
United States Department of the Interior 
BUREAU OF INDIAN EDUCATION 

Taos Day School 
200 Rotten Tree Rd 

P.O. Box 1850 

Taos, New Mexico 87571-1850 

General Information 

Purpose 

The [Taos Day School]'s Emergency Response Pian (ERP) and Continuity of Operations 
Pian (COOP), provides policy and broad guidance for Employees and Contractors to 
ensure that mission essential functions and support activities continue in the event of a 
crisis, emergency or threat of an emergency and the recovery If and when an 
emergency affects the [Taos Day School]. 

Applicability and Scope 

The specific provisions of the Emergency Response Plan (ERP) and Continuity of 
Operations Plan (COOP) herein referred to as the "Emergency Plan", are applicable to 
all employees, contractors, and visitors at: 

[Taos Day School] 
Street Address 200 Rotten Tree Road 
Town, Taos State N.M. Zip Code 87571 

This Emergency Plan is an "All Hazards" plan, applicable to the full spectrum of 
manmade, natural, technological, and national security emergencies. Although not 
every possible contingency can be planned In advance, the Emergency Pian is Intended 
to give necessary guidance to all personnel responsible for responding to a crisis 
affecting the building. Definitions and a glossary of terms applicable to the Emergency 
Pian are contained in Appendix L. 

[Taos Day School] Emergency Response & Recovery Plan 
For Official Use Only 





United States De2artment of the Interior 
BUREAU OF INDIAN EDUCATION 

Taos Day School 
200 Rotten Tree Rd 
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Taos, New Mexico 87571-1850 

preRaredness. 

Purpose 

The purpose of this Emergency Plan is to: 

• Identify hazards to Indian Affairs (IA) operations and to safety & security of IA 
Employees, Contractors and visitors. 

• Develop plans to prevent, mitigate, control or otherwise mitigate such hazards. 

• The Emergency Plan, along with other documents with emergency response 
protocols will be disseminated to IA Employees & Contractors and posted 
appropriately throughout the building and on BIE's Safety Connect and the BIE's 
Eroorownental Management S:tstem (EMS). These documents will notcontain 
personal contact information. 

Other documents with emergency response protocols are: 

• Emergency Response Guide (ERG), provided to all Department Chiefs, 
Supervisors, and Managers 

• Quick Reference Guide (QRG), provided to all Employees & Contractors 

• Develop operations within [Taos Day School], with agencies within IA. 

• Conducting training and exercises of plan implementation, continuously revising, 
updating, and maintaining the Emergency Plan. 

• After a significant emergency response event or the implementation of the 
COOP, an After Action Report will be conducted to review the events that led to 
the implantation of the Emergency Response Plan and COOP to determine how 
to prevent/ mitigate a similar situation from occurring again and how to improve 
IA's response and recovery in a similar situation in the future. 
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Planning 

[Taos Day School] must plan and prepare to Respond and Recover from any human­
caused, technological or natural disaster, which threatens the life and safety of 
Employees, Contractors and visitors at the [Taos Day School]. 

Assumptions 

1. The disruption would occur without warning, during office hours. 

2. An employee with just minimum emergency response training will be the 
Incident Commander until relieved by an employee with more training and 
experience as Incident Commander, or by the person designated to be the 
[Taos Day School] Incident Command, or by emergency response personnel, 
such as XFD, XPD or EMS. 

3. The [Taos Day School] is inaccessible, lacks the critical infrastructure required 
to conduct normal operations, or is affected by a traumatic event. 

4. The facility may be damaged and/or water, natural gas, electricity, and 
telecommunications (telephone and internet) may be unavailable. 

5. The size and scope of emergency conditions may affect more than just the 
[Taos Day School], resulting in cascading failures of basic infrastructure and 
services locally, regionally or nationally. 
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Responsibilities 

General responsibilities for the Emergency Plan preparation are similar to those required 
by any comprehensive planning activity: 

[TAOS Day School] Principal 

The [Taos Day School] Principal will ensure that the Emergency Plan is ready; 
Employees and Contractors working at the [Taos Day School] are trained and familiar 
with all aspects of the Emergency Plan if and when it should be implemented. 

Emergency Manager/ COOP Manager 

The [Taos Day School] [Security Manager] is the Emergency Manager/ COOP 
Manager who shall be responsible for development and maintenance of the 
Emergency Plan, providing advice and guidance to the Command Staff, General 
Staff and the campus Safety Committee, as necessary. 

The Emergency Manager/ COOP Manager shall be responsible be responsible for the 
development of the Emergency Plan and that it meets all requirements. The 
Emergency Manager/ COOP Manager shall be responsible for planning and 
conducting tests of emergency equipment, training and exercises of the Emergency 
Plan on an annual basis or as deemed necessary by the [Taos Day School] Principal. 

The Emergency Manager/ COOP Manager shall ensure that: 

• Facilities and resources essential to the continuity of critical operations are 
identified, their vulnerabilities assessed, and plans developed to minimize the 
disruption of essential services and operations. 

• The capability to assess the effects of an emergency and implement appropriate 
action during an emergency are developed and maintained. 

Incident Command System 

Senior officials (School Principal, Vice Principal, Department Supervisors, etc.) are 
accountable for the incident. Along with this responsibility, by virtue of their position, 
these individuals have the authority to make policy decisions, commit resources, 
obligate funds, and obtain the resources necessary to protect the students and facilities. 

Employees and Contractors will be trained in the Incident Command System (ICS), the 
National Incident Management System (NIMS), and the National Response Plan (NRP) 
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structure to effectively implement Mission Essential Functions and Essential Support 
Activities under the Emergency Plan. 

Depending on the size and scope of the event, the senior officials may be re-organized 
into an "Executive Policy Group (EPG)" within the Incident Command or Unified 
Command System. 

The EPG also provides the following information to the Incident Commander: 

• Policy 
• Mission 
• Direction 
• Authority 

During Emergency Recovery operations, the Command Staff and General Staff, and 
personnel activated to provide continuity duties, will be redesignated as the Emergency 
Relocation Group (ERG). The ERG provides leadership and the oversight structure 
required to manage and conduct Mission Essential Functions (MEFs) and Essential 
Support Activities (ESAs) at an Alternate Site. 

The Command Staff/ERG will direct the preparation of emergency notification rosters, 
identify additional personnel for Recovery operations, identify essential equipment and 
data, and implement the Emergency Recovery Plan. 

