
1- The Family Staging Area: Required staff 

(based on the size of the room and the number of parents): 1 

Family Staging Area Coordinator (reporting to the Assembly 

Point Coordinator), 2-4 staff (to collect information), 1-2 

School Safety Agents. 

2- The Student Staging Area: Required staff: 1 Stu-

dent Staging Area Coordinator (reporting to the Assembly Point 

Coordinator), all classroom teachers, 3-5 School Safety Agents, 

adding additional agents as necessary based on the number of stu-

dents in the staging area. 
 This area must be separated from the student staging 

area. 

 This area must be supervised by staff and School Safety 

Agents. 

 Families must complete Part 1 of the Student Release 

Form, prior to being escorted to the Reunion Area.  

 

Parents must be escorted to the Reunion Area in small  

manageable groups (i.e. 1 staff member: 5 family members) 

 Teachers are required to have their classroom evacuation fold-

er including class rosters, daily attendance, and GRP assembly 

cards.  

 Students will remain with their class until they are reunited 

with a family member. Students must be escorted to the Reun-

ion Area, restrooms, and medical areas by school staff. 

 Classroom teachers must remain with their assigned students 

until a runner arrives to call for specific students. 

All students who were absent from school must be reported to the 

Assembly Point Coordinator upon reaching the Student Staging 

Area. 

3- The Reunion Area: Required staff: 1 Reunion 

Area Coordinator (reporting to the Assembly Point Coordi-

nator), 3-5 staff (to collect information), 4-5 runners,  3-5 

School Safety Agents. 

4- The Counseling & Medical Areas: Required 

staff: Counseling Area: Members of the school crisis team 

(number of staff to be determined based on need). Medical Area: 

School nurse and health aide 

 A family member completes/submits the Student Re-

lease Form with Part 1 completed. 

 Identification is verified by staff to ensure that the indi-

vidual is listed on school records. The staff member will 

complete Part 2 of the Student Release Form. 

 The runner (school staff) is given the Student Release 

Form. When the student is retrieved, Part 3 of the Stu-

dent Release Form is completed by the runner. 

 The student is escorted to be safely reunited with their 

family, and Part 4 of Student Release Form completed 

by staff. 

Family members must sign for students in Part 4 of Stu-

dent Release Form to take custody of their child. 

 The Counseling Area must be identified upon arrival and used 

as needed. 

 Clinical staff (counselors, psychologists, etc.) will work with 

families and students who may need additional support before 

leaving the relocation site. 

 If necessary, the Counseling Area is where the family will 

receive information about their child if the child cannot be 

released to them. 

 If the Counseling Area is used, components of the school Cri-

sis Plan must be used as appropriate. 

 The medical area must be located near the host-school medi-

cal office.  

Reunification Planning Guide 
 

There may be times when an emergency will require an evacuation and relocation to another building. When this oc-

curs, dismissal procedures must be conducted in a safe and organized fashion by using procedures to account for all 

students who have been reunified with their families. Advanced planning, through the use of the Reunification Plan-

ning Guide, will result in a successful reunification. Various factors must be considered during a relocation which in-

clude the number of people being reunited, the available space at the relocation/reunification site, and the appropriate 

security personnel that may be required. During these emergencies, school officials must work with DOE staff and 

School Safety Agents who respond to the relocation site to assist.  

Reunification at all relocation sites will require: 

 A minimum of four pre-designated rooms/ common spaces, or sections of the school yard (external only); 

 A command post (established by the host building prior to the arrival of staff and students from the relocation 

building); 

 Access to the medical office or an established medical station to facilitate basic first-aid if needed. 

 Families must be informed in advance that identification will be required during the reunification process. 



   
 A

re
a 

 
 

Su
gg

e
st

ed
 S

p
ac

e
  

In
te

rn
al

 A
n

d
 E

xt
er

n
al

 

B
ri

ef
 D

es
cr

ip
ti

o
n

 o
f 

A
re

a 
In

te
rn

al
  

A
re

a 
 

A
ss

ig
n

e
d

  

Ex
te

rn
al

  

A
re

a 
(w

h
en

 c
o

n
-

d
u

cti
n

g 
at

 t
h

e 

h
o

m
e

 s
ch

o
o

l)
  

C
o

m
m

an
d

  

P
o

st
 

In
te

rn
al

 lo
ca

ti
o

n
: l

is
te

d
 in

 t
h

e 

Sc
h

o
o

l S
af

et
y 

P
la

n
 a

t 
th

e 
re

lo
ca

-

ti
o

n
 s

it
e.

