St. Paul’s Lutheran School
EMERGENCY
PREPAREDNESS

Crisis Response Plan
Quick Reference Guide

Remain Calm ~ Evaluate the Situation ~ Take Action
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Crisis Announcements
To Be Announced by the Principal or Other Designate
“Lock Down” OR “Shelter in Place”
“Evacuate the building”
Other Announcements (based on the crisis situation)
	Guidelines for Staff

	1. Common sense must prevail when instructions are not available. No matter what the crisis, THINK before you ACT then act swiftly to minimize your exposure to danger.
2. Keep phone lines open for communication (including cell phones).
3. Await word from the principal, pastor or other designate on current circumstances.  

4. If the media is present only the designated spokesman (Principal, Pastor or another designate) will speak with them.  
5. The principal is the school crisis response coordinator.  If unavailable a pastor, assistant principal or another designate will serve this capacity. 
6. Refer to this Crisis Response Plan for additional planning information.  



[image: image1]
^^ cut at 6.0 “ ^^

The following procedures should be followed for any dangerous animal on school property.
	Dangerous Animal Procedures

	1. Any dangerous animal (dog, cat, mouse, bat, rat, snake, spider, etc.) seen on campus should be reported immediately to the principal ext 222, 224 or school office ext 221.
2. If a dangerous animal is inside a building, try to safely isolate it in a room by closing doors behind it and keeping people away. Only qualified staff should approach or attempt to remove dangerous animals. Any direct physical contact with a dangerous animal, especially if it results in a bite or scratch, could have serious consequences. If you are unable to isolate the animal, clear the area and wait for Animal Control Services (see Reporting an Emergency) to handle the situation.
3. Report the injury to the principal. Try to remove the affected person and yourself from danger. Help the victim immobilize the bite area, and make the victim as comfortable as possible. If the injury is not severe, bandage the affected area if needed and have the victim see a doctor or the parents of the victim take the victim to a doctor.
4. In the case of severe injuries or illness caused by any animal, immediately DIAL 9, 911. Be prepared to give your name, location, and type of animal involved. 
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The following procedures should be followed for a Gun On Campus. IF A GUN IS ON CAMPUS, IMMEDIATELY CALL THE PRINCIPAL ext. 222, 224 OR SCHOOL OFFICE ext. 221 and supply any known details. 

	If a hostile person(s) is actively causing deadly harm or the imminent threat of deadly harm

FOLLOW THESE LOCKDOWN PROCEDURES:

	1. Lock and barricade yourself and students in (and the intruder out of) the room you are in at the time of the threatening activity.   Stay away from windows and lie flat on the floor.  Stay calm and quiet.  

2. DO NOT stay in the open hall and DO NOT sound the fire alarm.  A fire alarm would signal the occupants in the rooms to evacuate the building and thus place them in potential harm as they attempted to exit. 

3. If you are caught in an open area such as a hallway or multi-purpose room type area, you must decide what action to take.  Here are some action suggestions.

1) Try to HIDE, but make sure it is a well-hidden space or you may be found as the intruder moves through the building looking for victims. 

2) RUN only If you think you can safely make it out of the building.  If you decide to run, DO NOT run in a straight line.  Keep any objects you can between you and the hostile person(s) while in the building.  Once outside, don’t run in a straight line.  Use trees, vehicles or any other object to block you from view as you run. When away from the immediate area of danger, summon help any way you can and warn others.

3) If the person(s) is causing death or serious physical injury to others and you are unable to run or hide, you may choose to PLAY DEAD if other victims are around you.
4) The last option you have if caught in an open area or in a corridor, may be to FIGHT BACK.  This is dangerous, but depending on your situation, this could be your last option. 

4. If you are caught by the intruder and are not going to fight back, follow their directions and don’t look the intruder in the eyes. 

5. Once the police arrive, obey all commands. This may involve your being handcuffed or made to put your hands in the air.  This is done for safety reasons and once circumstances are evaluated by the police, they will give you further directions to follow. 
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The following procedures should be followed for any Hazardous Materials found or suspected at school.  IF ANY HAZARDOUS MATERIALS ARE FOUND OR SUSPECTED, IMMEDIATELY CALL THE PRINCIPAL ext. 222, 224 OR SCHOOL OFFICE ext. 221 and supply any known details.

The principal will call 911 to dispatch fire responders or the Hazmat Team.