• Provides policy guidance on priorities and objectives based on situational 
needs and the Emergency Plan. 

• Oversees resource coordination and support to the Incident Commander from 
an Operations Center. 

• The Incident Commander and Operations Section serves as the primary team 
for conducting Emergency Recovery operations. 

• In general, the Incident Commander directs [Taos Day School]'s emergency 
response. The [Taos Day School] Principal is responsible for ensuring 
members of the Command Staff can address the range of office Mission 
Essential Functions (MEFs) and Essential Support Activities (ESAs). 

• Each member of the Command Staff will designate at least two persons, by 
position, as alternates for their position on Command Staff to fulfill their 
responsibilities if they are unavailable for any reason. 

• Command Staff members should identify Subject Matter Experts (SMEs) to 
assist them to conduct MEFs. These support staff may be asked to support 
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office operations, as required, to accomplish MEFs and meet other 
unforeseen requirements. This approach is similar to the incident command 
system and ensures the appropriate skills are available to meet emergency 
requirements. 

During an emergency, personnel will be structured to follow the ICS/NIMS structure. 
The ICS model for school employees: 

1. Incident Commander 

The Incident Commander has overall responsibility for managing the incident by 
establishing objectives, planning strategies, and implementing tactics. The 
Incident Commander is the only position that is always staffed in ICS 
applications. On small incidents and events, one person, as the Incident 
Commander, may accomplish all management functions. The Incident 
Commander is responsible for all ICS management functions until he/ she 
delegates the function. 

The Incident Commander is specifically responsible for: 
a. Ensuring incident safety. 
b. Providing information to internal and external stakeholders. 
c. Establishing and maintaining liaison with other agencies participating in 

the incident. 

The [Taos Day School] employee that has the most training and experience in 
Emergency Management should be the Incident Commander and be responsible 
for ensuring that emergency procedures, i.e., evacuation, lockdown, etc., are 
implemented, ensuring that all employees, contractors, students, and visitors, in 
the building(s) in which emergency procedures are in effect, are accounted for 
until relieved by Law Enforcement or Fire Department personnel. 

Emergency Procedures are critical functions and, until delegated, is the 
responsibility of the Incident Commander. The Incident Commander may appoint 
one or more Deputies. Deputy Incident Commanders must be as qualified as the 
Incident Commander. 

2. Deputy Incident Commander 

The Incident Commander may appoint one or more Deputies. The Deputy I.C. 
may be designated to: 

a. Perform specific tasks as requested by the Incident Commander. 
b. Perform the incident command function in a relief capacity. 
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c. Represent an assisting agency that shares jurisdiction. 

The following positions may be activated to support General Staff positions: 

a. [Taos Day School] Principal 
b. Security /Maintenance 
c. Office Staff 
d. Teachers 

3. Command Staff 

The roles and functions of the Command Staff include: 

a. Public Information Officer (PIO): 
i. Advises the Incident Commander on information dissemination and 

media relations. Note that the Incident Commander approves 
information that the PIO releases. 

ii. Obtains information from and provides information to the Planning 
Section. 

iii. Obtains information from and provides information to the 
community and media. 

b. Safety Officer [e.g., Collateral Duty Safety Officer]: 
iv. Advises the Incident Commander on issues regarding incident 

safety. 
v. Works with the Operations Section to ensure safety of field 

personnel. 
vi. Ensures the safety of all incident personnel. 

c. Liaison Officer: 
i. Assists the Incident Commander by serving as a point of contact for 

representatives from other response organizations. 
ii. Provides briefings to and answer questions from supporting 

organizations. 

The following positions may be activated to support Command Staff positions: 

• [Taos Day School] Superintendent /ELO 
• Department Supervisors 
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4. General Staff 

The General Staff will provide administrative and logistical support to the IC and 
Command Staff. At least one person, by position, will be designated as an 
Alternate for each member of the General Staff. The Alternate is designated to 
fulfill responsibilities if the primary designee is unavailable for any reason. 

The roles and functions of the General Staff include: 

• Operations Section 
• Planning Section 
• Logistics Section 
• Finance/ Administration Section 

The Operations Section directs all response actions. The Planning, Logistics, and 
Finance/ Administration Sections are activated as needed to support the incident 
response as directed by the Operations Section. 

The General Staff will also: 

• Document all events and milestones. 

• Ensure that plans for employee compensation, hazardous duty pay, during a 
crisis are developed. 

• Maintain current emergency staff notification roster of General Staff two 
locations, preferably at the IA office and a duplicate at his/ her residence. 

• Keep staff informed of any changes in the Plan. 

• Require at a minimum, an annual test of the IA emergency notification roster. 
Make appropriate provisions for employees who have special needs. 

The following may be activated to support General Staff positions. 

• [Taos Day School] Supervisors 
• Program Specialists 
• [Position(s) as determined by agency] 

Most incidents usually are small, managed in a short period of time, and require 
few outside response resources. However, [Taos Day School] may become 
involved in a larger incident affecting the whole community and may be isolated. 
In such cases, a larger ICS organization may be required to manage the incident. 
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Other employees with specialized skills that are not designated in this plan as 
part of the Command Staff or General Staff may be subject to recall to duty at 
any time. 

The Command Staff, General Staff, and their Alternates, should be trained and 
certified in: 

• First Aid 
• Cardio Pulmonary Resuscitation (CPR) 
• Automated External Defibrillator (AED) 
• National Incident Management System (NIMS) 
• Incident Command System (ICS) 
• National Response Plan (NRP) 
• Emergency Response Plan (ERP) 
• Continuity of Operations Plan (COOP) 

Supervisor and Managers 

Supervisors and Managers shall be responsible for: 

.. 

• Provide training to employees & Contractors under their control on the 
Emergency Plan and their individual responsibilities, at least twice, once at a 
New Employee Orientation and then annually thereafter. 

• Maintaining 100% accountability of all employees, contractors, and visitors 
that were in their Division/Department during an emergency. 

• Ensuring that all employees & Contractors under their control are familiar 
with individual responsibilities under the Emergency Plan. 

• Ensure that building floor plans are updated as changes occur. 

• Ensure that employee names, contact telephone numbers, home address and 
alternate point-of-contact is current and employees & Contractors can be 
contacted after normal duty hours. 

• Ensure employees, contractors & visitors are participate with drills, i.e., fire 
drill, lockdown, etc. 

