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Background

The mission of the SC Department of Education is to provide leadership and support so that all

public education students graduate prepared for success.

1.

Support the social-emotional learning, health, and safety needs of South Carolina’s students
through a whole-child approach.

Strengthen standards, curriculum, instruction, and assessment alignment within South
Carolina schools and districts.

Enhance infrastructures, resources, data, and technology of the State’s public educational
systems.

Address the equity needs of districts and schools through differentiated supports and school
transformation.

Promote educator and school leader development.

Within each of these priorities, the SCDE will focus on:

* High-quality customer service through the use of evidenced-based practices in professional

learning and technical assistance;

Improving literacy at all levels, with particular focus on early grades through core
instruction;

Strengthening collaborations with partners, stakeholders and constituents; and
Data-driven decision-making with respect to policies, procedures, and a strong system of

supports to school districts.



* Supports core priority number one in K-5 through:
— Public
— Charter
— Private
— Parochial
~ Residential Child Care
* Programs supported:
— School Breakfast Program
— National School Lunch Program
— After School Snack Program
— Fresh Fruit and Vegetable Program
— Special Milk Program

— Farm to School

South Carolina Department of Education, Office of Health and Nutrition (SCDE OHN) services
the nutritional needs of K-12 students. SCDE OHN operate under policies and regulations that
are mandated by the United States Department of Agriculture (USDA). In South Carolina (SC),
there are 56 small SFAs that include charter schools, residential child care institutions and

private parochial schools and 79 school districts.

Problern Statement

During COVID 19, SCDE OHN had numerous calls from School Food Authorities (SFAs) as

their first line of defense when they encountered issues such as worker shortage and food



shortage as opposed to implementing their disaster planning. During the course of SCDE OHN'’s
conversations with them, SCDE OHN realized the SFAs need disaster plans that they are

comfortable with implementing.

March 16, 2020, the way that school food service operate took an unprecedented turn, Qur nation
was struck with the effects of the novel coronavirus “COVID 19” and all K-12 programs in
South Carolina came to an immediate halt inside the school buildings. SCDE OHN have
navigated tornadoes and hurricanes in the past and had been able to provide emergency feeding
in schools and other locations by aiding the Red Cross and other community organizations.
Those natural disasters lasted less than a week and then schools and communities returned to
normal operation. Additionally, when hurricanes or other natural disasters have occurred in the
past, they only affected a small percentage of the State and other school districts had been able to
step up and fill in the gap to provide the nutritional meals needed by their affected districts.
During COVID 19, that was not the case, nor was it an option. The need to provide K-12
students with nutritious meals outside of the classroom setting affected the entire state of South
Carolina and it lingered for weeks that led to months and is currently approaching over a year.
With more than 20% of South Carolina’s children being food insecure, it was paramount that
SFAs step up to the challenge of continuing to provide students with consistent nutritious meals.
Initially, (SFAs) did not know how to operate outside of the confines of the cafeteria. Suddenly,
thousands of food service workers saw themselves on the frontline of this pandemic and they

proudly stepped up to provide for the children of South Carolina.



USDA was extremely helpful in those efforts by providing waivers for normal program
operations so that SCDE OHN and the SFAs could navigate this unknown path in a way that
maintained program integrity while providing access. SCDE OHN were able to waive normal
requirements because all of a sudden, nothing was normal. They eliminated red tape so that
meals that were usually required to only be served on site at schools could be sent home, picked

up or delivered to the tables of students across the state.

One of the immediate things that became apparent during this crisis was the need to implement a
proven emergency disaster plan for all SFAs. In the past, this was handled differently by each
SFA and this disaster proved no different. Almost immediately the phones in our office began
ringing. SFAs wanted to know what to do and how to handle the various scenarios coming their
way. Granted, this was unprecedented, but when they were guided to follow the basics set out in
their written emergency management plan, it was discovered that many of them did not have one

or the information contained in them was limited.

It was also discovered that many of the SFAs ability to successfully execute their plan relied on
many factors. For those that had plans, those factors included relying heavily on their district’s
written plan. Few of the SFAs had a written plan that they were able to follow that gave them a
general direction that they could adjust along the way. The tactics used varied by each SFA and
many tumned to the state agency for guidance and it was apparent that some type of standard
operating procedure for emergencies needed to be developed for SFAs that desperately needed
them. The goal of this project is to begin the process of reviewing, assisting with revising and

begin developing a model standard operating procedure guidelines for SFAs to use during any



time of disaster. I wanted to determine how many of our SFAs needed a plan and what basic

information is required to make an emergency disaster plan executable when the need arises.

