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Introduction and Purpose 

Family Reunification is the means for safe, orderly and documented reunion of students and 

families when event(s) at a school or in the neighborhood require that students are physically 

returned to a parent, guardian, or designated emergency contact. Situations which may require a 

Family Reunification include, but are not limited to:  school evacuation or closing as a result of a 

hazardous materials release, major fire, natural disaster, field trip emergency, school bus 

accident, or a situation involving a credible bomb threat, weapons, violence, or active shooter-

type incident. 

The Bristol Public Schools District Reunification Plan is intended to provide guidance and 

consistency of procedures across the district, while at the same time recognizing that each 

situation is unique and may require flexibility and adjustment. Standardization of procedures aids 

in the ability of the district, schools, and community responders to reunify students, staff and 

their families following a significant school crisis or emergency. The successful planning and 

implementation will also require partnerships and collaboration with all responding agencies 

participating in an emergency response. A well-organized Family Reunification process will help 

to reduce anxiety during a potentially stressful situation and reunite students with their families 

in a structured, timely, and safe manner. 

Reunification Activation 

If a significant school crisis or emergency requires the District Reunification Plan to be 

activated, the reunification decision, location, and timing is decided by the district superintendent 

or designee, in consultation with the district crisis team, affected school principal(s), and Police 

or Fire Incident Commanders (if they are involved). Once the decision has been made regarding 

the location and timing, it must be adhered to in order to avoid further confusion and disorder. 

The Director of School Safety and Security will coordinate the process at the reunification site. 

Considerations  

 Educate families and guardians  

 Parent roles and responsibilities  

 Reunification Site – Mobilize Reunification Team: Contacting the Superintendent and 

determining the Reunification Site are among the first actions taken.  If the site is another 

school, an early release may be necessary. 

 Minimize confusion and chaos  

 Establish effective communication between the reunification site staging areas  

 Special needs students/staff 

 Ensure students do not leave on their own  

 Protect privacy of students and parents from the media and general public  

 Provide frequent communication and information updates  

 Manage and overcome technology barriers  

 Address language access barriers 

 Verify adult is authorized to take custody of a student  

 Law Enforcement: Regardless of the incident, law enforcement support will be necessary 

at both the impacted school and the reunification site for traffic control, crowd control, 

perimeter control, ID verification, site security, liaison, etc. 
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 Fire and EMS – Casualty Care: If necessary, Fire and EMS will establish Casualty 

Collection, Triage and Transport areas. 

Key Components  

Key components to the Family Reunification Plan process include:  

 Choosing a safe Location early in the crisis and deciding whether the Reunification will 

take place on or off school site.  

 Timely and consistent Communications with the district crisis team, school 

administrators and staff, students, parents, and emergency responders;  

 Designating and managing three distinct Staging Areas; A Student Assembly & 

Supervision Area; a Family Check-In Area; and a Family Waiting & Reunification Area. 

 The safe Release of students to their parent, guardian or designated emergency contact. 

 

Reunification Location 

Many circumstances surrounding the school crisis or emergency will impact decisions about the 

best location to conduct a Family Reunification. Part of the planning process includes identifying 

and designating a suitable Family Reunification location, including on-site or off-site locations. 

 

Site Selection Criteria: 

 The size of the location and number of staff required to efficiently implement a family 

reunification is dependent on the number of students. 

 The reunification site should be able to accommodate the different staging areas. 

 There should be adequate traffic control and parking for the number of parents. 

 Parking should be reasonably close to the Family Reunification site. 

 Staff should have the ability to regulate access to the location. This includes preventing 

media from entering the site and stopping students from leaving without completing the 

required procedures. 

 Adequate support for staff and students (restrooms, food, water, activities, etc.). 

 Power supply, internet access, or online access to PowerSchool information. 

