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INTRODUCTION

The Safe Schools Against Violence in Education Act (SAVE) was passed by the
New York State Legislature and signed into law by Governor Pataki on July 24,
2000. Project SAVE culminates the work of the Task Force on School Violence
chaired by Lieutenant Governor Donohue. The Task Force consisted of a broad
range of qualified people from all parts of the state including students, parents,
teachers, school administrators, law enforcement experts, business leaders,
mental health professionals and local elected officials. From its inception in
January 1999, the Task Force sought information concerning the best school
violence prevention and intervention practices in the state and the nation. Ten
public hearings were held throughout the state, providing a rich array of
recommendations from local communities about ways to ensure the safety of
New York’s students. The Task Force’s final report, Safer Schools for the 215t
Century, contained a series of recommendations intended to reduce incidents of
violence in schools and strengthen schools’ capacities for responding to
emergencies that could affect the health and safety of children.

The New York State Board of Regents approved amendments to the
Regulations of the Commissioner of Education as emergency measures in
November 2000 to ensure compliance with the new legislation. The revised
regulations in Section 155.17 of the Commissioner’s Regulations contain the
requirements for schools concerning school safety plans. A major component of
SAVE is the development of school safety plans at the district and at the school
building levels. At the district level, the new District-Wide School Safety Plan
replaces the current school emergency management plan that is required for all
districts. At the school building level, a newly required School Building
Emergency Response Plan must be prepared for each school building in the
state. Together, these plans are intended to provide the means for each school
district and all the buildings in the district to respond to acts of violence and
other disasters through prevention, intervention, emergency response, and
management.
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A. PURPOSE

The District-Wide School Safety Plan was developed pursuant to
Commissioner’s Regulation 155.17. At the direction of the Cheektowaga-Sloan
Union Free School District Board of Education, the Superintendent of
Cheektowaga-Sloan Union Free School District appointed a District-Wide
School Safety Team and charged it with the development and maintenance of
the District-Wide School Safety Plan.

Jeffrey S. Mochrie has been designated as the Chief Emergency Officer and is
charged with coordinating communication between staff and first responders,
ensuring staff understanding of the district-level safety plan, and ensuring that

Building Level plans are updated yearly.
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B. DISTRICT-WIDE SAFETY TEAM MEMBERS

The Cheektowaga-Sloan Union Free School District has created a District-Wide
School Safety Team consisting of, but not limited to, representatives of the School
Board, students, teachers, administrators, parent organizations, school safety
personnel and other school personnel.

Andrea L. Galenski, Superintendent of Schools
Mike Scapillato, School Liaison Officer

Wayne Drescher, School Business Official
Jeffrey Mochrie, Principal

Elizabeth Zaccarine, Principal

Christopher Farrell, Principal

Robert Julian, Principal

Jessica Emmerling, Director of Special Education
Janelle Finn, Assistant Superintendent

Erin Greene, Director of Food Service

Joe Goodrow, Facilities Manager

Greg Schulz, Teacher

Mike Johnson, Teacher

Kyle Karmazyn, Teacher

Meghan Haley, Teacher

Annie Walters, Teacher Aide

Dave Kasprowicz, BOCES Safety Specialist
TBD, First Student
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1300

CONCEPT OF OPERATIONS

The District-Wide School Safety Plan shall be directly linked to the individual
Building-Level Emergency Response Plans for each school building. Protocols
reflected in the District-Wide School Safety Plan will guide the development and
implementation of individual Building-Level Emergency Response Plans.

In the event of an emergency or violent incident, the initial response to all
emergencies at an individual school will be by the School Emergency Response
Team.

Upon the activation of the School Emergency Response Team, the Superintendent
of Schools or his/her designee will be notified and, where appropriate, local
emergency officials will also be notified.

Efforts may be supplemented by county and state resources through existing
protocols.

Local emergency officials play an important role in managing response actions in
emergency situations. Assistance from these officials is obtained by:

1) Asking for their input in the planning process. If possible, include them as a
member of the district-wide and building teams.

2) Include them in the training of staff and students.

3) Use their expertise and experience in the conduct of all drills, including tabletop
exercises.

4) Discussing all resources available if Article 2-B is invoked.



