APPENDIX 6 – Signage

OSU Youth Program Emergency Reunification Plan (Rev 7.8.2025)
1. Purpose and Scope
The purpose of a reunification plan is to provide for the orderly and coordinated reunification of youth facing participants with their families after an emergency situation.  When an emergency occurs, the person in charge of the youth must be able to Evacuate from the hazard, Relocate to a safe area, Protect/Care for the youth, and Reunite the youth with a parent or authorized person.

This document provides policies and procedures for an OSU emergency reunification plan during a major incident that prevents the implementation of individual youth-facing participant reunification plans  All OSU youth facing participants that host un-chaperoned pre-college age children should develop a plan that ensures youth safety before releasing the child(ren) to a parent or authorized person, however, there may be situations that develop that create the need for a centralized reunification process that incorporates several different youth groups programs.

2. Situation Overview
There are a wide variety of emergency situations that might require implementation of an emergency reunification plan:  
a. The OSU youth facing site is evacuated or closed as a result of an earthquake, a hazardous materials transportation accident, major fire, natural gas leak, localized flooding, school violence, bomb threat, or terrorist attack.  
b. The chaperones of an event are not effective and OSU staff have to assume responsibility of the children to ensure the children’s safety

3. Planning Assumptions
a. The safety of the children under OSU responsibility is the primary concern of OSU staff.
b. OSU youth facing participants will prepare to collectively conduct the reunification process, 
c. Parents or guardians may be emotional when arriving at the school.
d. While some emergency situations are slow to develop, others occur without warning. Hence, there may be time for deliberate children/parent or guardian reunification or a children/parent or guardian reunification may have to be conducted with minimal preparation time. In the case of short notice, there may be little time to obtain personnel and equipment from external sources to support reunification operations.
e. Persons other than those on the children’s emergency release form may try to pick up children during an emergency.  It may fall on the Reunification site director to adjust release authority protocols given the nature of the incident.

