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Emergency Response Plan
Planning and Purpose
The School Building Principal, under the direction of the Board of Education and Superintendent of Schools, has appointed a Building-Level School Safety Team charged with the development, implementation and maintenance of the Building-Level Emergency Response Plan. This Emergency Response Plan has been developed due to the realization of the need and importance of an effective response to emergency situations and to comply with the Commissioner of Education Regulation 155.17. 

We recognize that our Building Plan is one component of the District-Wide Comprehensive School Safety Plan. The Building-Level Safety Team will work closely with the District-Wide Safety Team to ensure that all practices and procedures remain current and are effective. This Plan seeks to respond to the types of natural or technological hazards that may occur through the maximum utilization of the school district’s personnel and resources. 

The intent of the Plan is to develop consistent responses to emergency situations experienced by the school district and to integrate the district’s emergency response with other emergency responses. The school building’s planning process is critical to a workable emergency response and has been developed to include the following:

· Building Level School Safety Team

· Emergency Response Team

· Post-Incident Response Team 

· Volunteer Search Team

· Incident Command System (Chain-of-Command)

· 
Early Dismissal, Evacuation and Sheltering Plans including Annual Building Test of 
Emergency Response Procedures

· Emergency Notification to Parents

· Emergency Telephone #’s (internal and external)

· School Building Information Report, Floor Plans & Resources

· School Building Command Post (and alternate)

· Emergency Procedures Notice and Training for Students and Staff

· Annual Emergency Response Plan Review

· Needs of Handicapped Students and Staff 

· Coordination with Local and County Emergency Response Agencies

· Pre-Emergency Planning and Sequential Emergency Response

· Hazard Analysis

· Communication Systems

· Public Information Officer and Alternate

· Transportation

· Emergency Response Kit

Emergency Planning Rationale:

The New York State Education Department Commissioner of Education Regulation Section 155.17 requires that each Building Level School Safety Team develop an Emergency Response Plan and update it by July 1 of each school year so it can be incorporated into the District-Wide Comprehensive Safety Plan. This will ensure the safety and health of students and staff and also ensure integration and coordination with similar emergency planning at the Municipal, County and State levels. Each School Principal will designate a Building Level School Safety Team to oversee the development, implementation, updating and testing of the Emergency Plan. The School Principal will coordinate with both internal staff and representatives from external agencies to meet required elements of the law. The initial response to all emergencies at the School Building-Level will be by the School Emergency Response Team. Once the School Principal activates the School Emergency Response Team the Superintendent of Schools will be notified and, if necessary, local emergency officials will also be notified. Protocols will be established to obtain assistance from County and State agencies if necessary.

Plan Review and Public Comment:
· The Emergency Response Plan will be reviewed periodically throughout the school year and be maintained by the Building-Level School Safety Team.

· A summary of the Plan will be made available for public comment at least 30 days prior to its adoption as required by the Commissioner’s Regulation 155.17(e)(3). The Building-Level Plan will become part of the District-Wide Comprehensive Safety Plan which will be formally adopted by the Board of Education.

· The Building-Level Emergency Response Plan shall be confidential and not subject to disclosure to the general public.

· Full copies of the Building-Level Emergency Response Plan will be supplied to both Local and State Police within 30 days of adoption.

Plan of Action:

In an emergency, time is a critical factor in the decision making process. Decision makers need to know if the Plans have current and accurate information (names, phone numbers, student information, building resources, etc.). Basic components include:

· Integration of police, fire, emergency medical services, hospitals, gas and electric utilities and transportation.

· Delineation of the roles and responsibilities of personnel at the emergency sites (Chain-of-Command).

· Notification of who should be contacted in an emergency and in what order.

To account for the variable character of disaster emergencies and the extent of advance warning, there are three different plans of action to protect the health and safety of students and staff. 

The three Plans are as follows:

1) Go-Home Plan (Early Dismissal)
· The Go-Home Plan meets the need to return students to their homes and family as rapidly as possible. Schools need to have current plans which include names and telephone numbers of family and designated surrogates. Special students needs will also be identified and planned for appropriately. It is clear that at no time will elementary school students be returned to unoccupied, unsupervised homes.

2) Shelter Plan (Shelter-In-Place)
· Shelter-In-Place, or stay where you are, is a decision to be made when the situation is safer inside than outside. For example, during conditions when the roads are closed for outside travel, or when they are extremely hazardous, sheltering is called for.  Generally, sheltering is for a short time – but conditions could warrant extended sheltering. Sheltering Plans should include provisions for at least 24 hours. School buildings should be surveyed to identify the safest area(s) for occupants. These areas should be reviewed during the school district’s Annual Visual Inspection required under the New York State RESCUE regulations. Some specific reasons for Shelter-In-Place may be:
· Weather-related

· Generic/Non-specific Bomb Threat

· Specific Bomb Threat

· Lockdown is a special kind of sheltering plan that would require individuals to remain within the safety of their immediate area to protect them from immanent danger. An intruder may be one reason to invoke this type of response. 

· Lockout usually means the threat is exterior to the building. All exterior doors are secured and no one would typically enter or leave the building. A posting should be placed at the front entrance indicating a lockout is occurring and give direction on where arriving individuals should move to. Usually, normal activities can continue in the building. 
3) Evacuation
· Evacuation to a safe place requires that a building’s inhabitants get out and go somewhere else. Evacuation may mean only going outside, away from the building and waiting for the danger to pass. In some circumstances, however, the nature of the emergency may demand that students be transported and housed temporarily in some other building. School Plans will include provisions for transportation and use of alternate sites.

These are factors that affect the transportation of pupils in each school district (as well as those students who walk home). The problem of executing a fast and orderly Go-Home Plan during the day is certain to be a complex one. Some districts may take as little as 30 minutes to get all children home while others may require two hours. The time it takes to activate a Go-Home and/or Evacuation Plan of not only public schools, but also non-public schools, is vital information in the coordination of emergency planning at the State, County and Local level.

Identification of School Teams:
1. Building-Level School Safety Team

· The Building-Level School Safety Team will be selected by the Principal and include at a minimum representatives of teacher, administrator, and parent organizations, safety and other school personnel, community members, local law enforcement officials, local ambulance and other emergency response agencies, and any other representatives deemed appropriate. Some major functions of the team include:
· Develop and update the Building-Level Safety Plan to reflect practices consistent with the District-Wide Safety Plan and Code of Conduct. 

· Develop, implement and evaluate Building-Level exercises and drills. 
· Conduct periodic safety audits and climate surveys.

· Review VADIR data.

· Recommend appropriate training for all building occupants.
2. Building-Level School Emergency Response Team

· The Building-Level School Emergency Response Team will be selected by the Principal with guidance from the Building-Level School Safety Team.  The Emergency Response Team may be a Sub-Team of the Building-Level School Safety Team. This Team will generally be a small group of less than five individuals who have critical functions in the building. The Team will include the Building Principal, Assistant Principal, School Nurse, Head Custodian, at a minimum, and others as deemed necessary. This team will take charge of a Building-Level emergency and work under the direction of the Building Incident Commander (usually the Principal).
3. Building-Level Post-Incident Response Team

· The Building-Level Post-Incident Response Team will provide post-incident psychological and medical aftercare if necessary. Often, this type of expertise may not be readily available at the building-level. For this reason, a district-wide Post-Incident Response Team will be available to handle the needs of the building when it grows beyond their capability. In addition, some incidents may expand beyond the capability of the school district and require the assistance of County and State Services. Relationships will be established with the Nassau County Department of Mental Health to access these services. This team will meet routinely and participate in all emergency exercises.
4. Building-Level Volunteer Search Team

· Although not specifically required by the SAVE legislation, it is recommended that each school building establish a Volunteer Search Team. This Team will assist local emergency responders in their efforts to successfully search a building in instances such as a bomb threat. This team will be critical during a Shelter-In-Place response action. The involvement of building personnel is important since they will be more familiar with the building and be more likely to spot something unusual or out of place. Volunteers will never be asked to touch or handle questionable items. Volunteers will receive training prior to conducting a building search (see page 62, for  training).
Emergency Response Plan Overview
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Designation of School Teams

Building-Level School Safety Team:
The Building-Level School Safety Team has been appointed by the School Building Principal and includes the following representatives:  (Fill in specific information.)
Administrators







-

Teacher Representatives





-

Parent Organizations






-

School Safety Personnel





-

Other School Personnel





-

Community Members






-

Emergency Response Agencies




-

Others as Deemed Necessary





-
Building-Level Emergency Response Team:
The Building-Level Emergency Response Team will include the following representatives:  (Fill in specific information.)

School Principal






-

Assistant Principal






-

School Nurse







-

Head Custodian






-

Others as Deemed Necessary





-

Building-Level Post-Incident Response Team:
The Building-Level Post-Incident Response Team will be available for post-incident response to medical and psychological needs. Buildings without such resources will utilize the District Team. Representation will be as follows:  (Fill in specific information.)
Appropriate School Personnel




-


Medical Personnel (Nurses, those trained in First-Aid)

-


Mental Health Counselors





-

Others








-

Building-Level Volunteer Search Team:
Each school building will assemble a volunteer bomb threat response search team to assist law enforcement officials in identifying suspicious or out-of-place items, which would only be known to in-house staff familiar with the building. This same team may also be utilized to sanitize specific areas of the building if in-house sheltering (Shelter-In-Place) or pre-clearance of evacuation routes becomes necessary. Search teams will be trained for this purpose as deemed appropriate by the School Building Principal.  (Fill in your own – these are examples.)
Assistant Principal






-

Teacher







-
Custodial Staff






-

Others








-

Prevention/Intervention Strategies

Building Safety Personnel Training:
Training for Emergency Teams and Safety Officers will include de-escalation techniques (see page 71, for de-escalation training). The specific type and schedule for such training will be determined by the District-Wide Safety Team. School Security Guards, whether in-house or contracted, will be required to meet the requirements of the New York State Security Guard Act. These requirements include pre-assignment training, in-service training and annual refresher training. All Security Guards will be required to show proof of completion of this training.

Coordination with Emergency Officials:
The Building-Level School Safety Team includes members of local emergency response services who will be instrumental in assisting the Team in annual review of the Plan and conducting drills and exercises to test the Plan. These tests may include tabletop exercises which will be coordinated with Local and County emergency responders and preparedness officials. The School Building Emergency Response Team will be critical in the coordination of these exercises.

Annual Multi-Hazard Training for Staff and Students: 

The District-Wide Comprehensive School Safety Plan requires annual multi-hazard training for students and staff. The intent of this training is to make building residents aware of the specific response procedures in their buildings. All school building staff will be familiarized with the basic concepts of the Incident Management System (Incident Command). This type of training can be most successfully accomplished by members of the Building-Level School Safety Team who would be most familiar with the procedures they have established. The Team will utilize a train-the-trainer approach to train individual classroom teachers to relate this information to their class. Staff training will be incorporated into regular staff meetings. 

Identification of Sites of Potential Emergencies
The District-Wide Comprehensive School Safety Plan requires each Building-Level School Safety Team to identify sites of potential emergencies including both internal and external hazards that may warrant protective actions such as the evacuation and sheltering of the school population. The Team has identified the following: (You must do a review and fill in your own – these are some examples!)
· Major Highways and Intersections

· Railroad Crossings

· Adjacent to Airport

· Hazardous Waste or Chemical Storage Facilities

· Indoor Swimming Pools

· Indoor Chemical Storage including Laboratories

· Industrial Art Areas

· Areas Subject to Flooding

Incident Management System (Incident Command)
The school district has adopted an Incident Management System (IMS) which consists of procedures for controlling personnel, facilities, equipment and communication. The IMS will be implemented at the beginning of an incident and will end when management and operations are no longer required. This system is structured to expand with the needs of an escalating incident and fulfill the command and control requirements of each incident. The school district IMS is designed to respond to any type of incident and will improve student and staff safety by providing better accountability of personnel and use of available resources.

Since command of an incident cannot be left to chance, it is the responsibility of the Incident Commander (IC) to implement the necessary functions within this system based on the demands of the incident. As the needs of the incident increase, the IC will further expand the system as necessary. It is clear that in response to any given incident only the IC can be in command and will be responsible for the following:

· Assessing the situation and available resources

· Determining an appropriate action plan

· Monitoring the Plan’s effectiveness

· Continually modifying the Plan to meet the needs of the situation

IMS Components:

· Common Terminology 

Standard terminology both internally and during communication with external agencies is essential for proper IMS function. Staff training should include information on terminology used in the IMS.

· Modular Organization 

Generally, the IC oversees five main incident functions that may or may not be staffed, depending on the nature of the incident, as follows:

1. Command

2. Operations

3. Planning

4. Logistics

5. Finance

· Integrated Communication 

A common communication plan must be utilized.

· Unified Command 

Due to the fact that many different agencies and personnel may respond to any given incident (police, fire, school, etc.) it is important that each entity act as one organization operating from one command post with each agency maintaining control over its own personnel. Under unified command, the senior command official from each agency will meet and work together at one location. 

· Consolidated Action Planning 

Depending on the nature of the incident, the IC will establish a plan of action based on known risks and expected hazards (SOP - standard operating procedures) and decide whether a variation from the SOP is necessary due to specific conditions that may be existing. The plan should address:

1. What do we need to know?

2. What do we need to do?

3. What are the strategies, tactics and support activities needed during the entire incident?

· Manageable Span of Control 

Generally, one supervisor can manage from three to seven people effectively depending on the nature of the incident. During a crisis situation, too many people reporting to the IC or any lead supervisor can significantly reduce the effectiveness of the incident response.

· Designated Incident Facilities 

It is important to pre-determine areas that will serve a specific purpose. The following need to be considered:

1. Command Post – Since all incident operations will be directed from the command post it is important that it have expansion capability to support added personnel (other agencies) due to incident escalation. If due to the nature of the incident, the command post becomes unavailable an alternate site should be established.

2. Staging Area – This is an area where additional resources (staff and equipment) are held awaiting assignment. The staging area is coordinated by a staging officer who maintains close contact with the IC. The staging area is located away from the command post.

3. Rest Area – This is an area that affords protection from the weather where staff are sent to rest, eat and replenish themselves. It may be advisable to locate this area in close proximity to the staging area.

· Comprehensive Resource Management
Incident command must know at all times the current status and location of all resources at the incident scene in order to effectively manage the incident. There are three status conditions:

1. Available – ready for assignment

2. Assigned – performing active function

3. Out of Service – not ready or available for assignment

Changes in resource status should be reported immediately.

National Incident Management System (NIMS)

NIMS uses a comprehensive approach and national framework for incident management.  This framework involves a core set of concepts, principles, procedures, processes, terminology, and standards, which enables a number of public and private agencies to effectively manage incidents.

NIMS is an integration of best practices that have proven to be effective in a number of settings and incidents.  Although the system involves a good deal of standardization, it also provides a flexible and adjustable framework within which government and private entities at all levels can work together to manage domestic incidents, regardless of their cause, size, location, or complexity.  This flexibility applies across all phases of emergency response and crisis management:  prevention/mitigation, preparedness, response, and recovery.

Components of NIMS:

· Command & Management
1. Incident Command System

2. Multi-agency Coordination System

3. Public Information System

· Preparedness
1) Planning; 2) Training and Exercises; 3) Standards and Certification; 4) Mutual Aid;
5) Information and Publications

· Resource Management
1) Identify and type resources; 2) Certify and credential personnel; 3) Inventory, acquire, mobilize, track and recover

· Communications and Information Management
· Supporting Technologies
· Ongoing NIMS Management
IMS Organization
Organization emanates from the IC downward with responsibility for command placed initially on the first arriving administrator. The five main functions of the school district IMS are Command, Operations, Planning, Logistics and Finance. The command structure is as follows:

























Activation of the Incident Management System (IMS)

A large-scale emergency response presents a complicated and rapidly changing situation. Confusion can be eliminated by the use of an effective command system to coordinate resources and account for students and staff. The school district IMS will be initiated, and command announced, when more than one team is actively engaged in incident operations. However, it may be implemented anytime the IC feels his/her span of control has become saturated and the need for additional management exists. 

The size of the command structure will reflect the type and complexity of the incident. As complexity increases, positions within the school district IMS are assigned to manage primary support equipment and personnel. If one individual can manage the resources involved at the incident, no further organization is needed. Positions described within the school district IMS organizational chart are not necessarily people but indicate component functions that may have to be performed at the incident. 

Initial Command:
The traditional school district titles and authority have no real significance within the IMS. Any individual may take on any role as long as that person has been trained in the use of the school district IMS. The first person arriving at an incident is designated as the initial IC. The initial IC will remain in command until command is formally passed to the next arriving senior or competent individual, or when he/she is relieved by a senior ranking administrator or the incident is terminated.

Transfer of command will be confirmed face-to-face by both administrators. Typically, command will not be passed more than three times in order to limit disruptions and confusion (staff member to principal; principal to central administrator; central administrator to emergency response).

Command Responsibility:
The responsibilities of the IC are as follows:

· Assume an effective command position

· Size up the incident and issue an initial report to all administrators

· Establish objectives and determine a plan of action; select strategy and assign tactics

· Assigned individuals/teams as required to assignments to fulfill strategy

· Activate additional sectors or positions within the IMS as IC span of control becomes saturated

· Track the location and condition of all individuals/teams

· Provide continuing command and progress reports until relieved by a senior person

· Review and evaluate the plan of action and revise the plan as needed

· Request and assign additional resources as necessary

· Return staff and students to facility or initiate the Go Home Plan
· Terminate command

Key considerations when sizing up an incident:

1. What is the problem?

2. Where is the problem?

3. If a fire, where is it going?

4. Who or what is in danger?

5. What can I do to better protect staff and students?

Objectives for controlling the incident:

1. Evacuation

2. Rescue of staff and students

3. Sheltering on/off site of students and staff

4. Relocation off site for students and staff

5. Accountability of students and staff

6. Parental notifications

7. Media support

8. Returning the facility to operations

Initial Operations:
The IC will select an appropriate commitment to overcome the problem usually falling into one of the following strategic modes:

A. Offensive Mode – a situation which requires immediate action to help protect students and staff quickly.

B. Defensive Mode – this type of situation requires the IC to assign resources to positions that would prevent the incident from occurring or escalating.