Data Collection

As a part of my research, I sent out surveys to all SFAs asking if they had a written emergency
management plan and if they did, I asked them to submit the plan to me for review. The survey
also inquired about what their plan entailed and what they think their plans needed in order for
their emergency response to be smoother in the future. [ wanted to analyze how food service
flowed and gather some best practices that could be shared with other SFAs that needed to
develop a plan. Initially, I only received about 35 responses to the survey. I re-sent it, and that

resulted in a total of 75 responses from SFAs of various sizes.

I also collaborated with other states in our region to determine if they had state-led processes or
procedures for emergency management. I discovered that very few of them have a plan that they
offer to SFAs. One of the resources I discovered that some of them rely on is the Emergency
Readiness Plan: A Guide for the School Foodservice Operation developed by the National Food
Service Management Institute through a Cooperative Agreement with United States Department
of Agriculture, Food and Nutrition Service. Once I received a copy of it and reviewed it, 1

discovered that it was indeed a comprehensive guide.

SCDE OHN received a 55% response rate to the survey which is about the average return that
our department sees when asking for voluntary information. The majority of the non-responders

were the small SFAs that service less than 300 students. They may not have responded because



they rely more closely on their local school district’s emergency management plan than having
one of their own. Most of the small SFAs also do not operate during an emergency and we have

had some to not operate food service during Covid 19, even though it is a prolonged emergency.

Data Analysis

The survey data was analyzed to determine if SFAs had emergency management plans, how
developed their plans were, if there were some best practices that could be shared statewide and
what is the best approach moving forward to enhance and improve plans that exist and
developing plans for those that don’t have one. The key findings from the analyzed data showed
that most SFAs operate under their district’s emergency management plan and those plans
include following DHEC and CDC guidelines and recommendations. The director or someone in
food service is listed as a contact person with basic instructions on what the district requires of
food service during an emergency. Those plans however did not include detailed processes for
the food service department once they were contacted. The food service department of each SFA
should have processes and procedures pertaining to inventory control, list of on-call staff, menus,
and other pertinent issues associated with closing and reopening their kitchen during an
emergency. If the Red Cross or another community organization came in to run the food service
operation during an emergency, the SFA should have processes and procedures for turning over
the facilities and how they will account for inventory obtained with USDA funds. Some SFAs
developed an emergency response plan while they were dealing with the effects of Covid 19 on

their food service operation.



During emergencies, many SFAs contact the state agency with questions about how to handle the
requests that are made of them. A review of their response as indicated by the below charts
uncovered that 59% of responsive SFAs do not have any type of emergency management plan.
16% of respondents that did have a plan, did not follow their written procedures during Covid

19. 14% of respondents that do not have a plan, do not intend to develop one.
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SCDE OHN discovered that the SFAs found the USDA guidelines, waivers and the conference
calls that were set up by our office were all helpful in assisting them during this unprecedented
pandemic. The USDA issued waivers that allowed for easy access to nutritious meals by students
without them having to be at school. The waivers also allowed other barriers to be removed
concerning the operation of the food service program and that made a significant difference for
the SFAs. Our office offered many conference calls to keep the SFAs up to date on the waivers,
the processes of applying for the waivers and to keep them up to date with all of the fluid

changes that were occurring.



The majority of the SFAs stated that SCDE, OHN could be helpful to them by developing or
suggesting some type of standard operating procedure (SOP) guide to follow. They understand
that each plan may be as unique as each SFA, but if they had a foundation to build on that could
assist them it would greatly improve their readiness for future emergencies. The SOP should
have state emergency standards that detail minimum recommended guidance for emergencies
that frequently occur as well as those that are rare. Samples of what other SFAs are doing so they
can determine how various type of food service operators handle food service delivery to
students that are not coming to the schools such as non-congregant feeding, drive up services,
school bus delivery, and grab and go options when schools are not able to operate should be
included. They would also like to have sample menus that could easily be adapted during an

emergency.

Few of the SFAs mentioned their county operations plan. Each county has an emergency
management plan and team in place and that plan includes which schools in the county are
designated as shelters during an emergency. There appears to be little to no collaboration
between the SFA and the county operations. Minimum, the SEA need to know who their contact
person is and what the county would require of them during an emergency because USDA foods

may be requested to serve those that have to depend on shelters.

In reviewing the Emergency Readiness Plan developed by the National Food Service
Management Institute, I determined that it is a comprehensive plan that can be modified to meet

each SFA’s need. The plan includes contact forms for all levels, delegation of tasks forms,



emergency inventory list, sample menus and other items critical to the successful operation of a
school food service department during an emergency. At least one other state in our region that |
contacted utilizes this document for their SFAs. The information is easy to understand and the

forms can be updated as needed.