On-Site Reunification:  It is rare to require a formal family reunification process at the same 

location that the emergency occurs. Depending on the situation, we may be able to stage the 

reunification at our school site. Logistically, this is the easiest solution since students are already 

there, secured, and supervised and they won't have to be transported anywhere. This option may 

be chosen if the school site is safe and doesn't interfere with a crime scene investigation or 

emergency fire/rescue operation. We can use safe indoor staging areas, outdoors, or a 

combination. Weather could be a factor. 

Off-Site Reunification:  When it is not safe to remain on school site or when parents coming to 

the school may create more of a hazard, an off-site reunification will take place. We don’t 

publicize off-site reunification locations because every situation is different and decisions about 

using off-sites locations are made based on the circumstances of each emergency. Also, 

publicizing this information could jeopardize the safety of everyone and the reunification 

process. An off-site reunification is more of a challenge since everyone will need to be relocated, 

either by foot, bus, or other transportation.  Securing students and staff while in transit requires 

extra planning and diligence, and the time it will take bus drivers to report in will have to be 
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factored in. The decision for an off-site reunification needs to be made early in a crisis before 

parents start to arrive. The district crisis team is responsible for notifying families, arranging for 

student buses/transportation, and for assistance with logistics at the off-site reunification 

location. 

Communicating with Students & Staff  

Staff and students must receive clear and specific instructions about the reunification plans using 

available methods, i.e. intercom, e-mail, text messaging, runners, and possibly even by using a 

megaphone if outside or in a large auditorium. Providing school staff with specific information will 

help them to manage students and the process more effectively. Students must be prepared for 

movement to the reunification location by explaining what is being done and why, and staff must 

keep students calm and prepared to board buses or walk to an off-site reunification location. When 

moving students to any reunification site, it is very important to keep everyone together and prevent 

students from wandering off. Students should not be released to parents while students are being 
moved to the reunification location. Remind staff of this plan. 

Communicating with Parents & Guardians 

During a reunification operation, parent/guardian notification is a priority. The district 

Superintendent’s Office will coordinate parent notifications as soon as possible using: school 

messenger/phone call system, district and school websites, social media sites, official press 

releases, etc. Notifications to parents/guardians should include a reminder to bring photo 

identification with them to the reunification site and have it out and ready to show reunification 

staff at the Family Check-in Area. The superintendent or designee must approve all notification 

messages before release. A copy of the message/statement can be faxed or emailed to 

neighboring schools and to the 911 Dispatch Center as they often receive calls from concerned 

parents and community members and this will allow everyone to communicate the same message 

or instructions. All media inquiries should be referred to the Superintendent’s Office. Family 

reunification messages can be used or modified as needed based on the crisis or emergency 

situation.  

Reunification Site Staging Areas 

Logistics & Set-up: 

District and school staff will bring the Emergency & Reunification Go Kit supplies, radios, and 

student emergency information cards to the designated Family Reunification site. All team 

members of the Family Reunification site will wear identifying safety vests/ ID credentials, and 

interpreter(s) at the reunification site should be made available near the Family Check-In 

Area. Interpreter agencies may be contacted when a decision has been made to implement 

reunification. 

 

Four distinct staging areas at the reunification site will need to be designated, identified, 

equipped, staffed, and managed to provide a safe and organized environment in which to conduct 

the reunification process:   1) Student Assembly & Supervision Area; 2) Family Check-In-Area; 

3) Family Waiting & Reunification Area and; 4) Individual Assistance & Notification Area. 

Each staging area will have a designated person in charge and a team to assist in each area. 

“Runners” will be needed to retrieve students from the Student Assembly & Supervision Area 

and bring them to the Family Waiting & Reunification Area to be reunited with their families. 
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Student Assembly & Supervision Area: 
The Student Assembly & Supervision Area must be out of view from the Family Check-In and 

Family Waiting & Reunification areas.  This is where staff will assemble and continue to account 

for, secure, supervise, and care for students until they are each reunited with family. We must 

consider meeting basic needs such as bathrooms, warmth, food, water, etc.  

