Reunification Guideline

1. Utilize a standard "Emergency Information'' form and maintain hard copy as backup.
Note: some schools use online registration systems and may not have a paper form.  In this case, the data can be printed from their student information system, but making sure this is always up to date can be tedious.  The most accurate data will be available by logging into the student information system over the Internet or by using a smart phone (assuming cell service is available).   It is recommend to store information in more than one location. 

2. Transfer and maintain updated information on a student information system and notification system. This allows emergency notification to all contacts in a very timely manner.

3. Make sure training and procedures are in place to retrieve the information with electronic devices.  Some student information systems and notification systems may just require phone access and trained personnel, but some systems require internet access.  Additional student information, such as medical and other authorized contacts, may be available through some student information systems.  

4. Key employees (such as school nurses, guidance counselors, etc.) should have access to updated emergency information and be prepared to assist students with special needs.

5. Assign a person to make sure that emergency contacts do not conflict with court orders. 

6. Educate parents or guardians on the importance of updating any changes to the emergency information list with the appropriate school designee as soon as possible.

7. In advance, assign designee and backup designee who will be in charge of accounting for and managing the reunification of students as noted on the emergency list.

8. Train school staff and bus drivers on ways to account for students under their care and means of reporting attendance to the designated person.


9. Pre-assign Public Information Officer to make the appropriate notifications, provide updates and answer pertinent questions as found necessary to do so.  Assigned person should have Incident Command System (ICS) training and operate under that system.
10. Have a "Relocation Plan" in place and practice it in order to be familiar with the designated relocation sites.
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