C. Command Mode – this is a situation clearly beyond the control of the initial available resources. The IC will assume command for the purpose of evacuating and relocating students and staff. Upon arrival of emergency service personnel, he/she immediately relinquishes command.

Confirmation of Command:

Confirmation of command is a major part of the first IC function. The initial announcement will assure all that command is in place. Everyone arriving at the scene after command has been assumed will automatically fall into one of the following categories:

1. Working under the Incident Commander

2. Taking command if it is passed to them

3. Formally taking command if the later arriving person outranks or is more qualified than the person in charge

Assuming Command:

Assuming command of an incident operation that is underway can be more difficult than assuming command from the incident’s inception. The senior administrator should not be reluctant to assume command especially if the operation appears unsound. 

Transfer of Command:

Transfer of information is essential before command can be assumed. The person in command must be able to give the new IC a current and complete status evaluation of the incident.

Training for Incident Command/NIMS:

Appropriate school district personnel will be encouraged to complete both IS-100.SC (Introduction to the Incident Command System for Schools) and IS-362 (Multi-Hazard Emergency Planning for Schools). Both training programs can be accessed on-line at www.nassauschoolemergency.org/training. 

Response
General Guideline for Reporting an Emergency (calling 911):

1. Identify yourself.

2. Give the school location.

3. Identify the nature of the situation.

Assignment of Responsibilities:

The school building will utilize the Incident Management System (Incident Command) as described above as its routine means of response to emergency situations. We realize that most emergencies will not require the full expanse of this system but will allow us to unfold and expand our response as each individual incident dictates. We also recognize that in most instances we will be transferring command to emergency response personnel upon their arrival. The School District Incident Commander transferring command to emergency response personnel will readily assume a subordinate role in support of the new IC and as dictated by emergency response personnel. Generally, the School Building Principal will serve as the Incident Commander. However, the nature of Incident Command dictates that the first person to become aware of an emergency could become the Incident Commander at that moment and remain as such until command is relinquished to the next higher building official. As part of their training, school personnel will be familiarized with the Incident Command concept.  The school building Chain-of-Command will be as follows:
1. School Building Principal

2. Assistant Principal

3. (Fill In)

4. (Fill In)

5. (Fill In)
School Building Command Posts:

Depending on the nature of a response action, either an interior or exterior command post may be selected. At any given point in time, only one command post can be operational.

· Command Post (Interior)



-

(Fill in)


Alternate CP





-

(Fill in)

· Command Post (Exterior)



-

(Fill in)

Alternate CP





-

(Fill in)

Public Information Officer:

The Superintendent of Schools and the designated School District Public Information Officer will be the only official spokespersons with the media during an emergency situation. Parents and guardians will be notified through the news media of any situation that requires a school to be evacuated. The Public Information Officer will handle emergency notification of the media on behalf of the school district. The Public Information Officer is designated to provide assistance in compiling information on the emergency for release to the media and general public. The Public Information Officer will respond to inquiries from parents and guardians during an emergency. If necessary, a media center will be established to inform the media of the nature of the emergency and to give scheduled daily updates. The media center will be established as deemed necessary to keep the media informed but not interfere with the emergency response due to the nature of its location. 

During situations for which outside assistance is received from emergency service agencies, information regarding the situation will be coordinated with those agencies before being released to the media and public. Information regarding the activities of other agencies in response to the emergency will only be released with their special authorization.

Media access to the emergency scene will be granted only by the ranking officer of the agency in charge of the response. School officials will abide by the wishes of the outside agency officials determined to be in control.

· Public Information Officer


Name & Telephone # (Fill in)
· PIO Alternate




Name & Telephone # (Fill in)
Access to Floor Plans:
The importance of easy access to school building floor plans, evacuation routes, school grounds, road maps and the immediate surrounding areas cannot be overemphasized.  The ability of emergency services to obtain this information quickly and efficiently will have a major impact on the success of any response effort. Recognizing this, we have established a special section of this Plan (see page 32) to contain these documents.  We will continually update this information and look for improved ways to provide it.
Notification and Activation (Communication):

During an emergency, internal and external communication systems are vital to an effective emergency response. As one or more systems become unavailable due to the emergency condition, the next most effective form of communication will be utilized. The school district’s communication system will utilize the following methods as deemed most suitable at that time: (Fill in your actual communication methods.)
Telephones



Mobile Radio Systems/Cell Phones

Alarm Systems


Mobile Message Transport  (By vehicle or on foot)

Public Address System

FAX Machines/E-mail/Internet

School Bus Radio


News Media (TV, Radio, etc.)

Mass Notification Systems (Parent-Link; Connect-Ed; etc.)

The first person aware of an incident will report it directly to the School Building Principal. The School Building Principal will notify all building occupants of appropriate protective action to take. An alert (plain language) will be issued:  (Fill in your own – these are examples.)
ALERT



RESPONSE ACTION
· Alarm



-Evacuate
· Shelter



-Proceed to Shelters

· Evacuate



-Evacuate

· Search



-Assigned Staff Conduct Pre-evacuation Search/Sanitize
· Lockdown



-Lockdown (lock doors), move away from open view
· Lockout



-Lock all exterior doors, limit entry

Hazard Guidelines:

The Building-Level Emergency Response Plan contains hazard specific responses for many different situations. The Hazard Specific Response Guide is located on page 79 of the Plan. The Guide is meant for use in training staff on currently acceptable response procedures.  Response procedures will be updated by the School Building-Level Safety Team on a regular basis.

Evacuation & Sheltering Procedures:
· Sheltering

School shelter areas will generally be large assembly areas such as gymnasiums and cafeterias. However, the School Building Principal (IC) may designate other areas based upon emergency conditions that exist. For example, cafeterias and gymnasiums may need to be avoided during tornados and severe storms that may make them structurally vulnerable, or during an exterior bomb threat where the potential detonation is in close proximity to the shelter site.

The School Building Principal (IC), in coordination with the Superintendent of Schools, School District Emergency Coordinator and Director of Facilities, will authorize the use of the school building as a shelter for the public or students from other schools. Responsibility for maintaining records when students are sheltered in another school will be assigned to the School Building Principal (IC) of both the evacuated and host school.

· Evacuation
The School Building Principal (IC), in consultation with other appropriate personnel, will issue an order to evacuate. As in normal school activities, teachers and staff will maintain responsibility for the welfare of students during an evacuation. Parents and guardians will be notified through the news media and/or other means of any situation that requires a school to be evacuated. The School District Public Information Officer will coordinate media notification.

Responsibility for securing an evacuated building will reside with the School Building Head Custodian. The School Building Principal (IC) will insure the security of school records, special equipment, etc., that may be left behind.

Before an evacuated building is re-inhabited, the School Building Principal (Incident Commander), in consultation with other appropriate school district staff and public officials (Fire Marshal, Health Department, Police Department, Local Emergency Management Office, etc.), will insure that no conditions exist that would prevent safe school operations.

· Shelter Site

(List Site)


(Alternate Site)
· Evacuation Site

(List Site)


(Alternate Site)

Emergency Evacuation of Disabled Persons:

The purpose of this procedure is to provide guidance for the emergency evacuation of disabled students and staff from school buildings during emergencies and drills.

· Emergency Procedures for Multi-Story Buildings

· Elevators will not be used for emergency evacuations or practice drills.

· Conduct classes and activities for the disabled on the first floor of multi-story buildings whenever possible.

· When classes and activities for the disabled are conducted above the first floor, designated teachers, staff members, and other persons responding to the emergency or practice drill will use the following evacuation procedures:

1. Escort walking disabled from multi-level evacuation points to designated first level assembly areas outside the building when the alarm is sounded.

2. Escort wheelchair-bound/immobile disabled to pre-determined stairwell landings when the alarm is sounded. Responding persons will remain at the stairwell landings that are designated evacuation points during evacuations or drills.

3. The person in charge of each landing evacuation team will provide orientation to the other team members relating to proper lifting and carrying team techniques, evacuation routes and location of assembly areas.

4. Roll call will be taken at all assembly areas to insure that all persons are accounted for.

5. The School Building Principal (IC) and/or outside agency responders will be contacted immediately and advised of any person not accounted for.

6. Fire drills will be held as dictated by State and Local Regulation.

7. The School Building Principal (IC) will contact the local Fire Department for their assistance in establishing building evacuation plans and procedures. They will be asked to attend practice fire drills.

· Emergency Procedures for Single-Story Buildings
· Designated teachers, staff members and other persons responding to the emergency or practice drill will use the following evacuation procedures:

1. Walking disabled and wheelchair-bound will be escorted from their evacuation points to designated assembly areas.

2. Immobile disabled will be physically taken from evacuation points to designated assembly areas.

3. Remaining procedures are the same as for multi-story buildings noted above.

Disabled Student/Staff
Assigned Staff Member

Pre-determined 
Location
Student Designation

             Name



       Location

(List All)

School Building Emergency Response Kit (Gotta-Go-Bag/Speed Bag):

Gotta-Go-Bags are school emergency bags that are filled with supplies that you may need to have or take with you in an emergency. A minimum of two bags should be kept in each building. The bags should be kept in different locations in the school in the event that one location is not accessible. It is also a good idea to keep an additional bag at an outside location such as an evacuation site. There are school-level Gotta-Go-Bags and district-level Gotta-Go-Bags. The bags should be updated periodically, to make any necessary changes or replacements.  (See page 39 for recommendations on Gotta-Go-Bag contents).
Bomb Threat Response:

Section 807 of the Education Law, Attorney General’s opinion, declares a bomb threat as a potential emergency with no time to debate whether the threat is genuine. A bomb threat, even if later determined to be a hoax, is a criminal action. The decision whether or not to evacuate is dependent upon information received in the threat, and how credible that information is. Alternatives include:

1. Compartmentalization (Shelter-In-Place) – students remain in their present locations while school administration and authorities assess and investigate the threat. Variations of this concept include moving certain segments of the school population to sanitized areas based on new or developing information. In this instance, certain areas of the building, and routes to those areas, may be sanitized during the event. Pre-trained, volunteer staff members (search teams), should be utilized for this purpose.
2. Pre-clearance – This option (typically utilized during Regents examinations or during other school-wide events) may only be implemented prior to the receipt of an actual bomb threat. Pre-clearance of school buildings can be conducted if proper procedures are followed and security is maintained from the start of the school day and continually monitored throughout the day to ensure that no suspicious objects have been brought into the building by students, visitors or staff. If the school district can assure compliance with recommended guidelines for this procedure, then evacuation may not be necessary. School districts should make sure that they meet all requirements before choosing this option. The New York State Education Department Guideline for Pre-clearance of a School Buildings is as follows:
· Staff must be assigned to do a walk-through of the buildings and grounds prior to the arrival of students in the morning to ensure that there are no suspicious objects in or around the building.
· Staff completing the walk-through must report findings to the school principal.

· Monitors must be assigned to walk around the outside of the building if state examinations are being administered.

· A single point of entry to each building for students and staff must be established, and monitored by school personnel.

· School staff must monitor all exits.

· In the case of state examinations, students must not be admitted to the building more than 30 minutes before the start of that examination.

· Students may only be admitted to the building after passing through a checkpoint to ensure that they are bringing with them only pre-approved items.
· Student book bags and knapsacks must be inspected.

· It may be appropriate to send a notice home prior to the event to clearly state that book bags will not be permitted for that particular event.

· During state examinations, testing locations are to be clearly marked.

· Students must only be allowed in the areas of the building where exams are being administered.
· All lockers, including unassigned lockers, must have locks.

· A reporting procedure must be in effect for sighting any unusual object or behavior.

· Parking adjacent to buildings should not be allowed.
3. Evacuation - 
· Building Specific Bomb Threat - The specific school building will be evacuated as quickly and effectively as possible after a search of exit routes and evacuation areas has been conducted (search teams will be utilized for this purpose). All building occupants will be evacuated to a safe area and accounted for (it is assumed that damage and injury from an explosion can occur within an area of at least 1000 feet from the point of detonation).
· All District Bomb Threat - Bomb threats that are announced as district-wide (no indication of a specific location) will result in the evacuation of all school district buildings and potentially the activation of a combination Go-Home Plan and Evacuation to non-school building evacuation sites.
Shelter-In-Place Options

· Shelter-In-Place (Generic/Non-specific Bomb Threat):

1. Shelter-In-Place is announced by the Incident Commander. Instruct everyone to remain where they are and scan their respective area for anything out of the ordinary.

2. Call 911

3. Activate School Building-Level Safety Team and instruct them to scan common areas for anything unusual.

4. If no devise is found, decide whether to continue school or evacuate. School district administration may consult with Police to make their decision.
· Shelter-In-Place (Specific Bomb Threat):
1. Shelter-In-Place is announced by the Incident Commander.

2. Call 911

3. Activate School Building-Level Safety Team. Instruct them to find an internal location to move the school population to. Scan and clear the location and a route to it. Move those in the affected areas to the established and cleared location.

4. Assist emergency responders as necessary.

5. The school district administration makes the decision regarding evacuation, continuation, or dismissal of school.

· Bomb Threats in Outside Areas:
· If the bomb threat indicates that the explosive device is in a car, school parking lot or somewhere else outside the building, then students and staff will remain inside the building. All individuals outside the building will be moved inside or to a safe distance from the suspected bomb area.

· Students will be sheltered only in areas that have been “sanitized and cleared” (this will be coordinated with local law enforcement officials).

· Depending on the nature of the bomb threat call, special consideration will be given to building occupants in rooms on outside walls and window areas. Building occupants will be moved to areas that are free of glass.

· Weather Conditions
· If administration has decided to evacuate due to a bomb threat weather conditions will generally not be a consideration unless the severity of those conditions make the outside threat greater than the potential bomb threat. In such instances, a Shelter-In-Place can be utilized. The school building will be evacuated immediately regardless of the weather. Since the possibility of inclement weather does exist, consideration will be given to procedures for addressing prolonged outdoor exposure (such as sheltering in school buses or outside vehicles, local homes, or movement to another site) or sanitizing and clearing of an internal building area.

· Immediate Police Notification
· A bomb threat is a criminal act and falls within the domain and responsibility of law enforcement officials. Local law enforcement officials will be notified immediately of any bomb threat. School personnel are not authorized to make any determinations related to bomb threats or suspicious packages without law enforcement involvement.
· Police Investigation – Search Activities

· Law enforcement agencies are responsible for all investigations of criminal activities. Depending upon resources and circumstances, police agencies will determine the number of officers sent to look for a suspect device, remove the suspect device, and conduct follow-up investigative activities.

· School Staff Search Involvement
· Police officials may request volunteer assistance from school staff due to their familiarity with the building and their ability to recognize what may be out-of-place or unusual to the building. This does not include touching or handling suspect objects. School staff members are not required to be involved in emergency operations if it is not part of their duties.

· School staff should routinely report to building administration any suspicious or unusual objects seen in the school building or on school grounds.

· Returning to a Building
· After consulting with law enforcement officials, the School Building Principal (IC), Superintendent of Schools, and Director of Facilities will make an informed decision about re-entry into the building (this is different from the legal authority of officials who declare a building safe for re-occupancy after a fire alarm). Based on information received from police, one of the following actions will be taken:

· Re-enter the building and resume classes.

· Relocate the building occupants to another facility.

· Re-enter the building within a set time.

· Have an early dismissal.     
· Notification Requirements
· School Superintendents must notify the BOCES District Superintendent as soon as possible whenever the School Building Emergency Response Plan is activated and results in the closure of a school building. The BOCES District Superintendent is to notify the State Education Department of all school building closures not related to routine snow emergencies.

· Schools receiving bomb threats are required to document each incident on the Violent and Disruptive Incident Report (VADIR) Form. On the form, item 2 (category of incident, #14, bomb threat) should be used for this purpose. The total number of such incidents for each school building will be documented on the Summary of Violent and Disruptive Incidents Form (July 1 – June 30) and be reported annually to SED electronically through the On-Line BEDS IMF Application.
· Criminal Behavior
· The school district will periodically disseminate information to students and staff informing them that reporting a false bomb threat is a crime that may result in imprisonment and/or civil penalties.

· Telephoned Bomb Threat
· Obtain as much information as possible (refer to the FBI Bomb Threat Call Checklist on page 35).  If a written bomb threat is received, handling should be kept to a minimum to avoid damage to the evidence.

· False Reporting Prevention
· The school district will consider the following strategies to discourage false reporting of an incident designed to threaten life and property:

· Installing a Caller ID System on school telephone lines.

· Arrangements with the telephone company for trap/trace of telephoned bomb threats.

· Installing video cameras in places where public telephones are located.

· Instructing students and staff to immediately report the presence of strangers in the building and unusual or suspicious objects.

· Establishing a policy where all “lost time” due to disruptive hoaxes will be made up.

· To insure testing integrity, developing contingency plans for bomb scares during times of academic examinations.

· Training all school personnel who would generally be the first receiver of a telephoned bomb threat.

Emergency Drills 

At least once every school year, each school building will conduct a test of its Emergency Plan in cooperation with Local Emergency Management Officials when possible. Transportation and communication procedures will be included in the test. Parents or guardians will be notified in writing at least one week prior to such a drill. All students and staff will receive written information about the school’s emergency procedures each school year.

