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Overton ISD Emergency Operations Plan 
 

Introduction 
 

A. Purpose of the Plan 
 
The purpose of the Overton ISD Emergency Operations Plan is to identify and respond to 
incidents by outlining the responsibilities and duties of Overton ISD and its employees.  
Developing, maintaining, and exercising the plan empowers employees in an incident to 
act quickly and knowledgably.  In addition, the plan educates staff, faculty, students, and 
other key stakeholders on their roles and responsibilities before, during, and after an 
incident.  This plan provides parents and other members of the community with 
assurances that Springfield School has established guidelines and procedures to respond 
to incidents/hazards in an effective way. 
 
The developed guidelines and procedures for dealing with existing and potential student 
and school incidents are defined in the plan below.  The basic plan and the functional 
and hazard-specific annexes outline an organized, systematic method to mitigate, 
prevent, prepare for, respond to, and recover from incidents.  Faculty and staff have 
been trained to assess the seriousness of incidents and respond according to these 
established procedures and guidelines.  Overton ISD regularly schedules inservice 
training for faculty and staff. 

 
B. Scope of the Plan 

 
The Overton ISD  Emergency Operations Plan outlines the expectations of staff/faculty: 
roles and responsibilities; direction and control systems; internal and external 
communications plans; training and sustainability plans; authority and references 
defined by local, state and federal government mandates; common and specialized 
procedures; and specific hazard vulnerabilities and responses/recovery. 

 
 

1. Definitions 
 
Incident: an incident is an occurrence-natural, technological, or human caused that 
requires a response to protect life or property.  The principal/building administrator 
and district superintendent shall have the authority to determine when an incident 
has occurred and to implement the procedures within this Emergency Operations 
Plan. 



Hazards: Hazards shall include situations involving threats of harm to students, 
personnel, and/or facilities.  Hazards include but are not limited to natural, 
technological, and human-caused issues. 

 
 

2. School Board Policy Statement 
       

                  The Overton ISD Emergency Operations Plan operates within the framework of the  
                  Overton ISD School Board’s policies and procedures. 
  

C. Situation Overview/Hazard Analysis Summary 
 

1. School Population  
a. General Population 

Overton ISD’s current enrollment is approximately 259 students in elementary, 
108 students in middle school, and 145 students in the high school for a total of 
512 students. 

b. Special Population 
OISD has a number of students in Life Skills and other special needs programs 
that will be directly supervised by aides and the instructor. 
 
Employees 

a. Secondary School 
Administrators: 2 
Teachers: 26 
Aides: 9 
Office Staff: 2 

b. Elementary School 
Administators: 1 
Teachers: 18 
Aides: 8 
Office Staff: 2 

c. Maintenance 
 

Director: 1 
Staff: 6 

d. Transportation 
Director: 1 

 
 
 
 



 
 
e. District Wide Personnel 

Superintendent: 1 
Business Manager: 1 
Technology Director: 1 
Nurse: 1 
ISS: 1 
Central Office Staff: 3 
Counselor: 1 
Librarian: 1 
 
A master schedule of all classes, grade levels, and teachers will be available from 
the campus offices as well as the central administration building. 

f. Physical location of OISD Property 
 

Overton ISD’s academic campuses are located on one large block between Henderson Street 
and McKay Street.  There is one access road through the secondary campus (Mustang Alley) 
and one bus loop/pickup lane on the elementary campus. 
 
The district’s football stadium, softball field, gymnasiums, auditorium, and weight room are all 
located on the main campus.   
 
The district also has an administration building located at 111 East McKay street housing the 
central administrative offices, an ag science farm located on Devonian Road, and a baseball 
field located on Front Street. 
 

2. Hazard Analysis Summary 
 
Overton ISD, like all school districts, is exposed to several hazards, all of which have the 
potential for disrupting the school community and causing harm to persons and property. 
 
In the spring of 2019, the district completed a thorough hazard analysis to identify any 
potential circumstances on or near the school campus that may present problems or potential 
risk to persons or property.  The interior and exterior portions of all school buildings and 
school grounds have been assessed for potential hazards that may impact the site, the staff, or 
the students.  Identified hazards have been assessed by risk and likelihood. 
The following tables discuss Overton ISD’s high priority hazards including flood (water 
damage), severe weather, fire, chemical, intruder, railroad, pipeline and utility outages. 
 
 

 



HIGH PRIORITY HAZARDS 
 

1. Flooding 
Though the campus itself is not in danger of dangerous flooding, approaches to the city 
of Overton have been flooded keeping both students and employees from attending 
school.  Special care must be taken with bus routes that must cross flood prone roads in 
the surrounding area. 

2. Severe Storm 
Overton is located in a region that is vulnerable to severe storms.  Tornadoes have 
caused damage within a short distance of the campus and high winds, hail, and lightning 
are not unusual events.  While ice and snow is not normal events, there have been 
instances when the school was closed due to dangerous accumulations. 

3. Fire 
Fire hazards are one of the more prevalent type of hazards.  All buildings are at danger 
of fire in some manner. 

4. Chemicals 
Overton’s campuses are located about 1200 feet from a very busy railroad line.  The ag 
farm has a pipeline going through it and there are several other pipelines in the district 
that could disrupt school or transportation.  Overton also has many trucks passing 
through the city and near the school that carry dangerous chemicals. 

5. Intruder 
While a hostile intruder incident has not occurred in Overton ISD, the schools and 
facilities are vulnerable to such an incident. 

6. Epidemics 
Overton ISD has experienced mass absences due to flu and other illnesses causing 
closure of the school or very low attendance. 

