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Large Assembly Facility Worksheet                    Security Level 4 Document
	Facility Name:
	     
	Main Phone
	
	Alternate Phone
	      

	Facility Address:
	     
	Fax
	     
	Additional Phone
	     

	Principal / Owner
	
	Address
	     

	                                 Primary Point of Contact (person in charge)  
	                              Alternate Point of Contact 

	Name and Title:
	     
	Name and Title:
	     

	Day Phone:
	     
	Day Phone:
	     

	Evening Phone:
	     
	Evening Phone:
	     

	Cell Phone:
	              
	Cell Phone:
	     

	E-mail address:
	     
	E-mail address:
	     

	Authority to open facility in call down order

(After Hours Contacts)

 

Name

Title

Phone #1

Phone #2

Keys

1

      
     
           
 
 FORMDROPDOWN 
 

2

 

 
 
  FORMDROPDOWN 

3

 

 
 
  FORMDROPDOWN 

4

 

 
 
  FORMDROPDOWN 

5

 
 
 
 
  FORMDROPDOWN 



	Hours of Operation:

Start time

     

 End time

            
Days this time is valid   FORMDROPDOWN 
   FORMDROPDOWN 
    FORMDROPDOWN 
    FORMDROPDOWN 
   FORMDROPDOWN 

Number of Faculty:   
Number of Children enrolled:  
Alt Start time      
Alt End time   
 FORMDROPDOWN 
   FORMDROPDOWN 
    FORMDROPDOWN 
    FORMDROPDOWN 
   FORMDROPDOWN 

Does school have an emergency plan?  FORMDROPDOWN 
  

Last updated:  
Summer School   FORMDROPDOWN 
  Approx.dates: from       FORMTEXT 

     
     to    
Does Building have an alarm system?  FORMDROPDOWN 

Does Building have a Fire Alarm system?  FORMDROPDOWN 

Motion Sensors?   FORMDROPDOWN 
  Door Sensors?   FORMDROPDOWN 

Name of Alarm Company
Phone: 
Electric Company: 
Electric Company Phone:      
Floor Plan Completed?  FORMDROPDOWN 

Window Sensors?  

 FORMDROPDOWN 

 FORMCHECKBOX 
Natural Gas
 FORMCHECKBOX 
Propane              

Provider:            

Provider’s Phone            



                            Point of Dispensing Facility Worksheet         Security Level 4 Document
	Facility Name:
	     
	Facility Lat/Long 
	  

	Date MOU signed to allow officials to use facility as a POD:      
	

	Available equipment on-site
	Facility Attributes

	 FORMCHECKBOX 
Printer   FORMCHECKBOX 
 Fax       FORMCHECKBOX 
 Copier         FORMCHECKBOX 
 Computer, #       

 FORMCHECKBOX 
 Audio/Video Equipment,        FORMCHECKBOX 
 VCR,#             FORMCHECKBOX 
 TV,#        

 FORMCHECKBOX 
 Tables, #              Type:      
 FORMCHECKBOX 
 Chairs, #                Type:        

 FORMCHECKBOX 
  Hand Washing Facilities near clinic area

 FORMCHECKBOX 
 Janitorial supplies to match needs (toilet paper, paper towels, etc.)
 FORMCHECKBOX 
 Refrigeration, Type:        


	Electricity (adequate outlets in clinic area)   FORMDROPDOWN 

Generator on site  FORMDROPDOWN 

Wired for Generator   FORMDROPDOWN 
     Anticipated Generator Size:      KW

	
	Cafeteria Seating Capacity: 
Adequately covered area to handle overflow   FORMDROPDOWN 

Bus loading/unloading area   FORMDROPDOWN 

ADA access to clinic area from parking lot   FORMDROPDOWN 

Does the site have a gymnasium?   FORMDROPDOWN 

Does the site have adequate exterior lighting?  FORMDROPDOWN 



	Number of busses available         

Transportation Agreement signed?   FORMDROPDOWN 
  (attach agreement)
	

