THAT THEY RESPOND TO
THE SCENE.

3. LAW ENFORCEMENT OR THE JUSTICE OF THE PEACE/MEDICAL EXAMINER SHALL ARRANGE FOR
THE TRANSPORTATION OF BODIES REQUIRING AUTOPSY OR IDENTIFICATION TO MORGUES OR
SUITABLE EXAMINATION FACILITIES.  WHEN MASS FATALITIES HAVE OCCURRED, IT MAY BE
NECESSARY TO ESTABLISH A TEMPORARY MORGUE AND HOLDING FACILITIES AND OBTAIN
ADDITIONAL MORTUARY SERVICE ASSISTANCE.

4. DEPENDING ON THE SIZE OF THE EMERGENCY THE DISTRICT MAY NEED TO PROVIDE SPACE FOR
A TEMPORARY MORGUE.

5. FUNERAL HOMES WILL COLLECT BODIES OF VICTIMS FROM THE SCENE AND FROM HOSPITALS,
MORGUES, AND OTHER LOCATIONS AND ARRANGE WITH NEXT OF KIN FOR THE DISPOSITION OF
REMAINS.

G.  REQUESTING EXTERNAL ASSISTANCE. 

IF HEALTH AND MEDICAL PROBLEMS RESULTING FROM AN EMERGENCY SITUATION CANNOT BE 
RESOLVED WITH DISTRICT RESOURCES, MEDICAL ASSISTANCE WILL BE REQUESTED FROM THE 
LOCAL COMMUNITY.  THE SUPERINTENDENT SHOULD MAKE THE REQUEST. 
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H. ACTIVITIES BY PHASES OF EMERGENCY MANAGEMENT 

1. Mitigation:

a. Conduct hazard analysis
b. Conduct vulnerability assessments

2. Preparedness:

a. Maintain adequate medical supplies.
b. Train and exercise first aid team members
c. Ensure that all certifications are up-to-date
d. Train and exercise staff and students

3. Response:
a. Provide basic first aid to injured
b. Perform triage as necessary
c. Establish first aid station

4. Recovery:

a. Compile health reports for state and federal officials.
b. Identify potential and/or continuing hazards affecting students and staff
c. Distribute appropriate guidance for the prevention of the harmful effects of the hazard.
d. Continue to collect vital statistics.

VI. ORGANIZATION & ASSIGNMENT REPONSIBILITIES

A. ORGANIZATION 

1. Our normal emergency organization, described in Section VI.A of the Basic Plan and
depicted in Attachment 3 to that Plan, will plan and carry out first aid operations during
emergency situations.

2. The district will establish a basic first aid team.

3. Upon receipt of official notification of an actual or potential district emergency, the district
will activate the basic first aid team.

B. ASSIGNMENT OF RESPONSIBILITIES 

1. General
The superintendent will be responsible for establishing a first aid team. The person with
the most skill, training, or medical certification will be designated as the First Aid Team
leader.

2. EMERGENCY FUNCTIONS
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UNDER THE DISTRICT EMERGENCY OPERATIONS PLAN, THE FIRST AID TEAM HAS PRIMARY 
RESPONSIBILITY TO PROVIDE THE FOLLOWING SERVICES IN RESPONSE TO EMERGENCY 
SITUATIONS:  

a. Essential first aid care for staff and students.
b. Triage

C. TASK ASSIGNMENTS 

1. The First Aid Team Leader will:

a. Coordinate emergency first aid activities from the first aid station
b. Establish triage location
c. Rapidly assess health and medical needs.
d. Oversee and coordinate the efforts of [district/school’s] first aid needs before, during

and after an emergency.

2. The First Aid Team will:
a. Establish four treatment areas

1) Red area for victims with life-threatening injuries
2) Yellow area for victims without immediate life-threatening injuries
3) Green area for victims with minor injuries
4) Black area for dead or mortally wounded.  This area should be located away from

the others
b. Administer CPR if necessary
c. Control bleeding by applying pressure to wounds
d. Coordinate care with professional emergency medical service providers, if possible.
e. Request or provide medical transportation of seriously injured to medical facility, if

possible.
f. Maintain records of type of first aid administered

VII. DIRECTION & CONTROL

A. GENERAL 

1. The First Aid team leader, supported by an appropriate staff, shall direct and coordinate
the efforts of basic first aid services during major emergencies until emergency responders
arrive.
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B. LINE OF SUCCESSION 

To ensure continuity of basic first aid activities during threatened or actual disasters, the 
following line of succession is established for the First Aid team leader:  

1. Alondra Rodriguez

2. Laura Nall

3. Maria Arellano

VIII. READINESS LEVELS

A.   GREEN-LOW 

See the mitigation and preparedness activities of this annex. 

B.   BLUE-GENERAL  
1. Review and update plans and related SOPs.
2. Review assignment of all personnel.
3. Coordinate with local private industries on related activities.
4. Maintain a list of basic first aid resources (see Annex M).
5. Maintain and periodically test equipment.
6. Conduct appropriate training, drills, and exercises.
7. Develop tentative task assignments and identify potential resource shortfall
8. Establish a liaison with all private health & medical facilities.

C.   YELLOW -SIGNIFICANT RISK: 
1. Check readiness of basic first aid equipment, supplies, and facilities.
2. Correct any deficiencies in equipment and facilities.
3. Correct shortages of essential supplies and equipment.
4. Update incident notification and staff recall rosters.
5. Notify key personnel of possible emergency operations.
6. Review procedures for relocating patients.

D.   ORANGE- HIGH 
1. Alert personnel to the possibility of emergency duty.
2. Place selected personnel and equipment on standby.

E.   RED-SEVERE 
1. Mobilize basic first aid resources to include personnel and equipment.
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IX ADMINISTRATION & SUPPORT 

A. REPORTING 

1. Members of the First Aid team participating in emergency operations should provide
appropriate situation reports to the Incident Commander, or if an incident command
operation has not been established, to the principal.

2. Pertinent information from all sources will be incorporated into the Initial Emergency
Report and the periodic Situation Report that is prepared and disseminated to key officials

B. Maintenance and Preservation of Records 

1. MAINTENANCE OF RECORDS.  BASIC FIRST AID RECORDS GENERATED DURING AN EMERGENCY
WILL BE COLLECTED AND FILED IN AN ORDERLY MANNER. THIS IS SO A RECORD OF EVENTS IS
PRESERVED FOR USE IN DETERMINING THE POSSIBLE RECOVERY OF EMERGENCY OPERATIONS
EXPENSES, RESPONSE COSTS, SETTLING CLAIMS, ASSESSING THE EFFECTIVENESS OF
OPERATIONS, AND UPDATING EMERGENCY PLANS AND PROCEDURES.

2. Documentation of Costs.  Expenses incurred in carrying out basic first aid for certain
hazards, such as radiological accidents or hazardous materials incidents, may be
recoverable from the responsible party.  Hence, all departments and agencies will
maintain records of personnel and equipment used and supplies consumed during large-
scale health and medical operations.

3. Preservation of Records.  Vital health & medical records should be protected from the
effects of a disaster to the maximum extent possible.  Should records be damaged during
an emergency situation, professional assistance for preserving and restoring those
records should be obtained as soon as possible

C. Post Incident Review 

FOR LARGE-SCALE EMERGENCIES AND DISASTERS, THE SUPERINTENDENT SHALL ORGANIZE AND 
CONDUCT A REVIEW OF EMERGENCY OPERATIONS BY THOSE TASKED IN THIS ANNEX IN 
ACCORDANCE WITH THE GUIDANCE PROVIDED IN SECTION IX.E OF THE BASIC PLAN.  THE 
PURPOSE OF THIS REVIEW IS TO IDENTIFY NEEDED IMPROVEMENTS IN THIS ANNEX, PROCEDURES, 
FACILITIES, AND EQUIPMENT.  HEALTH AND MEDICAL SERVICES THAT PARTICIPATED IN THE 
EMERGENCY OPERATIONS THAT ARE BEING REVIEWED SHOULD PARTICIPATE IN THE POST-
INCIDENT REVIEW. 

D. EXERCISES 

LOCAL DRILLS, TABLETOP EXERCISES, FUNCTIONAL EXERCISES, AND FULL-SCALE EXERCISES 
BASED ON THE HAZARDS FACED BY OUR DISTRICT SHOULD PERIODICALLY INCLUDE BASIC FIRST 
AID OPERATIONS.   ADDITIONAL DRILLS AND EXERCISES MAY BE CONDUCTED BY VARIOUS 
AGENCIES AND SERVICES FOR THE PURPOSE OF DEVELOPING AND TESTING ABILITIES TO MAKE 
EFFECTIVE HEALTH AND MEDICAL RESPONSE TO VARIOUS TYPES OF EMERGENCIES. 

E. Resources 



VER 1.3 
07/05 

H-9 

1. A list of local health & medical facilities is provided in Appendix 1.

2. A list of deployable health and medical response resources is provided in Annex M,
Resource Management.

X. ANNEX DEVELOPMENT & MAINTENANCE 

A. The [First Aid Team] is responsible for developing and maintaining this annex.  Recommended 
changes to this annex should be forwarded as needs become apparent. 

B. This annex will be revised annually and updated in accordance with the schedule outlined in 
Section X of the Basic Plan. 

C. Departments and agencies assigned responsibilities in this annex are responsible for 
developing and maintaining SOPs covering those responsibilities. 

XI. REFERENCES

A. Annex H (Health & Medical Services) to the State of Texas Emergency Management Plan. 

B. Texas Department of Health (TDH) website: www.tdh.state.tx.us. 

C. TDH Public Health Region website: www.tdh.state.tx.us/brlho/regions.html. This site contains 
information on the counties served by the 11 TDH Public Health Regions. 

APPENDICES 

Appendix 1 .............................................................................. Local Health & Medical Facilities 
Appendix 2 ..................................................................................................... Triage Guidelines 
Appendix 3 ................................................................................... First Aid and Triage Checklist 
Appendix 4 ..................................................................................... Infection Control Guidelines 
Appendix 5 ............................................................................................ Notice of First Aid Care 

http://www.tdh.state.tx.us/
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Appendix 1 
LOCAL HEALTH & MEDICAL FACILITIES 

1. Hospitals

2. Clinics

3. Nursing Homes
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Appendix 2 
TRIAGE GUIDELINES 

Triage is defined as the sorting of patients into categories of priority for care 
based on injuries and medical emergencies.  This process is used at the scene 
of multiple-victim disasters and emergencies when there are more victims than 
there are rescuers trained in emergency care. 

Incidents that involve large numbers of casualties and a delay in the response 
time of emergency medical services require a special form of triage.  The 
modified triage system that is in most common use is the S.T.A.R.T. (Simple 
Triage And Rapid Treatment) Plan.  In this plan, patients are triaged into very 
broad categories that are based on the need for treatment and the chances of 
survival under the circumstances of the disaster.  These categories are listed 
below. 

TRIAGE Priorities 
Highest Priority 

1. Airway and breathing difficulties
2. Cardiac arrest
3. Uncontrolled or suspected severe bleeding
4. Severe head injuries
5. Severe medical problems
6. Open chest or abdominal wounds
7. Severe shock

Second Priority 
1. Burns
2. Major multiple fractures
3. Back injuries with or without spinal cord damage

Lowest Priority 
1. Fractures or other injuries of a minor nature
2. Obviously mortal wounds where death appears reasonably
certain 
3. Obviously dead

IV. REFERENCES

A. 1st Responder, Second Edition, J. David Bergerson, 1987 

B. Emergency Medical Services: First Responder Training Course Instructor 
Lesson Plans, U.S. Department of Transportation, National Highway 

Traffic Safety Administration. 
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Appendix 3 
FIRST AID AND TRIAGE CHECKLIST 

A. Establish First Aid Team 

Team Leader  

Team Member  

_____ 1. Identify and organize personnel present at the school with emergency first 
aid, CPR, and medical knowledge into a team or teams. 

_____ 2. Brief First Aid Team on the situation and assign duties. 

_____ 3. Establish a first aid station in any safe location, depending on the extent of the 
disaster or emergency. 

_____ 4. Identify first aid treatment and holding areas. 

B. Triage - Treatment 

_____ 1. Direct and coordinate the efforts of the First Aid Team(s) in triage and 
 treatment of the injured.  (See Triage Guidelines.) 

_____ 2. Request medical transportation services for the injured or deceased.  If the  
disaster effects make normal means of medical transport unavailable, provide 
transportation using private vehicles. 

_____ 3. Identify and record the disposition of the injured, the deceased, and their belongings. 

_____ 4. Maintain communications with responding emergency medical services  
providers, onsite emergency teams, the Command Post, and the Emergency 
Operations Center, if activated. 

C. Logistical Support 

_____ 1. Ensure the acquisition and maintenance of health and medical supplies and 
equipment. 

_____  2. Coordinate the transportation of health and medical supplies, equipment, and 
personnel. 

_____ 3. Establish, if necessary, an emergency shelter for victims, employees, rescuers, 
etc.
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Appendix 4 
INFECTION CONTROL GUIDELINES FOR PROTECTION 

OF HIV TRANSMISSION IN FIRST AID SITUATIONS 

I. Hand washing 

Hand washing is the single most effective means of preventing the spread of 
infection.  Hand washing procedures should be followed even if gloves have 
been worn.  If an emergency situation precludes proper hand washing, the 
hands should be washed as soon as possible after exposure. 

Any skin surface that comes into contact with blood or other body fluids should 
be cleansed using the same procedures used for hands.  Hands should be 
washed: 

 Before and after contact with a patient.

 Before and after touching open wounds (even if gloves are worn).

 Before eating.

 After any direct exposure to blood or other body fluids.

 After removing gloves.

 After handling soiled or contaminated items and equipment.

 After using the toilet.

The correct method used for hand cleaning and decontamination is with soap 
and water: 

1. Wet hands.
2. Lather hands with either bar soap or liquid soap.
3. Rub repeatedly for at least 15 seconds.
4. Rinse.
5. Turn faucets off using a dry paper towel.
6. Dry hands properly and dispose of used paper towel in plastic bag.

In areas where running water is not readily available: 

1. Remove obvious soil with a wet towelet.
2. Use waterless foams or rinses to clean skin.

II. Barrier Precautions

A medical history and examination cannot readily identify all patients infected
with HIV or other blood-borne organisms.  Therefore, blood and other body fluid
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precautions should be consistently used for all patients.  These include patients 
at first aid stations where the risk of exposure by blood is possible and where the 
infectious status of the patient is usually unknown. 

All health care workers should use the following barrier precautions to prevent 
exposure of skin and mucous membranes when contact with blood or any other 
body fluids of any patient is anticipated. 

 Disposable latex gloves (which do not have to be sterile) should be worn
for touching blood or other body fluids (urine, stool, semen, infected
wounds, vomit), mucous membranes, or non-intact skin of all patients.

 Gloves should be worn for handling items or surfaces soiled with blood or
other body fluids.

 Gloves should be changed between each patient.

 Hands and other skin surfaces should be washed immediately and
thoroughly on  contact with blood or other body fluids.

 Hands should be washed immediately after gloves are removed.

 Masks and protective eyewear or face shields should be worn during
procedures that are likely to disperse droplets of blood or other body
fluids, so that exposure of mucous membranes of the mouth, nose, and
eyes is prevented.

 Gowns or aprons should be worn during procedures that are likely to
generate splashes of blood or other body fluids.

III. Rescue Breathing

There is no evidence that the HIV/AIDS virus has been transmitted through contact with
saliva.  However, pocket masks for all age groups should be available to first aid stations
for use whenever CPR is administered.  To use the pocket mask, the first aid responder
must have had previous instructions.

After resuscitation is complete, pocket masks, if used, should be correctly cleaned and
disinfected, or discarded if disposable.

IV. Eye Rinse

If the eye is splattered with blood or any other body fluid, it should be flushed
immediately with saline or water rinses.  Goggles should be available for use in those
situations where splattering of blood is anticipated.

V. Precautions to Prevent Injuries From Needles, Scissors, and Other Sharp
Instruments

All health care workers should take precautions to prevent injuries caused by scissors,
needles, lancets, and other sharp instruments during use and during handling, cleaning,
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or disposal.  Used needles and pointed instruments are the medical instruments most 
frequently implicated in accidental exposure to blood-borne diseases.  Health care 
workers should: 

 Be extremely careful in handling all scissors, needles, and sharp instruments.

 Minimize handling of such instruments.

 Not attempt to recap used needles or sharp instruments.

 Discard disposable needles, syringes,  lancets, and sharp instruments as soon
after use as possible in an impervious, closed container (hard plastic or metal
can).
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Notice of First Aid Care 

DATE:  _______________________ 

SCHOOL:  ____________________ 

Dear Parent: 

______________________________________ was injured at school and has been given first 
aid. If you feel further care is necessary, please consult your family physician. 

Destination: (If not presently on site) 
______________________________________________________ 

Transporting Agency: (if not presently on site) 
_______________________________________________ 

Time:   ____________________ 

Remarks: 

Please sign and return one copy to school. Retain a copy for your records. 

_________________________________      _____________________________________ 
    PARENT’S SIGNATURE   SCHOOL REPRESENTATIVE’S SIGNATURE 

Note:     1 copy goes home with student 
   1 copy stays with teacher or medical treatment team records 

Appendix 5 to Annex H

H-5-1
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APPROVAL AND IMPLEMENTATION 

Annex I 
EMERGENCY PUBLIC INFORMATION 

Helen Escobar 2018-2019 
Signature School Year 

Carlos Guzman 2018-2019 
Signature School Year 

NOTE: The signature(s) will be based upon local administrative practices. Typically, the first 
signature block is used by the individual having primary responsibility for this emergency function 
and the second signature block is used by the superintendent. Alternatively, each person 
assigned tasks within the annex may sign the annex. 
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RECORD OF CHANGES 

Annex I 
EMERGENCY PUBLIC INFORMATION 

Change # Date of Change Entered By Date Entered 
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ANNEX I 
EMERGENCY PUBLIC INFORMATION 

I.  AUTHORITY 

A. See Section I of the Basic Plan for general authorities. 

B. Texas Local Government Code, Chapter 203 (Management and Preservation of Records). 

II. PURPOSE

The purpose of this annex is to outline the means, organization, and process by which 
District will provide appropriate information and instructions to the public during emergency 
situations. This annex also provides for disaster-related public education to be conducted in 
advance of emergency situations to reduce the likelihood that citizens will place themselves 
in hazardous situations that may require an emergency response. 

III. EXPLANATION OF TERMS

A. Acronyms 

ARC American Red Cross 
EAS Emergency Alert System 
EMC Emergency Management Coordinator 
EM Emergency Management 
EOC Emergency Operations Center 
EPI Emergency Public Information 
FEMA Federal Emergency Management Agency 
Hazmat Hazardous Materials 
ICP Incident Command Post 
JIC Joint Information Center 
LWP Local Warning Point 
NOAA National Oceanic & Atmospheric Administration 
PIO Public Information Office or Officer 
SOPs Standard Operating Procedures 
TV Television 

B. Definitions 

Emergency Public Information (EPI) 
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Information provided to citizens during emergency situations about the emergency 
situation, together with instructions on how to protect personal health, safety, and property 
or how to obtain assistance.  

IV. SITUATION & ASSUMPTIONS

A. Situation 

1. The district faces a number of hazards which may cause emergency situations; see
Section IV of the Basic Plan for a summary of those hazards and their possible impact.

2. During emergencies, the staff, students and parents need timely, accurate information
on the emergency situation and appropriate instructions regarding protective actions that
should be taken to minimize injuries, loss of life and damage to property.

3. For some slowly developing emergency situations (such as river flooding or hurricanes),
there may be several days for local government and the media to provide detailed
information about the hazard and what citizens should do.

4. For other emergency situations, there may be no warning, leaving the public information
system unable to react rapidly enough to properly inform the public about the hazard and
what to do about it. For this reason, it is important that the staff, students, and parents be
advised of likely hazards and what protective measures should be taken to lessen the
effect of an emergency and/or disaster.

B. Assumptions 

1. An effective program combining both education and emergency information can
significantly reduce loss of life and property. However, many people are unconcerned
about hazards until they may be affected and will not participate in or retain pre-
emergency education; therefore, special emphasis must be placed on the delivery of
emergency information during emergencies and disasters.

2. Local media will cooperate in disseminating warning and emergency public information
during emergency situations and may participate in pre-disaster awareness programs
and other disaster education activities.

3. Some emergency situations may generate substantial media interest and draw both
local media and media from outside the local area, overwhelming the available
emergency public information staff.

V.  CONCEPT OF OPERATIONS 

A. General 

1. Emergency information efforts should focus on specific event-related information. This
information will generally be of an instructional nature focusing on such things as



Annex I I-3 
Ver 1.2  07/05 

warning, evacuation, and shelter. A special effort should be made to keep the public 
informed of the general progress of events. Reporting positive information regarding 
emergency response will help to reassure the community that the situation is under 
control. Rumor control must be a major aspect of the informational program. Public 
feedback should be used as a measure of the program’s effectiveness.  

2. Education efforts are to be directed toward increasing public awareness about potential
hazards and how people should prepare for them. All information and education efforts
will rely heavily on the cooperation of every type of media organization

B. Information Dissemination 

1. In the initial stages of an emergency situation, the Local Warning Point (LWP) may have
to take action on time-sensitive hazards. Within the limits of the authority delegated to it,
the LWP, located at the Roma Police Department will determine if a warning needs to be
issued, formulate a warning if necessary, and disseminate it. Pre-scripted emergency
messages have been prepared for likely hazards and are included in Annex A, Warning;
a list of these messages is provided in Appendix 5. These pre-scripted messages may
be used as written or tailored as needed for specific circumstances.

2. As Emergency Alert System (EAS) messages are limited to two minutes, EAS warning
messages may have to be supplemented with Special News Advisories prepared by the
Public Information Office (PIO) staff that contain amplifying emergency information.
Special News Advisories are generally disseminated to media outlets by fax. Copies of
the pre-scripted messages, which include warning messages and Special News
Advisories, are maintained on computers at the district/school and in the Emergency
Operations Center (EOC) so that they can be modified quickly.

a. Broadcasters and cable operators will expect EAS to be used for life-threatening
emergencies.

3. If an incident command operation is activated for an emergency situation, the Incident
Commander will normally warn the public in and around the incident site. A designated
PIO at the Incident Command Post (ICP), assisted by the district PIO staff if necessary,
will normally provide information on the emergency situation to the media if the EOC has
not been activated.

4. Once the EOC has been activated for an emergency situation, the EOC Supervisor will
normally determine the need for additional warning and instructions. The PIO staff will
formulate additional warning messages and public instructions, using the sample
messages contained in Annex A as a basis, where appropriate. The LWP will normally
execute such warnings by activating the warning system, including transmitting EAS
messages to broadcasters. The PIO staff will disseminate Special News Advisories and
other emergency public information materials to the media directly using its contact list.

5. In the case of large-scale emergencies or disasters where there are substantial external
responders from other jurisdictions and/or state or federal agencies and the response
and recovery effort may continue for an extended period, a Joint Information Center
(JIC) may be established. The JIC is a working facility where the emergency public
efforts of all participating jurisdictions, agencies, volunteer organizations, and other



Annex I I-4 
Ver 1.2  07/05 

responders can be coordinated to ensure consistency and accuracy. In federally 
declared disasters, a JIC will typically be set up as part of the Disaster Field Office. 

6. The following means will be used to provide emergency information and instructions to
the public:

a. EAS broadcasts by radio, television, and cable companies.

b. Special news broadcasts by radio, television, and cable companies.

c. Local newspapers.

d. Time Warner Cable local government access channel.

C. Providing Emergency Information to Special Populations 

Special populations will be provided information on emergency situations and appropriate 
instructions by the following methods: 

1. Visually-impaired: EAS messages and news advisories on radio, National Oceanic &
Atmospheric Administration (NOAA) Weather Radio, or by door-to-door notification

2. Hearing-impaired: Captioned EAS messages and news advisories on television, print
media

3. Non-English Speakers:

D. Resources 

The district PIO shall maintain a Media Roster that contains the names, telephone and 
facsimile numbers, and E-mail addresses of each of the media resources listed below. See 
Appendix 1.    