7. Utility outages 
The city of Overton has an old water infrastructure that experiences broken pipes 
several times per year resulting in both water outages and boil water notices.  Because 
of the large trees in the area, power lines are often out of service when winds or wet 
ground result in trees falling across lines.  Utility outages occur at least once per year, 
but usually more often. 

 
 

 
 

 

 
 

 



3. Preparedness, Prevention, and Mitigation Overview 
Preparedness is achieved and maintained through a continuous cycle of planning, 
organizing, training, equipping, exercising, evaluating and taking corrective action.  
Ongoing preparedness efforts require coordination among all those involved in 
emergency management and incident response activities.  Overton ISD fosters 
preparedness at all levels including students, parents, teachers, and staff.  Examples 
of preparedness actions include maintaining the Emergency Operations Plan, 
conducting training, planning and implementing drills and exercises, etc. 
Prevention includes actions to avoid an incident or to intervene to stop an incident 
from occurring.  Overton SD is committed to taking proactive prevention measures 
whenever possible to protect the safety and security of students and staff.  Our 
policies include anti-bullying measures,  adherence to all state and federal laws and 
regulations, and local policies designed to keep our students and employees safe 
while on our campuses and in our vehicles.  Recent upgrades including lighting, 
cameras, and replacing or repairing entrance doors. 
 
Mitigation includes activities to reduce the loss of life and property from natural 
and/or human caused disasters by avoiding or lessening the impact of a disaster and 
providing value to the public by creating a safer community.  Overton ISD has taken 
action to reduce or eliminate the adverse effects of natural, technological, and 
human caused hazards on people and property. 
 

D. Planning Assumptions and Limitations 
 
1. Planning Assumptions 

 
Stating the planning assumptions allows OISD to deviate from the plan if certain 
assumptions prove not to be true during operations.  The district’s EOP assumes: 

• The district will continue to be exposed and subject to hazards and incidents 
described in the Hazard Analysis Summary, as well as lesser hazards that may 
develop in the future 

• A major disaster could occur at any time and at any place.  In many cases, the 
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. 

• A single site incident (fire, gas line issues, etc.) could occur at any time without 
warning and the employees of the school effected cannot, and should not, 
wait for direction from local response agencies. Action is required immediately 
to save lives and to protect school property. 

• Following a major or catastrophic incident, the school may have to rely on its 
own resources to be self-sustaining for up to 72 hours. 



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

• Outside assistance from local fire, law enforcement, and emergency managers 
will be available in most serious incidents.  Because it takes time to request 
and dispatch external assistance, it is essential for the school to be prepared to 
carry out the initial incident response until responders arrive at the incident 
scene. 

• Proper prevention and mitigation actions, such as creating a positive school 
environment and conducting fire inspections, utility inspections, and 
infrastructure inspections, will prevent or reduce incident related losses. 

• Maintaining the district EOP and providing frequent opportunities for 
stakeholders to exercise the plan can improve the district’s readiness to 
respond to incidents. 

• A spirit of volunteerism among school employees, students, and families will 
result in their providing assistance and support to incident management 
efforts. 

2. Limitations 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

Concept of Operations 
 
This plan is based upon the concept that the incident management functions that 
must be performed by the school generally parallel some of the routine day to day 
functions.  To the extent possible, the same personnel and material resources used 
for day to day activities will be employed during incidents.  Because personnel and 
equipment resources are limited, some routine functions that do not contribute 
directly to the incident may be suspended.  The personnel, equipment, and supplies 
that would typically be required for those routine functions will be redirected to 
accomplish assigned incident management tasks. 
 
A. National Incident Management System (NIMS) 

          
The National Incident Management System (NIMS) is a set of principles that provides 
A systematic, proactive approach guiding government agencies at all levels, nongovernmental 
organizations, and the private sector to work seamlessly to prevent, protect against, respond 
to, recover from, and mitigate the effects of incidents, regardless of cause, size, location, or 
complexity, in order to reduce the loss of life or property and harm to the environment.  This 
system ensures that those involved in incident response/recovery understand what their roles 
are and have the tools they need to be effective. 
 
According to Homeland Security Presidential Directive 5 and the US Department of Education, 
school districts are among local agencies that must adopt NIMS if they receive Federal grant 
funds.  As part of its NIMS implementation, Overton ISD participates in the local government’s 
NIMS preparedness program and believes it is essential to ensure that response/recovery 
services are delivered to schools in a timely and effective manner. 
 
Overton ISD recognizes that staff and students will be first responders during an incident.  
Adopting NIMS enables staff and students to respond more effectively to an incident and 
enhances cooperation, coordination, and communication among school officials, first 
responders, and emergency managers. 
Overton ISD works with local government agencies to remain NIMS compliant.  NIMS 
compliance for school districts includes completing the following: 

• Adopt the use of the Incident Command System (ICS).  All staff and students who 
assume roles described in this plan will receive ICS-100 training.  ICS-100 is a web based 
course available free from the Federal Emergency Management Agency (FEMA) 
Emergency Management Institute. 

 
 



 
 
 
 

• Complete NIMS awareness course IS-700 NIMS: An Introduction.  IS-700 is a web based 
course available for free from the Emergency Management Institute.  All persons 
assuming roles described in the basic plan or annexes will take the IS-700 course. 

• Participation in the local government’s NIMS preparedness program and incorporate the 
school plan into the community EOP. 

• Train and exercise the plan.  All staff and students are expected to participate in training 
and exercising the plan’s procedures and hazard-specific incident plans.  The district is 
charged with ensuring that the training and equipment necessary for an appropriate 
response/recovery operation are in place. 

