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2025-2026  
______________________________ (School Name)  

School Crisis Plan Template  
Appendix B  
_____________________________________________ _________________ Principal Signature Date
La Act 50 House Bill 718  
Passed during the regular Legislature Session of 2013, Act 50 HB 718 requires a "crisis management  and response plan" to be developed and maintained, in an effort to provide students, faculties, and  staff a safe learning and work environment. Schools are required to submit their Appendix B - School  Crisis Plan Template as well as their Appendix C - Planning check list, survey and Table Top exercise  documentation forms within the first 30 days of the school year.  
REVISION EFFECTIVE JULY 2019  
Act 44 (SB 43) by Sen. Appel: Provides for student input in the annual review of school crisis  management and response plans for high schools. 
All changes to your school’s Crisis Plan must be recorded.
	Date 
	Summary of Revision/Change 
	Signature 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	
	
	

	
	
	

	
	
	




 Parish Emergency Contacts  
	Local and School District Emergency Contacts 

	Police, Fire, EMS 
	911 
	JP Schools School Safety 
	(504) 349-7641

	JP Water 
	(504) 736-6050 – EB 
(504) 349-5060 – WB
	JP Schools Health Services –  Emenes Bldg. 
	(504) 736-7389

	Atmos Gas 
	(800) 621-1867 
	JP Schools Compliance 
	(504) 365-5310

	Entergy Electric 
	(800) 368-3749 
	JP Schools Facilities 
	(504) 349-8595

	Poison Control 
	(800) 222-1222 
	JP School Maintenance 
	(504) 349-7716

	Mobil Crisis 
	(504) 832-5123 
	JP Schools District Affairs 
	(504) 349-7899

	DCFS 
	(855) 452-5437 
	JP Schools Operations 
	(504) 349-7694




Appendix B – Jefferson Parish Crisis Plan Template for Schools  
This Jefferson Parish Crisis Plan for schools must be completed at the beginning of each school year. Please enter all  information, and get consultation as needed. Assign a designee to act as leader of the plan in your absence. Also, assign  key staff to coordinate roles, making clear that in their absence you may call on another staff member to perform these  duties. Discuss with your staff all information contained in this plan. Emphasize the importance of student supervision in  the event of an emergency. Inform staff where copies of this plan are kept.  
Send this plan to schoolsafety@jpschools.org in the School Safety Department no later than end of day September 26,  2025. 
Step 1: School Information  
 Building Information 
	Name of School: 
	School Hours: 

	Name of Executive Director of  
School Support: 
	Cell: 
	Grade Levels: 

	School Address: 
	Number of Students Enrolled: 

	
	Number of Students requiring special  
assistance: 




	School Phone: 
	Number of Faculty and Staff: 

	School Fax: 
	Number of Floors: 

	Number of Classrooms: 
	Number of Portables: 

	Location of Intercom: 
	Location of Alarm Panel: 

	Location of Telephone Panel: 
	Location of Security Monitor Station: 

	Location of Boiler Room: 
	Location of Elevator: 

	Location of Gas Shutoff: 
	Location of Water Shutoff: 

	Location of Electrical Shutoff: 
	Location of Roof Access: 




III. School Office 
	Principal – 
	Email:  
(Personal) 
	

	Work: 
	
	JP Cell: 
	
	Alt.  
Phone: 
	

	Assistant  
Principal – 
	Email:  
(Personal 
) 
	

	Work: 
	
	Cell: 
	
	Alt.  
Phone: 
	

	Plant Manager – 
	Email:  
(Personal) 
	

	Work: 
	
	Cell: 
	
	Alt.  
Phone: 
	

	Asst. Plant  
Manager – 
	Email:  
(Personal 
) 
	

	Work: 
	
	Cell: 
	
	Alt.  
Phone: 
	

	Secretary – 
	Email:  
(Personal) 
	

	Work: 
	
	Cell: 
	
	Alt.  
Phone: 
	

	Clerk– 
	Email:  
(Personal) 
	

	Work: 
	
	Cell: 
	
	Alt.  
Phone: 
	




IV. SERT – School Emergency Response Team 
	Counselor: 
	Email:  
(Personal) 
	

	Work: 
	
	Cell: 
	

