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SECURE CAMPUS PROCEDURES

Phase 1 - Secure Perimeter
•Secure all gates and doors leading into the campus.
•Only one entry and exit point into the school.
•Assign someone to investigate.
•Call PSJA Police Department to dispatch personnel to assist.
•School continues to operate normally.
•(Example: Police chasing suspect in nearby neighborhood.)

Phase 2 – Hold in Place
•Secure all gates and doors leading into the campus.
•Call PSJA Police Department to dispatch personnel to assist.
•No one is allowed in and out of campus.
•Students and teachers not allowed to leave classrooms.
•(Example: Report of student or other person with weapon possibly on 		campus or nearby area.)

Phase 3 - Lockdown
•Order an immediate school “LOCKDOWN!”
•Secure all gates and doors leading into the campus.
•Call PSJA Police Department if not on scene.
•No one is allowed in or out of campus.
•All students and staff are not allowed to leave classrooms.
•Lights turned off in classrooms.
•Classrooms are locked.
•Students and teacher take cover.
•(Example: Confirmed person on campus with weapon or extremely 			dangerous student(s) on campus.)

If the local police department or PSJA ISD Police Department recommends a lock down for your campus, move to Phase 1 or 2 at Principal’s discretion. Call Dispatch at 354-2033 before initiating Phase 3 unless there is an imminent threat, or an intruder is on campus. 

Your call will allow for a more coordinated effort between local police and the school district. More importantly, it will help prevent any confusion for your students, students’ parents, and your staff. 

*PSJA Police Department will call Student Services. Student Services will call Health Services.

ARMED PERSON(S)/STUDENT WITH/WITHOUT HOSTAGES

Principal’s Office
· Call PSJA Police Department or 911 
· Order an immediate school “LOCKDOWN”
· Call the Superintendent’s office
· Isolate the danger area with locked doors and no hall traffic
· Evacuate any students who have been locked out of their classrooms or who are in public areas to a safe area
· Send messenger to playground. Advise teacher to take students to evacuation area
· When police arrive, escort them to scene, but school administrators should stay out of view of gunmen
RESCUE OF THE HOSTAGES WILL BE THE RESPONSIBILITY OF LAW ENFORCEMENT
· Work with police officers as directed. Police will evacuate students area by area
· Work to maintain as much order as possible 
· After gunmen are contained, account for all students and record extent of injuries
· Media should be directed to communications office
· Follow-up at hospital
· Announce counseling services and document students and staff receiving counseling
· Visit with parents or victims
· Facilitate investigation by civil authorities
· Keep staff informed













UNARMED INTRUDERS




Teacher
· Report any suspicious person to the principal’s office or security guard immediately

Principal’s Office
· Approach the intruders and determine the nature of their presence
· Ask for identification
· Direct and/ or accompany them to the proper office
· If they have no acceptable purpose, ask them to leave
· If they refuse to leave…
· Remind them that they are in violation of the law
· Alert them that the police will be called
· If they continue to refuse to leave call the Office of Security 


WEAPONS / SUSPECTED WEAPONS

Teacher
IF GUNMEN ARE IN SAME ROOM AND SHOTS HAVE BEEN FIRED
· Do not raise your voice or challenge the intruder
· Do what you are asked to do 
· Try to stay calm
· Do not try to be a hero, await police rescue

IF GUNMEN ARE IN SAME ROOM AND NO SHOTS HAVE BEEN FIRED
· Notify principal’s office or security guard ASAP and advise whether a weapon is suspected or visible
· Try to calm the students under your care
· Do not approach armed individual or attempt to confiscate the weapon
· If a weapon is visible or individual is threatening, ask the individual with a calm voice for permission to evacuate the rest of the class
· Evacuate quietly, if allowed
· If evacuation is not allowed, keep talking with the student until police arrive

IF GUNMEN ARE NOT IN AREA AND A “LOCKDOWN” IS ORDERED 

· Quickly survey the hallway by your classroom, order any students in hall or restroom into your room
· Lock your door and move students to a corner of the room out of sight of the entry door
· Have the class sit on the floor and keep quiet
· Open door only to a police officer and follow his instructions, if told to evacuate, take gradebook 
· If students are outside and teacher receives a “LOCKDOWN” message by messenger, escort students to evacuation site, do not re-enter building
· Must submit incident report (affidavit) to Student Services 













SUSPECTED WEAPONS
Principal’s Office
· Call 911 for police and call Office of Security
· Have police officer bring the student(s) to the office with backpack, purse, books, and other possessions
· Ensure that at least 2 adults and a police officer are present at the meeting
· Tell the student what is suspected and ask the student(s) where the weapon is hidden
· If the student denies or refuses, ask the student to empty pocket
· Police officer, principal, or assistant principal should search backpack
· If search yields nothing, principle needs to call parents and further investigate
· If a weapon is found, police officer will remove student from campus; notify parent
· Call the Superintendent’s office
· Follow disciplinary action(s)
· Must submit incident report (affidavit) to Student Services 



















BOMB THREAT


Phone Call Recipient
· Keep caller on the phone as long as possible and do not hang up
· Signal someone near you to alert principal
· Write down everything caller says 
· Make an educated guess as to caller’s sex, age, race, accent
· Identify any background noises
· After call is over, write down any impressions of call
· Must submit incident report (affidavit) to Student Services 


Principal’s Office
· Call Office of Security* and 911 for police and report that a threatening phone call has been received
· Do not mention a bomb, if possible, in order to avoid premature media coverage
· Call Superintendent’s Office
· Evacuate building
Do Not Use Radios or Electronic Bells
· Bombs can be activated by radios signals and electronic devices
· Pass information and instructions to teachers orally by bullhorn 
· As teachers evacuate the building, no one should touch a suspicious package
· Take attendance when students are assembled away from school
· Wait for “All Clear” from police chief and fire marshal before allowing students back in school
· Must submit incident report (affidavit) to Student Services 
Teacher
· Once inside the classroom the teacher needs to take roll and report any missing student(s) to the principal’s office

*Office of Security will call Student Services. Student Services will then call Health Services and Safety Department.







