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Reunification
Before the Emergency:

• File student information forms (class rosters, emergency contact
information) alphabetically in a portable box.

• Identify Reunification Coordinator and staff members that will assist
with reunification.

• Identify a group of staff members to train as runners for the
Reunification process.

• Schools should prepare for reunification by selecting two
Reunification areas.

• Identify the location of the check-in area and the Reunification
process.

• Identify other supplies necessary for the Reunification process.
• Teach parents/guardians and students the policies and procedures

for releasing students.
• Reunification Area is where students are reunited with their parents/

guardians.

Parent/Student Reunification Procedures:
• Parents/guardians report to parent check-in location
• Parent/guardian requests student to be released and shows

identification
• Staff checks ID and marks class roster
• Parent/guardian proceeds to Reunification area
• Runner brings student to Reunification area
• Staff at Reunification area checks ID again
• Student is released and class roster is marked

Incident Commander

•	 Ensure that all school occupants reach the Reunification 
area

•	 Work with Public Information Officer, or similarly designated 
person, to ensure a proactive and effective message 
reaches the community (parents & guardians)

•	 Advise the BOE Office/Superintendent when all students 
are safely picked up

Head Custodian

•	 Report to the IC for further instructions
•	 Assist in the Reunification of school occupants
•	 If available, work as a runner to reunite students with their 

parents/guardians

School Nurse

•	 Report to the IC for further instructions
•	 Assist in the Reunification of school occupants
•	 If available, work as a runner to reunite students with their 

parents/guardians

School Counselor •	 Follow school protocol to support all students especially 
those with disabilities and emotionally vulnerable students

School Resource Officer

•	 Ensure the Reunification and assembly areas are secure
•	 Assist the Reunification Coordinator with managing the 

Reunification process
•	 Ensure that the Reunification process is orderly and 

running efficiently
•	 Direct or assist with traffic control

Evacuation Coordinator

•	 Report to the IC for further instructions
•	 Assist in the Reunification of school occupants
•	 If available, work as a runner to reunite students with their 

parents/guardians

Reunification Coordinator

•	 Assist in the sheltering of school occupants
•	 Prepare the Reunification site, if needed
•	 Prepare the Reunification process or assist with resuming to 

normal activities if an “ALL CLEAR” is announced
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Crisis Response Team will 
assist Incident Commander 
in notifying:

1. Affected faculty and 
staff

2.	 BOE/Superintendent 
when all students have 
been released

NOTIFY

Incident Commander 
determines Reunification 
will begin and notifies:

1. CRT and SRO

2.	 BOE/Superintendent

POST-INCIDENT

Incident Commander, 
Crisis Response Team 
and/or County School 
Administrator will:

1. Initiate Incident Report

2.	 Debrief BOE and school 
staff

3. Debrief with school 
counselor/mental 
health crisis team 
manager

4.	 Implement critical 
stress debriefing 
program if needed

5. Conduct Post Incident 
Critique and take 
corrective action(s)

ACT

Incident Commander & 
Crisis Response Team will:

1. Prepare Reunification 
site for the 
Reunification process

2.	 Work with PIO 
or designated 
individual to develop 
communication 
releases

3. Have copies of 
the policies and 
procedures pre-printed 
to give to parents while 
waiting to reunite with 
the child(ren)

4.	 Bring portable box 
containing student 
information forms 
(class rosters, 
emergency contact 
information, etc.)

5. Have runners (teachers 
and staff) identify 
students and bring 
them to the Parent 
Reunification Pick Up 
Area for the reunion 
process

6.	 Check parent/guardian 
ID and make sure it 
matches the student 
emergency form

ASSESS

Incident Commander 
assesses situation and 
determines:

1. Student Reunification 
Staging Area

2.	 Parent Reunification 
Pick Up Area

3. Communication to 
parents/guardians to 
pick up students

ASSESS

Incident Commander will:

1. Determine if process is 
working effectively

2.	 Ensure that the proper 
communication 
channels are being 
used to alert parents 
and guardians

INCIDENT HAS
TAKEN PLACE OR

HAS THE
POTENTIAL TO

ARISE

No student will be released to any unauthorized person(s). All 
parents and guardians must show a valid ID (State driver’s license or 
government issued ID) before the student(s) will be released to their 
custody.


