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Dakar Academy

Emergency Action Plan

Purpose

The purpose of this plan is to better prepare those associated with Dakar Academy to handle a crisis situation.

Goals

The goals of this plan are:


(
To protect students and staff from physical harm.


(
To protect the records and property of students, staff, and the school.


(
To facilitate a prompt and easy reopening of the school if feasible.

· To prevent any needless interruption of education.

Action Plans

There are several states and possibilities of emergency that could arise which would necessitate the closure of school.  The crisis plan includes action plans for:


(
Pre-Planning


(
Temporary Closure

· Evacuation

Command Centers
Primary:  

Main Office (Computer/Internet access, phone service, PA system access, Vonage, medical 





supplies, radio communication with US embassy.

Secondary:  
On-Campus Dorm (Computer/Internet access, phone service, PA system access, medical supplies, radio communication with US embassy.

Groups Affected by Closure:


(
School Board and Owning/Related Missions


(
Student Body


(
Boarding Program


(
Expatriate Staff

· National Workers

Outline for Closure Plans


(
Situation:  Description of the Crisis


(
Reason for the Action


(
Decision Maker


(
Action Plan

· Decision to Reopen

Individual Crisis Planning Worksheets

(
Personal Planning:  All Staff


(
Administration


(
Board Members


(
Business Manager


(
Maintenance Director


(
Boarding Home Parents

· Teachers and other Expatriate Staff

PRE-PLANNING
GENERAL PREPARATIONS (to be done annually, whether a crisis is anticipated or not):

A.
People and Communications


(
Emergency Phone Tree:  The Director and Office Manager  will prepare this for use if a crisis occurs 
while school is in session.  Should include all school board, administration, staff, boarding parents, and 
students.

· Crisis Drills:  Described in the staff handbook.  Reporting sheets need to be updated annually.  Includes drills for EVACUATION (fire, bomb, etc.) and LOCK-IN drills.

· Embassy Registration:  Make sure all staff are registered with their respective embassies.

· Warden:  If the previous DA warden can no longer serve, select a new one and inform the US embassy accordingly.  This person must be an American citizen and will need to get warden instructions from the US embassy and attend US embassy town meetings.
· Identification:  Every expatriate staff member (and student age 15 and up) needs a carte d’identité or the proper VISA equivalent.  The récipicés need to be re-stamped every 3 to 6 months until the card is issued.  Cards need to be stamped once a year in January or February.  Cards last 5 years then the process must be started all over again.  Staff members should carry legalized photocopies of their cards or récipicés and store the originals in a safe place.

· Emergency Information Sheets:  Each staff member/family should complete one of these sheets and turn it to the director.  Sheets need to be updated annually.  I-77 information sheet should be on file for each staff member with the US embassy.
· Medical Emergency Personnel:  Maintain a list of staff members who have medical or first aid training.  Maintain a list of home phone numbers for doctors and missionary nurses.

· Command Center Readiness:  Primary:  Main Office; Secondary:  On-Campus dorm.  Each command center should be equipped with computer/Internet access, PA system access, telephone access, two-way radio communication with the US embassy, and medical supplies.

B.
School Records and Finances


(
Student Records:  Back up all student records at the beginning of each quarter.

· Financial Records:  Back up all financial records at least once a month.

C.
School Property


(
Emergency First Aid Kits:  Check the first aid kits stored in each building:




A-Building:  A7 (cabinet)




B-Building:  B10 (cupboard above sink)




C-Building:  Under Construction




D-Building:  Science storeroom




Dorms:  Downstairs dorm in Kitchen

· Dorms should be equipped with enough purified drinking water to sustain the school population for a 




minimum of three days.

SCHOOL BOARD

A.
People and Communications


(
Emergency Phone Tree




Director—Board Chairman—EC Members—Board Members—Mission Headquarters

· Board Chairman will distribute home country contact addresses and phone numbers for Board Members, the Director, Assistant Director, and the Business Manager to each of these individuals.

· Administration will distribute a contact address to which board members are to report safe arrival following an evacuation.

· Secure board records and Board Governance Policy.

B.
School Records and Finance


(
Determine the board documents that must be protected or preserved.  Specify how this will be done and 




who will do it.

ADMINISTRATION

A.
People and Communication


( 
Distribute Emergency Phone Trees to Board members and all Staff to post next to their home phones.
· Prepare a sign-out sheet listing all staff.  If a closure occurs while school is in session, all staff members are to sign out, mark down the time they leave school and the location of any remaining students that they are responsible for.

· Request an individual in the home office of an owing mission to serve as a communications liaison if an evacuation occurs (World Venture).

· Prepare and distribute home country or alternative contact addresses and phone numbers.

· Request community members to keep the administration informed of the crisis situation as needed.