MAJOR FIRE OR EXPLOSION

Teacher
· Evacuate when you hear fire alarm
· Be aware of pre-designated primary and alternate evacuation routes
· Take grade book with you
· Close classroom door and turn off lights as students leave
· Leave the building in an orderly manner without rushing or crowding
· If the situation warrants, vehicle evacuation will be used to transport students to another site
· If the emergency calls for an evacuation without the use of vehicles, walk from the building in the stated course
· Always evacuate crosswind and/ or upwind away from any emergency by a safe route
· Students should be evacuated at least 30 feet from building and out of the way of emergency vehicles
· Reassemble the students and check roll to ensure that all students are accounted for
· Report any missing students immediately
· Note on roster any students who are released to parents
· Return to your room when you are instructed that it is “all clear”

Principal’s Office
· Sound fire alarm to signal an evacuation
· Use P.A. announcement if alternate evacuation route or alternate assembly area is to be used
· Call 911 for police and fire department
· Advise whether ambulances are needed
· Advise nurse and staff to administer first aid if necessary
· Evacuate all staff and students to pre-designated evacuation routes (see posted Evacuation Plans) 
· Ensure that appointed caretakers assist handicapped students
· Pre-appointed staff members should search all areas of building for stragglers 
· Ensure that custodians have turned off all monitors, fans, and other power-driven equipment
· Call the Superintendent’s office and Office of Security*
· Advise whether primary or alternate assembly area will be used
· Advise whether students need to be transported by bus to another site
· After total roster is collected, pre-appointed staff members should search buildings for missing students
· If students are to be dismissed for the day, a check-out area should be established
· Students should only be released to parent or those listed on emergency release form
· Signal “All Clear”- return to class when appropriate
· Must submit incident report (affidavit) to Student Services 

*Office of Security will call Student Services. Student Services will then call Health Services and Safety Department.

EVACUATION (Fire Drill)


Teacher
· Evacuate when you hear fire alarm
· Be aware of pre-designated primary and alternate evacuation routes
· Take your grade book with you, if applicable
· Close classroom door, turn off lights as students leave
· Leave the building in an orderly manner without rushing or crowding
· Students should be evacuated at least 30 feet from the building and out of the way of emergency vehicles
· Reassemble the students and check roll to ensure that all students are accounted for
· Report any missing student(s) immediately
· Note on roster any students who are released to parents
· Return to your room when you are instructed that it is “All Clear”
· If the situation warrants, bus evacuation will be used to transport students to another site
· If the emergency calls for an evacuation without the use of buses, walk from the building in the stated course
· Always evacuate crosswind and/ or upwind away from any emergency by a safe route

Principal’s Office
· Sound fire alarm to signal an evacuation
· Use P.A. announcement if alternate evacuation route or alternate assembly area is to be used
· Call 911 for police or fire department
· Advise whether ambulances are needed 
· Advise nurse and staff to administer first aid, if necessary
· Evacuate all staff and students to pre-designed evacuation routes (see posted Evacuation Plan”
· Ensure that appointed caretakers assist handicapped students
· Pre-appointed staff members should search all areas of building for stragglers
· Ensure that custodians have turned off all motors, fans, and other power-driven equipment 
· Call the Superintendent’s office
· Advise whether primary or alternate area will be used
· Advise whether students need to be transported by bus to another site
· After total roster is collected, pre-appointed staff members should search building for any missing students
· If students are to be evacuated to another site or they are to be dismissed for the day, organize a system for loading the buses as quickly and safely as possible
· If students are to be dismissed for the day, a check-out area should be established
· Students should only be released to parent or those listed on emergency release form
· Signal “All Clear” – return to class when appropriate 
· Must submit incident report (affidavit) to Student Services 


RIOT, RACIAL CONFLICT, OR GANG ALTERCATION



Teacher
	ALERT PRINCIPAL’S OFFICE OR SECURITY GUARD IMMEDIATELY

Principal’s Office
· Evaluate the severity of the situation ASAP
If Minor Problem
· Call the Superintendent’s office
· Be prepared to:
(1) Bring all students and staff indoors
(2) Lock all doors and windows
(3) Deny unauthorized access to building
(4) Advise students and staff of situation
(5) Hold students beyond dismissal time if necessary
· If conflict is within building, make verbal contact in a calm, low-toned voice
· Never grab or touch a violent student unless they are causing harm to themselves or others
· Separate opposing factions and try to get them to a more isolated area so they can calm themselves without losing face
· Continue calm-voice and reasonable-force approach until opposing factions are separated or until police arrive
· Understand that violence  is time-lined; if you can delay long enough, it will subside
· Cooperate with police
· Identify participating students and any gang affiliations
· Discuss the student’s behavior and its consequences only after they are calm
· Notify parents or those listed on emergency release form
· Establish line of communication between school authorities and student groups in order to be aware of any development that might threaten future relations
· Along with disciplinary actions, demand students receive counseling in an attempt to defuse the situation permanently 
· Must submit incident report (affidavit) to Student Services 
If serious problem - Call office of Security* and 911 for police immediately 

*Office of Security will call Student Services. Student Services will then call Health Services and Safety Department.