 
B. Implementation of the Incident Command System (ICS) 

 
In a major emergency or disaster, Overton ISD may be damaged or need to be evacuated, 
people may be injured, and/or other incident management activities may need to be initiated.  
These activities must be organized and coordinated to ensure efficient incident management.  
The Incident Command System (ICS) will be used to manage all incidents and major planned 
events.  The ICS approach will be used in all phases of incident management, including pre-
incident activities, response, and recovery. 
 
The incident commander at Overton ISD will be delegated the authority to direct all incident 
activities within the school’s jurisdiction.  The incident commander will establish an incident 
command post (ICP) and provide an assessment of the situation to the principal or other 
officials, identify incident management resources required, and direct the on scene incident 
management activities from the ICP.  If no incident commander is present at the onset of the 
incident, the most qualified individual will assume command until relieved by an identified 
incident commander. 
 

C. Initial Response 
 
School personnel are usually first on the scene of an incident in a school setting.  Staff and 
faculty are expected to take charge and manage the incident until it is resolved or command is 
transferred to someone more qualified and/or to an emergency responder agency with legal 
authority to assume responsibility.  Staff will seek guidance and direction from local officials 
and seek technical assistance from State and Federal agencies and industry where 
appropriate. 

 
 



 
 
The superintendent or his/her designee is responsible for activating the district EOP, including 
common and specialized procedures as well as hazard-specific incident plans.  The 
superintendent or designee will assign an incident commander based on the most qualified 
person available for the specific incident. 
The campus principals will activate individual campus EOP’s and may designate a qualified 
person as incident commander if required. 
In the absence of the superintendent, the campus principals will be designated to implement 
the district EOP.  The maintenance director will be the incident commander at district and 
campus level in the absence of the above mentioned administrators. 
 
 Organization and Assignment of Responsibilities 
 
This section establishes the operational organization that will be relied on to manage the 
incident and includes: 

• A list of tasks to be performed by position and organization 
• An overview of personal and tasks assigned 

 
The superintendent and designees are not able to manage all the aspects associated with an 
incident without assistance.  The district relies on other key personnel to perform tasks that 
will ensure the safety of students and staff during a crisis or critical incident.  The Incident 
Command System uses a team approach to manage incidents.  It is difficult to form a team 
while a crisis or critical incident is unfolding, therefore roles will be pre-assigned based on 
training and qualifications.  Each staff member and volunteer must be familiar with his or her 
role and responsibilities before an incident occurs. 
 
School staff may be required to remain at school to assist in an incident.  In the event that this 
district or campus EOP is activated, staff will be assigned to serve within the ICS based on their 
expertise and training and the needs of the incident. 
 

A. Superintendent 
 
The superintendent may serve as the Incident Commander or delegate that authority to 
a qualified individual.  At all times the superintendent retains the overall responsibility 
for the safety of students and staff.  However, delegating the authority to manage the 
incident allows the superintendent to focus on policy level activities and interfacing with 
other agencies and parents.  The superintendent will coordinate with the Incident 
Commander. 
 

B. Campus Principal 
 



The campus principal will perform the duties of Incident Commander for incidents 
occurring on their campus or involving their students.  The principal may delegate the 
duties of Incident Commander to a designee that has the required skill sets needed for a 
particular incident. 
 

C. Incident Commander 
 
The Incident Commander’s responsibilities include” 

• Assume overall direction of all incident management procedures based 
on actions and procedures outlined in this EOP. 

• Take steps deemed necessary to ensure the safety of students, staff, 
and other individuals. 

• Determine whether to implement incident management protocols 
(Evacuation, Reverse Evacuation, Shelter in Place, Lock Down, etc.) as described 
more fully in the functional annexes in this document. 

• Arrange for the transfer of students, staff, and other individuals when 
safety is threatened by a disaster. 

• Work with emergency services personnel.  Depending on the incident, 
community agencies such as law enforcement or fire departments may have 
jurisdiction for investigations, rescue procedures, etc. 

• Keep the superintendent and campus principals as well as other officials 
informed of the situation 

 
D. Teachers 

 
Teachers shall be responsible for the supervision of students and shall remain with 
students until directed otherwise. 
 
Responsibilities include: 

• Supervise students under their charge. 
• Take steps to ensure the safety of students, staff, and other individuals 

in the implementation of incident management protocols. 
• Direct students in their charge to inside or outside assembly areas, in 

accordance with signals, warnings, written notification, verbal directive or 
intercom orders according to established incident management procedures. 

• Give appropriate action commands during an incident. 
• Take attendance when class relocates to an assembly area or evacuates 

to another location. 
• Reports missing students to the Incident Commander or designee. 
• Execute assignments as directed by the Incident Commander or 

designee. 



• Obtain first aide services for injured students from the school nurse, 
athletic trainer, or another person trained in first aid.  Arrange for first aid for 
those who are unable to be moved. 

• Render first aid if necessary.  School staff will be trained and certified in 
first aid and CPR as well as the use of the AED. 

 
E. Instructional Aides 

 
Responsibilities include assisting teachers as directed and or/other duties as assigned by 
the incident commander. 
 

F. Counselors 
 
Counselors will provide assistance with the overall direction of the incident 
management procedures at the site or campus. 
 
Responsibilities may include: 

• Taking steps to ensure the safety of students, staff, and other 
individuals in the implementation of the incident management protocols. 

• Direct students in their charge according to established incident 
management protocols. 

• Render first aid if necessary. 
• Assist in the transfer of students, staff, and other individuals when their 

safety is threatened by an incident. 
• Execute assignments as directed by the Incident Commander or campus 

principal. 
 