An uncontrolled spill or release of any hazardous material is defined as any amount that is greater than what you are normally equipped to deal with.

	SPILL (Inside or Outside)
	AIRBORNE RELEASE (Outside)

	1. Get out of the area.  Move upwind and uphill of the spill.  Assess persons in and around the affected area for any sign of exposure.  

2. The Hazmat Team  will determine the appropriate action to seal the room or area.  

3. If a building emergency exists, activate the fire alarm.  Evacuate the building to the nearest available exit.  
4. Move to Evacuation Assembly Areas.  Take roll and follow directions of emergency responders.
5. DO NOT return to an evacuated area unless authorized by the principal.     


	1. Activate Shelter-In-Place Procedure.  

2. Close all doors to the outside and lock all windows. 

3. Turn off fume hoods, range hoods, air handlers, and all air conditioners and switch inlets to the “closed” position.  Seal any gaps around window type air conditioners. 

4. Seal off all vents, grills, or other openings to the outside to the extent possible. 

5. If affected by the substance, hold a wet cloth or handkerchief over your nose and mouth. 

6. DO NOT evacuate the building unless told to do so by the principal.
7. The principal will advise the campus or site of an “ALL CLEAR” condition when the danger has been resolved and removed from the vicinity and exiting the building is safe.
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IF AN EXPLOSION OCCURS, IMMEDIATELY DIAL 9, 911.  The following procedures should be followed for an explosion, or threat of explosion, at school such as those caused by chemicals, leaking gas, faulty boilers, falling aircraft or other.
IF AN EXPLOSION OF ANY TYPE OCCURS, IMMEDIATELY DIAL 9, 911 AND THEN THE PRINCIPAL ext. 222, 224 and supply any known details. 

	IF YOU ARE INSIDE A BUILDING

	1. Give the DROP command.  Seek cover under a desk, table or other heavy furniture to help provide protection from flying glass and debris.

2. Immediately call the principal ext. 222, 224. 

3. Be aware of possible further explosions.  Watch for falling objects.

4. Follow directions by the principal. 

5. If an evacuation is ordered, leave the building immediately.  DO NOT move seriously injured persons unless they are in obvious immediate danger (fire, building collapse, etc.).
6. Feel doors for heat from bottom to top using the back of your hand before opening.  If hot, do not open.  If NOT hot, open door slowly standing behind and to one side.  Be prepared to close quickly if fire is present.
7. If caught in smoke drop to hands and knees and crawl to exit.  Hold breath as much as possible.  Breath shallowly through nose and use dry clothing (shirt, jacket, other) as filter.  
8. Proceed to your Evacuation Assembly Area or other safe area.  Take roll.

	IF YOU ARE OUTSIDE THE BUILDING

	1. Follow DROP, COVER & HOLD command.

2. Proceed to your Evacuation Assembly Area or other safe area.  Take roll. 

3. Follow directions of emergency response personnel.
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The following procedures should be followed for a Utility Failure/Flood at school, such as those caused by gas leaks, carbon monoxide, elevator failure, plumbing/flooding, and electrical failure or other.  IF A UTILITY FAILURE/FLOOD OF ANY TYPE OCCURS, IMMEDIATELY CALL THE PRINCIPAL ext. 222, 224 and supply any known details. 

	STUDENT SAFETY

	1. If you smell gas or burning odors or a carbon monoxide alarm is sounding, EVACUATE the area immediately and proceed to your Evacuation Assembly Area. Take roll.

2. If students are in danger by rising water caused by faulty plumbing, water main break, or severe weather, immediately move the students to a dry area or higher ground and take roll.

3. Remain calm and follow directions by the principal.
4. If required, the principal will coordinate the early release of students to parents following proper release procedures.

5. Do not re-enter area/building unless you are told it is safe.

	UTILITY PROBLEMS

	Gas Leaks, Smoke
Strange Odors
	EVACUATE THE AREA (DO NOT TOUCH LIGHT SWITCHES). CALL 9, 911.

	Carbon Monoxide
Alarm
	EVACUATE THE AREA, CALL FIRE DEPARTMENT NON-EMERGENCY NUMBER (see Reporting An Emergency page). IF NO ANSWER CALL 9, 911.