VIOLENT ACTIONS




Staff Member
· Make verbal contact in a calm, low-toned voice
· Try to get individuals to a more isolated area so they can calm themselves without losing face or try to get the area emptied of other students so there is less audience and less danger
· Do not leave the students alone until they have calmed down
· Discuss their behavior and consequences only after they are calm
· Understand that violence is time-lined; if you delay long-enough, it will subside

Principal’s / Administrator Office
· Never grab or touch a violent student unless they are causing harm to themselves or others
· Give the students a choice by clearly stating, “We can go into the classroom to discuss this matter or we can go to the office to discuss it there”.
· If the student refuses to cooperate, have the security call police
· Assess situation and intervene if requested by teacher
· Call Security Department 
· Call the Superintendent’s Office
· Follow disciplinary action 
· Must submit incident report (affidavit) to Student Services 


SUICIDE ATTEMPT IN PROGRESS 
(IMMINENT DANGER) 

· First contact call 911/PSJA Police Department
· Notify nurse 
· Notify campus administrator/Emergency Response Team—ERT will follow assigned responsibilities 
· If a weapon is visible, use good judgment on whether or not to approach the student
· Utilize de-escalation techniques
· Restrain student, if possible or necessary
· Counselor/Administrator/School Psychologist will speak calmly with the student and try to diffuse the situation 
· Once police/negotiator arrives allow them to takeover  
· Notify parent/guardian 
· Complete incident report ASAP and send to Office of Student Services and Supt’s Office
· ERT member will remain with student until student has been escorted out of building
· Recovery efforts will be made by administrators/counselor immediately following attempt.



















*** FERPA – The school cannot ask for verification of psychological/psychiatric consultation before returning to school.





VERBAL, WRITTEN, OR SOCIAL MEDIA THREATS OF SUICIDE

· First Contact isolate student(s) from peers if possible and take student to a private room 
· Counselor or Administrator will talk with the student and assess the seriousness of the threat. Use the Suicide Risk Screening Questions. 
· Ask directly if the student has a plan for suicide
· Do not leave the student alone
· Initiate the Campus Crisis Team, as needed
· Send to nurse if physically harmed; call ambulance as needed
· If student has a plan for suicide, call PSJA’s Licensed Professional Counselor 	(LPC)/Licensed Specialists in School Psychology (LSSP) to screen the 	student
· For All students—contact: 
· 1) PSJA Police Department—Police will contact an intake counselor to conduct a student assessment (South Texas Behavioral Health System, DHR Behavioral Health System, or Tropical Texas MHMR) and
· 2) Parent or Guardian of child
· If the parent/guardian chooses to take student to a behavior center for an assessment, administrator or counselor shall follow up with the parent to ensure student safety 
· If not sectioned, follow steps below, even if student has a plan or denies having a plan: 
· Hold student until parents arrive
· Call nurse to be present
· Ask student to sign the “Contract for Safety”
· Give parents and student “Mental Health Resources” and “Notification of Emergency Conference.”
· Nurse will notify Health Services Department 
· Once student has returned to school with parent***:
· Counselor/Administrator/School Psychologist for Special Education students will: 
· Follow up and document student’s mental health services
· Work with the administrators, teachers, counselors, nurse, and outside mental health provider to monitor the student through weekly staffing for 3 weeks, as needed
· Send the student and parent/guardian to meet with nurse
· Nurse will: 
· Provide medication and treatment as ordered 
· Obtain a medical release form signed by parent/guardian
· Request additional or clarification of mental health concerns as needed
· Work with Campus Crisis Team to support student’s needs
· Child Protective Services should be called when necessary 
· *** FERPA – The school cannot ask for verification of psychological/psychiatric consultation before returning to school. 


SUICIDE INTERVENTION RESOURCES





If You Are In Crisis or Need Immediate Help Dial ---------------------------------------------911

Rio Grande Valley Crisis Hotline ------------------------------------------------------1-866-423-9304

National Crisis Hotline ---------------------------------------------------------1-800-273-TALK (8255)

United Way of South Texas ------------------------------------------------------------------956-686-6331

Information & Referral Community Council of the RGV ----------------------------------- 211

Hospitals

· McAllen Medical Center- Emergency Room --------------------------------------956-632-4100
· Rio Grande Regional Hospital- Emergency Room  -----------------------------956-632-6443
· Doctor’s Hospital at Renaissance- Emergency Room --------------------------956-362-5101
· Edinburg Regional Medical Center- Emergency Room -----------------------956-388-6500













ILLICT DRUG OVERDOSE




Teacher
· Notify Principal’s Office and send for the school nurse with name of ill student
· Keep student as stable as possible
· Isolate witnesses and do not allow them to talk to anyone or to each other
· Await administrative personnel
· Complete incident report ASAP
· Must submit incident report (affidavit) to Student Services

School Nurse
· Obtain emergency card on student and go to classroom
· Conduct emergency assessment when student is stable, conduct an impairment assessment
· Call 911 for ambulance if needed
· Administer first aid until medics arrive
· Document findings. If student is alert, obtain name of drug, how administered, and at what time it was administered
· Provide a copy of the documented information to EMS for hospital personnel
· Submit nurse assessment and findings for incident report


Principal’s Office
· Call 911 for police, ambulance and Office of Security*
· Appoint a staff member to secure emergency information from enrollment card, to accompany student to hospital, and to act as a liaison between hospital and school
· Appoint an administrator or counselor to notify a parent 
· Call the Superintendent’s office
· Facilitate investigation by police 
· Must submit incident report (affidavit) to Student Services

*Office of Security will call Student Services. Student Services will then call Health Services and Safety Department.



