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APPROVAL & IMPLEMENTATION

Annex H

REUNIFICATION

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

Approved:  David Hedges, Superintendent Date:  10/26/2020
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Annex H: Reunification

Introduction
Reunification strategies are designed for all-hazards use, meaning reunification plans
may be implemented in response to a wide range of incidents, including:  Severe
weather, fire, an active shooter or other major event that could affect the educational
process.  Reunification plans can be tailored to unique circumstances such as those
associated with students or staff with special needs or for continuity of operations with
neighboring school districts. District reunification plans take into account student and
staff safety and accountability including the movement of individuals from affected
areas.

Purpose
The overall purpose of the reunification plan is to:

- Promote the safe and effective reunification of each child with their parent or
guardian;

- Outline the procedures for the movement of students to an alternative site;
- Provide faculty and staff with the process and procedures needed for student

accountability;
- Address custodial concerns; and
- Provide faculty and staff with a mechanism to ensure that the impact on students

is minimal.

Scope
Reunification plans include, but are not limited to, the:

- Management of students and staff safety and accountability;
- Management of parents/guardians, community members and the news media

who report to the incident scene or other affected location;
- Coordination with first responders;
- Protection of crime scenes and/or potential crime scenes; and
- Effective communication of expectations regarding student privacy, parental

rights, and safeguards to ensure a safe and secure reunification scene.

Situation Overview
Reunification plans represent the school’s intended approach to reunification for any
major event or incident within the District including all of its campuses.  Student and
staff safety and accountability are the cornerstones of this plan and the procedures
contained herein. They are considered procedural guidelines that will need to be
tailored to the specific conditions of an event and should not be considered as
performance guarantees.
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Planning Assumptions
Reunification for non-emergency or minor incidents, such as those associated with
severe weather events or reverse evacuation, will mirror daily pick-up procedures to the
extent possible. Whenever prudent and safe to do so, reunification will occur on campus
grounds. For significant events where evacuation from the site has occurred or where
the incident precludes orderly reunification on site, the reunification location may be
moved to an alternate site either identified in advance or based on the
recommendations of law enforcement and other first responders in conjunction with the
school officials.

The District recognizes that in some scenarios, reunification requirements are extensive
and could last several hours, while in other cases reunification could be limited to
ensuring that students can return home safely. In some cases, campus administrators
may determine that it is appropriate for students who usually ride buses home to do so.

In a significant event, administrators may determine that all student-parent reunification
should occur at the reunification site.

Concept of Operations
To better understand the reunification demand on the campus, District administrators
have assessed parent/guardian and student populations in order to establish basic
expectations for reunification that include, but are not limited to:

- Use of District transportation data and student records to determine the number
of students who walk to school and the number of students that ride the bus or
arrive by other means;

- Use of student files and/or on-line visitor and data management systems to help
determine the adult(s) who are allowed to interact with, or take custody of, a
child;

- Use of available campus, District and community resources to facilitate a safe
and effective reunification process; and

- General guidance to follow during the school day if an emergency occurs that
forces school officials to curtail activities at the campus whereby administrators
can initiate the parent/guardian/student reunification process. For the purposes of
this plan, the terms parent/guardian/authorized adult and “requestor” refer to the
person(s) authorized to take custody of a student at school. Only designated
adults will be allowed to claim their child during the reunification process.

For the reunification process to function effectively, the District must:
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- Educate both parents/guardians and students about the policies and procedures
for releasing students;

- Help parents/guardians understand what to expect when an incident occurs;
- Consider access and functional needs of students and staff;
- Account for technology and language barriers;
- Involve parents/guardians, staff and students in drills and exercises to the extent

possible; and
- Have copies of policies and procedures pre-printed and ready to distribute to

parents/guardians while they wait to reunite with their child(ren).

The following process will be implemented for significant incidents requiring reunification
(a sufficient number of individuals will be required to perform reunification, excluding law
enforcement and first responders):

Reunification Site

- Identify a reunification area on campus ensuring that enough space is available
to establish four private staging areas and a Reunification Command Post.
Consideration should be given as to whether the site selected has shelter
available, access to water and restroom facilities. If the reunification is expected
to last for a lengthy period of time, it may be necessary to provide food for
students as well.

