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EMERGENCY RESPONSE KIT

Definition:

An Emergency Response Box is a box that is taken to all emergencies.  The Emergency Response Box is to contain the following items:



Class lists



Emergency Phone Numbers for all students and staff



Map of the school and neighborhood



Candy



Rubber gloves



First Aid Kit



Flash Light/batteries



Portable Radio

There are five Emergency Response Boxes.  They are located in the following places:



Main Office



Gym/Kitchen



Room 1



Room 5



Room 6



Room 10
Fire Evacuation Routes

	ROOMS
	DOOR

	1, 2, 3, and 4
	E

	5 and 7
	B

	6 and 8
	F

	9
	F

	10
	C

	11
	D

	Computer Lab
	B

	Gym/Cafeteria
	A, B, or F

	Music Studio
	A

	Offices
	B

	Staff Room
	B or F

	DRE
	A


Tornado Evacuation Route 

	To Girls Locker Room
	To Boys Locker Room

	Junior Kindergarten
	Kindergarten

	Grade 1
	Grade 2

	Grade 4
	Grade 3

	Grade 5
	Grade 6

	
	Grade 7

	
	Grade 8


Door Letter Identification
	LOCATION
	LETTER IDENTIFICATION

	Kitchen Door (Humbird Street)
	A

	Office Door (Humbird Street)
	B

	Playground East Door
	C

	Science Room Door (Room 11)
	D

	Playground – Southeast Door
	E

	Music Room Door
	F

	Dumpster Door

	G


(September 2009)
Introduction

Children are extremely important to all of us.  This Crisis Plan was written to help all involved in the lives of children to be prepared as well as they are able in the event of an unfortunate crisis.  Taking action now can save lives, prevent injury, and minimize property damage in the moments of a crisis.

We take our responsibility of keeping children safe very seriously, and we will do everything within our ability to prevent all children from injury.  We pray that God will keep all of us safe from harm!

Section 1
EVACUATION PROTOCOL – FIRE

Alert Signal

Fire alarm

Lead Administrator Response
1. Sound fire alarm and activate appropriate crisis teams.

2. Call 911 and request fire department and law enforcement response.

3. See that the Emergency Evacuation Kits are taken from the building and transported to the evacuation site.
4. In areas where it is safe to do so, sweep the facility for students and adults who may not have been able to evacuate.

5. Leave the building.  Report to the first responding public safety official and advise hi or her of the Emergency Evacuation Kits and their contents.  Offer to provide master keys to a properly identified public official.  Make a record of to whom the keys are issued.
6. Report to the evacuation site and appraise the situation.

7. Decide whether to implement the Family Reunification Protocol.  If Family Reunification Protocol is not appropriate, notify the transportation department to be prepared to implement it in the event the situation escalates.

8. Implement the Media Protocol.
Staff Response

1. Remain calm.
2. Gather all students and visitors in your area of responsibility to evacuate according to the fire evacuation plan.
3. Ensure that special needs persons in the immediate area are provided assistance by designees.

4. If you encounter fire, any other significant hazard or find the designated pathway blocked, quickly evaluate the situation and seek an alternate route.

5. During the evacuation, remain alert to any potential hazards in the area.  Hazards may exist due to vehicular traffic, dangerous individuals or other situations.

6. Once evacuees have reached the evacuation site, develop a written list of all evacuees and provide the list to the lead administrator or his/her designee.

7. Remain alert to potential dangers in the area and properly supervise students under your care.
Section 1
EVACUATION for Bomb Threat or Other Non-Fire Situation
Definition

This type of evacuation is used for any Emergency Evacuation not related to a fire incident.

Alert Signal

Announce over the public address system “All staff an Emergency Evacuation in effect at this time, evacuate to (designated site) located at (location).  Please sweep all routes and the site.”

Lead Administrator Response

1. Notify appropriate public safety agencies of the situation.
2. Activate appropriate crisis teams.

3. Select an evacuation route and site.

4. If time permits, send designated staff member(s) to sweep the evacuation route and site and wait for an all-clear report before announcing the evacuation.
5. Announce evacuation.

6. Sweep the facility for students and adults who may not have been able to evacuate the building if it is safe for you to do so.

7. Ensure that the Emergency Evacuation Kits are removed from the building.

8. Leave the building report to the first responding public safety official and advise him or her of the Emergency Evacuation Kits and their contents.  Offer to provide a master key to a properly identified public official.  Make a record to the person to whom the key is issued.

9. Report to the evacuation site.  Check to ensure that all students and staff are at the site and appraise the situation.

10. Decide whether to implement the Family Reunification Protocol.  If Family Reunification Protocol is not appropriate, notify the transportation department to be prepared to implement it in the event the situation escalates.

11. Implement the Medial Protocol

12. If deemed appropriate after consulting with public safety officials, authorize staff to reenter the facility.
Staff Response 
Team members who are designated to sweep evacuation routes and sites should locate a staff member to take responsibility for students under their supervision, and should then sweep the evacuation route and site for secondary hazards.  They should immediately report their findings to the lead administrator.

NOTE:
The lead administrator will typically direct that this step be completed before making the general announcement for evacuation of the building.

Other staff:
1. Remain calm.
2. Conduct a brief but complete scan of your classroom or work area looking for any suspicious packages.  If none are observed, make a slash (/) across the outside surface of the door with masking or duct tape.  If any suspicious items or packages are noted, leave a brief note on the outside of the door that describes the object of concern.

3. Gather all students and visitors in your area of responsibility and evacuate using the route and sited designated by the lead administrator or designee.

4. Ensure that all special needs persons are provided assistance by their designees.

5. Remain alert to your surroundings.  Be particularly alert to any people or conditions that may pose a danger to evacuees.  If you encounter a significant hazard, quickly evaluate the situation; adjust your evacuation route and attempt to notify the lead administrator or the appropriate public safety officials.

6. Once you reach the designated evacuation site, develop a written list of all evacuees and provide the list to the administrator or his/her designee.  Also indicate the presence or lack of any suspicious objects in your room/work area.

7. Remain alert to potential dangers in the area and properly supervise students under your care.

8. Do not attempt to reenter the facility unless the lead administrator or his/her designee directs you to do so.

9. Do not allow students to use portable telephones.  Confiscate any electronic communications devices that are prohibited by police.  The use of cellular phones can trigger explosive devices in some instances and can result in loss of control of the situation.

10. Do not use portable telephones unless a significant emergency situation exists such as a person with a serious injury or some dangerous condition that must be reported immediately.

Section 1
Shelter in Place Protocol

Definition

Sheltering in place procedures are utilized when there has been a chemical or biological release or radiological incident outside of, but in proximity to, a facility and available information indicates that there is not adequate time to evacuate building occupants to a safe location before the dangerous contaminates reach the facility.

Alert Signal

Announcement for the staff to shelter building occupants in place.

Lead Administrator Response
1. Make a determination to Shelter in Place quickly if evacuation is not practical.
2. Make an announcement over the public address system to direct staff to Shelter in Place.  Activate the appropriate crisis team.
3. Assure that all outdoor personnel have been moved into the facility.
4. Ensure that all staff and occupants received word to Shelter in Place.
5. Verify that personnel are sheltered in the most suitable location.
6. Ensure that any equipment capable of causing air to move fro outside the facility into the facility is turned off.  Pay particular attention to heating and cooling systems and hood ventilation systems in the cafeteria.
7. Check to see that staff members have taken proper steps to seal off windows and doors from outside airflow.
8. Monitor the situation through radio and/or television stations.  Attempt to calm staff and students.  Keep staff informed of developments whenever possible.
9. When informed by local safety and emergency management personnel, notify staff when it is safe to leave facility.
10. Make preparations to implement the Family Reunification Protocol quickly if the situation dictates.  Notify staff to review their Family Reunification Protocol.  Notify the transportation department to be prepared to implement the Family Reunification Protocol in the event the situation escalates.
Staff Response
1. Remain calm.
2. All staff who are outdoors should quickly gather all students and adults I the area and instruct them to go inside the facility immediately.  Once inside, instruct everyone to move to an interior area without windows if possible.

3. Close all windows and doors.

4. If available, use tape to cover all window and doors with precut sheets of plastic to help reduce air flow into the area.  When towels can be used to reduce airflow under doors.

5. Close all outside air vents.  Turn off al heating or ventilation systems.  Use damp towels or cloth to cover any opening in walls or doors.  Tape can also be used to cover any cracks, crevices, electrical outlets, cable television connections or other openings that might allow air to flow into the shelter area.

6. Listen to local radio or television news for instructions from emergency management and use public safety officials.

7. Review Emergency Evacuation and Family Reunification Protocols.

Section 1

Remote Evacuation and Family Reunification Protocol

Definition

This type of evacuation is used for any evacuation where students and staff will need to be moved to a remote site for reunification with family member and loved ones.

Alert Signal

Announce over the public address system “All staff an Emergency Evacuation at this time, evacuate to (designated site) located at (location).  Please sweep all routes and the site.  We will be implementing the Remote Evacuation and Family Reunification Protocol (See Addendum A - 1) from that location.”

Lead Administrator Response

1. Notify the Pastor, central office and Diocesan Superintendant of your decision to implement the Family Reunification Protocol.  Provide a brief description of the incident and specify the staging area so buses can e dispatched to the appropriate location.

2. Request that law enforcement officials dispatch uniformed personnel to the staging area.

3. Activate appropriate crisis teams.

4. Make the announcement by public address system, runners, email or whichever means is most practical “All staff initiate an Emergency Evacuation in effect at this time, evacuate to (designated site) located at (location).  Please sweep all routes and the site.  We will be implementing the Remote Evacuation and Family Reunification Protocol from tat location.”
5. In certain situations, it may not be practical or safe to order a general evacuation (such as during a hostage situation or if an armed intruder may still be in the area).  In such instances, coordinate with public safety officials for law enforcement personnel to conduct the evacuation room by room.

6. Designate a staff member to serve as your representative at the Family Reunification Center.  Instruct him/her to take along student information from one of the Emergency Evacuation Kits.

7. Notify the appropriate crisis team member to serve as your representative at the staging area.
Staff Response

1. Remain calm.

2. Follow non-fire evacuation procedures and guide students to the designated on campus evacuation site.  Prepare students for boarding of buses.

3. Once students and other persons from your area of responsibility have boarded a bus, assist the bus driver by taking roll and completing the driver’s evacuation roster.

4. Follow the instructions of Family Reunification Staff Protocol when you arrive at the Family Reunification Site.  You may be asked to assist in staffing the site.

Section 1
Preventive Lock Down

Definition

A Preventive Lockdown is a means to rapidly enhance the level of security in the facility.  By locking all exterior doors and main interior doors, staff can make it more difficult for an intruder in the building or a dangerous person in the vicinity of the facility to gain access to staff and students.  This type of lockdown does however; allow staff and students to continue with productive activities in a limited fashion.
Alert Signal

Announcement over the public address system, “All staff a Preventive Lockdown in effect at this time.”