E. Phases of Management 

1. Mitigation

a. Conduct hazard awareness programs.

b. Develop systems to enhance information dissemination during emergency situations.

2. Preparedness

a. Develop and distribute educational materials; conduct public education programs.

b. In coordination with the EMC, prepare pre-scripted warning and public instruction
messages for known hazards. See Appendix 5 to this annex for a list of those
message; the messages are included in Annex A, Warning.
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c. Brief local media on local warning systems and coordinate procedures for
transmitting emergency information to media.

d. Conduct public education on warning systems and the actions that should be taken
for various types of warnings.

e. Train public information staff.

f. Brief local officials and emergency responders on working with the media. See
Appendix 3.

g. Maintain this annex.

h. Identify suitable facilities for a Joint Information Center.

3. Response

a. Develop and release emergency public information.

b. Conduct media monitoring to determine the need to clarify issues and distribute
updated public instructions

c. Manage rumor control.

d. Conduct news conferences and arrange interviews as needed.

4. Recovery

a. Provide public information relating to recovery process and programs

b. Compile record of events.

c. Assess effectiveness of public information and education program.

VI. ORGANIZATION & ASSIGNMENT OF RESPONSIBILITIES

A. General 

1. The overall responsibility for providing emergency information and instructions to the
public rests with the [district/school public information officer].

2. The superintendent shall provide general guidance for EPI programs and appoint a
Public Information Officer.

3. The PIO will manage and coordinate all emergency public information related activities
and direct such staff as may be assigned or recruited to assist in those activities.

4. Trained public information specialists will staff PIO positions at the Incident Command
Post (ICP) and in the EOC.

B. Task Assignments 
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1. The superintendent will:

a. Appoint a Public Information Officer (PIO).

b. Ensure that an emergency public information and education program is developed
and maintained.

c. Provide emergency information to the public, when appropriate.

d. Authorize release of information to the media during emergencies.

2. The PIO will:

a. Coordinate the emergency public information efforts of local government.

b. Serve as the official district spokesperson during emergencies or serve as the district
representative in the JIC, if such a facility is activated.

c. Conduct public education programs as an ongoing activity.

d. Based on all hazards likely to confront this district, develop and disseminate EPI
materials and maintain a stock of materials for emergency use. Such materials
should include:

1) General materials dealing with the nature of hazards and basic protective
actions to take in the event of an emergency, including shelter-in-place and
evacuation.

2) Hazard specific instructions on “where to go and what to do” in an emergency.

e. Information on how emergency warnings are disseminated and the meaning of
warning signals.

f. In coordination with the superintendent and the EMC develop pre-scripted warning
messages for known hazards for use by the LWP and the EOC.

g. Develop methods (i.e., newspaper supplements, prepared TV/radio scripts for
broadcast stations) for distribution of EPI materials to the public, to include materials
for non-English speaking groups, if appropriate.

h. In cooperation with the EMC, coordinate with broadcasters (radio and television
stations and cable television companies) to develop procedures for local government
to disseminate warning messages and emergency information through the broadcast
media.

i. Authenticate sources of information and verify for accuracy before issuing news
releases.

j. Provide news releases to the media while keeping the (superintendent/principal)
informed of message content.
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k. Monitor media coverage of emergency operations for accuracy of reports and issue
corrections where necessary.

l. Take action to control rumors.

m. Brief potential Incident Commanders, department heads and key staff, and the EOC
staff on basic public information needs, working with the media, and media access
during emergency operations. See Appendices 2, 3 and 4 for further information on
these subjects.

n. Maintain a media briefing area in the vicinity of the EOC.

o. Periodically brief the media on local warning systems and warning procedures.

p. Maintain a Media Contact Roster. See Appendix 1 for a sample.

q. Compile printed and photographic documentation of the emergency/disaster.

r. Develop emergency public information checklists for known hazards. See Appendix
6.

s. Anticipate and be prepared to handle unscheduled inquiries from the media and the
public.

t. Train a group of government employees and/or volunteers to staff PIO positions at
the ICP and in the EOC.

3. The EMC will:

a. Advise the superintendent on when to disseminate emergency instructions to the
public.

b. Coordinate with the PIO in the development of pre-scripted emergency messages.

c. Work with the PIO in public education activities relating to emergency management.

d. Identify concerns raised by the public, rumors, and other issues involving citizens to
the PIO so they may be addressed in public information activities.

4. All local government departments and agencies will:

a. To the extent possible, refer media inquiries during emergency situations to the PIO.

b. Assist the PIO in responding to requests for information from the public or the media.

5. Media companies are expected to:

a. Disseminate warning messages and special news advisories provided by local
government to the public as rapidly as possible.

b. Participate in periodic tests of the EAS and other warning systems.
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c. Provide coverage of emergency management activities.

d. Work with PIO and EMC on public educational programs relating to emergencies.

e. Check accuracy of information on emergency operations with the PIO or EMC.

VII. DIRECTION AND CONTROL

A. General 

1. The superintendent has overall responsibility for the emergency public information
program, shall provide general guidance for emergency-related public education and
information activities, shall appoint a PIO, and may choose to review information to be
released to the news media before such information is released.

2. The Public Information Officer shall direct all emergency public information activities,
coordinating as necessary with other individuals, departments, and agencies performing
other emergency functions.

3. To the extent possible, the PIO shall release all information to the public and the media
during emergency operations. During emergency operations, departments and agencies
shall refer media inquiries to the PIO.

B. Continuity of Government 

The line of succession for Helen Escobar, the Roma ISD Coordinator of Public Relations is: 

1. Carlos Guzman- Superintendent

2. Jose Edgar Rodriguez - EMC

3. Pedro Alaniz- Purchasing Agent Accountant

VIII. READINESS LEVELS

A. Green—low 

See the mitigation and preparedness activities in Section V.E, Emergency Management 
Activities by Phase. 

B. Blue—General 

1. Monitor the situation.

2. Check and update Media Contact Roster.

3. Alert media of the increased threat so they are aware of the situation and are prepared
to disseminate warnings and public instructions if necessary.

C. Yellow—Significant 
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1. Monitor the situation.

2. Review pre-scripted warning messages and public instruction messages; draft updated
versions or additional messages tailored for the impending threat.

3. Alert personnel for possible emergency operations; identify personnel for increased
staffing during primary vulnerability period.

4. Determine requirements for additional pre-emergency public information and instructions
and produce and disseminate those materials.

5. Consider placing public information personnel on shifts to provide for increased situation
monitoring and to conduct additional public information planning.

D. Orange —High 

1. Monitor the situation.

2. Update warning messages as necessary.

3. Update public information materials based on current threat and disseminate.

E. Red-Severe 

1. Provide information to the media on local readiness activities.

2. Place selected off-duty personnel on standby to increase staffing if necessary

3. Staff public information positions in the EOC or at the ICP when activated.

IX. ADMINISTRATION AND SUPPORT

A. Media Contact Roster 

The PIO shall maintain a contact roster for the media organizations that are involved in local 
emergency management programs. A sample is provided in Appendix 1.  

B. Records 

1. The PIO shall maintain a file of all news advisories and press releases issued during
emergency operations

2. The PIO shall also compile and maintain copies of newspaper articles, videotapes of
emergency operations and news broadcasts relating to an emergency, and other media
materials distributed for use in post-incident analysis and future training activities.

C. Educational Programs 

1. The PIO and the EMC shall conduct disaster educational programs to increase citizen
preparedness. Educational programs may include presentations in schools and for
community organizations, displays at local public gatherings, community meetings,
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distribution of educational materials, and other activities. The local media may be willing 
to assist with such activities and local businesses may be willing to sponsor such events 
and assist with costs. Educational brochures may also be distributed with regularly 
scheduled government, utility, or business mailings.  

2. The PIO is expected to obtain and maintain materials for disaster-related public
education. A wide variety of educational materials dealing with emergency management
and disaster preparedness are available. Materials include pamphlets, posters,
videotapes, CD-ROMs, and complete training curricula for school children. Many
publications are available in ready-to-distribute form or as fact sheets whose content can
be incorporated into locally developed materials. Materials available include emergency
preparedness information of general interest and specialized preparedness publications
for school children, the elderly, and people with various disabilities. Public education
materials relating to emergency management are available in a variety of foreign
languages.

3. The principal providers of disaster-related educational materials are the Federal
Emergency Management Agency (FEMA), the American Red Cross (ARC), and the
Division of Emergency Management; many agencies and volunteer organizations also
published specialized disaster-related educational materials. FEMA publishes a catalog
of their publications and both FEMA and the ARC include educational materials on their
web sites; see Section XI, References, for their addresses. The Division of Emergency
Management also distributes hazard-specific awareness materials periodically
throughout the year to local EMCs as part of state awareness campaigns.

D. Training 

Members of the emergency public information staff for whom public information is not their 
primary daily work should attend public information training, preferably training focusing on 
emergency public information activities. The Division of Emergency Management and FEMA 
offer PIO training. 

X.  ANNEX DEVELOPMENT & MAINTENANCE 

A. Development 

The PIO is responsible for developing and maintaining this annex. 

B. Maintenance 

This annex will be reviewed annually and updated in accordance with the schedule outlined 
in Section X of the Basic Plan. 

C. Operating Procedures 

The PIO is responsible for developing and maintaining Standard Operating Procedures 
(SOPs) covering recurring emergency public information tasks. 

XI. REFERENCES

1. FEMA, FEMA Publications Catalog
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2. FEMA, Guide to All-Hazard Emergency Operations Planning (SLG-101)

3. FEMA web site: www.fema.gov

4. American Red Cross web site: www.redcross.org

XII. APPENDICES

Appendix 1 Media Contact Roster  
Appendix 2 Emergency Public Information Needs 
Appendix 3  Working With the Media  
Appendix 4  Media Access & Identification 
Appendix 5  List of Pre-scripted Emergency Messages 
Appendix 6 Emergency Public Information Checklists 

Tab A EPI Checklist for Flooding 
Tab B EPI Checklist for Hazmat Incident 
Tab C EPI Checklist for Hurricanes  
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APPENDIX 1 
MEDIA CONTACT ROSTER 

1. Radio

A. Station Name:  KQVO-FM
1) Address:  Rio Grande City, TX
2) Frequency & Operating Hours:  107.5  24 Hours
3) Contact Name:  Gus Valadez
4) Telephone Number/Fax Number:  (956) 487-8224/ (815) 361-6185
5) E-mail Address:  n/a

B. Station Name:  KGBT  98.5 
1) Address:  McAllen, TX
2) Frequency & Operating Hours:  98.5  24 Hours
3) Contact Name:
4) Telephone Number/Fax Number:  (956) 631-5499/ (956) 631-0090
5) E-mail Address

2. Television

Station Name:  KTLMTV
1) Address:  615 E. Main St.  Rio Grande City, TX
2) Frequency & Operating Hours:  627.25 mhz Visual 631.75 mhz Oral/ 24 Hours
3) Contact Name:  Lee Martinez (Assistant Chief Engineer)
4) Telephone Number/Fax Number:  (956) 686-0040/ (956) 686-0770
5) E-mail Address:  emartinez@ktlm-tv.com

3. Cable Television Company

Name:
1) Address:  Spactrum Communications
2) Service Area:  Roma, Rio Grande City, La Grulla, TX
3) Contact Name:  Rolando Vela, Address:  2921 S. Express 83, Harlingen, TX  78550
4) Telephone Number:  (956) 535-0583
5) Fax Number:  (956) 425-5756
6) E-mail Address:  Rolando.Vela@twcable.com

4. Newspapers

Name:  The Monitor
1) Address:  1101 E. Ash Ave., McAllen, TX  78501
2) Distribution Area:  Roma, Rio Grande City, La Grulla, TX
3) Contact Name:  Steven Fagan, Editor
4) Telephone Number:  (956) 686-4343
5) Fax Number:  (956) 686-4401
6) E-mail Address:  webmaster@themonitor.com
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APPENDIX 2 
EMERGENCY PUBLIC INFORMATION NEEDS 

A. Background 

During emergency situations, it is important to provide the general public with adequate 
information on the situation as rapidly as possible to alleviate concerns and reduce the 
likelihood of panic or inappropriate actions. The news media are the primary means of 
disseminating such information, by providing up-to-date information quickly to a wide 
audience. The information they provide reduces the time and manpower that local government 
would have to divert from response and recovery tasks to deal with what could be an 
overwhelming number of inquiries from the public. Every effort should be made to cooperate 
with the news media in providing information and in recognition of the rights of the news media 
to perform their proper function.  

B. Information Needs 

The following types of information shall be provided to the public as soon as possible in as 
much detail as possible.  

1. What Happened

a. Nature of incident or emergency

b. Location

c. Time of occurrence

d. Situation resolved or response on-going

e. Cause (Until an investigation has determined the cause with reasonable certainty, it
is not advisable to speculate.)

2. Current Response Actions

What actions have been or are being taken to protect public health and safety and public
and private property?

3. Known Damages

a. Homes

b. Businesses

c. Government buildings

d. Infrastructure – roads, bridges, parks, etc.
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4. Casualties

a. Number dead and apparent cause

b. Number injured and nature/severity of injuries and, where being treated

c. Number missing and circumstances

d. General identification of casualties – age, sex, situation (employee, homeowner,
responder, etc.

e. Names of casualties – only released after next of kin have been notified

5. Evacuations

a. Areas and facilities evacuated

b. Approximate number of evacuees

6. Shelter & Mass Care

a. Shelters open – name and location

b. Approximate number of persons being housed in shelters

c. Mass feeding site or other mass care facilities in operation – name, location, and
number of persons being served.

7. Status of Utilities

a. Electric service

b. Telephone system

c. Water system

d. Sewer system

e. Natural gas distribution

8. Road and Facility Closures

9. Organizations Responding

a. Local government

b. State agencies

c. Federal agencies

d. Volunteer groups
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10. Means of contacting evacuees

11. Areas to which access is restricted and the reason(s) for such restriction

12. For ongoing emergency situations, planned response activities

13. In the recovery phase:

a. Disaster assistance programs available

b. How to apply for disaster assistance

C. Collection and Dissemination of Information 

Information shall be collected and disseminated as soon as possible by the appropriate 
personnel as follows:  

1. Where an ICP has been established and a qualified public information staff member is at
the scene, that individual may provide information directly to the media if the EOC is not
activated. If no qualified public information staff member is present at the scene, the
Incident Commander or a member of his staff should pass situation information to the
PIO for release to the media.

2. Where an ICP has been established and the EOC has been activated, information from
the incident scene will normally be passed to the PIO at the EOC. The PIO will utilize
reports from the scene and other available pertinent information to brief the media and
prepare news advisories for release to the media.

3. The Shelter and Mass Care Officer is responsible for collecting information on shelter
and mass care activities and providing that information to the PIO.

4. The Energy and Utilities representative in the EOC is responsible for obtaining
information on the status of utilities and providing it to the PIO.

5. Law Enforcement and Public Works/Engineering are responsible for obtaining
information on road closures and facility closures and providing it to the PIO.

6. The PIO is responsible for collection of information from the Incident Commander, the
EOC staff, and other sources and agencies. The PIO staff is responsible for preparation
of news releases, for the dissemination of information directly to the news media, and,
where appropriate, for making arrangements for announcements directly to the public via
radio and/or television hookups.

7. Hospitals are responsible for dissemination of information concerning casualties and
deaths. They generally have policies restricting the release of detailed information
without permission of patients or their families. This information that they choose to
release will normally be disseminated directly to the news media. The PIO should
request that the EOC be provided copies of any information released to the media
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APPENDIX 3 
WORKING WITH THE MEDIA 

A. What to do when working with the media: 

1. Identify your spokesperson beforehand.

2. Have a number the media know to call when they need information.

3. Make certain the person answering the phones knows to whom to direct media calls.

4. Get all the information you can from those in charge before you talk with the media.

5. Write out the answers to these questions for your use:

a. What happened?

b. When did it happen?

c. Where did it happen?

d. Why did this happen?

e. Who's--responsible, involved, injured?

f. How many were hurt or killed? What are their names/ages/addresses?

g. Can I shoot video/take photos? How close can I get?

h. Who can I talk to?

i. What is your agency doing about it?

B. When you talk with the media: 

1. Tell the truth.

2. Be courteous and don't play favorites.

3. Avoid "off the record" remarks.

4. Never say anything you would not want to see printed or broadcast.

5. Stay on top of the interview by listening to the reporter's questions.

6. Don't accept the reporter's definitions of what happened.

7. Pause, think; ask for more time if you need it.

8. Respond only to the question you've been asked. Don't speculate.

9. Stick to the core message
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APPENDIX 4 
MEDIA ACCESS & IDENTIFICATION 

A. Media Access 

In recognition of the public’s right to know as much information as possible about a disaster, 
local response agencies will cooperate with legitimate news media representatives and 
provide equal access to information and, within the limits of safety and other response needs, 
access to incident scene to various news organizations. News media representatives are 
required to cooperate with response personnel as directed for safety and efficient operation. 

1. The Incident Commander or his designated representative will allow media such access
to the incident scene as is consistent with safety and does not disrupt critical operations.

2. The EMC, in coordination with the PIO, shall establish rules for media access to the
EOC. When the EOC is activated, representatives of news media may be provided
access to those areas of the EOC designated by the EMC. As a general rule, press
briefings will not be conducted in the EOC because they can disrupt on-going EOC
operations; briefings will normally be conducted in the press area of the EOC. Photo
shoots and interviews may be conducted in the EOC, but these should be scheduled so
as to minimize disruption.

3. Hospitals establish their own rules of access for news media representatives and these
may vary for individual circumstances. For emergency situations where there have been
substantial casualties, it may be desirable for hospitals to provide a press room or other
designated area with access to telephones for the use of news media representatives.

4. When incident scenes are on private property, the property owner may establish and
enforce policies with regard to access by the media and other persons who are not
emergency responders.

B. Media Identification 

Representatives of news media will be considered to have satisfactory identification if they 
have: 

1. A media company identification card with photo that identifies them as a media
representative, unless there is reason to believe that the identification is not genuine.

2. Texas Department of Public Safety Press identification card.
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APPENDIX 5 
LIST OF PRE-SCRIPTED EMERGENCY MESSAGES 

The following pre-scripted emergency messages have been prepared and are included in Annex 
A, Warning: 

1. Warning – General Incident

2. Warning – Road/Facility Closure

3. Warning – Shelter-in-Place

4. Special News Advisory – Pre-Evacuation

5. Warning – Urgent Evacuation

6. Warning – Deliberate Evacuation

7. Special News Advisory – Supplemental Evacuation Information

8. Special News Advisory – Schools & Public Facility Status
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APPENDIX 6 
EMERGENCY PUBLIC INFORMATION CHECKLISTS 

This appendix includes the following Emergency Public Information (EPI) Checklists: 

Tab A EPI Checklist for Flooding 

Tab B EPI Checklist for Hazmat Incidents 

Tab C EPI Checklist for Hurricanes 
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TAB A, APPENDIX 6 
EPI CHECKLIST FOR FLOODING 

 Pre-Emergency Phase 
1. Conduct public education and distribute preparedness materials highlighting local flood

risk areas, precautionary actions, and protective actions. 
2. In coordination with the EMC, maintain a set of pre-scripted warning and public

instructions messages ready for use. See Annex A to the Basic Plan.
3. Coordinate with school authorities/PIOs on policies/procedures for announcing school

closures.
4. Review local Hazard Analysis and Annex E to Emergency Management (EM) Plan to

identify potential flood risk areas and evacuation routes.
5. Coordinate with Animal Control, Animal Shelter, and other organizations to determine

availability of facilities for evacuated pets and large animals.
6. Coordinate with PIOs from local response agencies and volunteer groups and develop

an effective PIO-to-PIO communication system.

Readiness Phase 
1. Ensure PIO receives current information on flood watches & warnings.
2. Coordinate with the Shelter and Mass Care Officer to determine likely shelter sites.
3. Coordinate with Law Enforcement to determine planned/likely evacuation routes.
4. In coordination with the EMC, update precautionary action and evacuation message(s).

See Annex A of EM Plan.
5. Develop maps of likely evacuation areas and evacuation routes that can be provided to

the media.
6. Disseminate property protection and evacuation preparedness information to public

through media.

Emergency Response Phase 
1. Provide evacuation area and evacuation route maps to media.
2. Release evacuation recommendation through warning system.
3. Release information on how transportation will be provided for those who lack it.
4. 3. Release public instructions on securing property, evacuation routes, and what to take 

with you. 
5. Release information to media on shelter and mass care facilities available.
6. Release information to media on where persons needing assistance should call.
7. Release special instructions for those evacuating pets.
8. RELEASE INFORMATION ON CURFEWS AND TRAVEL RESTRICTIONS IN EFFECT WITHIN

EVACUATION AREAS.
9. Release information on disaster welfare inquiry procedures.
10. Advise the public not to return to the evacuation area until told to do so.
11. Inform media of emergency response actions and organizations participating.
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 Post-Emergency Phase 
1. Coordinate with Law Enforcement to obtain information on routes for return of evacuees

and areas where reentry is restricted due to damage.
2. Coordinate with EMC to obtain and release damage assessments to media, updating

as additional information becomes available.
3. Release information to media on return of evacuees and preferred reentry routes, if any.
4. Release information to media on access controls for damaged areas, if any.
5. Provide public information on safety precautions for entering damaged buildings and

the need to document damage and contact insurance companies.
6. Release information on disaster relief/recovery programs and facilities.
7. Release information to media on termination of shelter operations
8. Release information on debris removal activities.
9. Release information on volunteer assistance for home cleanup and repair.

Note: This public information checklist is designed for slowly developing floods. For a fast-
breaking flood situation, it may be infeasible to conduct some of the readiness activities listed. 
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TAB B, APPENDIX 6 
EPI CHECKLIST FOR HAZARDOUS MATERIALS (HAZMAT) INCIDENTS 

 Pre-Emergency Phase 
1. Review local Hazard Analysis and Annex E, to obtain information on potential Hazmat risk

areas and evacuation routes.
2. Conduct public education and distribute preparedness materials highlighting local

Hazmat risk areas, precautionary actions, and protective actions.
3. In coordination with the EMC, maintain a set of pre-scripted warning and public

instructions messages ready for use. See Annex A.
4. Coordinate with school authorities, other PIOs, and local media on policies/procedures

for announcing school closures or evacuations.
5. Coordinate with special facilities or special needs populations and local media on policies/

procedures for announcing closures or evacuations.
6. Coordinate with PIOs from local response agencies and volunteer groups and develop

an effective PIO-to-PIO communication system.
7. Coordinate with local media to insure thorough understanding of Hazmat response

operations and protective actions such as shelter-in-place and evacuation.
8. Disseminate evacuation preparedness information to the public.

Readiness Phase 
1. Insure PIO receives current information on potential Hazmat incidents.
2. Coordinate with the Shelter and Mass Care Officer to determine likely shelter sites.
3. Coordinate with Law Enforcement to determine planned/likely evacuation routes.
4. In coordination with the EMC, update precautionary action and evacuation message(s).

See Annex A to the Basic Plan.
5. Develop maps of likely evacuation areas and evacuation routes that can be provided to

the media.

Emergency Response Phase 
1. Provide information to the media and public about the incident to include information on

the nature of the incident, the expected duration of the incident, instructions to the
community on evacuation or shelter in place procedures, symptoms of contamination, and
potential health-risks.

2. Disseminate property protection and evacuation preparedness information to public
through the media.

3. Shelter in Place Actions
a. Release shelter in place recommendation through the media.
b. Provide shelter in place instructions to the media.
c. Provide maps of geographic area that will shelter in place.
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Emergency Response Phase (Continued) 

4. Evacuation Actions
a. Release evacuation recommendation through media.
b. Provide evacuation area and evacuation route maps to media.
c. Release information on how transportation will be provided for those who lack it.
d. Release public instructions on securing property, property protection, and what to take

with you.
e. Release information to media on shelter and mass care facilities available.
f. Release special instructions for those evacuating pets, and insure that you have the

information on which shelters will accept pets or available sheltering facilities for
animals.