· Arrange an alternative communication system (radio) with the US Embassy for use if the phone system goes down.  Monitor BBC radio at 105.6 FM if no phones are available.  Maintain two-way radio communication with Marine Post 1 at the US Embassy. 
B.
School Records and Finances


(
Back up the current version of these documents:




(Constitution




(Policy Handbooks




(Staff Handbooks




(Student Handbooks




(Athletic Handbooks




(School Profiles and/or Accreditation Reports




(Alumni Address Lists




(Email Address list:  missions, accrediting organizations, recruitment, publishers, suppliers (eg:  Hunter, 




ACSI, CSI, Jostens, testing services, etc.), current staff.


(
Gather these items into one safe, yet accessible place:




(Items listed above (laptop computer or key/diskettes)




(Essential program CD’s and/or diskettes




(Emergency Information Sheets for staff

· If the director does not live on campus, designate a “records” person living on campus who will collect these items in an emergency.

· Issue official transcripts to students whose school records are not stored electronically, for use in case of an evacuation.

· Assist the designated “records” person in identifying sensitive documents that should be destroyed or evacuated in the event of an emergency.  Keep a record of the sensitive documents and their whereabouts.

C.
School Property


(
Store away any books, materials and equipment that are not currently in use.


(
Make sure adequate covers are on hand to cover all equipment that cannot be stored inside cupboards, 




(e.g. computers, printers, TV/VCRs, transformers, copy machines, CD/Cassette players, etc.)


(
Label keys to inner doors, drawers, cupboards, filing cabinets, etc.

· Practice a mental walk-through of the steps to be taken in the event of an extended closure or evacuation.

BUSINESS OFFICE
A.
People and Communication

(
Give home country or alternate contact addresses to administration to distribute to expat staff for use 



following an evacuation.

· Instruct staff to remove all personal documents (passports, carte d’identitiés, récipicés, etc.) from the safe if evacuation is a possibility.
B.
School Records and Finance


(
Back up all financial records, including budgets, trial balances, payroll for national and expat staff.

· Back up current purchase order log.

· Back up email/address book:  banks, owning missions, insurance companies, publishers, suppliers, shipping companies, etc.

· Maintain the following in a secure, yet easily accessible place:



(Deeds to the property



(Housing lease agreements



(Receipts:  most recent for rent, water, electricity and telephone



(Last bank statements:  US and local



(Checkbooks:  US and local



(Checks for deposit



(Back-up, start-up and program disks (CDs)



(Keys and combination for the safes

· If you do not live on campus, show the designated “records” person where the above items are stored.
· Along with the administration, identify all sensitive documents that should be destroyed or evacuated in the event of an emergency.  Maintain a record of these documents and their whereabouts.  Arrange for proper disposal of all sensitive materials if necessary.
C.
School Property


(
Store away any papers, files, materials and equipment that is not currently in use.

· Make sure adequate covers are on hand to cover all equipment that cannot be stored inside cupboards, e.g. computers, printers, transformers, copy machines, CD/Cassette Players, etc.

· Label keys to inner doors, drawers, cupboards, filing cabinets, lock boxes, etc.

MAINTENANCE DEPARTMENT

A.
People and Communication


(
Prepare a list of emergency phone numbers for all national workers (use neighbors or telecenters if 
necessary), and provide the national workers with the phone numbers for the maintenance director and the head national worker.

· Set up a communication system to relay messages from the maintenance director to the national workers.

· Instruct all national workers to practice safety measures as needed in relation to the expected crisis.

· Determine what essential workers will be requested to continue working during an extended temporary closure.  Establish a crisis duty schedule as needed.

· Instruct national workers to go to the nearest building and stay away from glass windows if they hear the “lockdown alarm” (See Fire Drill and Emergency Procedures Manual) indicating danger in the immediate vicinity.  No one is to risk his/her life to protect the property!  Instruct guards to monitor the situation from a safe vantage point.  If the attackers have guns, guards are to go indoors immediately and stay away from the windows.

· Designate vehicles, drivers and passengers for transporting staff and families to a safe place or evacuation site.

· Prepare and give to head national worker the home country or alternate address of the maintenance director, business director and director for use if an evacuation occurs.

B.
School Records and Finance


(
Back up any essential documents/information.


(
Work with the designated “records” person to make arrangements to destroy sensitive documents if 




necessary.

C.
School Property


(
Store away any papers, tools, materials and equipment that is not currently in use.

· Make sure adequate covers are on hand to cover all equipment that cannot be stored inside cupboards, e.g. computers, printers, transformers, copy machines, CD/Cassette Players, etc.

· Label keys to inner doors, drawers, cupboards, filing cabinets, lock boxes, etc.

· Give one complete set of keys for physical plant to head national maintenance worker.  Store duplicates in a key safe.

· Maintain appropriate fuel reserves for maintenance vehicles, gas stoves, water pump, and generator.  Instruct staff to do the same for their vehicles and homes.

· Determine what national workers would be left in charge of in the event of an evacuation.  These workers would be invited to move into campus housing with their immediate families to supervise the property.  If the owing missions were to decide to close DA permanently following an evacuation, a representative will be sent to dispose of any remaining property. 

DORM PARENTS

A.
People and Communication


(
Request parents to identify a family living in Dakar (preferably with their mission), who will serve as a 




safe haven for their child/ren in the event of an impending evacuation.