Setup: 

 Area large enough to shelter students 

 Two to six tables (based on the number of students to be released) 

 Power supply, laptops, phones, and internet access  

 Radios to communicate with all staging areas. 

 Staff/Team Members to supervise students. 

 Student Attendance Roster(s) 

Student Assembly & Supervision Team Leader Will: 

 Direct all team activities. 

 Collect any injury and missing person information from Team Members. 

 Communicate with the Incident Command to identify problems, report missing or injured 

persons, and report status updates. 

Student Assembly & Supervision Team Members Will: 

 Maintain accountability and control of the students. 

 Provide reassurance to the students. 

 Obtain reports of missing students. 

 Interact with the Holding Area Team Leader. 

 Verify release information when a student is requested. 

 Assist the Release Gate Team. 

Family Check-In Area: 

Setup: 

 Signage identifying “Family Check-In”  

 Two to six tables (based on the number of students to be released) 

 Power supply, laptops, phones, and internet access  

 Student emergency release cards or access to PowerSchool online information 

 Radios to communicate with all staging areas 

 Staff/Team members to facilitate requests, maintain order, and serve as runners to 

retrieve students. 

Family Check-In Team Leader Will:  

 Direct all team activities. 

 Communicate with the Reunification site Incident Commander to identify problems and 

report status. 

 Refer all outside requests for information to the Public Information Officer 
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Family Check-In Team Members Will:  

 Greet parents, guardians, or designees, explain the process and provide reassurance. 

 Distribute Reunification Cards/Forms  

 Direct parents, guardians, or designees to designated staging areas, including the 

Individual Assistance & Notification area as appropriate  

 Request formal identification from the parents, guardians and designees 

 Verify that the requesting adult is authorized to take custody of the requested student(s) 

 If a family member does not have an ID, work with staff who may know the families to 

help identify them and get through the process 

 Maintain order 

 Dispatch runners to bring student(s) to the Family Waiting & Reunification Area 

Family Waiting & Reunification Area: 

The Family Waiting & Reunification Area is where families will wait for their children to be 

retrieved by the “Runners.” This is also where they will be reunited with their children to 

complete the reunification process. The process takes time and parents may become stressed and 

impatient. This area should be staffed with persons who can be calm, understanding, and 

professional to answer questions and reassure parents. 

Setup: 

 Signage identifying “Family Waiting & Reunification”  

 Two to six tables (based on the number of students to be released)  

 Power supply, laptops, phones, and internet access  

 Student emergency release cards or access to PowerSchool online information 

 Radios to communicate with all staging areas 

 Staff/Team members to review and approve reunification requests and forms 

 

Family Waiting & Reunification Team Leader Will: 

 Direct all team activities 

 Ensure no student is released without formal authorization. 

 Communicate with the Reunification site Incident Commander to identify problems and 

report status updates 

 Refer all outside requests for information to the Public Information Officer 

Family Waiting & Reunification Team Members Will:  

 Greet parents, guardians, or designees and provide reassurance 

 Direct parents, guardians, or designees to designated staging areas, including the 

notification area as appropriate (if requested student is missing, injured or deceased) 

 Verify that the requesting adult is authorized to take custody of the requested student(s) 

 Maintain order 

 Release student(s) to authorized parent, guardian, or designee 
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Individual Assistance & Notification Area: 

The Individual Assistance & Notification Area is where family members can be escorted to meet 

with a counselor or site administrator, who will be responsible for notifying families of difficult 

information that their child is not available for pick-up for any of the following reasons: missing, 

injured, dead, detained by police, witness, etc. Family members who do not have the appropriate 

identification will also be referred here, and school staff who may know the families can help to 

identify them and get them through the process. However, students should not be released to 

anyone who is not authorized on the student’s emergency card, even if the student claims to 

know the person.  

Setup: 

 Private area with individual rooms 

 Power supply, laptops, phones, and internet access to communicate with outside agencies 

and area hospitals. 