DEATH OR HOMICIDE




Teacher
· Notify Principal’s Office and the Nurse
· If perpetrator is in the area, speak calmly with him until police arrive
· Try to regain general calm
· If there is no perpetrator, remove students from the area and calm them
· Isolate witnesses (do not allow them to talk to anyone)

School Nurse
· Obtain emergency card on student and go to classroom
· Conduct emergency assessment
· Call 911 for ambulance
· Document findings
· Provide a copy of the document information to EMS for hospital personnel


Principals / Administrator Office
· Call Office of Security* and police
· Provide privacy for victim
· Assist police in locating any possible perpetrators
· Principal or designee will notify parent in person if possible
· Appoint a staff member to accompany ambulance to hospital with health information
· Call the superintendent’s office 
· Inform staff
· Facilitate investigation by civil authorities
· Identify students in need of intense counseling
· Announce counseling services and documents students receiving counseling
· Must submit incident report (affidavit) to Student Services 

*Office of Security will call Student Services. Student Services will then call Health Services and Safety Department.





SMALL FIRE




Teacher
· Immediately evacuate class to hall area and pull fire alarm
· Have the class evacuate the building
· Use fire extinguisher
· If fire cannot be extinguished evacuate the building
· Take your gradebook 
· Once outside the building take attendance
· Must submit incident report (affidavit) to Student Services 

Principal’s Office
· Evacuate the building 
· Call the Superintendent’s Office and Security Department*
· Must submit incident report (affidavit) to Student Services 
















EMERGENCY RESPONSE FOR PROBLEM / ACCIDENT 




Teacher
· Send for the school nurse with name of injured student
· Keep student as stable as possible
· Must submit incident report (affidavit) to Student Services 

Nurse
· Secure students emergency health information from enrollment card and take it with you to accident site
· Assess severity of injury or illness
· Render first aid and CPR if necessary 

If serious problem
· Call 911 for ambulance
· Call the Emergency Response Team (ERT)
· ERT members must perform assigned duties from campus plan
· Notify principal’s office
· Stabilize student and administer first aid until medics arrive
· Obtain diagnosis follow-up and file report

Principal’s Office
· Call parent or those listed on emergency release form
· Appoint a staff member to accompany student to hospital and to act as a liaison between hospital and principal’s office
· Call the Superintendent’s office and Health Services Department 354-2016
· Must submit incident report (affidavit) to Student Services 

If minor problem
· Move student to school clinic and assess
· Administer first aid
· Call parent or those listed on emergency release form, and give a medical referral, if needed
· Must submit incident report (affidavit) to Student Services 



HAZARDOUS MATERIALS RELEASE




A decision must be made to shelter in place or to evacuate during a hazardous material release.  PSJA Police Department will notify the Fire Department and Hazmat Division if necessary 


Principal’s Office
· Call PSJA Police Department and Superintendent’s office  
· Receive a decision from the PSJA Police Department and Safety Department on whether to shelter in place or to evacuate 
· If told to shelter, follow the shelter in place procedures
· If told to evacuate, follow the evacuation procedures

*PSJA Police Department will call the Health Services and Student Services Departments.


















BUS ACCIDENT

Bus Driver
· Secure vehicle 
· Survey all individuals involved in the accident for extent of injuries
· Call 911 and administer critical first aid if needed
· Call or radio central dispatch:
· Report the location of the accident, the bus number, and the route number
· Report the school which the students attend
· Report any injuries and whether an ambulance is needed
· Report whether a bus is needed to continue route
· Keep all the students on the bus unless safety conditions warrant their removal
· Recruit assistance to flag approaching vehicles
· Do not move vehicle until instructed to do so
· Account for all students and record extent of injuries on proper form
· Give your name, address, driver’s license number, insurance carrier, and vehicle information to others involved in the accident
· Obtain the same information as above from other driver(s) involved in the accident
· Get name, addresses, and phone numbers of all witnesses
· Make no statement to the media or bystanders
· Give information to investigating officers and school officials only
· Account for all students and record extent of injuries on proper form
· If threat of fire, move children and others to a safe location, at least 100ft. from the side of the roadway, if possible
· Upon returning to the transportation department, assist in completing all necessary accident reports
Transportation
· Receive the emergency call from bus driver and write down all accident information
· Call 911 for ambulance, police, or fire, if needed
Central Dispatch
· Give location of accident and all known information regarding possible injuries
· A safety investigator call safety department
· Notify the motor pool foreman
Transportation Director
· Notify the principal and director of health services about the accident and continue to inform as new information becomes available
· Obtain the names of students on the bus from the bus route files
· Obtain a list of injuries as soon as possible
· Provide another bus and/or driver, if needed
Principal’s Office
· Call the Superintendent’s office
· Collect emergency health information from enrollment cards for all students on the bus
· Appoint a staff member to go to the accident site and to report any special health considerations to the medics on-site
· If ambulance has been called, the staff member should accompany the ambulance to the hospital with the emergency health information and should act as a liaison between hospital and school
· Appoint staff to contact parents and, as the information is available, inform them:
(1) If their child is uninjured or injured and to what extent
(2) If their child is being transported by ambulance
(3) Which medical facility their child has been taken to 
· Refer media calls to Superintendent
· Inform staff
· Must submit incident report (affidavit) to Student Services 

Safety Officer
· Go to the scene of the accident ASAP
· Take guidelines and forms with you
· Take a camera and a radio or a cellular phone
· If medics have not arrived, assist in first aid
· Get a list of students involved in accident and injuries incurred, if possible
· Report new information to central dispatch
· Take pictures of the accident and gather information
· Compile a seating chart at time of accident
· Assist the bus driver in any way possible, including caring for the students
· Go to the hospital and stay until everyone has been seen by a physician
· Complete accident report and forward to district safety department with a copy to transportation 
· Contact the insurance carrier to authorize treatment at the hospital