· Tell the maintenance director which national workers, if any, are essential to keep the dorm running during a temporary closure. 
· Contact the US Embassy to inform them of the current situation if it involves the boarding program.  Use the two-way radio housed in the dorm and provided through the US Embassy. 

B.
School Records and Finances


(
Store students’ personal documents in such as way that they can be accessed and distributed within 5 




minutes.
· Have enough cash on hand to keep the dorm running through the crisis period.  Deposit all remaining funds through the business office.

C.
School Property


(
Follow the Campus Contingency Plan and Fire Drill & Emergency Lockdown Procedures manuals on 




behalf of the dorm.  Consider storing additional supplies of water, food, etc. in the event that 




students/staff are stranded on campus and cannot return to their homes or staff families need to move 




onto campus temporarily.

· Maintain appropriate fuel reserves for dorm vehicle(s) and gas stoves.

· Make sure adequate covers are on hand to cover all equipment that cannot be stored inside cupboards, e.g. computers, printers, CD/Cassette players, transformers, TV/VCRs, etc.

· Label keys to inner doors, drawers, cupboards, filing cabinets, lock boxes, etc.

TEACHERS AND LIBRARIANS

A.
People and Communication


(
If a crisis occurs while school is in session, the office staff will inform the staff in person or utilizing the 



emergency sirens.  The office staff will activate the emergency phone tree.  Unless a specific closing 



time is announced, students will continue to attend classes as usual until someone comes to pick them 



up.  In the event of a LOCKDOWN, all instruction will cease.  


(
Depending upon the situation, follow all instructions contained in this manual and the Fire Drill & 




Emergency Lockdown Manual.  Your first priority is the safety of our students and yourself.

· Keep your copy of the Emergency Phone Tree next to your telephone!  If a crisis occurs when school is not in session, the emergency phone tree will be activated.  

· Add to your address book the home country or alternate contact addresses of the Director, Assistant Director, and Business Manager and the owning missions person who serves as the communications liaison.
B.
School Records and Finance


(
Remove all personal documents from the school safe if evacuation is a possibility.

· Back up documents you want to keep that are stored on school computers.

C.
School Property


(
Store away any books, materials and equipment that you are not currently using.

· Plan how to store classroom materials and equipment (especially electrical equipment) to protect them form view and dust.  Find a cover for any materials or equipment that won’t fit  in a closet or cupboard.  Check with the maintenance director for vinyl covers, pieces of plastic or old curtains to use as covering material.  Otherwise use newspaper or bulletin board paper.

· Label all keys for drawers, cupboards, filing cabinets, internal doors, etc.

EXPATRIATE STAFF:  PERSONAL PLANNING

A.
People and Communication


(
Keep your copy of the Emergency Phone Tree next to your telephone!  If a crisis occurs when school is 




not in session, the Emergency Phone Tree will be activated.
· Form an alternative communication plan for use if the phone system goes down.  Suggestions:  local radio stations, short wave radio, neighbors who are informed.  Make sure you have sufficient batteries for radios.  Monitor BBC radio at 105.6 FM if no phones are available.  
· Families with both parents on staff need to form a plan for collecting and supervising their own children while completing DA responsibilities.  Go over this plan with your family so that everyone knows what to do.

· Families with one parent on staff and the other off campus need to form a plan for communicating with their spouse and collecting, supervising and transporting their children while completing DA responsibilities.  

· Find out what arrangements your embassy has for evacuating you if the crisis becomes severe.  If your embassy is non-responsive, try talking to influential people you know personally who might be more forthcoming wit information.

· Identify the first person you would try to call if evacuated.  Write their number in your passport.  

· Back up personal documents and email addresses that are stored on school computers.  
· Plan what you would do with your pet(s) in the event of an evacuation.

B.
Documents and Finance


(
Have enough CFA cash on hand to last you through the crisis period.  Any other cash you have on hand 



should be easily exchangeable currency such as US dollars, French francs, or British pounds.  Bank as 



much of your money as possible outside of Senegalese banks.
· Reserve a minimum of $100 US cash per family member for use in case of an evacuation.  You will 
· most likely only be evacuated as far as a neighboring African country at which point you will need to have finances to stay in that country or to fly home.  Note:  count on being billed for the cost of evacuation sometime after the fact.  Even if it’s a military evacuation, you will still have to pay eventually.

· Get a legalized photocopy of your passport and carte d’idéntité and carry it with you at all times.  Keep your passport in a secure place at home.  The copy of your passport might come in handy if you have to be evacuated and cannot return home to get your passport.
· Back up any computer documents you want to save on disks, in cyberstorage, or email them to someone outside the country.

· Store the following items in such as way that you could grab and pack them within 5 minutes if need be.



(Passport (Expiring anytime soon…get a new one now!)



(Carte d’idéntité (Is it stamped for the current year?)



(Credit Cards (Are they current?)



(Money (CFA and dollars)



(Immunization Card (Shots up to date?)



(Checkbook (Do you have the address of your banks?)