 Radios to communicate with all staging areas 

 Counselors and/or trained crisis or mental health professionals to provide notification and 

support to families. 

Notification Area Team Leader and Team Members Will: 

 Greet parents, guardians, or designees 

 Verify the name(s) and status of the student(s) being requested 

 Provide only parents or guardians with accurate information regarding the status of their 

student(s).   

Note: A neighbor or relative may be authorized to pick up a student, but only parents or 

guardians should be informed of health concerns, injuries or death 

 Arrange for assistance in the way of transportation, clergy, or other support 

 Assign a district employee to serve as a liaison to the family 

Reunification Incident Procedures 

Staging the Affected School for Transport: 

Step 1 

Establish Onsite Incident Command:  The first step in staging for transport is establishing 

School Incident Command at the affected school. Integrating with Unified Command should be a 

priority. 

Step 2 

Evacuation/Relocation:  School occupants should evacuate/relocate to a designated safe/secure 

assembly area. Teachers and staff must ensure students do not walk off or leave on their own and 

attendance should be taken after evacuation/relocation.  

Step 3 

Secure Assembly Area:  At the safe/secure evacuation assembly area it is preferable that 

teachers stay with their students. If some teachers are unable to be at the safe/secure evacuation 

assembly area, doubling up classes with “Partner" teachers is appropriate. 
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Step 4 

Transportation:  The affected school Incident Commander will coordinate bus transportation 

with the Director of Student transportation and First Student Transportation. When reunification 

is activated, plans should be in place for an alternate location for buses to stage/park during the 

reunification transportation process. 

Step 5 

Student and Staff Transport:  Students and staff will board buses at designated site(s) and will 

then be transported to the Reunification site. Buses having audio/video systems can be utilized 

for further accountability by having students face the camera and state their names. Upon arrival 

at the Reunification site, staff and students will be secured out-of-sight in the Student Assembly 

& Supervision Area. Teachers should take attendance one again. 

Reunification Site Process: 

Step 1 

As parents arrive at the reunification site, Greeters explain the process and distribute 

Reunification Cards/Forms, which provide a mechanism for school staff to match up students 

with the appropriate parent, guardian or designated emergency contact. Once completed, the 

greeter asks parents/guardians to have ID ready and directs them to the Family Check-In Area.  

Step 2 

Parents/guardians take completed reunification information card/form to the Family Check-In 

Area and get in line according to their child’s last name. At the check-in table, the completed 

reunification information card/form and ID is given to the checker. The checker validates 

parents/guardians ID and custody per the student emergency contact cards and/or PowerSchool 

records.  

Step 3 

Once ID and custody is verified, checkers will direct parents/guardians to proceed to the Family 

Waiting & Reunification Area which is where they will be reunited with their student(s). The 

checker will give a staff runner the completed reunification information card/form, who will then 

retrieve the student from the Student Assembly & Supervision Area.  

Step 4 

The staff runner will then escort the student(s) to the Family Waiting & Reunification Area and 

sign off on the reunification information card/form to complete the reunification process. The 

parent/guardian and student(s) are allowed to exit the reunification site. The corresponding 

completed reunification information card/form is kept and filed alphabetically at the 

reunification table. 
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EXAMPLE REUNIFICATION SITE: 

 

        Enter / Family Begins Here 

 

 

Students Begin Here   Runner 

 

 

 

          Exit 

  

 

Family Check-In Area 
& ID Verification 
Checker 

Family Waiting & 
Reunification Area 

Individual 
Assistance & 
Notification Area 

 
Student Assembly 

& Supervision Area 
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Assignments: 

The District Reunification Plan should have primary and secondary assignments of each of the 

incident command roles, and we may need to double up some of the roles due to staffing 

constraints. In the case of an off-site reunification, these roles will be replicated at the off-site 

location as the event unfolds. This will result in ICS being established at both the impacted 

school and the reunification site.  

 Operational Roles and Responsibilities: 

Role Responsibilities 

Reunification Incident 
Commander 

Defining and coordinating the objective of accountable, easy, reunification 
of students with parents. 