	Elevator Failure
	Call for help by using the elevator intercom, telephone, alarm or personal cell phone - Describe the problem - Remain calm until help arrives

	Electrical Failure
	Follow directions by the principal

	Plumbing/Flooding
	EVACUATE THE AREA 

	FLOODING

	1. The principal will direct the immediate shut off of electrical equipment located in or around the area being flooded.

2. Follow Student Safety guidelines 1 to 5 above.
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The following procedures should be followed for a Bomb Threat at school. 

	If you receive the threatening phone call or find the threat note, follow these steps:

1. Listen carefully and get information and DO NOT interrupt the caller.

2. If possible, complete the checklist below.

3. IMMEDIATELY CALL THE PRINCIPAL ext. 222, 224 and supply any known details.


	BOMB THREAT CHECKLIST

	DO NOT Interrupt The Caller Except To Ask The Following Questions

While listening make note of the other aspects of the caller below

	When will it go off?
	

	Where is it placed?
	

	What does it look like?
	

	Sex
	Background Noises
	Characteristics of Voice?

	 FORMCHECKBOX 
  Male

 FORMCHECKBOX 
  Female

 FORMCHECKBOX 
  Don’t Know
	 FORMCHECKBOX 
  Airplanes

 FORMCHECKBOX 
  Animals

 FORMCHECKBOX 
  Boats

 FORMCHECKBOX 
  Factory Machines

 FORMCHECKBOX 
  Music

 FORMCHECKBOX 
  Office Machines

 FORMCHECKBOX 
  Quiet

 FORMCHECKBOX 
  Street Traffic

 FORMCHECKBOX 
  Trains

 FORMCHECKBOX 
  Voices

 FORMCHECKBOX 
  Other ____________

____________________

 FORMCHECKBOX 
  Is caller familiar with

      building?  
	

	Age
	
	Voice Accent?

	 FORMCHECKBOX 
  Under 21

 FORMCHECKBOX 
  21-40

 FORMCHECKBOX 
  Over 40

 FORMCHECKBOX 
  Don’t Know
	
	

	Manner
	
	Use of Certain Words or Phrases?

	 FORMCHECKBOX 
  Rational

 FORMCHECKBOX 
  Coherent


 FORMCHECKBOX 
  Incoherent

 FORMCHECKBOX 
  Angry

 FORMCHECKBOX 
  Nervous

 FORMCHECKBOX 
  Other______
	
	

	Printed Name of Person Taking Call:

Location:                                                                  Telephone Number:
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The following procedures should be followed for any Medical Emergency or First Aid at school.

IF A MEDICAL EMERGENCY EXISTS, IMMEDIATELY DIAL 9, 911.  Administer first aid.
	TREATING A STUDENT  —  LIFE THREATENING

	1. Give the 911 operator your name, school name, telephone number, room number and location of student. Describe the nature and severity of the medical emergency.

2. CALL THE PRINCIPAL ext. 222, 224 AND SCHOOL OFFICE ext. 221.
3. Stay calm and DO NOT move the student unless there is danger of further injury.

4. Ask someone to dispatch a first aid/CPR-trained employee to the student.

5. DO NOT give the student anything to eat or drink.

6. When an ambulance arrives, request information as to which hospital the student will be taken to notify the parents.

7. Give the EMS personnel the student’s emergency numbers and parent/guardian name(s).

8. If possible, assign a staff member to accompany a student to the hospital.

9. Work with staff to complete an incident form and return to the principal.

	TREATING A STUDENT  —  NOT LIFE THREATENING

	1. In case of a minor injury or illness, the teacher will administer first aid as required.

2. Work with staff to complete an incident form and return to the principal.

	TREATING A STAFF MEMBER OR OTHER  —  LIFE THREATENING

	1. Follow steps 1 through 8 above.

2. If the employee is conscious and oriented, the individual has the right to determine his/her own health care needs and the response to those needs.  Under such circumstances, staff should refrain from recommending specific health care vendors.


Automated External Defibrillator
Please note that an AED is located

in the school hallway by the elevator
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This page is primarily for training purposes, but may be consulted if time permits

The following procedures should be followed for an Intruder, Assault or Hostage situation at school.
IF A LOCKDOWN IS REQUIRED, IMMEDIATELY CALL THE PRINCIPAL ext. 222, 224 OR OFFICE ext. 221 and supply any details. Also refer to the LOCKDOWN PROCEDURE page.
	USE YOUR HEAD FIRST

	The factor which often enables the attacker to target a particular victim is OPPORTUNITY.  Through awareness and the proactive use of simple crime prevention measures, you can greatly reduce these opportunities.  Always be aware of your surroundings.  Look and listen for potential danger.  Avoid the most obviously dangerous situations, like isolated, poorly lit areas.  NEVER accept a ride from a stranger.  If you sense trouble, trust your instincts and GET AWAY from the threatening situation.