· Sheltering Drill (including Shelter-In-Place/Lockdown/Lockout)
Upon notification of an impending or actual emergency or drill, the School Building Principal (IC) will direct students and staff to designate assembly areas or to remain in classrooms as appropriate. Designated areas are defined in this plan. The test of the sheltering plan will include the following components:

· Alerting and warning

· Communications

· Staff procedures

· Movement of students to designated areas within the school building

· Securing classrooms and the building

· Potential evacuation procedures from shelter sites
· Evacuation (Early Dismissal) 
Due to the double trip requirements for transportation, students who would normally ride on a later bus will gather in the assembly area designated in the Shelter Plan. They will stay there until their assigned bus has returned from its first trip. Staff personnel in the assembly area will supervise students in assigned areas of the assembly room. Students will be released to their assigned buses when such buses are announced as available. Normal bus schedule will be followed for the early dismissal plan but moved up for the fifteen minute drill period, or in the event of a real emergency, immediately after the decision is made for an early dismissal. The test of early dismissal plans will include the following:

· Alerting and warning

· Communication

· Resources

· Staff procedures

· Transportation

· Public information

· Evacuation procedures

Security of Crime Scene

Securing and restricting the crime scene is of prime importance in order to preserve evidence from being disturbed or destroyed in cases of violent crimes on school property. As such, the following procedures will be practiced:

· The School Building Principal (IC) will be responsible for crime scene security until relieved by law enforcement officials.

· No items will be moved, cleaned, or altered without prior approval from appropriate law enforcement officials.

· While security of the crime scene is important, it should in no way interfere with the rescue and aid of injured persons.

Recovery

The aftermath of a severe act of violence or other emergency can have a major effect on the well-being of students, school staff and the entire school community. Generally, the School Building Post-Incident Response Team will enlist the services of pre-identified School Building medical counselors and mental health experts. If in-building resources are inadequate or need to be supplemented, district-wide medical and mental health resources will be utilized. When the response effort grows beyond the scope of school district resources, County and State agencies will be utilized. The Nassau County Department of Mental Health (571-3355) will work closely with the school district to access disaster mental health services at the County and State levels as necessary. The School Building Post-Incident Response Team has developed the following procedures for post-incident response:

Short Term:

· Providing mental health counseling for students and staff.
· Assuring building security.
· Restoring the facility to full operations.
· Providing a post-incident response critique.
· Others (List)
Long Term:

· Providing mental health counseling (will monitor for post-traumatic stress behavior)

· Continue to assure building security.

· Provide mitigation to help prevent recurrence and impact.
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Emergency Procedures Notification

In the event of an incident occurring during the school day which disrupts normal classroom activity, the incident will be immediately reported to the School Building Principal or other appropriate person as designated in our chain-of-command (Incident Commander).  Plain language instructions for either school sheltering or evacuation will be issued from the Main Office by the Public Address System or other means.
The following response actions will be taken depending on the nature of the emergency:

Shelter Plan (Shelter-In-Place)
· Shelter-In-Place, or stay where you are, is a decision to be made when the situation is safer inside than outside. For example, during conditions when the roads are closed for outside travel, or when they are extremely hazardous, sheltering is called for.  Generally, sheltering is for a short time – but conditions could warrant extended sheltering. Sheltering Plans will include provisions for at least 24 hours. School buildings have been surveyed to identify the safest area(s) for occupants. These areas are reviewed during the school district’s Annual Visual Inspection required under the New York State RESCUE regulations. Some specific reasons for Shelter-In-Place may be:

· Weather-related

· Generic/Non-specific Bomb Threat

· Specific Bomb Threat

· Lockdown is a special kind of sheltering plan that would require individuals to remain within the safety of their immediate area to protect them from immanent danger. An intruder may be one reason to invoke this type of response. 

· Lockout usually means the threat is exterior to the building. All exterior doors are secured and no one would typically enter or leave the building. A posting should be placed at the front entrance indicating a lockout is occurring and give direction on where arriving individuals should move to. For the protection of all building occupants, no one, including parents, will be admitted to the building until the threat has been removed. Usually, normal activities can continue in the building. 

Evacuation 

· Evacuation to a safe place requires that a building’s inhabitants get out and go somewhere else. Evacuation may mean only going outside, away from the building and waiting for the danger to pass. In some circumstances, however, the nature of the emergency may demand that students be transported and housed temporarily in some other building. School Plans will include provisions for transportation and use of alternate sites.
Early Dismissal 

· Early Dismissal plans will be put into effect and notification systems activated. Bus schedules will be adjusted as necessary. Students who cannot be returned to a parent/guardian will be sheltered until appropriate reunification can occur. Students will never be returned to unsupervised homes.
                                                                                                                                                                          During an emergency, all information regarding the status of school staff and students, as well as alternate shelter arrangements and transportation schedules will be issued through the designated Public Information Officer at the Administration Building. When feasible, the parent notification system will be activated as quickly as possible. The parent/student reunification plan will be implemented when necessary. For additional information, please contact the building principal.
FBI Bomb Threat Call Checklist

Questions to Ask:





Exact Wording of the Threat:

1. When is the bomb going to explode?







      
                         
2. Where is it right now?










                        
3. What does it look like?









                        
4. What kind of bomb is it?









                        
5. What will cause it to explode?









                        
6. Did you place the bomb?









                        
7. Why?











                        
8. What is your address?










                        
9. What is your name?










                          
Sex of caller

             
   Age

                    Race

                     Length of Call  
          

Caller’s Voice:

Calm


Laughing

Lisp


Disguised


Angry


Crying


Raspy


Accent




Excited


Normal


Deep


Familiar


Slow


Distinct


Ragged 


Rapid



Slurred


Clearing Throat

Soft


Nasal



Deep Breathing
         
Loud


Stutter


Cracking Voice


If voice is familiar, who did it sound like?







        
Background Sounds:

Street Noises

Music


Factory Machinery

Local


Crockery

House Noises

Animal Noises


Long Distance


Voices


Motor


Clear



Booth


PA System

Office Machinery

Static


Other


         

Threat Language:

Well Spoken

Foul


Incoherent   
Message Read by Threat Maker


(Educated)

Irrational

Taped



Remarks:   











         

Report Call Immediately to:        Principal/Emergency Coordinator (Fill in Name)

Phone #

         

Fill out completely immediately after bomb threat.
Date

    
            
  Phone # 

         

Name:







Position:



         


Incident Report Form

TYPE OF INCIDENT: _______________________________________________________________
LOCATION:  _______________________________________________________________________                                                                                                                                                                      

DATE:  ____________________   TIME: __________       A.M. __________             P.M. _________               

PERSON REPORTING INCIDENT:  ___________________________________________________                                                                                                                             

COMMAND POST MANNED BY:  _____________________________________________________                                                                                                                                  

TYPE OF RESPONSE:

SHELTERING


Yes (
No (

EARLY DISMISSAL

Yes (
No (

EVACUATION


Yes (
No (

SCHOOL CANCELLATION
Yes (
No (
	Notifications
	Telephone #
	Yes
	No
	Time

	Police Department/Ambulance
	
	
	
	

	Fire Department
	
	
	
	

	Nassau County Red Cross
	
	
	
	

	Nassau County Civil Preparedness
	
	
	
	

	LIPA
	
	
	
	

	BOCES District Superintendent
	
	
	
	

	Superintendent of Schools
	
	
	
	

	School Building Principal (IC)
	
	
	
	

	Asst. Building Principal (Alt. IC)
	
	
	
	

	State Education Department
	
	
	
	

	Radio Station
	
	
	
	

	Newspaper
	
	
	
	

	Hospital
	
	
	
	


EMERGENCY COORDINATOR/INCIDENT COMMANDER:  
____________________________________________________________                                                                                               

Parent/Guardian Notification

Provisions shall be made for written notification to parents or guardians at least one week prior to the annual early dismissal (Go Home Early) drill. Notice will be issued by building principals one week prior to the scheduled drill.  Such notice will be mailed to the student’s last address of record.  Where possible, enrolled siblings will be included on one notice.

SAMPLE NOTIFICATION

TO:

PARENTS/GUARDIANS OF:


________________________________________________________________________
                                                                                                                                                     

________________________________________________________________________
ADDRESS:
________________________________________________________________________


________________________________________________________________________

SUBJECT:
EARLY DISMISSAL

The __________________________ School District has scheduled its annual test of the Early Dismissal Plan 

For ___________________________ (date).

Students will be released 15 minutes earlier than their normally scheduled time in order to test the early dismissal response of the School Building Emergency Response Plan.

Please make appropriate arrangements for the early arrival of your children as a result of this drill. Thank you.









__________________________________









            Principal
Post-Emergency/Post-Test Review Form

Type of Emergency 







Date 




Location 













Action Taken:





Shelter

(
Location 












Evacuation
(
Location 












Go-Home
(
Time Activated 

 Completed 








Other 











Emergency Response Team Reviewers:



Incident Report Completed:












Yes
(
No
(
1. Name

2. Name

3. Name

4. Name

5. Name

Deficiencies Noted: 



































































Actions to be Taken: 



































































Necessary Notifications: 




















































Follow-up Necessary:


(
Yes



(
No

Signature of School Building Principal (IC) 



 Date _____________ 
[image: image1.emf]
Emergency Exercise Design and Evaluation
What is an Exercise? 
An exercise is a focused practice activity that places the participants in a simulated situation requiring them to function in the capacity that would be expected of them in a real event. Its purpose is to promote preparedness by testing policies and plans and training personnel. 

Why Exercise? 
Through exercises, organizations can: 

􀁺Test and evaluate plans, policies, and procedures. 

􀁺Reveal planning weaknesses. 

􀁺Reveal gaps in resources. 

􀁺Improve organizational coordination and communications. 

􀁺Clarify roles and responsibilities. 

􀁺Train personnel in roles and responsibilities. 

􀁺Improve individual performance. 

􀁺Gain program recognition and support of officials. 

􀁺Satisfy regulatory requirements. 

Once the district and building-level plans are completed and all staff members have completed the training programs, a proactive emergency exercise program should be implemented to validate the plans and training. 

TYPES OF EXERCISES 
Orientations are overviews or introductions to a school or district’s crisis/emergency management program. The purpose of an orientation is to familiarize participants with roles and responsibilities, plans, procedures, and equipment. It can also be used to resolve questions of coordination and assignment of responsibilities. 

Drills are coordinated, supervised, activities used to test a specific operation or function of the emergency response plan. The goal of a drill is to practice and gain familiarity with one small part of the response plan and prepare teams and participants for more extensive exercises in the future. Schools generally conduct evacuation, shelter-in-place, or lockdown drills with school occupants to demonstrate the steps they should take if confronted with an emergency. These exercises can include local public safety agencies that can assist and evaluate the drills. 

Tabletop Exercises are facilitated exercises which analyze an emergency event in an informal, stress-free environment. Tabletops are designed to extract constructive discussion as participants identify, investigate and resolve issues based on their existing emergency response plans. Tabletop exercises provide participants with an emergency scenario that will increase their awareness of the roles and responsibilities they need to take to effectively respond to, stabilize, terminate, and recover from emergencies. 

Functional Exercises are interactive exercises that test the capabilities of school and district emergency response teams in responding to a simulated event. The functional exercise tests a function(s) of the school’s emergency response plan and is a coordinated response to a situation in a time-pressured, realistic simulation. 

Full-scale Exercises simulate a real event as closely as possible. It is an exercise designed to evaluate the operational capability of emergency management systems in a highly stressful environment that simulates actual response conditions. To accomplish this realism, it requires the mobilization and actual movement of emergency personnel, equipment, and resources. Ideally, the full-scale exercise should test and evaluate most functions of the emergency response/operational plan. A full-scale exercise will test the capabilities of the schools, school district, local emergency responders, resources, staffing allocations, information analysis, interagency relationships, and emergency response plans and procedures. 

EXERCISE DESIGN 
The eight-step process is used to design an exercise: 
1. Assess needs. 
• Conducting a needs assessment will help you define the problems, establish the reasons to do an exercise, and identify the functions to be exercised. 

• Some organizations plan exercises as a response to pressure or a “gut feeling.” For example, someone may suddenly decide to do a full-scale exercise based on some dramatic disaster, because full-scale exercises generate a lot of excitement. Such hasty decisions usually result in failure and embarrassment. 

• The best way to determine whether you need an exercise and what kind of exercise is needed is to study your situation systematically. 

• Conducting a needs assessment will help you define the problems, establish the reasons to do an exercise, and identify the functions to be exercised. 

2. Define the scope. 
• Defining the scope of an exercise means putting realistic limits on the issues that you identified in the needs assessment. 

Why Define the Scope?
• A needs assessment may reveal a wide array of concerns. 

• Clearly you can’t design an exercise that effectively practices: All functions. . .In the context of all hazards. . .Using all agencies, organizations, or departments. . .In all exercise formats. . .Employing all resources. 

• You will need to set priorities and make choices. It is important that the scope be clearly and narrowly defined. 

3. Write a purpose statement. 
• The purpose statement is a broad statement of the exercise goal. It focuses and controls the whole exercise. 

• The purpose statement: 

• Governs the selection of the objectives, which in turn governs subsequent steps. 

• Clarifies for the chief executive and potential participants why the exercise is being conducted. 

• Is useful in communicating plans to the media and community leaders. 

The purpose of this exercise is to improve the following operations: 

1. ______________________ (Types of 

2. ______________________ operations to 

3. ______________________ be exercised) 

By involving the following personnel and units/agencies: 

1. _______________________ (Personnel 

2. _______________________ and units 

3. _______________________ involved) 

In a simulated (Hazard) _______________________________   emergency at (Location) _______________ 

4. Define objectives. 
• Early in the development of an exercise, you must decide what the exercise is intended to accomplish. These outcomes, or objectives, must be specified clearly. 

• An objective is a description of the performance you expect from participants to demonstrate competence. Objectives go hand in hand with the purpose statement but are more specific and performance based. 

• Objectives should be SMART. 

• Simple - A good objective is simply and clearly phrased. It is brief and easy to understand. 
• Measurable - The objective should set the level of performance, so that results are observable, and you can tell when the objective has been achieved. This doesn’t mean that you have to set a quantifiable standard. It just means that people can agree on whether they succeeded. 
• Achievable - The objective should not be too difficult to achieve. For example, achieving it should be within the resources that the organization is able to commit to an exercise. 
• Realistic - The objective should present a realistic expectation for the situation. Even though an objective might be achievable, it might not be realistic for the exercise. 
• Task Oriented - The objective should focus on a behavior or procedure. With respect to exercise design, each objective should focus on an individual emergency function. 

Points of Review 
• Another way to ensure that the objective will provide useful measures is to include specific points of review very specific items to be observed by an evaluator. 

For example, the objective below is a little too vague to guide an evaluation team: 

Objective: Demonstrate the adequacy of the evacuation process.
5. Compose a narrative. 
• An exercise is a scenario that simulates an emergency. Part of this scenario is the narrative, which is a brief description of the events that have occurred up to the minute the exercise begins. The narrative has two important functions. 

• First, it sets the mood for the exercise. Participants need to be motivated to participate. The narrative captures their attention and makes them want to go on. 

• Second, the narrative sets the stage for later action by providing information that the participants will need during the exercise. 

6. Write major and detailed events. 
• Developing an exercise scenario is much like writing a play. In developing a play, the playwright organizes events into acts and scenes. Similarly, an exercise designer organizes events into major and detailed events. 

• Major and detailed events are occurrences, large or small, that take place after and as a result of the emergency described in the narrative. It may be helpful to think of them as problems requiring a realistic action that will meet exercise objectives. 

• The goal in developing events is to provide a structure that will: 

• Link the simulated event to the actions you want people to take. 

• Provide unity to the exercise. Without the overall organization provided by major events, the exercise could dissolve into random actions. 

• Careful scripting is very important if you are going to produce a convincing, unified scenario rather than a series of unrelated, miscellaneous occurrences. It is also necessary for creating an exercise that is governed by objectives. 

7. List expected actions. 
• Expected actions are the actions or decisions that you want participants to carry out in order to demonstrate competence. It is necessary to identify expected actions in order to: 

• Write messages. Because the point of the exercise is to get the participants to think and react in certain ways, the script must be carefully developed to ensure that the messages get the planned results. Your list of expected actions will enable you to write effective messages. 

• Determine what should be evaluated. The exercise evaluation will focus on whether the participants respond appropriately in an emergency. The list of actions will become the core of that evaluation. 

Event 
Time 

Event Description 

Input 


Expected Action         
    
1 
________ 
______________________ 
_______________ 
________________ 

   
2 
________ 
______________________ 
_______________ 
________________ 

    
3
________
______________________ 
_______________ 
________________ 

8. Prepare messages. 
• Messages are used to communicate detailed events to exercise participants. One message may represent an event, or several messages may be needed to notify the participants of the event. 

• Messages serve one purpose: To evoke a response, that is, to cause exercise participants to make decisions and take actions that meet the exercise objectives. 

• In a full-scale exercise, the controller may input pre-scripted messages into the action. 

• Participants receiving the messages make decisions or take action as they would in a real emergency. 

To: __________ Method: ____________ From: ______________


 
Time: ______________









 
Content: _________________________________________________

 
Action Taken: _____________________________________________

 
EXERCISE EVALUATION 

Exercise evaluation is a process of observing and recording exercise activities and comparing the performance of the participants against the goals & objectives and identifying strengths, weaknesses and gaps in the plan. There are two types of evaluation to use: 
Process Evaluation should focus on providing information for program improvement, adjustment and management. 
Impact Evaluation should focus on determining program results and effectiveness. It provides strong evidence that allows key decisions to be made about your exercise programs – continuation, expansion, reduction, and funding. 

􀁺 In order for an emergency management system to be effective, it is critical that the personnel, plans, procedures, facilities, and equipment be exercised and tested on a regular basis. Yet no amount of exercising will be constructive unless each exercise is followed by a structured evaluation that enables the emergency management organization to identify successes and shortfalls. 

· Good evaluation can help the organization identify: 

– Whether the exercise has achieved its objectives. 

– Needed improvements in the plans, procedures, or guidelines. 

– Needed improvements in the emergency response system. 

– Training and staffing deficiencies. 

– Needed operations equipment. 

– Need for continued exercising of the plan and the emergency management functions. 

Effective Exercise Evaluation Program 
• Select exercise evaluators and clarify goals and objectives. 

• Define criteria that need to be met for a successful exercise. 

• Objectives should be Simple – Measurable – Achievable – Realistic and Task-oriented (SMART). 
• Develop evaluation tool/forms to assess the exercise. 