4. Concepts of Operation
A thorough reunification plan allows for the safe and orderly reunion of children with their families in the event of an emergency evacuation or unscheduled program/school closing.  The characteristics of the hazard, its magnitude, intensity, speed of onset, and anticipated duration, are all factors that should be accounted for in the plan. These factors determine the number of people to be reunited, the need for reception facilities, and the extent of traffic control and security required.  OSU youth facing participants must be prepared to support a large-scale reunification at all times, from known hazards (e.g. earthquake and campus buildings, campus security events, etc..) and from unexpected incidents. (e.g. field trips, off-site locations that experience an event (weather, bus crash, etc..))
a. Children/Parent or Guardian Reunification Decisions
1) The Department of Public Safety shall assess the need for evacuation, or program closures that may require activating the campus wide children/parent or guardian reunification process. Children/Parent or Guardian Reunification planning should resolve the following questions:
a) How will parent or guardians be advised of what to do?
b) What do evacuees need to take with them?
c) What travel routes should be used by parent or guardians?
d) What transportation support is needed?
e) What traffic control is needed?
f) Does the anticipated duration of the evacuation make it necessary to activate shelter and mass care facilities?
g) How will reunion areas be secured?
2) Reunifications that must be conducted because of incidents that occur without warning may have to been planned quickly and carried out with only those resources that can be mobilized rapidly.
b. General
1) A Reunification Control Team should coordinate the reunification process.  This ad-hoc team will consist of a Team Leader or primary contact person, runners/messengers, and support personnel as needed.Release Point
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2) This plan will utilize a “double-gate system” that ensures youth are supervised until they are united with an authorized person.  After site evacuation, the youth are relocated to a safe holding area where they can be supervised while waiting for pick-up by an authorized person.  A second area includes both a “Report Point”, where staff confirm an adult is an authorized pick up person, and a “Release Point” where their children will join them.  These two areas should be separate, but in close proximity to one another.  
a) Holding Area Operations -   Designated staff will remain with their assigned children in the holding area.  Staff should have a list of the children assigned to their supervision. The list should indicate anyone who was absent at the start of the day or who departed prior to the incident  
1 A holding area should provide security to contain the children and prevent access by anyone not involved with the reunification process.  Possible areas include a classroom if indoors, or a fenced in area if outdoors.
2 Holding areas should have access to water and bathrooms.
3 Ideally, staff will provide activities to keep the children occupied while they wait
4 The following locations have been identified as potential Holding Areas
1 Legacy Park
2 Reser Stadium
3 Alumni Center
b) Release Point Operations - When an authorized pick up person arrives at the release point, s/he will be asked for the name of the child(ren) being picked up.  The parent or guardian will then be required to show proof of their identification (driver’s license or other government issued photo identification).  
When the staff member confirms the parent or guardian’s identity and authority to pick up the child(ren), the staff member will use a runner or a radio/cellular telephone to notify the Holding Area that the designated child(ren) are to be escorted to the Release Point. 
When the child(ren) reports to the Release Point, the staff member will have the parent or guardian sign for the child(ren) on the Child(ren) Release Form and the child(ren) are released to the adult care giver.  See APPENDIX 1.
If the parent or guardian must be notified that their child(ren) have been injured or for some other reason are not available for release to them, the staff member at the release point will not indicate the status of the child(ren) but will ask the parent or guardian to report to a nearby room for further processing.  This “Notification Area(s)” should be staffed by counselors, site administrators and/or designee. 
If the staffing or location prohibit a separate Notification Area, then staff have to be able to inform the parent or guardian about the status of their child(ren).
c) Notification Area - Counselors, site administrators and/or designee will be responsible for notifying parent or guardians that their child(ren) is not available for pick-up for any of the following reasons: injured, dead, arrested, witness, etc.  The staff member will:
1 Provide available information regarding the child(ren) in a sensitive way.
2 Will assure the parent or guardian that everything possible is being done to safeguard their child or their child’s remains.
3 Will inform the parent or guardian where they are to await further information about how they will be reunited with their child(ren) or the remains of their child(ren).
4 Will assist the parent or guardian with their trauma.
5 Will make available to the parent or guardian means for communicating with other family members and supporters.
6 Will shelter the parent or guardian from media representatives.
d) At the end of the day, program leaders will call all those parent or guardians who have not yet picked up their child(ren).  If the parent or guardian cannot be reached, the child(ren) will be transported to his or her home by school district personnel. OR DO WE CALL SOCIAL SERVICES and LAW ENFORCEMENT?  
Traffic Control
1) Traffic will be controlled by school-based law enforcement, local law enforcement, or a trained staff member.
2) If at all possible, two-way traffic will be maintained on all routes to allow continued access for emergency vehicles.
3) Where time permits, traffic control devices, such as signs and barricades should be used.
4) Law enforcement will request wrecker services needed to clear disabled vehicles from traffic routes. 
c. Access Control & Security
1) During reunification, the security of the holding area is extremely important. 
2) Staff and child(ren) shall be removed from any and all danger. The Reunification Team, school-based Law enforcement, or local law enforcement should establish access control points to limit entry into holding areas.
5. Organization & Assignment of Responsibilities
a. General
1) Incident Command System (ICS) – Emergency Operating Center (EOC) Interface
a) The Program Director or trained supervision staff will normally determine the need for, organize, and activate the reunification team.   
b) If the Incident Command system is activated, the Program Director will interface with the Incident Commander (IC) to ensure both entities requirements are being met.
b. Task Assignment
1) Program Director or designee:
a) Work with URM for release of warnings, instructions, and other emergency public information relating to reunification
b) Ensure staff members are trained and familiar with the reunification process
c) Ensure the appropriate resources are available for implementation of the reunification process
d) Train staff members to implement this plan
2) Reunification Control Team:
a) Develop materials needed for pre-, during-, and post-reunification
b) Staff the Holding and Release Areas.
c) Coordinate staffing for the Notification Area.
d) Follow all policies and procedures for reunification.
e) Supervise the reunification site.
1 Greet parent or guardians, guardians, or designees.
2 Greet and direct parent or guardians, guardians, or designees to the notification room as appropriate.
3 Providing reassurance to parent or guardians, guardians, or designees.
4 Maintain order. 
5 Issuing a tag or other identifications only to an authorized person. 
6 Dispatch runners to bring the child(ren)  to the release point.
f) Supervise releasing of children to their parent or guardians/guardians.
g) Communicate with the Program Director regarding number of children remaining in holding area.
h) Coordinate with the Program Director regarding transport of child(ren) whose parent or guardians are unable to pick up their child.
i) Make arrangements for shelter of child(ren) whose parent or guardians are unavailable to pick–up their child.
3) Children Holding Area Team Leader and members:
a) Report missing persons to the Reunification Team leader 
b) Direct team activities.
c) Identify problems and report status.
d) Collect the Injury and Missing Persons Report from the Team Members and make them available to the Program Director
e) Verify release information when a child(ren) is requested.
f) Assist the reunion gate team.
g) Mark child(ren) as being released on attendance list
4) Report Point Team:
a) Have parent/guardian complete Child(ren) Release Form
b) Verify authorization to pick up child
c) Give form to runner to pick up child(ren) at Holding Area
d) Radio Holding Area to prepare child(ren) for pickup
5) Release Point Team:
a) Verify ID of parent/Guardian
b) Complete Child(ren)  Release Form
6) Local Law Enforcement:
a) Assist in reunification by providing traffic control as needed
b) Limited access to all areas of the school including reunification holding area. 
c) Coordinate law enforcement activities with other emergency services. 
7) Fire Service:
a) Be responsible for fire protection in the reunification holding area. 
b) Assist in evacuating the disabled and other special needs groups to the reunification holding area. 
8) URM/ PIO:
a) Disseminate emergency information designee advising the public of reunification actions to be taken.
b) Coordinate with area news media for news releases. 
6. Direction and Control
a. The Program Director or trained supervision staff or designee has the general responsibility for recommending evacuation or program closure, when that is the most suitable means of protecting the staff and children from a hazard. 
b. Evacuation Area Definition.  The hazard situation which gave rise to the need for reunification should be continually monitored in case changing circumstances, such as an increase in rainfall or wind shift, change the potential impact area and, thus, the area that is being used for reunification.
7. Communications
a. The Program Director or trained supervision staff will normally arrange for dissemination of information on the reunification process.
1) Follow pre-established program communication protocols
2) Utilize agency or OSU University Relations and Marketing communication plans
b. For slowly developing emergency situations, advance warning should be given to parent or guardians as soon as it is clear that early program closure may be required. 
c. Reunification Notification.  Reunification notification should be disseminated through all available warning systems.
d. Emergency Public Information 
1) Warning messages disseminated through warning systems alert the public to a threat and provide basic instructions. They are necessarily short and to the point. The public will often require amplifying information on what to do during the reunification process. 
2) OSU University Relations and Marketing will insure that such information is provided to the media on a timely basis for further dissemination to the public. 
3) Programs will utilize their web page, social media, notification call trees, email lists, central phone line message, etc… to also provide information.
4) Amplifying instructions for reunification may include information on the location of holding area, and specific traffic routes.
5) When the incident that generated the need for reunification is resolved, parent or guardians must be advised when the program will reopen.  
8. Plan Maintenance
1) This plan is developed by the Youth Program Partners Council.  The Office of Youth Safety & Compliance is responsible for coordinating plan development and changes as necessary.
2) The plan will be updated as necessary, based upon periodic reviews, improvement items identified from drills or actual responses, and changes to the threat environment 
3) Departments and agencies assigned responsibilities in this plan are responsible for developing and maintaining SOPs covering those responsibilities.
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1
	Child(ren) Release Form
To Be Taken by Runner