No matter where you go or what you do, have a plan as to what you would do in case you encounter trouble: “What would I do if…?”  Considering precautions before they’re needed can help eliminate panic and confusion during a crisis situation.

	IF THREATENED OR ASSAULTED BY AN ARMED OR UN-ARMED PERSON ON CAMPUS

	1. Immediately scream “Help Me” and resist restraint by your attacker – Your voice is one of your best weapons and may attract attention and fighting back may cause the attacker to give up and flee.  If possible, never agree to be a willing victim. 

2. If being physically attacked and/or being held against your will, use your best judgment to talk your way out of the situation or fight back when you have the most physical advantage for your release.  Save your energy for your best attack.  Be smart and hit your attacker in vulnerable points such as: under nose, under chin, windpipe, solar plexus, groin, knee, and instep to name a few.  Again, save your physical power and high energy for a smart fight with your attacker for your release.  Never give up.  If you decide to fight and try to get out of your attacker’s physical control, when you succeed, run fast and hard for help.

3. Upon your physical release run for your life, while screaming for help.  DIAL 9, 911 or the principal ext. 222, 224 for help.  The principal may initiate LOCKDOWN PROCEDURES.

	HOSTAGE SITUATION
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Immediately scream “Help Me” and resist restraint by your attacker – Your voice is one of your best weapons and may attract attention and fighting back may cause the attacker to give up and flee.  If possible, never agree to be a willing victim.

If you or a student or both have been placed under the control of your attacker and have become a hostage, STAY CALM at all times and cooperate completely with the hostage taker.  Let officials handle all negotiations.
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The following procedures will be followed for a Campus Lockdown.  This procedure is implemented to ensure the safety of students and staff from intruders or incidents in the community.

IF A LOCKDOWN IS REQUIRED, IMMEDIATELY CALL THE PRINCIPAL ext. 222, 224 OR OFFICE ext. 221. Supply any known details.
	DURING A LOCKDOWN IF YOU ARE OUTSIDE A BUILDING

	Quickly move students or personnel to the closest safe building or classroom and continue to follow lockdown procedures outlined below.

	DURING A LOCKDOWN IF YOU ARE INSIDE A BUILDING

	1. Lock doors.

2. Keep students and personnel away from windows and doors.

3. Maintain a calm environment.

4. If gunshots or explosions are heard, get everyone on the floor.

5. Contact the principal only if you have an additional emergency situation.  Use the telephone.
6. Remain in classrooms and containment (Safe Room) areas until notified.

7. No person is to enter or exit the locked room except a police/fire officer.
8. Wait for “ALL CLEAR” instructions from your principal or Emergency Responders.

9. Changes in lockdown conditions will be given over the phone or in person.

	HIGH PRIORITY LOCKDOWN CONDITION
	LOW PRIORITY LOCKDOWN CONDITION

	1. Your principal will notify building occupants that this is not a drill and the campus is under a High Priority Lockdown condition.

2. Minimal Movement allowed within Safe Room.

3. Secure office staff away from windows.  Move phone into secure zone if possible. 

4. Set up a communications link to your principal and keep telephone lines open.
	1. Your principal will notify building occupants that this is not a drill and the campus is under a Low Priority Lockdown condition.

2. Movement allowed within Safe Room.

3. Staff to guard all outside campus exits and entrances to permit internal movement of students.

4. Maintain Safe Room containment.
5. Bathroom needs can be attended to under supervision.

	Principal or Designate Will:

	1. Move the telephone into a secure location if possible and keep the telephone lines open for communication.
2. Coordinate with police to cover students who are outside and cannot be quickly moved to a safe room.  Police will contain them off campus.

3. Work with Emergency Responders to prevent students and others from re-entering campus.
4. Keep in communication with local police department.

	ALL CLEAR, LOCKDOWN OVER

	The principal will advise the campus of an “ALL CLEAR” condition when the danger has been resolved and removed from the vicinity and exiting the locked room or building is safe.
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The following procedures should be followed for Shelter-In-Place at school.