• Evaluation tool/form should include evaluator checklist, narrative summary section, key event section, problem log section, exercise debriefing log and exercise critique form. 

Evaluation Form
Evaluator name: _______________ 



Assignment: ___________________ 

Objective: _________________________________ 
Point of Review: 

Yes
 
No

 N/A 

N/O 

Time 
___________________ 
􀀀 

􀀀 

􀀀 

􀀀 

_______
 
___________________ 
􀀀 

􀀀 

􀀀 

􀀀 

_______ 
___________________ 
􀀀 

􀀀 

􀀀 

􀀀

_______ 
• Provide points of review to guide evaluators. They make it possible to be very objective in collecting data. 

Conduct a Post Exercise Critique 
• A post-exercise critique should be conducted immediately after the exercise. 

• Evaluators, controllers and players should all participate in the critique. 

• Positive and negative outcomes of the exercise should be noted and discussed. 

• An after-action report should be completed to analyze the findings of the critique and assign responsibilities to close gaps and improve the current emergency management program. 
PARENT/STUDENT REUNIFICATION PROCEDURES
Beginning of School Year:

1. At the beginning of the school year, have the Parent/Guardian complete the Student Emergency Information Form (() and file alphabetically in a Portable File.


2. At the beginning of the school year, the School District completes Box A of the Student Emergency Release Tracking Form (() and staples it to the Student Emergency Information Form ((). These forms are to be kept in the Portable File to be used at the Reception Center.

During Emergency Reunification Event:

1. Parents report to the easily identifiable and posted Reception Center.

a. Parent/Guardian/Approved Individual requests the Student to be released and shows identification. 

b. Reception Center Staff retrieve Student forms from the Portable File and complete Box B of the Student Emergency Release Tracking Form ((). 
c. Reception Center Staff assure that the requesting individual’s name matches the designated Parent/Guardian/Approved Individual’s name on the Student Emergency Information Form ((). 

d. Reception Center Staff give the Tracking Form (() to the Student Transporter. 

2. Student Transporter proceeds to Student Holding Area. 

a. Student Transporter gives Student Emergency Release Tracking Form (() to Holding Area Staff who complete Box C of the Form.  

b. Holding Area Staff release Student to the Student Transporter. 

c. The Student Transporter returns to the Reception Center with the Tracking Form (() and Student.  

d. If the Student is absent, in First-Aid or missing, the Tracking Form (() is delivered to the Incident Commander who will investigate and notify the Reception Center Staff and authorities.

3. Reception Center Staff receive the Student and Student Emergency Release Tracking Form (() from the returning Student Transporter 
a. Reception Center Staff once again check identification and complete Box D of the Tracking Form. 

b. The Reception Center Staff have the Parent/Guardian/Approved Release Individual complete Box E of the Tracking Form (().

c. The Reception Area Staff review Box E of the Student Emergency Release Tracking Form (() to assure all information is correct.

d. The Reception Center Staff complete the Bottom Portion of the Student Emergency Information Form ((), (For School Use Only), attach it to the Student Emergency Release Tracking Form (() and file it in the Portable File. 

e. The Student is released to the Parent/Guardian/Approved Individual.

STUDENT EMERGENY INFORMATION FORM (()

Student’s Last Name 




  First Name 





Address 












	
	Home Phone
	Work Phone
	Cell Phone/Pager

	Mother’s Name:

	
	
	

	Father’s Name:

	
	
	

	Guardian’s Name:

	
	
	


If I/we are unable to pick up our child, I/we designate the following three people to whom my child may be released in case of an emergency:

	Name
	Home Phone
	Cell Phone/Pager

	
	
	

	
	
	

	
	
	


	Special Medical Information

Condition: _______________________________  Medication: _________________________________
Condition: _______________________________  Medication: _________________________________
Please send to school required medication and a letter from your physician giving the school district permission to administer this medication during an emergency.


	Out of Area Contact

Please list a friend or family member, who lives out-of-state, that we can call with information in case local telephone service is interrupted:

Name: ________________________________________  Phone ________________________________



*******************************For School Use Only************************************

	School Documentation – To Be Completed by Reception Center Staff  Before Final Release
The student was released to: _____________________________  By: ____________________________
Date: ______________  Time: ___________ (AM) (PM)    Destination: __________________________
Telephone # where Parent/Guardian/Approved Individual can be reached: _________________________



STUDENT EMERGENCY RELEASE TRACKING FORM (()

A – School District

	School District Completes at Beginning of School Year

1. Student’s Last Name ________________________________________________ First Name ________________
2. Teacher _________________________________________________  Grade _____________________________



B – Reception Center Staff

	To Be Filled In By Reception Center Staff & Then Given to Student Transporter

Student Requested By (Parent/Guardian/Approved Individual) ___________________________________________
Proof of Identification: ___________________  Name on Student Emergency Information Form:   Yes ___  No ___ 

Name of Person Completing Form _________________________________________________________________  

Name of Student Transporter ____________________________________  Date ________________  Time ______




C – Holding Area Staff

	Student’s Status – To Be Filled In By Holding Area Staff  & Then Given to Student Transporter with Student
Released to Student Transporter _____              Absent  _____              First-Aid  _____              Missing  _____

If student is absent, in First-Aid, or missing deliver this form to the Incident Commander

Name of Person Completing Form _________________________________________________  Time __________




D – Reception Center Staff

	To Be Filled In By Reception Center Staff Again Upon Return of Student Transporter with Student
Proof of Identification: ___________________  Name on Student Emergency Information Form:   Yes ___  No ___

Name of Person Completing Form __________________________________________________ Time __________




E – Parent/Guardian/Approved Individual

	To Be Filled In By Parent/Guardian or Approved-Release Individual

Parent/Guardian/Approved Individual Name: _________________________________  Signature ______________
Destination: _____________________________________________________________________________________________
Date: ________________________________________________  Time: __________________________________
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Search Team Training
The following powerpoint presentation regarding search techniques for school districts responding to bomb threats, pre-clearing areas (such as during regents exams), clearance for relocation to another internal building area, or inspection of evacuation routes has been adapted from federal guidance. The entire bomb threat response program (with the powerpoint presentation and visual guidance) is available on a CD-ROM developed by the United States Department of Justice and the United States Department of Education which can be obtained at www.threatplan.org. 

[image: image12.emf]Search Teams Training

[school’s name here]



[image: image13.emf]Search Coordinator

• [Name] is the Search Coordinator. 

If this person is not at the 

school, [insert name of alternate] is the alternate.

Her/his 

responsibilities include:



supervise the training of Search Teams.



supervise the training of all staff and faculty in 

suspicious item identification and what to do if they find 

one.



coordinate the search in the event of mobilization, 

including determining where to search first, marking 

cleared areas on the floor plan, and initiating search of 

evacuation routes in the event of evacuation.  



All search teams will report the results of their searches to 

the Search Coordinator.



[image: image14.emf]Composition of the Search  Teams

• The search teams are volunteer staff 

members.  

• Staff members have been divided into 

[number of teams] two-person teams.

• Each team has been assigned a different 

zone or zones within the school.  Your team 

is responsible for searching that zone.



[image: image15.emf]Place of the Search in the Plan

• The search of the school is a crucial part of our bomb 

threat response plan.  The response action call is made by 

[Threat Assessment Team or Site Decision Maker or name 

of person]. If this response action calls for a search, we 

will rely on our search teams to thoroughly search the 

school as per the search coordinator’s direction.

• [Provide detail of how when searches are made at your 

school (before or after evacuation, or depends on the threat 

assessment), including whether or not you have mandatory 

evacuation].

• Search teams will also be utilized to clear evacuation 

routes and assembly areas in the event of evacuation.



[image: image16.emf]Role of the Search Teams

The role of the search teams is to 

systematically check areas of the school for 

suspicious items.  You will be looking for 

items that are out of place or suspicious.  

Once any suspicious item is identified, the 

search is terminated and the bomb squad 

will take over. 



[image: image17.emf]The Search Plan

• [Hand out the floor plan of the school with 

the search zones marked and the list of 

which staff members are on which search 

team and what zone(s) they search.  Discuss 

this map and assignments with the 

searchers.]



[image: image18.emf]Mobilizing the Search Teams

• When the decision to search the school is made, 

you will be notified via [insert communication 

method here] with the statement [insert 

mobilization statement or code here].  In this 

message, you will be told what command center to 

proceed to.

• When you hear this order, proceed to the 

designated Command Center.

• The Search Coordinator will inform you of the 

search pattern and then you will be deployed.
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• The search pattern will differ for every bomb threat because the area 

identified, or not identified, in the threat will be different.  In general, 

we will search in the following order:

1.  Any area identified in the threat.  

2.  Building exterior, starting at building and working outward to 50 

feet.  

3.  Parking lot, including visually inspecting cars

4.  Interior areas with public access, floor by floor:



Public restrooms



Lobbies



Stairwells



Hallways



Gym



Cafeteria



[image: image20.emf]The Search Pattern

5.  Interior non-public areas



Classrooms



Administration offices



Staff lounge

6.  Secure interior areas 



locked offices 



locked closets



locked maintenance areas



monitored locations like the main office

7.  Outbuildings



Portable classrooms



Maintenance sheds



Exterior restrooms



Fieldhouses



Stadiums and athletic fields

8.  Roof
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Classrooms will be visually inspected by 

the teacher who occupies that classroom.  

Empty classrooms should be searched by 

the team who handles that zone.



[image: image22.emf]Search Technique for Interior

Determine the height of the initial sweep.  Base this decision on the average 

height of the majority of the items resting on the floor. The initial sweep 

height is usually floor to hip.

Now, conduct the first sweep. Proceed to one end of the room division line 

and stand back to back.  This is the starting point.  The same point will be 

used on each successive searching sweep.  Start searching your way around 

the room, working toward the other person, checking all items resting on the 

floor of the room up to hip height. Do not forget the floor, carpet, ventilation 

ducts, and any items mounted on the walls up to hip height. Open cabinets 

and lockers.  Do not touch any suspicious item. Once you meet the other 

searcher, pass each other and re-check the other searcher's half of the room.  

This first sweep usually consumes the most time and effort.



[image: image23.emf]• Conduct the second sweep.  Now, determine the height of the second 

sweep.  This height is usually from the hip to eye level.  Return to the 

starting point and repeat the search process for items between hip and 

eye level.  This sweep usually covers pictures hanging on the walls, 

built-in bookcases and lamps.

• Conduct the third sweep.  Now, determine the height of the third

sweep.  This height is usually from eye level up to the ceiling 

overhead.  This sweep usually covers high-mounted HVAC ducts and 

hanging lights.

• Conduct the fourth sweep.  If the room has a false or suspended 

ceiling, conduct a fourth sweep to investigate this area.  Opening 

panels of the false ceiling will enable you to inspect ductwork, pipes, 

speaker systems, electrical wiring, and structural beams.

Search Technique for Interior



[image: image24.emf]Search Technique for Interior

This picture shows how the four sweep levels are planned out 

in a room.  The red line is the room division line, where the 

team starts and ends each sweep.  The yellow layer is the first 

sweep, the green layer is the second sweep, the blue layer is 

the third sweep, and the purple layer is the fourth sweep.
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• Once you have searched your zone and 

marked it, send one team member to report 

the results to the Search Coordinator in the 

Command Center.  Then, continue to search 

your next zone.

• All searching should be completed in about 

20-30 minutes.



[image: image26.emf]Searching for Evacuation

If evacuation is ordered, the search teams will be 

responsible for searching the chosen evacuation 

routes and assembly areas before students and 

staff evacuate.  This may occur before or after a 

search of the building.  The evacuation routes and 

assembly areas chosen will vary.  If this type of 

search is required, the Search Coordinator will 

give you instructions on what areas to search.  As 

before, report results to the Coordinator.



[image: image27.emf]Practice

[Set aside time for the teams to practice the 

search technique you have shown them.  

Try to use at least two different areas, one 

interior and one exterior.  Conduct that 

practice at this point in the presentation.  

Correct technique as necessary.]
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The search teams are crucially important to 

an effective bomb threat response.  Thank 

you for taking on this role and for being an 

active participant in protecting our students 

and staff.  


Verbal De-Escalation Techniques for 
Defusing or Talking Down an Explosive Situation 

(prepared by NASW's Committee for the Study and Prevention of Violence Against Social Workers) 

When a potentially violent situation threatens to erupt on the spot and no weapon is present, verbal de-escalation techniques are appropriate.

There are two important concepts to keep in mind:
1. Reasoning with an enraged person is not possible. The first and only objective in de-escalation is to reduce the level of arousal so that discussion becomes possible. 

2. De-escalation techniques are abnormal. We are driven by adrenalin to fight or flight when scared. However, in de-escalation, we can do neither. We must appear centered and calm even when we are terrified. Therefore these techniques must be practiced before they are needed so that they can become "second nature." 

A: The Worker in Control of Him/Her Self
 
1. Appear calm, centered and self-assured even though you don’t feel it. Anxiety can make the client feel anxious and unsafe which can escalate aggression. 

2. Use a modulated, low monotonous tone of voice (our normal tendency is to have a high pitched, tight voice, when scared). 

3. If you have time, remove necktie, scarf, hanging jewelry, religious or political symbols before you see the client (not in front of him/her) 

4. Do not be defensive-even if the comments or insults are directed at you, they are not about you. Do not defend yourself or anyone else from insults, curses or misconceptions about their roles. 

5. Become aware of any resources available for back up. Know that you can always leave, tell the person to leave, or call the police, should de-escalation not be effective 

6. Be very respectful even when firmly setting limits or calling for help. The agitated individual is very sensitive to feeling shamed and disrespected. We want him/her to know that it is not necessary to show us that they should be respected. We automatically treat them with dignity and respect. 

B: The Physical Stance

1. Never turn your back for any reason 

2. Always be at the same eye level. Encourage the client to be seated, but if he/she needs to stand, you stand up also. 

3. Allow extra physical space between you – about four times your usual distance. Anger and agitation fill the extra space between you and your client. 

4. Do not maintain constant eye contact. Allow the client to break his/her gaze and look away. 

5. Do not point or shake your finger.

6. Do not touch – even if some touching is generally culturally appropriate and usual in your setting. Cognitive disorders in agitated people allow for easy misinterpretation of physical contact as hostile or threatening. 

7. Keep hands out of your pockets, up and available to protect yourself. It also demonstrates non-verbal ally, that you do not have a concealed weapon 

C: The De-escalation Discussion

1. Remember that there is no content except trying to calmly bring the level of arousal down to a safer place. 

2. Do not get loud or try to yell over a screaming person. Wait until he/she takes a breath; then talk. Speak calmly at an average volume. 

3. Respond selectively; answer only informational questions no matter how rudely asked, (e.g. "Why do I have to fill out these g-d forms?"). This is a real information-seeking question. DO NOT answer abusive questions (e.g. "Why are all social workers ass holes?”). This question should get no response what so ever. 

4. Explain limits and rules in an authoritative, firm, but always respectful tone. Give choices where possible in which both alternatives are safe ones (e.g., “Would you like to continue our meeting calmly or would you prefer to stop now and come back tomorrow when things can be more relaxed?”). 

5. Empathize with feelings but not with the behavior (e.g., "I understand that you have every right to feel angry, but it is not okay for you to threaten me or my staff.”) 

6. Do not solicit how a person is feeling or interpret feelings in an analytic way. 

7. Do not argue or try to convince. 

8. Wherever possible, tap into the client’s cognitive mode: DO NOT ask "Tell me how you feel.” But: “Help me to understand what you are saying to me." People are not attacking you while they are telling you what they want you to know. 

9. Suggest alternative behaviors where appropriate e.g., "Would you like to take a break and have a cup of coffee (tepid and in a paper cup) or some water?” 

10. Give the consequences of inappropriate behavior without threats or anger. 

11. Represent external controls as institutional rather than personal. 

12. Trust your instincts. If you assess or feel that de-escalation is not working, STOP! Tell the person to leave, escort him/her to the door, call for help or leave your self and call the police. 

There is nothing magic about talking someone down. You are transferring your sense of calm, respectful, clear limit setting to the agitated person in the hope that he/she actually wishes to respond positively to your respectful attention. Do not be a hero and do not try de-escalation when a person has a gun. In that case, simply cooperate. 
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School Climate Survey

Purpose

Climate Surveys allow you to identify perceptions held by stakeholder groups (e.g. students, parents, and teachers) about the physical, social and learning environments of a school.

It is a tool for improving the effectiveness of the school system:

· Diagnostic and Assessment Tool

· Periodic Benchmarking

· Teacher Involvement and Accountability

· Staff Development

· Systematic Approach to Problem Solving

The information gathered will help you understand the nature and prevalence of school violence and hopefully lead to the development and support of programs to make schools safer.

Student Surveys:
Questions included on a student survey may cover the following topics:

· What is your gender? 

· Which ethnic group describes you best? 

· Do you have a computer at home? 

· Do you have access to the Internet? 

· What grade are you in? 

· My school is friendly. 

· The adults at my school care about the students. 

· The adults in my school treat students of different races with respect. 

· At school I am expected to do my best all the time. 

· Students at my school focus on learning. 

· My school building is a good place for learning. 

· The work I do in class makes me think. 

· I have choices about what I will learn. 

· My school gives me the things I need to do a good job. 

· The adults at my school help me when I have problems. 

· The adults at my school help children of different races get along with each other. 

· I have the books and supplies I need to do well in school. 

· I think I do well in school. 

· The students and adults in my school respect each other. 

· The adults in my school listen to my ideas about the school. 

· My school prepares me to do well on all kinds of tests. 

· My teachers give me challenging work. 

· I usually look forward to coming to school. 

· I understand the Learning Targets my school expects me to achieve. 

· The adults at my school make sure I follow the rules. 

· People from the neighborhood or the community help out at my school. 

· I understand my school's rules about behavior. 

· My school promotes a drug-free environment. 

· My school makes sure that classrooms are safe and orderly. 

· My school makes sure that students are safe and orderly when outside on school grounds. 

· The halls, bathrooms and cafeteria in my school are safe and orderly. 