- Pre-select an off-site alternate reunification site of sufficient size and proximity. A
secondary off-site alternate reunification site should be selected in the event the
primary reunification site is unavailable.  A Memorandum of Understanding
(MOU) between the school and the alternate location (if not District property)
should be executed prior to an event requiring reunification. Once it is
determined that it is necessary to relocate students to an off-site alternate
reunification location, advance notice should be provided to the point of contact
for the alternate location and notification made to parents/guardians thorough
mass communication channels.

- Thorough consideration of selected reunification sites should include, at a
minimum, the following:

o Adequate space, configuration and suitability for the student/staff
demographic anticipated to utilize the facility.

o Accessibility for those with special needs.
o Accessibility of the selected location(s) for traffic in and out.
o Ability to maintain control and accountability over students.

- Transportation of students to the alternate reunification site will require significant
resources, coordination and oversight.  It is critical to maintain adequate records
as to the location of students during the relocation process and if possible,
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teachers should remain with their respective classes.  Additionally, transport for
students with special needs will require additional consideration.

- Procedures must account for students who drive personal vehicles to school.
These students may wish to leave the campus in their own vehicle.  However,
students should only be allowed after the situation is deemed safe to do so.
Conversely, students may be asked to travel with the other students to the
reunification site and to be picked up by parents/guardians/authorized adults.

- Each staging area should have the necessary supplies including at least one
hand-held radio or walkie-talkie and a set of red/green status cards (Appendices
3 and 4). In the event of an emergency, the status card can be delivered by a
runner to the nearest first responder or posted prominently at the entrance of the
staging area.

- Ensure the reunification area can be secured and allows for adequate traffic flow
management and crowd control.

Reunification Command Post

The following roles should be assigned and practiced prior to an event necessitating
reunification.

- Campus staff will bring to the Reunification Command Post necessary supplies,
forms and documentation to facilitate reunification of students with
parents/guardians.

- The School Nurse will bring to the Command Post all student health information,
records and medications.

- Logistics will deliver to the Command Post wristbands, additional radios and
computers, office supplies and red/green status cards and will assign at least one
runner to each staging location.

- Liaison will report to the Command Post and be prepared to provide information
related to missing students and staff, casualties, medical transport, security
concerns and other situational intelligence that may be required.

- A Safety Officer should be assigned to each staging location if possible; their job
will be to ensure the safety and security of each location. The Safety Officer also
will ensure that the student care area includes staff trained in mental health,
safety and security, and in first aid.

Annex H-Reunification Revision Date:  10/26/2020 H-7



Parent/Guardian/Authorized Adult Sign-In Gate

- Parents/guardians must show photo identification (i.e., driver’s license, military
identification, passport, etc.), so that only authorized parties have access to
student(s). Individuals without proper identification shall not be allowed into
restricted areas where students are located.

- After verification of identification and authorization to receive a student has
occurred, Sign-In Gate staff will verify that the student requested is at the
reunification site.

o If so, then the requestor (parent/guardian/authorized adult) moves through
the reunification process.

o If the student is not at the reunification site, then the requestor will be
referred to a separate staff member who will gather additional information
and escort the requestor to the Student Care Area for follow up. Student
status information will not be provided at the Sign-In Gate.

o Requestors moved to the Student Care Area will NOT receive a wrist band
until they reach that location.

- Sign-In Gate staff will verify the identity of each requestor by using student
records and student release forms.

- Verified requestors will receive a GREEN wrist band indicating their name and
the name (s) of the student(s) for which they are authorized to pick-up.

o Individuals who are not specifically authorized to access the requested
students, or who are allowed access but not released, will not be allowed
into the reunification area. If problems occur, notify law enforcement or the
safety officer on site.

o Under no circumstances will a student be released to a registered sex
offender from the Sign-In Gate or the Student Release area. If such
individuals are identified and are authorized in writing to take the student,
then they should be given a wrist band marked with an “X”. They must be
escorted to the student care area for follow up and student release.

- Sign-In Gate staff will radio or send a runner to the Student Release Staff and
identify by name(s) the student(s) that should be brought to the release area.

- A Sign-In Gate staff member escorts the parent/guardian/authorized adult to the
student release area for reunion with the student.
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- The district/campus visitor/data management system may be used to facilitate
student release.

Student Release Area

- The parent/guardian/authorized adult will await the student at the release area.
Only one student/set of students at a time will be escorted to the release area.
The release area should be established in a controlled location.

- The student(s) will not be released to the parent/guardian until the wrist band is
verified and a release mark is applied to the wrist band and/or paperwork.