IF A SHELTER-IN-PLACE IS REQUIRED, IMMEDIATELY CALL THE PRINCIPAL ext. 222, 224. Supply any known details. 

Shelter-in-Place simply means seeking immediate shelter inside a building. This action may be taken during a release of toxic chemical, biological or radioactive materials to the outside air or other emergency. If the outside air quality is threatened or compromised, sheltering in place keeps you inside an area offering more protection. Although rarely called for, Shelter-in-Place events usually last only a few hours.
	IMMEDIATE SHELTER-IN-PLACE
	DELAYED SHELTER-IN-PLACE

	When the release is nearby and the need to seek shelter is immediate do the following: 

1. Stay inside a building. 
2. If outside, enter nearest building. 
3. Remain in place until the principal provides an “ALL CLEAR” that it is safe to leave the building.
	When a release occurs some distance from campus and there is time (30 minutes or more), move people to large, enclosed areas and do the following:
1. Shelter-In-Place in an interior room without windows or with the least number of windows. 
2. Remain in place until advised by the principal that it is safe to leave. 

	ADDITIONAL PROCEDURES

	1. Move to floors above ground level. Shelter-In-Place in an interior room without windows or with the least number of windows. 
2. Shut and lock all windows. Shut exterior and interior doors. Limit use of telephones to emergency calls only. 
3. If in a laboratory, workshop, or other area, reduce all operations to a safe condition as quickly as possible by turning off gas and containing potentially dangerous chemicals. 
4. Do not use elevators. Movement of elevators pumps significant amounts of air in and out of the building.

5. If necessary, locally turn off heat, fans, air conditioning or ventilation systems. Close vents if  possible. 
6. Follow instructions of the principal. 
7. Make yourself comfortable. Look after each other.  

	ALL CLEAR

	1. The principal will advise the campus of an “ALL CLEAR” condition.
2. Open doors and windows and return ventilation systems to normal operations.

3. Go outside until building has been vented.
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The following procedures should be followed when a Tornado Warning is issued.  

	TORNADO WARNING ANNOUNCEMENT

	When a TORNADO WARNING is issued by the authorities, the principal or other designated person will announce the following over the intercom:
Attention please!  May I have your attention!  A TORNADO WARNING has been issued.  Please go to your areas of safety and remain there until given the all clear. Please go to these areas quickly and quietly. Again, a TORNADO WARNING has been issued. Go to your designated areas of safety. Thank you.
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	TORNADO WARNING PROCEDURES

	When principal announces a TORNADO WARNING the following procedures should be followed:

1. All classrooms follow the attached map and immediately go to the designated locations in the lower level of the school. Teachers should take their First Aid kits and class lists.
2. Students should kneel facing the wall. When the signal is given they should cover their heads with their hands. (See diagram above)
3. Students should remain quiet until the all clear signal is given.

4. All students are to remain in the lower level until the all clear signal is given.


	IF YOU ARE OUTSIDE THE BUILDING DURING A TORNADO WARNING

	Parking Lot/Playground Area
	Have your class enter the building through the nearest entrance. Proceed quickly and calmly to your designated safety area in the lower level of the school. Follow the principal’s instructions.

	In a Vehicle
	Pull over and stop as quickly as is safely possible. Lie face down in a ditch or other low lying area.
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IF A FIRE ERRUPTS, PULL THE CLOSEST FIRE ALARM, THEN IMMEDIATELY DIAL 9, 911.  Any time there is a fire on campus, of ANY size, the Fire Department must be called.  After calling 911 CALL THE PRINCIPAL ext 222, 224 and supply any known details.

TREAT ALL ALARMS LIKE A REAL EMERGENCY.  DO NOT ASSUME IT’S A FALSE ALARM.  THE ALARM MAY NOT SOUND CONTINUOUSLY.  IF THE ALARM STOPS, CONTINUE TO EVACUATE.  

	WHEN FIRE OR SMOKE IS DISCOVERED IMMEDIATELY:

	R
	A
	C
	E

	Rescue/Remove Persons in

Immediate Danger
	Activate Alarm and

DIAL 9, 911
	Confine/Contain the Fire. Close Door After Exiting Area.
	**Extinguish with portable fire extinguisher if  possible, or Evacuate

	1. Walk, DO NOT RUN, to the nearest safe exit.  DO NOT PUSH OR CROWD.

2. Use stairways and handrails and keep to the right.  DO NOT USE ELEVATORS.

3. Feel doors bottom to top for heat using the back of your hand.  IF HOT DO NOT OPEN DOOR.  If not hot, open the door slowly standing behind and to one side.  Be prepared to close quickly if fire is present.