· My school building is neat and clean. 

· When a student breaks the school's rules, the consequences are fair. 

· When students at my school break the rules, teachers help them to improve their behavior. 

· The adults in my school are good role models. 

· My school teaches me to value and respect others who are different from me. 

· My school puts the money and staff it has to good use. 

Teacher/Staff Surveys:
Questions included on a teacher survey may cover the following topics:

· What is your gender? 

· Which ethnic group describes you best? 

· Identify position within school.

· Do you have a computer at home? 

· Do you have access to the Internet? 

· My school has a friendly atmosphere. 

· My school has high expectations with regard to student achievement.

· The staff at my school care about the students. 

· My school treats students with respect regardless of their race or ethnic background.

· My school has high expectations with respect to student achievement.

· Students at my school focus on learning. 

· My school building has a positive atmosphere for learning. 

· My school offers a strong academic program.

· School staff participates in making decisions that affect curriculum as well as teaching/learning.

· My school is good at meeting students’ needs.

· My school is supportive and handles my concerns in a timely manner.

· The staff in my school promotes understanding among students with different backgrounds.

· My school provides me with the resources necessary to be an effective teacher.

· I am pleased with the academic progress of students in my classroom.

· There is an atmosphere of respect among students and adults in my school.

· Staff members have the opportunity to participate in various decision-making forums.

· My school prepares students to do well on state, district and classroom assessments.

· I give my students challenging work.

· I look forward to going to work at my school.

· Students at my school understand the Learning Targets they are expected to achieve.

· The staff at my school enforces the rules.

· Businesses and/or community organizations provide support to my school.

· I understand my school’s rules and expectations for student behavior.

· My school promotes a drug-free environment.

· My school makes sure that classrooms are safe and orderly.

· My school makes sure that students are safe and orderly while outside on school grounds.

· The halls, bathrooms, cafeteria and other common areas in my school are safe and orderly.

· My school building is neat, clean and well-maintained.

· Students at my school are disciplined fairly.

· When students at my school break the rules, staff members help them improve their behavior.

· Teachers and staff model professional behavior.

· My school teaches students to value respect and tolerate differences in others.

· My school uses its financial and human resources effectively.

· The adults in the school work together as a team.

· Families from different backgrounds have the opportunity to participate in school activities.

· I am provided the opportunity to give input re: establishment of behavioral expectations of students at my school.

· I feel comfortable expressing my opinion at school meetings.

· The school seeks out my opinion about important issues affecting the school.

Parent Surveys:

· What is your gender

· Which ethnic group describes you best?

· Do you have a computer at home?

· Do you have access to the Internet?

· What grade is your child in?

· How many children do you have attending the school for which you are completing this survey? 

· My child's school has a friendly and welcoming atmosphere. 

· The staff at my child's school cares about the students. 

· My child's school treats all children with respect, regardless of their racial or ethnic background. 

· My child's school has high expectations with regard to student achievement. 

· My child arrives at school focused on learning. 

· My child's school has a positive atmosphere for learning. 

· My child's school offers a strong academic program. 

· I have the opportunity to help make decisions about my child's education. 

· My child's school is good at meeting students' needs. 

· My child's school is supportive of parents and handles my concerns in a timely manner. 

· The staff in my child's school promotes understanding among students from different backgrounds. 

· The staff in my child's school has the resources necessary to work effectively. 

· I am pleased with the academic progress of my child. 

· There is an atmosphere of respect among students and adults in my child's school. 

· I am given the opportunity to be included in decision-making that affects my child's school. 

· My child's school prepares students to do well on state, district and classroom tests. 

· My child is given challenging work at school. 

· My child looks forward to coming to school. 

· I am aware of the Learning Targets my child is expected to achieve. 

· The staff in my child's school enforces the rules. 

· Businesses and/or community organizations provide support to my child's school. 

· I understand the rules and expectations for my child's behavior at school. 

· My child's school promotes a drug-free environment. 

· My child's school makes sure that classrooms are safe and orderly. 

· My child's school makes sure that students are safe and orderly while outside on school grounds. 

· The halls, bathrooms, cafeteria and other common areas in my child's school are safe and orderly. 

· My child's school building is neat, clean and well-maintained. 

· Students at my child's school are disciplined fairly. 

· When students at my child's school break the rules, staff members help them improve their behavior. 

· Teachers and staff at my child's school act in a professional manner. 

· My child's school teaches students to value, respect, and tolerate differences in others. 

· My child's school uses its financial and human resources effectively. 

· The teachers and staff at my child's school and I work well together as a team. 

· Families from different backgrounds have the opportunity to participate in school activities. 

· I am given the opportunity to have input regarding the behavioral expectations of students at my child's school. 

· I feel comfortable expressing my opinion or speaking up at school meetings. 

· My child's school seeks out my opinion about important issues affecting the school. 

· My child's school regularly communicates with me using a variety of different methods. 

· My child's school provides me with information, resources and support that enhance my parenting skills. 

· My child's school gives me information and resources that help me support my child with their school work. 

· My child's school offers me enough ways to support the school as a volunteer. 

· Parent participation in shared decision-making is encouraged and supported at my child's school. 

· My child's school utilizes community resources to enhance student learning. 
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BOMB THREAT

Pre-Emergency Planning
Development of Bomb Threat Procedure is imperative.  Forms that include questions to be asked of anyone making a bomb threat should be developed and distributed to all staff.

	Immediate Action Authorization
	Persons To Be Notified

	Person Receiving Threat
	Building Administrator; Superintendent; Police/Fire Department


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  See bomb data program information attached.
	1.  Person Receiving Call
	1.  Establish Bomb Threat Incident Form

	2.  Notify Building Administrator.
	2.  Person Receiving Call
	-

	3.  Notify Police (or Fire Department) and Superintendent of Schools immediately.
	3.  Building Administrator
	3.  Emergency telephone numbers for Police and Fire Departments.

	4.  Notify staff and students to evacuate the building, as appropriate.  DO NOT MENTION “BOMB SCARE”.  Use Public Address System, rather than Fire Alarms, for notification.
	4.  Building Administrator
	4.  Emergency Evacuation Plan – including routes of travel within the building to designated outdoor assembly areas and roll-call procedure; Public Address System.

	5.  Upon their arrival, advise Police or Fire Departments of situation and follow their instructions.  Advise Superintendent of their presence.  Turn control of building over to them.
	5.  Building Administrator; Maintenance Supervisor
	5.  Building Floor Plan 

	6.  Upon termination of emergency, building is returned to control of school officials after authorization by Police or Fire Official.
	6.  Police/Fire Department
	-

	7.  Resume, curtail or cease building operation, as appropriate.  Notify staff and students.
	7.  Superintendent; Building Administrator
	7.  Public Address System


CIVIL DISTURBANCE

Pre-Emergency Planning
Become familiar with Local Emergency Management Plans and procedures of Local Police Departments.

	Immediate Action Authorization
	Persons To Be Notified

	Building Administrator; Teaching Staff; Superintendent; Emergency Coordinator
	Superintendent; Building Administrator; Emergency Coordinator; Local Emergency Services


Emergency Response
	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  At the beginning of an actual or potential civil disturbance, obtain the following information:

· Where, specific location?

· When, time begun?

· How many persons involved?

· What is taking place?

· Purpose or intentions of the group.

· Identities of participants, if known.
	1.  Superintendent; Building Administrator; School Emergency Coordinator
	-

	2.  Notify Superintendent and implement policy directives.
	2.  Superintendent; Building Administrator; School Emergency Coordinator
	-

	3.  Notify staff and students and move them away from areas where violent confrontations are or may be occurring.
	3.  Superintendent; Building Administrator; School Emergency Coordinator
	3.  Public Address System

	4.  Consider closing of school if conditions warrant.  Do not dismiss students or implement “Go Home” plan unless it can be achieved without risk to students and staff.
	4.  Superintendent; Building Administrator; Transportation Supervisor
	-

	5.  Consult with police, community leaders and other appropriate parties prior to reopening of school.
	5.  Superintendent; Building Administrator
	-


HOSTAGE-TAKING

Pre-Emergency Planning
Coordinate procedures with Local Police Agencies.

	Immediate Action Authorization
	Persons To Be Notified

	Building Administrator; Emergency Coordinator; Superintendent
	Superintendent; Police Department Official; School Emergency Coordinator


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify hostage situation.
	1.  School Staff
	-

	2.  Notify Building Administrator.
	2.  School Staff
	-

	3.  Immediately notify police of the situation and follow their instructions.
	3.  Building Administrator
	3.  Emergency Telephone Numbers

	4.  Inform Superintendent of situation and actions taken.
	4.  Building Administrator
	-

	5.  Based on advice of police officials, consider implementation of following response actions:

· Isolating area of building involved.

· Developing class changes.

· Notifying parent(s) or spouse(s) of victim(s).

· Public information statements, once media are aware of situation.
	5.  Superintendent; Building Administrator; Emergency Coordinator; Teaching Staff; Public Information Designee
	5.  AM/FM Radio


INTRUSION
Pre-Emergency Planning

Develop system coordinated with Local Police Agency, for identifying unauthorized visitors (intruders).
	Immediate Action Authorization
	Persons To Be Notified

	School Staff; Building Administrator
	Police Department Official; Superintendent


Emergency Response
	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify intruder.
	1.  School Staff
	-

	2.  Notify Building Administrator.
	2.  School Staff
	-

	3.  Advise police of situation and follow their instructions for handling intruder(s) and ensuring safety of students and staff.  Consideration should be given to dismissing students or isolating impacted area.
	3.  Building Administrator; School Staff
	3.  Emergency Telephone Rosters

	4.  Based on advice of police, confront intruder.
	4.  Building Administrator; Buildings & Grounds Supervisor
	-

	5.  Escort intruder out of the building.
	5.  Building Administrator; Buildings & Grounds Supervisor
	-

	6.  If intruder refuses to leave, maintain surveillance and summon police.
	6.  Building Administrator; Buildings & Grounds Supervisor
	6.  Emergency Telephone Roster

	7. In consultation with police, resume normal activities.
	7.  Superintendent; Buildings & Grounds Supervisor; Building Administrator; Senior Police Official
	-


KIDNAPPING

Pre-Emergency Planning
Develop attendance procedures to account for pupils and for unscheduled releases during school. Coordinate procedures with Local Police Agency.

	Immediate Action Authorization
	Persons To Be Notified

	School Staff; Building Administrator; Superintendent
	Superintendent; Police Department Official


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify confirmed or potential kidnapping incident.
	1.  School Staff
	-

	2.  Notify Building Administrator.
	2.  School Staff
	-

	3.  Notify the police.  Advise them of the situation and follow their instructions.
	3.  Building Administrator
	3.  Emergency Telephone Roster

	4.  Notify Superintendent.
	4.  Building Administrator
	-

	5.  In coordination with police agency, notify parent(s) or spouse(s) of individuals who are or could be kidnapped.  Also prepare official response in the event of media inquiries.
	5.  Superintendent; Building Administrator; Emergency Coordinator; Public Information Designee
	5.  AM/FM Radio

	6.  Resume normal activities when authorized by police.
	6.  Superintendent; Building Administrator
	-


EXPLOSION

Pre-Emergency Planning
 Review Local Emergency Management Plans.  Coordinate Fire Plan with Local Fire Officials.

	Immediate Action Authorization
	Persons To Be Notified

	Buildings and Grounds Supervisor Officials; Building Administrator; District Emergency Coordinator; School Staff
	Fire Department; Police Department; Superintendent; BOCES District Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Upon occurrence of an explosion in a building, sound the building Fire Alarm immediately.
	1.  School Staff
	1.  Fire Alarm

	2.  Begin evacuation of building in accordance with established Emergency Evacuation Plan.
	2.  School Staff
	2.  Emergency Evacuation Plan

	3.  Summon Fire Department.  Determine if any persons are injured and apply first-aid.  Summon Emergency Medical Service.
	3.  School Staff; Medical Supervisor; District Emergency Coordinator
	3.  Emergency Telephone Roster

	4.  Advise Building Administrator of extent of problem.
	4.  School Staff
	-

	5.  Investigate source and contain fire, if possible or practical.
	5.  Buildings and Grounds Supervisor; Available School Staff who are appropriately trained. 
	5.  Fire Extinguisher; Protective Gear

	6.  Upon their arrival, advise Fire Department of the situation and follow their instructions.
	6.  Building Administrator; Buildings and Grounds Superintendent
	-

	7.  Advise Superintendent.
	7.  Building Administrator
	-

	8.  If situation is prolonged, prepare statements on situation for media.
	8.  Public Information Designee
	8.  Media Notification Plan

	9.  Resume, curtail or cease building operation, as advised by Fire Official.  Notify staff, parents and students.  
	9.  Superintendent; Building Administrator; District Emergency Coordinator; Public Information Designee
	9.  Media Notification Plan


FIRE

Pre-Emergency Planning

Coordinate Fire Plan with Local Fire Officials.  Appropriate training for relevant personnel.
	Immediate Action Authorization
	Persons To Be Notified

	School Staff; Building; Buildings and Grounds Supervisor
	Fire Department Officer; Superintendent; BOCES District Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Upon discovery or detection of smoke or fire or evidence thereof, sound building Fire Alarm immediately.
	1.  School Staff
	1.  Fire Alarm

	2.  Evacuate building in accordance with established Emergency Evacuation Plan.  Advise Building Administrator of situation.
	2.  School Staff
	2.  Emergency Evacuation Plan

	3.  Summon Fire Department.  Advise Superintendent.
	3.  School Staff; Building Administrator
	3.  Emergency Telephone Roster

	4.  Investigate source and contain fire, if possible or practical.
	4.  Buildings and Grounds Supervisor; Available School Staff who are appropriately trained
	4.  Fire Extinguisher; Protective Gear

	5.  Upon their arrival, advise Fire Department of the situation and follow their instructions.
	5.  Building Administrator; Buildings and Grounds Supervisor
	-

	6.  Prepare public information release to media. 
	6.  Superintendent; Building Administrator; Public Information Designee
	6.  Media Notification Plan; AM/FM Radio

	7.  Resume, curtail or cease building operation, as advised by Fire Official.  Notify staff, parents and students.
	7.  Superintendent; Building Administrator; District Emergency Coordinator; Public Information Designee; Buildings and Grounds Supervisor
	7.  Public Address System AM/FM Radio; Media Notification Plan


FIRE ALARM SYSTEM ACTIVATION

Pre-Emergency Planning

Coordinate Fire Plan with Local Fire Officials.  Appropriate training for relevant personnel.
	Immediate Action Authorization
	Persons To Be Notified

	School Staff; Building Administrator; Buildings and Grounds Supervisor
	Fire Department Officer; Police Department Officer; Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Upon sounding of the building Fire Alarm System, evacuate the building in accordance with established Emergency Evacuation Plan.
	1.  School Staff
	1.  Emergency Evacuation Plan

	2.  Summon Fire Department.  Advise Building Administration  
	2.  School Staff.
	2.  Emergency Telephone Roster

	3.  Investigate source of alarm and confirm whether there is evidence of fire in the area.  Advise Superintendent.
	3.  Buildings and Grounds Supervisor; Building Administrator; Available School Staff who are appropriately trained.
	3.  Zoned Fire Alarm System with Annunciator Panel, if existing; Protective Gear

	4.  Upon their arrival, advise Fire Department of the situation and follow their instructions.  Advise Superintendent.
	4.  Building Administrator; Buildings and Grounds Supervisor
	-

	5.  Upon termination of emergency, resume building operation.  Inform staff and students.
	5.  Fire Department; Building Administrator
	5.  Public Address System

	6.  Investigate to identify who activated the Fire Alarm System.
	6.  Building Administrator; Fire Department; Police Department; Buildings and Grounds Supervisor
	-


ALERGIC REACTION

Pre-Emergency Planning

Prepare an annotated list of persons who are hypersensitive to allergens.  (Include First-Aid Procedures.)  Disseminate to appropriate staff.
	Immediate Action Authorization
	Persons To Be Notified

	First Person on the Scene; School Nurse
	Teacher; School Nurse; Building Administrator; Parent or Spouse; Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify the stricken person.
	1.  First person on the scene; Responsible Persons
	1.  School nurse, (person(s) trained to provide first-aid, Emergency Squad/ambulance); List of Emergency Telephone Numbers

	2.  Summon emergency assistance.
	2.  Responsible Person; School Nurse
	-

	3.  Comfort the person and administer appropriate first-aid, if necessary.
	3.  Responsible Person; School Nurse
	-

	4.  Summon Emergency Squad/ ambulance.
	4.  Responsible Person; School Nurse
	-

	5.  Notify Building Administrator.
	5.  Responsible Person; School Nurse
	-

	6.  Notify parents or spouse.
	6.  Building Administrator
	-

	7.  Notify Superintendent.
	7.  Building Administrator
	-

	8.  Termination of emergency.
	8.  School Nurse
	-

	9.  Revise Precontingency Plan, if appropriate.
	9.  School Nurse
	-


ANIMAL BITE

Pre-Emergency Planning

Establish District Policy on animals in school and District Health Emergency/First-Aid Procedures.
	Immediate Action Authorization
	Persons To Be Notified

	First Person on the Scene; School Nurse
	Teacher; School Nurse; Building Administrator; Parent or Spouse


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Summon emergency assistance.
	1.  First Person on the Scene
	1.  School Nurse, (person(s) trained to provide first-aid, Emergency Squad/ambulance); List of Emergency Telephone Numbers

	2.  Comfort the person and administer appropriate first-aid.  See note below.
	2.  Responsible Person; School Nurse
	-

	3.  Summon Emergency Squad/ambulance or transport person to a physician.
	3.  Responsible Person; School Nurse
	-

	4.  Notify Building Administrator.
	4.  Responsible Person; School Nurse
	-

	5.  Notify parents or spouse.
	5.  Building Administrator
	-

	6.  Notify Superintendent.
	6.  Building Administrator
	-

	7.  Termination of emergency.
	7.  School Nurse
	-


NOTE: If possible, identify animal and maintain surveillance.  If practical, contain animal for rabies examination.  Contact the County Health Department.