	Pallet Jacks on site   FORMDROPDOWN 

Forklift on site   FORMDROPDOWN 

Loading dock on site:   FORMDROPDOWN 


	Number of Male stalls
               Number of Female Stalls        

Number of Male Showers         Number of Female Showers        

Break Area/room for staff   FORMDROPDOWN 



	Potential facility staff availability
	                        Before / After Normal Hours 

	   FORMCHECKBOX 
  Maintenance Staff, #      
   FORMCHECKBOX 
 Cafeteria Staff, #      
   FORMCHECKBOX 
  Bus Drivers, #      
   FORMCHECKBOX 
  IT support, #       
   FORMCHECKBOX 
  Others, #      
	Do you have Before School Programs?  FORMDROPDOWN 

Begin Time:  
Number of Staff:          Number of Students:     

	
	Do you have After School Programs?  FORMDROPDOWN 

End Time:      
Number of Staff:       FORMTEXT 

     
    Number of Students: 
Is this building locked down during this time?      


	Point of Dispensing Facility Worksheet


	Cell Phone Coverage
Carrier
    Inside Coverage
Outside Coverage 



Alltel

 FORMDROPDOWN 
                             FORMDROPDOWN 

T-Mobile
 FORMDROPDOWN 
                             FORMDROPDOWN 



AT&T

 FORMDROPDOWN 
                             FORMDROPDOWN 

Verizon
 FORMDROPDOWN 
                             FORMDROPDOWN 


Cingular
 FORMDROPDOWN 
                             FORMDROPDOWN 


Landline Phone Service Provider:        
	Communications

 FORMCHECKBOX 
 Internet access           FORMCHECKBOX 
 modem        FORMCHECKBOX 
  LAN, DSL, cable

 FORMCHECKBOX 
 Telephone jacks in clinic area             FORMCHECKBOX 
  Internet Access in clinic area

 FORMCHECKBOX 
  Wireless Network

 FORMCHECKBOX 
 PA system   Accessed form multiple locations?  FORMDROPDOWN 

 FORMCHECKBOX 
 Intercom system    FORMCHECKBOX 
 Weather Alert Radio

 FORMCHECKBOX 
 Does Staff utilize VHF radios?   FORMDROPDOWN 
     How many?3
      Radio Frequency:           



	POD Site Security Issues 

	Security plan completed    FORMDROPDOWN 
                                 
	Coordinated with facility, public health, and law-enforcement   FORMDROPDOWN 


	Does the site have security personnel?     FORMDROPDOWN 
               
	Does the site have security cameras?    FORMDROPDOWN 


	Anticipated number of Security Personnel Needed:  Commissioned Officers         
	Volunteer Security      

	Anticipated number of parking volunteers needed:        
	Number of parking stalls available for public:      
	Staff:      

	Secure lockable storage area for Medications   FORMDROPDOWN 
                   
	  Ability to limit access only to clinic area   FORMDROPDOWN 


	Location of Public Address System: 
	Public Address System Secured:    FORMDROPDOWN 


	Number of floors 1        FORMCHECKBOX 
 Unlimited Access         FORMCHECKBOX 
 Limited Access         FORMCHECKBOX 
Secured with front entrance only

	Access to roof:         FORMCHECKBOX 
 Easily Accessed          FORMCHECKBOX 
 Can be accessed with extension ladder          FORMCHECKBOX 
 Roof Secured

	Is the perimeter of site secured with fencing / barriers?   FORMDROPDOWN 


	Off-Site Meeting Place in case of Evacuation:           

	Potential Site limitations, special instructions, and remarks:

	     



Point of Dispensing Facility Worksheet
Security Level 4 Document
Floor / Site Plan Checklist Should Contain the Following:
	 FORMCHECKBOX 
 Utility shut-offs 