(Address book/mailing list/email list



(Important documents (list them; don’t forget certificates and income tax information)

· If evacuated, you will most likely be allowed a single hand carry bag.  Determine what bag you would take.

· Other items to consider when packing an evacuation bag:



(Driver’s license


(Bible



(Social Security Card


(Change of clothing



(Computer disks/CDs


(Warm jacket or sweater



(Prescription medication

(Toilet paper/tissues



(Short-wave radio


(Toothbrush & toothpaste



(Photographs



(Flashlight w/batteries



(Valuable jewelry


(First aid items (Band-Aids, aspirin, Pepto-Bismol, etc.)



(Heirlooms/mementos

(Feminine hygiene products



(Extra pair of glasses


(Flip-flops



(Camera



(Towel



(Pocket knife



(Soap

· Make sure someone has power of attorney or can access your finances for you in your home country.  

C.
Medical and Health


(
If anyone in your family is using prescription medication, try to access a supply to last well beyond the 




crisis period.

· Plan for any special dietary needs for yourself or family members.

· Keep enough extra first aid supplies on hand.  You may need to assist other locals with these items.

· Consider who lives near you that could help in event of medical emergency.  Try to get your doctor’s home phone number or call SOS-Emergency at 821-3213.

· Do you or someone in your family have an upcoming vaccination that falls within the crisis period?  Check with your doctor.

· Purchase a malaria cure and one series of wide-range antibiotic.
D.
Household


(
Store enough non-perishable food so you could survive 30 days or well beyond the crisis period without 



shopping if you had to.
· Keep a supply of bottled water (portable), peanut butter & crackers (it’s non-perishable, nourishing, easily portable and doesn’t require openers) and toilet paper for use in case of an emergency evacuation.  Store this in a special “grab-bag” if evacuation seems imminent.

· Maintain at least one full extra tank of stove gas to cook with.

· Drinking water – You can store water in large containers for use at home, but also have at least a 2-day supply in bottles that can be carried.  An average person needs at least 2 quarts of water per day and children require more.  The International Red Cross recommends storing one gallon per person, per day, with at least a two-week supply for each member of your family.

· Maintain a supply of flashlights, batteries, candles, matches, etc.

· Maintain a supply of water for bathing, laundry, and cleaning.

· Make sure your house is a secure as possible (grill work over windows well-cemented, wooden outer doors protected with metal/grill-work doors).  Make sure gates and locks are secure.  Dead-bolt locks are recommended for outer doors.  Make sure air conditioner holds are securely covered with grill-works or cement them over.

E.
Transportation


(
Maintain a full tank of fuel in your vehicle during the weeks prior to and during the crisis period.

· Find the safest routes for getting from your house to DA, the airport, and the French military bases (one is on Rt. De Ouakam beyond ISD.  To get to the other, BIMA, take Front de Terre to Rt. De Rufisque, turn toward downtown.  Turn left on the paved road just before the railroad tracks where the big Shell storage tanks are.  Continue on until you reach the round point and exit the round point at 9:00 (270 degrees or ¾ around the round point).  That road will run right into the entrance to BIMA.  Try to find a way to get from DA or your house to ISD, traveling as little as possible on Bourguiba or Rt. De Ouakam.  DA is an official evacuation center for US citizens.
· Areas to avoid during civil unrest:  the university, the monument, Bourguiba beyond Jet D’Eau, Rt. De Ouakam.

CRITERIA FOR SCHOOL CLOSURE & EVACUATIONS
The criteria for closure:

1.
We will consider closing the school and sending students home if the American Embassy issues a voluntary/authorized departure for non-essential embassy personnel (level 1 departure).

2.
We will consider closing the school if other embassies evacuate, mission organizations require evacuation, 


or mission information being released indicates this action.

3.
If the American Embassy proceeds to an ordered departure (level 2 departure), the DA administration 


will work with mission heads to remove all personnel from DA and place the school in the hands of our 


attorneys.

The above trip wires are objective and automatic.  It is also possible that situations as listed below would have more localized manifestations which could result in a decision to close or evacuate the school even if the American Embassy had not issued any departure notices.

1.
Violent changes in the government.

2.
Negative attitudes toward Americans or Westerners.


a.  Strong, sustained negative official reaction.


b.  Strong, sustained negative reaction from influential political leaders.


c.  Strong, sustained negative reaction from influential religious leaders.

3.
Criticism against Americans for American interests.

4.
Large, sustained demonstrations or marches.

5.
Overt threats against Americans or American interests.

6.
Acts of violence against individuals or groups of Americans and/or Christians.

7.
Civil unrest – i.e. election time.

8.
Break down of infrastructure (lack of food, water, electricity)

9.
Prolonged shortage of water, food, or fuel

10.
Natural disasters.
TEMPORARY CAMPUS CLOSURE INFORMATION

SITUATION:  The school is closed, but we are not fleeing the country…yet.  A temporary closure may last a half-day to two weeks.

Decision-Maker:  The director, with advice from the assistant director, the US Embassy, the board chairman and/or EC members.