G. School Nurse and Athletic Trainer 
 
Responsibilities include: 

• Administer first aid or emergency treatment as needed. 
• Supervise administration of first aid by those trained to provide it. 
• Organize first aid and medical supplies 
• Execute assignments as directed by the Incident Commander or campus 

principal. 
 

H. Custodians/Maintenance Personnel 
 
Responsibilities include: 

• Survey and report building damage to the Incident Commander and the 
superintendent 



• Control main shutoff valves for gas, water, and electricity and ensure 
that no hazard results from broken or downed power lines. 

• Provide damage control as needed. 
• Assist in the conservation, use, and disbursement of supplies and 

equipment. 
• Keep Incident Commander or designee informed of the condition of the 

buildings and grounds. 
 

I. School Secretarial and Office Staff 
 
Responsibilities include: 

• Answer phones and assist in receiving and providing consistent 
information to callers (The superintendent or Incident Commander will provide a 
statement concerning all incidents and will direct the office staff if they are to 
provide the statement or direct calls to the superintendent or Incident 
Commander) 

• Provide for the safety of essential school records and documents. 
• Execute assignments as directed by the Incident Commander or campus 

principal 
• Provide assistance to the Principal, Superintendent and the 

Policy/Coordination Group. 
• Monitor radio emergency broadcasts. 
• Assist with health incidents as needed. 
• Provide continuity of communication between campuses and central 

office. 
 

J. Food Service Director/Cafeteria Workers 
 
Responsibilities include: 

• Prepare and serve food and water on a rationed basis whenever the 
feeding of students and staff becomes necessary during an incident. 

• Execute assignments as directed by the Incident Commander, 
principals, or superintendent. 

• Inform maintenance director and superintendent on status of 
refrigerators and freezers in cafeteria. 
 

K. Bus Drivers 
 
Responsibilities include; 
 



• Supervise the care of students if the disaster occurs while students are 
in the bus 

• Transfer students to a new location as directed. 
• Execute assignments as directed by the Incident Commander or campus 

principals 
• Transport individuals in need of medical attention if needed. 
• Report any damage to school vehicles to transportation director and 

superintendent. 
 

L. Other Staff  
 
Responsibilities include reporting to the campus principal or the Incident Commander 
for assignment as needed 
 

M. Students 
 
Responsibilities include: 

• Cooperating with directives from school or emergency personnel during 
drills, exercises, and incidents. 

• Be responsible for themselves and others in an incident. 
• Reporting situations of concerns to teachers, administrators, or other 

school personnel. 
• Develop an awareness of natural, technological, and human caused 

hazards and associated prevention, preparedness, and mitigation measures. 
• Take an active part in school incident response/recovery activities as 

appropriate for age. 
 

N. Parents/Guardians 
 
Responsibilities include: 

• Encouraging and supporting school safety, violence prevention and 
incident preparedness programs within the district. 

• Participation in volunteer service projects for promoting school incident 
preparedness. 

• Provide the school with requested information concerning the incident, 
early and late  dismissals, and other related release information. 

• Practice incident management preparedness in the home to reinforce 
school training and ensure family safety. 

• Following directives of school employees and emergency responders 
during an incident. 



• Supporting the district in their effort to deliver accurate information 
concerning an incident. 

 
 
 

 
 
 
 
 
 
 

 
 
 

 

  

 

Direction, Control, and Coordination 

 

A. District Incident Command System 
 
To provide for the effective direction, control, and coordination of an incident, either 
single site or multi-incidents, the district EOP will be activated including the 
implementation of the Incident Command System (ICS). 
The Incident Commander is delegated the authority to direct tactical on scene 
operations until a coordinated incident management framework can be established with 
local authorities.  The Policy group is responsible for providing the Incident Commander 
with strategic guidance, information analysis, and needed resources. 
 

Figure 1-Incident Management Team 
 
Policy Group: Superintendent/Principals: 
Provides strategic guidance,  resource support, information analysis, and needed 
resources 
 
Incident Command: Superintendent or designee 
Establishes incident objectives and directs all response actions 
 



The Incident Command System is organized into the following functional groups: 
 

1. Incident Command: Directs the incident management activities using 
strategic guidance provided by the policy group. 
 
School related responsibilities and duties include: 

• Establish and manage the Command Post, establish the incident organization, 
and determine strategies to implement protocols and adapt as needed. 

• Monitor incident safety conditions and develop measures for ensuring the 
safety of building occupants, including students, staff, volunteers, and 
responders. 

• Coordinate media relations and information dissemination with the campus 
principals or designee. 

• Develop working knowledge of local/regional agencies, serve as the primary 
on scene contact for outside agencies assigned to an incident, and assist in 
accessing services when the need arises. 

• Document all activities 
2. Operations Section: Directs all tactical operations of an incident including 

implementation of response/recovery activities according to established incident 
management procedures and protocols, care of students, first aid, crisis intervention, 
search and rescue, site security, damage assessment, evacuations, and the release of 
students to parents. 
 
Specific responsibilities include: 

• Analyze school staffing to develop a Parent-Student Reunification Plan and 
implement an incident action plan 

• Monitor site utilities (electric, gas, water, hvac) and shut off only if danger 
exists or as directed by Incident Commander and assist in securing facility. 

• Establish medical triage with staff trained in first aid and CPR, provide and 
oversee care given to injured persons, distribute supplies, and request additional 
supplies from the Logistics Section. 

• Provide and access psychological first aid services for those in need, and 
access local/regional providers for ongoing crisis counseling for students, staff, 
and parents. 