5. General Actions
a. Release information to media on where persons needing assistance should call.
b. RELEASE INFORMATION ON CURFEWS AND TRAVEL RESTRICTIONS IN EFFECT WITHIN

EVACUATION AREAS.
c. Release information on disaster welfare inquiry procedures
d. Advise the public not to return to the evacuation/shelter in place area until told to do so

by the proper authorities.
e. Inform media of emergency response actions and organizations participating.

Post-Emergency Phase 
1. Coordinate with law enforcement to obtain information on routes for return of evacuees

and areas where reentry is restricted due to damage.
2. Coordinate with EMC to obtain and release damage/contamination assessments to media,

and update them as additional information becomes available.
3. Release information to media on return of evacuees and preferred reentry routes, if any
4. Release information to media on access controls for damaged areas, if any.
5. Provide public information on safety precautions for entering damaged areas and the need

to document damage and contact insurance companies.
6. Release information on disaster relief/recovery programs and facilities.
7. Release information on termination of shelter operations.
8. Release information on decontamination activities.
9. Release information on volunteer assistance.
10. Release information on clean-up/decontamination activities, if needed.
11. Keep public and media informed of long-term clean-up activities, potential long-term health

effects, liability information, and future mitigation efforts.

Note: As most Hazmat incidents occur without significant warning, it may be infeasible to 
conduct some of the activities listed in the Readiness Phase. 
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TAB C, APPENDIX 6 
EPI CHECKLIST FOR HURRICANES 

 Pre-Emergency Phase 
1. Conduct public education and distribute preparedness materials highlighting local

hurricane risk areas, precautionary actions, and protective actions.
2. In coordination with the EMC, maintain a set of pre-scripted warning and public

instructions messages ready for use. See Annex A to the Basic Plan.
3. Coordinate with school authorities/PIOs on policies/procedures for announcing school

closures.
4. Review local Hazard Analysis and Annex E to EM Plan, to identify potential hurricane risk

areas and evacuation routes.
5. Disseminate information on the availability of facilities for evacuated pets and large

animals.
6. Coordinate with PIOs from local response agencies and volunteer groups and develop

an effective PIO-to-PIO communication system.
7. Disseminate information emphasizing the need for ride sharing during an evacuation.

Readiness Phase 
1. Ensure PIO receives current information on hurricane watches & warning.
2. Coordinate with the Shelter and Mass Care Officer to determine likely shelter sites that

could be used during the recovery phase.
3. Coordinate with Law Enforcement to determine planned/likely evacuation routes.
4. In coordination with the EMC, update precautionary action and evacuation message(s).

See Annex A to the Basic Plan.
5. Develop maps of likely evacuation areas and evacuation routes that can be provided to

the media.
6. Disseminate property protection and evacuation preparedness information to public

through media.
7. Disseminate information to special need facilities and those in mobile home/trailer parks

recommending an early precautionary evacuation.

Emergency Response Phase 
1. Provide evacuation area and evacuation route maps to media.
2. Release evacuation recommendation through warning system.
3. Release information on how transportation will be provided for those who lack it.
4. Release public instructions on securing property, evacuation routes, and what to take

with you.
5. Release information to media on shelter and mass care facilities available.
6. Release information to media on where persons needing assistance should call.
7. Release special instructions for those evacuating pets.
8. RELEASE INFORMATION ON CURFEWS AND TRAVEL RESTRICTIONS IN EFFECT WITHIN

EVACUATION AREAS.
9. Release information on disaster welfare inquiry procedures.
10. Advise the public not to return to the evacuation area until told to do so.
11. Inform media of emergency response actions and organizations participating.
12. Release information on the availability of food service, gas stations, and medical facilities.

 Post-Emergency Phase 

Tab C to Appendix 6 to Annex I

I-6-C-1
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1. Coordinate with Law Enforcement to obtain information on routes for return of evacuees
and areas where reentry is restricted due to damage.

2. Coordinate with EMC to obtain and release damage assessments to media, updating
as additional information becomes available.

3. Release information to media on return of evacuees and preferred reentry routes, if any.
4. Release information to media on access controls for damaged areas, if any.
5. Provide public information on safety precautions for entering damaged buildings and

the need to document damage and contact insurance companies.
6. Release information on disaster relief/recovery programs and facilities.
7. Release information to media on termination of shelter operations
8. Release information on debris removal activities.
9. Release information on where to obtain disaster mental health/crisis counseling

services.
10. Release information on volunteer assistance for home cleanup and repair.
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APPROVAL & IMPLEMENTATION 

ANNEX J 

RECOVERY 

Alfonso H. Perez   2018-2019 
Signature School Year 

Carlos Guzman 2018-2019 
Signature School Year 

NOTE:  The signature(s) will be based upon local administrative practices.  Typically, the first 
signature block is used by the individual having primary responsibility for this emergency function 
and the second signature block is used by the Superintendent.  Alternatively, each person assigned 
tasks within the annex may sign the annex. 
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B. ANNEX J 
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Change # Date of Change Entered By Date Entered 
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ANNEX J 
RECOVERY 

I. AUTHORITY 

A. See Section I of the Basic Plan. 

B. PUBLIC LAW 93-28, ROBERT T. STAFFORD DISASTER RELIEF AND EMERGENCY ASSISTANCE ACT, AS AMENDED. 

C. SCHOOL BOARD POLICIES. 

II. PURPOSE

THE PURPOSE OF THIS ANNEX IS TO DEFINE THE OPERATIONAL CONCEPTS, ORGANIZATIONAL ARRANGEMENTS, 
RESPONSIBILITIES, AND PROCEDURES TO ACCOMPLISH THE TASKS REQUIRED FOR THE DISTRICT TO RECOVER FROM A 
MAJOR EMERGENCY OR DISASTER. 

III. EXPLANATION OF TERMS

A. Acronyms 

CFR Code of Federal Regulations 
DEM Division of Emergency Management 
DFO Disaster Field Office 
DRC Disaster Recovery Center 
DSO Disaster Summary Outline 
FEMA Federal Emergency Management Agency 
JIC Joint Information Center 
IA Individual Assistance 
PA Public Assistance 
PDA Preliminary Damage Assessment 
PIO Public Information Officer 
PW Project Worksheet 
RLO (DEM) Regional Liaison Officer 
SBA Small Business Administration 
SOP Standard Operating Procedure 

B. Definitions 

1. Individual Assistance.  Financial or housing assistance provided to citizens or businesses who suffer
losses in a disaster.  The housing assistance is only for citizens.

2. Public Assistance.  Financial assistance to repair facilities and infrastructure provided to governments,
public institutions, and certain private non-profit agencies that provide essential services of a
governmental nature.

3. Stafford Act.  The Robert T. Stafford Disaster Relief and Emergency Assistance Act.
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4. Primary and Secondary Agents.  The individuals who will be representing the jurisdiction in the grant
process. 

5. Project Worksheet.   A FEMA document that lists the specifications of an approved PA project.

IV. SITUATION & ASSUMPTIONS

A.  SITUATION 

1. As identified in the district Hazard Analysis, this district is at risk from a number of hazards that have the
potential for causing extensive property damage.  In the event that such damage occurs, recovery
procedures are essential for returning the district to normal after a major emergency or disaster.

2. The Stafford Act authorizes federal disaster assistance to individuals, schools, and to governmental
entities in the aftermath of a major emergency or disaster and outlines the types of assistance that may
be made available.  The majority of federal disaster assistance programs are administered by state
agencies.

3. Federal assistance is governed by the Stafford Act and 44 CFR, part 206.

B. ASSUMPTIONS 

1. Roma ISD staff and students must be prepared to deal with a major emergency or disaster until outside
help arrives.

2. State and federal assistance may be requested to assist district and schools.  State assistance is
typically in the form of operational support such as equipment, manpower, or technical assistance.
Federal assistance, if approved, will generally be in the form of financial reimbursement and will require
considerable paperwork and take some time to deliver.

3. Volunteer organizations will be available to assist staff and students in meeting some basic needs, but
they cannot provide all needed assistance.

4. Damage assessment and recovery operations may commence while some emergency response
activities are still underway.

5. Both staff and students will require mental health assistance during recovery

V. CONCEPT OF OPERATIONS 

A. GENERAL 
1. PRE-EMERGENCY PREPAREDNESS.  PRIOR TO AN EMERGENCY, THIS ANNEX SHALL BE DEVELOPED AND

MAINTAINED BY APPOINTED KEY DISTRICT RECOVERY STAFF MEMBERS, INCLUDING THE DAMAGE ASSESSMENT 
OFFICER,   THESE INDIVIDUALS SHALL OBTAIN TRAINING AND DEVELOP OPERATING PROCEDURES FOR 
RECOVERY ACTIVITIES.  REQUIREMENTS FOR PERSONNEL TO STAFF DAMAGE ASSESSMENT TEAMS AND ASSIST 
IN RECOVERY PROGRAMS SHALL BE DETERMINED AND BASIC TRAINING PROVIDED.  

2. Recover operations will include psychological recovery as well as fiscal recovery
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B. DAMAGE ASSESSMENT 

1. An extensive detailed damage assessment is the basis of most recovery programs at the state and
federal levels.  The district in cooperation with the local community are responsible for compiling the
necessary information regarding the loss of life, injuries, and property damage.

2. The district’s Damage Assessment Officer will manage the damage assessment function by organizing,
training, and employing a Damage Assessment Team composed of district personnel.

D. ACTIONS BY PHASES OF EMERGENCY MANAGEMENT 

1. Mitigation

b. Develop and enforce adequate building codes
c. Develop and enforce adequate land use regulations
d. Develop hazard analysis
e. Develop security audit
f. Develop potential mitigation measure to address the hazards and vulnerabilities identified in the

analysis

2. Preparedness

b. Assess disaster risk to district facilities from likely hazards and take measures to reduce the
vulnerability of facilities

c. Identify damage assessment team members
d. Train personnel in emergency aftermath recovery
e. Maintain pre-disaster maps, photos, and other documents for damage assessment purposes
f. Identify critical facilities requiring priority repairs if damaged
g. Ensure that key local officials are familiar with jurisdiction’s insurance coverage
h. Conduct public education on disaster preparedness
i. Conduct exercises
j. Train staff in identifying at-risk students

3. Response

b. Gather damage report.
c. Compile damage assessment reports
d. Complete DSO
e. Keep complete records of all expenses

4. Recovery

b. Identify unsafe structures and recommend condemnation
c. Monitor restoration activities
d. Review building codes and land use regulations for possible improvements
e. Communicate effectively with disaster victims
f. Provide counseling to staff and students
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VI. ORGANIZATION & ASSIGNMENT OF RESPONSBILITIES

A. ORGANIZATION 

1. THE DISTRICT ORGANIZATION FOR DISASTER RECOVERY INCLUDES THE GENERAL EMERGENCY STRUCTURE
DESCRIBED IN SECTION VI OF THE BASIC PLAN AND THE ADDITIONAL RECOVERY POSITIONS DESCRIBED IN THIS
ANNEX.

2. THE DISTRICT SHALL COORDINATE RECOVERY EFFORTS WITH LOCAL AUTHORITIES.

3. ALL DEPARTMENTS AND AGENCIES MAY BE CALLED ON TO PROVIDE STAFF SUPPORT FOR DAMAGE
ASSESSMENT AND RECOVERY ACTIVITIES.

B. ASSIGNMENT OF RESPONSIBILITIES 

1. THE SUPERINTENDENT WILL:

a. Oversee the district disaster recovery program, including pre-disaster planning and post-disaster
implementation.

b. Appoint an Individual Assistance Officer, Public Assistance Officer, and Recovery Fiscal Officer who
will carry out specific recovery program activities and report to the EMC.

c. In the aftermath of a disaster:

1) Review damage assessments and request state and federal disaster assistance if recovery from
the disaster requires assistance beyond that which local government can provide.

2) Participate in recovery program briefings and periodic reviews.

3) Monitor and provide general guidance for the operation of the local recovery program when
implemented.

2. The EMC will:

a. Serve as the Damage Assessment Officer or designate an individual to fill that position.

b. Participate in recovery program briefings, meetings, and work groups.

c. Supervise local recovery operations, coordinating as needed with state and federal agencies and
maintaining required records.

d. Provide guidance to and supervise recovery activities of the Individual Assistance Officer, Public
Assistance Officer, and Recovery Fiscal Officer.

e. Coordinate training for damage assessment team members and other individuals with disaster
recovery responsibilities.

f. Assist the [superintendent] in preparing documents to request state and federal recovery assistance.

g. Develop appropriate public information relating to recovery programs, in coordination with the PIO.

h. Provide situation updates to the RLO
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3. The Damage Assessment Officer will:

a. Develop a damage assessment program.

b. Organize and coordinate training for damage assessment teams.

c. In the aftermath of a disaster:

1) Collect damage assessments from all departments, agencies, other governmental entities, and
private non-profit facilities that may be eligible for disaster assistance.

2) Compile damage assessment information and complete the DSO.
3) Participate with state and FEMA representatives in the PDA process.

5. The PIO will:

Establish a media site to ensure that accurate and current information is disseminated to the public. 

6. The [Chief Financial/Recovery Fiscal] Officer will:

a. Administer fiscal aspects of the recovery program.

b. Ensure that the financial results of each project are accurate and fully disclosed.

c. Monitor the source and application of all funds.

d. Ensure that outlays do not exceed approved amounts for each award.

e. Maintain information establishing the local cost share.

f. Ensure that all laws, regulations, and grant requirements are complied with.

g. Coordinate between the grant managers (also known as Primary and Secondary Agents) and the
accounting staff. 

7. The Transportation Director will:

Assess and report damage to its facilities and equipment and the estimated cost of repairs.

8. The district will:

a. Assess and report damage to its facilities and equipment and the estimated cost of repairs.

b. Monitor staff and students for signs of stress

c. Provide counseling for staff and students

9. All departments and agencies will:

a. Pre-emergency:

1) Identify personnel to perform damage assessment tasks.

2) Identify private sector organizations and individual with appropriate skills and knowledge that
may be able to assist in damage assessment.
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3) Participate in periodic damage assessment training.

4) Participate in using geographic information systems (GIS) that may be used in damage
assessment.

5) Periodically review forms and procedures for reporting damage with designated damage
assessment team members.

b. Emergency:

1) Make tentative staff assignments for damage assessment operations.

2) Review damage assessment procedures and forms with team members.

3) Prepare maps and take photos and videos to document damage.

c. Post-emergency:

1) Identify and prioritize areas to survey.

2) Refresh damage assessment team members on assessment procedures.

3) Deploy damage assessment teams.

4) Complete damage survey forms and forward to the Damage Assessment Officer.

5) Catalog and maintain copies of maps, photos, and videotapes documenting damage for further
reference.

6) Provide technical assistance for preparation of recovery project plans.
7) Maintain disaster-related records.

VII. DIRECTION AND CONTROL

A. The school board/superintendent may establish district rules and regulations for the disaster recovery 
program and may approve those recovery programs and projects that require approval by the local 
governing body. 

B. The superintendent shall provide general guidance for and oversee the operation of the district disaster 
recovery program and may authorize those programs and projects that require approval by the chief elected 
official or chief operating officer of the district. 

C. The EMC shall direct day-to-day disaster recovery activities and shall serve as the Damage Assessment 
Officer or designate an individual to fill that position.
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VIII. INCREASED READINESS LEVELS

A. GREEN – LOW 

See the mitigation and preparedness activities in paragraphs V.E.1 and V.E.2. 

B. BLUE – GENERAL  

1. Alert key staff of the current situation.

2. Monitor the situation.

C. YELLOW – SIGNIFICANT 

1. Continue monitoring  the situation

2. Brief school damage assessment teams and place on standby.

3. Brief superintendent on the damage assessment process and the need for detailed record keeping of
emergency response and recovery activity expenses.

D. ORANGE –HIGH 

1. Provide situation updates .
2. Have damage assessment teams ready for deployment.

E. Red-Severe 
1. Deploy damage assessment teams
2. Provide staff to provide counseling if necessary

IX. ADMINISTRATION & SUPPORT

A. REPORTS 

1. Survey Team Reports

Each damage survey team will collect data using the Site Assessment forms (see Appendix 2) which can 
be found in the Disaster Recovery Manual.  Once completed, these forms should be utilized to determine 
priorities for beginning repairs and evaluating the need for requesting state and federal assistance. 

2. DISASTER SUMMARY OUTLINE (DSO).

TOTALS FROM THE SITE ASSESSMENT FORMS AND OTHER REPORTS WILL BE COMPILED AND TRANSFERRED TO 
THE DSO.  A COPY OF THE DSO IS PROVIDED IN APPENDIX 1 TO THIS ANNEX AND ALSO INCLUDED IN THE 
DISASTER RECOVERY MANUAL. 

B. RECORDS 

Each district department will keep detailed records on disaster related expenses, including: 

1. LABOR
a. Paid (regular and overtime)
b. Volunteer
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2. Equipment Used
a. Owned
b. Rented /leased
c. Volunteered

3. Materials
a. Purchased
b. Taken from inventory
c. Donated

4. Contracts  (see below)
a. Services
b. Repairs

C. Contracts 

1. The district Recovery Fiscal Officer should monitor all contracts relating to the recovery process.
Contracts that will be paid from federal funds must meet the following criteria:

a. Meet or exceed Federal and State Procurement Standards and must follow local procurement
standards if they exceed the federal and state criteria.

b. Be reasonable.
c. Contain right to audit and retention of records clauses.
d. Contain standards of performance and monitoring provisions.
e. Fall within the scope of work of each FEMA project.
f. Use line items to identify each FEMA project, for multiple project contracts.

2. The following contract-related documents must be kept:

a. Copy of contract
b. Copy of PWs
c. Copies of requests for bids
d. Bid documents
e. Bid advertisement
f. List of bidders
g. Contract let out
h. Invoices, cancelled checks, and inspection records

D. Training 

1. The individual assigned primary responsibility for the recovery function shall attend disaster recovery
training.  A variety of disaster recovery training courses are offered by DEM and FEMA.

2. The Damage Assessment Officer is responsible for coordinating appropriate training for local damage
assessment teams.

E. Release of Information 

1. Personal information, such as marital status, income, and Social Security numbers gathered during the
damage assessment and recovery process is protected by state and federal privacy laws.  Due care
must be taken by all individuals having access to such information to protect it from inadvertent release.
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A. Development  

The Director of Operations is responsible for developing and maintaining this annex. 

B. Maintenance 

This annex will be reviewed annually and updated in accordance with the schedule outlined in 
Section X of the Basic Plan. 

C. Procedures 

Those individuals charged with responsibilities for managing various recovery activities are also 
responsible for developing standard operating procedures for those activities. 

XI. REFERENCES

A. DEM, Disaster Recovery Manual (DEM-62).   (Available from DEM in hard copy and online at 
the DEM web site: www.txdps.state.tx.us/dem/documents.htm#recovery. 

B. FEMA, PUBLIC ASSISTANCE APPLICANT HANDBOOK (FEMA-323). 

C. FEMA, DEBRIS MANAGEMENT GUIDE (FEMA-325). 

D. CURRENT FEMA POLICY LETTERS. (AVAILABLE ONLINE AT WWW.FEMA.GOV/R-N-R/PA/POLICY.HTM) 

http://www.fema.gov/r-n-r/pa/policy.htm
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and the second signature block is used by the superintendent.  Alternatively, each person assigned 
tasks within the annex may sign the annex. 
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ANNEX K 
NATURAL HAZARD 

I. AUTHORITY 

A. Refer to Section I of the basic plan for general authorities. 
B. School board policies 

II. PURPOSE

The purpose of this annex is to establish the organization and to assign responsibilities for an 
effective and operational natural hazard program for the protection of the district staff and 
students in the event of an emergency caused by a natural hazard. 

III. EXPLANATION OF TERMS
DEM Division of Emergency Management 
DPS Department of Public Safety  
EOC Emergency Operations Center 
EMC Emergency Management Coordinator 
FEMA Federal Emergency Management Agency  
IC Incident Commander 
ICS Incident Command System 
SOP Standard Operating Procedures 
TLETS  Texas Law Enforcement Telecommunications System 
TxDOT  Texas Department of Transportation 
NWS    National Weather Service 

IV. SITUATION & ASSUMPTIONS

A. SITUATION 

1. GENERAL.

a. SEE THE GENERAL SITUATION STATEMENT AND HAZARD SUMMARY IN THE BASIC PLAN.
b. THE DISTRICT IS VULNERABLE TO A WIDE VARIETY OF WEATHER EVENTS ON AN ANNUAL

BASIS. THESE CONDITIONS INCLUDE SEVERE THUNDERSTORMS, FLOODING TORNADOES,
AND DROUGHTS. WEATHER CONDITIONS CAN DETERIORATE RAPIDLY AND CAN DISRUPT
DAILY OPERATIONS OF THE DISTRICT.

c. THE RECEIPT OF TIMELY AND ACCURATE INFORMATION AFFORDS THE DISTRICT THE
OPPORTUNITY TO MAKE TIMELY DECISIONS THAT IN THE BEST INTEREST OF THE STAFF
AND STUDENTS. A NOAA WEATHER RADIO SHOULD BE LOCATED IN EVERY SCHOOL
DISTRICT BUILDING.



ANNEX K 

VER 3.1 
07/05 

K-2 

B. ASSUMPTIONS 

1. WE MAY EXPERIENCE A NATURAL HAZARD SITUATIONS WHICH THREATENS STAFF, STUDENTS
AND SCHOOL PROPERTY AND NECESSITATE THE IMPLEMENTATION OF PROTECTIVE ACTIONS
FOR THE ENTIRE SCHOOL POPULATION AT RISK.

2. NOTIFICATION OF POTENTIAL SEVERE WEATHER WILL COME FROM DISTRICT OFFICIALS IN
COORDINATION WITH THE NATIONAL SERVICE.

3. In the event a severe weather incident is forecast to occur or in the process of occurring
when school is not in session, a decision will be made by appropriate district personnel
to either delay or cancel that day’s session. Proper notifications will be made according
to procedure.

4. In the event weather conditions deteriorate while school is in session decisions
regarding early dismissal, with due caution, will be made by district officials.

V. CONCEPT OF OPERATIONS 

A. GENERAL 
1. When school is in session and rapidly deteriorating weather conditions preclude the

safe transportation of students, the superintendent shall notify the appropriate 
personnel to activate shelter in place plans.  

2. Parents will be informed that students are safe and being provided for; and that parents
should not come to the school to pick-up students. Parents will be advised when it is
safe to pick-up students.

3. If a situation necessitates a rapid evacuation of a specific facility within the school
district, appropriate personnel will authorize the movement of students and staff to an
alternate facility not impacted by the natural hazard.

4. Upon stabilization of the event, the parents will be notified that students will either be
transported home or back to their normal school facility.

B. ACTIVITIES BY PHASES OF EMERGENCY MANAGEMENT 

1. Mitigation

a. MAINTAIN AN EFFECTIVE PUBLIC WARNING SYSTEM.

b. ESTABLISH/MAINTAIN A COMMUNICATION WITH NWS



ANNEX K 

VER 3.1 
07/05 

K-3 

2. Preparedness

a. ESTABLISH A COMMUNICATION SYSTEM.

b. SELECT AND TRAIN STAFF AND STUDENTS.

3. RESPONSE

a. Activate the emergency response team system

b. Respond in accordance with the guidelines in Appendix [ ].

c. Provide information and instructions to the public.

4. Recovery

a. Work with state and federal agencies to assess damage, if any.
b. Keep the public informed about the status of the incident.

VI. ORGANIZATION & ASSIGNMENT OF RESPONSIBILITIES

A. Organization 

1. The district/school emergency management coordinator is in charge of the natural
hazard protection program on a day-to-day basis.  Once an incident occurs,
responsibility for managing and directing the response is assigned to the Incident
Commander.

B. Assignment of Responsibilities 

1. The district/school emergency management coordinator will designate one or more
natural hazards officers to coordinate all protection program activities.