6/2025



6/2025

1400

PLAN REVIEW AND PUBLIC COMMENT

e This plan shall be reviewed and maintained by the District-Wide School Safety
Team and reviewed on an annual basis on or before September 1 of each year.

e Pursuant to Commissioner’s Regulation 155.17(e)(3), this plan will be made
available for public comment 30 days prior to its adoption. The district-wide and
building-level plans may be adopted by the School Board only after at least one
public hearing that provides for the participation of school personnel, parents,
students and any other interested parties. The plan must be formally adopted by
the Board of Education.

e While linked to the District-Wide School Safety Plan, Building-Level Emergency
Response Plans shall be confidential and shall not be subject to disclosure under
Article 6 of the Public Officers Law or any other provision of law, in accordance with
Education Law Section 2801-a.

e Full copies of the District-Wide School Safety Plan and any amendments will be
submitted to the New York State Education Department within 30 days of adoption.
Updated Building-Level Emergency Response Plans will be supplied to both local
and State Police by October 15" of each year.



SECTION 2000: GENERAL EMERGENCY RESPONSE
PLANNING

A. ldentification of sites of potential emergency, including:

e The process for identifying the Sites, .......ccccoovvviiiiiiiiiii e, 2100
(School Safety Audit Checklist)

¢ |dentification of Sites of Potential Emergencies Guideline............ 2101

e The location of potential SIteS.........coeevvviiiiiiiiiiii e, 2102

B. Plans for taking the following actions in response to an
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e Sheltering sites (internal and external) ............ccccoooeviiiiiiiiin e, 2230
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SECTION 2000: GENERAL EMERGENCY RESPONSE
PLANNING - Continued

D. Description of procedures to coordinate the use
of school district resources and manpower during
emergencies, including:

e |dentification of the officials authorized tO........ccovveviveiiiiiiiiienen.

make decisions (Chain of Command)

e Variations of Emergencies and Chain of Command.....................
e Command Center LOCAtION ........cccuuuiiieriiiiiinieeeeeiiiiee e eeeiine e e eeeeens
¢ |dentification of the staff members assigned to ................. 2403 - 2406

provide assistance during emergencies, district,
building level

e Public Information/Media Notification Plan ..........c.coooveviivvieinen....

E. Procedures for annual multi-hazard school training for..........................

staff and students, including the strategies for
implementing training related to multi-hazards

F. Procedures for the review and conduct of drills and other.....................

exercises to test components of the emergency response
plan, including the use of tabletop exercises, in coordination
with local and county emergency responders and prepared-
ness officials

o TabletOp EXEICISES ....ccuuuiiiiii e
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A.IDENTIFICATION OF SITES OF POTENTIAL EMERGENCIES

GUIDELINES

When developing a specific list of potential sites for emergencies, at the building level,
there are many variables that could serve as a catalyst or provide the environment for

an emergency to take place at that site. Sites that have these variables or environment
have been considered in the following list:

ON-SITE

various chemical storage areas

welding/hot work area

indoor vehicle transportation areas
compressed gas storage areas

paint spray booths

areas of student congregation
student/teacher/administrator conference area
swimming pool filter area

athletic fields

playground areas

OFE-SITE
o major highways (chemical transport)
o airport (flight path)
o railroad (chemical transport)
. certain industrial sites (refineries, etc)
. creeks (flooding)

This list can be used as a guideline to help assist in the development of the building level site
of potential emergencies. It may not be all-inclusive.
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A. IDENTIFICATION OF SITES OF POTENTIAL EMERGENCIES

LOCATIONS

ON-SITE

BUILDING SITE MATERIAL

JFK MS School

JFK High School

Maintenance Garage

All Buildings

OFF-SITE

BUILDING SITE MATERIAL
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B. PLANS FOR TAKING THE FOLLOWING ACTIONS IN
RESPONSE TO AN EMERGENCY WHERE APPROPRIATE

6/2025



2205

EMERGENCY CLOSINGS

In the event it is necessary to close school for the day due to inclement weather
or other emergency reasons, announcement thereof shall be made via local
television stations designated by the Board of Education.

When school is closed, all related activities, including athletic events and
student activities, will ordinarily be suspended for that day and evening.

The attendance of personnel shall be governed by their respective contracts.
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EARLY DISMISSAL

In the event of an imminent emergency that requires specific EARLY DISMISSAL
procedures, they are as follows:

The EARLY DISMISSAL procedure will be implemented when a situation such as heavy
snow warning, etc. is imminent. This would occur at any time of the day after the children are
on their way to school, or while school is in session. The district order would be given by the
superintendent of the school district.