• Identify & designate personnel for the following positions and functions: 

1. Floor Warden 
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2. Alternate Floor Warden 

3. Disabled Persons Aid (minimum of two per disabled person) 

If an employee or contractor has a physical disability, any type of allergy and/ or 
medical condition which may hinder their evacuation and/ or emergency medical 
care, employees & contractors should notify their supervisor or as soon as possible, 
even if the condition is temporary. 

Disclosure of this information is voluntary, however, it is to the benefit of the 
employee or contractor. This information will be kept confidential in accordance 
with applicable privacy laws. 

Floor Warden 

Persons designated as Floor Wardens shall be responsible for: 

1. Be knowledgeable of emergency procedures 

2. Ensuring that emergency procedures are implemented as quickly and 
efficiently as possible. 

For example, if a fire occurs, you will ensure that all occupants of your 
Division/Department are notified and evacuated to your 
Division's/Department's designated Evacuation Point and determining if 
everyone is accounted for. 

In the event of an Active Shooter, you will ensure that all occupants of the 
Division/Department are notified, all doors are closed and locked, interior 
lights are turned off and people are not visible from view from the outside of 
the Division/Department. 

Other major duties will include the Suite doors are unlocked each morning 
and securing the Suite doors at the locked and secured at the close of 
business. 
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Disabled Person's Aide 

Persons designated as Disabled Person's Aides shall be responsible for: 

1. Be knowledgeable of emergency procedures. 

2. Ensure the safe evacuation, lockdown or shelter-in-place of persons with 
disabilities that affect their mobility in your Division/Department. 

Employees & Contractors 

All employees and contractors have a basic role and responsibilities if and when an 
emergency occurs in the workplace. Some employee positions have additional 
emergency management responsibilities that are designated above. 

The basic responsibilities of all employees and contractors are listed below: 

• Calling 911 [or 575-758-2217] to report a fire, medical emergency or life 
threatening situation. 

• Perform First Aid, CPR or other life-saving techniques- if the employee has 
been trained and is certified to do perform such measures. 

• Follow the directions provided by emergency responders, i.e., fire, police, or 
EMS. 

• Know the emergency procedures, i.e., Lockdown, Modified Lockdown, 
Evacuation, Shelter-in-Place and the locations of the Evacuation Points, 
Assembly Areas and Rally Point. 

• Maintaining 100% accountability of all visitors in their office during an 
emergency. 

• Remain calm- employees and visitors will look to you for guidance and 
reassurance. 

• Always display their DOI/ GSA issued ID card. Employees that serve on the 
Command Staff and the General Staff (including their designated alternates) 
should have the "EMERGENCY RESPONSE OFFICIAL'' identified on their ID 
Card. 
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• Enroll into [Taos Day School]'s campus-wide notification system ALERT NOW 
SYSTEM (including social media) and maintain current information. 

• Provide contact information to your Supervisor, including updated 
information. 

• Maintain communication with your Supervisor. 

• Have a Family Plan. 

• Be flexible- emergency response procedures may change with little or no 
notice to emergency events as they unfold. 

All employees are encouraged to learn how to perform First Aid, cardio Pulmonary 
Resuscitation (CPR) and how to use an Automated External Defibrillator (AED). 

Visitors 

Visitors shall be responsible for compliance with directions of employees and emergency 
responders. 

Threat Assessment Team/ Crisis Intervention Team/ 
Sexual Assault and Abuse Response Team Members 

• Core Team 
o Department Supervisor 
o Collateral Duty Safety Officer 
o BIA Office of Justice Services Representative 
o Local Tribal/ County Law Enforcement Representative 

• Supplemental Team 
o Albuquerque SANE (Sexual Assault Nurse Examiners) Collaborative 

Representative 
o Rape Crisis Center of New Mexico (RCCNM) Representative 
o Indian Affairs Solicitor's Office Representative 
o Indian Affairs Public Information Office (PIO) 
o Representatives from other [Taos Day School] Departments, Agencies and 

organizations, as needed 
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Information Technology Systems 

This section describes the assumptions underlying access to Information Technology 
(IT) support during an emergency and the steps required to access e-mail at alternate 
work sites, identifies the information systems and vital records required to perform the 
EAFs, and summarizes how those capabilities are provided at alternate work sites. 

Appendix O contains information specific to LT. about the [Taos Day School] Buildings. 
The tables include: use of telecommuting sites (if available), how e-mail will be 
provided at alternate locations, the information systems needed to support operations, 
and how they will be provided at alternate sites. 

Appendix O lists the IT systems required to perform MEFs & ESAs. The table identifies 
who is responsible for ensuring appropriate user's manuals are available at Indian 
Affairs alternate work sites. 

Accessing Email 

BIE employees and contractors may have access their e-mail from an off�campus 
location using BIE's Webmail. To access Webmail, go to: Attp:llwebmail.bie.edul. 

1. Log-in ID: "BIE\firstname.lastname" 
2. Password: user's normal password to access the BIE IT system 

All members of the Command Staff & General Staff are encouraged to utilize a secure 
e-mail service, such as DOI's Bison Connect, via Virtual Private Network (VPN). The FBI 
also provides secure e-mail with the Law Enforcement On-line (LEO) program. The NM 
Federal Executive Board (FEB) can facilitate the application for this service. 

[Taos Day School] employees and contractors are also encouraged to have and use a 
back-up e-mail service, such as AOL, Yahoo! or g-mail, available for use in the event 
Webmail is not available. 
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Vital Records 

Each Department must identify all vital records in their Files Maintenance and 
Disposition Plan. Vital records essential to the continued functioning or reconstitution 
of BIE during and after an emergency and must be available for use at the Alternate 
Locations. 

Vital Records are defined as: 

1. Emergency Operations Records 
2. Legal/ Financial Records 

Emergency Operating Records 

Emergency Operating Records include records, computer programs and databases 
(including programs to run the databases and access the records) essential to the 
continued functioning or the reconstitution of [Taos Day School] during and after a 
continuity event. Examples of these records are the Emergency Plan and Emergency 
Directives, Orders of Succession, Delegations of Authority, staffing assignments, and 
related policy or procedural records. 

These records provide a [Taos Day School]'s COOP personnel with the guidance they 
need to conduct operations during recovery operations and to resume normal 
operations at the conclusion of that event. All departments must identify and 
preposition Emergency Operating Records needed to continue mission essential 
functions and essential support activities. 