Lead Administrator Response

1. Make an announcement to implement the lockdown.  Being a lockdown school, this announcement alerts teachers and staff that an intruder may be in the building.  Teachers are to lock their classroom doors.  Activate the appropriate crisis team.

2. If appropriate, notify the Pastor, central office, Diocesan Superintendant and public safety officials of the situation requiring a lockdown.

3. If it is safe to do so, verify that all exterior doors have been secured.

4. If it is safe to do so, verify that the main interior doors have been secured.

5. Notify transportation department so that the can stop any inbound buses and/or make preparations to support you in the event you need to implement the Family Reunification Protocol.

6. Brief staff as quickly as it is safe to do so.  You may do so in several ways depending on your situation. Staff may be notified in person, via intercom, or by email.  You may need to remain in this lockdown condition for several hours.  If so, you may wish to modify the lockdown conditions as appropriate.
7. Once the situation is resolved, implement the All Clear Protocol.  The lead administrator my wish to inform staff members of the reason the lockdown was issued.  This can be done by having administrator go fro room to room, using an announcement over the public address system or via email as appropriate to the situation.  In some cases, the administrator may find it appropriate to send a brief letter to inform parents of the actins that were taken to protect their children.
Staff Response

1. Stay calm.

2. Make sure the designated entrance points to the building near your location are locked immediately.

3. If you are located in an area with a lockable door, gather all students in the vicinity into the room and lock the door.

4. If you are not in a location with a lockable door, move students to an area where they can be separated from other parts of the facility by a locked door.

5. If possible, report your status to the lead administrator or designee by telephone or intercom.

6. Continue with normal activities as much as the situation allows.

7. If students or staff have a need to move about in the building, obtain permission first from the lead administrator or designee.

8. Be prepared to rapidly implement an Emergency Evacuation or Emergency Lockdown if directed to do so.

Section 1
Emergency Lock Down

Definition

An Emergency Lockdown is a response to an actual emergency situation.  This type of lockdown is used to dramatically and rapidly enhance the level of security in the facility.  By locking all exterior and main interior doors, staff can make it more difficult for dangerous person(s) in the vicinity of the facility to gain access to staff and students.  This type of lockdown further requires that all staff and students seek as much physical safety from physical assault as possible by using barriers to sight as well as physical barriers.
Being a “Lock Down School,” when it becomes necessary to use an Emergency Lock Down, it is necessary that ALL exterior doors remain closed.  The Lead Administrator or designated personnel will physically check ALL exterior doors to be sure they are locked.
Alert Signal

Announcement over the public address system, “All staff - an Emergency Lockdown in effect at this time.”

Lead Administrator Response
1. Make an announcement to implement the lockdown.  Activate the appropriate crisis teams.

2. If appropriate, notify the rectory and Diocesan Superintendant of Schools and public safety officials of the situation requiring a lockdown.

3. As soon as it is safe to do so, verify that all exterior doors have been secured.  In our case, check to see that all doors are locked.

4. Notify the transportation department so that they can stop any inbound buses and/or make preparations to support you in the event you need to implement the Family Reunification Protocol due to a change in the situation.

5. Brief staff as quickly as it is safe to do so, doing so depending upon the situation.  Staff may be notified in person, via intercom, by telephone, or by email.
6. Once the situation is resolved, implement Hold or All Clear as appropriate for the situation.  The lead administrator may wish to inform staff members of the reason the lockdown was issued.  This can be done by going from room to room, using an announcement over the public address system or via email.  Staff should be instructed on how they should explain the situation to students.  In some cases, the administrator may find it appropriate to send a brief letter home to inform parents of the actions that were taken to protect their children.  
Staff Response
1. Stay calm.
2. Make sure doors near your location are locked.  If you are in an area with a lockable door, gather all students in the vicinity into the room and lock the door.

3. If you are not in a location with a lockable door, move students to an area where they can be separated from other parts of the facility by a locked door.

4. If possible, report your status to the lead administrator or designed personal by telephone or intercom.
5. If possible, turn out lights and gather students and visitors into an area of the room where they are not visible to someone looking into windows.
6. Do not open the door for people claiming to be public safety personnel unless you have an opportunity to view photo identification or are instructed to do so by a staff member whom you recognize.

7. Remain in place if the fire alarm system rings.  Fire evacuation will be signaled by an intercom announcement.

Section 1
All Clear – Resumption of Normal Activities/Reverse Evacuation

Definition

This code and protocols are used to return students and staff to the building after an evacuation or to resume normal activities following a lockdown or shelter in place once it is determined that potential danger has passed.  An All Clear can be combined with an Emergency Lockdown if the lead administrator determines that there is no danger to students who have been evacuated and that evacuees should be returned to the building and locked down.

Alert Signal

For a Resumption of Normal Activities.  An announcement by bullhorn, runners or via the public address system of “All teachers and staff implement the All Clear Resumption of Normal Activities Protocol now.  Please resume normal activities at this time.”
For Reverse Evocation and Lockdown:  An announcement by bullhorn, runners or via the public addresses system of “All teachers and staff implement the All Clear – Reverse Evacuation and Emergency Lockdown immediately.”

Lead Administrator Response
1. After the appropriate announcement has been made, determine when and if the school can return to normal operations or if a Preventative Lockdown is required until the situation is stabilized.  If they are nor already activated, activate the appropriate crisis teams.

2. Provide appropriate guidance to staff via public address announcements, email, runners or other means as appropriate.

3. Notify the transportation department if you resume normal activities.

4. The lead administrator may wish to inform staff members of the reason the evacuation was implemented.  This can be done by having administrator go from room to room, using an announcement over the public address system or email as appropriate to the situation.  Staff should be instructed on how they should explain the situation to students.  In some cases, the administrator may find it appropriate to send a brief letter home to inform parents of the actions that were taken to protect their children.

Staff Response

If a Reverse Evacuation and Lockdown is indicated:  Teachers and staff shall return evacuees to their classrooms/assigned areas (or nearest assigned lockdown area) in an orderly but prompt fashion while remaining alert to possible threats.  If a threat is identified while en route, appropriate adjustments should be made.  Once they reach the 

assigned are, staff will implement the Emergency Lockdown procedures.  Staff is to remain calm.
If a Resumption of Normal Activities has been indicated: Teachers and staff shall return evacuees to their assigned areas in an orderly but prompt fashion.  Upon reaching their assigned area, normal activities should be resumed.  Staff is to remain calm.
Section 1
Media Protocol

Definition

Media representative frequently respond to situations that involve schools.  Mistakes made in dealing with the media can result in adverse publicity for the school; interference with emergency response and increased civil liability

Lead Administrator Response
1. In the event that you are authorized to speak to the media by the Pastor or Superintendant of schools, inform your staff of the event prior to the media briefing.  Activate appropriate crisis team if necessary.

2. In the event of an emergency that draws significant media attention, notify the Pastor or Superintendant that you need assistance.

3. Work closely with public safety officials on the release of information to the media.  Refer all public safety questions to the appropriate public safety official.  In particular, do not discuss specifics of any ongoing criminal investigations.

4. Information should only be released at the media staging area by the Pastor or Superintendent. This tends to reduce attempts by media personnel to restore the unethical tactics to gain information.
5. Do not provide any information “off the record.”

6. Be careful not to show any favoritism to any particular press representative.  Be particularly careful not to ignore local media representative while trying to work with national media.  Remember, you will have to work with the local media for years after the national media representatives are gone.

7. Be careful of “hot mikes.”  Television reporters will sometimes leave a camera turned on and record people when they think that they are only engaged in casual conversation with reporters.  Consider all electronic equipment active at all times.

8. Be particularly careful about releasing identifying information.

9. Do not authorize interviews with juveniles.

10. Background information sheets (Addendum C) will be made available for the media by the Pastor of Diocesan Superintendant.  These sheets should contain information on the school and incident and can reduce the number and duration of interview.

Staff Response
1. Remain calm.

2. Do not many statements to media personnel during or after a critical event without the expressed permission of the lead administrator.

3. Refer all media inquiries to the lead administrator.

4. Notify the lead administrator whenever a media representative contacts you.

Section 1
Mental Health Critical Incident Protocol Pre-Recovery Phase

Definition

A mental health critical incident is any event that overwhelms an individual’s capacity to cope.  Traumatic events can cause psychological and emotional turmoil, cognitive problems and behavioral changes.

Alert Signal

Make announcement via intercom, classroom telephone, personal notification or email.

Lead Administrator Response
1. Maintain structure and stability within the school.  Activate the appropriate crisis teams if necessary.

2. Provide teachers and parents with information about what to say and do for children in school and at home.

3. Have teachers provide information drectly to their students not during the public address announcement.

4. If it is safe to do so, have school psychologist and counselors available to talk to students and staff who may need or want extra support.  At this time, our Pastor, Assistant Pastor, Deacon and Superintendant will be all upon if necessary.
Staff Response

1. Stay calm and avoid appearing anxious or frightened.

2. Maintain student safety.

3. Let children know that it is okay to feel upset.

4. Observe children’s emotinal state.  Understand that children will express their emotions differently.  There is not right or wrong way to feel or express grief.

5. Tell children the truth.  Do not try to pretend the event has not occurred or that it is not serious.

6. Keep your explanations developmental appropriate.

7. Refer children who exhibit extreme anxiety, fear or anger to mental health counselors in the school.

Section 2
Tornado

Definition
Tornado Watch: Weather conditions are favorable for the development of a tornado.

Tornado Warning: A tornado has been sighted or detected on radar.  Take shelter now.
Alert Signal

Announcement over the public address of a “Tornado Watch” – be prepared to take shelter if a tornado is reported or “Tornado Warning” – take shelter immediately.
Lead Administrator Response
1. Monitor weather radios.

2. Announce appropriate alert signal over the public address system

3. Call 911 or emergency services in the event of a tornado sighting or strike.

4. Make sure that all outdoor activities and personnel are moved indoors when a “Tornado Watch” is received.

5. When a “Tornado Warning” is received:

a. Move all personnel to tornado safe areas.  Ensure that all persons in areas such as the gym and cafeteria are evacuated to the appropriate locations.  Take the Emergency Evacuation Kit with you.

b. Make sure that all personnel remain in the duck and cover position until danger passes.

c. Implement the Injury or Illness Protocol, if needed.

d. If possible, consult with local emergency management officials regarding the structural integrity of the facility prior to remaining in or re-entering the facility after a tornado strikes.  You may have to make a determination to evacuate the facility or to remain in the damaged facility, witching the dangers posed by structural damage against the possibility of a second tornado strike on exposed evacuees.  If an evacuation is deemed appropriate after a tornado strike, move evacuees to an area away from gas or electrical line.

e. Implement the Family Reunification Protocol, if needed.  Consult with public safety officials before transporting students and staff.  HOLD all students who walk or ride buses to and from school until a determination can be made as to how they should be released to parents and guardians.

f. Implement the Media Protocol, if needed.

g. If damage to the property occurs, request that the appropriate officials notify insurance carrier and document damage with properly documented photographs.