2. The Incident Commander will:

a. Manage emergency response resources and operations at the incident site to
control the incident.

b. Determine and implement protective actions for emergency responders and the
public in the vicinity of the incident site.

c. Schedule and conduct an annual review of this annex and coordinate update of the
annex, if needed.

3. School-based Law Enforcement will:
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a. Restrict access to incident sites to protect public health and safety.

b. Organize and conduct evacuations and provide traffic control as needed, if
necessary.

c. Assist in warning the public, if necessary.

VII. DIRECTION & CONTROL

A. GUIDANCE.  THE SCHOOL BOARD/SUPERINTENDENT WILL ESTABLISH LOCAL POLICIES RELATING
TO NATURAL HAZARD PROTECTION AND MAY PROVIDE GENERAL GUIDANCE FOR EMERGENCY 
OPERATIONS. 

B. OPERATIONAL DIRECTION.  DURING NATURAL HAZARD INCIDENTS, THE INCIDENT COMMANDER
WILL MANAGE RESPONSE OPERATIONS AT THE INCIDENT SITE.  THE INCIDENT COMMANDER AND 
THE EOC SHALL AGREE UPON A DIVISION OF RESPONSIBILITIES FOR SPECIFIC TASKS.  
TYPICALLY, THE EOC WILL CONDUCT SUPPORT OPERATIONS, INCLUDING ACTIVATING ADDITIONAL 
RESOURCES AND REQUESTING EXTERNAL RESOURCES, MAKING REQUIRED NOTIFICATIONS AND 
REPORTS, COORDINATING LARGE SCALE EVACUATIONS AND AREA TRAFFIC CONTROL, 
DISSEMINATING EMERGENCY PUBLIC INFORMATION, AND OTHER TASKS TO SUSTAIN EMERGENCY 
OPERATIONS.  

D. Communications.  Telephone, radio, teletype, e-mail, and/or facsimile will be used to 
transmit reports of radiological incidents, obtain technical assistance, exchange information, 
and provide direction and control. 

VIII. READINESS LEVELS

A. Green – Low.  

See the mitigation and preparedness activities in Section V.D, Emergency Management 
Activities by Phase. 

B. Blue – General 

1. Monitor the situation.

2. Inform first responders of the situation.

C. Yellow – Significant 

1. Monitor the situation.

2. Alert personnel for possible emergency duty and deploy personnel and equipment to
investigate incidents.

3. Check equipment and increase short-term readiness if possible.
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4. Issue warnings to staff, students and parents and providing public information if
necessary.



ANNEX K 

VER 3.1 
07/05 

K-6 

D. Orange – High 

1. Investigate the situation and partially or fully activating the EOC to monitor it.

2. Place first responders in alert status; place off-duty personnel on standby.

3. Advise appropriate state and federal agencies.

4. Prepare to issue public warning if it becomes necessary.

E. Red – Severe 

1. Activate EOC for increase situation monitoring, planning and resource management.

2. Increase communication capabilities

IX. ADMINISTRATION & SUPPORT

A. Agreements & Contracts 

SHOULD OUR LOCAL RESOURCES PROVE TO BE INADEQUATE DURING AN EMERGENCY, REQUESTS 
WILL BE MADE FOR ASSISTANCE FROM LOCAL EMERGENCY RESPONDERS, OTHER AGENCIES, AND 
INDUSTRY IN ACCORDANCE WITH EXISTING MUTUAL-AID AGREEMENTS AND CONTRACTS. 

B. Reports & Records 

1. Activity Logs.  The Incident Command Post and the EOC shall maintain accurate logs
recording key response activities.

2. Response & Recovery Expenses.  As it may be possible to recover some expenses
incurred in responding to a natural hazard from insurers or the federal government,
each department or agency shall maintain detailed records of labor costs, equipment
usage, and supplies expended to respond to or recover from an natural hazard
emergency.

3. Post-Incident Review.    A post-incident critique shall be conducted.

X.  LAN DEVELOPMENT & MAINTENANCE 

A. Development.  The district/school emergency management coordinator is responsible for 
developing and maintaining this annex. 

B. Maintenance.   This annex will be reviewed annually and updated in accordance with the 
schedule outlined in Section X of the basic plan. 
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ANNEX L 
HUMAN-CAUSED HAZARD 

I. AUTHORITY 

A.  Refer to Section I of the basic plan for general authorities. 
B.  School board policies. 

II. PURPOSE

The purpose of this annex is to establish the organization and to assign responsibilities for an 
effective and operational human-caused hazard program for the protection of the district’s staff 
and students in the event of an emergency. 

III. EXPLANATION OF TERMS
DEM Division of Emergency Management 
DPS Department of Public Safety  
EOC Emergency Operations Center 
EMC Emergency Management Coordinator 
FEMA Federal Emergency Management Agency  
IC Incident Commander 
ICS Incident Command System 
SOP Standard Operating Procedures 
TLETS  Texas Law Enforcement Telecommunications System 
TxDOT  Texas Department of Transportation 
NWS    National Weather Service 

IV. SITUATION & ASSUMPTIONS

C. SITUATION 

1. GENERAL.

a. SEE THE GENERAL SITUATION STATEMENT AND HAZARD SUMMARY IN THE BASIC PLAN.
b. THE DISTRICT IS VULNERABLE TO A WIDE VARIETY OF HUMAN-CAUSED EVENTS ON AN

ANNUAL BASIS. THESE CONDITIONS INCLUDE BOMB THREATS, SCHOOL VIOLENCE,
HAZARDOUS MATERIALS, BUS ACCIDENTS, ETC. .  HUMAN-CAUSED HAZARDS CAN OCCUR
RAPIDLY AND CAN DISRUPT DAILY OPERATIONS OF THE DISTRICT.

C.   THE RECEIPT OF TIMELY AND ACCURATE INFORMATION AFFORDS THE DISTRICT 
OPPORTUNITY TO MAKE TIMELY DECISIONS THAT IN THE BEST INTEREST OF THE STAFF AND 
STUDENTS. 
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D. ASSUMPTIONS 

1. WE MAY EXPERIENCE HUMAN-CAUSED SITUATIONS WHICH THREATENS STAFF, STUDENTS
AND SCHOOL PROPERTY AND NECESSITATE THE IMPLEMENTATION OF PROTECTIVE ACTIONS
FOR THE ENTIRE SCHOOL POPULATION AT RISK.

2. In the event a human-caused incident is imminent or in the process of occurring when
school is not in session, a decision will be made by appropriate district personnel to
either delay or cancel that day’s session. Proper notifications will be made according to
procedure.

V. CONCEPT OF OPERATIONS 

B. GENERAL 
1. When school is in session and human-caused hazard precludes the safe transportation

of students, the superintendent shall notify the appropriate personnel to activate shelter 
in place plans.  

2. Parents will be informed that students are safe and being provided for; and that parents
should not come to the school to pick up students. Parents will be advised when it is
safe to pick up students.

3. If a situation necessitates a rapid evacuation of a specific facility within the school
district, appropriate personnel will authorize the movement of students and staff to an
alternate facility not impacted by the human-caused hazard.

4. Upon stabilization of the event, the parents will be notified that students will either be
transported home or back to their normal school facility.

C. ACTIVITIES BY PHASES OF EMERGENCY MANAGEMENT 

5. Mitigation

a. MAINTAIN AN EFFECTIVE PUBLIC WARNING SYSTEM.

b. ESTABLISH/MAINTAIN A COMMUNICATION WITH LOCAL LAW ENFORCEMENT

6. Preparedness

a. ESTABLISH A COMMUNICATION SYSTEM.

b. SELECT AND TRAIN STAFF AND STUDENTS.
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7. RESPONSE

a. Activate the emergency response team system

b. Respond in accordance with the guidelines in Appendix [ ].

c. Provide information and instructions to the public.

8. Recovery

a. Work with state and federal agencies to assess damage, if any.

b. Keep the public informed about the status of the incident.

VI. ORGANIZATION & ASSIGNMENT OF RESPONSIBILITIES

C. Organization 

2. The district/school emergency management coordinator is in charge of the human-
caused hazard protection program on a day-to-day basis.  Once an incident occurs,
responsibility for managing and directing the response is assigned to the Incident
Commander.

D. Assignment of Responsibilities 

4. The district/school emergency management coordinator will designate one or more
human-caused hazards officers to coordinate all protection program activities.

5. The Incident Commander will:

a. Manage emergency response resources and operations at the incident site to
control the incident.

b. Determine and implement protective actions for emergency responders and the
public in the vicinity of the incident site.

c. Schedule and conduct an annual review of this annex and coordinate update of the
annex, if needed.

6. School-based Law Enforcement will:

a. Restrict access to incident sites to protect public health and safety.

b. Organize and conduct evacuations and provide traffic control as needed, if
necessary.

c. Assist in warning the public, if necessary.
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VII. DIRECTION & CONTROL

C. GUIDANCE.  THE SCHOOL BOARD/SUPERINTENDENT WILL ESTABLISH LOCAL POLICIES RELATING
TO HUMAN-CAUSED HAZARD PROTECTION AND MAY PROVIDE GENERAL GUIDANCE FOR 
EMERGENCY OPERATIONS. 

D. OPERATIONAL DIRECTION.  DURING HUMAN-CAUSED HAZARD INCIDENTS, THE INCIDENT
COMMANDER WILL MANAGE RESPONSE OPERATIONS AT THE INCIDENT SITE.  THE INCIDENT 
COMMANDER AND THE EOC SHALL AGREE UPON A DIVISION OF RESPONSIBILITIES FOR SPECIFIC 
TASKS.  TYPICALLY, THE EOC WILL CONDUCT SUPPORT OPERATIONS, INCLUDING ACTIVATING 
ADDITIONAL RESOURCES AND REQUESTING EXTERNAL RESOURCES, MAKING REQUIRED 
NOTIFICATIONS AND REPORTS, COORDINATING LARGE SCALE EVACUATIONS AND AREA TRAFFIC 
CONTROL, DISSEMINATING EMERGENCY PUBLIC INFORMATION, AND OTHER TASKS TO SUSTAIN 
EMERGENCY OPERATIONS.  

E. Communications.  Telephone, radio, teletype, e-mail, and/or facsimile will be used to 
transmit reports of radiological incidents, obtain technical assistance, exchange information, 
and provide direction and control. 

VIII. READINESS LEVELS

F. Green – Low.  

See the mitigation and preparedness activities in Section V.D, Emergency Management 
Activities by Phase. 

G. Blue – General 

1. Monitor the situation.

2. Inform first responders of the situation.

H. Yellow – Significant 

1. Monitor the situation.

2. Alert personnel for possible emergency duty and deploy personnel and equipment to
investigate incidents.

3. Check equipment and increase short-term readiness if possible.

4. Issue warnings to staff, students and parents and providing public information if
necessary.

I. Orange – High 
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1. Investigate the situation and partially or fully activating the EOC to monitor it.Place first
responders in alert status; place off-duty personnel on standby.

2. Advise appropriate state and federal agencies.

3. Prepare to issue public warning if it becomes necessary.

J. Red – Severe 

1. Activate EOC for increase situation monitoring, planning and resource management.

2. Increase communication capabilities

IX. ADMINISTRATION & SUPPORT

E. Agreements & Contracts 

SHOULD OUR LOCAL RESOURCES PROVE TO BE INADEQUATE DURING AN EMERGENCY, REQUESTS 
WILL BE MADE FOR ASSISTANCE FROM LOCAL EMERGENCY RESPONDERS, OTHER AGENCIES, AND 
INDUSTRY IN ACCORDANCE WITH EXISTING MUTUAL-AID AGREEMENTS AND CONTRACTS. 

F. Reports & Records 

4. Activity Logs.  The Incident Command Post and the EOC shall maintain accurate logs
recording key response activities.

5. Response & Recovery Expenses.  As it may be possible to recover some expenses
incurred in responding to a natural hazard from insurers or the federal government,
each department or agency shall maintain detailed records of labor costs, equipment
usage, and supplies expended to respond to or recover from an natural hazard
emergency.

6. Post-Incident Review.    A post-incident critique shall be conducted.

X.  PLAN DEVELOPMENT & MAINTENANCE 

G. Development.  The district/school emergency management coordinator is responsible for 
developing and maintaining this annex. 

H. Maintenance.   This annex will be reviewed annually and updated in accordance with the 
schedule outlined in Section X of the basic plan. 
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XI. APPENDICES

Appendix 1 Bomb Threat Checklist 
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ANNEX M 
RESOURCE MANAGEMENT 

I. AUTHORITY 

SEE BASIC PLAN, SECTION I. 

[LOCAL EMERGENCY PURCHASING/CONTRACTING ORDINANCE, RULES, OR PROCEDURES] 

[Local Resource Inventory Rules or Procedures] 

School Board Policies 

II. PURPOSE

THE PURPOSE OF THIS ANNEX IS TO PROVIDE GUIDANCE AND OUTLINE PROCEDURES FOR 
EFFICIENTLY OBTAINING, MANAGING, ALLOCATING, AND MONITORING THE USE OF RESOURCES 
DURING EMERGENCY SITUATIONS OR WHEN SUCH SITUATIONS APPEAR IMMINENT. 

III. EXPLANATION OF TERMS

EOC EMERGENCY OPERATIONS OR OPERATING CENTER 
EMC Emergency Management Coordinator 
IC Incident Commander 
ICP Incident Command Post 
ICS Incident Command System 
DDC DISASTER DISTRICT COMMITTEE 

IV. SITUATION & ASSUMPTIONS

A. SITUATION 

1. See Basic Plan

2. Resource management planning, during pre-disaster hazard mitigation activities, is
designed to lessen the effects of known hazards. During pre-disaster preparedness
activities it is designed to enhance the [district/school’s] capability to respond to an
emergency. Throughout an actual response to an emergency or during the post-
emergency recovery process, resource management is essential to ensure smooth
operations.  Hence, district must have a resource management capability that is based
on sound business practices that can function efficiently during emergency situations.
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3. Effective resource management is required in all types of emergency situations – from
incidents handled by one or two emergency teams working under the direction of an
IC, to emergencies that require a response by multiple services and external
assistance, to disasters that require extensive resource assistance from the state
and/or federal government for recovery.

4. For some emergency situations, available [district/school] emergency resources will
be insufficient for the tasks that may have to be performed.  Hence, local emergency
resources may have to be diverted from their day-to-day usage to emergency
response.

B. ASSUMPTIONS 

1. Much of the equipment and many of the supplies required for emergency
operations will come from inventories on hand.

2. Additional supplies and equipment needed for emergency operations will generally
be available from normal sources of supply.

3. Some businesses may provide equipment, supplies, manpower, or services at no
cost during emergency situations.   Developing agreements between local
government and the businesses in advance can make it easier to obtain such
support during emergencies.

4. Some community groups and individuals may provide equipment, supplies,
manpower, and services during emergency situations.

5. Volunteer groups active in disaster will provide such emergency services as shelter
management and mass feeding when requested to do so by local officials.

6. Donated goods and services can be a valuable source of resources.

V. CONCEPT OF OPERATIONS 

A. GUIDELINES 

1. It is the responsibility of Roma ISD to protect the lives and property of its staff and
students and to relieve suffering and hardship.  Roma ISD will commit our available
resources to do so.  In the event of resource shortfalls during emergency
situations, the district incident commander will be responsible for establishing
priorities for the use of available resources and identifying the need for additional
resources.

2. As a basis for employing resources to their greatest capacity during emergency
situations, Roma ISD will develop and maintain a current inventory of dedicated
emergency resources and other resources that may be needed during
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emergency operations.  See Appendix 1 to this annex for a general resource inventory. 

3. In the event that district resources have been committed and are insufficient,
assistance will be sought from surrounding local emergency responders and from
volunteer groups and individuals.  Where possible, we will execute agreements in
advance with those groups and individuals for use of their resources.

4. Some of the resources needed for emergency operations may be available only
from businesses.  Hence, Roma ISD will establish emergency purchasing and
contracting procedures.

5. Certain emergency supplies and equipment, such as drinking water and portable
toilets, may be needed immediately in the aftermath of an emergency.  The
Resource Manager shall maintain a list of local and nearby suppliers for these
essential needs items.  See Appendix 2 to this annex.

6. It is important to maintain detailed records of resources expended in support of
emergency operations:

a. As a basis for future district program and budget planning.

b. To document costs incurred that may be recoverable from the party
responsible for an emergency incident, insurers, or from the state or federal
government.

B. Management Operations 

1. The IC is responsible for managing emergency resources at the incident site and
shall be assisted by a staff commensurate with the tasks to be performed and
resources committed to the operation.  The ICS structure includes a Logistics
Section, which is responsible for obtaining and maintaining personnel, facilities,
equipment, and supplies committed to the emergency operation.  The IC will
determine the need to establish a Logistics Section.  This decision is usually based
on the size and anticipated duration of the incident and the complexity of support.

2. If additional resources are required, the Resource Manager shall coordinate with
the Incident Commander to:

a. Activate and direct deployment of additional local resources to the incident site.
b. Request mutual aid assistance.
c. Purchase, rent, or lease supplies and equipment.
d. Obtain donated resources from businesses, individuals, or volunteer groups.
e. Contract for necessary services to support emergency operations.
f. Commit such resources to the IC to manage.

5. The Resource Manager should be among those initially notified of any large-scale
emergency.  When warning is available, key suppliers of emergency
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equipment and supplies should be notified that short notice orders may be 
forthcoming. 

6. The Resource Manager shall consult with the District Attorney to determine
potential liabilities before accepting offers of donations of supplies, equipment, or
services or committing manpower from individual or volunteer groups to
emergency operations.

C. ACTIVITIES BY PHASES OF EMERGENCY MANAGEMENT 

1. Mitigation

a. Review the district hazard analysis and security audit and, to the extent
possible, determine the emergency resources needed to deal with anticipated
hazards and vulnerabilities and identify shortfalls in personnel, equipment, and
supplies.

b. Enhance emergency capabilities by acquiring staff, equipment, and supplies to
reduce shortfalls and executing inter-local agreements to obtain access to
external resources during emergencies.

2. Preparedness

a. Establish and train an emergency resource management staff.  Staff members
should be trained to perform resource management in an incident command
operation.

b. Maintain the resource inventory in Appendix 1 to this annex.  This resource
inventory should include resources not normally used in day-to-day operations
that may be needed during emergencies and disasters.

c. Establish rules and regulations for obtaining resources during emergencies,
including emergency purchasing and contracting procedures.

d. Maintain the list of local and nearby suppliers of immediate needs resources;
see Appendix 2.

e. Ensure district emergency call-out rosters include the district Resource
Manager, who should maintain current telephone numbers and addresses for
sources of emergency resources.

f. Ensure that after-hours contact numbers are obtained for those companies,
individuals, and groups who supply equipment and supplies that may be
needed during emergency operations and that those suppliers are prepared to
respond to on short notice during other than normal business hours.

3. Response

a. Advise the superintendent and emergency services staff on resource
requirements and logistics related to response activities.
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b. Coordinate and use all available resources during an emergency or disaster;
request additional resources if local resources are insufficient or inappropriate.

c. For major emergencies and disaster, identify potential resource staging areas.

d. Coordinate emergency resource needs with local emergency responders,
nearby businesses, industry, volunteer groups, and, where appropriate, with
state and federal resource suppliers.

e. Coordinate resources to support emergency responders and distribute aid to
disaster victims.

f. Maintain records of equipment, supply, and personnel costs incurred during
the emergency response.

4. Recovery

a. In coordination with M/O Director, determine loss or damage to equipment,
supplies consumed, labor utilized, equipment rental or lease costs, and costs
of contract services to develop estimates of expenses incurred in response and
recovery operations.

b. In coordination with District Emergency Operations Coordinator, determine
repairs, extraordinary maintenance, and supply replenishment needed as a
result of emergency operations and estimate costs of those efforts.

c. Maintain records of the personnel, equipment, supply, and contract costs
incurred during the recovery effort as a basis for recovering expenses from the
responsible party, insurers, or the state or federal government.

VI. ORGANIZATION & ASSIGNMENT OF RESPONSIBILITIES

A. General. 

1. THE FUNCTION OF RESOURCE MANAGEMENT DURING EMERGENCY SITUATIONS SHALL
BE CARRIED OUT IN THE FRAMEWORK OF OUR NORMAL EMERGENCY ORGANIZATION.
PREPLANNING FOR RESOURCE MANAGEMENT OPERATIONS SHALL BE CONDUCTED TO
ENSURE THAT STAFF AND PROCEDURES NEEDED TO MANAGE RESOURCES IN AN
EMERGENCY SITUATION ARE IN PLACE.

2. THE BUSINESS MANAGER SHALL SERVE AS THE RESOURCE MANAGER AND WILL BE
RESPONSIBLE FOR PLANNING, ORGANIZING, AND CARRYING OUT RESOURCE
MANAGEMENT ACTIVITIES DURING EMERGENCIES. THE RESOURCE MANAGER WILL BE
ASSISTED BY A TEMPORARY STAFF, DESCRIBED BELOW, ASSEMBLED FROM THOSE
DEPARTMENTS AND AGENCIES WITH THE REQUIRED SKILLS AND EXPERIENCE.
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3. DURING AN EMERGENCY OR DISASTER, THE RESOURCE MANAGER WILL FULFILL
REQUESTS FOR ADDITIONAL PERSONNEL, EQUIPMENT, AND SUPPLIES RECEIVED FROM
EMERGENCY RESPONSE ELEMENTS, IDENTIFY RESOURCES TO SATISFY SUCH
REQUIREMENTS, COORDINATE EXTERNAL RESOURCE ASSISTANCE, AND SERVE AS THE
PRIMARY POINT OF CONTACT FOR EXTERNAL RESOURCES MADE AVAILABLE TO THE
DISTRICT.

B. TASK ASSIGNMENTS 

1. The superintendent
a. Will administer the rules and regulations regarding resource management

during emergency situations established by the school board.

b. May provide general guidance on resource management and establish
priorities for use of resources during emergency situations.

c. May request assistance from the local emergency responders if district
resources are insufficient to deal with the emergency situation

2. The IC will:

a. Manage resources committed to an incident site.

b. Monitor the status of available resources and request additional resources
through the Logistics Section at the ICP.

3. The Resource Manager will:

a. Advise district officials regarding resource management needs and the
priorities for meeting those needs.

b. Maintain the resource inventory in this annex (see Appendix 1).

c. Provide qualified staff at the ICP to track the status of resources -- those
committed, available, or out-of-service.

d. Maintain a list of suppliers for emergency resource needs (see Appendix 2).
Identify sources for additional resources from public and private entities and
coordinate the use of such resources.

e. Determine the need for, identify, and operate facilities for resource staging and
temporary storage of equipment and supplies, to include donated goods.

f. Monitor potential resource shortages and establish controls on use of critical
supplies.

g. Organize and train staff to carry out the Logistics function at the ICP and the
Resource Management function.

h. Determine the most appropriate means for satisfying resource requests.
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i. Locate needed resources using resource and supplier lists and obtain needed
goods and services.

j. Coordinate with the Donations Coordinator regarding the need for donated
goods and services (see Annex T, Donations Management).

k. Coordinate resource transportation requirements with the Transportation
Officer (See Annex S, Transportation).

4. The Business Manager shall:

a. Oversee the financial aspects of meeting resource requests, including record-
keeping, budgeting for procurement and transportation, and facilitating cash
donations to the district.

b. Advise district officials on record keeping requirements and other
documentation necessary for fiscal accountability.

5. The Roma ISD Attorney shall:

a. Advise the resource management staff regarding procurement contracts and
questions of administrative law.

b. Review and advise district officials on possible liabilities arising from resource
management operations during emergencies.

c. Monitor reports of overcharging/price gouging for emergency supplies and
equipment and repair materials and refer such reports to the Office of the
Attorney General.

6. All departments and agencies will coordinate emergency resource requirements
that cannot be satisfied through normal sources of supply with the Resource
Management staff.

VII. DIRECTION & CONTROL

A. GENERAL.

1. THE SUPERINTENDENT SHALL PROVIDE GENERAL GUIDANCE ON THE MANAGEMENT OF
RESOURCES DURING EMERGENCIES AND SHALL BE RESPONSIBLE FOR APPROVING ANY
REQUEST FOR STATE OR FEDERAL RESOURCES.