• Coordinate the rationed distribution of food and water, establish secondary 
toilet facilities in the event of water or plumbing failure, and request needed 
supplies from the Logistics Section. 

• Document all activities. 

As needed, the types of Strike Teams described in the following table may be established 
within the Operations Section. 



 

 Table 2: Operations Section Teams 
  

Strike Team Potential Responsibilities 
  

Search & Rescue Search and Rescue Teams search the entire school facility, entering only  
Team after they have checked the outside for signs of structural damage and  

 determined it is safe to enter.  S&R Teams are responsible for ensuring 
 that all students and staff evacuate the building (or if it is unsafe to move 
 the persons, that their locations are documented so that professional 
 responders can locate them easily and extricate them).  S&R Teams are 
 responsible for: 
 *Identifying and marking unsafe areas 
 *Conducting initial damage assessment 
 *Obtaining injury and missing student reports from teachers 
  

First Aid Team First Aid Teams provide triage, treatment, and psychological first aid 
 services.  First Aid teams are responsible for: 
 *Setting up first aid area for students 
 *Assessing and treating injuries 
 *Completing master injury report 
 Note: The logistics section provides care to responders if needed.  The 
 Operations Section First Aid Team is dedicated to students and other 
 incident victims. 
  

Evacuation/ Evacuation, shelter, and student care in an incident are among the most 
Shelter/Care important tasks faced by schools.  These tasks include student accounting, 
Team protection from weather, providing for sanitation needs, and providing 

 for food and water.  The Evacuation/Shelter/Care Team is responsible for: 
 *Accounting for the whereabouts of all students, staff, and volunteers. 
 *Setting u a secure assembly area. 
 *Managing student feeding and hydration. 
 *Coordinating with the Student Release Team 
 *Coordinating with the logistics section to secure the needed space and 
 supplies 
  

Facility & Security The Facility & Security Response Team is responsible for: 
Response Team *Locating all utilities and turning them off if necessary 

 *Securing and isolating fire/HazMat. 
 *Assessing and notifying officials of fire/HazMat 



 *Conducting perimeter control 
  
  

Crisis Intervention The Crisis Intervention Team is responsible for: 
Team *Assessing the need for onsite mental health support. 

 *Determining the need for outside agency assistance 
 *Providing onsite intervention/counseling 
 *Monitoring well-being of school Incident Management Team, staff, and students  
 and reporting all finding to the Operations Section Chief. 
  

Student Release  Reunification refers to getting students reunited with their parents or guardians 
Team in an efficient and orderly manner.  Reunification can be an enormous challenge and 

 takes a lot of planning.  The Student Release Team is responsible for: 
 *Setting up a secure reunion area 
 *Checking student emergency cards for authorized releases 
 *Completing release logs 
 *Coordinating with the communications team on external messages. 

 

 

3. Planning Section: Collects, evaluates, and disseminates information needed 
to measure the size, scope, and seriousness of an incident and to plan appropriate 
incident management activities. 

            Duties may include: 

• Assist Incident Commander in the collection and evaluation of information 
about an incident as it develops (including site map and area map of related 
events), assist with ongoing planning efforts, and maintain incident time log. 

• Document all activities 
•  

4. Logistics Section: Supports incident management operations by securing and 
providing needed personnel, equipment, facilities, resources, and services required for 
incident resolution, coordinating personnel, assembling and deploying volunteer teams, 
and facilitating communication among incident responders.  This section may involve a 
major role in a an extended incident. 
 
Additional responsibilities include: 

• Establish and oversee communications center and activities during an incident 
(two way radio, written updates, etc.) and develop a telephone tree for after 
hours communication. 



• Establish and maintain school and classroom preparedness kits, coordinate 
access to and distribution of supplies during an incident, and monitor inventory of 
supplies and equipment. 

• Document all activities 
•  

5. Finance/Administration Section:  Oversees all financial activities including 
purchasing necessary materials, tracking incident costs, arranging contracts for services, 
timekeeping for emergency responders, submitting documentation for reimbursement, 
and recovering school records following an incident. 
 
Additional duties may include: 

• Assume responsibility for overall documentation and record keeping 
activities, when possible, photograph or videotape damage to property for 
documentation. 

• Develop a system to monitor and track expenses and financial losses, and 
secure all records. 

            This section may not be established onsite at the incident.  Rather, the school and 
district management offices may assume responsibility for these functions. 

 

B. Coordination with Policy/Coordination Group 
 
In complex incidents, a Policy/Coordination Group will be convened at the school 
district’s operations center.  The role of this group is to: 

• Support the on scene Incident Commander 
• Provide policy and strategic guidance 
• Help ensure that adequate resources are available 
• Identify and resolve issues common to all organizations 
• Keep elected officials and other executives informed of the situation and 

decisions 
• Provide factual information, both internally and externally through the Joint 

Information Center 

The Overton ISD Superintendent and Incident Commander will keep the 
Policy/Coordination Group informed as appropriate. 

C. Coordination with First Responders 
 
An important component of the OISD EOP is a set of interagency agreements with 
various county agencies, City of Overton and nearby school districts.  These agreements 
help coordinate services and needs between the entities and OISD.  These agencies and 



services include mental health, law enforcement, disaster relief, and fire departments as 
well as agreements for evacuation locations if needed. 
 

D. Source and Use of Resources 
 
Overton ISD will use its own resources and equipment to respond to incidents until 
appropriate response personnel arrive.  Employees have been trained to assist if called 
upon and will be available after an incident occurs.   OISD will seek to build a network of 
out of district entities to provide needs beyond the scope of the district. 
 