Staff Response
1. Remain calm.

2. If a tornado watch is reported, review procedures for tornado warning and take steps to be able to implement “Tornado Warning” procedures if needed.  Close windows and doors.  Move all people and activities indoors.

3. If a tornado warning is announced:

a. Move into tornado safe area.

b. Assist any individuals with special needs.

c. Take roll to determine if anyone is missing.

d. Instruct all students to remain in the duce and cover position until danger passes.

Section 2
Flooding

Definition

Alert Signal

Announce the situation over the public address system

Lead Administrator Response
1. Consult with public safety officials to determine best course of action.  If evacuation to a remote family reunification site is determined to be the best course of action, implement Family Reunification Protocol.

2. Discuss the safety of transportation routes if evacuation is deemed appropriate.

3. Give alert signal over the public address System.

4. Assign a staff member to shut off utilities at main switch if it appears safe to do so.

5. Monitor weather radios or your local broadcast station.

6. Keep everyone indoors, and do not allow them to leave when flash flood warnings have been issued.

Staff Response
1. Remain calm.

2. Unplug all appliances.  Do not touch electrical equipment.

3. Avoid downed electrical lines.

4. If there has been flooding in the community, do not drink tap water due to possible contaminations.

5. Do not stack sandbags against the facility as this may lead to structural damage.

6. Keep everyone indoors.

Section 2
Earthquake

Alert Signal

Tremors or a low rumbling sound.  Announce instruction via intercom, classroom telephone or personal notification.
Lead Administrator Response
1. If indoors, seek cover under sturdy furniture or against a wall near the center of the building away from glass.

2. If outdoors, move away from buildings, gas and electrical lines.

3. Call 911 or emergency services, if needed.

4. After tremors have stopped, evacuate all buildings.  Take Emergency Evacuation Kit.

5. If it appears safe to do so, assign a staff member to shut off all gas valves.

6. Implement Injury or Illness Protocol, if needed.

7. Determine if everyone is accounted for, request public safety assistance in locating missing individuals.

8. Monitor your local broadcast station.

9. Consider early closure of the facility.

10. Consult with emergency management and public safety officials regarding the structural integrity of the facility prior to reentering it.

11. Implement the Family Reunification Protocol, if needed.

12. Request that the appropriate officials notify the insurance carrier and properly document damage using photographs.

Staff Response
1. Remain calm.

2. If indoors, advise all people to seek cover under sturdy furniture or against a wall near the center of the building away from glass.

3. If outdoors, advise all people to move away from buildings, gas, electrical lines or anything that might fall.

4. Do not allow the use of open flames such as matches or candles due to possible gas leak in the area.

5. After tremors have stopped, evacuate all buildings.  Do not reenter.

6. Take roll.  Report all missing people in your group to the lead administrator.

7. Prepare for aftershocks.

Section 2
Wildfires

Definition

Wildfires are uncontrolled fires which threaten homes, businesses or forests.  Wildfires risks increase in wooded areas or locations brush or other natural combustible materials.  Wildfires can begin under many circumstances, including lightning strikes, arson and carelessness.  Windy and dry conditions increase the threat for wildfires.

Alert Signal

Audible fire alarm.
Lead Administrator Response
1. Develop a wildfire evacuation plan.

2. Determine a location several miles away from your facility, normally upwind from the fires, where reunification efforts can be made with family members.  Coordinate the selection of this site with emergency management and public safety officials if possible.

3. Coordinate evacuation routes, response actions and precautionary measures with local fire department.

4. Implement the Family Reunification Protocol.

Staff Response

1. Remain calm.

2. Call 911 immediately upon determining a fire in your area.

3. If a wildfire is in your area, prepare for the evacuation of all personnel from the facility.

4. Contact public safety officials or 911 for advice on where and how to evacuate.

5.   Take a roster of all staff and personnel with you.

6. Familiarize yourself with multiple evacuation routes in case one becomes blocked by fire.

7. Follow the Family Reunification Protocol.

Section 2
Fire

Alert Signal

Fire alarm or announcement over the public address system

Lead Administrator Response

1. Make sure that the alarm has been activated as soon as notification is received.  Do not wait to verify that a fire is actually occurring before activating the alarm.

2. Call 911 or emergency services.  Report a fire and give the facility’s address as:

a. School Name
b. Number and Street Address
c. City and State
3. To the extent that it is safe for you to do so, ensure that all classrooms, rest rooms, cafeteria and other rooms have been evacuated.

4. Take the Emergency Evacuation Kit and evacuate to designated assembly area at least 300 feet from the facility.

5. If it is safe to do so, assign someone to shut off power and gas to the building.  If in doubt as to the safety of staff, wait for the arrival of fire personnel.

6. Determine if everyone is accounted for.

7. Provide fire service personnel with master keys, floor plans and emergency photograph tour of the facility.

8. Implement Injury or Illness Protocol, if needed.

9. Implement Family Reunification Protocol, if needed.

10. Implement Media Protocol, if needed.

11. Document all property damage and property loss.  Use properly documented photographs.

Staff Response
1. Remain calm.

2. Activate fire alarm.

3. If a fire is detected, report the exact location of the fire to he rectory.

4. Evacuate to designated area at least 300 feet from the building, and take rosters and Emergency Evacuation Kits with you.
5. Close room doors, but do not lock them.

6. Assist any individuals with special needs in your area in evacuating.

7. Take roll once at the evacuation site.

8. Report any missing persons from your group to the lead administrator at the evacuation site.

Section 2
Utility Failure

Definition

A utility failure is the interruption in the supply of electricity, telephone service, natural gas, and sewage or water services to the facility.

Alert Signal

Plain language announcements over the public address system or personal notification as appropriate.

Local Administrator Response

1. Contact the local service provider.

2. Notify staff.

3. Determine if it is safe to conduct normal activities, and notify staff of the appropriate course of action.

4. If appropriate, implement the Evacuation Protocol.

5. If appropriate, implement the Family Reunification Protocol.

6. If water or sewage pipes have broken or are leaking, take steps to reduce water damage and to prevent contamination.

7. In the event of a gas leak, order an evacuation and open windows.  Use bomb threat evacuation sites – if possible at least 1,000 feet from the building.  Shut off other utilities.  Call 911 or emergency services.  Do not allow the use of open flames such as matches or candles due to the possible gas leaks in the area.

8. In the event of power outage, assist food service staff in securing refrigerated food storage units if power cannot be properly restored.  Determine that food is safe for consumption before it is used if the power remains off for an extended period of time.

Staff Response

1. Remain calm.

2. Notify the lead administrator of the utility failure.

3. Consult with the lead administrator as to the safety of continuing normal activities as appropriate.
Section 3

Intruder/Suspicious Person

Definition

An intruder or suspicious person(s) are those who enter the grounds or building and do not appear to have a legitimate purpose for being present.
Alert Signal

“All staff – Preventive Lockdown in effect at this time.”  

Lead Administrator Response
1. Obtain a description of the intruder(s) and any suspicious actions that have shown.

2. Determine if a lockdown is appropriate.  Announce a Preventative Lockdown.

3. Calls 911 or emergency services, and request a law enforcement response.  Provide dispatch personnel with al available information regarding intruder descriptions and actions.  It can be dangerous for administrators and/or staff to approach intruders of suspicious persons.

4. Upon their arrival, coordinate action with law enforcement officials.

5. Brief staff on the outcome of the situation as soon as it is resolved.
Staff Response
1. Remain calm.

2. Direct students into areas that can be secured (locked).
3. Secure doors and exterior windows.

4. Do not allow students under your supervision to leave a secure area without approval form the lead administrator.

5.  Communicate with the lead administrator or office staff if you have pertinent information by using email, intercom or telephone.

6. Attempt to cal students under your care.

7. Do not attempt to approach suspicious persons.

Section 3
Disruptive/Unruly Person

Definition

A disruptive or unruly person is a student, employee or visitor who becomes unruly to the point of disruption of the academic or work environment.

Alert Signal

“All staff – Preventive Lockdown in effect at this time.”
Lead Administrator Response

1. Determine the person(s) who are disruptive and quickly assess the degree of their unruly behavior.
2. Determine if a lockdown is appropriate to keep the situation from escalating to other parts of the facility.  Announce a Preventative Lockdown.

3. If appropriate, call 911 or emergency service, and request a law enforcement response.  Provide dispatch personnel with all available information regarding intruder descriptions and actions.  It can be dangerous for administrators and/or staff to approach unruly persons.

4. If possible, seek a position of safety by positioning physical barrier between yourself and the individual(s).  For example, take a position behind a counter.  Consider potential escape routes for yourself and staff in the event the individual(s) become combative.

5. Speak to staff and the individual(s) in a calm and firm manner.  Decide if it is best to advise the individual(s) that law enforcement personnel are on the way if you have called them.

6. Attempt to contain the situation by ordering students and staff away from the individual(s) if appropriate for the situation.

7. Visually scan the unruly individual(s) for any signs that they may have a weapon.  If you notice bulges in clothing that could indicate a weapon or see part of a weapon protruding from their clothing (such as a knife with a clip in a pocket or the butt of a handgun in the waistband), notify law enforcement immediately.

8. Upon their arrival, coordinate actions with law enforcement officials.

9. Brief staff on the outcome of the situation as soon as it is resolved.

Staff Response
1. Remain calm.

2. Notify the office of your situation by the best and safest available means.

3. Speak in a calm and firm voice.

4. If possible, seek a position of safety by positioning a physical barrier between yourself and the individual(s).  For example, take a position behind a counter.  Consider potential escape routes for yourself, students and staff in the event the individual(s) become combative.
5. Visually scan the unruly individual(s) for any signs that they may have a weapon.  If you notice bulges in clothing (such as a knife with a clip in a pocket or the butt of a handgun in the waistband), notify the office immediately and evacuate all students to a safe area and follow lockdown procedures.

6. Do not physically confront the individual(s) unless you or a student is attacked or an attack appears imminent.  If you decide that it is appropriate to use physical force, comply with district guidelines and use only the minimal amount of force tat is necessary to subdue or incapacitate the individual(s).
Section 3

Civil Unrest

Definition

Civil unrest is a situation in which a group of individuals become unruly and/or violent to the point of disruption to an area of the community and/or the academic or work environment of a campus.
Alert Signal

Announce a Preventative or Emergency Lockdown followed by an announcement or personal notification to inform staff of the situation.

Lead Administrator Response
1. Determine the location of the persons who are disruptive and then quickly assess the degree of their unruly behavior.

2. Determine if a lockdown is appropriate to keep the situation from escalating to other parts of the facility.  Announce a Preventative or Emergency Lockdown is desired.  In our situation, this includes locking classroom doors.

3. Calls 911 or emergency services, and request a law enforcement response.  Provide dispatch personnel with all available information regarding the location, descriptions and actions of participants.  If you have any indication that participants have weapons, be sure to convey this information to dispatch personnel.  It can be dangerous for administrators and/or staff to approach unruly groups.