Appendix O identifies Emergency Operating Records (EOR) required to support 
emergency operations and conduct EAFs that must be performed during and 
immediately after an emergency occurs. EORs must be available at alternate sites by 
pre-positioning copies or maintained copies out the Indian Affairs primary facility. As a 
minimum, EORs include copies of the [Taos Day School]'s Emergency and Recovery 
Plan, Emergency Response Guide, IT Contingency Plan, Vital Records Plan, Employee 
Casualty Guide for Managers and Supervisors, and equipment property records. 

Legal/ Financial Records 

These include records critical to carrying out an [Taos Day School]'s essential legal and 
financial functions, and vital to the protection of the legal and financial rights of 
individuals who are directly affected by that agency's activities. 

These records include those with such value that their loss would significantly impair 
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the execution of essential agency functions, to the detriment of the legal or financial 

rights and entitlements of the agency and the affected individual(s). 

Examples of these records are accounts receivable files, contracting and acquisition 
files, official personnel records, Social Security, payroll, retirement, and insurance 
records, and property management and inventory records. 

Any Rights and Interests Records considered critical for continued performance of 
essential functions should be included in the Emergency Operating Records and 
maintained at the appropriate alternate continuity facility. 

Other vital records required to support PMEFs and MEFs will also be included in 
continuity planning and preparedness. BIE may have records that require special 
protection, such as equal employment case records and personnel records. Student 
Records regarding enrollment status, graduation, financial aid, grades and disciplinary 
actions may be considered to be a vital record. 

Each department must identify who is responsible for maintaining these records and 
ensuring that they are available at alternate sites. 

Recovery of Vital Records 

many, but not all, vital records are maintained electronically at the Interior Business 
Center (IBC) or on the Indian Affairs LAN servers. Anticipated damage to vital records 
will be caused due to fire, either from heat, smoke, or from water, either from a flood, 
broken pipes, or as a result of firefighting efforts. 

Vital records must be reviewed and should be transferred (via hard-copy and/ or 
electronic media) to each alternate location on a regular basis, regardless if the 
Alternate Site has access to Indian Affairs LAN servers or not. 

Approaches to Reconstitute Electronic Records 

[Taos Day School] is expected to develop and maintain an IT Contingency Plan that 
addresses how IT capabilities will be provided to the facility staff after an emergency 
situation occurs. 

Appendix O includes a summary of the approach for reconstituting electronic records 
in the aftermath of an emergency situation. 
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Order of Succession & Delegation of Authority 

Command Staff members have to ensure that it has a leadership and management 
structure in place during emergency situations. Succession ensures individuals are pre­
designated to assume key responsibilities in the event of the death or incapacitation of 
the incumbent, and delegation of authority whereby individuals are authorized to act on 
behalf of the primary responsible official who is be temporarily unable to fulfill their 
COOP responsibilities due to illness, injury or otherwise unable to join the Command 
Staff at the Command Center and/or Alternate Site for a short duration of time. 

This section details the Orders of Succession and Delegation of Authority used when the 
[Taos Day School] Principal or another authority declares that an emergency situation 
exists. Other administrative designations, e.g., acting designations routinely associated 
with the incumbent's departure from the office on official business or vacation, are 
superseded by the orders of succession described in Appendix M. 

Order of Succession 

Designated alternates will assume responsibility for their designated duty position under 
emergency conditions in the following circumstances. 

1. When the incumbent is available at the beginning of an emergency operations 
situation, he or she may designate an alternate to act on his or her behalf during 
absences of short duration. The incumbent will assume responsibilities upon 
return. 

2. When the incumbent is not available at the beginning of an emergency 
response/ recovery operations event and is not expected to be available, the first 
alternate will assume responsibility. The alternate continues to act in the 
emergency role until the incumbent returns or until normal operations resume, 
whichever comes first. 

3. Each succeeding alternate assumes responsibilities if neither the incumbent, nor 
preceding alternates are available. As with the first alternate, each alternate 
continues to act in the emergency role until the incumbent or first alternate 
returns, or until normal operations resumes, whichever comes first. 
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Delegation of Authority 

Alternates acting for a designated duty position shall assume the full range of 
authorities assigned to the position, except as limited or otherwise indicated in writing. 

Communications Plan 

The [Taos Day School] Principal is expected to coordinate their external affairs 
requirements with other local DOI offices that have external affairs capabilities, or with 
the BIE. The Principal is prepared to address immediately external affairs activities until 
assistance is available from other sources. 

External affairs support provided by the BIE or another DOI agency will help provide 
orderly and accurate information to employees, contractors, students, stakeholders, and 
customers in cooperation with the media. 

As soon as possible, accurate information to explain the crisis and measures being 
employed by BIA for safety, emergency response, emergency recovery, and/ or 
relocation is shared with the media and the public through the use of e-mail, [Taos Day 
School]'s notification systems, Black Board Alert, social media, media announcements 
for use by the electronic media (TV & radio) and the press. 

All Press Releases regarding Emergency Recovery Plan operations must be coordinated 
through the Indian Affairs Public Affairs Office. 

With any emergency situation, notification to & accountability of all employees, 
contractors, students & visitors is a key component to all response & recovery plans. 
Everyone must be notified of the situation, informed of any danger, be given 
information of what actions to take regarding [Taos Day School]'s Emergency Plan, and 
any further instructions regarding [Taos Day School]'s plans are to respond and/ or 
recover from the event. 

[Taos Day School] employees & contractors will provide contact information to their 
supervisor on how they can be reached at any time if a COOP event occurs at [Taos 
Day School]. Supervisors will maintain contact information on all employees under their 
direct supervision, with a master list of contact information maintained in the [Taos Day 
School] COOP Appendix R. 
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Supervisors will maintain, at a minimum, the following information of each employee 
under their direct supervision: 

► Duty contact information, such as: 
o Work location, i.e. Building and office/ classroom number, 
o Office phone number, 
o Duty cell phone number, 
o Duty pager number, 
o BIA work e-mail address 

► Non-duty contact information, such as: 
o Home address (physical addresses only- no post office box addresses) 
o Home phone number 
o Mobile phone number 
o Pager number 
o Alternate e-mail address (i.e. g-mail, MSN, Yahoo!, etc.) 
o A designated Point-of-contact (POC) outside the state of New Mexico 

(the POC will serve as an intermediary that can relay messages back &
forth between the employee & the employee's supervisor if local phone
communications are unavailable) 

o A telephone number for the POC outside of New Mexico 

Employees & contractors are highly encouraged to provide additional information that 
may be used to contact the [Taos Day School] Staff/ Faculty. Additional information 
may include: 

► Spouse/ Significant Other/ Emergency POC information: 
o Name 
o mobile phone numbers (home, mobile, pager, work) 
o E-mail address (Primary work e-mail address & an alternate e-mail

address, i.e. g-mail, MSN, Yahoo!, etc.) 
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Reporting During Catastrophic Emergencies 

During emergencies, employees must report their status to their supervisor. 