 

Communications 
 

Communications is a critical part of incident management.  This section outlines Overton 
ISD’s communications plan and supports its mission to provide clear, effective internal 
and external communication between the school, staff, students, parents, responders, 
and media. 
 

A. Internal Communications 
 
1. Communication between staff/faculty members 

 
Faculty and staff will be notified  when an incident occurs and will be kept informed as 
additional information becomes available and as plans for management of the situation 
evolve.  The following practices will be utilized to disseminate information internally 
when appropriate. 

• Telephone Tree: A telephone tree is a simple, widely used system for notifying 
staff of an incident when they are not at school.  The tree originates with the 
superintendent, who contacts the members of the Incident Management Team 
and campus principals if they are not on the team.  Team members will then 
contact the remainder of the staff as outlined by the tree. 

• Morning Faculty Meetings: As appropriate, updated information will be 
presented at called morning faculty meetings and any new procedures will be 
reviewed at this time. 

• End of Day Faculty Meetings: As appropriate, updated information and a 
review of the day’s events will be presented at the end of the day called 
meetings.  Staff will have opportunity to address any new information or issues as 
needed. 

• District wide emails:  The employees may be contacted via the district’s email 
in order to provide updates and address procedures as needed. 

 



B. External Communications 
 
Communicating with the larger school community begins before an incident occurs.  In 
the event of an incident, parents, media, and first responders will require clear and 
concise messages from Overton ISD about the incident, what is being done to alleviate 
risks and respond to injuries or damage, and the safety of the children and staff. 
 
 
 
 
 

Communication with Parents 
 

1. Before an incident occurs, Overton ISD will: 
• Develop a relationship with parents so that they trust the decision making 

process and know how to access alerts and incident information 
• Inform parents about the district’s Emergency Operations Plan, its purpose, 

and its objectives.  Information will be included in the principals’ newletters and a 
presentation delivered at meet the teachers’ night and other beginning of the 
year meetngs. 

• Identify parents who are willing to volunteer in case of an incident, include 
them in preparation efforts, and include them in training. 

• Be prepared with translation services for non-English speaking families and 
students with limited English proficiency. 

 
2. In the event of an incident, Overton ISD will: 
 

• Disseminate information via text messages, Twitter, Facebook, radio stations, 
TV stations, and emails to inform parents exactly what is known to have 
happened. 

• Implement the plan to manage phone calls and parents who arrive at school. 
• Describe how the district is handling the situation. 
• Provide information regarding possible reactions of their children and ways to 

talk to them. 
• Provide a phone number, web site address, or recorded hotline where 

parents can receive updated incident information. 
• Inform parents when and where school will resume. 

After an incident, Overton ISD administrators will schedule and attend an open question 
and answer meeting for parents as soon as possible. 
 

C. Communication with the Media 



In the event of an incident, the Incident Commander will: 
• Designate a Publid Information Officer 
• Establish an off campus briefing area for media representatives 
• Determine the need to establish or participate in a joint information center 
• Coordinate messages with the emergency team and policy group 

All Overton ISD employees are to refer all requests for information and questions to the 
designated spokesperson or Joint Information Center (if established).  Templates for 
statements/press releases to the media, including standard procedures and protocols 
have been developed and are included in Appendix D. 
 
Media contacts at the local television and radio stations and other media outlets are 
maintained by the superintendent.  In the case of an incident, these media contacts will 
broadcast Overton ISD’s external communications plans, including the information 
hotline for parents and guardians. 
 
 
1. Handling Rumors 
In addressing rumors, the most effective strategy is to provide facts as soon as possible.  
To combat rumors, OISD will: 

• Provide appropriate information to internal groups including administrators, 
teachers, students, custodians, secretaries, cafeteria workers, and bus drivers.  
These people are primary sources of information and are likely to be contacted in 
their neighborhoods, at the stores, etc. 

• Hold a faculty/staff meeting before staff members are released to go home so 
what is and is not known at that time can be clearly communicated. 

• Designate and brief personnel answering calls to help control misinformation 
• Conduct briefings for community representatives directly associated with the 

school 
• Enlist the help of the media to provide frequent updates to the public, 

particularly providing accurate information where rumors need to be disprelled. 
After the immediate incident response period, OISD will conduct public meetings as 
needed.  These meetings are designed to provide the opportunity for people to ask 
questions and receive accurate information. 
 
2. Communication with first responders 

The incident commander will maintain communication with first responders during 
an incident.  Transfer of command will occur when the first responders arrive on the 
scene to assume management of the incident under their jurisdiction.  Overton ISd 
frequently exercises the school emergency operation plan with first responders to 
practice effective coordination and transfer of command. 
 



3. Communication after an Incident (Recovery Process) 
After the safety and status of staff and students has been assured and emergency 
conditions have abated following an incident, staff/faculty will assemble to support 
the restoration of the school’s educational programs.  Defining mission-critical 
operations and staffing will be a starting point for the recovery process.  Collecting 
and disseminating information will facilitate the recovery process. 
The staff/faculty teams will: 

• Conduct a comprehensive assessment of the physical and operational 
recovery needs 

• Assess the physical security, data access, and all other critical services (e.g. 
plumbing, electrical, water) 

• Examine critical information technology assets and personnel resources and 
determine the impact ont eh school operations for each asset and resource 
that is unavailable or damaged. 

• Document damaged facilities, lost equipment and resources, and special 
personnel expenses that will be required for insurance claims and requests for 
state and federal assistance 

• Provide detailed facilities data to the school district’s administration so that 
an estimate of temporary space reallocation needs and strategies can be 
completed 

• Arrange for ongoing status reports during the recovery activities to: a) 
estimate when the educational program can be fully operational b) identify 
special facility, equipment, and personnel issues or resources that will 
facilitate the resumption of classes. 