4. Proceed to Evacuation Assembly Area and take roll.  Refer to “Facility Diagram and Exit Routes” attached to this flip chart OR posted in rooms.
5. Follow directions of principal or designate.


	**Small Fire Extinguishing Procedures (See Additional Notes)

	P
	A
	S
	S

	Pull Pin from handle
	Aim at base of fire
	Squeeze handle completely
	Sweep from side to side
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	**Additional Fire Extinguisher notes:
	If caught in smoke:

	After extinguishing a fire, back away. Watch for re-ignition.  Use fire extinguishers on small fires only – trash cans or smaller.   Do not attempt to put out the fire unless you have received training in the proper use and limitations of fire extinguishers.  Use the appropriate extinguisher for the type of fire.
	Drop to hands and knees and crawl to exit.
Hold breath as much as possible.
Breathe shallowly through nose and use dry clothing (shirt, jacket, other) as filter.



	If trapped in a room:
	If forced to advance through flames:

	Place cloth material around or under door to prevent smoke from entering.   Retreat and close as many doors as possible between you and the fire.  Be prepared to signal from window but do not break glass unless absolutely necessary.
	Hold your breath.  Move quickly.  Cover head and hair.  Keep head down and eyes closed as much as possible.
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If clothing catches fire:
Stop, Drop, Roll
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In the case of emergency the principal will put the crisis response plan into action.  If he is not on site or available a pastor or another designate will take the following actions:
IMMEDIATELY CONTACT THE OFFICE, ext 221
TO REPORT THE EMERGENCY SITUATION
Activate the campus emergency system by following the recommended emergency guidelines outlined within this flipchart.  When reporting the emergency to the office you should be prepared to supply the following minimal amount of information:

· Your name
· Nature of incident
· Location of incident
· Severity of injuries or property damage
· Telephone/extension number (as a call back) if additional information is required
THE OFFICE WILL TAKE THE FOLLOWING ACTION:
1. Immediately DIAL 9, 911 to coordinate and report the emergency and supply the information the emergency dispatcher requests.

2. Activate the campus emergency system by notifying the Principal, ext. 222, 224, of the reported emergency and provide all critical details.
3. Provide additional emergency support as directed by the Principal.
AFTER SCHOOL HOUR EMERGENCIES:  DIRECTLY CALL 9-1-1.
	EMERGENCY TELEPHONE NUMBERS

	Emergency
	9, 911
	Bob Wiegman
	608-783-6180 (h)

608-397-1768 (c)

	Onalaska Fire Non-Emergency         
	608-781-9546
	Dan Schoeffel
	608-797-3548 (c)

	Onalaska Police Non-Emergency                             
	608-781-9550
	John Lau
	608-783-2171 (h)

608-797-3393 (c)

	La Crosse County Sheriff    
	608-785-5942
	Pastor Bader
	608-781-1084 (h)

608-797-6329 (c)

	Animal Control Services       
	608-781-4014
	Pastor Baumann
	608-783-2667 (h)

608-769-5678 (c)

	Poison Control Center                     
	800-815-8855
	Luther High School
	608-783-5435

	Ready Bus Service
	507-895-2349
	St. Pat’s School
	608-783-5483

	First Student Bus Service
	608-781-3881
	La Crosse MTU Bus
	608-789-7350

	Holmen Schools Bus Service
	608-526-4752
	
	

	For area wide emergency information and instructions, tune to the Emergency Alert System:

	Radio Stations
	TV Stations

	WIZM:
  1410 AM

  Z93:  93.3 FM
	WKBT Channel 8

WXOW Channel 19
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Common sense must prevail when instructions are not available. No matter what the crisis, THINK before you ACT then act swiftly to minimize your exposure to danger.
CRISIS SITUATION ANNOUNCEMENTS
1. “Lock Down” OR “Shelter in Place”
1) Follow Flip-Chart Lockdown Procedures
~OR~
2) Follow Flip-Chart Shelter-in-Place Procedures
3) Students immediately return to current classroom.

4) Classes outside immediately return to classroom.