Public Information 
Officer 

Communicating with Parents and Press, if appropriate. Coordinating use of 
mass call or text messages. 

Social Media 
Coordinator 

Communicating with Parents and Press, if appropriate. 

Safety Officer General site observation and safety concern remedy. 

Liaison Officer Communicating with Fire, Medical or Law Enforcement 

Operations Establish and manage operational staff 

Greeters Help coordinate the Parent Lines. Tell parents about the process. Help 
verify identity of parents without ID. 

Checkers Verify ID and custody rights of parents/guardians. Direct Parents to 
Reunification Location. 

Runners Take Reunification Card/Form to Student Assembly & Supervision Area, 
retrieve students and escort to Family Waiting & Reunification Area. 

Crisis Counselors Standby unless needed 

Team Leaders  Often Teachers or Staff in charge of specific Staging Areas. 

Planning May be staffed or the Planning Staff (Scribes) reports to Incident 
Commander 

Scribe Documents event. 

Logistics May be staffed or the Logistics Staff reports to Incident Commander 

Stage Hands Initial setup of the Check In area, the signage, Student Staging Area. Stage 
Hands may be assigned to Operations as the setup is completed. 

Finance May or may not be staffed during a reunification. 
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SAMPLE REUNIFICATION GO KIT  

REUNIFICATION  
GO KIT 

        

Item Count Date Date Date Date   

Reunification Site Staging 
Area Banners/Signs 

5         

Signs (Student Last Name 
Starts With A–E, F–I, J–M, 
N–S, T–Z) 

5           

Folding Table (6 ft.) 5         

Folding Chairs 20           

Clipboards, pads of paper, 
and pens  

         

English Reunification Cards approx           

Spanish Reunification Cards approx           

Directional Signs 12         

Bull Horn 2           

Extra bull horn batteries 1         

Flashlights 4           

Extra flashlight batteries 12         

Safety vests/ID Lanyards 24           

Set of laminated alphabet 
sheets 

2         

Set of laminated grade 
sheets 

2           

Sign clips, zip ties, and duct 
tape  

           

 Whistles             

 Two-way radios             

 Reunification cards/forms             
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Ways Parents and Guardians Can Help the Situation during a School Emergency or Crisis 

 Check and update the emergency card information in the front office of your school any 

time you or one of the contacts change information. 

 If you or any of the emergency contacts are ever asked to pick up a child at the school 

during a large scale emergency or crisis, please remember to bring your identification 

card. We are unable to release children to any person who does not have proper ID. We 

are only allowed to release children to those individuals listed on the emergency card, no 

exceptions. 

 Be patient if we have to engage in an emergency reunification process between parents 

and students. We have many students that we need to keep secure. When working with 

hundreds of students and parents/guardians this takes time. We will reunify you with your 

child as soon as we can, but we also need to screen every adult to ensure they appear on 

the emergency card. 

 Ensure that you are registered to receive text messages on your cell phone through our 

school messenger-emergency notification system.  

 In any emergency, please remember that we want to keep phone lines open so our first 

responders such as fire, law enforcement and emergency medical personnel can use the 

phone lines to get life-saving resources to the scene(s). Therefore, the BEST form of 

communication between family members and friends during an emergency is texting. 

 Do not come to the school during an emergency unless you are asked to do so. You and 

your car will be blocking emergency personnel from possibly getting life-saving 

resources to your child. If your child’s school is on lockdown, you will not be able to 

pick-up your child. We will not be answering the door or allowing people on campus. 

 If an incident happens at your child’s school, please know that our staff will first handle 

the emergency, ensure life safety and then communicate with you. It is critical to take life 

saving measures before texting about it. 

 Be mindful of your social media presence. Please do not post specific information about 

your child’s school on social media websites. While a majority of people using 

internet/social media are good, law-abiding individuals, we know that some may want to 

use the information you post for harm. 