SUSPECTED CHILD ABUSE




Teacher
· Report any suspected abuse or neglect of a student’s physical or mental health or welfare to the principal and the nurse
· Each person to whom a child discloses abuse/ neglect has a responsibility to respond and report to your local Child Protective Services (CPS) 1-800-252-5400 (www.txabusehotline.org)
· Must submit incident report (affidavit) to Student Services 

School Nurse
· Observe student and make an assessment of any suspected abuse or neglect
· If any abuse or neglect is determined or even suspected:
· Notify Principal 
· Notify Counselor 
· Notify Child Protective Services within 48 hours
· IT’S THE LAW!
· Inform teacher of assessment
· Allow student to return to normal schedule as soon as possible
· Must submit incident report (affidavit) to Student Services 


SEXUAL ASSAULT ON CAMPUS




Teacher
· Alert Principal’s Office Immediately
· Must submit incident report (affidavit) to Student Services 

Principal’s / Administrator Office

· Call Office of Security* or 911, if necessary, for police and ambulance
· Call grade level counselor to stay with victim
· Isolate suspect
· Isolate witnesses and do not allow them to talk to anyone or to each other
· Appoint an administrator or counselor to notify the parent in person, if possible
· Call the Superintendent’s Office 
· Provide counseling services


*Office of Security will call Student Services. Student Services will then call Health Services and Safety Department.



STUDENT WALKOUT

Teacher
Indications of a Potential Walkout
· Student informs teachers, counselors, or the principal’s office of their plans for a walkout
· Encourage the student walkout leaders or group of students to meet with the principal to present their issues and concerns that are causing them to plan a walkout

Principal’s Office
Upon Hearing about A Potential Walkout
· Identify the issues and concerns that have lead up to a potential walkout
· Obtain the date and time of the planned walkout and the names of the students involved
· Determine a course of action to avert the walkout
· Call the Superintendent’s Office and Dept. of Security
· Call Security & Safety Office, if available
· Meet with the faculty to inform them of the potential walkout
· Meet with student leaders, student council, and leaders of school organizations to explain the situation, clear up rumors, and attempt to gain support to avert the walkout

Pre-Plan For Day of Walkout
· Assign staff members to a “Supervision Schedule” for the day that the walkout is supposed to occur
· Pre-plan to have teachers stand at specific locations in halls and on the school grounds to supervise if the walkout occurs
· Instruct teachers to take attendance before the time of the walkout and after the time of the walkout
· Instruct teachers to prepare a special absentee list to document the names of students who participated in the walkout
· Instruct teachers to watch their actions and comments, so that they do not aggravate the walkout situation
· Emphasize to the video operator the importance of the film for later use in identification purposes and for documenting the verbal communications between the participants and the walkouts
· Confer with the superintendent for advise and decision-making
· Ensure that a representative from communications department is on campus to assist with the news media
· REMINDER: The superintendent may decide to be present at a campus where a walkout is planned 
During The Walkout
· Instruct staff members to allow the students to leave the building
· DO NOT STOP ANY STUDENT FROM LEAVING!
· Encourage staff members to say the following to the walkouts
“Students, if you go to class now, there will be no disciplinary action. If you walkout, you will be subject to disciplinary action.”
· Ensure that the video camera operator is filming the students, any outsiders, and adults that are participating in the walkout
· Make the following PA announcement:
· “Students, we want you to go to class. You have 5 minutes to return to class. If you leave, you are subject to disciplinary actions.”
· Wait five minutes to give students the initial opportunity to return to class
· Instruct personnel assigned to hall duty to conduct a “Hall Sweep” to clear the halls of all students after five minutes
· Ensure that all students are either in class or outside
· Secure the building doors with panic bars that will not allow students to come back in and disrupt classes after the first five minute deadline
· Monitor the ongoing situation
· Communicate the current status of the walkout to the superintendent
· Go outside with a bullhorn to address the participants of the walkout
· Address the walkouts by bullhorn with the following statements:
· “Students we want you back in school. If you come back now, there will be no disciplinary action. You have 5 minutes to return to the auditorium where we can process you to go to class. If you do not come back in within five minutes, you are subject to disciplinary action.”
· Concentrate on trying to get the students back into class

After The Walkout
· Instruct teachers to take attendance each period after the walkout so that a list can be generated to identify the students who participated in the walkout
· Be responsible for developing the list of all students who walked out
· Contact the parents or guardians of walkout students to arrange for the return of each student
· Inform the parents or guardians of the disciplinary action
· Develop a system for admitting students back to school after a walkout






MISSING STUDENT OR RUNAWAY STUDENT



Teacher
· Report to principal’s office any student who is missing
After Student Has Been Listed As “Present”

Principal’s Office
· Obtain registration form and photograph from files
· Search campus, including an “All Call” on PA
· Call Security Office
· Call parent or those listed on emergency release form
· Advise parent to call the police if student is not located within a reasonable period of time 
· Call the Superintendent’s Office
· Do not release any information to the media
· Refer inquires to Communications Department 
· When police arrive at school, work closely with them
· If student is located, notify parent immediately

 When Student Is Missing Between Home And School
· And when parent calls to check on his son or daughter present at school
· Are any of his friends also missing?
· Ask for student’s possible route to school and for means of transportation
· Advice parent to call the police if student is not located within a reasonable period of time
· Ask parent to notify school if student is located
· Call Security Office
· If student is a young child, possibly lost, security may want to drive the student’s route to school
· Obtain registration form and photograph from files
· Call the Superintendent’s Office
· If student is a bus rider, call transportation
· Refer media to Superintendent or Communications Department  
· If police arrive at school, work closely with them
· If student is located notify parent immediately