Implementation

South Carolina Department of Education, Office of Health and Nutrition will recommend to all
SFAs that they use the Emergency Readiness Plan: A Guide for the School Foodservice
Operation plan (National Food Service Management Institute (2003). Emergency readiness plan:
guide for the school foodservice operation.) as a guide to develop or reinforce their current
written procedures. They can actually use the plan as is, if they determine that it does not need
adjusting for them. South Carolina Department of Education, Office of Health and Nutrition will
use the plan as the state standard. We will refer SFAs to the plan as guidance and as our standard
operating procedure. SCDE OHN will encourage collaboration among the similar types of SFAs
(small, medium, large, charter and private/parochial) so they can glean best practices from each
other. To assist SFAs adjust and implement the Emergency Readiness Plan, we will offer
training sessions to SFAs so they can better understand the required information and receive
assistance if they need it. SCDE OHN will offer training sessions during our annual School
Institute Food Service Training (SIFT) that is held during the summer months. SCDE OHN will
also offer training sessions during our annual School Nutrition Association of South Carolina
Annual Conference that takes place in October each year. At these training sessions, we will take
an in-depth look at the requirements for a successful emergency management plan. The training

sessions will also provide opportunities for SFAs to discuss what works for them and what they
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had to tweak along the way. The goal; in addition to ensuring that they have a written emergency
management plan, is to make sure that they are comfortable with every aspect of their plan and
that they are empowered to implement it when the need arises. In addition to the training offered,
our office will send each SFA a copy of the Emergency Readiness Plan and forms so they can
make copies and distribute to each of their sites if they currently don’t have an emergency
management plan.

SCDE OHN will also encourage SFAs to collaborate with their county management team so they
¢an become familiar with the county’s plan because few of respondents to the survey mentioned
their county plan and that plan directly impacts them. They need to get to know who their contact
person is and have some type of standard meeting to ensure that their processes and procedures
are in line with what is expected of them during an emergency. This is an effort to make sure the
process of dealing with nutritional needs during a disaster or emergency are met as quickly as
possible with the least amount of stress. We will also add the Emergency Readiness Plan and
forms to our new directors training that we conduct annually so that having an emergency
management plan specific to school food service will become a natural part of implementing the
food service program for new directors. Hopefully, this will also encourage collaboration with
the district and county so that the schoo! food service can continue providing needed nutrition

during times of distress.

Evaluation Method
Once SCDE OHN has completed the two training sessions to ensure that all SFAs had an
opportunity to attend at least one of the sessions, SCDE OHN will evaluate the SFAs emergency

management plan process to determine how it can be improved. SCDE OHN will be able to
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determine how many SFAs adopt the Emergency Readiness Plan and how they have
implemented it. Our education associates will review the plans at least once to ensure that SFAs
are prepared in case their plan needs to be activated. In addition, when we have our next
emergency, the SFAs that are affected by the emergency will be asked to complete a survey to

determine the effectiveness of their written plans,

Summary

In summary, this project has made SCDE OHN more aware of the importance of SFAs having a
viable emergency management plan in place. SFAs are looking to SCDE, OHN for guidance on

development and improvement of their plan.
In the future, SCDE OHN will work with SFAs on maintaining and testing their emergency
management plans to ensure smooth operation during their next emergency when they are called

into action.

Recommendations

SCDE OHN recommends the following for SFAs

¢ Review and update their current Emergency Management Plan as a result of lessons

learned during Covid 19

¢ Develop and maintain a relationship with their county disaster management team and

their district management team.

o Collaborate with the same type SFA to share best practices.

12



¢ Adopt the Emergency Readiness Plan and Emergency Readiness Forms as standard
guidance for developing an Emergency Management Plan if they currently do not have a

plan.

Closing Statement

Disasters and emergencies are an unfortunate reality that must be dealt with. With proper
planning, SFAs can ensure a less stressful transition from normal food service operation to
emergency food service operation so the nutritional needs of the children in South Carolina can

continue to be met.
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Introduction

any unforeseen situations can occur

in a school foodservice operation that

could compromise food safety and the

ability to function in a typical fash-
ion. Natural disasters can last for less than 24
hours or may impose hardship to a community
for days. Other disruptions may only impose
hardships to the foodservice operation and not
the entire community. Whether the impact from a
disruption is one hour or one month, food safety
is a priority.

Possible disruptions

When a disruption occurs in the foodservice op-

eration, an emergency readiness plan can ensure

the health and safety of customers and employ-

ees, It is impossible to identify all the disruptions

that may hinder a foodservice operation. A

foodservice emergency readiness plan prepares

employees for different types of disruptions.