1. Contact district’s transportation department to provide for go home procedure.
a. Teachers and students return to homeroom.
b. Attendance of all students should be taken by teachers.
C. Names of students not accounted for should be referred to office.
d. Teachers and students should remain in place until directions for dismissal are

given.

e. Good conduct and discipline standards are to be enforced.
f. Special considerations should be given to:
1. Students and staff with disabilities — contact transporting agency
2. Student drivers dismissed to go home if situation permits
2. Information for reason of early dismissal may be shared with teachers and students as

deemed necessary.

3. Information:
a. Explanation of situation
b. What is being done
C. Anticipation of length of time
4, Communication with parents or media as necessary.
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2215

EVACUATION

An Evacuation should take place if it is determined that it is safer outside the building than
inside the building (fire, explosion, hazardous material spill) and staff, students and visitors
can safely reach the evacuation location without danger. Included are school policies and
procedures for on-site and off-site evacuation including evacuation routes, transportation
needs, and sheltering sites.

Objective
e Minimize exposure to hazards within the building
Procedure

Communicate the need to evacuate the building or a specific area of the building to the building
staff and other occupants by activating the fire alarm or making an announcement over the
intercom, Public Address (P.A.) System, or otherwise. The announcement of an Evacuation
shall be:

YOUR ATTENTION PLEASE.

WE NEED TO EVACUATE THE BUILDING.

TEACHERS ARE TO TAKE THEIR STUDENTS TO THEIR
DESIGNATED ASSEMBLY AREA AND TAKE ATTENDENCE
WHEN SAFE TO DO SO.

Y VYV

Immediately call 911 to give notice that the school has been evacuated.

Notify appropriate district staff that an evacuation of the school has occurred.
Communicate changes in evacuation routes if primary routes are unusable.

Designate staff with assigned radios and/or cell phones to assist in evacuation procedures.

Evacuation — Building Only

e Follow predetermined evacuation routes to exit the building in a quiet and orderly
manner.

e Evacuate Students/Staff with special needs per their individual plans.
o Disabled/wheelchair accessible routes, area of refuge, etc.

¢ In the event that students find themselves out of the supervision of faculty or staff:
o Students should exit through nearest exit.
o Students should report to nearest assembly area and nearest teacher/staff.

e Do not stop for student or staff belongings.

e Take class roster, phone lists, first-aid kit and other emergency supplies with you.

e Check the bathrooms, hallways and common areas for visitors, staff or students while
exiting.

e (o to your designated evacuation assembly area.

e Account for all students. Immediately report any missing or injured students to the
School Incident Commander.
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e Main office staff: Take visitor log and student sign out sheet to evacuation assembly
area.

e If it is announced that the building evacuation will be “a controlled evacuation,” wait
for further instructions. These instructions may include which exits to use when
evacuating, which ones to avoid, and any other pertinent information that may be
shared.

Designated Evacuation Assembly Areas

Building, Wing or Assembly Area
Location

Evacuation — Off-Site

In the event that the situation poses a significant enough risk that evacuation of the building
and remaining on school grounds is determined to not be adequate, students and staff will be
evacuated to an off-site location. The Building Level School Safety Team has determined
appropriate off-site evacuation areas prior to an actual incident. Off-site locations should offer
adequate protection from the elements and communications abilities.

e Perform all evacuation steps as indicated for a building evacuation.

e Notify all assembly areas to proceed to the offsite location.

e Method of Travel: Students will walk to the evacuation site under the supervision of
their classroom teacher. Directions:

Off Site Name/Address Facility Contact Name
Location and Number
PRIMARY
SECONDARY

Evacuation Site Instructions
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Once staff and students have reached the evacuation site, all will enter in an orderly
fashion and proceed in a manner as instructed by building safety staff or
administration.

Each classroom will remain with their teacher/instructor, and be directed to a specific
location by a member of the building safety staff or an administrator.

Once an entire class is seated and accounted for, the teacher/instructor will take a
class count. If all students are present, the teacher will hold up a GREEN CARD
labeled “ ALL PRESENT.” If any student(s) are missing, hold up the RED CARD.
This will notify a member of the building safety committee, who will then address that
particular teacher/instructor and aid in locating the student(s).

Once everyone is accounted for, all will remain silent and listen for further instructions
from administration.