2. THE RESOURCE MANAGER MAY PROVIDE ADVICE REGARDING RESOURCE
MANAGEMENT TO THE SUPERINTENDENT AND OTHER DISTRICT OFFICIALS DURING
EMERGENCIES.
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3. The IC will manage personnel, equipment, and supply resources committed to an
incident, establishing a Logistics Section if necessary.

4. The Resource Manager will identify public and private sources from which
necessary resources can be obtained during an emergency situation and originate
emergency procurements or take action to obtain such resources by lease, rental,
borrowing, donation, or other means.

B. THE LINE OF SUCCESSION FOR ALFONSO PEREZ, RISD BUSINESS MANAGER IS: 

1. PEDRO ALANIZ
2. JOSE EDGAR RODRIGUEZ
3. JOSE REGULO RAMOS

VIII. READINESS LEVELS

A. GREEN – LOW 

SEE THE MITIGATION AND PREPAREDNESS ACTIVITIES IN PARAGRAPHS V.C.1 AND V.C.2 
ABOVE. 

B. BLUE – GENERAL 

1. Review the potential emergency situation, determine resource management staff
availability, and review emergency tasks assigned in the emergency operations
plan and this annex.

2. Designate resource management personnel on call for emergency duty.

3. Update local resource inventory.

C. YELLOW – SIGNIFICANT 

1. The Resource Manager will review resource request procedures and any known
resources limitations pertinent to the potential hazard facing the district.

2. The Resource Manager will brief assigned staff on the potential emergency
situation and ensure that on-call staff members are available by telephone and
ready to report to duty if called.

3. Contact suppliers to advise them of threat and possible needs.

4. Consider relocation or other means of protecting resources at risk.
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D. ORANGE – HIGH 

1. Designated resource management personnel will proceed to the ICP if requested.
Implement protective actions for resources.

E.    Red-Severe 

1. Activate the ICP for increase situation monitoring .planning, and resource
management.

2. Increase communication with other school districts

IX. ADMINISTRATION & SUPPORT

A. Maintenance of Records.  All records generated during an emergency will be 
collected and maintained in an orderly manner so a record of actions taken is 
preserved for use in determining response costs, settling claims, and updating 
emergency plans and procedures. 

B. Preservation of Records.  Vital resource management records should be protected 
from the effects of disaster to the maximum extent feasible.  Should records be 
damaged during an emergency situation, professional assistance in preserving and 
restoring those records should be obtained as soon as possible. 

C. Training.  Individuals who will be performing resource management duties in the 
incident command post shall receive training on their required duties and the operating 
procedures for those facilities.   

D. Resource Data 

1. The Resource Manager shall keep current the list of available emergency
resources.

2. The Resource Manager shall keep current information on the sources of essential
disaster supplies.

E. Support.  The Resource Manager is responsible for coordinating standby agreements 
for emergency use of resources with businesses, industry, individuals, and volunteer 
groups.  The Roma ISD Attorney shall be consulted regarding such agreements and 
approve them.  

X. DEVELOPMENT & MAINTENANCE 

A. THE ROMA ISD RESOURCE MANAGER IS RESPONSIBLE FOR DEVELOPING AND MAINTAINING
THIS ANNEX. 



ANNEX M 

VER 1.3 
07/05 

M-11 

B. THIS ANNEX WILL BE REVIEWED ANNUALLY AND UPDATED IN ACCORDANCE WITH THE
SCHEDULE OUTLINED IN SECTION X OF THE BASIC PLAN.
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XI. REFERENCES

A. TEXAS LOCAL GOVERNMENT CODE, CHAPTER 203 (MANAGEMENT AND PRESERVATION
OF RECORDS). 

APPENDICES 

 Appendix 1  .................................................................................... Resource Inventory 

    APPENDIX 2   ................................................................... ESSENTIAL DISASTER SUPPLIES 
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Appendix 1 
Resource Inventory 

RESPONSE SUPPLIES CHECKLIST

This checklist is a comprehensive list of items that schools may need to respond to an 
emergency. Your school will not need all of these response supplies for every 
emergency but should plan on stocking (or being able to obtain) these supplies in the 
case of a catastrophic disaster. Use the checklist as a guide to developing and 
maintaining your supply inventory. Note: Your school may not need all items on this 
checklist—or it may need other items that are not shown here. Review the list carefully 
to determine the supplies that your school needs.  

– Classroom “Go Kit”
o Bright-colored bucket with lid. The bucket should be stenciled with the classroom

number for visual identification
o First aid kit
o A hat, vest, or other unique identifier for the teacher (and aide)
o A whistle
o Student accounting paperwork for student accountability (student disaster cards,

buddy class list, etc.)
o Tarp or ground cover
o Age-appropriate time passers (cards, crayons, etc.)

– Storage Container (Keep this container outside if your school is at high risk for
earthquakes.)
o Medical equipment
o Food and water. (Remember dietary needs for special populations.)
o Sanitary supplies:

 Toilet paper
 Chemicals (if required)
 Plastic sheeting for privacy
 Disinfectant spray

o Note: Consult with the local sanitation district regarding plans for post-event
disposal of human waste

o Spare batteries
o Blankets
o Search and rescue backpacks with medical supplies.
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RESPONSE SUPPLIES CHECKLIST (CONTINUED) 

– Outdoor Storage Container (Continued)
– Search and rescue bucket that contains:

o Flashlights
o Crowbar
o Masking tape
o Large chalk
o A door restraint
o A lanyard with snap hook
o Whistle
o Keys
o Portable radio
o Pen and clipboard (for logging of victim locations and status)
o Site map

– A lockbox with master key sets (enough to guarantee access) on lanyard
– A bull horn.
– Rescue tools:

o Shovels
o Pry bar
o Sledgehammers (10 lb.)
o Pick axes (6 lb.)
o Backboards

– Water Barrels
– Water Dispensing System, consisting of:

o 5-gallon barrel(s) with spigot in lid
o Disposable paper cups

– Student Request Table:
o Signs to notify parents
o Request cards, pencils, and pens
o File box containing each student’s emergency card and alpha dividers
o Staplers
o 2-way radios
o Vests for staff and student runners

– Fire Extinguishers
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1. PLANNING FACTORS

A. DRINKING WATER.

1) THE PLANNING FACTOR FOR DRINKING WATER IS 3 GALLONS PER PERSON PER DAY.
2) EMERGENCY DRINKING WATER IS USUALLY PROVIDED IN THE FORM OF BOTTLED WATER.  BOTTLED

WATER IS AVAILABLE FROM A VARIETY OF SOURCES ALREADY PALLETIZED AND READY TO SHIP.
3) PEOPLE SOMETIMES REQUEST THAT WATER TANKERS BE EMPLACED IN SPECIFIC AREAS AS FILL-IT-

YOURSELF WATER STATIONS. THIS ARRANGEMENT IS OFTEN UNDESIRABLE BECAUSE POTABLE
WATER TANKERS ARE GENERALLY IN SHORT SUPPLY, A DISTRIBUTION SYSTEM OF PIPING AND
FAUCETS MUST BE FABRICATED, AND SUCH FACILITIES USUALLY HAVE TO BE STAFFED.

B. ICE 

1) ICE IS NEEDED TO PRESERVE FOOD AND MEDICINES.
2) THE PLANNING FACTOR FOR ICE IS ONE 8 TO 10 POUND BAG PER PERSON PER DAY.
3) BAGGED ICE IS AVAILABLE FROM A NUMBER OF DISTRIBUTORS.  WHEN ARRANGING FOR ICE, KEEP

IN MIND THAT ICE IS OBVIOUSLY PERISHABLE AND YOU WILL PROBABLY NEED TO RETAIN THE
REFRIGERATED DELIVERY TRUCK TO PRESERVE THE PRODUCT WHILE IT IS BEING DISTRIBUTED.

C. PORTABLE TOILETS 

1) THE GENERAL PLANNING FACTOR IS 8 TO 10 TOILETS PER HUNDRED PEOPLE.  IN AREAS WHERE
PEOPLE ARE WELL DISPERSED, ADDITIONAL TOILETS MAY BE NEEDED TO KEEP THE WALK TO
SANITARY FACILITIES REASONABLE.

2) IN REQUESTING PORTABLE TOILETS, ENSURE THAT THE CONTRACT FOR PROVIDING THE TOILETS
INCLUDES THE REQUIREMENT TO SERVICE THEM ON A REGULAR BASIS.  A LOCAL OR NEARBY FIRM
THAT HAS EXISTING ARRANGEMENTS FOR WASTE DISPOSAL IS OFTEN PREFERABLE.

3) PORTABLE TOILETS SHOULD BE SITED AT LEAST 100 FEET FOR ANY WATER SOURCE OR COOKING
FACILITY.  TO PREVENT DISEASE, IT IS DESIRABLE TO HAVE HAND WASHING FACILITIES IN THE
VICINITY OF TOILETS.

D. FOOD 

1) SHELTER AND MASS CARE FACILITIES AND MOBILE FEEDING UNITS GENERALLY AIM TO PROVIDE AT
LEAST TWO, AND PREFERABLY THREE, SIMPLE MEALS PER DAY – CEREAL, SANDWICHES, AND
SOUP.  WHEN REQUESTING FEEDING SERVICE, PROVIDE NOT ONLY AN ESTIMATE OF THE NUMBER
OF PEOPLE THAT NEED TO BE FED, BUT ALSO INDICATE THE NUMBER OF THOSE WHO ARE INFANTS
AND CHILDREN 1 TO 3 YEARS OF AGE SO THAT SUITABLE FOOD CAN BE PROVIDED.

2) IT MAY BE POSSIBLE TO OBTAIN PACKAGED NON-PERISHABLE MEALS FOR DISASTER VICTIMS WHO
REMAIN IN THEIR HOMES AND CANNOT EASILY BE SERVED BY FIXED OR MOBILE FEEDING
FACILITIES.  A GOOD ESTIMATE OF THE NUMBER OF PEOPLE WHO MUST BE FED AND FOR HOW
LONG IS VITAL IN REQUESTING SUCH MEALS.

E. PLASTIC SHEETING & TARPS 

M-2-1
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1) PLASTIC SHEETING AND TARPS ARE USED TO PROTECT DAMAGED STRUCTURES FROM FURTHER
DAMAGE BY FOUL WEATHER.

2) THE PLANNING FACTOR FOR PLASTIC SHEETING IS 1100 SQUARE FEET PER HOME.  THAT AMOUNT
COVERS HALF THE ROOF OF A TYPICAL 1800 SQUARE FOOT HOUSE.

3) FOR PLASTIC SHEETING:  4 OR 5 MIL THICKNESS, 8+ FEET WIDE – THE WIDER THE BETTER.
4) FOR TARPS:  INEXPENSIVE POLYETHYLENE TARPS ARE READILY AVAILABLE.  TARPS SHOULD HAVE

GROMMETS.
5) ROPE CAN BE USED TO INSTALL TARPS THAT HAVE GROMMETS.  FURRING STRIPS ARE USUALLY

NEEDED TO KEEP PLASTIC SHEETING ON ROOFS AND WALLS AND MAY ALSO BE USED WITH TARPS.

F. SANDBAGS 

1) SANDBAGS MAY BE USED TO PROTECT STRUCTURES FROM RISING WATER.
2) SANDBAGS ARE AVAILABLE IN QUANTITY FROM A NUMBER OF COMMERCIAL DISTRIBUTORS.
3) IF YOU PLAN TO USE A SUBSTANTIAL QUANTITY OF SANDBAGS, A SANDBAG FILLING MACHINE CAN

EXPEDITE FILLING.  THESE MACHINES ARE AVAILABLE FROM A VARIETY OF COMMERCIAL VENDORS;
SANDBAG DISTRIBUTORS MAY BE ABLE TO PROVIDE SUCH MACHINES OR CONTACT INFORMATION
FOR THOSE WHO DO.

2. SUPPLIERS OF ESSENTIAL DISASTER SUPPLIES

ITEM LOCAL SUPPLIER NEARBY SUPPLIER 

BOTTLED WATER 

ICE 

PORTABLE TOILETS 

PACKAGED MEALS 

PLASTIC SHEETING 
& TARPS 

SANDBAGS 
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APPROVAL & IMPLEMENTATION 

ANNEX N 

DIRECTION & CONTROL 

Luis Garza 2018-2019 
Signature School Year 

Carlos Guzman 2018-2019 
Signature School Year 

NOTE:  The signature(s) will be based upon local administrative practices.  Typically, the first 
signature block is used by the individual having primary responsibility for this emergency function 
and the second signature block is used by the superintendent.  Alternatively, each person assigned 
tasks within the annex may sign the annex. 
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ANNEX N 
DIRECTION AND CONTROL 

I. AUTHORITY 

Refer to Section I of the Basic Plan for general authorities. 

School Board policies 

II. PURPOSE

The purpose of this annex is to explain how the district will direct and control those activities that 
are essential to save lives, protect property, and maintain or restore facilities and services 
during and following emergency situations.  This annex describes the district’s concept of 
operations and organization for direction and control of such operations and assigns 
responsibilities for tasks that must be carried out to perform the direction and control function. 

III. EXPLANATION OF TERMS

DEM Division of Emergency Management 
DDC Disaster District Committee 
DPS Department of Public Safety 
EOC EMERGENCY OPERATIONS OR OPERATING CENTER 
EMC Emergency Management Coordinator 
FEMA Federal Emergency Management Agency 
OSHA Occupational Safety and Health Administration 
IC Incident Commander 
ICP Incident Command Post 
ICS Incident Command System 
SOP Standard Operating Procedures 
TDH Texas Department of Health 
TLETS  Texas Law Enforcement Telecommunications System 

IV. SITUATION & ASSUMPTIONS

A. SITUATION 

1. OUR DISTRICT IS VULNERABLE TO MANY HAZARDS, WHICH THREATEN HEALTH AND SAFETY
AND DISTRICT PROPERTY.  SEE THE GENERAL SITUATION STATEMENT AND HAZARD SUMMARY

2. OUR DIRECTION AND CONTROL ORGANIZATION MUST BE ABLE TO ACTIVATE QUICKLY AT ANY
TIME DAY OR NIGHT, OPERATE AROUND THE CLOCK, AND DEAL EFFECTIVELY WITH

N-1
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EMERGENCY SITUATIONS THAT RANGE FROM MINOR TO CATASTROPHIC.  THESE EMERGENCY 
SITUATIONS INCLUDE: 

a. Incident.  An incident is a situation that is limited in scope and potential effects.
Characteristics of an incident include:

1) INVOLVES A LIMITED AREA AND/OR LIMITED DISTRICT POPULATION.
2) EVACUATION OR IN-PLACE SHELTERING IS TYPICALLY LIMITED TO THE IMMEDIATE AREA

OF THE INCIDENT.
3) WARNING AND PUBLIC INSTRUCTIONS ARE PROVIDED IN THE IMMEDIATE AREA OF THE

INCIDENT, NOT COMMUNITY-WIDE.
4) TYPICALLY RESOLVED BY ONE OR TWO EMERGENCY RESPONSE AGENCIES ACTING

UNDER AN INCIDENT COMMANDER.
5) REQUESTS FOR RESOURCE SUPPORT ARE NORMALLY HANDLED THROUGH THE DISTRICT.
6) MAY REQUIRE LIMITED EXTERNAL ASSISTANCE FROM OTHER EMERGENCY RESPONSE

AGENCIES.

b. EMERGENCY.  AN EMERGENCY IS A SITUATION LARGER IN SCOPE AND MORE SEVERE IN TERMS 
OF ACTUAL OR POTENTIAL EFFECTS THAN AN INCIDENT.  CHARACTERISTICS INCLUDE:

1) Involves a large area, significant district population, or important facilities.
2) May require implementation of large-scale evacuation or in-place sheltering and

implementation of temporary shelter and mass care operations.
3) May require district wide warning and instructions.
4) Requires a sizable multi-agency response operating under an Incident

Commander.
5) May require some external assistance from emergency response agencies,

contractors, and limited assistance from state or federal agencies.

c. Disaster.  A disaster involves the occurrence or threat of significant casualties and/or
widespread property damage that is beyond the capability of the local government to
handle with its organic resources.   Characteristics include:

1) Involves a large area, a sizable population, and/or important facilities.
2) May require implementation of large-scale evacuation or in-place sheltering and

implementation of temporary shelter and mass care operations.
3) Requires community-wide warning and public instructions.
4) Requires a response by most or all local response agencies.  The EOC and one

or more incident command posts (ICPs) may be activated.
5) Requires significant external assistance from other local response agencies,

contractors, and extensive state or federal assistance.

B. Assumptions 

1. Many emergency situations occur with little or no warning.  If warning is available, alerting
the district community, recommending suitable protective actions, taking preventative
measures, and increasing the readiness of and deploying district emergency response
forces may lessen the impact of some emergency situations.

N-2
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2. Roma ISD will use its own resources to respond to emergency situations and, if needed,
request external assistance from the emergency responders as needed.  Since it takes
time to summon external assistance, it is essential for the district to be prepared to carry
out the initial emergency response on an independent basis.

3. Emergency operations will be directed by district officials, except where state or federal
law provides that a state or federal agency must or may take charge or where district
responders lack the necessary expertise and equipment to cope with the incident and
agree to permit those with the expertise and resources to take charge.

4. Effective direction and control requires suitable facilities, equipment, procedures, and
trained personnel.  Direction and control function facilities will be activated and staffed on
a graduated basis as needed to respond to the needs of specific situations.

V. CONCEPT OF OPERATIONS 

A. GENERAL 

1. Roma ISD direction and control structure for emergency operations includes an on-scene
control system, the Incident Command System (ICS).

2. Emergency situations classified as incidents will normally be handled by an Incident
Commander using response resources from within the school.

3. During major emergencies and disasters, both an ICP and the EOC will generally be
activated.  The Incident Commander will manage and direct the on-scene response from
the ICP.  The EOC will mobilize and deploy resources for use by the Incident Commander,
coordinate external resource and technical support, research problems, provide
information to senior managers, disseminate emergency public information, and perform
other tasks to support on-scene operations.

4. For operational flexibility, ICS operations may be sized according to the anticipated
needs of the situation.  The structure of ICS is specifically intended to provide a
capability to expand and contract with the magnitude of the emergency situation and the
resources committed to it.

B. Incident Command Operations 

1. THE FIRST DISTRICT EMERGENCY RESPONDER TO ARRIVE AT THE SCENE OF AN EMERGENCY
SITUATION WILL SERVE AS THE INCIDENT COMMANDER UNTIL RELIEVED BY A MORE SENIOR OR
MORE QUALIFIED INDIVIDUAL.  THE INCIDENT COMMANDER WILL ESTABLISH AN ICP, IDENTIFY
RESPONSE RESOURCES REQUIRED, AND DIRECT THE ON-SCENE RESPONSE FROM THE ICP.

2. The Incident Commander is responsible for carrying out the ICS function of command –
making operational decisions to manage the incident.  The four other major management
activities that form the basis of ICS are operations, planning, logistics, and
finance/administration.   For small-scale incidents, the Incident Commander and one or
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two individuals may perform all of these functions. For more serious emergency situations, 
emergency responders will be contacted  

D. Activities by Phases of Management  

1. Mitigation

a. Prepare maintain maps, displays, databases, reference materials, and other
information needed to support ICP operations.

b. Identify and stock supplies needed for ICP operations.

c. Develop and maintain procedures for activating, operating, and deactivating the ICP.
See Appendix 1 and its tabs.

2. Preparedness

a. Identify department/agency/volunteer group representatives who are qualified to
serve in various ICP positions.

b. Conduct ICS training for district personnel who will staff the ICP.

c. Maintain maps, displays, databases, reference materials, and other information
needed to support ICP operations

d. Test and maintain equipment to ensure operational readiness.

e. Exercise the ICP at least once a year.

3. Response

a. Activate an ICP if necessary .

b. Conduct response operations.

c. Deactivate ICP when no longer needed.

4. Recovery

a. Restock ICP supplies if necessary.

b. For major emergencies and disasters, conduct a review of emergency operations as
a basis for updating plans, procedures, and training requirements.

VI. ORGANIZATION & ASSIGNMENT OF RESPONSIBILITIES

A. ORGANIZATION 
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1. Our normal emergency organization, will carry out the direction and control function
during emergency situations.

2. The specific organizational elements to be activated for an emergency will be
determined by the Incident Commander based on the tasks that must be performed and
the resources available for those tasks.

B. ASSIGNMENT OF RESPONSIBILITIES 

1. The superintendent will:

a. Establish general policy guidance for emergency operations.
b. Direct that the ICP be partially or fully activated.
c. When appropriate terminate ICP operations.

2. The Incident Commander will:

a. Establish an ICP and direct and control emergency operations at the scene.
b. Determine the need for and implement public warning and protective actions at and in

the vicinity of the incident site.
c. Provide periodic situation updates to the EOC, if that facility is activated.
d. Identify resource requirements to the EOC, if that facility is activated.

VII. DIRECTION & CONTROL

A. General 
1. The Superintendent will provide general guidance for the direction and control function.

B. Incident Command Operations. 
1. The first responder on the scene will take charge and serve as the Incident Commander

until relieved by a more senior or qualified individual or an individual designated by the 
superintendent.  An ICP will normally be established at the incident scene; the Incident 
Commander will direct and control response forces from that command post. 

VIII. READINESS LEVELS
A. GREEN – LOW 

SEE THE MITIGATION AND PREPAREDNESS ACTIVITIES IN SECTIONS V.E.1 AND V.E.2. 

B. Blue –General  

1. Check status of ICP equipment and repair or replace as needed.

2. Check status of ICP supplies and restock as needed.

3. Alert staff, determine personnel availability, and update ICP staff call lists.

4. Consider situation briefings for senior staff.
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C.  Yellow – Significant 

1. Monitor potential emergency situation and determine possible impact areas.

2. Update maps, charts, displays and resource data.

3. Consider situation briefings for ICP staff.

4. Check status of Alternate ICP [and Mobile Command Post].

D. Orange – High 

1. Monitor situation.

2. Update maps, charts, displays, and resource lists.

3. Arrange for food service if needed.

E.   Red – Severe 
1. Activate ICP for increase situation monitoring, planning, and resource management

2. Increase communication with parent and school community

3. Determine possible hazard impact areas and potential hazard effects.

4. Conduct briefings for district staff.

5. Formulate and implement precautionary measures to protect the staff and students.

6. Coordinate with adjacent districts that may be affected.

IX. ADMINISTRATION & SUPPORT

A) Records

1. ACTIVITY LOGS.  THE ICP SHALL MAINTAIN ACCURATE LOGS RECORDING KEY RESPONSE
ACTIVITIES, INCLUDING:

a. ACTIVATION OR DEACTIVATION OF EMERGENCY FACILITIES.
b. EMERGENCY NOTIFICATIONS TO OTHER LOCAL GOVERNMENTS AND TO STATE AND

FEDERAL AGENCIES.
c. SIGNIFICANT CHANGES IN THE EMERGENCY SITUATION.
d. MAJOR COMMITMENTS OF RESOURCES OR REQUESTS FOR ADDITIONAL RESOURCES FROM

EXTERNAL SOURCES.
e. ISSUANCE OF PROTECTIVE ACTION RECOMMENDATIONS TO THE PUBLIC.
f. EVACUATIONS.
g. CASUALTIES.
h. CONTAINMENT OR TERMINATION OF THE INCIDENT.
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THE ICP SHALL USE THE UNIT LOG (ICS FORM 214) OR AN EQUIVALENT. 

2. COMMUNICATIONS & MESSAGE LOGS

COMMUNICATIONS FACILITIES SHALL MAINTAIN A COMMUNICATIONS LOG.