- Parent/guardian/authorized adults should not remove the wristband until they are
no longer on school/reunification site property. It is important to note that both law
enforcement and school staff reserve the right while on school/reunification site
property to verify student/parent/guardian/authorized adult information.

Student Care Area

- The Student Care Area serves multiple functions as it is the location where first
aid, casualty status, custodial concerns and security concerns are addressed. No
parent/guardian or authorized adult should be left unattended at the student care
area and if possible, should be assigned a Reunification Liaison Assistant.

- The command staff Liaison Officer will maintain lists of individuals needing
medical attention, those absent or missing and any status updates.

- If a registered sex offender arrives in the care area and they are authorized for
release of the student, then that student should be brought to the Student Care
Area and the release process completed there. The student and adult then
should be escorted to the Sign-Out Gate for release.

- If a student is unaccounted for, then a Reunification Liaison Assistant is assigned
to that individual until the whereabouts of the student are verified, at which time
they can proceed through the normal flow of the reunification process. If a
student’s status cannot be verified, the individual should remain under the escort
of their Reunification Liaison Assistant until the status changes or they leave. The
assistant shall then write a brief narrative of the situation and status before
returning to the care area to continue supporting reunification.

- Privacy is vital. Only authorized requestors can receive information about the
status of their student(s).
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Parent/Guardian/Authorized Adult Sign-Out Gate

- Only parent/guardian/authorized adults who have completed the release process
and obtained a wrist band are authorized to leave the reunification area with their
student(s).

- Parent/guardian/authorized adults should not remove their wrist band until they
no longer are on school district or reunification site property, whichever is the
greatest distance.

Law enforcement reserves the right to check all vehicles and individuals entering and
exiting the reunification area or school property.

Primary Reunification Location

The Jack County Youth Fair building will serve as the primary reunification facility.
Students and staff will be transported by bus and unloaded in the designated drop off
area located on the south side of the building.

Once inside, students will be organized by grade and homeroom teacher. Attendance
will be taken and shared with the student check in tables. Restrooms and water are
available in the student assembly area. Doors will be monitored allowing authorized
entry and exit only.

The show arena is designated for law enforcement interviews and medical triage.

The front entry and office will serve as the parent sign in, records check, and
reunification point. A private office is available in this general area for crisis counseling.

Signage is stationed at the facility to assist with traffic flow and parking. The City of
Jacksboro and Jacksboro Police Department will assist in this aspect of reunification.

Alternate reunification locations include:
JHS: Tiger Stadium
JMS: Indoor Athletic Facility
JES: Live Oak Baptist Church
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Activities by Phases of Emergency Management

Mitigation:
1. Print Standard Reunification Method Signage.
2. Build Reunification Go Kits.
3. Attend Standard Reunification Method (SRM) train the trainer.

Prevention:
1. Predetermine parent check-in locations throughout the district.
2. Collect Reunification Information from Skyward from information provided

by parents.

Preparedness:
1. Exercise and train students and staff, including substitute teachers on this

annex.
2. Train students, staff, including substitute teachers, and parents on this

annex.
3. Identify evacuation routes.

Response:
1. Deliver students to the staging area.
2. Notify parents of location.

Recovery:
1. Return students to their parents.
2. Account for all students.

Organization and Assignment of Responsibilities

The reunification process will function within the Incident Command System (ICS) to the
extent possible. The following areas of responsibility will be integral to that process:

- Liaison: Maintains forms in alphabetical order and accesses visitor and student
management system data to facilitate accountability; and has available
reunification information and procedures to provide to parents/guardians during
the reunification process.

- Operations: Assign staff and trained volunteers in appropriate reunification
procedures; assign volunteers or select students as runners for the reunification
process; identifies team leaders for a student status team.
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- Logistics: Identifies a reunification area separate from emergency responders,
parents, and the media; has available supplies, equipment and staff required for
the reunification operation.

Direction, Control, and Coordination

Readiness Levels

A. Level IV – Normal Conditions
1. Conduct training over SRM, including substitute teachers.
2. Brief facility administrators, campuses, and departments on procedures.
3. Review and update this annex.
4. Review assignments of district personnel.

B. Level III – Increased Readiness
1. Alert Key personnel of possible activation of this annex.
2. Check inventory and go-kits.
3. Review lists of key response agencies.

C. Level II – High Readiness
1. Alert district personnel of possible emergency duties and activation.
2. Mobilize district personnel.
3. Deploy resources to reunification sites.

D. Level I – Maximum Readiness
1. Review situation and current status with district administration.
2. Implement reunification procedures.