Return to Buildings or Grounds

No stu

dents or staff shall return to school buildings or grounds until advised to do so by the

Incident Commander or appropriate officials.

6/2025

The Incident Commander will make the decision when it is safe to return to the building.
In the event that emergency response services (Police, Fire, EMS) are called, the
Incident Commander may transfer incident command to the appropriate authority, who
will then make the decision to allow students and staff to return to the building or
grounds.

The decision of when it is safe to re-enter the building or re-occupy a section of the
school will be communicated by bell system, radio transmission, public address system,
designated staff, or other means.

Parent re-unification procedures will be enacted if students will be dismissed rather than
returning to school. Students are not allowed to leave on their own.



2220

SHELTER IN PLACE

A Shelter In Place is used when students and staff are required to remain in their current or a
designated location for their own safety due to an external threat such as a weather emergency.
Depending on the threat or hazard, students and staff may be required to move to a safe room or
to a weather shelter.

Objectives

e To facilitate emergency responses.
e To establish safe routes and designated areas.
e To locate and contain any device or weather threat.

Procedure

A Shelter-in-Place will be announced by intercom, Public Address (P.A.) System, or otherwise
with instructions on how to proceed. The announcement of a Shelter In Place shall be:

» YOUR ATTENTION PLEASE.
» THERE IS A SITUATION REQUIRING YOU TO SHELTER-IN-
PLACE.

» PLEASE REMAIN IN YOUR CURRENT LOCATION UNTIL
>

FURTHER NOTICE.
Provide specific incident instructions as needed.

e Use clear, concise language to provide direction to the school based on the
situation.

e If there is a situation requiring students and staff to move away from windows
and doors (such as a weather emergency), they should be instructed to move to
the interior of the room or relocate to an interior hallway or room. Students in
temporary classrooms or outside of the main building for any reason should be
instructed to move into the main school building.

e Students in-between classes or outside of their classroom for other reasons
should be instructed to return to their class.

e Students in hallways, bathrooms or other common areas will return to their classroom. If
the Shelter In Place is announced between class periods, students will return to their
previous class to await instructions. If the route is blocked, students will go to the nearest
classroom and advise the teacher that they are unable to get to their class and await
instructions.

e All staff members will assist in maintaining order and accounting for students. Remain in
your current location until further instructions are given or remaining in place compromises
safety.

Current activities may continue, if appropriate.
¢ Notify all concerned parties via PA announcement when the Shelter In Place is lifted.
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2221

HOLD IN PLACE

A Hold In Place is used when students and staff are required to remain in their current or a
designated location due to a short term emergency within the building. If there is an internal incident
or administrative matter such as students fighting in a hallway, a maintenance issue or medical
emergency that requires that student and staff movement to be limited, a Hold In Place may be
initiated to keep students and staff out of the affected area until the situation can be rectified.

Objectives

e To facilitate emergency responses.
e To establish safe routes and designated areas.

Procedure

A Hold In Place will be announced by intercom, Public Address (P.A.) System, or otherwise with
instructions on how to proceed. The announcement of a Hold In Place shall be:

> YOUR ATTENTION PLEASE.

» THERE IS A SITUATION REQUIRING YOU TO HOLD IN

PLACE.

» PLEASE REMAIN IN YOUR CURRENT LOCATION UNTIL

FURTHER NOTICE.

»  Provide specific incident instructions as needed.

e Use clear, concise language to provide direction to the school based on the
situation.

e Students in-between classes or outside of their classroom for other reasons
should be instructed to return to their class.

e Students in hallways, bathrooms or other common areas will return to their classroom. If
the Hold In Place is announced between class periods, students will return to their
previous class to await instructions. If the route is blocked, students will go to the nearest
classroom and advise the teacher that they are unable to get to their class and await
instructions.

e All staff members will assist in maintaining order and accounting for students. Remain in
your current location until further instructions are given or remaining in place compromises
safety.

Current activities may continue, if appropriate.
Notify all concerned parties via PA announcement when the Hold In Place is lifted.
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2225

LOCKDOWN

A Lockdown is used to secure school buildings and grounds during incidents that pose an immediate threat
of violence in or around the school. The primary objective of a lockdown is to quickly ensure all school staff,
students and visitors are secured in rooms away from immediate danger. A Lockdown is the initial physical
response to provide a time barrier during an active shooter/intruder event. A Lockdown is not a stand-alone
defensive strategy. Executing a Lockdown should involve barricading the door, hiding from view, remaining
silent and readying a plan of evacuation as a last resort.

