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FINALIZATION OF DISASTER RISK 

REDUCTION AND MANAGEMENT (DRRM) 

SCHOOL CONTINGENCY PLAN FOR 

TECHNICAL ASSISTANCE PROVISION, 

FINALIZATION AND SUBMISSION 



Contingency Planning Training Course

PAGE COVER

Contingency Plan  for

School Name and Address

Year crafted

Specific Scenario

Division Logo

School Logo



Contingency Planning Training Course

MEMORANDUM OF AGREEMENT

APPROVAL SHEET



Contingency Planning Training Course

MEMORANDUM OF AGREEMENT

RESOLUTION



Contingency Planning Training Course

MEMORANDUM OF AGREEMENT

RESOLUTION



Contingency Planning Training Course

MEMORANDUM OF AGREEMENT

TABLE OF CONTENTS



Contingency Planning Training Course

MEMORANDUM OF AGREEMENT

TABLE OF CONTENTS



Contingency Planning Training Course

Introduction
Hazard 

Analysis

Hazard        

to Plan for

Chapter I: Background

Scenario



Contingency Planning Training CoursePhoto credit: Google Images

Introduction
Hazard 

Analysis

Hazard        

to Plan for

Chapter I: Background

Scenario



Contingency Planning Training Course

Introduction
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to Plan for

Chapter I: Background

Scenario

1.History 

2.Geographic Location 

3.Topography and slope

4.Political subdivision and land area

5.Demographic trends

6.Agriculture and industry 

7.Climate 

8.Soil Characteristic and forest land

9.River System 
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Goal Objectives

Chapter II: Goal and Objectives 
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Overall goal or the 

end state that a CP 

aims to achieve
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Goal Objectives

Chapter II: Goal and Objectives 

General objectives 

to achieve the 

desired goal
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Goal Objectives

Chapter II: Goal and Objectives 

SMARTER OBJECTIVES

S – pecific : clearly stated

M – easurable : quantifiable

A – ttainable : can be achieved

R – ealistic : resembles real life

T – ime bound : with particular a period of time

E – xtending : can be continued and replicated

R – ewarding : generates fulfillment
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EOC Management Team:

Composed of personnel manning the EOC
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Incident Management Team (IMT):

Team of experts to lead ICS implementation
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Interoperability:

Harmonization of the response arrangements
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Working Group

• Overall responsible for the completion of the CP

• Initiates the conduct of follow-through activities
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Describe the following:

• Co Purpose

Composition/ 

Members

Duties and 

Responsibilities
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Members of the Working Group

MEMBERS DUTIES AND RESPONSIBILITIES

Head Overall in- charge

Facilitator Leads the discussions

Secretariat Documents and writes the plan

Cluster 
Representatives

Complete the plan of the assigned 
cluster
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MEMBERS OPR

Lead

Facilitator

Secretariat

Cluster Representative

Cluster Representative

Cluster Representative

Cluster Representative

Cluster Representative

Cluster Representative

Cluster Representative
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Other Annexes

• Maps

• Relevant reports

• Directories

• List of relevant policies and guidelines

• Others
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• A4 PAPER SIZE

• MARGIN 1.5’’ LEFT, 1’’ RIGHT,TOP,AND BOTTOM

• FONT SIZE- 11

• FONT- BOOKMAN OLD STYLE

• PDF FORMAT

• SUBMISSION DATE:

(MEMORANDA WILL BE RELEASED)

CP Draft 2 (Without  Resolution) – December 29, 2023 

Link through the District DRRM Coordinators

Final Submission (With Resolution) – January 19, 2023

Technical Specifications
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Post-Activities
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Endorse the Plan

A CP should be 

supplemented by an 

official issuance that 

the plan has been 

approved by the 

authorities
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“Living” Document

The Working Group shall 

subject the plan for 

continuous testing, 

evaluation, updating and 

improvement.
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Test, Update and Improve the 

Plan
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CP Quick Guide