 FORMCHECKBOX 
Location of utility pipes, tanks, etc. identified 

 FORMCHECKBOX 
Emergency exits

 FORMCHECKBOX 
Location of ADA exits / entrances

 FORMCHECKBOX 
Tornado Shelter areas

 FORMCHECKBOX 
Evacuation areas 

 FORMCHECKBOX 
Bus Loading zones

 FORMCHECKBOX 
Potential Command Post locations

 FORMCHECKBOX 
Potential Media Staging areas 

 FORMCHECKBOX 
Potential family reunification staging areas 

 FORMCHECKBOX 
Potential public safety equipment staging areas 

 FORMCHECKBOX 
Potential bus evacuation staging areas 

 FORMCHECKBOX 
All special education and science lab classrooms labeled 

 FORMCHECKBOX 
Athletic facilities clearly identified and labeled

 FORMCHECKBOX 
All custodian closets, book rooms, lounge areas, and        
     workrooms are identified

 FORMCHECKBOX 
Location of Restrooms

 FORMCHECKBOX 
Location of power control panel identified, utility shut-offs

 FORMCHECKBOX 
Location of master keys to facility

 FORMCHECKBOX 
Location of emergency evacuation kits

 FORMCHECKBOX 
Location of any medication storage areas


	 FORMCHECKBOX 
Public address system location

 FORMCHECKBOX 
Location of internal intrusion alarm panels and type listed

 FORMCHECKBOX 
Internal/External video camera locations identified

 FORMCHECKBOX 
Video camera monitoring sites labeled

 FORMCHECKBOX 
Location of cable TV access control

 FORMCHECKBOX 
Location of audio monitoring system(s) (PA system)

 FORMCHECKBOX 
Location of fire sprinkler controls

 FORMCHECKBOX 
Location of connection to external water source for fire   

    department

 FORMCHECKBOX 
Location of school phones & pay phones and all numbers listed

 FORMCHECKBOX 
Location of all fire extinguisher boxes 

 FORMCHECKBOX 
Location of Fire Doors / Fire Breaks

 FORMCHECKBOX 
Location of all roof access points identified

 FORMCHECKBOX 
Recognition of areas that border your campus

 FORMCHECKBOX 
Access points onto school facility (location and number)

 FORMCHECKBOX 
Fenced areas identified and type of fence listed

 FORMCHECKBOX 
Portable classroom units identified and labeled

 FORMCHECKBOX 
Tree lines and large wooded areas identified

 FORMCHECKBOX 
Hazardous Materials located within ½ mile
 FORMCHECKBOX 
Potential Med-Evac landing zones

 FORMCHECKBOX 
Potential flooding zones

	Potential Security Issues related to being a POD site:      


	
	

	
	


Law Enforcement / Security Incident Worksheet
	 FORMDROPDOWN 
 All visitors required to show Photo ID and be authorized by staff
	 FORMDROPDOWN 
  Documented chain of command in place to manage crisis

	 FORMDROPDOWN 
 All visitors issued a temporary ID badge.
	 FORMDROPDOWN 
  All staff trained in Incident Management (NIMS)

	 FORMDROPDOWN 
 All adults in the school are required to wear I.D. Badge
	 FORMDROPDOWN 
  Staff is trained to ensure knowledge of security procedures.

	 FORMDROPDOWN 
 Is there a documented “Closed Campus” policy?
	 FORMDROPDOWN 
  Measures have been taken to prevent access to the roof 

	 FORMDROPDOWN 
 Is there a system-wide “Lock Down” procedure?
	 FORMDROPDOWN 
  Panic devices are available throughout the school and campus

	 FORMDROPDOWN 
 Lock Down procedure drilled and evaluated regularly?
	 FORMDROPDOWN 
  The school possesses and implements written key control        

                practices for interior and exterior doors.

	 FORMDROPDOWN 
 Do trash receptacles allow for easy IED concealment?
	 FORMDROPDOWN 
   The school makes use of entry control devices.