Objective

e Minimize risk of injury or death
e Buy time for emergency responders

Procedures

Where possible, a Lockdown will be announced by intercom, Public Address (P.A.) System, or otherwise.
In events where an immediate threat to life and safety is recognized, ANY faculty or staff shall raise the
alarm and initiate a Lockdown. The announcement of a Lockdown must be immediate and deliberate and
shall be:

» LOCKDOWN! - LOCKDOWN! - LOCKDOWN!
» Additional information may be provided if time allows.

e Contact 911
Enact procedures to re-direct buses or visitors.

o |IF SAFE, immediately gather students from hallways and areas near your room into classroom or
office. This includes common areas and restrooms immediately adjacent to your classroom.

e Lock your door(s) and have students/staff move to the designated safe area of the room, out of view
from the door.

e Leave lights on and blinds as they are. Do not cover door windows.

o REMAIN SILENT — Noise may attract the attention of the intruder.

e Teachers should position themselves in a location that gives them an advantage to manage their
classroom effectively, and take the following action during a lockdown:

o Do not allow anyone to enter or leave your secured area.

o Do not answer or communicate through your door or classroom phone.

o Do not respond to Public Address (P.A.) system or other announcements.

o Do notrespond to fire alarm unless actual signs of fire are observed. Doing so could compromise
the safety of those already secured.

o Silence cell phones and limit use to only relay pertinent information to 911, (i.e.,
description/location of active shooter/victim injuries).

o Document and attend to any injuries to the best of your ability. In the event of a severe injury,
replace the GREEN card in the exterior window with your RED card.

o Take attendance and include additions and missing students’ last known location.

e [f an intruder enters the classroom, use WHATEVER means necessary to protect yourself and the
students. You must be prepared to fight for your life and use physical force to stop the intruder. Tell
students to get out anyway possible — RUN!

e Staff/students participating in any outdoor activity upon the initiation of a lockdown should seek a
safe location away from the building. Call 911 and report your situation including location and
number of students.

A LOCKDOWN WILL ONLY END WHEN YOU ARE PHYSICALLY RELEASED FROM YOUR ROOM OR
SECURED AREA BY LAW ENFORCEMENT OR OTHER AUTHORITY.
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SECURE LOCKOUT

A Secure Lockout is used to secure school buildings and grounds during incidents that pose
an actual or potential threat outside of the school. The primary objective of a lockout is to
quickly ensure all school staff, students, and visitors are secured in the school building away
from the outside danger. Normal school day activities may continue as normal except for the
termination of all outside activities.

Objectives

e To keep any threat of violence or dangerous incident out of the school building.
e To promote minimal disruption to the education process when there is a potential or
actual incident outside the school building.

Procedure
A Secure Lockout will be announced by intercom, Public Address (P.A.) System, or otherwise.
YOUR ATTENTION PLEASE.

>

» THERE IS A SITUATION REQUIRING THE SCHOOL TO
SECURE LOCKOUT.
>
>

ALL OUTDOOR ACTIVITIES ARE CANCELLED UNTIL
FURTHER NOTICE.
INDOOR ACTIVITIES MAY CONTINUE AS SCHEDULED.

e All outdoor activities shall cease and be immediately moved indoors (i.e., gym classes,

playground, etc.).

e As soon as all students and staff are in the building all exterior doors shall be closed
and locked.

e Building access shall be through a single monitored entrance only.
e Normal activity will continue within the building (unless directed otherwise).
e Itis not necessary to turn lights off or to close blinds (unless directed).

e Do not respond to the fire alarm unless actual signs of fire are observed, or an

announcement is made.
e Report any suspicious activity observed either indoors or outdoors to the Main Office.

e A Secure Lockout will be lifted when notification is made by administration.
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IN THE EVENT THAT EVACUATION IS NECESSARY, THE
FOLLOWING SITES WILL BE USED:

OFF-CAMPUS
EVACUATING SITE # STUDENTS/STAFF RECEIVING SITE # THAT CAN BE
SHELTERED
Theodore Roosevelt 359 460+
Woodrow Wilson 339 342+
JFK Middle School 332 500+
JFK High School 430 500+

IN THE EVENT THAT SHELTERING ON-CAMPUS IS NECESSARY,
THE FOLLOWING SITES WILL BE USED:

EVACUATING SITE RECEIVING SITE

JFK
Theodore Roosevelt
Woodrow Wilson
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FACILITIES AGREEMENTS

STATEMENT

Cheektowaga-Sloan Union Free School District has adopted agreements with state,
county, and other agencies as appropriate for the use of school district building facilities and
vehicles during a period of natural or man-made disaster, Facility Agreements with local
public and private agencies for use of their facilities on a short term basis to house staff and
students have been arranged.