Some possible disruptions are:

Blizzards

Droughts

Earthquakes

Floods

Ice storms

Hurricanes

Tornados

Wildfires

Rolling blackouts

Gas or electrical outages

Kitchen fire

Refrigerator and freezer breakdown

Interruption of telephone or computer

services

Water line break

» Weekly food or supply delivery
interruption

USDA
|
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Other challenges include the lockdown of a facil-
ity, labor disputes, a bomb threat, or the uninten-
tional or intentional contamination of food. In
these situations, follow the direction of the over-
riding legal authority and school district officials.

Be prepared

Foodservice professionals can contribute valu-
able expertise in quantity food preparation, food
safety, and equipment usage during a school or
community emergency. During a one- or two-
hour disruption of electricity, gas, or water,
foodservice staff may need to consider changing
the menus, modifying the way food is prepared,
and alternative measures for hot and cold storage.
These same considerations are true for a disrup-
tion of a larger scale. In the event of any emer-
gency, foodservice personnel should follow the
advice of State and local officials.

When an emergency occurs, assess the magnitude
of the disruption and modify the emergency
readiness plan accordingly.

Remember, telephones, cell phones, e-mail, and
computers may not operate in the event of an
emergency. Consider alternate communication
measures such as message carriers, drivers, or
radio communication such as a walkie-talkie
system.

INTRQDUCrlOl\:I m



Purpose

An effective emergency readiness plan meets spe-
cific needs of the foodservice operation and takes
time and thought. Prior preparation, employee
training, and practicing activities will minimize
the surprise element. A successful emergency
readiness plan ensures the safe production, ser-
vice, and storage of food.

Many school districts have a disaster plan de-
signed to accommodate the needs of the district.
The school district’s disaster plan may not pro-
vide information to assist specific foodservice op-
erational disruptions like equipment failures or a
freezer breakdown.

An emergency readiness plan developed specifi-
cally for the school foodservice operation will
contain many quick answers to problems that
may arise in an emergency. The plan should be
consistent with the school district’s policies and
procedures. A policy approved by the school
board supporting the foodservice emergency

readiness plan may be part of the district’s overall
emergency readiness policy. Ideally, the district
policy should identify the foodservice director as
the authority to maintain control of the
foodservice operation. Directors and managers
can use this resource to develop an emergency
readiness plan to meet the needs of their
foodservice operation. This plan may also
include or be part of a foodservice biosecurity
plan.

Emergency Readiness Plan: Forms for the

School Foodservice Operation

Emergency Readiness Plan: Forms for the School
Foodservice Operation includes several prototype
forms to assist foodservice professionals when
writing an emergency readiness plan. The CD-
ROM includes the electronic version of these
model forms. When writing the emergency readi-
ness plan, modify the model forms accordingly to
meet the specific needs of the foodservice opera-
tion.

m [EMERGENCY READINESS PLAN: GUIDE aND FORMS FOR THE SchooL FOODSERVICE OPERATION
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Six Steps to Success

n effective emergency readiness plan A well-conceived plan will help reduce confu-
provides a foundation for what actions sion and ensure the health and safety of custom-
to take in the event of a disruption. ers and employees. The six steps of a successful

When developing the plan, take one step  emergency readiness plan include:
at a time.

Determine who will do what in the event of an
emergency and develop a contact directory.

R 'I' W ﬂ Identify disruptions that may hinder a foodservice
S operation and determine alternate procedures.

Develop the foodservice emergency readiness plan.

Teach components of the emergency readiness
plan to foodservice staff.

SSSFOUR
excr 3 e

Practice emergency readiness drills.

MX_ Evaluate the emergency readiness plan’s
effectiveness and update as needed.

% m Six STEPS TO SUCCESS:| n
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Chain of command

To reduce possible confusion, determine the
chain of command early in the development
stage. This will provide unified procedures
and less uncertainty during the emergency.
Identify individuals who have the authority to
activate the plan.

Provide a copy of the chain of command to
school administrators and school foodservice
personnel. Post the chain of command in a
common location at each foodservice opera-
tion.

Contact directory

The emergency readiness plan should identify
the names and contact information of the in-
dividuals who are responsible for the various
aspects of the foodservice. This will provide a
coordinated, cohesive approach to manage the
emergency. These individuals are the Emer-
gency Response Team coordinators. Select co-
ordinators, who are knowledgeable, can work
well with others, and can handle complex
situations with ease.

Develop a directory of names and contact in-
formation of team coordinators and other sup-
port individuals such as principals, health
officials, State agency staff, foodservice man-
agers, and vendors. Update the directory peri-
odically. Include a calling system to ensure a
method for contacting everyone.

Foodservice director’s responsibilities

The foodservice director may be required to
take on additional responsibilities before, dur-
ing, and after an emergency. Additional re-
sponsibilities of the foodservice director may
include:

Determine who will do what in
the event of an emergency and
 develop a contact directory.