 

Ex
te

rn
al

 lo
ca

ti
o

n
 li

st
ed

 in
 t

h
e 

Sc
h

o
o

l S
af

et
y 

P
la

n
. 

Lo
ca

ti
o

n
 w

h
er

e 
cr

iti
ca

l i
n

fo
rm

ati
o

n
 is

 s
h

ar
ed

 a
m

o
n

g 
th

e 
P

ri
n

ci
p

al
s,

 B
u

ild
-

in
g 

R
es

p
o

n
se

 T
ea

m
 L

ea
d

er
s 

(o
f 

al
l s

ch
o

o
ls

/b
u

ild
in

gs
 in

vo
lv

ed
),

 a
n

d
 a

ll 

D
O

E 
an

d
 F

ir
st

 R
es

p
o

n
d

er
s 

w
h

o
 a

re
 a

t 
th

e 
sc

en
e.

 R
ef

er
 t

o
 C

o
m

m
an

d
 P

o
st

 

C
ar

d
 lo

ca
te

d
 o

n
 t

h
e 

P
ri

n
ci

p
al

s 
P

o
rt

al
 t

o
 p

ro
p

er
ly

 e
st

ab
lis

h
 t

h
e 

C
o

m
m

an
d

 

P
o

st
. 

  
 

St
u

d
en

t 
 

St
ag

in
g 

A
re

a 

 In
te

rn
al

: A
u

d
it

o
ri

u
m

, C
af

et
er

ia
 

Ex
te

rn
al

: C
o

rn
er

 o
f 

a 
sc

h
o

o
ly

ar
d

 

(a
w

ay
 f

ro
m

 t
h

e 
re

u
n

io
n

 a
n

d
 

p
ar

en
t 

st
ag

in
g 

ar
ea

).
 

A
re

a 
w

h
er

e 
st

u
d

en
ts

 w
ill

 b
e 

b
ro

u
gh

t 
to

 a
w

ai
t 

re
u

n
ifi

ca
ti

o
n

. S
tu

d
en

ts
 

m
u

st
 r

e
m

ai
n

 w
it

h
 t

h
ei

r 
as

si
gn

ed
 c

la
ss

 a
n

d
 t

ea
ch

er
 s

o
 t

h
at

 a
cc

u
ra

te
 

att
en

d
an

ce
 c

an
 b

e 
ta

ke
n

. S
tu

d
en

ts
 m

u
st

 r
em

ai
n

 e
n

ga
ge

d
 in

 a
p

p
ro

p
ri

at
e 

ac
ti

vi
ti

e
s 

d
u

ri
n

g 
th

e 
st

ag
in

g 
p

ro
ce

ss
. 

  
 

Fa
m

ily
  

St
ag

in
g 

A
re

a 

In
te

rn
al

: C
la

ss
ro

o
m

  

Ex
te

rn
al

: O
p

p
o

si
te

 c
o

rn
er

 o
f 

th
e 

sc
h

o
o

l y
ar

d
. 

A
re

a 
w

h
er

e 
fa

m
ili

e
s 

ar
e 

d
ir

ec
te

d
 t

o
 r

ep
o

rt
 t

o
 u

p
o

n
 a

rr
iv

al
 a

t 
th

e 
re

lo
ca

-

ti
o

n
 s

it
e.

 S
ta

ff
 m

u
st

 p
ro

vi
d

e 
in

st
ru

cti
o

n
s 

re
ga

rd
in

g 
th

e 
re

u
n

ifi
ca

ti
o

n
 p

ro
-

ce
ss

 a
n

d
 d

is
tr

ib
u

te
 t

h
e 

St
u

d
e

n
t 

R
el

ea
se

 F
o

rm
. 

  
 

R
eu

n
io

n
 A

re
a 

In
te

rn
al

: R
o

o
m

 o
r 

o
ffi

ce
 c

lo
se

 t
o

 

ex
it

 d
o

o
rs

 b
ei

n
g 

u
se

d
 f

o
r 

eg
re

ss
 

aft
er

 r
eu

n
ifi

ca
ti

o
n

. 

Ex
te

rn
al

: W
el

l s
ec

u
re

d
 s

ep
ar

at
e 

se
cti

o
n

 o
f 

th
e 

sc
h

o
o

l y
ar

d
. 

