
1 

Family Reunification 

Emergency procedures for 

reuniting families & students 

• Objectives: 
– Participants will understand why there is 

a need for policies and procedures for 

student release in an emergency 

– Participants will be able to identify 
locations for check-in and reunion areas 

at their school site 

– Participants will be able to identify 
supplies and forms necessary to 

successfully reunite parent/guardians 
with students 

 

Moral and Legal Responsibilities 
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Incident 
Commander 

Operations 

First Aid 

Search & 
Rescue  

Student Care 

Security & 
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Student 
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Safety 

50% of staff are on the 
student care team 

 
50% of staff are assigned 
other job responsibilities  
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How would this impact…. 

• Staff? 

• Students? 

• Family members? 

• The reputation of the school? 

If we could turn back time……..how could 
this scenario be prevented? 

Planning & Preparing  

Know your family/student population 

How many students live within walking 

distance to the school? 

How many families have an adult at home 

during the day? 

How fast will they arrive? 

This might be a good resource for 

volunteers, provided you identify and 

train them before the event. 

Planning and Preparing 

Identify staff who will be on the family 
reunification team 

Identify a group of students or adults to 

train as runners for the reunion process 

Identify the location of the check-in area 

and the reunion area 

Train ALL staff in the reunion 

procedures! 
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Planning & Preparing 

At the beginning of school, collect the 
information you need to be successful 
Who is authorized to pick up the kids? 

Over night medication 

Out of area contact 

At the beginning of school, 
Organize the Disaster Release forms in a way that 

best suits your school 

Print lots of copies of the “processing form” 

Organize the supplies needed for the process to 
be successful 

 
 

 

Parents/Guardians and Students 

Teach Parents/Guardians the policies and 
procedures for releasing students. 

Help parents/guardians understand what to 
expect on the day of the emergency 

Have copies of the policies and procedures    
pre-printed to give to parent/guardians while 
waiting to reunite with their child.  

Reinforce this in several ways throughout the 
year  

 Create a plan for 

team members to 

practice the 

procedures. 

 Start with little or no 

stress and work 

toward involving the 

team in an all school 
drill.   

 Example:   

1.  Talk through the procedures 

2.  Use teddy bears as students 

to practice releasing students 

from classrooms 

3.  Invite a small group of 

parents/guardians to assist 

with a practice drill at the end 

of a school day 

4. Practice procedures as part 
of an all school drill. 
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 Life safety first 

 Account for all students and staff 

 Transition to teams 

 Start reunification process ASAP! 

Disaster Release Form 
 Completed by 

parent/guardian at 
the beginning of 
school 

 Collects information 
from the on who is 
authorized to pick 
up the child and  
before/after school 
medical information 

Student Runner Form 
 Used during the 

emergency release 
of students 

 Documents the 
reunion process 
from start to finish 
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◦Section by Section 

Disaster Release Form 
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◦The Runner Form 

is used to 

document the 

reunion process 

Student Release/Runner Form 

Check-In Here 
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Parent/guardians report to “Check-In” area 

Parent/guardians complete the top part of the 
runner form, requests student to be released 
and shows Identification 

Staff check Disaster Release Form, 
highlights/circles the name of the person 
authorized and completes the “Proof of ID 
section” of the Student Release/Runner form 

Staff stamps the hand of the parent/guardian to 
signify the person is authorized to the release 
gate 
 

Reunion 

Student Care 

Check In 

Reunion Process Continued:   

•Runner takes the form to Student 

Care 

•Parent/Guardian is directed to the 

reunion gate and reminded to keep 

ID out 
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At Student Supervision Area: 

Student 
Supervision 

Team Member 
completes 

section 2 and 
initials the 

appropriate box. 

Student and 
Runner go 

to the 
reunion area 

If student is absent, 
in first aid or 

missing/unknown 
status, runner 

delivers the form to 
the command post. 

Reunion 

Student 

Supervision 

Check In 

Reunion Process Continued:   
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• Reunion area staff check I.D. again and checks 
for hand stamp 

• Requester signs the bottom of the form and 
gives destination, date and time. 

• Child released to parent/guardian 

• Runner takes the completed form back to the 
check in area where staff make sure the 
completed runner form and the emergency 
release information form are attached and files 
the forms back in the alphabetized forms box.   

Student 

Supervision 

Check In 

Reunion 
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 Now that you know the process, what 
supplies do you need to make it work? 

 

 

Summary 

• Family/student reunion is a vital component of the 

school disaster plan. 

• Family, students and staff need to be informed of 

the procedures prior to the disaster 

• The Family/student reunion team needs several 

opportunities to practice the procedures prior to a 

real event. 

 

Words of wisdom:   

You could have an outstanding response plan,  

saving hundreds of lives.  

 

However, if your family/student reunion process  

does not function smoothly and with confidence,  

the perception for the families, media and others  

will be that there is chaos on the campus. 