When Student Is Missing Between School And Home
· Parent or guardian has called school to advise of missing student
· Express concern and desire to help
· Gather pertinent information
· Advise caller to contact alternate caregivers and friends
· If caller is parent, advise to call police if student is not located within a reasonable period of time
· Ask caller to call again if student is located
· Obtain registration form and photograph from files
· Search campus, including “All Call” on PA
· If student is a young child, possibly lost, security may want to drive the student’s route from school
· If caller was not a parent, call the parent or legal guardians
· Advise the parent to call the police if student is not located within a reasonable period of time
· Call the Superintendent’s Office
· If student is a bus rider, call transportation
· Refer media to Superintendent and Communications Department  
· If police arrive at school, work closely with them
· If student is located notify parent immediately


UTILITY FAILURE

INSIDE GAS LEAK

Principal’s Office
· Notify the building occupants by PA, bullhorn, or oral announcement to evacuate, whenever a strong gas odor is reported
· Do not use fire alarm signal as it may take students into areas of highest gas concentration 
· Call 911 and tell the fire dispatcher you smell gas
· Call the Superintendent’s Office and Student Services Department
· Oversee the evacuation to the designated assembly point
· Determine when the building is safe for re-occupancy after conferring with the authorities
· Must submit incident report (affidavit) to Student Services 
Custodian
· Call Maintenance Dept.
· Ventilate the area, starting where gas concentration is strongest
· Operate manual controls to shut off open flame devices
· Do not operate electrical switches 
· Assist gas company personnel in finding and fixing the gas leak
· Advise the principal when the building is safe to re-occupancy 
Teacher
· Evacuate students to the assembly point when informed to do so
· Follow administrator’s procedures for evacuation
· Do not operate electrical switches 
· Route students around and away from areas of strongest gas odor take roll call at the assembly point
· Ensure that medical care is given to anyone injured or overcome by gas

POWER OUTAGE

Principal’s Office
· Call the Superintendent’s Office and Student Services Department 
· Instruct the occupants of the building to either remain in place or to evacuate by using a bullhorn or messenger
· Notify cafeteria 
Cafeteria
· Prepare cold food menus when possible
· Monitor food storage temperatures
· Notify Child Nutrition Director
Custodian
· Call Maintenance Dept.
· Distribute available flashlights
· Assist the light company in restoring power
Teacher
· Follow the instructions from the principal’s office to either remain in place or to evacuate

POWER LINE DOWN ON SCHOOL PROPERTY

Principal’s Office
· Notify the building’s occupants by bullhorn or messenger, if PA system has failed
· Designate someone to guard the area of the downed power line to prevent students and staff from going near
· Call Security & Safety Offices-
· Call the Superintendent’s Office
· Must submit incident report (affidavit) to Student Services 
Custodian
· Call Maintenance Dept.
· Distribute available flashlights
· Assist the light company in restoring power
Teacher
· Follow instructions from the principals’ office

WATER SHORTAGE

Principal’s Office
· Call the Superintendent’s Office and Student Services Office
· Must submit incident report (affidavit) to Student Services 
Custodian
· Call Maintenance Dept.
· Assist the water department in determining the cause and in making the repairs
Teacher
· Continue normal education duties 


*Office of Security will call Student Services. Student Services will then call Health Services and Safety Department.



HURRICANE


Principal’s Office
· Track the hurricane position and predict the path whenever a storm enters the Gulf of Mexico or threatens the Atlantic Ocean
· Review hurricane shutdown plans and school closing procedures with staff

Preparedness
· Make preparations to close down the school buildings when an official hurricane watch is issued
· Ensure safe storage of all vital and expensive equipment
· Advise transportation of any special needs prior to school closing and dismissal of students
· Dismiss students and close schools when directed by the superintendent’s office
· [bookmark: _Int_n3L3tlRo]Direct the staff and other employees to close their area and to leave the school facilities after the students have left school
· If the school is a designated public shelter, ensure that shelter team members remain available to perform their assigned duties at designated shelter location 

Teacher
· Assist in the dismissal of students, if necessary
· Store all books, papers and other equipment away from windows and above the floor
· Move all audio-visual equipment to a secure, central location
· Protect computers and other expensive equipment

Custodian
· Secure or move all portable and loose outdoor items inside
· Secure all windows and glass
· Start and test emergency generators, if available, to make sure that they are operational 
Preparedness
· Turn off all boilers, gas and electrical devices, except in buildings designated as potential public shelters
· Take any additional precautions considered necessary for the protection of the facility
· If school is a designated public shelter, remain available to perform duties and responsibilities as a member of the emergency shelter team
Post-Storm
· Accompany the principal to assist in damage assessment
· Assist the principal in filling out a checklist assessment of each building’s operability
· Assist maintenance and safety in scheduling and overseeing repair work, if needed

Preparedness
· If school is a designated public shelter, remain available to perform duties and responsibilities as a member of the emergency shelter team
Post-Storm
· Assist the principal on all duties that may be assigned in order to get the school back into the educational process

Nurse
· Ensure that a complete inventory of first aid supplies are available

Preparedness
· Make inventory and location of fist aid supplies known to appropriate staff
· If school is a designated public shelter, remain available to perform duties and responsibilities as a member of the emergency shelter team
Post-Storm
· Assist the principal on all duties that may be assigned in order to get the school back into the educational process


Assistant Superintendent of Support Services 
· Assess the damage to the building after the storm has passed
· Make a checklist assessment of each building operability with assistance from the custodian
· Prepare a list of damages
· Identify all rooms and buildings that experienced severe damage, which would make them unusable 
· Estimate the earliest date that classes can resume if repair work is required
· Submit the damage form to your superintendent
· Meet with maintenance and safety to physically assess the repairs needed