Before...

* Determine when to implement the
foodservice emergency readiness plan.

* Designate the second in command for the
foodservice operation.

+ Develop alternate operating procedures.

¢ Plan a three-day menu and ensure foods are
available to accommodate the special needs
population.

¢ Communicate the content of the plan, con-
duct training, and schedule meetings of the
response team.

¢ Identify needs of the foodservice staff.

¢ Identify community resources.

¢ Become an active member of the local relief
organization and attend specialized train-
ing.

During...

¢ Provide timely updates of the current situa-
tion.

* Implement alternate food safety and other
standard operation procedures based on the
severity of the disruption.

* Approve the purchase of extra supplies
(such as disposable dishware, flatware,
food supplies, and bottled water) needed in
time of emergencies.

* Work with State and local authorities such
as health officials, State agencies, and the
emergency relief organization.

After...

* Schedule a post-emergency meeting to
evaluate the effectiveness of the readiness
plan.

* Submit documentation to State agency,
vendors, and/or school district administra-
tion.

¢ Write thank you letter(s} and provide cer-
tificate of appreciation to staff, volunteers,
and community organizations.

I
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O Selecting the Emergency Response Team

coordinators

Some Emergency Response Team coordina-
tors may be from outside the foodservice op-
eration. For example, the school nurse, an
administrator’s assistant, or a parent may be
an ideal candidate to assist the foodservice
operation in an emergency. Some situations
may warrant combining the responsibilities of
two or more coordinator positions. Some pos-
sible coordinators to consider are:

Meal Production Coordinator
Inventory/Records Coordinator

First Aid Coordinator

Kitchen Clean-Up Crew Coordinator
Messages Coordinator

Public Relations Coordinator

Donations Coordinator

Volunteers Coordinator

How many Emergency Response Team
coordinators are necessary?

Since a foodservice emergency readiness plan
is specific for a particular foodservice opera-
tion, the answer is whatever it takes to meet
the needs of the operation. Assess each indi-
vidual emergency and determine the needs of
the foodservice operation.

The number of Emergency Response Team co-
ordinators may vary based on the following:

¢ Size of the foodservice operation

Projected number of meals to be served
Type of disruption

Foodservice operation designation as a re-
lief shelter

Follow the standard operating procedures of
the school district before assigning a coordi-
nator with specific responsibilities. Ask team
members to also keep the directory list at
home and in a convenient location. Post the
list in a common location.

V2 A7 A7 sy Sy A Ey Ay A7 EY  AY &7 A&7 B T 4
O Responsibilities of the Emergency Response

Team coordinators

Even the best plan cannot eliminate all the
chaos associated with an unplanned event.
Once the Emergency Response Team coordi-
nators are determined, the respective coordi-
nator identifies the individuals who can assist
with specific tasks. An emergency readiness
plan is specific according to the needs of the
foodservice operation, and the coordinators’
responsibilities are determined accordingly.

The Emergency Response Team coordinators
must maintain constant communication with
the foodservice director since the director is
responsible for the foodservice operation.

Designate specific responsibilities for each of
the Emergency Response Team coordinators.
Depending on the needs of the foodservice
operation, some foodservice directors may se-
lect to include additional Emergency Re-
sponse Team coordinators or modify the
responsibilities. Other foodservice directors
select to combine different coordinators’ posi-
tions. The list below identifies some sug-
gested responsibilities of the response team
coordinators.

Meal Production Coordinator

¢ Ensure safe food preparation and service.

¢ Monitor refrigeration and freezer tempera-
tures and take corrective actions as needed.

¢ Determine menu based on inventory, power
and water supply, and available personnel.

¢ Prepare meals and snacks as determined by
the standard operating procedure.

» Feed personnel and volunteers as indicated
in agreement with the community relief or-
ganization.

¢ Determine appropriate portion sizes. Keep
in mind portion sizes for adults are larger
than portion sizes for children. Revise pro-
duction records and standardize recipes ac-
cordingly. Record meals and quantity
provided to children and adults.

[ 4 | [EMERGENCY READINESS PLAN: GUIDE AND FORMS FOR THE ScHOOL FOODSERVICE OPERATION
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¢ Complete and maintain accurate production
and food safety records.

¢ Develop food production schedule for pre-
paring meals.

¢ Designate individual(s) to maintain the
availability of beverages such as water, cof-
fee, or tea.

Inventory/Records Coordinator

* Maintain accurate inventory and documen-
tation of USDA commodity and commercial
foods.

» Keep foodservice director or designated in-
dividual informed of the quantity of food,
paper supplies, and chemicals.

¢ Maintain accurate inventory and documen-
tation of equipment.

* Report and document any loss of food, sup-
plies, and/or equipment.