Each of the Interior Bureaus and Offices have established the following phone numbers 
for employees who are unable to report directly to their supervisor during emergencies: 

Office of the Secretary of Interior TBD 
Bureau of Indian Affairs (SWRO) (SOS) 563-3099 
Bureau of Indian Education (505)563-3690 
IA Central Office (Albuquerque) TBD 
[Taos Day School] (575)758-3652 

Employees who are unable to reach these designated emergency contact numbers 
should report their status on-line at: www.doi.gov/emergency/locator.html. 

Individuals affected by disasters or other emergencies should always attempt to contact 
their supervisor to report situation and contact information. Should the supervisor be 
unavailable, contact should be made with their bureau or office to report such 
information. 

In the event such contact cannot be made, this Employee Emergency Locator Service 
should be used to provide emergency Information. Employees will need to provide the 
fol lowing information: 

• Name 
• Last 4-digits of your Social Security Number 
• Bureau/ Office (i.e. Bureau of Indian Education) 
• Organizational Unit (i.e. [ Taos Day Schoom 
• Your supervisor's last name 
• Working e-mail address 
• Working telephone number 
• Alternate telephone number 
• Current location 
• Information on your current status 
• Any comments or additional information 
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Helping Employees & Contractors Respond and Adapt 

• Provide timely notification to the employees & contractors under their control of the 
danger to get the word out quickly. The notification may be text message, e-mailed, 
or other method. 

• Include all information that would promote safety and that would aid in the 
prevention of injury and/or death. 

• Adopt a policy of full disclosure about what is and what is not known, and deliver 
information in a non-patronizing manner. 

• Avoid speculation and never mix facts with reassurance. 

• Give a detailed accounting of what is being done to counter the threat and what is 
being done to resume normal operations. 

• Recommend specific steps that people may take to protect themselves. 

• Ensure Stakeholders & Tribal leaders are also kept informed and not left out of the 
loop. 
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Emergency Notification 

An emergency situation that would require the implementation of [Taos Day School]'s 
Continuity of Operations Plan (COOP) can occur at any time, during normal duty hours 
or after normal duty hours such as nights, weekends & holidays. Such situation can 
happen with or without warning. 

[Taos Day School] must be prepared to implement [Taos Day School]'s COOP at any 
time. The notification of an emergency situation affecting the [Taos Day School] 
campus may mean the difference between successfully implementing COOP, potentially 
saving lives as well as continuing to provide essential services & functions. 

Notification of an emergency situation that may require the implementation of [Taos 
Day School]'s COOP will be made by the [Taos day School] Principal, or designee, as 
quickly as possible. 

Notification may come from several different means, such as via telephone, facsimile, 
e-mail, media (TV and radio) or courier. Notification may also come from different 
sources, such as from higher echelons of the chain-of-command, such as the Assistant 
Secretary - Indian Affairs (AS-IA) or the Secretary of the Interior. 

All members of the [Taos Day School] Command Staff & General Staff must be able to 
be contacted at any time, in case [Taos Day School]'s COOP is activated. All Command 
Staff & General Staff members will provide a primary and alternate off-duty contact 
number where they may be contacted. A secondary alternate contact number for a 
friend or family member that lives outside the state of New Mexico that can serve as an 
intermediary to relay messages shall also be provided. 

Law Enforcement On-line (LEO) 

All Command Staff & General Staff members should be registered on the FBl's Law 
Enforcement Online (LEO) Program (https://cgate.leo.gov/ui/login.xml), through the 
New Mexico Federal Executive Board (NM FEB) and with access to the NM FEB's Special 
Interest Group (SIG), providing emergency contact information, such as home phone 
number, mobile phone number, pager/ beeper number, facsimile number, and e-mail 
address. 

All [Taos Day School] employees & contractors will provide to their supervisor contact 
information, such as home phone number, mobile phone number, pager/ beeper 
number, home address, and an out-of-state Point of Contact (POC), that would be able 
to serve as an intermediary, able to relay messages between the employee & the 
employee's/ contractor's supervisor in the event that local telephone service is 
disrupted. 
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Government Emergency Telecommunications Service 
(GETS) 

The Government Emergency Telecommunications Service (GETS) is a White House­
directed emergency phone service provided by the National Communications System 
(NCS) in the Information Analysis and Infrastructure Protection Division of the 
Department of Homeland Security. GETS supports federal, state, local, and tribal 
government, industry, and non-governmental organization (NGO) personnel in 
performing their National Security and Emergency Preparedness (NS/ EP) missions. 
GETS provides emergency access and priority processing in the local and long distance 
segments of the Public Switched Telephone Network (PSTN). It is intended to be used 
in an emergency or crisis situation when the PSTN is congested and the probability of 
completing a call over normal or other alternate telecommunication means has 
significantly decreased. 

GETS is necessary because of the increasing reliance on telecommunications. The 
economic viability and technical feasibility of such advances as nationwide fiber optic 
networks, high-speed digital switching, and intelligent features have revolutionized the 
way we communicate. This growth has been accompanied by an increased vulnerability 
to network congestion and system failures. Although backup systems are in place, 
disruptions in service can still occur. Recent events have shown that natural disasters, 
power outages, fiber cable cuts, and software problems can cripple the telephone 
services of entire regions. 

Additionally, congestion in the PSTN, such as the well-documented "Mother's Day 
phenomenon," can prevent access to circuits. However, during times of emergency, 
crisis, or war, personnel with NS/ EP missions need to know that their calls will go 
through. GETS addresses this need. Using enhancements based on existing commercial 
technology, GETS allows the NS/ EP community to communicate over existing PSTN 
paths with a high likelihood of call completion during the most severe conditions of 
high-traffic congestion and disruption. The result is a cost-effective, easy-to-use 
emergency telephone service that is accessed through a simple dialing plan and 
Personal Identification Number (PIN) card verification methodology. It is maintained in 
a constant state of readiness as a means to overcome network outages through such 
methods as enhanced routing and priority treatment. 