Flooding


Bus Driver
· In advance, locate high ground areas along your route
· Watch for flooding in highway dips, low areas, and around bridges
· Do not attempt to drive through dips of unknown depth
· Be especially cautious at night when it is harder to recognize flood dangers
· If part of your route is impassable, radio or call the operations manager for a new route
If Vehicle Stalls
· If vehicle stalls in area of mildly flowing water and the water in not above the children’s knees, abandon bus to higher grounds
· If vehicle stalls in deep water, or fast flowing water, act quickly to save yourself and those depending on you. Request help from passerbys.
Before School Opens
Principal’s Office
· During heavy rain, consult with superintendent’s office on whether school will open
If School Is Open
· Assign a staff member to monitor local radio and TV weather advisories
· Assign a staff member to keep an eye on entry roads to school for possibility of imminent inaccessibility 
· If school must be evacuated, consult with the superintendent to arrange for early dismissal and necessary transportation
· Protect content of building by moving books, files, and equipment from floors and bottom shelves on tables and cabinet tops
Transportation
· Listen to NOAA or local radio or TV for possible flash flood warning or flooding in progress
· Send emissaries to areas known to be flood-prone and assess situations
· Determine whether roads are likely to be passable when school opens
· Evaluate weather roads are likely to flood during school day, based on present situation and weather advisories
· Advise superintendent of assessment
If School Is Open
· Be prepared to reroute buses to more passable roads 
· Continue to monitor weather advisories during the day and inform the superintendent of any changes in assessment which might require an early dismissal
· Be prepared to provide boats if necessary 


CLOSING OF SCHOOLS




Schools will be closed
· All students are excused
· Most employees are excused
· Certain employees may be asked to report to their work locations by their  supervisor as conditions allow

Superintendent

PROCEDURE FOR MAKING DECISION- To Close Schools Due To Inclement Weather
· Confer with the following on an ongoing basis:  Senior Staff, manager of transportation, director of safety
· Review available data and reports pertaining to the conditions of roads and facilities and the expected duration of those conditions
· Be responsible for making the final decision to close schools
· If unavailable, responsibility for making final decision to close schools is automatically delegated to the following Assistant Superintendent for Support Services

Communications Department

7:00 a.m. Notification
All staff and news media should have notification of school closing plans by 7:00 a.m., either through direct contact or through media reports

· Continually check with the following agencies to determine the status of emergency conditions
Checklist: (1) Sheriff’s Department (2) Office of Emergency Management (3) Weather Bureau 
                   (4) State Department of Highways (5) American Red Cross

· Notify the Senior Staff
(1) Ensure that the media is notified by 6:30 a.m.
(2) Consider faxing “Media Advisories” to news organizations if time and conditions permit
· Communicate, as necessary, with the following regarding special procedures and precautions that may be required to protect schools and other district property
(1) Security Director & Safety Officer
(2) Transportation Director
(3) Maintenance Director
(4) Child Nutrition Director
(5) Campus Principals

SHELTER IN PLACE

Principal’s Office
· Receive information and instruction to shelter in place, rather than evacuate, due to a nearby hazardous material release
· Activate the school shelter in place plan by announcement over the PA system
· Require all people outside to come indoors
· Ensure that appointed caretakers assist handicapped students
· Ensure that maintenance immediately shuts off all heating, cooling, and ventilation systems for entire campus
· Consider instructing teachers to seal doors and windows with duct tape in severe cases when hazardous materials are outside 
· Call the Superintendent’s office
· Allow no one to leave the shelter during the emergency
· Use reasonable judgment in allowing people who are outside into a shelter during the height of the incident
· Be in contact with the police department for continuous information and instructions until the incident is under control
· Announce the current status of the incident at frequent intervals over the PA systems until “All Clear”
Definition: Sheltering in place is the use of any classroom or office for the providing temporary shelter from a hazardous material release or other emergency


Teacher
· Move all student indoors
· Close all windows and doors to the shelter
· Turn off room heating, cooling, or ventilation systems
· If there appears to be air contamination within the shelter, place a wet handkerchief or wet paper towel over the nose as temporary respiratory protection
· Continue to follow the instructions given over the PA system
· Do not allow anyone to leave the shelter until the “All Clear”


Emergency Telephone Numbers




Emergency (Police, Fire or Ambulance) Dial -----------------------------------------------------911

District Emergency Team
· Superintendent of School --------------------------------------------------------------956-354-2000
· Health Services Department ---------------------------------------------------------956-354-2016
· Security Department --------------------------------------------------------------------956-354-2033
· Safety Department ----------------------------------------------------------------------956-354-2065
· Communications Department --------------------------------------------------------956-354-2027

Law Enforcement
· PSJA Police Department --------------------------------------------------------------956-354-2033
· Pharr Police Department---------------------------------------------------------------956-402-4700
· San Juan Police Department ---------------------------------------------------------956-787-9904
· Alamo Police Department -------------------------------------------------------------956-787-1454

Hidalgo County Sherriff’s Office ---------------------------------------------------------------956-383-8114
Hidalgo County Constable’s Office (Pct. 2) -------------------------------------------------956-784-3510
Department of Public Safety Highway Patrol ---------------------------------------------956-585-3126
Federal Bureau of Investigation (FBI) -------------------------------------------------------956-984-6300

Fire Departments
· City of Pharr -------------------------------------------------------------------------------956-787-2761
· City of San Juan --------------------------------------------------------------------------956-223-2470
· City of Alamo ------------------------------------------------------------------------------956-781-2004