• Educate school personnel, students, and parents on available crisis counseling 
services. 

• Apprise the Texas Education Agency and the local board of trustees of 
recovery status. 

The school district will: 
• Identify recordkeeping requirements and sources of financial aid for state and 

federal disaster assistance 
• Establish absentee policies for teachers and students after an incident 
• Establish an agreement with mental health organizations to provide 

counseling to students and their families after an incident 
• Develop alternative teaching methods for students unable to return 

immediately to class. 
• Create a plan for conducting classes when facilities are damaged (alternative 

sites, half day sessions, portable classrooms, etc.) 
• Get stakeholder input on prevention and mitigation measures that can be 

incorporated into short term and long term recovery plans. 
 



D. Communication Tools 
Some common internal and external communication tools that Overton ISD may use 
include the following: 

• Land line phone: OISD will designate a school telephone number as a 
“hotline” for parents to call for information during incidents.  The goal is to keep 
other telephone lines free for communication with first responders and other key 
personnel 

• Cell phone: Cell phones may be the only tool working when electrical service 
is out.  They are useful to faculty/staff in route to our from a site. 

• Intercom systems: The intercom system includes teacher initiated 
communication with the office from a wall mounted speaker 

• Bullhorns and megaphones: a battery powered bullhorn is part of the school’s 
emergency kit to address students and staff who are assembling outside of the 
school buildings.  Procedures governing storage and use will help ensure 
readiness for use. 

• Two way radios: Two way radios provide a reliable method of communication 
between rooms and buildings at a single site.  All staff will be trained on how to 
operate a two way radio. 

• Computers: Wireless and network computers may be used for communication 
both within the school and to other sites.  Email may be a useful tool for updating 
information for staff and school board.  An assigned staff member will post 
information such as school evacuation, closure, or relocation to the home page of 
the OISD website and the OISD Facebook page. 

• Fax machines: Possible use include off campus accidents where lists of 
students and staff members involved, their locations, and needed phone numbers 
can be quickly and accurately communicated.  Medical information, release forms 
and authorizations include the designated fax number. 

• Alarm systems: Bells are in place and sound different ways to signal different 
types of incidents.  All staff/faculty, support staff, students and volunteers will be 
trained on what the sounds mean and how to respond to them. 

• Whistles: Whistles should be included in crisis kits in order to signal a need for 
immediate attention or assistance. 

 
 

Administration, Finance, and Logistics 
 

A. Agreements and Contracts 
 
If school resources prove to be inadequate during an incident, OISD will request 
assistance from local emergency services, other agencies and industry in accordance 
with existing mutual aid agreements and contracts.  Such assistance includes 



equipment, supplies, and or personnel.  All agreements are entered into by authorized 
school officials and are in writing.  Agreements and contracts identify the school district 
officials authorized to request assistance pursuant to those documents. 
 
B. Recordkeeping 
 
1. Administrative Controls 

Overton ISD is responsible for establishing the administrative controls necessary 
tomanage the expenditure of funds and to provide reasonable accountability and 
justification for expenditures made to support incident management operations.  
These administrative controls will be done in accordance with the established local 
fiscal policies and standard cost accounting procedures. 
 

2. Activity Logs 
 
The ICS Section Chiefs will maintain accurate logs recording key incident 
management activities to include: 

• Activation or deactivation of incident facilities 
• Significant changes in the incident situation 
• Major commitments of resources or requests for additional resources from 

external sources 
• Issuance of protective ation recommendations to the staff and students 
• Evacuations 
• Casualties 
• Containment or termination of the incident 

 
3. Incident Costs 

 
a. Annual Incident Management Costs 

The ICS Finance and Administration Section is responsible for maintaining records 
summarizing the use of personnel, equipment, and supplies to obtain an estimate 
of annual incident response costs that can be used in preparing future school 
budgets. 

b. The ICS Finance and Administration Section Chief will maintain detailed 
records of costs for incident management and operations to include: 

• Personnel costs, especially overtime costs 
• Equipment operations costs 
• Costs for leased or rented equipment 
• Costs for contract services to support incident management 

operations 



• Costs of specialized supplies expended for incident 
management 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 Federal government. 
 
 
 
 
C. Preservation of Records 
 
In order to continue normal school operations following an incident, vital records must 
be protected.  These include legal documents and student files as well as property and 
tax records.  The principal causes of damage to records are fire and water: therefore, 
essential records should be protected accordingly.   
 

Plan Development, Maintenance, and Distribution 
 

The Emergency Operations Planning Team is responsible for the overall maintenance 
and revision of the Overton ISD EOP.  The exercise planning team is responsible for 
coordinating training and exercising the school EOP.  Both teams are expected to work 
closely together to make recommendations for revising and enhancing the plan. 
 
The school board and superintendent are responsible for approving and instituting the 
plan.  Community fire, law enforcement, and emergency manager’s approval and 
suggestions will be requested as needed. 
 
A. Approval and Dissemination of the Plan 
 
The school board, principals, and superintendent will approve and disseminate the plan 
and its annexes in the following steps: 

• Review and Validate the Plan 
• Present the plan for comment or suggestion  
• Obtain plan approval from school board 
• Distribute the plan as appropriate 

 
1. Record of Changes 

Each update or change to the plan will be tracked.  The record of changes will 
include: the change number, the date of the change, and the name of the person 



who made the change.  The record of changes will be in a table format and 
maintained by the superintendent. 

