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SHELTER OPERATIONS PLAN FOR 

SEVERE WEATHER ALERTS

It is the  goal is to have all occupants within a building safely in the designated shelter area in the event of a severe weather event.

In the spring of 1999 several buildings in the suffered extensive damage during two separate wind events.  Although there were no injuries to students or staff members these storms punctuated the need to upgrade and design shelter areas within district buildings.  

District personnel, the Federal Emergency Management Agency, county, and city agencies worked together to identify areas within existing buildings that offered the best protection areas.

DEFINITIONS

PRIMARY SHELTER AREA (FEMA)  – A room designed to meet all Federal Emergency Management Agency specifications for severe weather and high wind events.

SECONDARY SHELTER AREA – Areas identified within a building, other than the primary shelter, which offer a similar place of safety.  The areas offering the greatest protection are located in the center of the building with no exterior walls, outside windows, skylights or doors.  Small areas such as rest rooms, offices and interior classrooms offer some protection.

WATCH – A watch is issued by the National Weather Service (NWS) when conditions are favorable for the development of severe weather in the area and indicates the possibility of tornado occurrence.   

WARNING – A warning is issued when severe weather conditions are in the area and/or a tornado has been sighted or indicated by weather radar.  
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PROCEDURES – Weather Watch Issued
· The person first aware of the onset of severe weather should notify the office and building administrators

· Radios or televisions should be tuned to a local news or weather station, and the conditions should be monitored closely

· When a watch is issued the Shelter Management Team should be placed on alert and prepare to take action if necessary.

PROCEDURES – Weather Warning Issued

-     Radios or televisions should be tuned to a local news or weather station, and the   

      conditions should be monitored closely 

· When a warning is issued, or if conditions otherwise warrant, the Shelter Management Team is activated and begins performing their assigned tasks

· Occupants should be notified to proceed to and assemble in the designated primary shelter area.  A suggested announcement would be “The area is experiencing severe weather conditions, please proceed immediately to the designated shelter area”
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SHELTER MANAGEMENT TEAM

It is important to have personnel assigned to various tasks and responsibilities BEFORE a severe weather event occurs in order to implement and carry out the Shelter Operations Plan.  The committee at the building level should consist of a Site Emergency Coordinator, an Assistant to the Emergency Coordinator, Safety Manager, alternate members to serve as assistants or back ups, and if necessary other personnel designated in order to successfully carry out the Shelter Operation Plan at the site.      

Each committee member and designated personnel must be able to take on multiple assignments or roles and perform all assigned tasks effectively before, during, and after a severe weather event and are responsible for overseeing the District’s Shelter Operation Plan at their assigned building

RESPONSIBILITIES

SITE EMERGENCY COORDINATOR  

· Responsible for organizing, implementing, and coordinating the Severe Weather Alert Plan  

· Identify each team member’s task and responsibilities

· Identify an alternate person for each team member

· Ensure personnel are in place to facilitate the plan

· Ensure all aspects of the plan are implemented

Establish a chain for notification at the building level for the first person aware of severe weather conditions (notifying office personnel, team members and staff)
· Develop training programs for all team members 

· Provide information to new staff members and substitutes

· Setup first-aid teams

· Coordinate shelter evacuation practice drills, and determine how many drills should be conducted in order to be ready for a real event

· Conduct meetings to discuss emergency planning

· To include written procedures if necessary, assess special needs of building occupants, health and medical conditions, location of occupants (playground, assembly, special classes, etc)

· Assess shelter accessibility and readiness
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RESPONSIBILITIES

SITE EMERGENCY COORDINATOR  (cont)

· An emergency phone number list should be provided to all team members and other designated personnel as determined by committee.  This list should be updated on a regular basis and an up-to-date copy should be kept in both the primary and secondary shelter areas.    The following is a list of district personnel whose phone numbers should be included:

· Shelter Management Team members

· Building Administrator(s)

· District Operations Director
· District Facilities Director
· District Security dispatch 
· District work order desk
· Ensure the Shelter Operation Plan is periodically reviewed and updated as necessary
· Pre-identify building occupants with special needs and medical conditions and arrange assistance for those occupants needing help to the shelter (all complications should be anticipated and managed prior to the event)
ASSISTANT SITE COORDINATOR