Th
e 

ar
ea

 w
h

er
e 

fa
m

ili
es

 w
ill

 t
ak

e 
cu

st
o

d
y 

o
f 

th
ei

r 
ch

ild
. 

  
 

C
o

u
n

se
lin

g 
&

 

M
ed

ic
al

  

A
re

as
 

 

In
te

rn
al

: C
la

ss
ro

o
m

, O
ffi

ce
 t

h
at

 

is
 n

o
t 

lo
ca

te
d

 n
ea

r 
th

e 
fa

m
ily

 o
r 

st
u

d
en

t 
st

ag
in

g 
ar

ea
 o

r 
th

e 
re

-

u
n

io
n

 a
re

a.
 

Ex
te

rn
al

: A
 w

el
l s

e
cu

re
d

, s
ep

a-

ra
te

 c
o

rn
er

 t
h

at
 is

 n
o

t 
n

ea
r 

th
e 

st
ag

in
g 

o
r 

re
u

n
io

n
 a

re
a.

 

P
ri

va
te

 a
re

a 
w

h
er

e 
fa

m
ili

e
s 

w
ill

 b
e 

ta
ke

n
 if

 t
h

ey
 n

ee
d

 a
d

d
iti

o
n

al
 ti

m
e 

to
 

sp
ea

k/
m

ee
t 

w
it

h
 c

o
u

n
se

lin
g 

st
aff

, o
r 

if
 r

eu
n

ifi
ca

ti
o

n
 w

it
h

 t
h

ei
r 

ch
ild

 m
ay

 

b
e 

d
el

ay
ed

 f
o

r 
an

y 
sp

ec
ifi

c 
re

as
o

n
. T

h
is

 r
o

o
m

 is
 s

ta
ff

ed
 w

it
h

 m
em

b
e

rs
 o

f 

th
e 

cr
is

is
/c

lin
ic

al
 t

ea
m

. 

Th
e 

m
ed

ic
al

 a
re

a 
is

 a
 p

ri
va

te
 a

re
a 

w
h

er
e 

m
ed

ic
al

 a
ss

is
ta

n
ce

 is
 p

ro
vi

d
ed

 

in
cl

u
d

in
g 

th
e 

ad
m

in
is

te
ri

n
g 

o
f 

m
ed

ic
in

e 
to

 s
tu

d
en

ts
 r

eq
u

ir
in

g 
re

gu
la

r 

tr
ea

tm
en

t 
fo

r 
ex

is
ti

n
g 

co
n

d
iti

o
n

s.
 

  
 

R
eu

n
ifi

ca
ti

o
n

 P
la

n
n

in
g 

G
u

id
e

 



  

PART 1 
 

Completed 

by family 
at  

The Family 

Staging  

Area 
  

 

Student’s Last Name  First Name ____________________ 

 

Class _____________Grade _____________________Teacher (if known) _____________________ 

 

Name of Person Picking up Student: ___________________________________________________ 

 

Relationship to student: _____________________________________________________________ 

  

PART 2 
 

Completed 

by staff at  

The  

 Reunion  

Area 

Is the person picking-up the student listed on Emergency Blue Card?  (circle one)   Yes      No 

 

If no, list the name of the administrator who has authorized release ________________________________ 

 

Name of staff who verified the identification of the person picking-up the child: ______________________ 

 

School Staff Member’s Signature___________________________________________________________ 

  

PART 3  
 

Completed 

by the  

runner at 

The  

Student 

Staging  

Area 

Student Status (check appropriate status)   

_______ Sent with Runner             __________ Absent from School       ________ In Medical Room                

 

Other Notes:  

________________________________________________________________________________ 

 

________________________________________________________________________________ 

 

Runner’s  Signature________________________________________________________________ 

 PART 4  

Completed 

by staff 

and the 

family in 

The  

Reunion  

Area 

  

THE PERSON LISTED IN PART 1 MUST BE THE SAME PERSON WHO IS  

LEAVING WITH THE CHILD. 

Identification Verified  Time: ______________    Print Staff Name: ___________________________ 

 

Signature of staff member who reunited the child with the family:  _________________________________ 

*************************************************************************************** 

I have been reunited with my child 

 

Parent/ Guardian Signature ____________________________________________________________ 

STUDENT RELEASE FORM 

Use One Form For Each Child 