BLEEDING

Pre-Emergency Planning

Establish District Health Emergency First-Aid Procedures.
	Immediate Action Authorization
	Persons To Be Notified

	First Person on the Scene; School Nurse
	Teacher; School Nurse; Building Administrator; Parent or Spouse;  Superintendent (See Personnel List) 


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify the person who is bleeding.
	1.  First Person on the Scene
	-

	2.  Summon emergency assistance.
	2.  First Person on the Scene
	2.  School Nurse, (person(s) trained to provide first-aid, Emergency Squad/ambulance); List of Emergency Telephone Numbers

	3.  Ensure that the injured is able to breathe.  Move the victim as little as possible, if at all.
	3.  First Person on the Scene
	-

	4.  Comfort the person and administer appropriate first-aid, if necessary.
	4.  Responsible Person; School Nurse
	-

	5.  Summon Emergency Squad/ambulance, if necessary.
	5.  Responsible Person; School Nurse
	-

	6.  Notify Building Administrator. 
	6.  Responsible Person; School Nurse
	-

	7.  Notify parents or spouse.
	7.  Building Administrator
	-

	8.  Notify Superintendent.
	8.  Building Administrator
	-


BLOW TO THE HEAD

Pre-Emergency Planning

Establish District Health Emergency/First-Aid Procedures.
	Immediate Action Authorization
	Persons To Be Notified

	First Person on the Scene; School Nurse
	Teacher; School Nurse; Building Administrator; Parent or Spouse;  Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify the person who had received a blow to the head.
	1.  First Person on the Scene
	-

	2.  Summon emergency assistance.
	2.  First Person on the Scene
	2.  School Nurse, (person(s) trained to provide first-aid, Emergency Squad/ambulance); List of Emergency Telephone Numbers

	3.  Ensure that the injured is able to breathe.  Move the victim as little as possible, if at all.
	3.  First Person on the Scene; School Nurse
	-

	4.  Comfort the person and administer appropriate first-aid, if necessary.
	4.  Responsible Person; School Nurse
	-

	5.  Summon Emergency Squad/ambulance, if necessary.
	5.  Responsible Person; School Nurse
	-

	6.  Notify parents or spouse.
	6.  Building Administrator
	-

	7.  Notify Superintendent.
	7.  Building Administrator
	-


BROKEN BONES
Pre-Emergency Planning

Establish District Health Emergency First-Aid Procedures.
	Immediate Action Authorization
	Persons To Be Notified

	First Person on the Scene; School Nurse
	Teacher, First-Aid; School Nurse; Building Administrator; Parent or Spouse; Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify the person with the broken bone(s).
	1.  First Person on the Scene
	-

	2.  Summon emergency assistance.
	2.  First Person on the Scene
	2.  School Nurse, (person(s) trained to provide first-aid, Emergency Squad/ambulance); List of Emergency Telephone Numbers

	3.  Comfort the person and administer appropriate first-aid, if necessary.
	3.  Responsible Person; School Nurse
	-

	4.  Summon Emergency Squad/ambulance, if necessary.
	4.  Responsible Person; School Nurse
	-

	5.  Notify Building Administrator.
	5.  Responsible Person; School Nurse
	-

	6.  Notify parents or spouse.
	6.  Building Administrator
	-

	7.  Notify Superintendent
	7.  Building Administrator
	-


BURNS

Pre-Emergency Planning

Establish District Health Emergency/First-Aid Procedures.
	Immediate Action Authorization
	Persons To Be Notified

	First Person on the Scene; School Nurse
	Teacher; School Nurse; Building Administrator; Parent or Spouse; Superintendent 


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify the burned person.
	1.  First Person on the Scene
	-

	2.  Summon emergency assistance.
	2.  First Person on the Scene
	2.  School Nurse, (person(s) trained to provide first-aid, Emergency Squad/ambulance); List of Emergency Telephone Numbers

	3.  Comfort the person and administer appropriate first-aid, if necessary.
	3.  Responsible Person; School Nurse
	-

	4.  Summon Emergency Squad/ambulance, if necessary.
	4.  Responsible Person; School Nurse
	-

	5.  Notify Building Administrator.
	5.  Responsible Person; School Nurse
	-

	6.  Notify parents or spouse.
	6.  Building Administrator
	-

	7.  Notify Superintendent.
	7.  Building Administrator
	-


CHOKING

Pre-Emergency Planning

Establish District Health Emergency/First Aid Procedures.

	Immediate Action Authorization
	Persons To Be Notified

	First Person on the Scene; School Nurse
	Teacher; School Nurse; Building Administrator; Parent or Spouse; Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify the stricken person.
	1.  First Person on the Scene
	-

	2.  Summon emergency assistance.
	2.  First Person on the Scene
	2.  School Nurse, (person(s) trained to provide first-aid, Emergency Squad/ambulance); List of Emergency Telephone Numbers

	3.  Comfort the person and administer appropriate first-aid, if necessary.
	3.  Responsible Person; School Nurse
	-

	4.  Summon Emergency Squad/ambulance, if necessary.
	4.  Responsible Person; School Nurse
	-

	5.  Notify Building Administrator.
	5.  Responsible Person; School Nurse
	-

	6.  Notify parents or spouse.
	6.  Building Administrator
	-

	7.  Notify Superintendent.
	7.  Building Administrator
	-


DIABETIC SHOCK

Pre-Emergency Planning

Prepare an annotated list of persons who are diabetics.  (Include First-Aid Procedures.)  Disseminate to appropriate staff.
	Immediate Action Authorization
	Persons To Be Notified

	First Person on the Scene; School Nurse
	Teacher; School Nurse; Building Administrator; Parent or Spouse; Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify the stricken person.
	1.  First Person on the Scene
	-

	2.  Summon emergency assistance.
	2.  First Person on the Scene
	2.  School Nurse, (person(s) trained to provide first-aid, Emergency Squad/ambulance); List of Emergency Telephone Numbers

	3.  Comfort the person and administer appropriate first-aid, if necessary.
	3.  Responsible Person; School Nurse
	-

	4.  Summon Emergency Squad/ambulance, if necessary.
	4.  Responsible Person; School Nurse
	4.  List of Emergency Telephone Numbers:

· School Nurse -

· Physician -

· Ambulance -

· Hospital -

	5.  Notify Building Administrator.
	5.  Responsible Person; School Nurse
	-

	6.  Notify parents or spouse.
	6.  Building Administrator
	-

	7.  Notify Superintendent.
	7.  Building Administrator
	-

	8.  Termination of emergency.
	8.  School Nurse
	-

	9.  Revise Precontingency Plan, if appropriate.
	9.  School Nurse
	-


DROWNING

Pre-Emergency Planning

Conduct Swimming Pool Programs consistent with Section 155.6 of the Regulations of the Commissioner of Education.

	Immediate Action Authorization
	Persons To Be Notified

	First Person on the Scene; School Nurse
	Teacher; School Nurse; Building Administrator; Parent or Spouse; Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Response

	1.  Identify the drowning person.
	1.  First Person on the Scene
	1.  Recommended and appropriate life-saving equipment

	2.  Summon emergency assistance.
	2.  First Person on the Scene
	2.  Lifeguard; School Nurse; Person(s) trained to provide first-aid; Emergency Squad/ambulance

	3.  Initiate rescue.
	3.  Trained Swimmer or Lifeguard
	3.  List of Emergency Telephone Numbers

	4.  Comfort the person and administer appropriate first-aid, if necessary.
	4.  Responsible Person; School Nurse
	-

	5.  Summon Emergency Squad/ambulance, if necessary.
	5.  Responsible Person; School Nurse
	-

	6.  Notify Building Administrator.
	6.  Responsible Person; School Nurse
	-

	7.  Notify parents or spouse.
	7.  Building Administrator
	-

	8.  Notify Superintendent.
	8.  Building Administrator
	-


ELECTRIC SHOCK

Pre-Emergency Planning
Establish District Health Emergency/First-Aid Procedures.

	Immediate Action Authorization
	Persons To Be Notified

	First Person on the Scene School Nurse
	Teacher School Nurse Building Administrator Parent or Spouse;  Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify the stricken person.
	1.  First Person on the Scene
	-

	2.  Summon emergency assistance.
	2.  First Person on the Scene
	2.  School Nurse; person(s) trained to provide first-aid; Emergency Squad/ambulance; List of Emergency Telephone Numbers

	3.  Comfort the person and administer appropriate first-aid, if necessary.
	3.  Responsible Person; School Nurse
	-

	4.  Summon Emergency Squad/ambulance.
	4.  Responsible Person; School Nurse
	4.  List of Emergency Telephone Numbers

	5.  Notify Building Administrator
	5.  Responsible Person
	-

	6.  Notify parents or spouse.
	6.  Building Administrator
	-

	7.  Notify Superintendent.
	7.  Building Administrator
	-


EPIDEMIC

Pre-Emergency Planning

Establish District Health Emergency/First-Aid Procedures.

	Immediate Action Authorization
	Persons To Be Notified

	School Nurse; School Physician; Superintendent
	Building Administrator; Superintendent; School Physician; Public Health Official; Parents


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify the problem.
	1.  School Nurse; School Physician; Building Administrator; Superintendent
	-

	2.  Notify Public Health Officials.
	2.  School Physician
	2.  Public Health Department

	3.  Follow directives of the School Physician and Public Health Officials.
	3.  Building Administrator; Superintendent
	3.  Public Health Department; News Media

	4.  Termination of emergency.
	4.  Public Health Officials
	-


EPILEPTIC CONVULSIONS

Pre-Emergency Planning

Prepare an annotated list of persons who are susceptible.  (Include First-Aid Procedures, differentiating between petit and grand mal episodes and include what not to do.) Disseminate to appropriate staff.

	Immediate Action Authorization
	Persons To Be Notified

	First Person on the Scene; School Nurse
	Teacher School; Nurse; Building Administrator; Parent or Spouse; Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify the stricken person.
	1.  First Person on the Scene
	-

	2.  Summon emergency assistance.
	2.  First Person on the Scene
	2.  Staff person(s) familiar with contingency plans

	3.  Calm and disperse other persons who are present, if necessary.
	3.  Staff Person
	-

	4.  Notify School Nurse.
	4.  Staff Person
	-

	5.  Notify Building Administrator.
	5.  School Nurse
	-

	5.  Notify parents.
	6.  Building Administrator; School Nurse
	-

	7.  Revise Pre-Emergency Plan, if appropriate.
	7.  School Nurse
	-


FOOD POISONING

Pre-Emergency Planning

Establish District Health Emergency/First-Aid Procedures.

	Immediate Action Authorization
	Persons To Be Notified

	School Nurse; School Physician; Superintendent
	Building Administrator; Superintendent (See Personnel List); School Physician; Public Health Official; Parents


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify the problem.
	1.  School Nurse; School Physician; Building Administrator; Superintendent
	-

	2.  Notify Public Health Officials.
	2.  School Physician
	2.  Public Health Department

	3.  Follow directives of the School Physician and Public Health Officials.
	3.  Building Administrator; Superintendent
	3.  Public Health Department; News Media

	4.  Termination of emergency. 
	4.  Public Health Officials
	-


HEAD LICE

Pre-Emergency Planning

Establish District Health Emergency/First-Aid Procedures.

	Immediate Action Authorization
	Persons To Be Notified

	Teaching Staff; School Nurse
	School Nurse; Building Administrator; Parents; Superintendent (See Personnel List)


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify infested person(s).
	1.  Teaching Staff
	-

	2.  Send to School Nurse.
	2.  Teaching Staff
	-

	3.  Notify parents.
	3.  School Nurse
	-

	4.  Arrange for home transportation.
	4.  School Nurse; Parents; Transportation Supervisor; Building Administrator
	4.  Parent-arranged transportation; School Bus; School Car

	5.  Upon return to school: Person(s) report to School Nurse.
	5.  Teaching Staff; School Nurse
	-


HEART ATTACK
Pre-Emergency Planning

Establish District Health Emergency/First-Aid Procedures.
	Immediate Action Authorization
	Persons To Be Notified

	First Person on the Scene; School Nurse
	School Nurse; Teacher; Building Administrator; Parent or Spouse; Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify the stricken person.
	1.  First Person on the Scene
	-

	2.  Summon emergency assistance.
	2.  First Person on the Scene
	2.  School Nurse, (person(s) trained to provide first-aid, Emergency Squad/ambulance); List of Emergency Telephone Numbers

	3.  Comfort the person and administer appropriate first-aid, if necessary.
	3.  Responsible Person; School Nurse
	-

	4.  Summon Emergency Squad/ambulance, if necessary.
	4.  Responsible Person; School Nurse
	-

	5.  Notify Building Administrator.
	5.  Responsible Person; School Nurse
	-

	6.  Notify parents or spouse.
	6.  Building Administrator
	-

	7.  Notify Superintendent.
	7.  Building Administrator
	-


RESPIRATORY ARREST

Pre-Emergency Planning

Establish District Health Emergency/First-Aid Procedures.

	Immediate Action Authorization
	Persons To Be Notified

	First Person on the Scene; School Nurse
	Teacher; School Nurse; Building Administrator; Parent or Spouse; Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify the stricken person.
	1.  First Person on the Scene
	-

	2.  Summon emergency assistance.
	2.  First Person on the Scene
	2.  School Nurse, (person(s) trained to provide first-aid, Emergency Squad/ambulance); List of Emergency Telephone Numbers

	3.  Comfort the person and administer appropriate first-aid, if necessary.
	3.  Responsible Person; School Nurse
	-

	4.  Summon Emergency Squad/ambulance, if necessary.
	4.  Responsible Person; School Nurse
	-

	5.  Notify Building Administrator.
	5.  Responsible Person; School Nurse
	-

	6.  Notify parents or spouse.
	6.  Building Administrator
	-

	7.  Notify Superintendent.
	7.  Building Administrator
	-


SCHOOL BUS ACCIDENT
Pre-Emergency Planning
Establish a School Bus Accident/Fire Procedure.

	Immediate Action Authorization
	Persons To Be Notified

	School Bus Driver; Person(s) at the Scene
	Superintendent; Transportation Supervisor; Business Administrator; State Departments of Education, Motor Vehicles, and Transportation


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Relocate pupils away from danger area.
	1.  School Bus Driver; Students; Person(s) at the Scene 
	-

	2.  Render first-aid to injured persons.
	2.  School Bus Driver; Students; Person(s) at the Scene
	2.  First-Aid Kits

	3.  If necessary, request emergency assistance.  Ambulance, Fire Department Rescue Squad, and/or Police.
	3.  School Bus Driver; Students; Person(s) at the Scene
	3.  Telephone, Two-way Radio

	4.  Notify School District Administration.  If needed, request spare vehicle to transport uninjured pupils.
	-
	4.  Telephone, Two-way Radio


SHOCK

Pre-Emergency Planning
Establish District Health Emergency/First-Aid Procedures.

	Immediate Action Authorization
	Persons To Be Notified

	First Person on the Scene; School Nurse
	Teacher; School Nurse; Building Administrator; Parent or Spouse; Superintendent


Emergency Response

	
Sequential Response
	
Persons Responsible
	
Necessary Resources

	1.  Identify the stricken person.
	1.  First Person on the Scene
	-

	2.  Summon emergency assistance.
	2.  First Person on the Scene
	2.  School Nurse, (person(s) trained to provide first-aid, Emergency Squad/ambulance); List of Emergency Telephone Numbers for above

	3.  Comfort the person and administer appropriate first-aid, if necessary.
	3.  Responsible Person; School Nurse
	-

	4.  Summon Emergency Squad/ambulance, if necessary.
	4.  Responsible Person; School Nurse
	-

	5.  Notify Building Administrator.
	5.  Responsible Person; School Nurse
	-

	6.  Notify parents or spouse.
	6.  Building Administrator
	-

	7.  Notify Superintendent.
	7.  Building Administrator
	-


TOXIC EXPOSURE

Pre-Emergency Planning

Establish District Health Emergency/First-Aid Procedures for Toxic Spills/Exposure.
	Immediate Action Authorization
	Persons To Be Notified

	First Person on the Scene; School Nurse
	Teacher; School Nurse; Building Administrator; Parent or Spouse; Superintendent


Emergency Response
	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Identify the stricken person.
	1.  First Person on the Scene
	-

	2.  Summon emergency assistance.
	2.  First Person on the Scene
	2.  School Nurse, (person(s) trained to provide first-aid, Emergency Squad/ambulance); List of Emergency Telephone Numbers

	3.  Comfort the person and administer appropriate first-aid.
	3.  Responsible Person; School Nurse
	3.  First-aid information from Toxic Substance Information and Training; Sheet or Material Safety Data Sheets (MSDS)

	4.  Summon Emergency Squad/ambulance, if necessary.
	4.  Responsible Person; School Nurse
	-

	5.  Call Fire Department and Local Health Department.
	5.  Building Administrator
	5.  List of emergency phone numbers:

· Ambulance -

· Fire -

· Hospital -

· Health Department -

· Chemtrec - 1-800-424-9300

· Toxic Substances Control -1-800-424-9068

· Pesticide Service Center - 1-800-858-7378

	6.  Notify Building Administrator.
	6.  Responsible Person; School Nurse
	-

	7.  Notify parents or spouse.
	7.  Building Administrator
	-

	8.  Notify Superintendent.
	8.  Building Administrator
	-

	9.  Termination of emergency.
	9.  School Nurse
	-


EARTHQUAKE

Pre-Emergency Planning
Become familiar with Local Emergency Management Plan.  Coordinate the School District Plan. Review Building Codes with local officials.  Complete Earthquake Analysis for your structures.  Develop Plan with Planning Commissioner, local response agencies (i.e., Police, Fire, EMS, Highway, American Red Cross, Emergency Management Office, and utilities). Review, train, and amend Plan based on critiques and recommendations for change.