3. COST INFORMATION

a. INCIDENT COSTS.  ALL DEPARTMENT AND AGENCIES SHALL MAINTAIN RECORDS
SUMMARIZING THE USE OF PERSONNEL, EQUIPMENT, AND SUPPLIES DURING THE
RESPONSE TO DAY-TO-DAY INCIDENTS TO OBTAIN A ESTIMATE OF ANNUAL EMERGENCY
RESPONSE COSTS THAT CAN BE USED AS IN PREPARING FUTURE DEPARTMENT OR
AGENCY BUDGETS.

b. EMERGENCY OR DISASTER COSTS.  FOR MAJOR EMERGENCIES OR DISASTERS, ALL
DEPARTMENTS AND AGENCIES PARTICIPATING IN THE EMERGENCY RESPONSE SHALL
MAINTAIN DETAILED OF COSTS FOR EMERGENCY OPERATIONS TO INCLUDE:

1) PERSONNEL COSTS, ESPECIALLY OVERTIME COSTS
2) EQUIPMENT OPERATION COSTS
3) COSTS FOR LEASED OR RENTED EQUIPMENT
4) COSTS FOR CONTRACT SERVICES TO SUPPORT EMERGENCY OPERATIONS
5) COSTS OF SPECIALIZED SUPPLIES EXPENDED FOR EMERGENCY OPERATIONS

THESE RECORDS MAY BE USED TO RECOVER COSTS FROM THE RESPONSIBLE PARTY OR 
INSURERS OR AS A BASIS FOR REQUESTING REIMBURSEMENT FOR CERTAIN ALLOWABLE 
RESPONSE AND RECOVERY COSTS FROM THE STATE AND/OR FEDERAL GOVERNMENT.  

B. Reports 

1. INITIAL EMERGENCY REPORT

AN INITIAL EMERGENCY REPORT SHOULD BE PREPARED AND DISSEMINATED FOR MAJOR
EMERGENCIES AND DISASTERS WHERE STATE ASSISTANCE MAY BE REQUIRED.  THIS SHORT
REPORT IS DESIGNED TO PROVIDE BASIC INFORMATION ABOUT AN EMERGENCY SITUATION.
SEE APPENDIX 2 FOR THE REPORT FORMAT.

2. SITUATION REPORT

FOR MAJOR EMERGENCIES AND DISASTERS WHERE EMERGENCY RESPONSE OPERATIONS
CONTINUE OVER AN EXTENDED PERIOD, A SITUATION REPORT SHOULD BE PREPARED AND
DISSEMINATED DAILY.  THIS REPORT IS DESIGNED TO KEEP THE DISASTER DISTRICT, OTHER
JURISDICTIONS PROVIDING RESOURCE SUPPORT FOR EMERGENCY OPERATIONS, AND
JURISDICTIONS THAT MAY BE AFFECTED BY THE EMERGENCY SITUATION INFORMED ABOUT THE
CURRENT STATUS OF OPERATIONS.   SEE APPENDIX 3 FOR THE REPORT FORMAT.

C. Agreements & Contracts 
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SHOULD DISTRICT RESOURCES PROVE TO BE INADEQUATE DURING AN EMERGENCY, REQUESTS 
WILL BE MADE FOR ASSISTANCE FROM EMERGENCY RESPONDERS, OTHER AGENCIES, AND 
INDUSTRY IN ACCORDANCE WITH EXISTING INTER-LOCAL AGREEMENTS AND CONTRACTS. 

X.    ANNEX DEVELOPMENT & MAINTENANCE 

A. Development 

1. The District Emergency Management Coordinator is responsible for the development and
maintenance of this annex.

B. Maintenance. 

This annex will be reviewed annually and updated in accordance with the schedule outlined 
in Section X of the Basic Plan. 

XI. REFERENCES

A. DEM, Local Emergency Management Planning Guide (DEM-10) 

B. FEMA, Guide for All-Hazard Emergency Operations Planning (SLG-101). 
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ANNEX P 
Coordination with Emergency Services 

I.  AUTHORITY 

C. Refer to Section I of the Basic Plan for general authorities. 

D. School Board Ordinances 

II. PURPOSE

The purpose of this annex is to outline the organization, operational concepts, responsibilities, 
and procedures to coordinate with emergency services 

III. EXPLANATION OF TERMS

C. Acronyms 
DEM Division of Emergency Management 
EAS Emergency Alert System 
EMC Emergency Management Coordinator 
FEMA Federal Emergency Management Agency 
IC Incident Commander 
ICS Incident Command System 
LWP Local Warning Point 
NAWAS National Warning System 
NWS National Weather Service 
PIO Public Information Office or Officer 
SOP Standard Operating Procedures 
TEWAS Texas Warning System 

D. Definitions 

IV. SITUATION & ASSUMPTIONS

C. Situation 

1. See the general situation statement and hazard summary in Section IV.A of the Basic
Plan.

2. District will need assistance from local emergency responders during some emergency
situation
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3. Roma ISD has the following response capabilities:

a. Limited Fire Suppression (All buildings have fire extinguishers and Roma ISD Police
have fire extinguishers in their vehicles).

b. School-Based Law Enforcement (RISD consists of 10 police officers and 29 security
guards).

c. Basic First Aid, CPR, Automatic Defibrillator,

d. Light Search and Rescue

e. Others

D. Assumptions 

1. Timely response to district/school personnel, students and families during emergencies
may save lives, decrease injuries, and reduce some types of property damage.

2. There may be a delay in response by local emergency responders depending on the
nature of the emergency

V.  CONCEPT OF OPERATIONS 

E. General 

1. The primary objective of coordination with emergency service is to ensure that the
response needs of the [district/school] are met during an emergency situation.
Coordinating with emergency services before and emergency occurs will facilitate a
more effective response.

F. Actions by Phases of Emergency Management 

1. Mitigation/Prevention

a. Involve emergency services in the hazard and vulnerability analysis process.

b. Coordinate with emergency services to prevent or mitigate hazards as necessary.

2. Preparedness

a. Involve emergency services in the emergency operations planning process.

b. Enlist emergency services to participate in drills, exercises and trainings.

c. Acquire signed MOU’s or MOA’s from emergency services regarding expected
response actions.

3. Response

a. Transfer command to emergency services upon arrival
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b. Provide assistance to emergency services as necessary

4. Recovery

a. Meet with emergency services for AAR to determine potential areas of improvement.

b. Review MOU’s and MOA’s for needed revisions

VI. ORGANIZATION & ASSIGNMENT OF RESPONSIBILITIES

C. General 

1. The superintendent establish general policies for coordinating with emergency services

D. Task Assignments 

1. The superintendent will:

a. Outline general policies for coordination with emergency services.

b. Assign liaisons for coordinating with Law, Fire, and EMS before, during and after an
emergency

c. Sign all MOU’s and MOA’s between the district

2. The EMC will:

a. In coordination with the school board/superintendent , determine possible response
needs of the district

1) Who will provide traffic control during emergencies?

2) How will security be provided?

3) Who will provide search and rescue function?

4) How will injured staff and students be cared for on-site or transferred to the
hospital

3. The Liaisons will:

a. Coordinate training for staff with emergency services.

1) Hazmat

2) Fire Fighting

3) First Aid

4) Security

5) Search and Rescue
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b. Enlist assistance and support from emergency services for related annexes.

c. Provide a  related list of equipment and personnel to the different emergency service
agencies

d. Provide copies of related annexes

e. Provide floor plan of district

VII. DIRECTION & CONTROL

C. General 

1. The school board/superintendent shall provide general guidance for coordination of
emergency services

D. Continuity of Government 

The line of succession for Carlos Guzman, superintendent, who has primary responsibility for 
the coordination with emergency services, is: 

1. Luis Garza- Deputy Superintendent

2. Noe Guzman Jr.- Chief Executive Officer

3. Alfonso H. Perez- Business Manager

VIII. READINESS LEVELS

F. Green—Low 

See the mitigation and preparedness activities in Section V.G, Emergency Management 
Activities by Phase. 

G. Blue—General 

1. Monitor the situation.

2. Communicate with emergency services about potential threats

H. Yellow—Significant 

1. Monitor the situation.

2. Alert personnel for possible emergency operations; identify personnel for increased
staffing during primary vulnerability period.
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3. Update school district representative contact information and school district emergency
response team emergency numbers

4. Increase communication with parents and community

I. Orange—High 

1. Monitor the situation.

2. Place selected substitute personnel on standby to increase staffing if necessary

3. Review MOU’s and MOA’s with emergency services

J. Red—Severe 

1. Activate the ICP for increased situation monitoring, planning, and resource
management.

2. Increase communication with parents and community

IX. ADMINISTRATION & SUPPORT

D. Agreements & Contracts 

Should local resources prove to be inadequate during an emergency, requests will be made 
for assistance from other local emergency responders in accordance with existing mutual-aid 
agreements and contracts. 

E. Reports and Records 

1. The district/school shall maintain activity logs recording:

a. Key personnel notified and the actions they directed to be taken.

b. Responses by emergency services

2. The Incident Command Post (ICP) shall maintain logs of their activities as outlined in
Section IX of the Basic Plan.

F. Maintenance of Equipment 

All response equipment owned by Roma ISD will be maintained in accordance with the 
manufacturer’s instructions for those systems. 

X.  ANNEX DEVELOPMENT & MAINTENANCE 

C. Development 

The district emergency management coordinator is responsible for working with other 
agencies in the development, maintenance, and improvement of this annex. Each agency 
tasked will develop standard operating procedures that address assigned tasks. 
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D. Maintenance 

This annex will be reviewed annually and updated in accordance with the schedule outlined 
in Section X of the Basic Plan. 

XI. APPENDICES
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Annex R 

Transportation

Ricardo Esparza 2018-2019 
Signature School Year 

Carlos Guzman 2018-2019 
Signature School Year 

NOTE:  THE SIGNATURE(S) WILL BE BASED UPON LOCAL ADMINISTRATIVE PRACTICES.  TYPICALLY, THE 
INDIVIDUAL HAVING PRIMARY RESPONSIBILITY FOR THIS EMERGENCY FUNCTION SIGNS THE ANNEX IN 
THE FIRST BLOCK AND THE SECOND SIGNATURE BLOCK IS USED BY THE SUPERINTENDENT.   
ALTERNATIVELY, EACH PERSON ASSIGNED TASKS WITHIN THE ANNEX MAY SIGN THE ANNEX. 
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ANNEX R 
TRANSPORTATION

  I. AUTHORITY 

SEE BASIC PLAN, SECTION I. 
SCHOOL BOARD POLICIES 

II. PURPOSE

THIS ANNEX OUTLINES DISTRICT’S CONCEPT OF OPERATIONS AND ORGANIZATIONAL ARRANGEMENTS 
FOR TRANSPORTATION OF STAFF AND STUDENTS, SUPPLIES, AND MATERIALS DURING EMERGENCY 
SITUATIONS, ASSIGNS RESPONSIBILITIES FOR VARIOUS TRANSPORTATION TASKS, AND OUTLINES 
RELATED ADMINISTRATIVE REQUIREMENTS. 

III. EXPLANATION OF TERMS

EOC EMERGENCY OPERATIONS CENTER 
DDC DISASTER DISTRICT COMMITTEE 
ICP INCIDENT COMMAND POST 
MHE MATERIALS HANDLING EQUIPMENT 
SOP STANDARD OPERATING PROCEDURES 

IV. SITUATION & ASSUMPTIONS

A.  SITUATION 

1. In an emergency situation, staff and students may have to be transported from areas at
risk, and equipment and supplies may have to be transported to support response and
recovery activities.   Roma ISD has the ultimate responsibility for arranging for or providing
the transportation to safe guard staff and students.

2. DURING EMERGENCY SITUATIONS, IT MAY BE NECESSARY TO RAPIDLY EVACUATE SCHOOL
CHILDREN, HOSPITAL PATIENTS, NURSING HOME RESIDENTS, THE ELDERLY, THOSE WITH
DISABILITIES, AND PRISONERS FROM AREAS AT RISK.

3. SPECIALIZED TRANSPORTATION MAY BE NEEDED TO TRANSPORT SOME SPECIAL NEEDS
GROUPS THAT ARE PART OF THE DISTRICT POPULATION.

4. Transportation infrastructure, such as roads, bridges, and railroads, may sustain damage
during emergency situations, making it difficult to use some of the transportation assets
that are available.

5. Major emergency situations may disrupt normal transportation systems, leaving many
people, such as school children, the elderly, infirm, and those with disabilities, without
transportation.
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6. Drivers with commercial driver licenses must operate many school buses.  In coordinating
for use of these resources, it is desirable to arrange not only for the use of vehicles, but
also for qualified drivers.

7. Special facilities, such as schools, hospitals, nursing homes, day care facilities, and
correctional facilities, are responsible for the welfare and safety of their clients, patients,
and inmates.  Virtually all such facilities are required to have an emergency plan that
includes provision for emergency evacuation.  The facility operator is responsible for
making arrangements for suitable transportation.

B. ASSUMPTIONS 

1. If people must be evacuated or relocated, the primary mode of transportation for most
residents will be personal vehicles.  However, transportation must be provided for people
who do not have vehicles.

2. During emergency situations, we will use our own transportation resources and those
available pursuant to inter-local (mutual aid) agreements to the extent that they are
available.

3. If commercial transportation providers that we normally deal with are able to support our
emergency needs, we will continue to contract with those companies during emergency
situations.

4. As school buses are the primary local passenger transportation resource, we assume that
local school districts will respond to requests for transportation assistance from local
government during emergency situations.

5. If we are unable to obtain transportation services from commercial providers, we may rent
or lease transportation equipment to provide the required transportation.

6. Businesses or individuals may be willing to donate transportation services or loan
transportation equipment during emergency situations.

7. [Municipal or rural transit system buses will be diverted from their normal routes and
schedules as needed to support emergency operations.]

V. CONCEPT OF OPERATIONS 

A. GENERAL 

1. Transportation Requirement.  When carrying out emergency transportation activities,
immediate needs must be considered first, followed by continuing requirements.
Immediate transportation needs normally involve the evacuation of people, including
residents of special facilities, from risk areas.  Continuing transportation needs typically
involve the movement of relief supplies, equipment, and emergency workers during
response and recovery operations.

2. Passenger Transportation.  Where possible, emergency passenger transportation
requirements will be satisfied with the following resources:
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a. Voluntary use of personal vehicles
b. [City/County]-owned vehicles
c. School buses
d. Leased or rented buses
e. Passenger vehicles provided by other jurisdictions pursuant to inter-local agreements
f. Donated transportation equipment or services
g. Municipal or rural transit system buses

3. Cargo Transportation.  Where possible, emergency cargo transportation requirements will
be satisfied with the following resources:

a. [City/County]-owned vehicles
b. Commercial freight carriers
c. Leased or contract equipment
d. Cargo vehicles provided by other jurisdictions pursuant to inter-local agreements
e. Donated transportation equipment or services

4. Special Facilities.

a. SCHOOLS & DAY CARE CENTERS

IF EVACUATION OF PUBLIC SCHOOLS IS REQUIRED, STUDENTS WILL NORMALLY BE
TRANSPORTED ON SCHOOL BUSES.   PRIVATE SCHOOLS AND DAY CARE CENTERS,
INCLUDING ADULT DAY CARE FACILITIES, TYPICALLY DO NOT HAVE SIGNIFICANT
TRANSPORTATION RESOURCES AND MAY REQUIRE GOVERNMENT TRANSPORTATION
ASSISTANCE DURING EMERGENCIES.

5. Individuals with Special Needs.  Individuals who are aged, ill, or have disabilities may need
special transportation assistance, including boarding assistance and help with their
belongings.  They may be unable to walk to transportation pickup points for the general
public.

6. Requesting Transportation Support.

a. Requests for transportation support may be generated by an Incident Commander or
by departments and agencies that require additional transportation support to carry
out the emergency responsibilities assigned in this plan.  Requests for transportation
support should be made to the Transportation Officer using the Cargo Transportation
Request in Appendix 1 or the Passenger Transportation Request in Appendix 2.
Requesters must assign a priority to their requests.

b. The Transportation Officer shall identify appropriate transportation resources to fill
such requests, coordinating as necessary with the requester and transportation
providers.

7. External Support.  If local transportation resources and those available pursuant to inter-
local agreements are insufficient to support emergency requirements, transportation
resource support may be requested from the State through the Disaster District Committee
(DDC) Chairman in __________________.
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B. ACTIVITIES BY PHASES OF EMERGENCY MANAGEMENT 

1. Mitigation

a. Identify and maintain a current list of local public and private transportation resources.

b. Identify possible transportation needs that could result from various disasters.

c. Develop procedures for preserving transportation resources from known hazards by
relocating them or protecting them in place.

2. Preparedness

a. Determine possible emergency transportation needs and related requirements for
moving people, supplies, and equipment.  Assess capabilities in relation to
requirements to identify resource shortfalls; identify additional resources required.

b. Negotiate agreements with other jurisdictions, public agencies and private industry for
use of their transportation assets, and, where appropriate, drivers during emergency
situations.

c. Participate with other departments and agencies in the determination of evacuation
routes for known hazards and, where appropriate, pickup points or routes for those
who may require public transportation.

d. Review special facility evacuation plans to ensure they include realistic transportation
arrangements.

e. Plan and execute exercises involving the public and private sector. These exercises
should include the utilization of various types of transportation and heavy duty
equipment.

3. Response

a. Activate emergency transportation function to receive and process requests for cargo
and passenger transportation.

b. Respond to transportation requests within limits of available resources.

c. Monitor transportation resource status and identify requirements for additional
resources to the [EMC, EOC Supervisor, other].

d. Maintain records on use of transportation resources (See Appendix 3).

4. Recovery

a. Continue to coordinate transportation of equipment, supplies and passengers as
needed.

b. Assess further transportation needs of citizens and provide transportation as needed.
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c. Return borrowed resources and those obtained through agreement, lease, or rental
when those resources are no longer required.

IV. VI. ORGANIZATION & ASSIGNMENT OF RESPONSBILITIES 

A. General 

1. Our normal emergency organization, described in Section VI.A of the Basic Plan and
depicted in Attachment 3 to the Basic Plan, shall carry out the function of providing
transportation services in emergency situations.

2. The superintendent shall provide policy guidance with respect to emergency
transportation operations.

3. The Transportation Director shall serve as Transportation Officer and coordinate
emergency transportation operations.

B. TASK ASSIGNMENTS 

1. Transportation Officer will:

a. Identify available transportation resources (see Annex M, Resource Management) and
maintain a transportation resource contact list.

b. Coordinate with schools, other public agencies, and businesses regarding emergency
use of their transportation assets and develop appropriate agreements and
procedures for notifying appropriate officials of emergency situations.

c. Coordinate with [local public transportation authorities and] commercial transportation
providers to establish procedures for providing transportation resources during
emergency situations.

d. Coordinate with other emergency services to identify and prioritize requirements for
transportation of supplies, equipment, materials, and passengers necessary for
response and recovery operations.

e. Coordinate with special facilities to determine their requirements for specialized
transportation support during emergencies and the arrangements the facilities have
made to provide such support.

f. Coordinate public transportation support for mass evacuations.

g. Coordinate with the [Sheriff/Police Chief] on evacuation routes and the location of
transportation pickup points and staging areas.

h. Coordinate with local public transportation authority’s pickup points and times for
citizens requiring public transportation.

i. Provide the Public Information Officer timely information on emergency transportation
arrangements that can be disseminated to the public.



VER 1.2 
07/05 

R-6 

j. Coordinate with the Shelter Officer for passenger and cargo transportation to support
for shelter and mass care operations.

2. All Departments and Agencies having transportation assets will:

a. Provide current information on available transportation equipment to the
Transportation Officer for use in updating the transportation resource list.

b. Provide equipment and personnel to fulfill requirements for emergency transportation
of cargo and passengers, upon request of the Transportation Officer and to the extent
possible.

3. All Departments and Agencies will:

Forward prioritized emergency transportation requests to the Transportation Officer for
action.  The request forms in Appendices 1 and 2 will be used.

4. Law Enforcement will:

a. Determine evacuation routes and provide traffic control for large-scale evacuations.

b. Determine transportation pickup points and staging areas, in conjunction with the
Transportation Officer.

5. The Shelter Officer will:

Identify transportation requirements to support for shelter and mass care operations to the
Transportation Officer.

6. The  Roma Independent School District will:

Upon request by the Mr. Carlos Guzman, provide buses and drivers to assist in emergency
operations.

7. The     Transit Authority will:

Upon request by the [County Judge/Mayor], provide buses and drivers to assist in
emergency operations.

VII. DIRECTION & CONTROL

A. General 

1. THE SUPERINTENDENT WILL ESTABLISH PRIORITIES FOR AND PROVIDE POLICY GUIDANCE FOR
TRANSPORTATION ACTIVITIES.

2. THE TRANSPORTATION DIRECTOR WILL PROVIDE GENERAL DIRECTION TO THE
TRANSPORTATION OFFICER REGARDING TRANSPORTATION OPERATIONS.
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3. THE TRANSPORTATION OFFICER AND STAFF WILL PLAN, COORDINATE, AND CARRY OUT
TRANSPORTATION ACTIVITIES.

B. LINE OF SUCCESSION 

The line of succession for Ricardo Esparza the Transportation Officer is: 

1. Joel Rodriguez
2. Gilberto Lozano
3. Natalia Perez

VIII. READINESS LEVELS

A. Green – Low 

See mitigation and preparedness activities in paragraphs V.B.1 and V.B.2 above. 

B. Blue – General  

1. Monitor situation.

2. Alert key personnel and transportation provider points of contact.

3. Check readiness of all equipment and facilities and correct any deficiencies.

4. Update transportation resource status information.

5. Review agreements for use of transportation resources owned by others.

6. Review plans and procedures and update them, if needed.

C. Yellow – Significant 

1. Monitor situation.

2. Update transportation personnel and equipment status.

3. Alert and brief transportation providers for possible emergency operations.

4. Review status of preplanned evacuation routes, pickup points, and staging areas
locations.

5. Update transportation resource status information.

D. Orange – High 

1. Monitor situation and update transportation resource status information.

2. Staff EOC positions if EOC is activated.
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3. Consider protective actions for transportation resources.

4. Make tentative transportation resource allocations to probable emergency tasks

5. Pre-stage transportation assets, where appropriate.

E. Red—Severe 

1. Activate the ICP for increase situation monitoring planning and resource management.

2. Increase communications capabilities

IX. ADMINISTRATION & SUPPORT

A. RESOURCES 

Local transportation resources are described in Annex M, Resource Management. 

B. MAINTENANCE OF RECORDS 

Records will be maintained on the use of all transportation equipment, whether owned, leased, 
rented, or borrowed; see Appendix 3.  These records will be used as basis for possible 
recovery of emergency operations expenses from a responsible party or reimbursement of 
certain expenses by the state or federal government.  The Transportation Officer will retain 
records of equipment usage until a final decision is made by the [County Judge/Mayor] 
concerning claims for cost recovery or reimbursement. 

C. Preservation of Records 

Vital records should be protected from the effects of disasters to the maximum extent feasible. 
Should records be damaged during an emergency situation, professional assistance in 
preserving and restoring those records should be obtained as soon as possible. 

D. Training & Exercises 

1. Transportation personnel who will staff the ICP or EOC shall receive appropriate training
on the operation of those facilities, which should be arranged by the Transportation Officer.

2. Emergency exercises should periodically include a scenario that provides for the
demonstration of emergency transportation.

E. EXTERNAL SUPPORT 

1. Summaries of inter-local agreements and agreements with other governmental entities,
volunteer groups, and businesses for resource support, as well as contingency contracts
with commercial transportation providers are listed in Attachment 6 to the Basic Plan.
Activation of such agreements and contracts will normally be coordinated through the
EOC.

  X.  ANNEX DEVELOPMENT & MAINTENANCE 
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A. The Transportation Officer is responsible for developing and maintaining this annex. 
Recommended changes to the annex should be forwarded as soon as needs become 
apparent. 

B. This annex will be reviewed annually and updated in accordance with the schedule outlined 
in Section X of the Basic Plan. 

C. Departments and agencies assigned responsibilities in this annex are responsible for ensuring 
that their SOPs cover those responsibilities. 