· Perform duties of the Site Coordinator when he/she is off site or unable to carry out his/her responsibilities and duties as assigned by the Site Coordinator

· Perform duties as assigned and/or required for other team members when they are off site or unable to carry out their responsibilities

SAFETY MANAGER 

· Understand and able to operate all shelter equipment (including communication, lighting, safety equipment, and closures for shelter openings)

· Schedule regular maintenance of primary and secondary shelters

· Inventory and maintain equipment on a regular basis to ensure all equipment will operate properly during an event
· Purchase supplies, maintain inventory and storage and replace outdated supplies

· Replenish supplies to pre-established levels following shelter usage
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RESPONSIBILITIES

SAFETY MANAGER (cont)
· Determine signage and maps required 

· Signage for shelters must be clearly posted and should direct occupants through the building or from building to building in the fastest and safest manner possible

· Post signage, route maps and floor plans at all entrances and other strategic areas 

· Post appropriate signage on the outside of primary shelter door “ROOM IS LOCKED, PROCEED TO SECONDARY SHELTER”.  The magnetic sign is required to indicate that the FEMA shelter area has been “locked down”.  

· Ensure signage complies with ADA requirements (including those for the blind)

· Provide signage in other languages as appropriate 

· Signage should be illuminated or luminescent and that all lighting will operate if a power outage occurs

· Periodically check signage for theft, defacement, or deterioration and repair or replace as necessary

· Ensure that all building personnel are thoroughly familiar with the severe weather alert plan, including the various warning signals used, what they mean and what responses are required

· Ensure occupants enter the shelter in an orderly fashion 

· Shelter should be locked down within five minutes of severe weather warning and remained locked during the active warning and unlocked only when an “ALL CLEAR” has been issued.

· Maintain integrity of shelter

· Implement instructional and educational functions

· Administer and oversee first-aid 

· Continually monitor weather conditions and provide information to shelter occupants during the weather event

· Determine when it is safe for occupants to leave the shelter 

· Assess surroundings (building and site) for damage before releasing occupants

· If damage is evident, occupants should be instructed to remain inside the shelter
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RESPONSIBILITIES

DIVISION 
· Provide a standard Severe Weather Alert Plan to each district building and follow up to make sure plan is implemented 

· Personnel will be available as a resource for sites

· Provide training to the Shelter Management Team

· Identify a secondary shelter area within a building

· Post specific shelter signage as required

· Provide equipment such as radios, first aid kits, flashlights, etc

· Inspect primary shelter room door for proper operation

· Provide routine maintenance for primary and secondary shelters
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EQUIPMENT AND SUPPLIES - The following supplies and equipment MUST be maintained within the shelter area:

COMMUNICATION EQUIPMENT

· NOAA Weather receiver (battery powered) 

· AM-FM Radio (wind-up/battery powered)

· Cell phone (may not operate during a severe weather event inside the FEMA Safe Room)

EMERGENCY EQUIPMENT

· Flashlight

· Fire extinguishers ABC

· Trash containers and liners

FIRST-AID SUPPLIES – basic first aid kits are required 

· First-aid handbooks

· Prescription medication (from nurse’s office)

· Adhesive tape and bandages in assorted sizes

· Scissors, tweezers and safety pins in assorted sizes

· Latex gloves

· Antiseptic solutions and antibiotic ointments

· Non-prescription drugs (e.g., aspirin and non-aspirin pain relievers)

OTHER SUPPLIES (Optional – items determined necessary by the committee)

· Toilet paper and paper towels

· Towels and moistened towelettes

· Disinfectants and chlorine bleach
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AFTER A SEVERE WEATHER EVENT 

· Remove temporary signage

· Clean up shelter area

· Inspect all shelter signage (replace if damaged or missing)

· Inventory all equipment and supplies (replace, repair and restock as required)

· Debrief Shelter Management Team

· Conduct an evaluation after a drill, exercise, or actual occurrence of an emergency situation, in order to determine the adequacy and effectiveness of the plan and the appropriateness of the response by the team members.

· Journal recording of weather event

· Date and time

· Reasons for shelter use

· Time the shelter was locked down and unlocked

· Comments regarding the weather event and operation of plan
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