	
	

	Box 1
	PRINT ALL ENTRIES

	Completed by Parent/Guardian at Report Point
	
Name of Person picking up child(ren):  ______________________________________

Destination Address: ____________________________________________________

_____________________________________________________________________

Phone: _______________________________________________________________

Child(ren) Name(s): 
	First
	Last
	Your Relationship

	
	
	

	
	
	

	
	
	




	
	

	Box 2
	

	Report Point Staff
	
Name on Release Authorization Form?	¨ Yes		¨ No

Confirmation method:   ¨ Photo ID       ¨ Verify release at Release Point by child(ren)

Release Authorization Form and Box 1 this form compared:  (Staff initials) ____________

	
	

	Box 3
	

	Holding Area Staff
	
Child(ren) Status: ¨   Sent with Runner	¨   Absent today 
	¨   First Aid	¨   Missing (tell runner to go back to Report Point for parent to go to Notification Area)

Notes: _________________________________________________________________


	
	

	Box 4
	

	Release Point Staff
	
Confirm name of person Picking up is the same as Box #1 above		¨ Yes	

Photo ID Checked	¨ Yes		Or person verified as in Box #2 by child(ren)	¨ Yes	

Released by Release Point Personnel (staff initials):  _________________________


APPENDIX 1 – Child(ren) Release Form



The below list is for ideal situations.  In situations that have less staffing or supplies, the roles may have to be combined.  However, every attempt to protect child(ren) safety and implement the verification process of the authorized person for pickup should be conducted in all operations.