Arrangements for school building facilities to be used as disaster shelters are coordinated
through the Greater Buffalo Chapter, American Red Cross, Department of Emergency
Services. These shelter agreements authorize their use of the building facilities for any
natural or man-made disaster. The use of the building facilities is not restricted to only school
district staff and students, but for any group as the need and location arises.

Notification of facility use will be made by:

1. School requesting the Red Cross to provide sheltering facilities as dictated by
the emergency.

2. Local, county or state agency requested the Red Cross to provide sheltering

facilities as dictated by the emergency.

The Red Cross will staff the shelter and will supply materials and food as needed. If school
district supplies are drawn upon during the time of the disaster, or if the building becomes
damaged as a result of use or misuse, then the Red Cross will reimburse the school district.
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C. DISTRICT RESOURCES

SCHOOL DISTRICT ENROLLMENT/STAFF

2300

2024-25
# # #TCHR/STAFF/CUST
SCHOOL GRADES | STUDENTS | ADMIN.

26 Faculty
Theodore Roosevelt UPK - 2 311 1 21 Non-Professional

27 Faculty
Woodrow Wilson 3-5 286 1 25 Non-Professional
John F. Kennedy 32 Faculty
Middle School 6-8 291 2 7 Non-Professional
John F. Kennedy 44 Faculty
High School 9-12 347 2 37 Non-Professional
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DISTRICT ENROLLMENT - SPECIAL EDUCATION DIVISION

SCHOOL # STUDENTS # TEACHER/STAFF
Theodore Roosevelt
Woodrow Wilson
John F. Kennedy Middle
John F. Kennedy High

Contact Person and Phone Number:

Jessica Emmerling — 891-6429 phone
891-6430 fax
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OTHER SCHOOL DISTRICT PERSONNEL

2305

TITLE NAME WORK /CELL

Superintendent:

Andrea Galenski 891-6402
President, Board of
Education: Denise McCowan 891-6427
Vice President, Board
of Education: Zachary Smith 891-6427
Business
Administrator Wayne Drescher 891-6405
Chief Emergency
Officer: Jeffrey Mochrie 891-6424

Facilities Manager:

Joseph Goodrow

891-6412 / 863-2436

AHERA Designee:

Joseph Goodrow

891-6412 / 863-2436

Principals:
JFK HS- Robert Julian 891-6407
JFK MS- Christopher Farrell 897-7301
WW-Elizabeth Zaccarine 891-6419
TR- Jeffrey Mochrie 891-6424
Head Custodians: JFK- Ken Thielke 867-1704
WW- William Schultz 867-1589
TR- Mike Wolentarski 867-1739
School Nurses: JFK MS/HS- Caitlin Rupp 891-6410
WW- Catherine Sobota 891-6420
TR- Dawn Ricotta 891-6424
Transportation Wayne Drescher 891-6405
Supervisor: Phil Caccamise (First Student) 684-9440
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QUALIFIED SCHOOL MEDICAL PERSONNEL

2310

NAME CPR/AED RED CROSS FIRST RESP. BUILDING
FIRST AID NYS EMT
JFK — MS/HS

Rupp, Caitlin X X

WW
Sobota, Catherine X X

TR
Ricotta, Dawn X X
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COMMUNICATION RECOMMENDATIONS

Within Buildings

1.

2.

Use of the public address system by an administrator or his/her delegate to provide
information and/or direction to staff and students.
If unable to use electricity or public address system failure:

a. If there is NO time problem, an administrator or designee may walk through the
building and inform faculty, staff and students of information and directions.
b. Use of a personnel delegate to communicate messages from chief administrator in

charge to each floor and wing of the building. There should be as few persons as
possible responsible to carry messages by word-of-mouth, as the more people
used, the greater the chance of students and staff receiving misinformation.

C. The use of strategically located portable 2-way radios/cellular phones may be
used throughout the building to help speed communications and relay information
using fewer persons.

d. Communications may be made easier if students were collected in a centralized
location (auditorium, gymnasium, etc.) rather than individual classrooms.