4. Make sure that transportation personnel are notified so they can divert any buses from the area.

5. If you are in a position to observe the participants, visually scan them for any signs that they may have a weapon.  If you notice bulges in clothing that could indicate a weapon or see part of a weapon protruding from their clothing (such as a knife with a clip in a pocket of the butt of a handgun in the waistband, notify law enforcement immediately.

6. Be prepared to implement family reunification procedures in the event the situation makes this action appropriate.

7. Be prepared to implement the “Shelter in Place Protocol” if the use of pepper spray, tear gas or other agents by law enforcement officers and/or protesters make this action necessary.

8. Implement the Media Protocol.

9. Coordinate with law enforcement officials upon their arrival.
10. Brief staff on the outcome of the situation as soon as it is resolved.

Staff Response 
1. Remain calm
2. If you become aware of a civil unrest situation, make sure the office is notified.

3. If you are in an outdoor or indoor area that is affected, attempt to gather students and move them to a secure area.  Implement Preventative or Emergency Lockdown procedures.

4. Speak in calm and clear tones and work to keep students calm.

5. Do not engage any participants verbally or physically unless you are forced to do so to protect yourself or students.  If you decide that it is appropriate to use physical force, comply with district guidelines and use only the minimal amount of force that is necessary to subdue or incapacitate the individual.

6. If you are in a position to observe the participants, visually scan them for any signs that they may have a weapon.  If you notice bulges in clothing that could indicate a weapon or see part of a weapon protruding from their clothing (such as a knife with a clip in a pocket of the butt of a handgun in the waistband, notify law enforcement immediately.
7. Follow the Media Protocol.

Section 3

Kidnapping/Missing Child
Definition
A kidnapping or missing child situation is one in which indications are such that a student who should be at the facility has ran away from home, is lost or has been abducted.

Alert Signal

None, unless a precautionary lockdown is deemed to be appropriate by the lead administrator.  In the event a lockdown is deemed to be appropriate, Preventative Lockdown should be announced over the intercom system.  If there is any indication that an abduction may be about to occur, a Emergency Lockdown should be implemented.  Staff should be notified by runners and request to search their areas(s) of responsibility.

Lead Administrator Response

1. Obtain as much information regarding the student’s description, including clothing and the circumstances of the disappearance.

2. If the missing person(s) are not located during the initial search by staff members or if there is any indication that foul play or dangerous situation is involved, call 911 or emergency services, and notify law enforcement officials immediately.

3. If there is any indication that an abduction has occurred or is about to take place, announce a Preventative or Emergency Lockdown as appropriate to the situation.

4. Coordinate with law enforcement officials regarding parental/guardians notification.
5. Request that law enforcement officials ask parents/guardians to search their residence where the student(s) live.  Missing children have frequently been found hiding in closets, attics and in other areas at home.

6. Siblings of the missing student(s) should be closely monitored at all times.  If siblings are known to be in another location (such as a local school), the administrator of that facility should be notified to carefully monitor them.
7. Provide information for staff as appropriate.
8. Assist law enforcement officers with the investigation.
Staff response

1. Remain calm.
2. If a Preventative Lockdown is announced, follow lockdown procedures.

3. Each staff member should carefully search his or her area of responsibility for the missing child (ren).  Any potential hiding place should be searched, including crawl spaces, rest rooms, storage closets, cabinets and storage containers.  Missing children have frequently been found hiding in these types of areas.

4. Staff members should advise the lead administrator of the results of the search as soon as the search is completed.

Section 3


Weapons Use

Definition 

Weapons use is defined as the unauthorized discharge of a firearm or other use of a weapon to assault, threaten, or injure another person on or in close proximity to school property.
Alert Signal

Emergence Lockdown or Emergency Non-fire Evacuation as deemed appropriate.

Lead Administrator Response

1. Make a rapid assessment of the situation and determine whether an Emergency Lockdown or Emergency Evacuation is the safest probable course of action. Notify staff of the lockdown or evacuation.  Do not attempt to verify that a weapons assault has token place prior to making this decision, even a brief delay can result in avoidable injuries of loss of life.
2. Call 911 or emergency services, and request law enforcement response. If yaw have any indication of injury, also request emergency medical personnel. Provide dispatch personnel with ale available relevant information such as description of perpetrator (s), type (s) of weapons involved, location of injured victims, location or direction of travel of suspected, suspect vehicle, etc. 
3. As safely as possible, see that staff carryout steps listed in the “Staff Response” section.
4. Determine within the first five to ten minutes if the Family Reunification Protocol should be implemented.  If the decision is made to do so, implement the Family Reunification Protocol.
5. Request that responding law enforcement officers establish perimeters around the school.
6. Implement the Media Protocol.
Staff Response
1. Follow Emergency Lockdown or Emergency Evacuation Protocol as directed. If you witness a weapon use incident, follow the most suitable procedure (lockdown or evacuation from the area) and notify the Lead Administrator as rapidly as is safely possible.
2. When it is safe to do so, attempts to obtain the names and locations of any violators, witnesses and victims from students under your care. As soon as it is practical to do so, forward this information to the lead administrator or responding public safety officials.
3. If possible, secure any victims to protect them from further harm.

4. It is normally best not to attempt to confront or disarm anyone who is in possession of any weapon as you way risk serious bodily harm and further escalation of the situation. It is normally preferable to move students under your care away from armed individuals unless you feel that it will escalate the situation or place them in greater danger.

5. If the weapon (s) have been dropped n discarded, secure the area where it is located, but it is normally best not to attempt to handle it yourself. Notify the local administrator or responding public safety personnel.
6. Remember that a weapon uses scene is a crime scene. Ho attempt should be made to clear up flood n other evidence without the approval of the senior law enforcement official.

7. Remember that there maybe hazards from blood or other bodily fluids at the scene.
Section 3
Hostage Situation

Special Note: During an actual hostage taking, those taken hostage should not attempt to retrieve the emergency operations plan since the plan could be useful to a hostage-takers. Staff should instead become well versed on this section of the plan.
Definition

A hostage situation is one in which one or more individual uses a weapon, the threat of a weapon m the threat of violence to hold or move persons against their will.

Alert Signal

Announce over the intercom an Emergency Lockdown of Non-fire Evacuation. Notify in person if it is safe to do so.

Lead Administrator Response

If you are not among those taken hostage:
1. Determine whether a lockdown or Non-fin evacuation is best for the situation. If the hostage situation is contained in one room or office, it maybe possible to evacuate students and staff from other arenas. Implement whichever option appears to be but option based on available information.
2. Call 911 and report the situation. Provide as much information as possible.

3. If yaw are able to evacuate the building, take the Emergency Evacuation Kit with you and notify the first law enforcement officer you encounter of the situation and of the contents of the kit.

4. If a lockdown is ordered, coordinate with law enforcement to provide master keys. Law enforcement may be able to evacuate portions of the building once the situation is contained.

5. Ensure that the guidelines for staff are followed to the best of your ability and offer to assist responding public safety personnel.
6. Use extreme caution in any interaction with the media while hostages are being held. Consult with law enforcement officials prior to making any statements.  Remember that media representatives sometimes report what they overbear at a scene. Improperly released information reported on television a radio can escalate the situation if monitored by hostage-taker (s).
7. Evaluate the practicality of implementing the Family Reunification Protocol.

If you are amongst those takes hostage: Follow same steps as listed for staff.

Staff Response
If you are not among those lions hostage:

1. Remain calm.

2. Implement an Emergency Lockdown or Non-fire Emergency Evacuation as appropriate.
3. If yaw have a safe means to do so, notify the lead administrator and/or call 911.

4. Provide as much information as possible.

5. Try to keep students quiet and calm.

6. Follow directions given by the lead administrator or designee and responding public safety officials.

7. If you are instructed to follow lockdown procedures, be prepared to evacuate when instructed to de so by public safety officials. Public officials will nest likely enter your room/ office area with a master key.

If yaw are among those taken hostage:

1. Remain calm.

2. Do not attempt to negotiate with a hostage-taker.

3. Do not make suggestions to hostage takers. You may be blamed for resulting problems.

4. It is generally not advisable to attempt to disarm a hostage-take or try to escape.

5. Keep the students under your care as calm and quiet as possible. Ask permission from the hostage-take (s) prior to taking any action.
6. Try not to make any unexpected or sudden movements.

7. Follow instructions given by responding public safety officials.

8. Do not point out law enforcement officers if you become aware of their presence.

9. If a law enforcement rescue attempt is made, listen to what officers instruct you to do and do it immediately.

10. Remember, most people who are token hostages survive and most injuries and deaths in hostage situations occur within the first minutes of the situation. The longer the situation lasts, the greater the odds that you will survive.

Section 3
Report of Weapon on Property

Definition

A Weapon Report Protocol is based on any information or report that any person(s) on the property is in possession of a firearm, knife or other weapon.  This protocol is for use in situations where no assault with a weapon has yet occurred and no immediate threat to use the weapon is reported.

Alert Signal

Announce a Preventative Lockdown is in effort if the lead administrator deems it appropriate to contain students in secure areas (if, for example, a report is received that a person has a firearm outside of the building).

Lead Administrator Response

1. Obtain information about the situation.

2. Determine if a Preventative Lockdown should be implemented to prevent the violator fro gaining access to potential victims.

3. Notify law enforcement.   Upon arrival of law enforcement personnel, assist them in locating the person(s) who are reported to be armed.  Consider the best method to approach the suspect violator(s) to avoid escalating the situation.  Do not attempt to recover weapons from violators or search people for weapons without police assistance.  An exception to this might be appropriate when a preschool age child who is too young to comprehend the danger of a weapon that he or she is handling.  In these situations, it may be advisable to tell the students to put the item down and move away from it rather than to wait for law enforcement.

4. If a weapon is recovered, consider the possibility that additional weapons may be on the violator, or his or her belongings or concealed elsewhere on school property.  If no weapon is recovered, consider the possibility that the weapon(s) might have been concealed on school property (in a locker, book bag, in a vehicle or concealed in a public are such as a bathroom ceiling or behind a vending machine).  Also consider the possibility that the weapon may have been passed to another individual.

5. Brief staff on the situation.

6. When a firearm is recovered from a student, discuss the option of a police search of the student’s bedroom at home for additional firearms.

7. When a firearm is recovered, consider the need for a multidisciplinary threat assessment utilizing law enforcement and mental health professionals.

8. When a firearm is recovered, consider the benefits of parental notification via a letter from the lead administrator to be sent home with students, preferably on the day of the incident.  In situations like this, telephones call to the parent(s) apprising them of the situation.

Staff Response

1. Remain calm.

2. Staff should immediately report to the lead administrator any situation in which a person is believed to be in possession of a weapon on school property.  Notification should be made in a discreet manner if possible.