BOARD MEMBERS

A.
People and Communication


(
Director and/or assistant director will activate the board phone tree to notify board members of any 




emergency school closure, expected duration, any pertinent details.


(
The school board is the final authority on all decisions related to non-emergency closures and all 




decisions to reopen the school.

· Decisions to extend the temporary closure beyond two weeks will be made by the director in consultation with the board chairman and all EC members if possible.

· Board members will contact owning missions and fraternity mission field leaders to covey all pertinent information.  Field leaders should inform home offices if deemed necessary.

B.
School Records and Finances


(
If temporary closure lasts more than five school days, the administration and EC will decide what to do 




about making up or recording the days of school missed.

C.
School Property


(
If significant property has been damaged or destroyed during the temporary closure, the board, 




administration, and business manager will propose a plan and prepare a budget for restoration.

ADMINISTRATION

A.
People and Communications

(
If a crisis occurs while school is in session, the procedure will be:

1. Director makes the decision after consulting with other administrators and/or board chairman.

2. The administration determines the message to be given to staff and parents.

3. Director instructs office staff to activate the phone tree (and/or sounds the alarm system).

4. The procedures outlined in the Fire Drill & Emergency Lockdown manual are implemented.

5. The director will coordinate all communication efforts while the assistant director coordinates campus activities (campus evacuation or lockdown)

· Supervision:  Teachers will remain until all their children are picked up.  All staff members are to sign out in the main office prior to leaving.

· If there is a danger in the immediate vicinity, the emergency alarm system will be activated and lockdown protocols will be in effect.
· If school is not in session when a closure decision is made, the director will activate the emergency phone tree.

B.
School Records


(
If the director lives off campus, he/she is to take home all back up disks and Emergency Information 




sheets for the staff.

C.
School Property


(
Follow your plan for securing the office, even if you expect to be back the next day.

· Lock everything you have keys for.  Leave all keys in your mailbox except those you normally carry with you.

· If you are taking a school vehicle home, park it in a secured place.

BUSINESS OFFICE

A.
People and Communication


(
The administration will inform you of a school closure.  If school is not in session when a closure 



decision is made, the emergency phone tree will be used to notify you.  Once school is closed, the 



emergency phone tree will be used to announce further decisions.  If the phone system goes down, 



assume that school will not reopen until it is working again, unless you are informed otherwise.  Monitor 




BBC radio at 105.6 FM if no phones are available.  
· If the closure occurs while school is in session, follow Fire Drill & Emergency Lockdown manual protocols.

B.
School Records and Finances

(
If you live off campus, take home the essential items listed in the pre-planning section or remind the 




“records” person to collect them before evacuating.


(
Be prepared to destroy any sensitive documents or to evacuate them in the event of a prolonged 




evacuation.

C.
School Property


(
Follow your plan for securing the office, even if you expect to be back the next day.

· Lock everything you have keys for.  Leave all keys in your mailbox except those you normally carry with you.

· If you are taking a school vehicle home, park it in a secured place.

MAINTENANCE DEPARTMENT
A.
People and Communication


(
Notify the head national maintenance worker and all other national staff who are on campus of school 




closure, including expected duration and other important details.  Follow all protocols as described in 




the Fire Drill & Emergency Lockdown manual.


(
Inform national workers of changes in their duty schedule.  Instruct non-essential personnel to remain at 




home unless otherwise informed.  A rotation of a “skeleton crew” is recommended.

· If evacuation starts to look likely, give prepared contact information to the head national worker.

B.
School Records and Finance


(
Inform the business office of any alterations in the duty schedule for national workers.


(
Be prepared to assist the records officer with the destruction of sensitive documents if necessary.

C.
School Property


(
Secure all school property.  All rooms should be locked before leaving campus (including restrooms, 




shops, classrooms, storage areas, and guard posts.

· Secure your office and workshop.  Lock everything you have keys for.

DORM PARENTS

A.
People and Communication


(
Upon notification of closure, gather all dorm residents and inform them of the situation.

· If closure extends for more then a day, attempt to contact all parents of dorm students and/or related missions to advise them of the situation.  Do not allow communication home without permission from the administration.

· Restrict movements of all dorm residents.  Residents are to remain on campus as much as possible.  If the situation warrants, residents may be confined to the dorm (lockdown).

· Assign/assume household duties for maids who cannot come to work without endangering themselves.

· Should the situation warrant, relocate students to the designated mission families who will assume guardianship.  Supervise the packing of an emergency travel bag for each resident.  Notify the director, parents, and related missions of such a move as rapidly as possible.

· See EXPATRIATE STAFF:  PERSONAL PLANNING, Documents and Finance section for a description of an emergency travel bag.

B.
School Property


(
Use up any food stored in the refrigerator and freezer units.  Defrost and unplug any refrigerators and 




freezers that are not essential if temporary/permanent evacuation appears immanent. 
· Secure the dorm.  Lock all outside entrances and interior access areas.  (Lockdown).