	Certified In: 
	___ Bi-lingual ___First Aid ___CPR ___CPI ___Administering Medication ___AED 

	Social Worker: 
	Email:  
(Personal) 
	

	Work: 
	
	Cell: 
	

	Certified In: 
	___ Bi-lingual ___First Aid ___CPR ___CPI ___Administering Medication ___AED 

	Nurse: 
	Email:  
(Personal) 
	

	Work: 
	
	Cell: 
	

	Certified In: 
	___ Bi-lingual ___First Aid ___CPR ___CPI ___Administering Medication ___AED 

	Cafeteria  
Manager: 
	Email:  
(Personal) 
	

	Work: 
	
	Cell: 
	

	Certified In: 
	___ Bi-lingual ___First Aid ___CPR ___CPI ___Administering Medication ___AED

	Staff 1: 
	Email:  
(Personal) 
	

	Title: 
	
	Cell: 
	

	Certified In: 
	___ Bi-lingual ___First Aid ___CPR ___CPI ___Administering Medication ___AED

	Staff 2: 
	Email:  
(Personal) 
	

	Title: 
	
	Cell: 
	

	Certified In: 
	___ Bi-lingual ___First Aid ___CPR ___CPI ___Administering Medication ___AED




	Staff 3: 
	Email:  
(Personal) 
	

	Title: 
	
	Cell: 
	

	Certified In: 
	___ Bi-lingual ___First Aid ___CPR ___CPI ___Administering Medication ___AED 

	Staff 4: 
	Email:  
(Personal) 
	

	Title: 
	
	Cell: 
	




	Certified In: 
	___ Bi-lingual ___First Aid ___CPR ___CPI ___Administering Medication ___AED 

	Staff 5: 
	Email:  
(Personal) 
	

	Title: 
	
	Cell: 
	

	Certified In: 
	___ Bi-lingual ___First Aid ___CPR ___CPI ___Administering Medication ___AED 




Step 2: Identify Two Off-site Emergency Evacuation Locations  
It may be necessary to move students to an Off-Site Location. This location should be near your school and able to house  your staff and students. Coordinate your planning with the Central Office, other schools, etc.  1. Examine maps and site plans for possible Alternate Building Location in the immediate vicinity of the school property. 
2. Consider factors such as roadways, waterways, power lines, metal fences, utilities, etc., and select routes that minimize exposure to area hazards. 
3. Coordinate planning with nearby schools, community centers, businesses, churches, etc. to establish relationships for Off-Site Evacuation Locations and secure MOUs. 
4. Designate each of the following: 
	Evacuation Site 1 
	Evacuation Site 2 

	Site Name: 
	Site Name: 

	Contact Person: 
	Contact Person: 

	Address: 
	Address: 

	Phone: 
	Phone: 




Step 3: Identify School Command Post and Communication Resources  
The Command Post will serve as a base of operations in the event of an emergency. This location will need access to  telephones (Direct line other than main school line), FAX, intercom and other building controls.  
1. Examine floor plans for your school. Determine a primary and secondary exit. 
2. Factors to consider: gas, sewer, power lines, metal fencing, hazardous material, transformers, water towers, multi-story buildings.
	Command Post 1 
	Command Post 2 

	Location: 
	Location: 

	Direct Phone: 
	Direct Phone: 

	Fax: 
	Fax: 




	Location has access to the following: Megaphone  Two-Way Radio Intercom Radio/TV (Batteries) 
	Location has access to the following: Megaphone  Two-Way Radio Intercom Radio/TV (Batteries) 




Step 4: SERT Assignments (School Emergency Response Team)  
Sert Assignments should be logical, reasonable parallel to day-to day work assignments. 
	Assignment 
	Location 1  
SERT Member 
	Cell 
	Location 2  
SERT Member 
	Cell 

	Site Incident  
Commander 
	
	
	
	

	Safety/Security  
Coordinator 
	
	
	
	

	Medical/First-Aid  
Coordinator 
	
	
	
	

	Student Supervision  Coordinator 
	
	
	
	

	Facilities/Materials  
Coordinator 
	
	
	
	

	1st Reunification  
Coordinator 
	
	
	
	

	2nd Reunification  
Coordinator 
	
	
	
	

	SERT  
Coordinator 
	
	
	