5) Await instructions from the principal

2. “Evacuate the building”

1) Campus is Safe: Take classes to designated Evacuation Assembly Area on campus (fire drill areas).

2) Campus is unsafe: Evacuate to designated Evacuation Assembly Area OFF campus at the direction of the principal or other designate.
3. Other Announcements (based on the crisis situation)
1) Keep all lines of communication open (phone, cell phone, email).

2) Respond to emergency when directed by the principal or when the situation warrants. 
	IN THE CASE OF EVACUATION

	Bring “Go Kit”
(principal or designate)
	· Crisis Response Plan (flip chart)

· Communication devices (2 way radio, cell phone, whistle)
· Class roll lists for all classes
· Emergency contact cards/lists for all students
· Extra rubber gloves
· 2 flashlights and extra batteries

	Remember:


	· Remain calm

· Take roll periodically

· Use caution when traveling in high-traffic areas

· Keep communication lines open

· Pray with the children

	Parent Reunification Area


	The principal will designate an area for reunification with parents if needed.
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Crisis Response Plan: (Activated and followed by the principal or designate)
1. Take immediate and necessary actions to protect the health and safety of the students and staff. Evacuate if necessary.

2. Notify the appropriate response agency.

3. Provide aid to the injured.

4. Convene Crisis Response Team (principal, admin, pastors).

5. Define the problem. Consider all options.

6. The Public Information Officer (PIO) will be the principal, Parish Administrator or one of the pastors. The PIO will carefully draft and control any comments/info to be shared with the public. Anyone else approached by the media DO NOT COMMENT and refer them to the PIO

7. Principal, Pastors or other designate will notify family in the case of a child’s injury or death. Obtain permission to share information (especially name) in public.
8. Conduct a faculty meeting as soon as possible.

	a.
Open with Prayer.

b.
Discuss the facts.

c.
Identify high-risk students/staff.
	d.
Give handouts/information to teacher regarding their response to students.
e.
Evaluation of student/parent reactions and needs.

f.
Close with Prayer.


9. Inform parents of the situation via email, letter, website or phone tree.
10. Designate a screening area for those wishing to talk to a pastor or a counselor. 
11. Repeat 8-9 as needed as the situation develops. 
Internal Rooms and Phone Extensions
	Name
	Ext.
	Room #
	
	Name
	Ext.
	Room #

	Bader, Pastor Bill
	239
	114
	
	Fehr, Linnette  (2)
	244
	FH

	Baumann, Pastor Norris
	240
	113
	
	Hackbarth, Ronda  (3)
	234
	125

	Habeck, Dennis 
	231
	B104
	
	Huggard, Sarah  (2)
	223
	126

	Peters, Lori (Main Office)
	221
	115
	
	Lau, John  (5)
	227
	132

	Hot Lunch Coordinator
	346
	115
	
	Mueller, Heide  (K)
	232
	128

	Schoeffel, Dan
	233
	133a
	
	Peterson, Jalena  (7)
	225
	135

	Surround Care
	230
	B106
	
	Schibbelhut, Wendy  (8)
	224
	134

	Wiegman, Robert
Office
	222
	133b
	
	Wichmann, Beth  (6)
	241
	136

	
Classroom (8)
	224
	134
	
	Woebbeking, Sandy  (1)
	242
	127

	
	
	
	
	Wrobel, Beth  (4)
	245
	130

	
	
	
	
	Van Loon, Betty  (Pre)
	226
	129

	Name
	Ext
	Room #

	Church Library
	250
	110

	Computer Lab
	243
	139

	Control Room (Sanctuary AV)
	249
	107

	Copy Room
	248
	116

	Faith Room (Band Room)
	229
	B112

	Grace Room
	N/A
	B102

	Kitchen
	238
	118

	School Library
	228
	B103

	Scripture Room
	236
	140

	Teacher’s Lounge
	247
	124


	Created on:
July 22, 2010
Created by:
Principal Robert Wiegman, Parish Administrator Dan Schoeffel, Jeff Komay in consultation with Onalaska Policeman Terry Lund and Onalaska Fireman Corey Yonkovich




St. Paul’s Neighborhood Satellite Image
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St. Paul’s Facility & Emergency Device Locations Diagram
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PRIMARY Evacuation Assembly Areas AT St. Paul’s








OFFSITE Evacuation Assembly Area – St. Patrick’s Catholic School
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