XI. REFERENCES

ANNEX S (TRANSPORTATION) TO THE STATE OF TEXAS EMERGENCY MANAGEMENT PLAN 

APPENDICES 

Appendix 1 .................................................................................... Cargo Transportation Request 

Appendix 2 ……………………..………………………….. .... …Passenger Transportation Request 

Appendix 3 ………………………………………………… .... Vehicle/Equipment Record & Use Log 
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USE LOG 

Date 
Mileage 

Start 
Mileage 

End Operator Mission Description 
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APPROVAL AND IMPLEMENTATION 

Annex T 
TERRORIST INCIDENT RESPONSE 

Benjamin Gonzalez 2018-2019_ 
Signature School Year 

Carlos Guzman 2018-2019 
Signature School Year 

NOTE: The signature(s) will be based upon local administrative practices. Typically, the annex 
is signed by the individual having primary responsibility for this emergency function in the first 
signature block and the second signature block is used by the superintendent. Alternatively, 
each person assigned tasks within the annex may sign the annex. 
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ANNEX T 
TERRORIST INCIDENT RESPONSE 

I.  AUTHORITY 

A. Federal 

Public Law 102-201, Defense Against Weapons of Mass Destruction Act. 

Terrorism Annex to the Federal Response Plan. 

Federal Radiological Emergency Response Plan. 

Presidential Decision Directive 39, US Policy on Terrorism. 

Presidential Decision Directive 62, Combating Terrorism. 

Presidential Decision Directive 63, Critical Infrastructure Protection 

B. State 

Annex V (Terrorist Incident Response) to the State of Texas Emergency Management Plan. 

C. Local 

See Basic Plan, Section I. 

D.  School board policies 

II. PURPOSE

The purpose of this annex is to: 

Provide the planning and preparedness tools to protect our school children, teachers, staff and 
visitors should a terrorist event occur.   

Outline operational concepts and tasks and to assign responsibilities for preparing for and 
responding to terrorist incidents that may occur. 

Describe state and federal assistance that may be available to assist in the response to a 
terrorist incident. 

III. EXPLANATION OF TERMS

A. Acronyms 

DEM Division of Emergency Management 
DMAT Disaster Medical Assistance Team 
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DMORT Disaster Mortuary Team 
DPS Department of Public Safety 
EOC Emergency Operations Center 
EMS Emergency Medical Service 
ERG Emergency Response Guidebook 
FBI Federal Bureau of Investigation 
ICP Incident Command Post 
ICS Incident Command System 
JIC Joint Information Center 
WMD Weapons of Mass Destruction 

B. Definitions 

1. Anti-terrorism Activities

Use of defensive methods, including intelligence collection, investigation, passive
protection of facilities, implementation of physical and personnel security programs, and
emergency planning to combat terrorism.

2. Counter-terrorism Activities

Use of offensive measures to combat terrorism, such as use of law enforcement and
military resources to neutralize terrorist operations.

3. Hazardous materials (Hazmat)

A substance in a quantity or form posing an unreasonable risk to health, safety, and/or
property when manufactured, stored, or transported. The substance, by its nature,
containment, and reactivity, can be used as a weapon to inflict harm. Hazmats include
toxic substances, certain infectious agents, radiological materials, and other related
materials such as oil, used oil, petroleum products, and industrial solid waste
substances.

4. Technical Operations

Actions to identify, assess, dismantle, transfer, or dispose of weapons of mass
destruction (WMD) or decontaminate persons and property exposed to the effects of
WMD.

5. Terrorist Incident

A violent act, or an act dangerous to human life, in violation of the criminal laws of the
United States or of any state, to intimidate or coerce a government, the civilian
population, or any segment thereof, in furtherance of political and social objectives.
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6. Weapons of Mass Destruction (WMD)

WMD include: (1) explosive, incendiary, or poison gas bombs, grenades, rockets, or
mines; (2) poison gas; (3) any weapon involving a disease organism; or (4) any weapon
that is designed to release radiation or radioactivity at a level dangerous to human life.

IV. SITUATION & ASSUMPTIONS

A. Situation 

1. Roma ISD is vulnerable to terrorist incidents. A significant terrorist attack is considered ,
unlikely. However, the consequences of a major terrorist incident could be catastrophic;
hence, mitigating against, preparing for, and responding to such incidents and
recovering from them is an important function of the district.

2. Terrorism is both a law enforcement and emergency management problem.

3. In a terrorist incident, the incident area may be simultaneously a crime scene, a hazmat
site, and a disaster area that may cross the boundaries of several jurisdictions. There
are often competing needs in the aftermath of a terrorist act -- law enforcement agencies
want to protect the crime scene in order to gather evidence, while emergency
responders may need to bring in extensive equipment and personnel to conduct search
and rescue operations. It is essential that the incident command team establishes
operating areas and formulates a plan of action that considers the needs of both groups.

4. Since terrorist acts may be violations of local, state, and federal law, the response to a
significant local terrorism threat or actual incident may include state and federal
response agencies.

5. Roma ISD resources for combating terrorist attacks are very limited. In the event of a
significant terrorist threat or incident, it is anticipated that state and federal resources will
be requested in order to supplement district/school capabilities.

6. The presence of chemical or biological agents may not be recognized until sometime
after casualties occur. There may be a delay in identifying the agent present and in
determining the appropriate protective measures. Such agents may quickly dissipate or
be persistent.

7. In the case of an attack with a biological agent, the initial dissemination of the agent may
occur outside the local area or even in other countries, but still produce victims in the
local area.

B. Assumptions 

1. Terrorist attacks may be directed at district or school facilities, transportation, and
individuals or groups. Such acts may involve: arson, shootings, bombings, including use
of weapons of mass destruction (nuclear, chemical, or biological agents), kidnapping or
hostage-taking, sabotage, and other activities.
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2. Terrorist attacks may or may not be preceded by a warning or a threat, and may at first
appear to be an ordinary hazardous materials incident. Attacks may occur at multiple
locations and may be accompanied by fire, explosion, or other acts of sabotage.

3. A device may be set off to attract staff and students, and then a second device set off for
the purpose of injuring staff and students responding to the emergency.

4. Effective response to the use of WMD may require:

a. Specialized equipment to detect and identify chemical or biological agents.

b. A mass decontamination capability.

c. The means to treat mass casualties, including conducting triage and using
specialized pharmaceuticals that have a narrow window of effect.

d. The capability to deal with mass fatalities.

5. Injuries from a terrorist attack may be both physical and psychological.

6. School personnel can expect a much stronger fear response during an emergency
involving an intruder than during other types of emergencies.

7. Recovery from a terrorist attack can be complicated by the presence of persistent
agents, additional threats, extensive physical damages, and mass casualties.

8. In most cases, significant state and federal terrorist incident response support cannot be
provided within the first few hours of an incident. Considerable state and federal
terrorism response resources are available, but it may take 6 to 12 hours to activate and
deploy such resources on a large-scale.

V.  CONCEPT OF OPERATIONS 

A. Implementation of the Incident Command System (ICS) 

1. If there is a local incident site, an incident command post (ICP) will be established to
manage emergency operations at that site. The superintendent will designate the
Incident Commander. The Incident Commander will direct and control the district’s
emergency response teams and designate emergency operating areas until local
emergency responders arrive. Typical operating area boundaries established for a
terrorist incident may include:

a. The Crime Scene Boundary defines the crime scene. The crime scene may include
the area referred to in technical operations as the “red zone” or “working point”.
Access to the crime scene may be restricted by district law enforcement personnel.
Response activities within the crime scene may require special care in order to
protect evidence.

b. The Hazmat Boundary defines the hazmat site, which is referred to in hazmat
operations as the “hot zone” and may be termed the “isolation area” or “exclusion
zone” by other responders, and may include the hazmat upwind “warm zone” utilized
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for contamination control and rescue staging. Depending on the spread of 
contaminants, the hazmat site may include some or all of the crime scene. Entry into 
the hazmat boundary is normally restricted to response personnel equipped with 
personal protective equipment and using decontamination procedures. 

c. The Incident Boundary includes the crime scene, the hazmat area, the “cool zone”
or “support zone” used for incident support operations such a resource staging and
casualty collection, and areas where protective actions, such as shelter-in-place or
evacuation, may be recommended or mandatory measures, such as quarantine,
imposed. Access to this area is normally controlled.  If a quarantine is implemented,
egress may also be restricted.

2. Implementation of Unified Command.

As local, state and federal responders arrive, it is expected that a transition from an
incident command operation to a unified command arrangement will occur.

B. Protective Actions 

1. Responders

Emergency personnel responding to a terrorist incident must be protected from the
various hazards that a terrorist incident can produce. These include: blast effects,
penetrating and fragmenting weapons, fire, asphyxiation, hazardous chemicals, toxic
substances, radioactive materials, and disease-causing material. See the discussion of
threat weapons and their effects in Appendix 2. Though the type of protection required
varies depending on the hazard, there are three basic principles of protection that apply
to all hazards: time, distance, and shielding.

a. Time

Staff and students should spend the shortest time possible in the hazard area or
exposed to the hazard. Use techniques such as rapid entries to execute
reconnaissance or rescue and rotate personnel in the hazard area.

b. Distance

Maximize the distance between hazards and emergency responders and staff and
students.

c. Shielding

Use appropriate shielding to address specific hazards. Shielding can include
vehicles, buildings, protective clothing, and personnel protective equipment.

2. The School

Protective actions for the staff and students must be selected and implemented based
on the hazards present and appropriate instructions and information provided to the
principal. Protective actions for staff and students may include:
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a. Evacuation.

b. Shelter-in-place.

c. Access control to deny entry into contaminated areas.

d. Restrictions on the use of contaminated foodstuffs, normally imposed by the Texas
Department of Health.

e. Restrictions on the use of contaminated public water supplies, normally imposed by
the Texas Commission on Environmental Quality.

f. For incidents involving biological agents, protective actions taken to prevent the
spread of disease may include:

1) Isolation of diseased victims within medical facilities.

2) Quarantines to restrict movement of people and livestock in specific geographic
areas.

3) Closure of schools

4) Restrictions on mass gatherings, such as sporting events.

Such measures are normally recommended and imposed by public health 
authorities. 

C. Requesting External Assistance 

1. In the event of a terrorist attack, the district should contact local emergency responders
immediately to request assistance

D. Activities by Phases of Emergency Management 

1. Mitigation

Carry out anti-terrorist activities, including:

a. Identify potential terrorist targets and determine their vulnerability. For targets which
may produce hazardous effects if attacked, determine the population and special
facilities at risk.

b. Train staff on identification of at-risk staff or students

c. Develop and implement security programs for school facilities that are potential
targets.

2. Preparedness

a. Conduct or arrange terrorism awareness training
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b. Provide Community Emergency Response Team (CERT) training to staff and
students who will be critical for the district/school’s emergency response.

c. Develop emergency communications procedures that take into account the
communications monitoring capabilities of some terrorist groups.

d. Work with local emergency responders to ensure Roma ISD has included as many
relevant points as possible in the plan

e. Work with local law enforcement on how to protect a crime scene.

f. Conduct drills and exercise to test plans, procedures, and training.

3. Response

See the Terrorist Incident Response Checklist in Appendix 1.

4. Recovery

a. Decontaminate incident sites and other affected areas. State and/or federal agencies
may oversee this effort, which may be conducted by contractors.

b. Identify and restrict access to all structurally unsafe buildings..

c. For evacuees who cannot return to their homes, assist in arranging temporary
housing.

d. For contaminated areas that cannot be decontaminated and returned to normal use
in the near term, develop and implement appropriate access controls.

e. Maintain records of use of personnel, equipment, and supplies used in response and
recovery for possible recovery from the responsible party or reimbursement by the
state or federal government.

f. Conduct stress management activities for staff and students.

g. Provide grief counseling to staff and students

h. Debrief Roma ISD emergency response teams, prepare after action report, and
update plans and procedures on the basis of lessons learned.

i. Restore normal services.

VI. ORGANIZATION & ASSIGNMENT OF RESPONSIBILITIES

A. Organization 

1. The normal emergency organization will carry out the response to and recovery from
terrorist incidents.
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2. As terrorist acts often violate state and federal law and regulations, state and federal law
enforcement agencies and other agencies having regulatory responsibilities may
respond to such incidents. In order to effectively coordinate efforts with state and federal
agencies, a transition from the normal incident command operation to a unified
command organization will occur when the situation warrants.

B. Assignment of Responsibilities 

1. The school board/superintendent will:

a. Provide policy guidance with response to anti-terrorism and counter-terrorism
programs.

b. Provide general direction for response and recovery operations in the aftermath of a
terrorism incident.

2. The School Based Law Enforcement will:

a. Coordinate regularly with the City Police Department/Sheriff’s Office and other law
enforcement agencies with respect to the terrorist threat and determine appropriate
readiness actions during periods of increased threat.

b. In conjunction with other local officials, make an assessment of the local terrorist
threat, identify high risk targets, determine the vulnerabilities of such targets and the
potential impact upon the population, and recommend appropriate mitigation and
preparedness activities.

c. In coordination with other local officials, recommend appropriate training for
emergency responders, emergency management personnel, and other local officials.

d. Coordinate periodic drills and exercises to test plans, procedures, and training.

e. Develop and conduct terrorism awareness programs for the staff, students, and
families.

f. Develop common communication procedures.

g. Promote a business inventory monitoring system.

3. The Incident Commander will:

a. Establish an incident command post (ICP) and control and direct emergency
response resources at the incident scene from that ICP to resolve the incident.

b. Determine and implement initial protective actions for emergency responders and
staff and students in the vicinity of the incident site.

c. Request a liaison officer from each participating agency be present at the ICP.

d. Establish a specific division of responsibilities between the incident command
operation and the EOC.
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e. Transition the incident command operation to a unified command operation when
significant external resources arrive.

4. The School-Based Law Enforcement will:

a. Conduct anti-terrorist operations and maintain terrorist profile information. Advise the
emergency management staff, Department of Public Safety (DPS), and the Federal
Bureau of Investigation (FBI) of significant terrorist threats.

b. Conduct terrorism response training programs for the law enforcement personnel
and support public education and awareness activities.

c. Provide law enforcement representatives for the ICP.

d. Secure the scene, reroute traffic, and implement crowd control measures if
necessary.

e. Make notifications of terrorist incidents to the DPS, the FBI, and other law
enforcement agencies.

f. Brief emergency response personnel on crime scene protection.

g. Conduct reconnaissance in vicinity of the incident site to identify threats from delayed
action and secondary weapons.

h. Organize and conduct evacuation of staff and students.

i. In coordination with state and federal authorities, investigate incident; identify and
apprehend suspects.

j. Provide barricades and temporary fencing as requested.

5. The Light Fire Suppression Team will:

a. Coordinate fire operations during terrorist incidents until local emergency responders
arrive.

b. Dispatch and deploy fire personnel and equipment during an emergency.

c. Control fires if necessary.

d. Provide support for evacuation operations if requested.

e. Set up decontamination area for emergency responders and victims, if needed.

f. Identify requirements for debris clearance to expedite fire response and search and
rescue.

g. Activate fire and rescue mutual aid as needed.

6. The First Aid Team will:



Annex T T-10 
Ver 1.0  7/05 

a. Respond to medical emergency calls.

b. If mass casualties have occurred, establish triage.

c. Provide basic emergency medical care to the injured.

d. Request medical mutual aid if necessary.

e. Assign a liaison at the ICP.

7. The Maintenance Department will:

a. Clear and/or remove debris as directed.

b. Support search and rescue operations.

c. Provide emergency power and lighting at the incident site upon request.

d. Provide emergency power supplies at other facilities upon request.

e. Request mutual aid assistance, if necessary.

8. The Utility/Water & Wastewater Department will

a. Carry out emergency repairs to water and wastewater systems as necessary to
support emergency operations and restore essential public services.

b. In coordination with local and state public health agencies, ensure the safety of water
and wastewater systems. Initiate water conservation procedures, if required.

c. Conduct preliminary assessment of damage to water, wastewater and drainage
systems, and utilities

d. Identify to the EOC requirements for emergency drinking water supplies from outside
sources if needed.

9. The Light Search and Rescue Team will:

a. Conduct search rescue operations until local emergency responders arrive

b. Assist injured that can be safely moved

c. Mark the location on a map of injured staff and students that cannot be safely
moved.

d. Assist local emergency responders on arrival.

10. All Other Emergency Response Teams

a. Provide personnel, equipment, and supply support for emergency operations upon
request.
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b. Provide technical assistance to the Incident Commander upon request.

c. Participate in terrorism awareness training, drills, and exercises.

VII. DIRECTION AND CONTROL

A. The school board/superintendent will provide general guidance for emergency operations, 
including the response to terrorist incidents. 

B. The superintendent will provide overall direction of the terrorist incident response activities 
of this jurisdictions departments and agencies. During terrorist incidents, he/she will normally 
carry out those responsibilities from the ICP.  

C. The Incident Commander, assisted by a staff sufficient for the tasks to be performed, will 
manage the emergency response at the incident site from an ICP. If terrorist attacks affect 
multiple widely separated facilities, separate incident command operations may be set up.  

D. If this district’s own resources are insufficient or inappropriate to deal with an emergency 
situation, a request will be made for assistance from emergency responders pursuant to 
mutual aid agreements or from organized volunteer groups. Mutual aid personnel and 
volunteers will normally work under the immediate control of their own supervisors. All 
response agencies are expected to conform to the general guidance provided by the senior 
decision-makers and carry out mission assignments directed by the Incident Commander. 

E. In a large scale terrorist incident, significant help will be needed from other local 
governments, state agencies, and the federal government. As these external resources 
arrive, it is anticipated that a transition will be made from the normal incident command 
system to a unified command operation. In a unified command arrangement, leaders of all 
participating response forces agree on general objectives, priorities, and strategies for 
resolving the emergency situation.  

VIII. READINESS LEVELS

A. Green—Low 

• Refine and exercise as appropriate, school and district emergency plans.
• Train teachers and staff on the Homeland Security Advisory System and specific

emergency plans.
• Assess school sites for proximity and vulnerability to potential terrorist targets (i.e.

Commercial occupancies with potential hazards, utility companies, etc) updating plans as
needed.

• Develop and implement security procedures, (Assign a member of the school staff to
ensure that this checklist item is completed).

• Conduct routine inventories of emergency supplies and medical kits.
• Include a weekly check of the generator when applicable.
• Know how to turn off water, power, and gas to your facilities.
• Budget for security measures.
• Advise all personnel to report the presence of unknown suspicious persons, vehicles,

mail, and other suspicious activities.
• Develop visitor identification and sign in procedures.
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• Arrange for staff members to take a First Aid/CPR course.
• All school keys should include the provision for “Do Not Duplicate”
• Review and update the Emergency Call-in List.

B. Blue—General 

• Communicate the change in threat level to all staff members.
• Check and test emergency communications, coordinate with all school sites and staff.
• Review and update emergency response procedures.
• Provide parents or guardians with any information that would strengthen a school’s ability

to respond to a terrorist threat.
• Mark keys with “Do Not Duplicate”. (See Condition Green)
• Conduct routine perimeter checks of site, checking integrity of fencing, locks, and

ensuring appropriate security signage is in place.
• Review and update emergency call-in list.
• Review current emergency communication plan to notify parents in times of emergency;

disseminate information to families of students, staff, and faculty.
• Review personnel and equipment status and taking actions to enhance resource

availability.
• Review inventory of critical consumable supplies, filling shortages, and increasing stocks

if needed

C. Yellow—Significant 

• Communicate the change in threat level to all staff members.
• Review whether the precise characteristics of the threat require the further refinement of

any current emergency plans.
• Implement, as appropriate, contingency emergency response plans.
• Identify and monitor government sources for warnings.
• Review mail handling, and delivery of packages procedure with staff.
• Consider escorts for building visitors.
• Check site for potential hazards such as unattended packages, unauthorized vehicles, or

perimeter violations.
• Increase perimeter checks of site, check buildings for unattended packages, and report

any suspicious activity or circumstances to law enforcement immediately.

D. Orange-High 

• Communicate the change in threat level to all staff members.
• Identify the need for any additional security and coordinating efforts, if necessary, with your

local Emergency Management Coordinator.
• Be alert to parent, staff, student concerns to determine when/how to communicate.

o Communication should focus on reassurance that school is a safe place
 Reminder – schools have existing emergency operations plans
 Reminder – schools practice their emergency response procedures
 Reminder – schools have an outstanding ongoing working relationship with law

enforcement and excellent communication networks.
• Evaluate school events and take additional precautions, if necessary.
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• Consider assigning mental health counselors for students, staff and faculty, if needed.
• Discuss student’s fears concerning possible terrorist attacks and offer available resources.
• Consider reducing site ingress and egress points to an absolute minimum.
• Refuse access to people who do not have identification or a legitimate need to enter the

site.
• Inspect all deliveries; restrict parking near buildings, and report suspicious vehicles to local

law enforcement.
• Consider parking controls or special restrictions at all sites

• Red—Severe

• Implement most rigorous security measures.

• Test communication lines - including e-mail, telephone lines, or amateur radio.
• Make sure cellular phone is charged and ready along with adequate batteries for AM/FM

radios, pagers, etc.
• Communicate the change in threat level to all staff members.
• Gather and provide related information to students, staff and parents.
• Assess the threat condition on a regular basis and evaluate whether any further protective

measures are needed.
• Consider canceling special events.
• Consider closing campuses, if necessary.
• Maintain close contact with your local Emergency Management Coordinator.
• Monitor all deliveries and mail to your buildings.
• Provide security for parking lots; deploy personnel to observe and report to Law

Enforcement to protect facility.
• Be prepared to Evacuate, Lockdown, or Shelter in Place if ordered.
• Ensure mental health counselors are available for students, staff and faculty.

IX. ADMINISTRATION AND SUPPORT

A. Reports and Records 

1. Situation Report. During emergency operations for terrorist incidents, a daily situation
report should be prepared and distributed to the local Disaster District, the Division of
Emergency Management, and the local FBI office.

2. Records Relating to Emergency Operations

a. Activity Logs

The Incident Command Post will maintain accurate logs recording key response
activities and the commitment of resources.

b. Cost Records for Terrorist Incident Response

For terrorist incidents, all departments and agencies participating in the emergency
response shall maintain detailed records of labor costs, equipment usage, and
supplies expended. These records may be used to recover allowable response and
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recovery costs from the federal government in the event a federal emergency or 
disaster declaration is issued by the President.  

B. Preservation of Records 

. To the extent possible, legal, staff and student records should be protected. The principal 
causes of damage to records are fire and water. If district records are damaged during the 
incident response, the EOC should be promptly advised so that timely professional 
assistance can be sought to preserve and restore them. 

C. Post-Incident Review 

The District Emergency Coordinator is responsible for organizing and conducting a critique 
following the conclusion of a significant terrorist incident.  

X.  ANNEX DEVELOPMENT & MAINTENANCE 

A. Development 

The Roma ISD Police Department is responsible for developing and maintaining this annex. 

B. Maintenance 

This annex will be reviewed annually and updated in accordance with the schedule outlined 
in section X of the Basic Plan. 

XI. REFERENCES

1. FEMA, Guide for All-Hazard Emergency Operations Planning (SLG-101).

2. Jane’s Information Group, Jane’s Chem-Bio Handbook.

3. US Department of Transportation/Transport Canada, Emergency Response Guidebook.

4. Oakland Unified School District, Terrorism Annex

XII. APPENDICES

Appendix 1 Terrorist Incident Response Checklist 
Appendix 2 Terrorist Weapons, Effects, & Emergency Response Needs 
Appendix 3 Awareness/Prevention Checklist 
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APPENDIX 1 
TERRORIST INCIDENT RESPONSE CHECKLIST 

The response actions below are most appropriate for an incident involving conventional 
weapons, nuclear devices, or chemical agents where there is a specific incident location. 

 ACTION ITEM Assigned 
INITIAL RESPONSE: 

1. Deploy response forces
2. Activate incident command post at the incident site to direct emergency

operations.
3. If incident appears to be terrorism-related, ensure law enforcement

personnel are advised and respond to the incident site.
4. Isolate the area and deny entry. Reroute traffic as needed.
5. .Determine and report:
 Observed indicators of use of chemical/biological weapons
 Wind direction and weather conditions at scene
 Plume direction, if any
 Approximate number of apparent victims
 Orientation of victims
 Types of victim injuries and symptoms observed
 Observations or statements of witnesses

6. If possible, determine type of weapon used using appropriate detection
equipment, response guides, damage characteristics, and casualty
symptoms

7. Establish scene control zones (hot, warm, and cold) and determine safe
access routes & location of staging area. Establish initial operating
boundaries for crime scene and incident area.