Emergency Management
· American Red Cross ---------------------------------------------------------------------956-423-0523
· Pharr City Hall ---------------------------------------------------------------------------956-402-4000
· San Juan City Hall ----------------------------------------------------------------------956-787-0006
· Hidalgo County Emergency Management ----------------------------------------956-318-2615

EMERGENCY TELEPHONE NUMBERS

Utilities
· AEP Texas -------------------------------------------------------------------------------1-866-223-8508
· Magic Valley Electric Co-Op -------------------------------------------------------1-800-880-6832
· Central Power & Light Company -------------------------------------------------1-866-322-5563
· Texas Union Gas Company ---------------------------------------------------------1-800-700-2443
· AT&T Repair Center (24 hour) ----------------------------------------------------1-800-246-8464

Water Municipalities
· City of Pharr ------------------------------------------956-787-7951/ Emergency 956-787-8546
· City of San Juan -------------------------------------956-702-6400/ Emergency 956-782-7525
· City of Alamo -----------------------------------------956-787-8321/ Emergency 956-787-2232
· North Alamo Water Supply ----------------------956-383-1618/ Emergency 956-464-7575

Helpful Numbers
· Bomb Squad -------------------------------------------------------------------------------956-787-8546
· Child Abuse Hotline (Child Protective Services) -------------------------------956-682-1301
· National Youth Crisis Hotline (Suicide Prevention) ------------------------1-800-442-4673
· Poison Control Center (24 hour) --------------------------------------------------1-800-222-1222
· U.S. Weather Bureau -----------------------------------------------956-546-5378/ 956-546-5377

Radio
· KTEX (100.3 FM) ---------------------------------------------------------------------1-866-973-1041
· KHK 2 (106.3 FM) --------------------------------------------------------------------1-866-973-1041
· KBFM (104 FM) -----------------------------------------------------------------------1-866-973-1041
· KGBT (1530 AM) Spanish ------------------------------------------------------------956-631-5499

Television
· KVEO Channel 23- NBC ---------------------------------------------------------------956-686-2573
· KGBT Channel 4- CBS -----------------------------------------------------------------956-783-5428
· KRGV Channel 5- ABC -----------------------------------------------------------------956-686-2214
· KNVO Channel 48- Univision --------------------------------------------------------956-687-4848
· XRIO Channel 2- Telemundo ---------------------------------------------------------956-686-0040

Newspapers
· The Monitor --------------------------------------------------------------------------------956-686-4343
· Valley Morning Star ---------------------------------------------------------------------956-430-6200
· The Advance -------------------------------------------------------------------------------956-783-0036





Evacuation Plan
	School
	Alternative School Site

	John J. McKeever Elementary School
	Alamo Middle School Gym

	D.U. Buckner Elementary School
	Liberty Middle School Gym

	Edith & Ethel Carman Elementary School
	PSJA High School Gym

	Allen & William Arnold Elementary School
	LBJ Middle School Gym

	Cesar Chavez Elementary School
	Escalante Middle School Gym

	Vida N. Clover Elementary School
	Austin Middle School Gym

	John Doedyns Elementary School
	LBJ Middle School Gym

	Zeferino Farias Elementary School
	Alamo Middle School Gym

	Marcia R. Garza Elementary School
	PSJA Memorial High School Gym

	Henry Ford Elementary School
	Liberty Middle School Gym

	Graciela Garcia Elementary School
	Escalate Middle School Gym

	Amanda Garza-Peña Elementary School
	Austin Middle School Gym

	Carmen Anaya Elementary School
	Escalante Middle School Gym

	Augusto Guerra Elementary School
	Audie Murphy Middle School Gym

	Dr. William Long Elementary School
	PSJA North Elementary School Gym

	Raul Longoria Elementary School
	LBJ Middle School Gym

	Gertrude Napper Elementary School
	PSJA Thomas Jefferson T-STEM High School 

	Santos Livas Elementary School
	Audie Murphy Middle School Gym

	Arnoldo Cantu Elementary School
	PSJA North High School Gym

	Geraldine Palmer Elementary School
	Liberty Middle School Gym

	Kelly-Pharr Elementary School
	Liberty Middle School Gym

	Daniel Ramirez Elementary School
	LBJ Middle School Gym

	Drs. Reed & Mock Elementary School
	PSJA North High School Gym

	Alfredo Sorensen Elementary School
	Austin Middle School Gym

	Sgt. Leonel Treviño Elementary School
	Audie Murphy Middle School Gym

	Aida C. Escobar Elementary School
	Liberty Middle School Gym

	Austin Middle School
	PSJA High School Gym

	Alamo Middle School
	PSJA Memorial High School Gym

	Escalante Middle School
	PSJA Southwest High School Gym

	Kennedy Middle School
	PSJA Southwest High School Gym

	LBJ Middle School
	PSJA North High School Gym

	Liberty Middle School
	PSJA High School Gym

	Audie Murphy Middle School
	PSJA Memorial High School Gym

	Raul Yzaguirre Middle School
	PSJA High School Gym

	PSJA High School
	PSJA Memorial High School Gym

	PSJA Memorial High School
	PSJA High School Gym

	PSJA North High School
	PSJA Southwest High School Gym

	PSJA Southwest High School
	PSJA North High School Gym

	PSJA Buell Central High School
	Liberty Middle School Gym

	PSJA Thomas Jefferson T-STEM High School
	Liberty Middle School Gym

	PSJA Elvis J. Ballew High School
	PSJA High School Gym

	PSJA Sonia Maria Sotomayor High School
	PSJA High School Gym

	CCT & Academy
	PSJA Thomas Jefferson T-STEM High School
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