	Immediate Action Authorization
	Persons To Be Notified

	Local Emergency Management Office; Superintendent
	Supervisor of Buildings and Grounds; Transportation Supervisor Principal(s)


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Provide guidance to students and staff during an earthquake - remain calm.  
Indoors - Get under a desk or heavy table (duck and cover).  Do not try to leave building.

Outdoors - Get away from the building, utility poles, and trees.  If in a moving vehicle, stop and remain inside until shaking is over.
	1.  Teaching Staff; Public Information Office
	1.  Earthquake Training and Awareness materials.  FEMA/SEMO/Local Emergency Management Office

	2.  Provide guidance to students and staff after an earthquake - remain calm.  Check for injuries and provide first-aid.  Check for fires and fire hazards, shut off valves on damaged water, gas, and electric lines.  Report fallen power lines and report to emergency response agencies the status of your facility.  Account for students and staff.  Decide if shelter or evacuation procedures should be initiated.  Be prepared for aftershock and after-crisis counseling.
	2.  Superintendent; Teaching Staff; School Emergency Coordinator; Building Administrator; Buildings and Grounds Supervisor; Public Information Designee; District Emergency Coordinator
	2.  Technical assistance and Earthquake Planning; Building Plan by floor with various key utility shut-off valves and hazards identified

	3.  Provide information on damage, impact on students, and actions District is taking, to the news media, BOCES Superintendent, and Local Emergency Management Office.
	3.  Superintendent; District Emergency Coordinator; Public Information Designee
	3.  Radio Communications AM/FM Radio

	4.  Ensure that buildings are safe for habitation before classes are resumed.
	4.  Superintendent; District Emergency Coordinator; District Business Officials; Building Administrators
	4.  Local Building Inspector, School Building Engineer, or Structural Engineer


FLOOD

Pre-Emergency Training
Become familiar with Local Emergency Management Plan.  Coordinate the Go-Home, Shelter, and Evacuation Plans with the Local Emergency Management Plan.  Become familiar with flood plain areas within the District.  Train bus drivers concerning flood hazards on roads and bridges. Plan alternate routes.

	Immediate Action Authorization
	Persons To Be Notified

	Local Director of Emergency Management; Superintendent; Transportation Supervisor
	Building Administrator;  Superintendent Local Public Works Department; BOCES District Superintendent


Emergency Response
	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  During periods of flood watches, monitor NOAA Weather Radio or AM/FM radio for updated information.
	1.  Superintendent; District Emergency Coordinator; Building Administrator
	1.  AM/FM Radio; NOAA Weather Radio

	2.  Based upon National Weather Service, buildings and roads most vulnerable to flooding should be identified.  Make plans for school closings and/or selections of alternate routes.
	2.  Superintendent; District Emergency Coordinator; Building Administrator; Transportation Supervisor; Local Emergency Management Director
	2.  Community Road Maps; AM/FM radio; NOAA Weather Radio; Hazard Analysis Maps

	3.  Emergency response will be activated based on the advice of the Weather Service and the Local Emergency Management Office.  “Go Home” or “No School” decisions will be communicated to the media in standard fashion, the County Emergency Management Office, the community officials, and  BOCES District Superintendent.
	3.  Superintendent; District Emergency Coordinator; Building Administrator; Transportation Supervisor; BOCES District Superintendent; Public Information Designee; Local Emergency Management Office
	3.  “Go Home” Plan; School Cancellation Plan; Media Notification Procedure; Community Road Maps with alternate routes noted; AM/FM Radio; NOAA Weather Radio

	4.  Decision to reopen school should be made in coordination with the local Emergency Management Office and the community’s chief elected official, and communicated through the media in standard fashion.
	4.  Superintendent; District Emergency Coordinator; Building Administrator; Transportation Supervisor; BOCES District Superintendent; Public Information Designee; Local Emergency Management Office; Local Public Works Commissioner
	4.  Media Notification Procedure; community Road Maps; AM/FM Radio


HURRICANE/TROPICAL STORM

Pre-Emergency Planning

Become Familiar with School, District, and Community Emergency Plans.
	Sequential Response
	Persons Responsible

	School Emergency Management Director; Superintendent; Building Administrator
	BOCES District Superintendent; Local Media Contacts; Community’s Chief Elected Official


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Monitor National Weather Service advisories and media reports.  If Hurricane/Tropical Storm Watch is issued, consult with BOCES Superintendent and Local Emergency Management Office, regarding consultation of next day’s school session.
	1.  Superintendent; District Emergency Coordinator
	1.  Television; Radio

	2.  If Hurricane/Tropical Storm Warning is issued, consult District Superintendent and Local Emergency Management Office to coordinate cancellation of school session.  Implement “Go Home” plan, if appropriate.
	2.  Superintendent; School District Emergency Coordinator; Building Administrator; School Building Emergency Coordinator; Transportation Coordinator; Teachers and Staff
	2.  Public Address system; Television; Radio; Telephone; Transportation Vehicles

	3.  Take actions to protect school physical plants, as advised by County Emergency Management Office and National Weather Service.
	3.  Superintendent; District Emergency Coordinator; Building Administrator; School Building Emergency Coordinator; Transportation Coordinator; Buildings and Grounds Supervisor
	3.  Technical assistance and awareness on protective action for buildings.  Guidance provided by National Weather Service and Local Emergency Management Office

	4.  After the storm’s impact, assess damage to property.  Reopen school after coordination with BOCES, the County Emergency Management Office, and local officials.
	4.  Superintendent; Building Administrator; School Building Emergency Coordinator; Transportation Supervisor; Buildings and Grounds Supervisor; School District Emergency Coordinator
	4.  Telephone; Television; Radio


THUNDERSTORM/LIGHTNING STORM

(See also: Hurricane/Tropical Storm Emergency Guidelines)

Pre-Emergency Planning
Review the Necessary Resources outlined below to determine what pre-planning, policies, and/or procedures need to be developed in connection with this possible Emergency.  Train weather spotters.

	Immediate Action Authorization
	Persons To Be Notified

	School Emergency Coordinator; Building Administrator; Superintendent
	BOCES District Superintendent; Local Emergency Management Office; Staff/Students


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Monitor National Weather Advisories.  Have spotters take positions if a watch is issued.
	1.  Building Administrator; School Emergency Coordinator
	1.  AM/FM Radio; NOAA Weather Radio 

	2.  Curtail all outdoor activities if thunder is heard, lightning seen, or sky threatening.
	2.  Building Administrator; School Emergency Coordinator
	2.  Public Address System and/or written “Emergency Bulletin” should be developed

	3.  Summon all persons into building(s).  Take shelter if Warning is issued.  Make sure glass doors and windows are avoided.  If the possibility of a tornado exists, see “Tornado” procedure.
	3.  Building Administrator; Teachers and Staff; School Emergency Coordinator
	3.  Public Address System and/or written “Emergency Bulletin” should be developed

	4.  Continue monitoring of storm.  If damage is sustained, ensure that County Emergency Management Office and BOCES District Superintendent are informed.
	4.  Building Administrator; School Emergency Coordinator; Buildings and Grounds Supervisor
	4.  Telephone; Radio System; Public Address System


TORNADO

Pre-Emergency Planning
Prepare Tornado Procedures to include instructions to take cover against inside wall in halls, away from windows and large open areas.  Coordinate Emergency Notification with BOCES and County Emergency Management Office.  Recruit and train weather spotters.

	Immediate Action Authorization
	Persons To Be Notified

	Building Administrator; School Emergency Coordinator; Superintendent
	BOCES District Superintendent; Local Emergency Management Office


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Monitor any National Weather Service Tornado Watch/Warning.  Spotters take positions.
	1.  Superintendent; Building Administrator; School Emergency Coordinator
	1.  AM/FM Radio; NOAA Weather Radio; Television

	2.  If a tornado is sighted or a Tornado Warning is issued for the County, curtail all outdoor activities.  Take shelter in hallways at the lowest floor of the building possible, away from windows and out of large rooms such as cafeterias and gyms.
	2.  Superintendent; Building Administrator; School Emergency Coordinator; Teachers and Staff
	2.  Public Address System; Predesignated Shelter Areas

	3.  Continue to monitor outside weather conditions.  When “Warning” is rescinded or “all clear” advice is given, organize to resume normal activities if there is no damage to school property.  Coordinate further actions with County Emergency Management Office.
	3.  Superintendent; Building Administrator; School Emergency Coordinator; Buildings and Grounds Supervisor; Teachers and Staff
	3.  AM/FM Radio; NOAA Weather Radio; Telephone; Radio System

	4.  If building has sustained damage, refer to “Structural Failure” procedure.  Also ensure that County Emergency Management Office and BOCES District Superintendent are informed of damage.
	4.  Building Administrator; School Emergency Coordinator; Buildings and Grounds Supervisor
	4.  Telephone; Radio System; Local Building Inspector; Building Engineer or Structural Engineer


WINTER STORM

Pre-Emergency Planning
Become familiar with School, District, and Community Emergency Plans.  Consult Weather Service publications on personal safety during winter storms.  Consult Local Public Works Departments to be familiar with their Winter Road Clearance Procedures.

	Immediate Action Authorization
	Persons To Be Notified

	Superintendent; Assistant Superintendent for Business; Administrative Assistant for Business
	Local Public Works Department; Building Administrator; Transportation Supervisor; Local Emergency Management Director; School Food Services Manager


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  If school is in session, monitor weather and road conditions.
	1.  Superintendent; Building Administrator; District Emergency Coordinator; Emergency Coordinator
	1.  AM/FM Radio; NOAA Weather Radio; Local Public Works Department Road Condition Update

	2.  Consider appropriate response actions.

· Cancel School;

· “Go Home” Order;

· Provide Shelter.
	2.  Superintendent; Transportation Supervisor; Building Administrator; Emergency Coordinator
	2.  AM/FM Radio; NOAA Weather Radio;  Local Public Works Department Road Condition Update

	3.  If decision for emergency actions is made, inform BOCES District Superintendent, Local Emergency Management Office.  Implement standard media notification.
	3.  Superintendent; Building Administrator; Transportation Supervisor; School District Emergency Coordinator; School Building Emergency Coordinator
	3.  AM/FM Radio; NOAA Weather Radio;  Local Public Works Department Road Condition Update

	4.  Monitor weather and road conditions.
	4.  Superintendent; Building Administrator; Transportation Supervisor; School District Emergency Coordinator; School Emergency Coordinator
	4.  AM/FM Radio; NOAA Weather Radio; Local Public Works Department Road Condition Update

	5.  When conditions permit, reopen school and, if appropriate, utilize standard media notification.
	5.  Superintendent; Building Administrator; Transportation Supervisor; School District Emergency Coordinator; School Building Emergency Coordinator
	5.  AM/FM Radio; NOAA Weather Radio; Local Public Works Department Road Condition Update


BUILDING STRUCTURAL FAILURE

Pre-Emergency Planning
Review Local Emergency Management Plan.

	Immediate Action Authorization
	Persons To Be Notified

	Administrative Assistant for Business/Maintenance Supervisor
	BOCES District Superintendent; Business Manager


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Upon discovery or detection of a structural failure, notify Buildings and Grounds Supervisor.
	1.  School Staff
	-

	2.  Evaluate problem to degree possible.
	2.  Assistant to Assistant Superintendent for Business; Building Administrator; Maintenance Supervisor
	-

	3.  Curtail or cease building operation, as appropriate.  Notify staff, parents, and students.
	3.  Superintendent; Building Administrator; Assistant to Assistant Superintendent for Business; Maintenance Supervisor; Public Information Designee; Transportation Clerk (senior)
	3.  Public Address system; Media Notification Plan; AM/FM Radio

	4.  Once certified by a qualified source (e.g., engineer), resume normal activities.  Advise staff, parents, and students.
	4.  Superintendent; Building Administrator; Maintenance Supervisor; Public Information Designee; Transportation Clerk (senior)
	4.  Media Notification Plan; Public Address System


ELECTRICAL SYSTEM FAILURE

Pre-Emergency Plan
Review Local Emergency Management Plan.

	Immediate Action Authorization
	Persons To Be Notified

	Administrative Assistant for Business/Maintenance Supervisor; School Staff; Building Administrator
	Superintendent; Fire Department Officers; Local Emergency Management Director


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Upon discovery or detection of an electrical system failure, sound Fire Alarm if there is any question as to the safety of building occupants.  Notify Building Administrator and Buildings and Grounds supervisor, as appropriate.
	2.  School Staff
	-

	2.  Evaluate problem to degree possible.
	2.  Assistant to Assistant Superintendent for Business; Building Administrator; Maintenance Supervisor
	-

	3.  Curtail or cease building operation as appropriate.  Notify staff, parents, and students.
	3.  Building Administrator; Public Information Designee
	3.  Media Notification Plan; AM/FM Radio

	4.  Notify Superintendent.
	4.  Assistant to Assistant Superintendent for Business; Building Administrator
	-

	5.  Evaluate problem and commence appropriate remedial action.  Coordinate with Fire, Emergency Manager, and Utility Officials as appropriate.
	5. Assistant to Assistant Superintendent for Business; Building Administrator; Maintenance Supervisor
	-

	6.  Resume normal activities.  Notify staff, students, and parents.
	6.  Building Administrator; Maintenance Supervisor
	6.  Media Notification Plan; AM/FM Radio


HEATING SYSTEM FAILURE

(Loss of Heat)

Pre-Emergency Planning

Have personnel trained in operation of Heating System.
	Immediate Action Authorization
	Persons To Be Notified

	Administrative Assistant for Business/Maintenance Supervisor; Building Administrator
	Superintendent



Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Upon discovery or detection of a loss of heat, notify Buildings and Grounds Supervisor and Building Administrator.
	1.  School Staff
	-

	2.  Evaluate problem to degree possible.  Commence established remedial response.
	2.  Maintenance Supervisor; Assistant to Assistant Superintendent for Business
	-

	3.  Curtail or cease building operation, as appropriate.  Notify staff, parents, and students.
	3.  Assistant to Assistant Superintendent for Business; Building Administrator; Maintenance Supervisor; Public Information Designee
	3.  Public Address System; Media Notification Plan; AM/FM Radio

	4.  Notify Superintendent.
	4.  Building Administrator
	-

	5.  Evaluate problem and commence appropriate remedial action.
	5. Assistant to Assistant Superintendent for Business; Maintenance Supervisor
	-

	6.  Resume normal activities.  Notify staff, students, and parents.
	6.  Superintendent; Building Administrator; Maintenance Supervisor; Public Information Designee
	6.  Media Notification Plan


LOSS OF BUILDING

Pre-Emergency Planning

Awareness of alternate buildings and their capabilities.

	Immediate Action Authorization
	Persons To Be Notified

	Building Administrator; Superintendent
	BOCES District Superintendent; Media Officials; State Education Department


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Consult State Education Department on potential relocation of school programs.
	1.  Superintendent
	-

	2.  Relocate education program(s) displaced by an emergency which renders all or parts of a building unusable for school purposes.
	2.  Superintendent; Building Administrator; Assistant to Assistant Superintendent for Business
	-

	3.  Revise pupil transportation system, as necessary.
	3.  Superintendent; Transportation Clerk (senior); Building Administrator
	-

	4.  Notify staff, parents, and students.
	4.  Superintendent; Building Administrator; Public Information Designee
	4.  Notification Plan; AM/FM Radio

	5.  Once problem is resolved, resume normal activities.
	5.  Superintendent; Building Administrator; Assistant to Assistant Superintendent for Business; Maintenance Supervisor; Public Information Designee
	5.  Media Notification Plan; AM/FM Radio


LOSS OF TRANSPORTATION FLEET

Pre-Emergency Planning
Become familiar with Local Emergency Plan.

	Immediate Action Authorization
	Persons To Be Notified

	Superintendent; Assistant Superintendent for Business/Assistant to Assistant; Superintendent for Business; Transportation Clerk
	Local Director of Emergency Management; State Education Department


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  If school is not in session, assess loss and make decision on cancelling school.  Cancel if conditions warrant.  Inform staff, students, and parents.
	1.  Superintendent; Administrative Assistant for Business; Transportation Clerk (senior); Public Information Designee
	1.  Media Notification Plan; AM/FM Radio

	2.  If loss is associated with a community disaster, notify local Emergency Management Office.
	2.  Superintendent; District Emergency Coordinator
	2.  Emergency Telephone Roster

	3.  If buses cannot be repaired immediately, arrange for alternate transportation through lease or contract.
	3.  Superintendent; Business Manager; Administrative Assistant for Business; Transportation Clerk (senior)
	-

	4.  If school is in session, provide alternate transportation service.  Advise staff, students, and parents.
	4.  Superintendent; Building Administrator; Public Information Designee
	4.  Media Notification Plan; AM/FM Radio


ROOF FAILURE/LEAK

Pre-Emergency Planning

Survey Roof Structure for stability and proper drainage.
	Immediate Action Authorization
	Persons To Be Notified

	Maintenance Supervisor/Administrative Assistant for Business; Building Administrator; Assistant; Superintendent for Business; Superintendent
	BOCES District Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Upon discovery or detection of a roof leak, notify Buildings and Grounds Supervisor.
	1.  School Staff
	-

	2.  Evaluate problem to degree possible.  Commence established remedial response.  Notify Building Administrator.
	2.  Maintenance Supervisor; Administrative Assistant for Business
	-

	3.  Curtail or cease building operation as appropriate.  Notify Superintendent, staff, parents, and students.
	3.  Building Administrator; Maintenance Supervisor; Administrative Assistant for Business
	3.  Public Address System; Media Notification Plan; AM/FM Radio

	4.  Evaluate problem and commence appropriate remedial action.
	4. Maintenance Supervisor; Administrative Assistant for Business; Assistant Superintendent for Business
	-

	5.  Resume normal activities when determined safe to do so.  Notify staff, students and parents.
	5.  Superintendent; Maintenance Supervisor; Building Administrator; Public Information Designee
	5.  Media Notification Plan


SEWAGE SYSTEM FAILURE

Pre-Emergency Planning

Have staff familiarize themselves with operation of Sewage System.
	Immediate Action Authorization
	Persons To Be Notified

	Maintenance Supervisor; Building Administrator; Director of Facilities
	Building Administrator; Administrative Assistant for Business/Assistant Superintendent for Business; Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Upon discovery or detection of a sewage problem, notify Buildings and Grounds Supervisor.
	1.  School staff
	-

	2.  Evaluate problem to degree possible.  Commence established remedial response.  Notify Building Administrator.
	2. Maintenance Supervisor
	-

	3.  If municipal system, notify proper authority.
	3. Maintenance Supervisor; Administrative Assistant for Business
	3.  Emergency Telephone Roster

	4.  Curtail or cease building operation, as appropriate.  Notify Superintendent, staff, parents, and students.
	4.  Superintendent; Building Administrator; Maintenance Supervisor; Public Information Designee
	4.  Public Address System; Media Notification Plan; AM/FM Radio

	5.  Evaluate problem and commence appropriate remedial action.
	5. Maintenance Supervisor; Administrative Assistant for Business; Assistant Superintendent for Business
	5.  Media Notification Plan


AIR POLLUTION

Pre-Emergency Planning
Become familiar with the Local Emergency Management Plan.