	 FORMDROPDOWN 
 Windows in classroom and office doors are reinforced to 

               prevent forced access.
	 FORMDROPDOWN 
   Access to sensitive areas is restricted through the access 
                control system.

	 FORMDROPDOWN 
 Entire Perimeter lighted
	 FORMDROPDOWN 
   Existing locking mechanisms on classroom and office doors              
                 lock from the inside.    

	 FORMDROPDOWN 
 Parking areas monitored by camera?
	 FORMDROPDOWN 
   All staff is trained in the use of all locking mechanisms.

	 FORMDROPDOWN 
  Shrubbery near windows and entries has been trimmed to 24”.
	 FORMDROPDOWN 
  All classrooms and offices are equip. with locking mechanisms.

	 FORMDROPDOWN 
  Tree limbs near entries and windows have been trimmed to 6’.
	 FORMDROPDOWN 
   Room numbers are clearly posted on all interior doors.

	 FORMDROPDOWN 
  Ext. lighting at entries and pathways are bright for viewing all   

               activities.
	 FORMDROPDOWN 
   Numbers are clearly posted on all exterior doors.

	 FORMDROPDOWN 
 Main entrance to the building has a locked vestibule (man trap)
	 FORMDROPDOWN 
  Signs on all exterior/interior doors stating doors usage.

	 FORMDROPDOWN 
  All school entrances are monitored and controlled through 

               locking, supervision or electronic surveillance.
	 FORMDROPDOWN 
   Accurate evacuation maps posted in every room

	 FORMDROPDOWN 
  Access to entire facility easily controlled?
	 FORMDROPDOWN 
   An intercom system to reach school response personnel is 
                available throughout the school.   

	 FORMDROPDOWN 
  All doors locked during the day except main entry doors?


	 FORMDROPDOWN 
   PA systems to reach school response personnel is available 

                 throughout the school and campus

	
	 FORMDROPDOWN 
   Public Address systems are equipped with back-up power 
                supplies. 

	Issues related to an Intruder:      

	Issues related to an evacuation:      


	Other Security Related Issues:      

	


Community Safe Room Info
Is this a FEMA Safe Room?   FORMDROPDOWN 



Does facility have an operating plan in place?  FORMDROPDOWN 

Square Feet of Safe Room:      


Updated copy sent to County EMA office / local Fire District?  FORMDROPDOWN 

Safe Room Capacity: 
Restrooms?  FORMDROPDOWN 

	Authority to open facility in call down order
	
	(After Hours Contacts)
	
	

	

	 
	Name
	Title
	Phone #1
	Phone #2
	Keys

	1
	 
	
	 
	 
	 FORMDROPDOWN 
 

	2
	 
	
	 
	 
	  FORMDROPDOWN 


	3
	 
	
	 
	 
	  FORMDROPDOWN 


	4
	 
	
	 
	 
	  FORMDROPDOWN 


	5
	 
	 

 FORMTEXT 

     

	 
	 
	  FORMDROPDOWN 



Generator on site  FORMDROPDOWN 


Wired for Generator   FORMDROPDOWN 
     
Anticipated Generator Size:      KW

Equipment on Hand:

PA system?  FORMDROPDOWN 


Weather Alert Radio?  FORMDROPDOWN 
 

Battery operated radio?  FORMDROPDOWN 
 
Flashlights?  FORMDROPDOWN 

Emergency Management Issues: 
Communication method with EOC:    FORMCHECKBOX 
 VHF radio       FORMCHECKBOX 
 Cell phone        FORMCHECKBOX 
 Landline phone
 FORMCHECKBOX 
 Amateur Radio

      Facility Plan Coordination (print, sign, date)

Public Health Jurisdiction:  ________________________________             Law Enforcement Agency:  ________________________________

Emergency Management Office:  ___________________________             Facility Principal:  ________________________________________

Chief Elected Officials:  __________________________________              Facility Superintendent:  ____________________________________

 Others:  ______________________________________________
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