2. Record of Distribution 
Copies of plans and annexes will be distributed to those tasked in this document.  
The record of distribution will be kept as proof that tasked individuals and 
organizations have acknowledged the receipt of the plan.  The superintendent will 
indicate the title and name of the person receiving the plan, the agency to which the 
receiver belongs, and the date of delivery.  Copies of the plan may be made available 
to the public and media with any sensitive information removed. 
 
 

B. Plan Review and Updates 
 

The basic plan and its annexes will be reviewed annually by the administration and 
school board and any non-school agencies or personnel deemed appropriate by the 
school administration.   
 
C. Training and Exercising the Plan 

 
Overton ISD understands the importance of training, drills and exercises in 
maintaining the planning for an incident.  To ensure that district personnel and 
community first responders are aware of their duties and responsibilities under the 
school plan and the most current procedures, the following training, drill, and 
exercise actions will occur.  The exercise planning team will coordinate training and 
exercising efforts in accordance with the Homeland Security Exercise and Evaluation 
Program. 
 
Basic training and refresher training sessions will be conducted during the first 
inservice day of the year for all school personnel in coordination with local fire, law 
enforcement, and emergency managers. 
 
Mandatory School EOP trainings will include: 

• Hazard and incident awareness training for all staff 
• Orientation to the district EOP 
• First aid and CPR training as appropriate 
• Parent-Student Reunification 
• Special Needs Relocation  
 
The staff will also be encouraged to take two online FEMA courses (ICS 100 and 
IS-700)  Both courses are available for free at FEMA’s Emergency Management 
Institute website. 



 
Additional training will include drills, tabletop and functional exercises.  Drills will be 
conducted as dictated by state law and local policy.  Records of the trainings and drills 
will be maintained by the campus principals and copies given to the superintendent at 
the conclusion of the academic year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

FUNCTIONAL ANNEXES 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Continuity of Operations Procedures (COOP) 

 
I. Purpose 

 
The purpose of these Continuity of Operations Procedures is to ensure that there are 
procedures in place to maintain or rapidly resume essential operations within the school 
after an incident that results in disruption of normal activities or services to the school.  
Failure to maintain these critical services would significantly affect the education and/or 
service mission of the school in an adverse way. 
 

II. Scope 
 
It is the responsibility of Overton ISD officials to protect students and staff from 
incidents and restore critical operations as soon as it is safe to do so.  This responsibility 
involves identifying and mitigating hazards, preparing for and responding to incidents, 
and managing the recovery.  These COOP procedures are written to address these 
responsibilities before, during, and after times of routine work schedules. 
 
The COOP procedures outline actions needed to maintain and/or rapidly resume 
essential academic, business, and physical services after an incident.  Overton ISD relies 
on strong internal and external communication systems and partnerships with local 
groups and organizations to quickly recover following an incident. 
 

III. Responsibilities 
The delegation of authority  and management responsibilities in event of an incident 
follows the hierarchy outlined in previous sections. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Essential Functions Performed by COOP Procedures Personnel 
 

Superintendent: 
 

• Determine when to close schools and/or send students/staff to alternate 
locations 

• Disseminate information internally to students and staff 
• Communicate with parents, media, and the community 
• Identify a line of succession, including who is responsible for restoring each 

business function of the district 
• Identify  relocation areas for classrooms and administrative operations 
• Create a system for accounting for students/registration 
• Brief and train staff regarding their additional responsibilities 
• Secure and provide needed personnel, equipment and supplies, facilities, 

resources and services required for continued operation 
 
Business manager: 
 

• Maintain essential records including district insurance policies 
• Restore administrative and recordkeeping functions such as payroll, 

accounting, and personal records 
• Provide accounts payable and cash management services 

•  Keep superintendent updated on a regular basis 
• Contact insurance company to expedite claims’ payment 

Campus Administrators: 
 

• Identify Strategies to continue instruction (internet, tutors, rearranging class 
schedule/times 

• Identify state mandated courses that must be completed for graduation plans 
and make plans for delivering curriculum in these courses 

• Keep superintendent informed at all times concerning academic and 
graduation plans as adjustments are made 

• Identify core personnel needed on campus in order to meet all requirements 
for communication, records keeping, and continuity of instruction 

• Secure classroom equipment, books and materials 
• Provide payroll, accounts payable, and business manager with necessary 

documentation of time sheets and purchases. 
 
 
 
 



Maintenance Director: 
 

• Work with local government officials to determine when it is safe for students 
and staff to return to the school buildings and grounds 

• Manage the restoration of school buildings and grounds (debris removal, 
repair and repaint, and other functions required to resume school operations 

• Evaluate and make recommendations to superintendent concerning priorities 
and processes for restoring normal operations 

• Provide business office with required time cards and expenditures 
• Keep superintendent informed at all times 

 
Transportation Director:   
 

• Maintain inventory of functional vehicles 
• Contact insurance company if vehicles are damaged 
• Expedite the repairs of vehicles as needed 
• Keep business manager informed of needed repairs and estimated costs 
• Secure vehicles in a safe environment 
• Keep superintendent informed at all times 

 
Food Service Director: 
 

•   Assess damage and make recommendations to the superintendent 
•   Determine best method of food delivery that will most benefit the students 
• Communicate with campus principals on a regular basis 
• Keep the superintendent informed at all times 

 
Technology Director: 
 

• Evaluate technology priorities to resume normal activities 
• Create inventory of usable technology available in district 
• Assess damage and make recommendations to the superintendent 
• Gather input from campus principals concerning their technology needs 
• Meet with superintendent and business manager to determine priorities for 

restoration of technology 
• Keep superintendent informed at all times 

 
 
 
 
 



 
 
 

 
 