First Aid Coordinator*

» Stock supplies for first aid kit.

¢ Provide appropriate first aid.

¢ Log name of individual injured, witnesses,
what caused the injury, and type of medical
assistance provided.

 Call for additional medical assistance if ap-
propriate.

» Keep foodservice director or designated in-
dividual informed of all injuries.

* Consider a licensed medical professional to serve as
the First Aid Coordinator.

Kitchen Clean-Up Crew Coordinator

* Wash and sanitize food contact surfaces.

e Schedule clean-up activities of foodservice
operation.

* Train volunteers on proper chemical use
and general work safety procedures.

¢ Coordinate removal of trash after each meal.

Messages Coordinator

¢ Log all calls and e-mails.

* Communicate messages to appropriate indi-
viduals.

Public Relations Coordinator *

» Keep foodservice director or designated in-
dividual informed when media or public
officials are on the premises.

*Follow school district’s operatienal policies when pro-
viding information to media or public officials. Identify
a specific individual to communicate with media and
public officials before an emergency occurs.

Donations Coordinator

¢ Accept donations, food, and supplies from
reputable sources only. Do not accept
home-prepared food items.

* Monitor temperatures and take corrective
actions as needed.

* Keep foodservice director or designated in-
dividual informed on the amount of dona-
tions received and their storage locations,

* Record the name of individual or organiza-
tion providing donation, phone number,
and address. Record the item(s) and quan-
tity donated.

¢ Determine available storage space for dona-
tions in conjunction with the inventory co-
ordinator.

¢ Write thank you letter(s) and provide indi-
viduals with certificate of appreciation fol-
lowing emergency.

¢ Follow foodservice operation policies.

Volunteers Coordinator

* Keep foodservice director, manager, or des-
ignated individual informed on the volun-
teer status.

* Record the name, phone number, physical
address, and emergency contact phone
number of all volunteers.

* Schedule volunteers to work as requested
by director/coordinator.

* Assign volunteers tasks according to level
of skill.

» Write thank you letter(s} and provide indi-
viduals with certificate of appreciation fol-
lowing emergency.

* Follow foodservice operation policies.
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In the event of an emergency, it may be neces-
sary to assign job duties to foodservice staff
and community volunteers. This may differ
from the regular assigned job duties of the
staff. Pre-planning who is responsible for rou-
tine tasks provides for a more efficient
foodservice operation. Individuals may be re-
quired to perform multiple tasks that differ
from the usual routine. Normal work hours
may also differ.

VoA A ey AP A7 B B L L A A7 S L s AT
0 Delegation of tasks

Remember, individuals may come from other
foodservice operations or other schools. They
may be volunteers from the community with
little or no foodservice experience. Before the
emergency, identify tasks that individuals
who are not familiar with the foodservice
operation can accomplish. Clear and precise
directions can help prevent confusion in the
event of an emergency. Include in the direc-
tions procedures for using equipment prop-
erly, mixing sanitizing solutions, and specific
procedures for managing contributions.
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| Food safety concerns

In the event of an emergency, providing safe
and healthy foods may appear to be an unreal-
istic challenge. The key to successfully man-
aging a disruption depends on having
accurate information in the emergency readi-
ness plan.

Depending on the type of emergency, some
foods and supplies in the operation may not
be safe to serve. Follow the recommendations
of the local health department and State agen-
cies for proper disposal of food and supplies.
Remember to obtain official written notifica-
tion from the State agency before discarding
any USDA commodity foods.

Standard operating procedures

Develop a standard operating procedure for
short- and long-term interruptions. Consider
including input from the response team coor-
dinators and the foodservice employees.
Remember, what worked well in one situation
may or may not work the next time, so be sure
to include a contingency plan as part of the
procedure.

Menus

Some foodservice operations have a three-day
emergency inventory and corresponding
emergency menus. Other foodservice opera-
tions select to plan menus based on current
inventory at the time of the emergency. In ei-
ther situation, providing safe and nutritious
meals are common goals for all school
foodservice professionals.

When planning emergency menus consider:

* Foods that are generally available in the
foodservice operation

* Ready-to-eat foods

USDA M
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Identify disruptions that may hinder a
foodservice operation and determine
alternate procedures.