GETS is accessed through a universal access number using common telephone 
equipment such as a standard desk set, STU-III, facsimile, modem, or wireless phone. 
A prompt will direct the entry of your PIN and the destination telephone number. Once 
you are authenticated as a valid user, your call is identified as an NS/ EP call and 
receives special treatment. 
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The only charge is for usage when making calls using a GETS card. GETS calls are billed 
at a rate of 7¢ or 10¢ per minute (depending on carrier and other factors) for calls 
within the United States and its territories, Canada, and most of the Caribbean. 
International calls are billed at commercial rates, though international calling privileges 
are restricted to those cards so authorized by your organization's Point of Contact (POC) 
or alternate. 

Federal government organizations are exempt from billing until an annual threshold for 
GETS calls has been exceeded. However, the NCS reserves the right to bill federal users 
for GETS calls if there has been fraud, waste, or abuse using your GETS card. 

All members of the [Taos Day School] Command Staff & General Staff will be issued a 
GETS Card to be used in the event of a COOP event where telecommunications may be 
overwhelmed. This card must be returned to the DOI IA GETS Coordinator or BIA 
COOP Manager upon termination of employment with BIA. 

Each member of the [Taos Day School] Command Staff will individually provide the 
following information to the DOI IA GETS Coordinator: 

• Name & Title 
• Work & Home address 
• Home number 
• Work number 
• Cell phone number 
• Pager# 
• E-mail address (work) 
• Password 

( choose an easily memorable password for when having to communicate 
with the DOI IA GETS Card administrator) 
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Go Kits 

Go Kits (also known as Drive-away Kits or Fly-away Kits) are pre-packaged material and 
equipment necessary for [Taos Day School] to conduct COOP operations, maintain 
Mission Essential Functions and Essential Support Activities at the Alternate Location 
with-in 
12-hours of activation of [Taos Day School]'s COOP. 

At a minimum, each Go Kit should contain: 

1. Cell phone and charger and/or 
2. Hand-held 2-way radio, and charging base (optional) 
3. Government-issued ID Badge 
4. Laptop with appropriate software, and charger (optional) 
5. Electronic files needed to perform Mission Essential Functions 
6. [Taos Day School] Emergency Response and Recovery Plan (printed copy) 
7. Employee rosters (including contact information) 
8. Florescent orange vest (identifying as a Command or General Staff) 
9. Basic office supplies, i.e., pens/ pencils, note paper, stapler, paper clips, etc. 

Vital records, electronic files and other equipment must be secured to prevent 
unauthorized access. All vital records stored in Go Kits should be updated regularly. 

Additional consumable supplies, such as paper, toner, pens, etc., that may be needed 
for the duration of a COOP deployment are not required to be stored in Go Kits & may 
be pre-positioned at Alternate Site or purchased while deployed at the Alternate Site. 
All purchasing activities will continue to fall under Federal Acquisition Regulations during 
COOP events and lTE scenarios. 
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Personal Contingency Plans 

All [Taos Day School] Staff & Faculty need to develop personal contingency plans to 
ensure they have addressed personal and family situations that may impede their ability 
to respond to emergencies. The plans should include personal contacts to be made 
when the COOP is activated, transportation arrangements that might be needed or 
affected, specific equipment or supplies to be transported, and other commitments that 
may be in conflict if an employee or contractor is not able to respond. 

The FEMA & the state of New Mexico have more information about preparing personal 
contingency plans. 

For more information, go to the following websites: 

• FEMA: www.ready.gov 
• State of New Mexico: www.nmdhsem.org and whatstheplan.org 

What to Consider 

• Personal contacts to notify when the [Taos Day School] Emergency Plan is 
activated. 

• Transportation arrangements that may be affected. 

• Other routine commitments and obligations that may be in conflict if an 
employee is not able to respond in a customary time frame, e.g., picking-up 
children at day-care, elder-care and pets. 

• A personal financial plan, including will/ living will. 

• Travel time to get from home to the Alternate Site. 
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Tests, Trainings and Exercises 

To successfully implement emergency response and recovery plans, each ELO ensures 
all employees understand their COOP responsibilities. Under Continuity of Operations 
planning, many individuals assume new responsibilities as [Taos Day School]'s 
organizational structure temporarily changes and becomes more centralized. Manual 
procedures may replace automated ones and certain programs may be delayed until the 
functions return to normal operational levels. 

Tests, Training & Exercises (TTE) objectives 

A. Validate the policies and procedures of the Plan. 

B. Test equipment and processes, such as using the [Taos Day School]'s 
notification systems, social media, the Call Down Roster, and other 
methods of emergency notification. 

C. Ensure [Taos Day School] Command Staff & General Staff personnel can 
successfully deploy to alternate locations, respond to the immediate 
emergency, and reestablish EAFs until normal services are restored. 

D. Ensure that back-up data, records and systems are available to support 
EAFs during emergency conditions. 

E. Ensure [Taos Day School] employees & contractors are prepared to meet 
changing threat conditions, phase Recovery Plan operations, and 
transition to normal activities when appropriate. 

Employee Training and Plan Exercises 

Objectives 

All [Taos Day School] employees and contractors, especially the [Taos Day School] 
Command Staff and General Staff and other designated personnel should be familiar 
with the Plan. In order to cope with all aspects of a crisis environment, the Command 
Staff and General Staff must meet regularly as a group to discuss the activities and 
issues required of them to effectively handle the situation at hand. 
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A. 

a. 

Training Program 

The [Taos Day School] Safety Committee will be responsible for the development and 
implementation of the [Taos Day School] ERP training plan to prepare the Command 
Staff and General Staff responding to the Plan activation. Training will also be applied 
to their designated Alternates. The comprehensive training program will consist of the 
following: 

New hire orientation briefing for all employees and contractors on 
emergency procedures, including: 

1. Emergency Procedures, i.e., 

Evacuations, 
(1) Evacuation Points, 
(2) Assembly Points, 
(3) Rally Point 

b. Lockdowns/ Modified Lockdowns, 

c. Shelter-in-Place, 

d. Bombs/ Bomb Threats, 

e. Code Adam; 

2. How to use a Fire Extinguisher; 

3. Incident Command System (ICS); 

4. National Incident Management System (NIMS); 

5. Continuity of Operations Plan (COOP); 

B. Annual tabletop exercise for Command Staff; 

C. Quarterly drills of Emergency Procedures are conducted with the 
Command Staff and General Staff; 
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D. Certification & recertification of the [Taos Day School] Command Staff and 
General Staff on: 

1. First Aid; 

2. cardio Pulmonary Resuscitation (CPR); 

3. Automated External Defibrillator (AED); 

E. The Command Staff and General Staff will conduct at minimum, test of 
the emergency notification system, social media, for all employees each 
term. 