8. Implement crowd control measures, if necessary
9. Determine & implement requirements for protective clothing and

equipment for emergency responders.
10. Establish communications among all response groups.
11. Protect against secondary attack.
12. Determine requirements for specialized response support.
13. Make notification to local, state and federal law enforcement and

emergency management agencies.
14. Obtain external technical assistance to determine potential follow-on

effects.
15. Request/deploy hazardous materials response team, if appropriate.
16. Request/deploy bomb squad or ATF support, if appropriate.
17. Identify areas that may be at risk from delayed weapon effects.
 Determine & implement protective measures for public in those areas.
 Determine & implement protective measures for special facilities at

risk.
18. Extinguish fires and identify potential hazards such as ruptured gas lines,

downed power lines and residual hazardous materials.
19. Make notifications to adjacent jurisdictions that may be affected.
20. If the effects of the incident could adversely affect water or wastewater

systems, advise system operators to implement protective measures.
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 ACTION ITEM Assigned 
MEDICAL MANAGEMENT: 

21. Advise EMS and hospitals of possibility of mass casualties/contaminated
victims.

22. Establish site for patient triage.
23. Establish site for gross decontamination (if appropriate) and a casualty

collection area for decontaminated victims located away from the site of
primary emergency operation, but accessible by transport vehicles.

24. Conduct initial triage and provide basic medical aid to victims in warm
zone if protective equipment is not required.

25. Conduct gross decontamination of victims showing signs of
contamination.

26. Separate victims that show no signs of contamination for evaluation.
27. Conduct follow-on triage & treatment of victims in cold zone.
28. Transport victims to medical facilities for further treatment.
29. Request state and/or federal medical assistance, if needed.

FATALITY MANAGEMENT: 
30. Alert Medical Examiner, Justices of the Peace and funeral directors of

any potential mass fatality situation and arrange for temporary holding
facilities for bodies, if necessary. Highlight need to preserve evidence.

31. Coordinate with Justices of Peace/Medical Examiner to determine
autopsy requirements for victims.

32. Transport deceased to morgue, mortuary, or temporary holding facilities.
OTHER RESPONSE ACTIONS: 

33. Request additional response resources, if needed.
 Activate mutual aid agreements
 Request state or federal assistance, as needed

34. Designate staging areas for incoming resources from other jurisdictions,
state and federal agencies, and volunteer groups separate from
operational staging area.

35. If evacuation has been recommended:
 Activate shelter/mass care facilities to house evacuees.
 Provide transportation for evacuees without vehicles.
 Provide security for shelters.

36. If evacuation of special facilities (schools, nursing homes, hospitals,
correctional facilities) has been recommended:
 Assist facilities in arranging suitable transportation and carrying out

evacuation.
 Assist facilities in arranging suitable temporary reception facilities.

37. Provide information and instructions to the public.
 Activate emergency public information operation.
 Identify facilities for use by media.

38. Identify, collect, and control evidence and conduct investigations.
39. Pursue and arrest suspects.
40. Provide security in evacuated areas, if feasible.
41. Establish and operate access control points for contaminated areas
42. For incidents involving biological agents, consider measures to restrict

person-to-person transmission of disease such as quarantine, closure of
schools and/or businesses, and restrictions on mass gatherings.

 ACTION ITEM Assigned 



APPENDIX 1 TO ANNEX T 

Annex T T-1-3 
Ver 1.1  7/05 

43. Alert human resources agencies to provide disaster mental health
services and human services support to victims.

44. Determine how pets, livestock, and other animals left in evacuated or
contaminated areas will be handled.

45. Decontaminate essential facilities and equipment, if feasible.
46. Request technical assistance in assessing environmental effects.

USEFUL POINTS OF CONTACT 

ORGANIZATION PROVIDES Contact No. 

CHEMTREC Technical assistance for hazardous materials 
incidents. 

1-800-424-9300 
(24 hours) 

CHEM-TEL Technical assistance for hazardous materials 
incidents. 

1-800-255-3924 
(24 hours) 

Chem-Bio Help Line 
(Non-emergency) 

Information on chemical & biological agents for 
state and local emergency planners. 

1-800-368-6498 
(normal work 
hours only) 

Chem-Bio Hot Line 
(Emergencies) 

Technical assistance regarding chemical & 
biological agents for state and local emergency 
responders. 

1-800-424-8802 
(24 hours) 

Bureau of Radiation 
Control, Texas Dept. of 
Health 

Technical assistance for emergency 
responders for incidents involving radiological 
materials. 

512-458-7460 
(24 hours) 

Local/Nearest DPS Office State law enforcement assistance. 956-487-5411 
Local/Nearest FBI Office Federal law enforcement assistance. 956-984-6300 
Local/Nearest ATF Office Federal expertise in explosive devices. 956-687-5207 
Nearest Bomb Squad Explosive ordnance disposal assistance. 956-972-7720 



APPENDIX 2 TO ANNEX T 

Annex T T-2-1 
Ver 1.1  7/05 

APPENDIX 2 
TERRORIST WEAPONS, EFFECTS AND EMERGENCY RESPONSE NEEDS 

A. Conventional Weapons, Explosives & Incendiary Devices 

1. Weapon Types

a. Conventional Weapons & Explosives.

Conventional weapons include guns, rocket-propelled grenades, and similar
weapons. Explosives include military and commercial explosives, such as RDX,
Tritonol, dynamite, and ammonium nitrate – fuel oil (ANFO). The casualty potential of
conventional explosive devices may be increased by packing metallic materials such
as bolts or nails around the explosive to generate lethal fragments that can inflict
casualties at considerable distances.

b. Incendiary Devices.

Incendiary devices are designed to ignite fires. They may use liquids, such as
gasoline or kerosene, or gases, such as propane, as their fuel. Incendiary devices
have been a favorite weapon of terrorists due to the ready availability of materials
needed to build such devices.

c. Combination Device.

Conventional explosive and incendiary materials may be used in combination to
produce blast damage and fires.

2. Weapons Effects

a. Conventional Explosives

1) Significant blast damage to structures, including building and wall collapse, and
blast casualties.

2) Fragmentation casualties from bomb fragments, debris, and broken glass.

3) Fires are possible.

b. Incendiary Devices

1) Fires.

2) Secondary explosions are possible.

3) Burn casualties.

c. Combination Devices
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1) Significant blast damage to structures, including building and wall collapse, and
blast casualties.

2) Fires.

3) Fragmentation casualties from bomb fragments, debris, and broken glass.

3. Indications of Use

a. Conventional Explosives

1) Prior warning or threat.

2) Presence of triggering devices, such as blasting caps or timers.

3) Explosive residue at scene or results from detection instruments.

4) Indications of deliberately-introduced fragmentation materials.

b. Incendiary Devices

1) Prior warning or threat.

2) Multiple fire locations.

3) Signs of accelerants or results from detection instruments.

4) Presence of propane/butane cylinders in other than typical locations

5) Presence of containers for flammable liquids.

4. Response Needs

a. Personal protective equipment for emergency responders.

b. Medical evacuation and treatment for mass casualties.

c. Search and rescue teams for collapsed structures.

d. Firefighting.

e. Hazmat response team.

f. Mortuary support for mass fatalities.

g. Evacuation assistance.

h. Access control for incident site.

i. Shelter and mass care for evacuees.

j. Investigative resources
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B. Nuclear Devices & Materials 

1. Weapons Types

a. Radiation Dispersal Device.

Radioactive materials in powder form are packed around conventional explosives.
When the explosive device detonates, it disperses the radioactive material over a
wide area. Such devices do not require weapons grade radioactive materials; they
may be constructed from materials obtained from medical or industrial equipment in
common use.

b. Improvised Nuclear Device (nuclear bomb).

Use of this type of device is considered unlikely. It would be extremely difficult for
terrorists to build or acquire such a device because a substantial quantity of
weapons-grade fissionable materials, extensive equipment, and technical expertise
would be needed. It would be extremely difficult to obtain the weapons grade
fissionable material required to construct such a device.

c. Nuclear Weapon.

It is considered very unlikely that terrorists would use military nuclear weapons
because such weapons are normally secured, strictly controlled, and frequently
incorporate safety features to prohibit unauthorized use.

2. Weapons Effects

a. All of the weapons listed could spread radioactive materials if detonated, which could
pose immediate danger to life at high levels and long term adverse health effects at
lower levels. In addition, each of these weapons can produce both immediate
radiological effects and residual radioactive contamination.

b. Radiological Dispersal Device

1) Some blast damage to structures.

2) Some blast casualties.

3) Some fragmentation damage to structures and casualties among people.

4) Localized radiological contamination

5) Fires are possible.

c. Improvised Nuclear Device or Nuclear Weapon

1) Extensive blast damage to structures, including building and wall collapse

2) Significant blast casualties.
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3) Significant fragmentation casualties from debris, broken glass, and other
materials.

4) Extensive radiological contamination.

5) Extensive fire effects.

3. Indications of Use

a. Prior warning or threat.

b. Reports of stolen radiological sources or nuclear materials.

c. Use of these weapons may produce damage and casualties similar to that produced
by a conventional high explosive bomb. Radiological detection equipment will be
needed to confirm the presence of radioactive materials.

4. Response Needs

a. Personal protective equipment for emergency responders.

b. Mass personnel decontamination.

c. Medical evacuation and treatment for mass casualties.

d. Urban search and rescue teams for collapsed structures.

e. Firefighting.

f. Radiological monitoring and assessment teams.

g. Mortuary support for mass fatalities.

h. Evacuation assistance.

i. Access control for incident site and contaminated areas.

j. Shelter and mass care for evacuees.

C. Chemical Weapons 

1. Weapon Types.

Letters in parenthesis are military designators for these agents.

a. Nerve Agents.

Nerve agents are some of the most toxic chemicals in the world; they are designed
to cause death within minutes of exposure. Lethal doses may be obtained by inhaling
the agent in aerosol or vapor form or having the agent deposited on the skin in liquid
form. Examples include Sarin (GB), Soman (GD), and V agent (VX),



APPENDIX 2 TO ANNEX T 

Annex T T-2-5 
Ver 1.1  7/05 

b. Blister agents.

Blister agents cause blisters, skin irritation, damage to the eyes, respiratory damage,
and gastrointestinal effects. Their effect on exposed tissue is somewhat similar to
that of a corrosive chemical like lye or a strong acid. Examples include Mustard (H)
and Lewisite (L).

c. Blood Agents.

Blood agents disrupt the blood’s ability to carry oxygen and cause rapid respiratory
arrest and death. Examples include potassium cyanide and hydrogen cyanide (AC).

d. Choking Agents.

Choking agents cause eye and airway irritation, chest tightness, and damage to the
lungs. These agents include industrial chemicals such as chlorine (CL) and
phosgene (CG).

e. Hallucinogens, Vomiting Agents, and Irritants.

These materials cause temporary symptoms such as hallucinations, vomiting, and
burning and pain on exposed mucous membranes and skin, eye pain and tearing,
and respiratory discomfort. The effects of these agents are typically short lived; they
are generally designed to incapacitate people and typically do not pose a threat to
life.

2. Other Emergency Response Considerations.

a. Agent Form

Some nerve and blister agents are normally in liquid form. When used as weapons,
most chemical agents are delivered in aerosol form to maximize the area covered,
although some may be delivered as a liquid. An aerosol is defined as a suspension
or dispersion of small particles (solid or liquids) in a gaseous medium. Dissemination
methods range from spray bottles and backpack pesticide sprayers to sophisticated
large-scale aerosol generators or spray systems.

b. Persistency

Chemical agents may be either persistent or non-persistent. Non-persistent agents
evaporate relatively quickly. Persistent agents remain for longer periods of time.
Hazards from both vapor and liquid may exist for hours, days, or in exceptional
cases, weeks, or months after dissemination of the agent.

3. Weapons Effects

a. The primary effects of chemical agents are to incapacitate and kill people.

b. Minute doses of nerve agents cause pinpointing of the pupils (miosis), runny nose,
and mild difficulty breathing. Larger doses cause nausea, vomiting, uncontrolled
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movement, loss of consciousness, breathing stoppage, paralysis, and death in a 
matter of minutes. G-agents are non-persistent, while V agents are persistent. 

c. Blister agents cause eye irritation and reddening of the skin in low doses. Larger
doses produce eye and skin blisters, airway damage, and lung damage, causing
respiratory failure. Some blister agents, such as mustards, are persistent in soil,
while other blister agents are considered non-persistent.

d. Blood agents inhibit the transfer of oxygen in the body and produce intense irritation
of the eyes, nose, and throat, breathing tightness, convulsions, and respiratory
arrest, causing death. Blood agents are considered non-persistent.

e. Choking agents produce eye and airway irritation and lung damage, which may lead
to death. Choking agents are generally non-persistent.

f. Vomiting agents and Irritants have relatively short-term incapacitating effects. These
symptoms seldom persist more than a few minutes after exposure and the agents
are considered non-persistent.

4. Indications of Use

a. Prior warning or threat.

b. Explosions that disperse mists, gases, or oily film.

c. Presence of spray devices or pesticide/chemical containers.

d. Unexplained mass casualties without obvious trauma.

e. Casualties exhibit nausea, breathing difficulty, and/or convulsions.

f. Odors of bleach, new mown grass, bitter almonds, or other unexplained odors.

g. Dead birds, fish, or other animals and lack of insects at the incident site and areas
downwind.

h. Alarms by chemical detection systems.

5. Response Needs

a. Personal protective equipment for emergency responders.

b. Mass decontamination capability.

c. Medical evacuation and treatment for mass casualties.

d. Hazmat response teams.

e. Mortuary support for mass fatalities.

f. Evacuation assistance.
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g. Access control for incident site and contaminated areas.

h. Shelter and mass care for evacuees.

D. Biological Weapons 

1. Weapon Types. Biological agents are intended to disable or kill people by infecting them
with diseases or introducing toxic substances into their bodies. Such agents are
generally classified in three groups:

a. Bacteria and Rickettsia. Bacteria and rickettsia are single celled organisms which
cause a variety of diseases in animals, plants and humans. Bacteria are capable of
reproducing outside of living cells, while rickettsia require a living host. Both may
produce extremely potent toxins inside the human body. Among the bacteria and
rickettsia that have been or could be used as weapons are:

1) Anthrax

2) Plague

3) Tularemia or Rabbit Fever

4) Q fever

b. Viruses.

Viruses are much smaller than bacteria and can only reproduce inside living cells.
Among the viruses that could be used as weapons are:

1) Smallpox

2) Venezuelan Equine Encephalitis (VEE)

3) Viral Hemorrhagic Fever (VHF)

c. Toxins.

Toxins are potent poisons produced by a variety of living organisms including
bacteria, plants, and animals. Biological toxins are some of the most toxic
substances known. Among the toxins that have been or could be used as weapons
are:

1) Botulinum toxins

2) Staphylococcal Enterotoxins

3) Ricin

4) Mycotoxins

2. Other Emergency Response Considerations
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a. Means of Dissemination

1) Inhalation of agent in aerosol form. An inhalation hazard may be created by
spraying a biological agent. Many biological agents, such as viruses, may also
be readily transmitted from an affected person to others in aerosol form by
coughing and sneezing. This can result in the rapid spread of disease-causing
agents.

2) Ingestion in food, water, or other products than have been contaminated with
agents.

3) Skin contact or injection. Some agents may be transmitted by simple contact
with the skin or by injection.

b. Unique Aspects of A Biological Agent Attack

1) As there are few detection systems for biological agents available, an attack with
biological agents may not be discovered until public health authorities or medical
facilities observe people becoming sick with unusual illnesses. Casualties may
occur hours, days, or weeks after exposure. Medical investigators will normally
undertake to determine the source and cause of such illnesses and how it is
spread.

2) In the aftermath of an attack with biological agents, public health agencies will
normally take the lead in determining actions that must be taken to protect the
public, although state and local governments may implement those actions.

3) There may be no local crime scene or incident site; the initial dissemination of
the agent may have occurred in another city or another country and affected
travelers may bring disease into the local area.

4) As people affected by some biological agents, such as viruses, are capable of
spreading disease to others, the emergency response to a biological attack may
have to include medical isolation of affected patients and quarantines or other
restrictions on movement of people or animals. It may also be necessary to
restrict opportunities for person-to-person transmission by closing schools and
businesses or curtailing mass gatherings such as sporting events.

3. Weapon Effects

Biological agents are used to both incapacitate and to kill. Some agents make people
seriously ill, but rarely kill those affected; these may create a public health emergency.
Others, such as anthrax and many toxins, kill those affected and may create both a
public health emergency and a mass fatality situation.

4. Indications of Use

a. If there is a local incident site, the following may be indicators of the use of biological
weapons:

1) Advance warning or threat.
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2) Unusual dead or dying animals

3) Unusual casualties – pattern inconsistent with natural disease or disease that
does not typically occur in the local area.

4) Aerosol containers or spray devices found in other than typical locations of use.

5) Presence of laboratory glassware or specialized containers.

6) Biohazard labels on containers.

7) Evidence of tampering with foodstuffs and water distribution systems.

8) Indications of tampering with heating/air conditioning systems.

b. For many biological agent attacks, medical assessment of affected people, autopsy
results, and follow-on medical investigation will be required to confirm the use of
biological agents.

5. Emergency Response Needs

a. Personal protective equipment for emergency responders.

b. Decontamination capability.

c. Specialized pharmaceuticals.

d. Medical evacuation and treatment for mass casualties.

e. Public health prevention programs.

f. Mortuary support for mass fatalities.

g. Access control for incident site, if one exists.

h. Personnel support for quarantine operations.

i. Public health investigative resources.
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APPENDIX 3 
AWARENESS/PREVENTION CHECKLIST 

The following checklist highlights areas of school operations, maintenance, security, and 
personnel that may pose opportunities for risk reduction.  Use this checklist as a proactive tool to 
generate awareness over the potential for terrorist acts, at a time when it is needed most. 

The recommendations contained in this checklist are not intended to represent or to replace a 
comprehensive school security program.  Such a program would include much more.  Many of 
the procedures included in the checklist are routine in districts with full-time security operations. 
Whether your school district has full-time security coverage, or has minimal security resources, 
these recommendations may be used as a focal point around which to build an appropriately 
renewed sense of awareness. 

RECOMMENDATION STEPS PARTICIPANTS DATE 
COMPLETED 

Review 
employment 
screening policy 
& procedure 

 Does your screening process include 
volunteers, cafeteria workers, 
mechanics, bus drivers, and security, 
in addition to educational staff? 

 Does your procedure allow for actual 
searches of courthouse records, rather 
than database searches, which are 
typically not accurate? 

 Do you searchers do Social Security 
Number traces to identify any out-of-
state venues that should be checked? 

 Do your outside contracts use due-
diligence screening procedures to 
check the backgrounds of their workers 
who regularly visit your school? 

 Security 

 Human 
Resources 

Review the 
physical security 
of bus yards and 
garages; review 
transportation 
security in 
general 

 Are vehicle garages alarmed, and are 
the alarms in working order? 

 Are fenced-in areas gated, locked, and 
adequately illuminated at night? 

 Do drivers do “pilot inspections” of their 
vehicles before placing them into 
service each day? Is this done again 
after each time the vehicle has been 
left unattended? 

 Security 

 Contract 
Bus 
Operators 

 Health Staff 

 Drivers 
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RECOMMENDATION STEPS PARTICIPANTS DATE 
COMPLETED 

 Are bus drivers equipped with two-way 
radios or cell phones? 

 Are drivers trained to be aware of and 
to report suspicious vehicles that 
appear to be following their busses 
during their routes? 

 Do drivers keep a student roster for 
each bus route, to include student 
name, address, primary and secondary 
emergency contact numbers, and 
medical authorization information? 

Review the 
adequacy of 
physical security 
in and around 
campus buildings 

 Are alarm systems working and have 
they been tested?  This should include 
main campus buildings as well as 
maintenance and storage facilities. 

 Are keys to campus and administration 
buildings adequately controlled? 

 Are alarm pass codes changed when 
an employee leaves the school 
district?  Make sure codes are not 
shared. 

 Is exterior lighting working and is 
illumination adequate? 

 Is interior lighting (night lighting) 
working and is illumination adequate? 

 Security 

 Mainten-
ance 

 Operations 

Review access 
control 
procedures and 
heighten 
employee 
awareness 

 Are doors that should remain locked 
from the outside during the day kept 
locked, and are these doors checked 
periodically to make sure they are 
secure?  Train all employees to check 
these doors but consider assigning 
someone to check them as well. 

 Are staff members trained to approach 
and to “assist” strangers of any age 
who are observed in and on school 
property?  Report those who have 
difficulty explaining their presence. 

 Has a visitor log and ID badge system 
been implemented? 

 Everyone 

 Everyone 
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RECOMMENDATION STEPS PARTICIPANTS DATE 
COMPLETED 

Train everyone to 
recognize and 
report suspicious 
activities on 
campuses. 

 Are persons taking pictures or filming 
campus activities questioned about 
their authorization to do so? 

 Be alert for suspicious vehicles that 
seem to have no apparent purpose for 
being on campus, or, that come, go, 
and then reappear again. 

 Are specific individuals assigned to 
inspect the outside of campus 
buildings throughout the day, and to 
report unattended packages or 
vehicles near building perimeters? 

 Have you developed a plan to handle 
reports of suspicious activity? 

 Is everyone trained to report 
unattended or otherwise suspicious 
packages found inside campus 
buildings?  Is this specific issue placed 
on routine checklists for maintenance 
and custodial personnel? 

 Do personnel know what to do if a 
suspicious package is found? 

 Have you considered a policy that 
requires staff and students to visibly 
identify backpacks, book bags, 
briefcases and gym bags with luggage 
style ID tabs? 

 Are food services personnel trained to 
be aware of suspicious people in their 
food preparation area? 

 When large attendance events occur 
on campus, are security measures in 
place and awareness levels 
heightened to assist in detecting 
suspicious acts? 

Implement a “tip-
line” program 
that allows 
students, 
teachers, 
parents, staff, 
and other 
members of the 
school 
community to 

 Do you have a zero tolerance for 
verbal threats of any kind? 

 Do all members of the school 
community know that any threat, or 
information about a potential threat, 
must be reported?  And, do they 
understand that there is no such thing 
as a threat intended as a joke? 

 Student 
Services 

 Security 

 Human 
Resources 
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RECOMMENDATION STEPS PARTICIPANTS DATE 
COMPLETED 

report issues 
anonymously, if 
they choose. 

 Do students and staff know that they 
are responsible for informing the 
principal/site administrator about any 
information or knowledge of a possible 
or actual terrorist threat or act? 

 Have you communicated a hard stand 
on hoaxes intended to mimic terrorist 
acts?  Do students know that these 
hoaxes are crimes in themselves? 

Work closely with 
local law 
enforcement and 
health officials. 

 Have you made local law enforcement 
a partner in your district plans? 

 Are parking regulations, particularly fire 
zone regulations, strictly enforced? 

 Does local law enforcement have 
copies of building blueprints, to include 
ventilation system, and electrical 
plans? 

 Has local law enforcement been given 
the opportunity to conduct exercises on 
school property and on busses? 

 Have you determined contact protocol 
with local health officials if bio-terrorism 
is suspected? 

 Security 

 Clinical 
Staff 

 Crisis 
Manage-
ment Team 

Train staff on 
identifying and 
handling 
suspicious 
packages and 
letters. 

 Have you download and posted the 
FBI advisory (poster) regarding 
suspicious packages from 
www.fbi.gov? 

 Or, the US Postal Inspection Service 
poster on identifying suspicious 
packages from www.usps.gov? 

 Have you considered publicizing the 
availability of this information to others 
in the school community for personal 
use? 

 Mail room 

 Secretarial 

 Security 

 Parents 

 Students 

http://www.fbi.gov/
http://www.usps.gov/
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