 If an incident happens at your child’ school, follow the instructions of law enforcement 

and school administrators. We train and exercise for emergencies, so we are better 

prepared to guide everyone to the most appropriate actions and facilitate a response that 

does not cause more stress for our children. 

 Be prepared at home! FEMA asks us to “Get a Kit; Have a Plan; Be Informed.” Your 

children are more likely to experience an emergency at home than at school or in the 

community. They need to know what to do and they want to be assured that you, as a 

family, are prepared. Involve them in getting prepared, and putting together an 

emergency kit. Make it a fun activity for the whole family. Talk to them about how to 

evacuate their room if there is a fire and where to drop, cover and hold-on if there is an 

earthquake. If you need suggestions on how to talk to children or activities to help them 

understand what to do during an emergency, here are resources we recommend: 

o https://www.ready.gov/kids 

o En Español at  https://www.ready.gov/es 

https://www.ready.gov/kids
https://www.ready.gov/es
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BRISTOL PUBLIC SCHOOLS - DISTRICT CRISIS MANAGEMENT TEAM 

 

NAME CELL PHONE OFFICE PHONE 

Boulanger, Greg (860) 302-1939 (860) 584-7984 

Browne, Jill  (860) 385-3714 (860) 584-7031 

Carbone, Catherine (860) 378-5144 (860) 584-7002 

Cassin, Chris (860) 329-9298 (860) 584-7041 

Damore, Kim (860) xxx-xxxx (860) 584-7007 

Dietter, Michael (860) 937-4193 (860) 584-7052 

Everett, Susan (860) 378-5284 (860) 584-7004 

Fusco, Peter (860) 302-0824 (860) 584-7097 

Galloway, Samuel (860) 620-7256 (860) 584-7022 

Moreau, Susan (860) 877-1699 (860) 584-7006 

Rosario, Javier  (860) 329-2286 (860) 584-7085 

Superintendent 

Susan K. Moreau 

Assistant Superintendent 

Catherine M. Carbone 

 

Director of Human Resources 

Samuel Galloway 

Director of Facilities               
Peter Fusco 

Director of School Safety     

Javier Rosario 

Director of Finance                   

Jill Browne 

Director of Transportation & 

Food Services                        

Greg Boulanger 

Director of Special Services 

Michael Dietter 

Executive Assistant 
Susan Everett 

Executive Assistant  
Kim Damore 

Director of Athletics  
Chris Cassin 
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Community / Emergency Contact Numbers 
 
For Any Emergency................................................................911 
American Addiction Center……………………………………888-793-3500 
American Red Cross..............................................................860-678-2700 
DCF/Child Abuse Reporting Hotline……………………….....800-842-2288 
Bristol Hospital ......................................................................860-585-3000 
Bristol Burlington Health District.............................................860-584-7682 
Bristol Police Department (Non-Emergency)……..................860-584-3011 
Bristol Fire Department (Non-Emergency)………..................860-584-7964 
Bristol Emergency Management Services…………………...860-866-7262 

Bristol Community Emergency Response Team…………...860-940-0654 

Eversource Utilities................................................................800-286-2000 
Connecticut Natural Gas - CNG Emergency.………………..866-924-5325 
MDC - Emergencies…………………………………………....860-278-7850 
Connecticut Poison Control Center…………………………..800-222-1222 
National Hotline for Missing & Exploited Children………….800-843-5678 
National Domestic Abuse Hotline…………………………….800-799-7233 
 
 
 
 

Bristol BOE - Incident Command System (ICS) Chart 
 

 
 

 

Sue Moreau 

Incident Commander 

Javier Rosario 

Operations Section 
Chief 

Peter Fusco  

Logistics Section Chief 

Sam Galloway 

Planning Section 
Chief 

Jill Browne  

Finance Section Chief 

Sue Moreau 

Public Information 
Officer 

Susan Everett 

Liaison Officer 

 

Kate Carbone 

Safety Officer 