Training, Testing, and Exercises

The District has established an effective Training, Testing and Exercises (TT&E)
program to support preparedness and validate reunification capabilities.  The testing,
training and exercising of reunification capabilities is essential to demonstrating,
assessing and improving the District’s ability to execute the reunification process, plans
and procedures.

● Training familiarizes personnel with their roles and responsibilities in support of
the performance of onsite as well as alternate site reunification events.

● Tests and exercises serve to assess, validate or identify for subsequent
correction, all components of reunification plans, policies, procedures, systems
and facilities used in response to an event requiring reunification.  Periodic
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testing also ensures that equipment and procedures are kept in a constant state
of readiness.

The District performs TT&E events at regular intervals, as shown in the table below.

Reunification Training & Exercise Requirements Monthly Quarterly Annually
As

Required

Test and validate equipment to ensure internal and

external interoperability and viability of

communications systems

✓

Test alert, notification, and activation procedures for all

reunification personnel
✓

Test primary and back-up infrastructure systems and

services at reunification facilities/sites
✓

Test capabilities to perform reunification ✓

Test EOP Annexes for acquiring vital records, critical

information systems, services, and data
✓

Test and exercise of required physical security

capabilities at reunification facilities/sites
✓

Test internal and external interdependencies with

respect to performance of essential functions
✓

Train personnel on roles and responsibilities ✓

Conduct awareness briefings or orientation for all staff ✓

Train School/District’s leadership on essential functions ✓

Allow opportunity for personnel to demonstrate

familiarity with reunification procedures and

demonstrate School/District’s capability to implement

✓

Conduct exercise that incorporates the deliberate and

movement of personnel and students to reunification

facilities/sites

✓

Conduct assessment of School/District’s reunification

TT&E plan
✓
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Report findings of all annual assessments to the

Superintendent of Schools
✓

Conduct successor training for all School/District

personnel who assume the authority and responsibility

of the School/District’s leadership if that leadership is

incapacitated or becomes otherwise unavailable during

a reunification situation

✓

Train on the identification, protection, and ready

availability of electronic and hardcopy documents,

references, records, information systems, and data

management software and equipment needed to

support student accountability and reunification

functions management software and equipment

needed to support student accountability and

reunification functions

✓

Test capabilities for protecting classified and

unclassified vital records and for providing access to

them from the reunification facility/site

✓

Conduct personnel briefings on reunification plans that

involve using or relocating to alternate facilities/sites
✓

Allow opportunity to demonstrate intra- and

interagency communications capability
✓

Allow opportunity to demonstrate access to data and

records required for supporting essential functions at

reunification facilities/sites are sufficient, complete,

and current

✓

Allow opportunity for personnel to demonstrate their

familiarity with the reunification procedures to

transition from a reunification environment to normal

activities

✓

The District formally documents all reunification TT&E events, including the event date,
type, and participants.  Documentation may also include test results, feedback forms,
participant questionnaires, and other documents resulting from the event.  TT&E
documentation for the District is managed by the Superintendent and is found at the
Administration Office.  Further, the District conducts a comprehensive debriefing after
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each exercise, which allows participants to identify systemic weaknesses in plans and
procedures and recommend revisions to the School/District’s reunification annex.

SAMPLE: TT&E Documentation

The following table shows possible documentation for a TT&E event.

Event
Event Type

and Purpose
Date

Confirmation

Initials or

Signature

Reunification

Facility/Site

Communications

Check

Test and validate equipment to

ensure internal and external

interoperability and viability of

communications systems

Participants Office Phone/Email

The District has developed a Corrective Action Plan (CAP) to assist in documenting,
prioritizing, and resourcing reunification issues identified during TT&E activities,
assessments, and emergency operations.  The District CAP incorporates evaluations,
AARs, and lessons learned from a cycle of events into the development and
implementation of its CAP.  The District CAP is maintained by the Superintendent and
documentation is found at the Administration Office.

Administration, Finance and Logistics
See Emergency Operations Plan

Plan Development and Maintenance
See Emergency Operations Plan

Appendices
Appendix 1 is an overview for staff use during reunification and should be considered
“just in time training” for the reunification process.
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Appendix 2 can be given to parents and guardians as they arrive on site to make them
aware of expectations in the reunification process.

Appendix 3 provides a job aid to facilitate redundant communication of status and
emergency needs.

Appendix 4 provides a list of suggested supplies/equipment to be prepared ahead of
time and taken to the reunification location.