3. If a weapon is inadvertently located on the premises, staff members should move all students away from the weapon and should not attempt to pick up or handle the weapon.
4. Staff should remember that when an individual has one weapon, he or she may have additional weapons.  In addition, persons associated with the weapons violator may also be armed.
Section 3

Arrest or Criminal Indictment of Staff Member

Definition

A staff member or volunteer is taken into custody by law enforcement officials for a criminal offense or indicted by a grand jury for a criminal offense.

Alert Signal
None

Lead Administrator Response

1. Attempt to obtain information relating to the arrest to determine if the situation could have an impact on the individual’s fitness to serve with the organization.  Utilize only official and legitimate sources of information which may include:

a. Law enforcement agency records

b. Jail booking records

c. Court records

2. Compare the alleged actions of the staff member or volunteer with school policies on employee conduct before taking action.

3. If a determination is made that the individual should be separated from the organization, consider whether it may be appropriate to inform him or her verbally and in writing that he or she is not allowed to enter school property.  Also, be sure to attempt to recover keys to school facilities from the individual.
4. Media representatives may ask for interviews regarding the situation.  If you decide that it is appropriate to speak to reporters, carefully consider any statements that are made.  Comment only on factual aspects of the situation and avoid making statements tat could result in a civil action.  Refer questions pertaining to criminal and investigative process to the appropriate criminal justice agencies.

5. Regardless of the outcome, carefully document your actions.

6. In some cases, a carefully worded letter to parents and /or a carefully planned meeting with parents may be needed to address concerns (such as cases involving child molestation).  Consult with the Pastor and Diocesan Superintendant of Schools, public information staff and Diocesan legal counsel as to what topics can and should be discussed.

Staff Response

Follow directions of the lead administrator regarding release of information. 

Section 3

Sexual Assault

Definition

A sexual assault is any crime of a sexual nature.

Lead Administrator Response
1. Call the Pastor and Diocesan Superintendant of Schools

2. Call 911 or emergency services.

3. Attempt to dissuade the victim from washing, cleaning up or use of the restroom if possible.

4. Attempt to provide the victim with privacy.

5. Secure the crime scene.

6. Instruct staff not to use the victim’s name on walkie-talkies and not to release the victim’s identity to anyone other than law enforcement officials.

7. Remember that sexual assaults are very serious crimes.  Do not attempt to conduct an investigation, question victims. Witnesses or suspects and do not disturb any potential physical evidence.

8. Keep reported victim(s), suspect(s) and witnesses separated.

9. Assist public safety officials as requested.

10. Implement Media Protocol, if needed.

11. Close facility, if needed.

Staff Response

1. Remain calm.

2. Notify lead administrator

3. Attempt to dissuade the victim from washing, cleaning up or use of the rest room, if possible.

4. Attempt to provide the victim with privacy.

5. Secure the crime scene.

6. Do not use the victim’s name on walkie-talkie or release the victim’s identity to anyone other that the lead administrator or law enforcement officials.
7. Remember that sexual assaults are very serious crimes.  Do not attempt to conduct an investigation, question victims, witnesses or suspects and do not disturb any potential physical evidence.

8. Assist public safety officials as requested.

Section 3

Bomb Threats/Suspicious Packages

Definition

A bomb threat/suspicious packages situation is one that involves the threat of an explosive device that has been placed in, around, or near a facility, or the detection of a suspicious package that could contain an explosive device.

Alert Signal

Announcement over the public address system “All staff initiate an Emergency Evacuation at this time, evacuate to site (name of sites) located at (addresses of sites).  Please sweep all routes and the site.”

OR

“All staff initiates a sweep in place, please report your status upon completion of the sweep.”



Lead Administrator Response
Upon receipt of a bomb threat, the lead administrator should call 911 and request that fire, law enforcement and emergency management personnel respond.  If a threat has been received by phone, provide the completed bomb threat checklist to the first law enforcement officer to arrive on the scent.  Make sure that call tracing procedures have been implemented (keep the phone that the call was received off the hook so that the call can be traced – if another call comes in afterward this is no longer possible).  Consult with responding public safety officials and quickly determine whether it is best under the circumstances to sweep, evacuate and search or to sweep in place.  Available information should be evaluated to weigh the potential risks of explosive devices inside the building, explosives devices outside the building (including the possibility of a vehicle bomb), explosives devices placed in or near evacuating routes or sites or other hazards such as persons with firearms who plan to shoot at evacuees.  If multiple bomb threats are received over time, be sure to rotate evacuation routes and sites to make it more difficult for someone to pattern your evacuation responses and target evacuees with explosives, firearms or chemical agents.

If the sweep and evacuate option is selected:

1. Notify staff to sweep and evacuate.  Make public address announcement:  “All staff initiate an Emergency Evacuation at this time, evacuate to site (name of sites) located at (addresses of sites).  Please sweep all routes and the site.”  If multiple threats are received over a relatively short time period, be sure to rotate evacuation routes and sites.
2. Have the evacuation route and site swept for suspicious persons, objects (which could contain an explosive device) or other safety hazards prior to the evacuation if appropriate.

3. Have designated staff or public safety officials direct students safely across any streets that must be crossed by evacuees.
4. Remind staff members and students not to utilize cellular or digital phones or portable radios unless a life-threatening emergency exists.
5. Request that uniformed personnel escort staff and students to the evacuation site and remain with them until and unless they are instructed to return to the building.

6. Leave the facility and take the Emergency Evacuation Kit and make responding public safety officials aware of the contents of the kit.

7. Check with staff to see that all evacuees are accounted for.  Immediately notify responding public safety officials if any persons are not accounted for.
8. Assist responding public safety officials with the second sweep of the facility.

9. Consult with public safety officials before authorizing evacuees to return to the facility.

10. You may determine that it is appropriate to close the facility for the remainder of the day.  If so, begin notification of parents and guardians and implement your emergency release procedures.

If the sweep and remain in place option is selected:

1. Make intercom announcement: “All staff initiate a sweep in pace, please report your status upon completion of the sweep.”

2. Escort public safety officials through the building to verify that all areas have been swept by staff.  Make sure that all areas inside and around the facility have been swept.
3. Assist public safety officials in conducting the second sweep of the facility.

4. If any suspicious packages are noted by staff or public safety officials, make sure that all staff and students are moved away from the item and that it is not disturbed in any way.

5. Consult with public safety officials to see if the facility should be evacuated, if the decision is made to do so, implement the non-fire evacuation plan.

Staff Response

Sweep and evacuate procedures:

1. Remain calm.

2. If the sweep and evacuate option is announced, staff should quickly scan their area of responsibility for any packages or items that could contain an explosive device (objects that they do not recognize as normally being present).

3. If no such items are noted, staff should use masking or duct tape to make a slash across the entrance door to the area (/) to indicate to public safety officials they have swept the area and no suspicious items were noticed.

4. If any suspicious items are noted, they should not be disturbed and the staff member should notify the lead administrator or designee upon evacuation from the area.

5. The staff member should then follow the Non-fire Evacuation Protocol.  Have students bring their back packs and other hand carried articles with them.

6. Refrain from using cellular or digital telephones or portable radios during these situations unless a life-threatening emergency exists.  In some extremely rare instances, radio frequency energy can trigger an explosive device to detonate.  Explain to students that any electronic communication devices that are observed to use will be seized.  Explain to the students that the use of such devices can pose a safety hazard.
Sweep and remain in place procedures:

1. Staff members should scan their area of responsibility for any packages or items that could contain an explosive device (objects that they do not recognize as normally being present).

2. If no such items are noted, staff should make a slash with making or duck tape to make a slash across the entrance door to the area (/) to indicate to public safety officials they have swept the area and no suspicious items were noticed.  Take a roll to account for all persons in your area of responsibility in case evacuation is ordered at a later time.

3. If any suspicious items are noted, they should not be disturbed.  The staff member should then direct all people in the area to follow them to the lead administrator’s office and inform the lead administrator or designee of her observations.
4. Follow the lead administrator’s instructions.

Section 4

Injury or Illness

Alert Signal

None
Lead Administrator Response

1. Call 911 or emergency services, if needed.  Report exact location and nature of injured and facility’s address:  128 West Humbird Street, Rice Lake.

2. Assign a staff member to meet first responders as they arrive.

3. Implement Lockdown Protocol, if needed.

4. Implement Evacuation Protocol, if needed.

5. If lockdown or evacuation are not appropriate clear the area of all people who do not have a specific purpose for remaining in the area of the injured or ill.

6. Assign a staff member to accompany the injured or ill individual(s) if transport to the hospital is necessary.

7. Notify family members of the injured or ill.

8. If a crime may have been committed, contact local law enforcement.  Do not disturb any potential evidence.  Identify witnesses and keep them separated.  Ask witnesses not to discuss the incident until law enforcement personnel arrive. Do not allow anyone to clean up the area it is a crime scene.  Disturbing a crime scene is a criminal offense.

9. Notify other staff members as needed.

10. Complete an Accident Report form if the incident was an accident.

11. If the incident is determined to involve a crime, obtain a copy of the police report and include it in your records.

12. Develop and maintain written documentation of the incident.

Staff Response
1. Remain calm.

2. Notify main office of injury or illness and the exact location of the injured or ill individual(s) or persons affected.  Do not use names of injured or ill individuals over walkie-talkies.

3. Call 911 or emergency services if needed.

4. Do not move injured or ill unless the scene is unsafe.

5. Take precautions against contact with bodily fluids.

6. Provide first aid if needed and only according to your level of training.

7. Comfort and reassure injured or ill person.

8. Secure the scene if a crime may have been committed.  Do not disturb any evidence.
Section 4

Death

Definition

Loss of life of one or more human beings due to an accident, natural disaster, natural causes, suicide or homicide.  Cause of death should not be assumed and must be determined through investigation by appropriate officials.

Alert Signal

Lockdown or evocation announcement as appropriate.

Lead Administrator Response

1. Determine if a lockdown or evacuation is needed.  If deemed appropriate, use the public address system to direct staff to lockdown or evacuate.

2. Call 911 or emergency services.  If safe to do so, designate a staff member to meet first responders and guide them to the incident location.

3. Initiate Illness or Injury Protocol, if any other persons are injured or ill.

4. Assist staff in keeping the incident scene secure.  Do not allow anyone to disturb possible evidence.  Identify witnesses, keep them separated and ask them not to discuss the incident until law enforcement officers arrive.  These instructions are valid for accidents, apparent suicides and homicides.

5. Take precautions against any contact with bodily fluid.

6. Initiate Family Reunification Protocol, if needed.

7. Initiate Media Protocol, if needed.

8. After being cleared to do so by law enforcement and mental health professionals, remove personal items of the deceased from desks, lockers, etc.
9. Stop any automatic mailings from being inadvertently mailed to the family.

Staff Response

1. Remain calm.

2. Notify the lead administrator.

3. Call 911 or emergency services.

4. Initiate Illness or Injury Protocol, if any other persons are injured or ill.

5. Follow the lead administrator’s instructions for lockdown or evacuation.

6. Keep the incident scene secure.  Do not allow anyone to disturb possible evidence.  Identify witnesses, keep them separated and ask them not to discuss the incident until law enforcement officers arrive.  These instructions are valid for accidents, apparent suicides, and homicides.  All deaths will be treated by law enforcement as a homicide until a formal investigation is completed. 