TEACHERS AND LIBRARIANS

A.
People and Communication


(
The director, in consultation with the administrative team and the board, will make all the decisions 




regarding closing and reopening of the school.  Once school is closed, the emergency phone tree will be 




used to announce further decisions.  If the phone system goes down, assume that school will not reopen 




until it is working again, unless you are informed otherwise.  Monitor BBC radio at 105.6 FM if no 




phones are available.  
· If school is not in session when a closure decision is made, the emergency phone tree wil be used to notify you.

· If school is in session when a closure decision is made, someone from the office will notify you and give you a notice to send home with your students.

· Supervision:  Elementary teacher will take responsibility for the children in their classes.  MS/HS teachers will take responsibility for the students who were in their class at closing time.  Do not leave school until you are certain your students have all been picked up.  

· Sign out on the sheet in the front office before leaving school.  This includes staff living on campus!

· If there is a danger in the immediate vicinity, the emergency alarm system will be activated indicating either an evacuation or a lockdown situation.  At this point, please follow all instructions contained in the Fire Drill & Emergency Lockdown manual.

· Note where the emergency first aid kits are located in your building.  Identify the staff members in your building who have medical or first aid training.

B.
School Property


(
Follow your pln for securing books, materials and equipment.  

· Put staplers, tape dispensers, and scissors, etc. in desk drawer.

· Lock everything you have keys for.  Leave all keys in your mailboxes except those you normally carry with you.

EXPATRIATE STAFF

A.
People and Communications


(
The director, in consultation with the administrative team and the board, will make all the decisions 




regarding closing and reopening of the school.  Once school is closed, the emergency phone tree will be 




used to announce further decisions.  If the phone system goes down, assume that school will not reopen 




until it is working again, unless you are informed otherwise.  Monitor BBC radio at 105.6 FM if no 




phones are available.  
· If school is not in session when a closure decision is made, the emergency phone tree will be used to notify you.

· The director or designated “records” person will try to maintain contact with the embassy via the two-way radio in either the dorm or main office.  Anyone with new information about the local situation should post it on the bulletin board outside the maintenance office.  Information will also be transmitted over the intercom if appropriate.

· Off-campus people:  If you cannot safely remain in your neighborhood, move to the dorm on campus.  Bring as much food and water with you as possible.

· If the situation deteriorates, start packing one handcarry bag with the appropriate evacuation items.

· Instruct your househelp not to come to work if they must travel on public transportation.  If they’re desperate for the pay, give them a cadeau as incentive to stay home and avoid endangering their lives.

CAMPUS EVACUATION
SITUATION:  We are bugging out…fleeing the country!  Orders to evacuate may come with anywhere from several days to five minutes (or very short) notice.
Decision-Maker:  The embassies will make the decision to order an evacuation of their respective citizens.  The director will make the decision for DA staff at the recommendation of the US embassy.  If the crisis is sudden and/or unexpected, individuals will have to make their own decisions.
BOARD MEMBERS

A.
People and Communications

(
The Emergency Phone Tree will be activated if possible.  No other formal effort will be made to notify 



board members.

· Following an evacuation, board members are to notify the director and/or the designated owning mission headquarters of safe arrival and contact information.  This information will be posted on the DA website to facilitate post-evacuation communications.


· The decision to reopen or permanently close Dakar Academy following an evacuation must be made by the full board.  If all board members are not available, the owning missions are to designate alternates.  Decisions should be transmitted to the appropriate individual to post on the DA website.

B.
School Records and Finances


(
For business/financial records or information, contact the business manager.

· For student records, contact the Director or Assistant Director.

C.
School Property


(
The DA property, including vehicles, will be left in the hands of the national workers to oversee until a 



decision is made to reopen or close permanently.  National workers will be instructed not to endanger 



their lives to protect DA property.  Decisions regarding school property are to be made by the full board, 



unless otherwise predetermined.  If a decision is made to close the school permanently, a representative 



of the board will return to Senegal if possible to dispose of any remaining property.

ADMINISTRATION
A.
People and Communication

(
If we receive notice to evacuate while school is in session (not very likely), follow the Temporary 




Closure procedure as time and safety permit.  The differences are as follows:




(Elementary teachers will keep their student sin their classrooms until someone comes to pick them up.  




MS/HS teachers are to accompany their classes to the on-campus to await pickup.  Staff members who 




live on campus and have no children are to go home immediately and pack so as to be ready for lounge 




duty.




(Student who have not been picked up after a designated amount of time will be moved to the on-




campus dorm.  The designated staff members listed above will be asked to supervise the lounge along 




with the dorm parents on a rotating basis.  Any students remaining when it is time to leave the campus 




will be taken along to the evacuation point.

· If school is not in session, the emergency phone tree will be activated.  If the phone system is down, each person will need to rely on alternative communication plans.

· If emergency contact must be made with another country and phone systems are down, SIL has a satellite phone.
· Following evacuation, all staff members are to contact the Director or Assistant Director or designated owning mission headquarters.  Indicate your safety, current situation, how you can be contacted and any other helpful information.  Names and information will be posted on the DA website. 

B.
School Records and Finances


(
If the director does not live on campus, the designated “records” person will take any essential back up 




disks left at school, the DA seal imprinter, and the DA stamps.
· For business/financial information, contact the business manager.  Efforts will be made to honor contract agreements as financially feasible, but it may take a while.