Appendix 5 provides a sample reunification memorandum of understanding (MOU)

Appendix 6 provides a sample reunification layout.
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Appendix 2:  Parents’ Guide to Student Reunification

In the event school is closed prematurely, parents will be notified of the reason for the
closure (e.g. – severe weather, fire, power failure, chemical spill, etc.). To ensure the
efficient reunification of students with parents, guardians and/or authorized adults, the
following procedures will be utilized:

● Students will only be released to an authorized parent, guardian or adult who
presents photo identification at the Sign-In Gate. It is important to remain calm and
cooperative.

● Students will not be bussed home from school unless it has been established that a
parent, guardian or an authorized adult is at home to receive the student.

● Students will NOT be allowed to leave with a non-custodial person (babysitter,
relative or neighbor), unless the school has prior written authorization on file.  It is
imperative that each student’s records are regularly updated.

● Parents, guardians and/or authorized adults must present photo identification and
sign the student out at the student Release Area. This location is subject to change
depending on the situation and parents should verify the location before proceeding
to the school or to the expected release location.

● Remember that roads near the school may be closed except for emergency
vehicles.  If you normally drive to school, park away from the campus and walk in.  If
you live within walking distance, leave your car at home.  Always follow the
instructions of law enforcement.

● The school is prepared to care for students until they can be picked up.  If
necessary, the District will set up temporary shelters or relocate the students to
another facility.  If relocation is necessary, this information will be conveyed to
parents through individual contact and official media/social media sites.

● Realize that information posted on social media may not be completely accurate;
therefore, please verify information via the official District website before attempting
to locate your child.

● Please do not call the campus—including teachers, secretaries, principals or other
staff members, as the reunification process requires their full attention.

● Each teacher or staff member has been assigned a specific role to ensure the
efficient reunification of students occurs as quickly as possible.  In some instances,
your child’s teacher may have a much larger responsibility than monitoring his/her
classroom.  If this is the case, another authorized staff member will be assigned
responsibility for the class.
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Appendix 3: Reunification and Accountability Status Cards

The District uses a RED and GREEN card system during the reunification process. The
cards are part of the reunification packet and provide first responders and the incident
commander with a rapid assessment during an emergency.

The faculty or staff member in charge of a specific area should use the card to
communicate emergency needs either via a runner or by posting the appropriate card at
the reunification site as a tacit communication of operational status. The appropriate
card will be prominently displayed as part of establishing each reunification area.

● Green Card (marked with black checkmark): Means that the reunification area
is ready/able to accept students and/or no emergency exists.

● Red Card (marked with black question mark): Means that immediate
assistance is required and that no additional students should be processed
until an issue is resolved.

The card should be displayed at the front of the reunification area in clear view. If a red
card is showing, the person posting or holding the card should be prepared to provide
details to the incident commander or first responder(s) when questioned.

The card below with the question mark must be printed on red paper. The card below
with the checkmark must be printed on green paper.

Note: The use of status cards is an additional method of
communication or the status cards can be used as an
emergency signal. It augments, but does not replace
existing communications channels. Card placement also can
be used to avoid confrontation or when verbal
communication would be unsafe or inappropriate.
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MUST BE PRINTED ON GREEN PAPER
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Suggested Reunification Supplies/Equipment Appendix 4

1. Signage for Sign-In/Sign-Out Gates and Student Care Area including
Signage Mounting Devices

2. Laminated Pre-Printed Reunification/Status Cards, Alphabet Signs

3. Pre-printed Parent Information Sheets & Registration Forms

4. Pre-printed Updated Student Rosters, Emergency Contact/Student
Release Information, Medical for Special Needs, etc.

5. Pre-printed Forms for Documenting Those Requiring
Medical/Psychological First-Aid

6. Wrist Bands in Green and 2 to 3 Alternate Colors

7. Site Maps, Maps of Surrounding Area and Maps to Reunification Site

8. Portable Radios, Bullhorns, Large First-Aid Kit

9. Laptops, Extension Cords (locate power-supply prior to event),
Portable Power Banks

10. Vests for Reunification Staff

11. Duct or Gaffe Tape, Markers, Pens, Pencils, Paper, Clipboards,
Stapler, Staples, Scissors

12. Traffic/Crowd Control Devices (stanchions, retractable belt barriers,
sign posts/brackets, etc.), Barricades, Gates, Cones

13. Tables, Folding Chairs, Tents

14. Water, cups
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