7. Take precautions against any contact with bodily fluids.
Section 4

Suspected Biological Emergency

Note:  Ensure that collaboration is engaged with local public health officials regarding modifying this protocol.  Also, contact school board attorney regarding HIPPA requirements when developing this protocol.

Definition

A suspected biological emergency occurs when a suspected or possible biological emergency or outbreak, having withstood clinical review, is reported to the school administrator by a credible source or detected by the public health system and reported to school officials.

Alert Signal
Staff briefing and personal notification by CRT Staff members.

Lead Administrator Response

1. Contact local public health officials and obtain instructions and decontamination information.

2. If appropriate, notify central office and pubic safety officials of the situation.

3. Contact local hospital to report situation, if appropriate.

4. Brief staff as quickly as it is safe to do so.  You may do so in several ways depending on your situation.  Staff may be notified in person, via intercom by phone, or by email.

5. Contact parents and notify of the situation, as appropriate and in accordance with HIPPA legislation.
Staff Response

1. Follow instructions of public health officials and lead administrator.

2. Decontaminate as appropriate (specific procedures provided by public health).

3. Assist in hospital transportation procedures, if necessary.

4. Assist in epidemiological investigation, as necessary

5. Assist medical officials in treating staff and students as required.

Section 4

Anthrax Threat/Suspicious Package/Substance Exposure

Definition

Anthrax (Bacillus anthracic) is a zoonotic disease of herbivores.  On rare occasion, humans can contact the disease.  In recent years, actual incidents of anthrax spores being mailed to target people and organizations have occurred along with numerous incidents of anthrax threats involving mailed envelopes and packages containing harmless powder.

Lead Administrator Response

1. Call 911 and report the situation.  Provide details about the suspected exposure and the number of exposed people.

2. Move all people away from the area of exposure.

3. Implement the Preventative Lockdown Protocol.

4. Shut down centralized heating/air systems even if the threat is not directed toward these systems.

5. Responding public safety officials will conduct decontamination and investigation efforts according to their training and procedures.

6. If public safety initiates evacuation, staff should begin notification of parents/guardians to pick up students that have not been exposed at a designated area away from the school.

7. Public health should make each student and parent aware of the symptoms of anthrax infection.  It is imperative that they be notified to immediately contact a medical doctor or public health official if any of the symptoms are noticed within seven days of the incident.

Staff Response
If you have been exposed to the suspected substance:

1. Remain calm.  Remember that anthrax exposure is treatable and public safety and medical officials have plenty of time to treat to suspected anthrax exposure cases.

2. Do not continue to handle any item(s) that may contain anthrax spores or evidence.

3. Leave the room where the exposure occurred and isolate yourself from other people.  Walk calmly and think of an isolated area that you can move to.  If possible, close and lock the doors to the room of exposure.  Notify the lead administrator or another staff member, or call 911 and request assistance.

4. Be sure to report the situation accurately and provide information on the number of people exposed.

5. Follow directions of responding public safety personnel.

If you have not been exposed to the suspected substance:

1. Implement the Preventative Lockdown Protocol.

2. Await instructions from the lead administrator or responding public safety officials.

Section 4

Chemical/Hazardous Materials Release Incidents

Definition

During use, processing or transporting of chemical and other hazardous materials, accidents may occur that will expose people to the dangers of contaminants.  In this situation, the chances of injury and death are decreased when people know what to do and how to protect themselves.  In other instances, individuals or groups may cause the intentional release of chemicals or other hazardous materials.
Alert Signal

Warning of hazardous materials is usually received from response agencies or noted on the scene by indicators.  These agencies include the fire department, law enforcement agencies and/or the local Emergency Management Agency.  In a rare situation, the incident may occur close to or on facility property and the facility must relay the warning to appropriate agencies).
1. Facility Signal/Indoor Warning: intercom loudspeaker, bullhorn or “runners.”

2. Playground/Outdoor Warning: Same as above.

Lead Administrator Response:

1. Emergency response personnel will normally instruct the lead administrator or the person in charge to take the action deemed most appropriate.

2. In case of imminent danger, in which emergency response personnel have not yet arrived, the lead administrator or her/his designee must decide the most appropriate action.

· Evacuate.

· Assemble all personnel indoors and conduct shelter-in-place activities.

3. Follow-up action will be determined by emergency response personnel in coordination with facility officials and may include, but it is not limited to:

· Activating the Emergency Management Team to facilitate evacuation to a safe family relocation site.

· Determining the relocation site.

· Dispatching buses or other vehicles to move members and staff to the relocation site.

· Releasing information to parents/public.

4. If evacuating, do not return members and staff to the facility after evacuation until the fire department, local emergency management agency or other official agency declares the area safe.

5. Initiate early/late opening and/or closing of the facility, as necessary.

6. If students and/or staff members have been exposed to dangerous liquids, gases or other substances, public safety officials must institute mass decontamination measures.  Theses measures may include dry decontamination which involves all affected individuals removing their clothing and personal items (privacy kits may be on hand from emergency responders) or wet decontamination which involves portable showering or hosing systems.  Work with public safety officials to assist them in rapidly decontaminating affected individuals.
References:  American Red Cross (ARC), and the Georgia Emergency Management Agency (GEMA), Jane’s Chemical – Biological Defense Guidebook, Jane’s Chem-Bio Handbook.
Staff Response

1. Remain calm.

2. Call or take directions from your local emergency management officials immediately.  Listen to emergency alert broadcasts on all available media, and follow the instructions given.

3. If instructed to do so, evacuate students and staff to a safe location at right angles to and upwind of the agent.

4. In the event that it is dangerous to evacuate the facility and the facility property, including athletic areas outside, conduct Shelter in Place Protocol.

a. Secure the buildings, including closing all windows and doors.

b. Shut off all heating, cooling, and/or ventilation systems.

c. Cut “OFF” all motors fans, and appliances.

d. Place wet towels in door cracks or tape around the doors and windows to block air from the outside.

e. Please refer to the “Shelter in Place Protocol” for further information.

5. Be prepared to render first aid, if necessary, and to notify parents of students and inform them of their child’s safety in a timely manner.  Consider using the media for this if necessary.

Section 4

Radiological Release Incidents

Definition

During use, processing or transporting of radioactive materials, accidents may occur that will expose the facility to the dangers of contaminants.  In this situation, the chances of illness are decreased when people now what to do and how to protect themselves.  In addition, individuals or groups can cause the release of radioactive materials through a variety of means including an explosive device designed to scatter radioactive materials (commonly referred to as a “dirty bomb”), the scattering of distribution of radiological materials without the use of explosives or the use of a nuclear device.  Of these scenarios, the use of a “dirty bomb” or scattering or distributions of radiological materials are more likely scenarios.  Keep in mind that radiological materials could be disseminated via food or water supply.

Alert Signal

1. Warning of the release of radiological materials is usually received from response agencies.  These agencies include the fire department, law enforcement agencies, and/or the local Emergency Management Agency.  In the event of a nuclear device being employed rather that a dirty bomb, the electromagnetic pulse created by the device may render electronic communications devices, computer based equipment and modern vehicle ignition switches in the region inoperable.  This could necessitate that all communications at the building level be handled by runners and other means not reliant upon technology affected by the blast.
1. Facility Signal/Indoor Warning:  Intercom, loudspeaker, bullhorn, or “runners.”

2. Athletic Fields and Play Areas/Outdoor warning:  Same as above.

Observations of staff:

Possible indications of a radiological attack include:

· Unusual numbers of sick or dying people or animals.

· Radiation exposure symptoms including reddened skin and in severe cases, vomiting.

· Casualties may happen hours, days or weeks after an incident.

· Time elapsed between exposure and appearance of symptoms depends on the material used and dosage of exposure. 

· Unusual metal debris which could indicate devices or munitions – like material.

· Radiation symbols on containers.

· Heat-emitting materials without any visible energy source.

· Glowing material or particles including Radio-luminescence and/or colored residue at the scene.

(Source: Jane’s Unconventional Weapons Response Handbook)

Lead Administrator Response

1. Emergency response personnel will normally instruct the lead administrator or the person in charge to take the action deemed most appropriate.

2. In case of imminent danger, in which emergency response personnel have not yet arrived, the lead administrator or his/his designee must decide the most appropriate action.

a. Evacuate to a remote location outside the affected area.  Or:

b. Assemble all personnel indoors and implement the shelter-in-place activities.

c. If the Shelter-in-Place Protocol is determined to be the best action, be prepared to shift to evacuation and family reunification if instructed to do so by public safety officials.

3. Follow-up action will be determined by emergency response personnel in coordination with facility officials and may include, but it is not limited to:

a. Activating the Emergency Management Team to facilitate evacuation to a safe family relocation site.

b. Decontamination of students and staff by public safety personnel.

c. Determining the relocation site.

d. Dispatching buses or other vehicles to move members and staff to the relocation site,

e. Releasing information to parents/public.

4. If evacuating, do not return members and staff to the facility after evacuation until the fire department, local emergency management agency or other official agency declares the area safe.

5. Initiate early/late opening and/or closing of the facility, as necessary.

6. If students and/or staff members have been exposed to dangerous liquids, gases or other substances, public safety officials may institute mass decontamination measures.  These measures may include dry decontamination which involves all affected individuals removing their clothing and personal items (privacy kits may be on hand from emergency responders) or wet decontamination which involves portable showering or hosing systems.  Work with public safety officials to assist them in rapidly discontenting affected individuals.

References:  American Red Cross (ARC), and the Georgian Emergency Management Agency (GEMA).

Staff Response
1. Remain calm.
2. Call or take directions from the lead administrator, Crisis Response Team representative or local emergency management officials immediately.  Listen to emergency alert broadcasts on all available media, and follow the instructions given.

3. If instructed to do so, evacuate students and staff to a safe location at right angles to and upwind of the apparent contaminated area.

4. In the event that it is dangerous to evacuate the facility and the facility property, including athletic areas outside, conduct Shelter-in-Place Protocol.

5. Be prepared to render first aid, if necessary, and to notify parents of members and inform them of their child’s safety in a timely manner.  Consider using the media for this if necessary.

Section 4
Food Contamination Incident

Definition

A food contamination incident is a situation in which multiple students and/or staff members become ill due to the consumption of contaminated food or beverage.  Contamination of food or beverage could involve accidental contamination or intentional contamination.  Intentional contamination could involve biological organisms, toxins, chemicals or radiological contaminants.

Signal

Verbal notification of staff.

Lead Administrator Response

1. As soon as you become aware of a potential contamination situation, call 911 and request emergency medical personnel.

2. If qualified staff are available, direct them to begin first aid as appropriate to their level of training.
3. Take immediate action to prevent others from consuming food or beverages until the actual source of the contamination can be determined.
4. Begin assessing the available information to try to determine the cause of the contamination.