The results of these tests shall be provided in an annual Emergency 
Response & Recovery Plan Report to the [Taos Day School] Principal. 

F. The Command Staff and General Staff will conduct an annual exercise and 
training program for the [Taos Day School] Employees. This will include 
on-site visits to relocation sites, ensuring that the Command Staff and 
General Staff is familiar with the contents of the Plan, and are able to 
perform their essential functions during an actual emergency situation. 

G. The Command Staff and General Staff will conduct an all employee 
orientation to disperse an Emergency Response Quick Guide and to 
ensure employee's familiarity with their responsibilities and emergency 
communications will take place. Table 7 describes the training courses 
and intervals. 

Notification During Test, Training and Exercises 

During a drill or exercise using the Paging feature on the Cisco Phone System, 
always add the phrase" This is a drill"at the beginning & end of each notification (i.e., 
"This is a drill Lockdown, Lockdown, Lockdown. There is a report of shots 
being fired in the______ building. Lockdown, Lockdown, Lockdown. 
This is a drill."). 
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Table 2-1: Test, Training and Exercise Requirements 

Activitv 

Evacuation Drills 

Lockdown Drills 

COOP Table Top Exercise 

Communications Test 

Update Vital Records and 
Data at Alternate Sites 

Devolution 

"Operation 
Forward Challenge" 
(DOI Agencies) 

"Operation 
Pinnacle" 
(Government-wide) 

Resnonsible Partv 

[Taos Day School] 
Principal 

[Taos Day School] 
Principal 

[Taos Day School] ERG 

[Taos Day School] 
Emergency Manager 

[Taos Day School] 
Emergency Manager & 
ERG 

[Taos Day School] ERG 

[Taos Day School] ERG 

[Taos day School] ERG 

Number of Times ner Year 

4 times per Year 

1 time per Year 

1 time per Year 

4 times 

Quarterly 

1 time per Year 

Biennially- even numbered years 
Next drill: 2018 

Biennially- odd numbered years 
Next drill: April/ May 2017 
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Table 2-1: Test, Training and Exercise Requirements (Continued) 

Activitv 

FEMA Course: 
IS-100.SCA 
(Introduction to Incident 
Command System 
(ICS 100) for Schools) 

FEMA Course: IS-106.11 
(Workplace Violence 
Awareness Training 2011) 

FEMA Course: IS-120.A 
(An Introduction to 
Exercises) 

FEMA Course: IS-130 
(Exercise Evaluation and 
Improvement Planning) 

FEMA Course: IS-200.a 
(ICS for Single Resources 
and Initial Action 
Incidents) 

FEMA Course: IS-139 
(Exercise Design) 

FEMA Course: IS-197.SP 
(Special Needs Planning 
Considerations for Service 
and Support Providers) 

Resnnnsible Partv 

[Taos Day School] 
Command Staff, General 
Staff, 
[Taos Day School] ERG & 
Designated Staff 

All Employees 

[Taos Day School] 
Command Staff and 
General Staff & Safety 
Committee Members 

[Taos Day School] 
Command Staff & Safety 
Committee Members 

[Taos Day School] 
Command Staff & Safety 
Committee Members 

[Taos Day School] 
Command Staff & Safety 
Committee Members 

[Taos Day School] 
Command Staff and 
General Staff, Designated 
Staff & Safety Committee 
Members 

Frenuen� 

With-in 30-days of Date of Hire 
(Course length: 3 hours) 

With-in 30-days of Date of Hire 
(Course length: 1 hour) 

With-in 30-days of Date of Hire 
(Course length: 5 hours) 

With-in 30-days of Date of Hire 
{Course length: 5 hours) 

With-in 30-days of Date of Hire 
(Course length: 3 hours) 

With-in 30-days of Date of Hire 
(Course length: 3 hours) 

With-in 30-days of Date of Hire 
(Course length: 4.5 hours) 
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Table 2-1: Test, Training and Exercise Requirements (Continued) 

FEMA Course: IS-362 
(Multi-Hazard Emergency 
Planning for Schools) 

FEMA Course: IS-450 
(Emergency Preparedness 
for Federal Employees) 

FEMA Course: IS-520 
(Introduction to COOP 
Planning for Pandemic 
Influenzas) 

FEMA Course: IS-522 
(Exercising Continuity 
Plans for Pandemics) 

FEMA Course: IS-546.a 
(COOP Awareness) 

FEMA Course: IS-547 .a 
(Introduction to COOP) 

[Taos Day School] 
Command Staff and 
General Staff 

All [Taos Day School] 
Employees 

[Taos Day School] 
Command Staff and 
General Staff 

[Taos Day School] 
Command Staff and 
General Staff 

Non-Supervisory Staff & 
Faculty 

All [Taos Day School] 
Employees in a 
Supervisory position 

With-in 30-days of Date of Hire 
(Course is highly recommended, but 
not required for [X School] 
Command Staff or General Staff) 
(Course length: 3 hours) 

With-in 30-days of Date of Hire 
(Course is highly recommended for 
all employees, but is required for [X 
School] Command Staff & General 
Staff) (Course length: 1 hour) 

With-in 30-days of Date of Hire 
(Course length: 1 hour) 

With-in 30-days of Date of Hire 
(Course length: 1 day) 

With-in 30-days of Date of Hire 
(Course length: 1 hour) 

With-in 30-days of Date of Hire 
( Course length: 2 hours) 

FEMA Course: IS-548 COOP Manager With-in 30-days of Date of Hire 
(COOP Program Manager) (Course length: 4 hours) 

FEMA Course: 15-551 [Taos Day School] With-in 30-days of Date of Hire 
(Devolution Planning) Command Staff (Course length: 2 hours) 
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FEMA Course: IS-700.a [Taos Day School] With-in 30-days of Date of Hire 
(NIMS An Introduction) Command Staff and (Course length: 3 hours) 

General Staff 

Table 2-1: Test, Training and Exercise Requirements (Continued) 