· The Assistant Director will be responsible for all attendance and grade records.

· The Counselor will be responsible for all scheduling records.

· The Office Manager will be responsible for all health records.

· The Dorm Parents will be responsible for all boarding program records.

BUSINESS OFFICE

A.
People and Communication


(
If school is not in session, the emergency phone tree will be activated.  If the phone system is down, you 




will need to rely on your alternative communication plans.

· Following evacuation, contact the director, assistant director, or your owning mission.


 B.
School Records and Finances

(
You or the “records” person are to take the essential items identified in the pre-planning section with 



you.

· You ore the “records” person are to take all the foreign currency stored in the safe with you.  Ask the Lord to help you decide how much of the FCA cash you should take.

· If time permits, prepare envelopes for each of the national workers with at least two months advance pay enclosed.  Divide out all the remaining FCA except the amount you deem appropriate to place into the national workers envelopes.  Put the envelopes in a locked drawer and leave the key and instructions in a sealed envelope.  Put the envelopes in a locked drawer and leave he key and instructions in a sealed envelope for the head national worker.  Leave he key envelope in the maintenance director’s mailbox if you cannot give it directly to the person.
· Following an evacuation, send expatriate staff checks for the subsidy (minimum one month) and benefits due to them as financially feasible. 

· Stop or request a hold on any shipments or purchase orders if possible as the situation warrants.  

· Contact the health insurance company and inform them of the situation.


(
Be prepared to destroy any sensitive documents or to evacuate them in the event of a prolonged 




evacuation.

MAINTENANCE DEPARTMENT

A.
People and Communications


(
Organize a vehicle convoy to leave from campus to the evacuation point (if not DA).  Staff who live 




near campus should come to campus where the convoy will be formed.

· As few vehicles as possible should be driven to the evacuation point.

· Give/leave a message for head national worker stating school closure for remainder of the year and location of the evacuation point.  National workers may collect any DA vehicles from there at a later time, but only if it is safe to do so.  Message should also include instructions for designated national workers and families to move into campus housing, but they are not to risk their lives to protect DA property.  

· Inform the guard on duty of the location of the evacuation point so he can direct any expatriates who show up later.

B.
School Records and Finances


(
Business manager will leave pay envelopes in the business office for the national workers with two 




months salary enclosed.  Keys to access pay envelopes will be left in maintenance director’s mailbox.


(
Be prepared to assist the records officer with the destruction of sensitive documents if necessary.

C.
School Property


(
Turn off the water and power supply to all classroom buildings, apartments, and dorms that will not be 




occupied by national worker staff.

DORM PARENTS

A.
People and Communications


(
Attempt to contact the mission guardians of any dorm residents remaining with you.

· Instruct dorm residents to get their emergency travel bag and go to the designated convoy vehicle.

B.
School Records and Finances

(
Remove all essential documents and money from dorm safe and take them with you.

C.
School Property


(
Turn off, unplug and/or cover all electrical appliances.

· Remove all perishable items from refrigerators and freezers and give to national workers.  Leave excess perishable food items outside gate.  Leave refrigerator and freezer doors open.

TEACHERS AND LIBRARIANS

A.
People and Communication


(
If we receive notice to evacuate while school is in session (not very likely), follow the Temporary 




Closure procedure as time and safety permit.  The differences are as follows:




(Elementary teachers will keep their students in their classrooms until someone comes to pick them up.  




MS/HS teachers are to accompany their classes to the on-campus to await pickup.  Staff members who 




live on campus and have no children are to go home immediately and pack so as to be ready for lounge 




duty.




(Student who have not been picked up after a designated amount of time will be moved to the on-




campus dorm.  The designated staff members listed above will be asked to supervise the lounge along 




with the dorm parents on a rotating basis.  Any students remaining when it is time to leave the campus 




will be taken along to the evacuation point.

· If school is not in session, the emergency phone tree will be activated.  If the phone system is down, each person will need to rely on alternative communication plans.

· If emergency contact must be made with another country and phone systems are down, SIL has a satellite phone.

· Following evacuation, all staff members are to contact the Director or Assistant Director or designated owning mission headquarters.  Indicate your safety, current situation, how you can be contacted and any other helpful information.  Names and information will be posted on the DA website. 

B.
School Records and Finances

· For business/financial information, contact the business manager.  Efforts will be made to honor contract agreements as financially feasible, but it may take a while.

· For all other records, contact the Director or Assistant Director.
EXPATRIATE STAFF (Additional Information)

We have very little information to go on at this point, so you will have to rely on your common sense.  Here is the information we do have:

· If phones are working the Emergency Phone Tree will be used to notify you  If not, you will need to rely 


on your alternate forms of communication.  Monitor BBC radio at 105.6 FM if no phones are available.  
· You may have several hours or even a couple of days notification before an evacuation.  Or you may have to get out the door in five minutes.  Both have happened.  If you have a fair amount of warning, pack belongings you would like to keep but that are not absolutely essential in one room of your house that can be locked.  If you live in non-DA housing, it would be best to pack things in boxes or locked trunks/suitcases and label them with your name and address.  If your guard or a Senegalese neighbor is more trustworthy than your landlord, try storing things with them.