* Portion sizes

* Number of meals that can be prepared from
the emergency inventory

» Availability of bottled water

* Availability of food and supplies from com-
munity resources

* If a variety of foods will be offered

* If a vegetarian selection will be offered

* Availability of foods to accommodate indi-
viduals with special needs

* How much labor is needed for food prepa-
ration and cleanup

* Documentation to receive adequate reim-
bursement

» Shelf stability of goods and supplies

If the foodservice operation provides addi-
tional meal service for an extended period,
the inventory/records coordinator will need
to have an accurate account of the availability
of food and supplies. Check with your State
agency for provisions regarding reimbursable
meals in the event of an emergency. Docu-
ment all contaminated or damaged foods and
supplies. Refer to Emergency Readiness Plan:
Forms for the School Foodservice Operation
for prototypes of emergency inventory and
menus.

| Accommodate the needs of the foodservice

employees

Accommodating employees’ personal needs
to the extent possible is a necessity for an in-
tegrated team approach. The most well-orga-
nized emergency readiness plan will not
guarantee success if employees will not come
in to work during an emergency or are unable
to handle the pressure. Encourage employees
to have a family emergency readiness plan.
Determine if employees can be available in
the event of a disaster.
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In the event of an emergency, many resources
may be available within the community or
from State agencies. A community or State
agency may be able to provide all or only a
portion of the food and supplies for the
foodservice operation. A detailed, updated
list containing key contacts, resources, and
other pertinent information is an important
component of the emergency readiness plan.
Include names and contact information and
update on a routine basis.

Determine what resources are available and
whether or not the resources are contributions
or purchased items. Some food vendors may
be able to supply or rent a refrigerator truck to
keep on the premises. Obtaining this informa-
tion before a disruption occurs will expedite
the process of obtaining food, supplies, and
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[0 Community and State resources

volunteers when the need arises. Consider
contacting local:

Vendors

Restaurants

Health departments

Hospitals and medical clinics

Beverage companies and distributors
Schools, colleges, and universities
Sororities and fraternities

Factories and businesses

Relief organizations

National Guard

Emergency services officials (e.g., fire, po-
lice, city emergency managers)

Contact those individuals identified in the
emergency readiness plan as community re-
sources before requesting assistance from
State agencies or national relief organizations.

n [EMERGENCY Reaniness Pran: GUIDE aND FORMS FOR THE ScHooL FoODSERVIGE OPERATION

USDA m
USDA



ordinators are determined and possible
plan is not difficult. Design a flexible emergency
pact of an actual emergency is less than antici-

nce the Emergency Response Team co-
O disruptions identified, writing the ac-

tual foodservice emergency readiness
readiness plan with a contingency or back-up
plan for different potential disruptions. If the im-
pated in the plan, the emergency readiness plan
can be scaled down accordingly.

A well-designed plan
Remember, a well-designed emergency readi-
ness plan will:
¢ Identify the chain of command and how to
contact all team members and resources.
* Indicate who will implement the emer-
gency readiness plan.

e FOUR

crucial element of successful emer-
gency management is teaching the indi-
viduals involved the components of the
plan. Discuss the plan step by step and
identify responsibilities or tasks. Ask the employ-
ees for feedback on the plan and welcome any
suggestions. Identify where the written plan will

Develop the foodservice
emergency readiness plan.

* ldentify the Emergency Response Team
coordinator(s) and specific responsibilities.

¢ Provide standard operating procedures.

* Identify individuals who will have keys to
the foodservice operation. If equipment
such as freezers and refrigerators are
locked, identify where the keys or combina-
tions to the locks are located.

* Provide written descriptions for routine
tasks.

* Identify community and State resources.

* Accommodate the needs of the employees
to the extent possible.

* Accommodate individuals who have spe-
cial needs.

¢ Include emergency menus and a three-day
inventory of food and supplies.

* Include routine updates, staff training, and
evaluation of the plan.

Teach components of the
emergency readiness plan to
foodservice staff.

be located in the foodservice operation. Provide a
written copy of the plan to the Emergency Re-
sponse Team and foodservice staff. Consider plac-
ing a copy of the plan in all district school
foodservice operations and back-up copies in the
district office.

USDA
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Practice emergency
readiness drills.

A VAR LT A S A TS A A A A A TS A L e

onducting mock emergency drills that
address several of the disruptions iden-
tified in the emergency readiness plan
can enhance employees’ response dur-
ing an actual emergency. Have coordinators prac-
tice using the assigned calling system to contact
other individuals on the team.

ness plan as an ongoing process and

consider possible improvements. Up-

date the content of the plan on a routine
basis to ensure accurate information is available.
Provide foodservice staff and volunteers with a
thank you letter and a certificate of appreciation.

Evaluating the emergency readiness plan
After an emergency, evaluate the emergency
readiness plan. To evaluate the effectiveness of
the plan consider asking the following questions:
¢ Was the Emergency Response Team avail-
able when contacted?
¢ Did the contact directory contain current
names and phone numbers?
¢ Did foodservice employees know what to
do during the emergency?
¢ What measures were taken to ensure food
safety?

hink of the foodservice emergency readi-

Under the direction of the foodservice director,
consider practicing mock drills without the assis-
tance of one or two of the Emergency Response
Team coordinators. Revise the plan accordingly.
Designate a specific day or time and pretend
phone service is unavailable.