	

	Bi-lingual  
Coordinator 
	
	
	
	

	AED Monitor and  
Reporting Coordinator 
	
	
	
	

	On-Site Medication 
Coordinator 
	
	
	
	

	Grade Level/Floor/Hall  Team Captain (1) 
	
	
	
	

	Grade Level/Floor/Hall  Team Captain (2) 
	
	
	
	




Additional Staff that has First-Aid Training  
	Assignment 
	Name 
	Title 
	Cell 

	First-Aid Assistant 
	
	
	

	First-Aid Assistant 
	
	
	

	First-Aid Assistant 
	
	
	

	First-Aid Assistant 
	
	
	

	First-Aid Assistant 
	
	
	




Step 5: On-Site Assembly Staging Areas  
Schools typically have assembly areas on the school grounds that are used during required fire drills. At times, you must  move students farther away from the buildings. Identify on-site locations that could be used to move students farther  away from the buildings. Schools with a large student body may have more assembly locations. You may direct teachers  to move students to these locations by megaphone.  
	Assembly Area 1 
	

	Assembly Area 2 
	

	Assembly Area 3 
	

	Assembly Area 4 
	

	Assembly Area 5 
	




Step 6: Identify Emergency Evacuation Staging Areas for Individuals with Disabilities  
1. Site Administrators, must designate Emergency Evacuation Staging Areas (coordinate with fire and police). 2. Signs must be posted to mark these locations. 
3. Evacuation Staging Areas must be posted on the Fire Panel for Emergency responders.
	Location 
	Room # 
	Room # 
	Room # 
	Room # 

	Ground Floor 
	
	
	
	

	Second Floor 
	
	
	
	

	Third Floor 
	
	
	
	

	Are signs posted to mark each Evacuation Staging Area Location? ___Yes ___ No 




Step 7: Check and Replenish Contents of Emergency Response Backpack  Check the contents of the school Emergency Response Bag/Backpack. Replenish any items that have been used. Always  provide new batteries for flashlights and megaphones, if provided in the bag. Store/Hang the Emergency Response Bag  in a conspicuous location. Take this bag/backpack with you if you evacuate the building. Especially make sure these items  are inside the bag/backpack:  
	___Yes ___No 
	Copy of JPS Crisis Plan 

	___Yes ___No 
	Copy of this Emergency Management Plan 

	___Yes ___No 
	Megaphone 

	___Yes ___No 
	Flashlight 

	___Yes ___No 
	Whistle 




Step 7: Check and Replenish Contents of Emergency Response Backpack  
	___Yes ___No 
	Emergency Evacuation Kit/Bag in every classroom?  
This would include any container holding Step 7 items 

	___Yes ___No 
	Evacuation diagram posted in every classroom/hallway? 




Step 7: Develop a Student-Parent Reunion Procedure at your School  
With the Reunification Coordinator (s) develop a procedure to sign out students to parents in the event of a serious  emergency. You will need to identify a location(s) and establish a process for reuniting students and parents.  
	___Yes ___No 
	Location(s) identified and procedure to reunite students and parents developed?




I have identified and reviewed the areas designated and assignments for each of the  following with my staff:  
∙ Off-site Evacuation Locations: ___Yes ___No 
∙ Command Posts: ___Yes ___No 
∙ SERT Assignments: ___Yes ___No 
∙ On-site Staging Areas: ___Yes ___No 
∙ Staging Areas for Disabled Individuals ___Yes ___No 
Please be sure to submit a copy of your school’s safety plan, steps 1 – 7, to the Department  of School Safety for review. Please keep original safety plan in a binder at your location for 
your Executive Director of School Support. 
I have attached a copy of the school’s floor plans and evacuation routes to be reviewed by  the district. All classrooms, Fire Pull Stations, Extinguishers, Shut-off valves, AED, Camera  positions and Exit Routes are clearly labeled.  
Step 8: School Floor Plan and Evacuation Routes  
All Schools will need to submit a detailed copy of their school’s floor plans and evacuation routes. Floor plans must be  clearly marked with Room Numbers, location of fire panel, shut off points for water, gas, electric, evacuation routes and  camera positions.  
[PLACE SCHOOL FLOOR PLAN HERE] 
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