· We do not know where the evacuation site will be unless it is DA.  You may be told to go to the airport and get on the next plane out.  You may be told to go to the port and take the next boat out.  Or you may be told to go to a specific place and wait for a military force to evacuate you.

· It is likely that you will have to wait at the evacuation point for several hours or even a couple of days.  You may spend a fair amount of your waiting time outdoors.  Be prepared.

· You will need your passport in hand for the evacuation.  In a military evacuation, your country must have an agreement with the country of the evacuation force in order for you to be evacuated.

· Most likely you will only be able to take one handcarry bag.  Some people in evacuation situations have had their vehicles commandeered and had to go the rest of the way to the evacuation site on foot.  Consider that when packing your bag.

· Some evacuees have managed to get through roadblocks by giving personal possessions to the people detaining them (A soccer ball produced at the right moment might go along way toward saving your life!)

· Mostly likely you will be evacuated to a neighboring African country where you will either need to stay or arrange to get to your home country.  It will be necessary for you to have exchangeable currency and preferably a credit card for purchasing airline tickets.

· If an evacuation occurs during the second semester, it is not likely that school will be reopened that school year even if it becomes safe to return.

· Following an evacuation, notify the designated mission headquarters of your safety, current situation and how you can be contacted.  Names and information will be posted on the website.

APPENDIX

Dakar Academy

Emergency Action Plan
Dakar Academy

Emergency Action Plan – Command Structure




	DAKAR ACADEMY
Emergency Action Plan – Emergency Action Functions



	Function
	
	Name
	Position
	Office Phone
	Home Phone
	Cell Phone


	E x e c u t i v e   F u n c t i o n s

	Emergency Action Officer
	
	Ann Marklund
	Director
	832-0682/304
	33-832-4007
	

	Coordination Officer
	
	Dan Mulay
	Assistant Director
	307
	33-832-7225
	77-101-1100

	Document Control
	
	Murray Sitte
	Financial Manager
	309
	33-832-3998
	77-270-2519

	I n c i d e n t   C o m m a n d   F u n c t i o n s

	Bomb

	
	Dan Mulay
	Assistant Director
	307
	33-832-7225
	77-101-1100

	Fire


	
	Dan Mulay
	Assistant Director
	307
	33-832-7225
	77-101-1100

	Civil Disorder
	
	Darl Powell
	Maintenance 
	313
	33-832-7882
	77-632-2258


	Internal Defenses
	
	Darl Powell
	Maintenance 
	313
	33-832-7882
	77-632-2258




	DAKAR ACADEMY

Emergency Action Plan – Skills Sheet



	L O C A L   E X P E R T I S E   &   S U P P O R T

	Skills
	Name
	Office
	Home
	Cell

	EMT, Search & Rescue, Fire Suppression
	Dan Mulay
	33-832-0682 x307
	33-832-7226
	77-101-1100


	Maintenance & Electrical
	Darl Powell
	313
	33-632-2258
	77-832-7882

	Counseling
	Evan Evans
	302
	33-832-4482
	77-523-5775

	Technology/Internet
	Paul Bradbury
	301
	33-832-4121
	76-699-4562

	Physician (YWAM)
	Dr. Steele
	33-827-1207
	33-827-7104
	

	Physician
	Dr. Djoneidi
	33-889-1515
	
	

	SOS Emergency
	
	33-821-3213
	
	

	Hospital Principal
	
	33-821-7780
	
	

	Clinique Madeleine
	
	33-889-9470
	
	

	Police Support
	
	Dial 17
	
	

	Fire Support
	
	Dial 18
	
	

	US Embassy
	
	33-823-4296
	
	

	Saphir Voyage (Roma-Travel Agent)
	
	
	33-860-1586
	

	Canadian Embassy
	
	33-889-4700
	
	

	United World Mission
	Rodney & Kathy Duttweiler
	33-820-1724
	33-832-4359
	76-468-5685

	Assemblies of God (School Board)
	Vern & Jan Finck
	
	33-835-5635
	77-722-1532

	WorldVenture 

(School Board)
	Steve & Laura Newkirk
	33-820-3556
	77-632-6227
	77-156-6048

	School Board
	Alexia de Sylvio-Fall
	33-820-1724
	33-832-7586
	77-605-0632

	School Board
	Jan’et Chinn
	
	233-513-1735
	

	School Board
	Chad Reynolds
	33-827-0025
	33-867-0624
	77-152-7512


The DA School Board and EC will provide as much information and decision-making capacity as possible/necessary depending upon the immediacy of the threat.
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Curriculum Director





Academic Counselor





Director





Financial Manager





DA Executive Com.





DA School Board
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Maintenance Director





Recommendations of Embassy personnel (Consulates) and local missions will be used to provide valuable information regarding “threat levels” and pertinent instructions.
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