Evaluate the emergency
readiness plan’s effectiveness
__and update as needed.

* Was the amount of food and water ad-
equate?

* Were additional food and supplies avail-
able from the community resources?

* Were volunteers helpful?

How can the preexisting plan be improved?

Emergencies come without warning. A written
emergency readiness plan ensures the safe pro-
duction, service, and storage of food. It is impos-
sible to predict the intensity of an emergency. A
well-conceived plan provides the foundation for
what actions to take in the event of a disruption.
Prior preparation, employee training, and practic-
ing activities will minimize the surprise element.
Update and evaluate the plan on a routine basis.
Write the school foodservice emergency readiness
plan today, for tomorrow may be too late.
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Serving as a Designated Relief Shelter

school foodservice operation may be-

come a designated relief shelter in the

event of a major emergency. The emer-

gency may be in the local vicinity of the
school or miles away. During a hurricane as well
as other emergencies, individuals may need to re-
locate to a safer area. The school foodservice fa-
cility may become a designated relief shelter. In
many cases, assistance from a relief organization
may not occur for 72 hours. This may add addi-
tional responsibility to the school foodservice op-
eration.

[J School district administration responsibilities
The school board or administration should
determine a pre-established school policy.
The board-approved policy should identify
the designated individual(s) who have the au-
thority to declare a disaster. To help eliminate
possible confusion, the policy should rein-
force the foodservice director as the authority
to maintain control of the foodservice opera-
tion. Allowing untrained individuals to man-
age the foodservice operation may lead to the

unaccountability of food, supplies, and equip-

ment. It may also lead to serious injury.

O School district and community relief
organization agreement
Determine, under the advisement of legal
counsel, a contractual agreement with the
emergency relief organization(s). The contrac-
tual agreement should be in place before the
foodservice operation is designated as a relief
shelter.

When developing a contractual agreement

with a relief organization, consider the fol-

lowing.

» Clarify what specific operating costs the re-
lief organization will reimburse the
foodservice operation.

* Determine the reimbursement rate provided
by the relief organization to the school dis-
trict.

* Establish documents necessary for reim-
bursement by the relief organization.

* Clarify the length of time for document re-
tention by the school district.

* Establish when the district can expect reim-
bursement for the expenses accrued during
the emergency.

* Identify available supplies, who will pay
for storage of additional supplies, and who
will unload the delivery trucks of supplies
provided by the relief organization or local
vendors.

* Determine who is responsible for repair
charges due to damaged equipment,

¢ Clarify who will pay for the additional
foodservice staff labor and at what hourly
wage. Determine who will pay work-related
injuries sustained by employees and volun-
teers. Is additional insurance required?

Questions from the community relief
organization to the school district

In the event the school foodservice is desig-
nated as a shelter, a contact person from the
community relief organization will begin to
assess the situation and determine the needs
of the community. It is important to have as
much information available as possible re-
garding the foodservice operation. Some
sample questions personnel from a relief orga-
nization may ask are found in Emergency
Readiness Plan: Forms for the School
Foodservice Operation.

The aftermath of some natural disasters may
impose added responsibilities to school
foodservice operations for weeks or months.
In many cases, relief supplies may not be pro-
vided for 72 hours and the district may need
to contact local or state resources.
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Foodservice professionals contribute exper-
tise in quantity food preparation and help en-
sure food safety measures in a disaster
situation. Consider attending meetings offered
by local relief organizations, or becoming a
volunteer for local relief organizations. Be-
coming a recognized partner with the commu-
nity relief organization will allow the
foodservice staff to better meet the needs of
the community.
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World Wide Web Resources

American Red Cross. In the news.
http://www.redcross.org/

Federal Emergency Management Agency (FEMA}. Disasters and emergencies.
http://www.fema.gov/library/dizandemer.shtm

Food and Nutrition Information Center (FNIC). Emergency preparedness.
http://www.nal.usda.gov/fnic/etext/000080.htm!

Busy Cooks. Preparing an emergency food supply short term food storage.
http://busycooks.about.com/library/pubdom/blemergfood.htm

Food and Nutrition Information Center (FNIC). Resources for food safety and storage in emergency
situations.
http://www.nal.usda.gov/fnic/emerg.htm]

United States Army General Dennis J. Reimer Training and Doctrine Digital library. Emergency
Management Plan (Emergency Mass Feeding)
http://www.adtdl.army.mil/cgibin/atdl.d1l/tc/8-502/ch19.pdf

United States Department of Homeland Security. Ready.gov.
http://www.ready.gov

Web sites were accurale on March 24, 2003.
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