FEMA Course: IS-702.a [Taos Day School] With-in 30-days of Date of Hire 
(NIMS Public Information Principal and Designated (Course length: 3 hours) 
Systems) Alternates 

FEMA Course: 15-704 
(NIMS Communications 
and Information 
Management) 

FEMA Course: IS-800.B 
(National Response 
Framework, An 
Introduction) 

FEMA Course: 15-803 
(Emergency Support 
Function (ESF) #3 -
Public Works and 
Engineering) 

FEMA Course: 15-805 
(Emergency Support 
Function (ESF) #5 -
Emergency Management) 

[Taos Day School] With-in 30-days of Date of Hire 
Command Staff and (Course length: 2 hours) 
General Staff 

[Taos Day School] 
Command Staff and 
General Staff 

With-in 30-days of Date of Hire 
(Course length: 3 hours) 

[Taos Day School] 
Command Staff and 
General Staff 

With-in 30-days of Date of Hire 
(Course length: 30 Minutes) 

[Taos Day School} With-in 30-days of Date of Hire 
Command Staff and (Course length: 30 Minutes) 
General Staff 

FEMA Course: IS-860.a [Taos Day School] With-in 30-days of Date of Hire 
(National Infrastructure Command Staff and (Course length: 2 hours) 
Protection Plan (NIPP)) General Staff 
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FEMA Course: IS-890.a 
(Introduction to the 
Interagency Security 
Committee (ISC)) 

[Taos Day School] With-in 30-days of Date of Hire 
Security & Safety (Course length: 1.25 hours) 
Committee 

Table 2-1: Test, Training and Exercise Requirements (Continued) 

FEMA Course: IS-906 
(Workplace Security 
Awareness) 

FEMA Course: IS-907 
(Active Shooter: 
What You Can Do) 

American Red Cross: 
1.eFirst Aid,e
2.eCardio Pulmonarye
Resuscitation (CPR),e
3.eAutomatic Externale
Defi�rillation (AED)e
4.eBloodborne Pathogense

DOIU/ DOI Learn: 
Securi� Awareness 

All Employees 

All Employees 

Required: 
Security Guards, and 
General Staff 

Recommended: 
All E�ployees, 
Contractors & Volunteers 

All Employees & 
Contractors 

Training (SATI 

DOIU/ DOI Learn: 
Discrimination and 
Whistleblowing in the 
WorkRlace (No Fear) 

DOIU/ DOI Learn: 
Authorities, Roles1 

and 
Resgonsibilities 

All Employees & 
Contractors 

All Employees & 
Contractors 

With-in 30-days of Date of Hire 
(Course length: 1 hour) 

With-in 30-days of Date of Hire 
(Course length: 0.75 hours) 

With-in 1 year of Date of Hire 
(Course length: 16 hours) 

With-in 30-days of Date of Hire & 
Annually thereafter 
(Course length: 3 hours) 

With-in 30-days of Date of Hire & 
Annually thereafter 
{Course length: 1 hour) 

With-in 1 year of Date of Hire 
(Course length: 2 hours) 
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DOIU/ DOI Learn: 
DOI Safe!¥ and 
Occugational Health 

All Employees & 
Contractors 

With-in 1 year of Date of Hire 
(Course length: 1 hours) 

Overview 
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Table 2-1: Test, Training and Exercise Requirements (Continued) 

DOIU/ DOI Learn: 
Executive Orientation to 
Safetv and Occu�ational 
Health 

DOIU/ DOI Learn: 
Using SMIS to File OWCP 
Claims 

DOIU/ DOI Learn: 
Federal Information 
S¥stems Security 
Awareness 

DOIU/ DOI Learn: 
Orientation to the PrivaQ'.'. 
Act 

DOIU/ DOI Learn: 
Performance Management 
5¥stem 

DOIU/ DOI Learn: 
Defensive Driving 
Fundamentals - Online 
Course 

BIE SCAN Team: 
Annual SCAN Briefing 

DOIU/ DOI Learn: 
Federal Education Rights 
and Privacy Act (FERPA) 

[Taos Day School] 
Command Staff and 
General Staff 

All Employees & 
Volunteers 

All Employees & 
Contractors 

All Employees & · 
Contractors 

All Supervisors 

All Employees 

All Staff & Faculty 

All Employees & 
Contractors 

With-in 1 year of Date of Hire 
(Course length: 0.5 hour) 

With-in 1 year of Date of Hire 
(Course length: 1 hour) 

With-in 30-days of Date of Hire 
(Course length: 1.5 hours) 

With-in 30-days of Date of Hire 
( Course length: 1. 5 hours) 

With-in 30-days of Date of Hire 
(Course length: 1 hour) 

With-in 30-days of Date of Hire 
(Course length: 4 hours) 

With-in 1 year of Date of Hire & 
annually thereafter 
(Course length: 4 hours) 

With-in 30-days of Date of Hire 
(Course length: 1 hour) 
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Plan Maintenance and Currency 

The [Taos Day School] Principal must certify the Plan annually. [Taos Day School] may 
prescribe procedures, in addition to Federal Continuity Directive-! (FCD-1) and 
Interagency Security Committee (ISC) guidance to use to conduct periodic risk 
assessments and analysis for continuity planning and budgeting. 

The COOP Manager is responsible for maintaining a copy of the Emergency Plan, (AKA 
the Emergency Response Plan (ERP), the Continuity of Operations Plan (COOP)), and 
the Quick Reference Guide (QRG) in the BIE Safety Connect SharePoint site and the 
BIE Environmental Management System (EMS). The Emergency Plan posted on the 
EMS will notcontain personal information for staff members with COOP responsibilities 
or Alternate Site POC contact information. 

Other planning considerations would be if key staff is unavailable due to travel, 
vacation, injury, etc. Cross training, Order of Succession, and Delegation of Authority 
before a disaster strikes. 

[Taos Day School]'s resiliency is directly-related to the effectiveness of its continuity 
capability. Continuity capability- the ability to perform Mission Essential Functions 
continuously- rests upon key components and pillars, which are in turn built on the 
foundation of continuity planning and program management. 

Table 2-2: Plan Maintenance and Currency 

Certification of the viability of 
the COOP and Annex 

Maintaining currency of 
Information in: 
BIE's Safety Connect and 
Environmental Management 
System (EMS) SharePoint sites 

[Taos Day School] Principal & Annually 
[Taos Day School] COOP 
Mana er 

[Taos Day School] COOP Quarterly 
Manager 
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