	Immediate Action Authorization
	Persons To Be Notified

	Superintendent; Health Department; Department of Environmental Conservation

	Building Administrator; Emergency Coordinator; Maintenance Supervisor/Administrative Assistant for Business; BOCES District Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Upon being notified of a problem, follow directions of the local health or environmental agency.
	1.  Superintendent
	-

	2.  Implement school cancellation or “Go Home” plan.  Utilize standard media notification.
	2.  Superintendent; Building Administrator; Public Information Designee
	2.  Media Notification Plan; AM/FM Radio

	3.  Monitor situation with local health and environmental officials and through media.
	3.  Superintendent; Building Administrator
	3.  AM/FM Radio

	4.  Resume classes once local health and environmental officials recommend to do so.  Provide standard media notification.
	4.  Superintendent; Building Administrator; Public Information Designee
	4.  Media Notification Plan; AM/FM Radio


AIRPLANE CRASH

Pre-Emergency Plan
Become familiar with Local Emergency Management Plan.  Review procedures of Local Airport, and Police, Fire, and Emergency Medical Services.

	Immediate Action Authorization
	Persons To Be Notified

	Teachers and Staff; Building Administrator; Superintendent; District Emergency Coordinator; School Medical Coordinator
	Fire Department; Emergency Medical Services; Police Department


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Determine area(s) of school property impacted.  Evacuate school occupants away from crash area.
	1.  Superintendent; Teaching Staff; District Emergency Coordinator; Administrative Assistant for Business
	1.  Public Address System

	2.  Summon on-site medical staff.
	2.  Teaching Staff; District Emergency Coordinator
	-

	3.  Notify local Police Department.  Ensure that they will contact Fire and Emergency Medical Services.
	3.  District Emergency Coordinator
	3.  Emergency Telephone Numbers

	4.  Advise Superintendent of situation and actions taken.
	4.  Building Administrator; Maintenance Supervisor; Administrative Assistant for Business
	-

	5.  With concurrence of Superintendent, make decision regarding closing of school.  Announce decision on early dismissal through media.
	5.  Superintendent; Building Administrator; District Emergency Coordinator; Police Department Office; Fire Department Office; Public Information Designee
	5.  Media Notification Plan; AM/FM Radio

	6.  Once emergency operations have concluded, make determination on reopening of facility.  Advise staff and parents of students.
	6.  Superintendent; Building Administrator; District Emergency Coordinator; Public Information Designee
	6.  Media Notification Plan; AM/FM Radio


ENERGY SUPPLY LOSS

Pre-Emergency Planning
Become familiar with Local Emergency Plan and State Energy Emergency Plan.

	Immediate Action Authorization
	Persons To Be Notified

	Building Administrator; Transportation; Superintendent; Maintenance Supervisor
	BOCES Superintendent; Local Emergency Management Director; Local Energy Coordinator; Administrative Assistant for Business/Assistant Superintendent for Business


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Upon notification of problem:

· Determine the extent to which schools can operate.

· Contact prime supplier to determine availability of fuel.

· Implement procedures for reducing fuel consumption further.
	1.  Superintendent; Transportation Supervisor; Building Administrator; Maintenance Supervisor; Administrative Assistant for Business; Assistant Superintendent for Business
	1.  State Energy Emergency Plan

	2.  If necessary, implement plan for alternative school day or alternative building use schedule (e.g., shorter day, shorter periods, no after-school activities, etc.).
	2.  Superintendent; Building Administrator
	-

	3.  Resume normal activities upon advice of local Energy Coordinator or State Energy Office.
	3.  Superintendent; Administrative Assistant for Business; Building Administrator; Assistant Superintendent for Business
	-


GAS LEAK

Pre-Emergency Planning
Review Local Emergency Plan and Emergency Procedures of Local Gas Utility.

	Immediate Action Authorization
	Persons To Be Notified

	Maintenance Supervisor/Administrative Assistant for Business; Building Administrator; Emergency Coordinator
	Fire Department; Gas Utility; Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Upon discovery or detection of a gas leak:

· Notify Buildings and Grounds Supervisor.

· Notify Building Administrator.
	1.  School Staff
	
-

	2.  Evaluate problem to degree possible, and access expert help from Fire Department or local gas supplier.
	2.  Buildings and Grounds; Emergency Coordinator
	2.  Emergency Telephone Roster

	3.  Notify Superintendent.
	3.  Building Administrator
	3.  Public Address System; Media Notification Plan

	4.  Curtail or cease building operation, as appropriate.  Notify staff, parents and students.
	4.  Superintendent; Building Administrator; Public Information Coordinator; District Emergency Coordinator; School Staff; Senior Transportation Clerk
	
-

	5.  Evaluate problem and commence appropriate remedial action.
	5.  Building Administrator; Administrative Assistant for Business; Maintenance Supervisor; Fire Official; Gas Utility Official; Assistant Superintendent for Business
	
-

	6.  Once safety assurances are given by Fire Department and Gas Supervisor resume normal activities.
	6.  Superintendent; Building Administrator; Administrative Assistant for Business; Maintenance Supervisor; District Emergency Coordinator; Public Information Designee
	6.  Media Notification Plan


HAZARDOUS MATERIALS INCIDENT (OFF-SITE)

Pre-Emergency Planning
Review County Hazard Analysis and discuss Hazard Analysis Plan with Local Emergency Manager.

	Immediate Action Authorization
	Persons To Be Notified

	Local Emergency Management Director ; Fire Chief;  Building Administrator; Superintendent
	Administrative Assistant for Business/Transportation Clerk (Senior)Maintenance Supervisor


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Upon being notified of a problem, follow directives of the Local Emergency Management and Fire Department.
	1.  Superintendent; Building Administrator
	-

	2.  In the event of shelter recommendation, close off all outside air intakes and curtail all outdoor activities.
	2.  Superintendent; Building Administrator; Administrative Assistant for Business; Maintenance Supervisor; District Emergency Coordinator
	2.  Public Address System

	3.  If evacuation is recommended, institute “Go Home” procedure.
	3.  Superintendent; Building Administrator; District Emergency Coordinator; Public Information Designee
	3.  Media Notification Plan; AM/FM Radio

	4.  Monitor situation through the media and with Local Fire and Emergency Management Officials.
	4.  Superintendent; Building Administrator; District Emergency Coordinator; Public Information Designee
	4.  AM/FM Radio

	5.  Resume classes after approval of Fire and Emergency Management Officials.
	5.  Superintendent; Building Administrator; Transportation Clerk (senior); District Emergency Coordinator; School Building Emergency Coordinator
	5.  AM/FM Radio; NOAA Weather Radio

	6.  When conditions permit, reopen school and, if appropriate, utilize standard media notification.
	6.  Superintendent; Building Administrator; Transportation Clerk (senior); District Emergency Coordinator; School Building Emergency Coordinator
	6.  AM/FM Radio; NOAA Weather Radio


HAZARDOUS MATERIALS INCIDENT (ON SITE)

Pre-Emergency Planning
Catalog all hazardous substances known to be kept on-site and their quantities.  Update inventory as new items are added.  Review OSHA Regulations and Local Internal Hazard Analysis.  Coordinate with Local Emergency Response Officers.

	Immediate Action Authorization
	Persons To Be Notified

	School Staff; Building Administrator; Maintenance Supervisor; District Emergency Coordinator
	Local Fire Department; Building Administrator; Administrative Assistant for Business; Superintendent; NYS DEC Spill Hotline (1-800-457-7362)


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Response

	1.  Upon discovery or detection of any spill of a hazardous substance or petroleum product , notify the Local Fire Department and Superintendent.
	1.  Building Administrator; Administrative Assistant for business; School Staff; District Emergency Coordinator; Maintenance Supervisor
	1.  Emergency Telephone Roster

	2.  Based on advice of the Fire Department, curtail or cease building operations, as appropriate.  Notify staff and students, evacuate using pre-plan.  Notify parents through media.
	2.  Superintendent; Building Administrator; District Emergency Coordinator; Public Information Designee
	2.  Evacuation Plan; Media Notification Plan

	3.  Evaluate problem, with assistance of Fire Department Officials:

     a.  Determine cause.

     b.  If trained and adequately protected with special equipment.

     c.  Notify NYS DEC Spill Hotline.
	3.  Superintendent; Administrative Assistant for Business; District Emergency Coordinator; Maintenance Supervisor
	3.  Absorbent and Containment of Materials; Protective Equipment; Material Safety Data Sheets

	4.  Meet with NYS DEC Spill Officers; develop a plan for clean-up in Coordination with the Department of Environmental Conservation and the Fire Department.  Hire a firm to clean and decontaminate the area.  Follow DEC instructions.
	4.  Maintenance Supervisor; Administrative Assistant for Business; Building Administrator; District Emergency Coordinator; Business Manager
	-

	5.  After consulting Fire and Environmental Officials, resume classes.
	5.  Superintendent; Building Administrator; Administrative Assistant for Business; Maintenance Supervisor; District Emergency Coordinator; Public Information Designee
	5.  Media Notification Plan


RADIOLOGICAL INCIDENT

Pre-Emergency Planning
Become familiar with Local Emergency Management Plan.  Become familiar with Notification Procedures of any fixed nuclear facilities within or in proximity to the School District.

	Immediate Action Authorization
	Persons To Be Notified

	Local Emergency Management Director; Superintendent; Building Administrator; Administrative Assistant for Business/Maintenance Supervisor; District Emergency Coordinator; Transportation Supervisor
	BOCES District Superintendent


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Upon being notified of a problem, follow directions of the County Director of Emergency Management and County Chief Elected Official.  Institute appropriate action(s).
	1.  Superintendent; Building Administrator; School Staff; Emergency Coordinator; Maintenance Supervisor; Administrative Assistant for Business;  Transportation Clerk (senior)
	-

	2.  As advised, institute shelter or “Go Home” procedures.  Notify students, staff , and the public.
	2.  Superintendent; Building Administrator; School Staff; District Emergency Coordinator; Maintenance Supervisor; Administrative Assistant for Business; Transportation Clerk (senior); Public Information Designee
	2.  Media Notification Plan; AM/FM Radio

	3.  Resume normal activities when so advised by Local Emergency Management Office.
	3.  Superintendent; Building Administrator; Public Information Designee
	3.  Media Notification Plan; AM/FM Radio


WATER EMERGENCY

Pre-Emergency Planning
Become familiar with Local Emergency Management Plans and Special Procedures of the Health Department relating to Water Emergencies.

	Immediate Action Authorization
	Persons To Be Notified

	Building Administrator; Superintendent; Administrative Assistant for Business; Maintenance Supervisor
	Municipal Water Supplier; BOCES District Superintendent; Health Department


Emergency Response

	Sequential Response
	Persons Responsible
	Necessary Resources

	1.  Upon discovery or detection of water failure, notify Building Administrator.
	1.  Maintenance Supervisor
	-

	2.  Evaluate problem and commence remedial response.  Consult water suppliers.
	2.  Superintendent; Administrative Assistant for Business; Building Administrator
	-

	3.  Curtail or cease building operation, as appropriate.  Advise students and staff.
	3.  Superintendent; Administrative Assistant for Business; Maintenance Supervisor; Building Administrator; Public Information Designee; Transportation Clerk (senior)
	3.  Public Address System; AM/FM Radio; Media Notification Plan 

	4.  Complete corrective actions.
	4.  Superintendent; Building Administrator; Business Manager; Administrative Assistant for Business; Maintenance Supervisor
	-

	5.  At termination of emergency, notify staff, parents, and students of resumed building operations.
	5.  Superintendent; Building Administrator; Public Information Designee
	5.  Media Notification Plan; AM/FM Radio
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The Search Pattern

		The search pattern will differ for every bomb threat because the area identified, or not identified, in the threat will be different.  In general, we will search in the following order:



1.  Any area identified in the threat.  

2.  Building exterior, starting at building and working outward to 50 feet.  

3.  Parking lot, including visually inspecting cars

4.  Interior areas with public access, floor by floor:

Public restrooms

Lobbies

Stairwells

Hallways

Gym

Cafeteria
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Search Technique for Interior

		Conduct the second sweep.  Now, determine the height of the second sweep.  This height is usually from the hip to eye level.  Return to the starting point and repeat the search process for items between hip and eye level.  This sweep usually covers pictures hanging on the walls, built-in bookcases and lamps.



		Conduct the third sweep.  Now, determine the height of the third sweep.  This height is usually from eye level up to the ceiling overhead.  This sweep usually covers high-mounted HVAC ducts and hanging lights.



		Conduct the fourth sweep.  If the room has a false or suspended ceiling, conduct a fourth sweep to investigate this area.  Opening panels of the false ceiling will enable you to inspect ductwork, pipes, speaker systems, electrical wiring, and structural beams.
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Reporting Results

		Once you have searched your zone and marked it, send one team member to report the results to the Search Coordinator in the Command Center.  Then, continue to search your next zone.

		All searching should be completed in about 20-30 minutes.
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Practice

	[Set aside time for the teams to practice the search technique you have shown them.  Try to use at least two different areas, one interior and one exterior.  Conduct that practice at this point in the presentation.  Correct technique as necessary.]
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Thank You

	The search teams are crucially important to an effective bomb threat response.  Thank you for taking on this role and for being an active participant in protecting our students and staff.  
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Searching for Evacuation

	If evacuation is ordered, the search teams will be responsible for searching the chosen evacuation routes and assembly areas before students and staff evacuate.  This may occur before or after a search of the building.  The evacuation routes and assembly areas chosen will vary.  If this type of search is required, the Search Coordinator will give you instructions on what areas to search.  As before, report results to the Coordinator.
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Search Technique for Interior

	This picture shows how the four sweep levels are planned out in a room.  The red line is the room division line, where the team starts and ends each sweep.  The yellow layer is the first sweep, the green layer is the second sweep, the blue layer is the third sweep, and the purple layer is the fourth sweep.  
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Classroom Searches

	Classrooms will be visually inspected by the teacher who occupies that classroom.  Empty classrooms should be searched by the team who handles that zone.
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Search Technique for Interior





Determine the height of the initial sweep.  Base this decision on the average height of the majority of the items resting on the floor. The initial sweep height is usually floor to hip.



Now, conduct the first sweep. Proceed to one end of the room division line and stand back to back.  This is the starting point.  The same point will be used on each successive searching sweep.  Start searching your way around the room, working toward the other person, checking all items resting on the floor of the room up to hip height. Do not forget the floor, carpet, ventilation ducts, and any items mounted on the walls up to hip height. Open cabinets and lockers.  Do not touch any suspicious item. Once you meet the other searcher, pass each other and re-check the other searcher's half of the room.  This first sweep usually consumes the most time and effort.
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The Search Pattern

5.  Interior non-public areas

Classrooms

Administration offices

Staff lounge

6.  Secure interior areas 

locked offices 

locked closets

locked maintenance areas

monitored locations like the main office

7.  Outbuildings

Portable classrooms

Maintenance sheds

Exterior restrooms

Fieldhouses

Stadiums and athletic fields

8.  Roof
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Place of the Search in the Plan

		The search of the school is a crucial part of our bomb threat response plan.  The response action call is made by [Threat Assessment Team or Site Decision Maker or name of person].  If this response action calls for a search, we will rely on our search teams to thoroughly search the school as per the search coordinator’s direction.

		[Provide detail of how when searches are made at your school (before or after evacuation, or depends on the threat assessment), including whether or not you have mandatory evacuation].

		Search teams will also be utilized to clear evacuation routes and assembly areas in the event of evacuation.
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The Search Plan

		[Hand out the floor plan of the school with the search zones marked and the list of which staff members are on which search team and what zone(s) they search.  Discuss this map and assignments with the searchers.]
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Mobilizing the Search Teams

		When the decision to search the school is made, you will be notified via [insert communication method here] with the statement [insert mobilization statement or code here].  In this message, you will be told what command center to proceed to.

		When you hear this order, proceed to the designated Command Center.

		The Search Coordinator will inform you of the search pattern and then you will be deployed.
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Role of the Search Teams

	The role of the search teams is to systematically check areas of the school for suspicious items.  You will be looking for items that are out of place or suspicious.  Once any suspicious item is identified, the search is terminated and the bomb squad will take over. 
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Search Coordinator

		[Name] is the Search Coordinator. If this person is not at the school, [insert name of alternate] is the alternate. Her/his responsibilities include:



supervise the training of Search Teams.

supervise the training of all staff and faculty in suspicious item identification and what to do if they find one.

coordinate the search in the event of mobilization, including determining where to search first, marking cleared areas on the floor plan, and initiating search of evacuation routes in the event of evacuation.  

All search teams will report the results of their searches to the Search Coordinator.
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Composition of the Search Teams

		The search teams are volunteer staff members.  

		Staff members have been divided into [number of teams] two-person teams.

		Each team has been assigned a different zone or zones within the school.  Your team is responsible for searching that zone.














_1047903554

_1260784227.ppt


Search Teams Training

[school’s name here]












_1047474792

_1047475249

_1047474269