5. Any contamination incident could be an intentional criminal act of accidental situation.  In either case, a thorough investigation will need to be conducted.  Ensure tat food, beverages, eating and drinking utensils and serving dispensers are not discarded or washed until it is determined that they cannot be used as evidence.

6. Work with responding public safety officials to determine how the contamination occurred.

Staff Response

1. Remain clam.

2. Staff members may be the first to realize that a contamination incident has occurred.  In this situation, notify the lead administrator or designee immediately.

3. Take immediate action to prevent others from consuming food or beverages until the action source of contamination can be determined.

4. Follow the directions of the lead administrator or designee.
Incident Command System Protocol

Definition

Response structures will be established using Incident Command System (ICS) principles with an identified incident commander, supported by a staff designated for operations, planning, logistics and finance/administration respectively.  A support staff group consisting of public affairs, safety and liaison elements will also be established.  Generally, most of the event activities will be a part of the Operations Section supporting another agency’s response to an incident; however, for health emergencies the incident commander and primary operations staff may be from local public health officials.

The Incident Commander is ultimately in charge of the event operations and activities associated with the event all staff members shall operate within the framework of the incident command system during crisis situations.

Incident Commander
1. Appoints Command Staff

· Information Officer

· Liaison

· Safety Officer

· Appoints General Staff

· Operations Chief

· Planning Chief

· Logistics Chief

· Finance/Administration Chief

2. Conducts incident briefings for Command Staff and General Staff

3. Monitors activities and events

4. Scales back personnel if necessary

There are three positions under the Incident Commander.  These are called the Command Staff and consist of the following positions:

1. Information Officer:  Point of contact for the media and other people or organizations seeking information.

2. Safety Officer:  Monitors safety conditions and develops measures for assuring the safety of all personnel.

3. Liaison Officer:  Point of contact for other agency representative involved in the incident or event, aids in coordinating their involvement.

Depending on the size of the event, all or some of the above positions may be activated.  However, any task not assigned is the responsibility of the Incident Commander.

There are five functional areas that may be implemented as needed to respond to an incident.  They are:

1. COMMAND:  sets objectives and priorities, has overall responsibility at the incident or event.
2. OPERATIONS:  conducts tactical actions to carry out the plan and develops the tactical objectives, organization and directs all resources.
3. PLANING:  develops the Action Plan to accomplish the objectives, collects and evaluates information, maintains resource status and documents the incident.
4. LOGISTICS:  provides support to meet incident needs, provides resources and all other services needed to support the incident.
5. FINANCE/ADMINISTRATION:  monitors costs related to the incident and provides accounting, procurement, time recording and coast analysis.
Organizational Chart depicting the Incident Command System:

	Incident

Commander


	Information


	Liaison


	Safety


	Operations
	Planning
	Logistics
	Finance/Administration


	RESPONSE ACTIONS/ALERTS

	SECURE:
	The “SECURE” procedure will be issued by building administrator in the event of a serious threat to student/staff (imminent danger inside or outside the building requiring moving to an immediate lockdown mode).  The purpose of the “SECURE” procedure is to alert staff to act immediately regarding a dangerous situation.

	HOLD:
	The “HOLD” procedure will be issued by building administrator in the event of a situation that has the potential to become more serious.

	EVACUATE:
	An “EVACUATE” order will be issued when a situation warrants evacuation of the building.

	SHELTER:
	A “SHELTER” order will be issued when a potentially dangerous release of materials outside of the building warrants having students and staff remain in the building.

	MEDICAL ALERT:
	A “MEDICAL ALERT” procedure will ne issued when an emergency medical situation warrants action by building staff (Medical Alert Team).

	STUDENT SUPPORT:
	A “STUDENT SUPPORT” procedure will be issued when a student behavioral situation warrants action by building staff (Staff Support Team).


Teacher Responsibility during the Reunification Process

The goal of _________School’s Crisis Plan is to keep our students safe from harm.  There are situations when we find it necessary to put a Reunification Process in motion.  This could be at our school or at some other safe site off our school’s campus.  Your understanding and cooperation, as a teacher, is extremely important to maintain your child’s security.

What is a Reunification Process?

Reunification occurs when the school finds it necessary to relocate children to a secure site due to some type of threat to children.  Parents will be informed of the reunification location via local media (radio and/or television).  At the reunification center, students will be released to their parent(s)/guardian(s) upon presentation of proper identification.

Does our school have a parent/child reunification plan?

Yes.  _________School has developed a reunification plan for reuniting parents with their children after an emergency has occurred.  Additionally, if public law enforcement requires that our school be evacuated, students and staff will be safely transported to a designated parent-student reunification center.  Parents will be informed of the reunification location via the local media.  At the reunification center, students will be released to their parents/guardians upon presentation of proper identification.

Will parents/guardians be allowed to pick up my child?

_________ School does not intend to keep children from their parents if a crisis occurs during school hours or school activities.  It is the school’s intent to make sure that children are safe inside their school until such a time that the threat has been reduced.  Parents will be informed for being reunited with their children as soon as it is safe to do so.

Will parents/guardians be given the evacuation and reunification locations ahead of time?
_________ School does not release this type of specific information, pursuant to the Freedom of Information Act.  This law provides specific exclusion to the type of information that can be released.  Also, during emergency situations, circumstances could arise that might force changes to previously designated locations.  Parents/Guardians will be informed of the parent/guardian / student reunification center locations via the local media.

In the event of an emergency, parents/guardians are encouraged NOT to initially respond to the school during a crisis.  This will allow law enforcement, emergency medical personnel and school officials to assess the situation and activate the school’s crisis plan.  (Please remember that during an emergency evacuation, no one will be allowed to enter or leave the building!)

Should there be an emergency (national, local or school), teachers are asked to:

· Cooperate with law enforcement and school officials.

· Provide comfort, security and safety for the children.  Reassure them that their parents/guardians have been notified to their location and will be able to come for them as soon as it is safe.

· Take your emergency kit, if you have one.

· Go to your pre-assigned location or job.

· Take your student’s emergency cards with you to the reunification site.  Students WILL NOT be released to friends, neighbors, siblings, etc., unless they are listed on your child’s emergency card.

What should teachers do to prepare for a school emergency?
· Be sure to take your student’s emergency contact card with you to the reunification site.

· Identify who would be authorized to pick up your student if there is a school or community emergency.  

FOR SECURITY REASONS, NO PHONE AUTHORIZATIONS WILL BE ACCEPTED.

During the Reunification Process at _________ School

· Staff will be posted at the school doors.

· Arriving parents will be instructed to enter through the main school doors on _________Street and report to the Gym (or other designated area).  Parents will not be allowed to go to classrooms.
· Tables will be set-up with Student Sign-Out Sheets

· Staff will have emergency cards indicating who is authorized to pick up students.

· After providing proper identification, parents (or person authorized) will sign out their child (ren).

· Parents will receive an identification number (written on your right palm).

· A staff person will go to get your child.

· Your child will also receive an identification number (written on their right palm) and should match your identification number.

· Student will be escorted to meet their parent.

· Parent and child (ren) must present their identification number to the school secretary who will record your number and the time you are reunited with your child (ren).

· Once child (ren) and parents are reunited, they may exit the building.

Refer to the Reunification Chart on the next page for a flowchart view of the Reunification Process.

PARENT REUNIFICAION PROTOCOL
The goal of _________ School’s Crisis Plan is to keep our students safe from harm.  There are situations when we find it necessary to put a Reunification Process in motion.  This could be at our school or at some other safe site off our school’s campus.  Your understanding and cooperation, as a parent, is extremely important to maintain your child’s security.

What is a Reunification Process?

Reunification occurs when the school finds it necessary to relocate your child to a secure site due to some type of threat to you child.  Parents will be informed of the reunification location via local media (radio and/or television).  At the reunification center, students will be released to their parent(s)/guardian(s) upon presentation of proper identification.

Does our school have a parent/child reunification plan?

Yes.  _________School has developed a reunification plan for reuniting parents with their children after an emergency has occurred.  Additionally, if public law enforcement requires that our school be evacuated, students and staff will be safely transported to a designated parent-student reunification center.  Parents will be informed of the reunification location via the local media.  At the reunification center, students will be released to their parents/guardians upon presentation of proper identification.

Will I be allowed to pick up my child?

_________School does not intend to keep children from their parents if a crisis occurs during school hours or school activities.  It is the school’s intent to make sure that children are safe inside their school until such a time that the threat has been reduced.  Parents will be informed for being reunited with their children as soon as it is safe to do so.
Will I be given the evacuation and parent reunification locations ahead of time?
_________ School does not release this type of specific information, pursuant to the Freedom of Information Act.  This law provides specific exclusion to the type of information that can be released.  Also, during emergency situations, circumstances could arise that might force changes to previously designated locations.  Parents/Guardians will be informed parent/guardian / student reunification center locations via the local media.

In the event of an emergency, parents/guardians are encouraged NOT to initially respond to the school during a crisis.  This will allow law enforcement, emergency medical personnel and school officials to assess the situation and activate the school’s crisis plan.  (Please remember that during an emergency evacuation, no one will be allowed to enter or leave the building!)

Should there be an emergency (national, local or school), parents are asked to:

· Cooperate with law enforcement and school officials.

· Wait for notification of how and when to respond.  This notification will come via local media.

· Location(s) of reunification sites will be announced.  PLEASE BE AWARE THAT THE LOCATION (BOTH ON AND OFF CAMPUS) IS SUBJECT TO CHANGE depending on the nature of the emergency.  Our off-campus reunification site (should there be a situation which would require evacuation of _________School) will be announced via local media.

· PROPER IDENTIFICATION WILL BE REQUIRED AT THE SITE.

· Do not park in the main access area to the school or in fire lanes.  If required we may have staff act as traffic control personnel:  PLEASE FOLLOW THEIR DIRECTIONS.

Please know that only emergency contacts listed on your child’s emergency card will be allowed to sign out your child.  If you wish to authorize additional individuals or daycare centers to pick up your child in the event of an emergency, please keep your child’s emergency card updated with the accurate information.  Students WILL NOT be released to friends, neighbors, siblings, etc., unless they are listed on your child’s emergency card.

What should parents/guardians do to prepare for a school emergency?
· Be sure your child’s emergency contact information is correct

· Identify who would be authorized to pick up your child if there is a school or community emergency.  Make sure anyone identified as an emergency contact is listed on your child’s emergency card.

· Inform the school if your child has any medical conditions or physical limitations that emergency responders would need to know.  Please make sure that the school has an appropriate amount of medication on hand.  The appropriate amount should be based upon the advice from the student’s physical.

· Establish a family preparedness plan including a communications plan.  This will enable you to communicate with all family members during an emergency.

FOR SECURITY REASONS, NO PHONE AUTHORIZATIONS WILL BE ACCEPTED.

During the Reunification Process at _________School

· Staff will be posted at the school doors.