	
	Control Team
	Reporting Point
	Holding Area
	Release Point
	Notification Area

	Staffing
	· Leader
· 2-4 Runners
· Law Enforcement for crowd control
· Parking/Traffic control
	· 2-4 staff
	· Appropriate staff/student ratio
	· 2 staff
	· As needed
· Counseling
· Site administration

	Equipment
	· Radios

	· Signs directing to sign in
· Release Forms
· Authorization for pickup forms
· Pens
· Radios
· Tables
· Chairs
	· Class list/roster
· Radio
· Perimeter security
· Water
· Activities/games

	· Pens
· File box
· Tables
· Chairs
	· Chairs
· Tables
· Comfort supplies




APPENDIX 2 – Team Equipment checklist



Indoor Reunification site #1:  __________________________________________

	Report Point Location:  __________________________________________

	Holding Area Location:  __________________________________________

	Release Point Location:  _________________________________________

	Notification Room Location: ______________________________________


Indoor Reunification site #2

	Report Point Location:  __________________________________________

	Holding Area Location:  __________________________________________

	Release Point Location:  _________________________________________

	Notification Room Location: ______________________________________


Outdoor Reunification site #1


	Report Point Location:  __________________________________________

	Holding Area Location:  __________________________________________

	Release Point Location:  _________________________________________

	Notification Room Location: ______________________________________


Outdoor Reunification site #2


	Report Point Location:  __________________________________________

	Holding Area Location:  __________________________________________

	Release Point Location:  _________________________________________

	Notification Room Location: ______________________________________
APPENDIX 3 – Reunification Sites



1. The parent or guardians picking up a child(ren) will report to the “Report Point” at the upper right.
a. Signs should be posted by the Control Team and Law Enforcement/Security Team Members will be stationed to assist parent or guardians in finding the “Report Point.”  
b. The arriving parent or guardians will be greeted by 2 or more members of the Report Point Team who are working the report point.  The Team Members will provide the parent or guardians a copy of the “Child(ren) Release Form” asking the parent or guardians to complete the first section.   
2. A Report Point Team Member will confirm the identity of the parent or guardians utilizing a government issued picture identification (driver’s license, military ID, passport, etc.) and confirm that the parent or guardians are listed on the emergency data card for the child(ren) as being authorized to pick up the child(ren).  (this form was filled out during program registration)
3. A Report Point Team Member will then complete the second section of the “Child(ren) Release Form” and hand it to a Runner to be carried to the Children Holding Area.  The parent or guardians will be asked to step around to the “Release Point” and wait for the Runner to return.  [NOTE: The “Reporting Point” and the “Release Point” may be consolidated if there are too few Reunification Team Members to run both locations.]
4. The Runner will deliver the “Child(ren) Release Form” to the 2 or more staff members who are working at the entrance to the “Children Holding Area.”  The Team Members will have the requested child(ren) report to them, if the requested child(ren) is present in the holding area.  
5. A Holding Area Team Member will then record on a roster they maintain that the child(ren) has been released from the holding area, check off the “Sent with Runner” entry in the third section of the “Child(ren) Release Form” and send the child(ren) with a Runner to the “Release Point.”  
a. If the child(ren) was never at school that day (absent), is being attended to at the First Aid station, has been taken to the hospital, is not available for pickup due to some “other” situation, or is missing, the Holding Team Member will make the appropriate entry in third section of the “Child(ren) Release Form” and enter comments to clarify the status.  
b. The Runner will deliver the “Child(ren) Release Form” to the “Release Point.”
6. When the Runner delivers the “Child(ren) Release Form” and the child(ren) “Release Point,” the Team Members will call for the parent or guardians picking up the child(ren).  The parent or guardian’s or guardian’s identification will again be confirmed utilizing a government issued picture identification.
7. The parent or guardians will then sign for the child(ren) and depart the area with the child(ren).  
a. If the parent or guardians must be notified that the child(ren) is not available for pickup, a Control Team Member will escort the adult to the Notification Room, where the notification will be made privately based, on the information provided in the third section of the “Child(ren) Release Form.”   
APPENDIX 4 – Reunification Operations

b. The Team members in the Notification Room will be responsible for helping the adult and finding answers to the resulting questions

During a reunification, the Office of Emergency Management offers the following guidance for Media Relations: 
• Keep Media off the property 
• Establish Press Briefing Area near the property, but control sight lines 
• Acknowledge the importance of Media coverage and community communication 
• Provide timely and accurate information 
• Don’t Name Them  
MEDIA GROUND RULES AND PARTICIPATION IN REUNIFICATION As invited Media, there are a few expectations and ground rules. Please remain in the media staging area. If you would like to film from other locations please get permission from the PIO. Every effort will be made to provide opportunities for interviews with select facilitators, Players, and observers.  
Don’t Name Them Participation and coverage of this event is dependent on Media agreeing to not name perpetrators of active violence events in the coverage. https://dontnamethem.org 
Media’s Role During a Reunification The Media has a critical role in the aftermath of an event or crisis at a school. Communities rely on timely, accurate information from the Media. There have been several instances of inaccurate reunification site reporting that led to confusion among parents. The media needs to ensure they are reporting the correct locations. Usually, this information will come from the school or district, most likely the PIO or superintendent, and not from law enforcement,

APPENDIX 5 – Media Relations Playbook
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