· Arriving parents will be instructed to enter through the main school doors on _________ Street and report to the Gym (or other designated area).  Parents will not be allowed to go to classrooms.
· Tables will be set-up with Student Sign-Out Sheets

· Staff will have emergency cards indicating who is authorized to pick up students.

· After providing proper identification, parents (or person authorized) will sign out their child (ren).

· Parents will receive an identification number (written on your right palm).

· A staff person will go to get your child.

· Your child will also receive an identification number (written on their right palm) and should match your identification number.

· Student will be escorted to meet their parent.

· Parent and child (ren) must present their identification number to the school secretary who will record your number and the time you are reunited with your child (ren).

· Once child (ren) and parents are reunited, they may exit the building.

TRACHER RESPONSIBILITY DURING THE REUNIFICATION PROTOCOL 

The goal of _________School’s Crisis Plan is to keep our students safe from harm.  There are situations when we find it necessary to put a Reunification Process in motion.  This could be at our school or at some other safe site off our school’s campus.  Your understanding and cooperation, as a teacher, is extremely important to maintain your child’s security.

What is a Reunification Process?
Reunification occurs when the school finds it necessary to relocate children to a secure site due to some type of threat to children.  Parents will be informed of the reunification location via local media (radio and/or television).  At the reunification center, students will be released to their parent(s)/guardian(s) upon presentation of proper identification.

Does our school have a parent/child reunification plan?

Yes.  _________School has developed a reunification plan for reuniting parents with their children after an emergency has occurred.  Additionally, if public law enforcement requires that our school be evacuated, students and staff will be safely transported to a designated parent-student reunification center.  Parents will be informed of the reunification location via the local media.  At the reunification center, students will be released to their parents/guardians upon presentation of proper identification.

Will parents/guardians be allowed to pick up my child?

_________School does not intend to keep children from their parents if a crisis occurs during school hours or school activities.  It is the school’s intent to make sure that children are safe inside their school until such a time that the threat has been reduced.  Parents will be informed for being reunited with their children as soon as it is safe to do so.

Will parents/guardians be given the evacuation and reunification locations ahead of time?
_________School does not release this type of specific information, pursuant to the Freedom of Information Act.  This law provides specific exclusion to the type of information that can be released.  Also, during emergency situations, circumstances could arise that might force changes to previously designated locations.  Parents/Guardians will be informed of the parent/guardian / student reunification center locations via the local media.

In the event of an emergency, parents/guardians are encouraged NOT to initially respond to the school during a crisis.  This will allow law enforcement, emergency medical personnel and school officials to assess the situation and activate the school’s crisis plan.  (Please remember that during an emergency evacuation, no one will be allowed to enter or leave the building!)

Should there be an emergency (national, local or school), teachers are asked to:

· Cooperate with law enforcement and school officials.

· Provide comfort, security and safety for the children.  Reassure them that their parents/guardians have been notified to their location and will be able to come for them as soon as it is safe.

· Take your emergency kit, if you have one.

· Go to your pre-assigned location or job.

· Take your student’s emergency cards with you to the reunification site.  Students WILL NOT be released to friends, neighbors, siblings, etc., unless they are listed on your child’s emergency card.

What should teachers do to prepare for a school emergency?
· Be sure to take your student’s emergency contact card with you to the reunification site.

· Identify who would be authorized to pick up your student if there is a school or community emergency.  

FOR SECURITY REASONS, NO PHONE AUTHORIZATIONS WILL BE ACCEPTED.

During the Reunification Process at _________School

· Staff will be posted at the school doors.

· Arriving parents will be instructed to enter through the main school doors on Humbird Street and report to the Gym (or other designated area).  Parents will not be allowed to go to classrooms.
· Tables will be set-up with Student Sign-Out Sheets

· Staff will have emergency cards indicating who is authorized to pick up students.

· After providing proper identification, parents (or person authorized) will sign out their child (ren).

· Parents will receive an identification number (written on your right palm).

· A staff person will go to get your child.

· Your child will also receive an identification number (written on their right palm) and should match your identification number.

· Student will be escorted to meet their parent.

· Parent and child (ren) must present their identification number to the school secretary who will record your number and the time you are reunited with your child (ren).

· Once child (ren) and parents are reunited, they may exit the building.

Parent Reunification Process

The goal of _________School’s Crisis Plan is to keep our students safe from harm.  There are situations when we find it necessary to put a Reunification Process in motion.  This could be at our school or at some other safe site off our school’s campus.  Your understanding and cooperation, as a parent, is extremely important to maintain your child’s security.

What is a Reunification Process?

Reunification occurs when the school finds it necessary to relocate your child to a secure site due to some type of threat to you child.  Parents will be informed of the reunification location via local media (radio and/or television).  At the reunification center, students will be released to their parent(s)/guardian(s) upon presentation of proper identification.

Does our school have a parent/child reunification plan?

Yes.  _________School has developed a reunification plan for reuniting parents with their children after an emergency has occurred.  Additionally, if public law enforcement requires that our school be evacuated, students and staff will be safely transported to a designated parent-student reunification center.  Parents will be informed of the reunification location via the local media.  At the reunification center, students will be released to their parents/guardians upon presentation of proper identification.

Will I be allowed to pick up my child?

_________School does not intend to keep children from their parents if a crisis occurs during school hours or school activities.  It is the school’s intent to make sure that children are safe inside their school until such a time that the threat has been reduced.  Parents will be informed for being reunited with their children as soon as it is safe to do so.

Will I be given the evacuation and parent reunification locations ahead of time?
_________School does not release this type of specific information, pursuant to the Freedom of Information Act.  This law provides specific exclusion to the type of information that can be released.  Also, during emergency situations, circumstances could arise that might force changes to previously designated locations.  Parents/Guardians will be informed parent/guardian / student reunification center locations via the local media.

In the event of an emergency, parents/guardians are encouraged NOT to initially respond to the school during a crisis.  This will allow law enforcement, emergency medical personnel and school officials to assess the situation and activate the school’s crisis plan.  (Please remember that during an emergency evacuation, no one will be allowed to enter or leave the building!)

Should there be an emergency (national, local or school), parents are asked to:

· Cooperate with law enforcement and school officials.

· Wait for notification of how and when to respond.  This notification will come via local media.

· Location(s) of reunification sites will be announced.  PLEASE BE AWARE THAT THE LOCATION (BOTH ON AND OFF CAMPUS) IS SUBJECT TO CHANGE depending on the nature of the emergency.  Our off-campus reunification site (should there be a situation which would require evacuation of _________School) will be announced via local media.

· PROPER IDENTIFICATION WILL BE REQUIRED AT THE SITE.

· Do not park in the main access area to the school or in fire lanes.  If required we may have staff act as traffic control personnel:  PLEASE FOLLOW THEIR DIRECTIONS.

Please know that only emergency contacts listed on your child’s emergency card will be allowed to sign out your child.  If you wish to authorize additional individuals or daycare centers to pick up your child in the event of an emergency, please keep your child’s emergency card updated with the accurate information.  Students WILL NOT be released to friends, neighbors, siblings, etc., unless they are listed on your child’s emergency card.

What should parents/guardians do to prepare for a school emergency?
· Be sure your child’s emergency contact information is correct

· Identify who would be authorized to pick up your child if there is a school or community emergency.  Make sure anyone identified as an emergency contact is listed on your child’s emergency card.

· Inform the school if your child has any medical conditions or physical limitations that emergency responders would need to know.  Please make sure that the school has an appropriate amount of medication on hand.  The appropriate amount should be based upon the advice from the student’s physical.

· Establish a family preparedness plan including a communications plan.  This will enable you to communicate with all family members during an emergency.

FOR SECURITY REASONS, NO PHONE AUTHORIZATIONS WILL BE ACCEPTED.

During the Reunification Process at _________School

· Staff will be posted at the school doors.

· Arriving parents will be instructed to enter through the main school doors on _________Street and report to the Gym (or other designated area).  Parents will not be allowed to go to classrooms.
· Tables will be set-up with Student Sign-Out Sheets

· Staff will have emergency cards indicating who is authorized to pick up students.

· After providing proper identification, parents (or person authorized) will sign out their child (ren).

· Parents will receive an identification number (written on your right palm).

· A staff person will go to get your child.

· Your child will also receive an identification number (written on their right palm) and should match your identification number.

· Student will be escorted to meet their parent.

· Parent and child (ren) must present their identification number to the school secretary who will record your number and the time you are reunited with your child (ren).

· Once child (ren) and parents are reunited, they may exit the building.

Refer to the Reunification Chart on the next page for a flowchart view of the Reunification Process.

Evacuation Routes
Fire Evacuation Routes

	ROOMS
	DOOR

	1, 2, 3, and 4
	E

	5 and 7
	B

	6 and 8
	F

	9
	F

	10
	C

	11
	D

	Computer Lab
	B

	Gym/Cafeteria
	A, B, or F

	Music Studio
	A

	Offices
	B

	Staff Room
	B or F

	DRE
	A


Tornado Evacuation Route 

	To Girls Locker Room
	To Boys Locker Room

	Junior Kindergarten
	Kindergarten

	Grade 1
	Grade 2

	Grade 4
	Grade 3

	Grade 5
	Grade 6

	
	Grade 7

	
	Grade 8


Door Letter Identification
	LOCATION
	LETTER IDENTIFICATION

	Kitchen Door (Humbird Street)
	A

	Office Door (Humbird Street)
	B

	Playground East Door
	C

	Science Room Door (Room 11)
	D

	Playground – Southeast Door
	E

	Music Room Door
	F

	Dumpster Door

	G


EMERGENCY RESPONSE KIT

Definition:

An Emergency Response Box is a box that is taken to all emergencies.  The Emergency Response Box is to contain the following items:



Class lists



Emergency Phone Numbers for all students and staff



Map of the school and neighborhood



Candy



Rubber gloves



First Aid Kit



Flash Light/batteries



Portable Radio

There are five Emergency Response Boxes.  They are located in the following places:



Main Office



Gym/Kitchen



Room 1



Room 5



Room 6



Room 10
SCHOOL BACKGROUND INFORMATION SHEET

	School Name

	Current Date:     

	Street Address
City, State, Zip
Phone number
Fax  Number

	SCHOOL INFORMATION

	Principal:     

	Number of Students:     

	Special Programs:    (examples)
Private music lessons Monday, Tuesday, Wednesday and Thursday
Elementary Art classes on Tuesdays

Mass each Wednesday morning at 8:30

	For further information please contact _________ at _________or _________, Superintendent of Schools at _________or (email) _________ 

	This is a lockdown building with only one point of entry, _________ Street door, need to be buzzed in by office personnel


Incident Information Sheet
	INCIDENT INFORMATION

	Date:

	Time:                                                 A.M.         P.M.

	Location of Incident:



	Type of Incident:



	Preliminary number of injuries:



	Description of Incident:



	For more information contact

              Name                               Phone number
              Name                               Phone number
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