NOTE: In case of electrical system failure, public telephones may still be
operational.

Between Buildings

1. Public Telephone — use a designated extension or private line may be kept clear for
emergency information between building administrators or their delegates.

2. Portable 2-way radios may be used for communication if buildings are within range of
each other. Cellular phones are another option.

3. Better 2-way radio communication may be made by use of a school bus or other school
district vehicle operating on the same frequency.

RECOMMENDATIONS:

1. Each school should have at least two dependable portable radios/cellular phones which
have a battery back-up system with extra batteries that may be used in an emergency.

2. Each school should have at least one dependable scanner which can be programmed to
emergency information frequencies (weather, police, fire). This scanner should have a
battery back-up system with extra batteries.

3. Each school district should have access to a minimum of two (2) cellular phones.
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PUPIL TRANSPORTATION

Buses

Transportation provide by:
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First Student

2306 Walden Ave
Cheektowaga, NY 14225
716-684-9440
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VEHICLE INVENTORY

Vehicles

2325

Year

2022

2017

2022

2019

2018

2016

2007

2007

2015

2002

2015

2018

1995

Vehicle
F-250
F-250
F-350
F-650
Chevy

Mahindra
Kabota
Kabota
John Deer
John Deer
New Holland
Ferris
Air Tow

Cross Country

6/2025

Plate
AZ2817
AZ2820
AZ2833
AZ2834
AZ2897
N/A
N/A
N/A
N/A
N/A
N/A
N/A
BC4187

L10317

Pick Up
Pick Up
Flat Bed
Dump Bed
Box Van
Tractor
Tractor
Tractor
Tractor
Gator
Tractor
Zero Turn
Trailer

Trailer

Vin#t
1FTBF2B3NEC26998
1ftbf28hed44638

1FTRF3B6XNEC26999
1FDNF6DC1KDF05662
1gb3gscgxk1231860
LFTPC1071
BX1850D/54597
BX1850D/53374
Mod425a031472

FH601DA36999

5901295

512DD18T9KC106180
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D. CHAIN OF COMMAND

School Incident Command System

To provide for effective direction, control and coordination of an incident, the School ERP will be
activated through the implementation of the Incident Command System (ICS).

Staff are assigned to serve within the ICS structure based on their expertise, training and the
needs of the incident. Roles should be pre-assigned based on training and qualifications. The
School ICS is organized as follows:

Incident
Command
Public
Information 03?110:’\'(
Officer w0
Liaison
Officer
: g Finance/
Operations Planning Logistics e
Sectlion Section Section Admsngés;itézuon

Staff assigned to the District Incident Command and Operations Team and their duties are
identified in Section 2403 of this Manual.
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VARIATIONS OF EMERGENCIES AND
CHAIN OF COMMAND

There are three variations of emergencies which may present themselves to a school
district:

1. Emergency situation within the school district is managed by the Superintendent,
unless authority is shifted to the District Emergency Coordinator.

In this situation, the Superintendent or Emergency Coordinator is in control, and
makes their own decisions to remediate the situation.

2. Emergency incident within the school district which requires the assistance of an
outside agency.

When the Fire Department is called by the school district, then the fire chief or
ranking officer is in charge. The school district planning committee should then act
as a resource and coordinating agency within the school district.

When a law enforcement agency is called by the school district, the building
administrator remains in charge. However, the law enforcement agency’s
recommendations should be fully complied with.

3. Emergency incident at local, county, state or national level where notification of
the school district of the emergency is done from outside sources.

In the event of a large scale emergency, the outside coordinating agency (most
likely the county) will be in charge and again the school district emergency
coordinator and planning committee will act as a resource and coordinating
agency within the school district.
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SCHOOL DISTRICT EMERGENCY
COMMAND/RESOURCE CENTER

Primary Location: District Office
Woodrow Wilson Elementary School
166 Halstead Avenue
Sloan, NY 14212

Alternate Location: John F. Kennedy Middle/High School
305 Cayuga Creek Road
Cheektowaga, NY 14227

6/2025
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DUTIES OF DISTRICT-WIDE INCIDENT COMMAND
AND OPERATIONS STAFF

Incident Commander (IC)
Emergency Response Officer
(Police/Fire Chief)

Develop Incident Action Plan (IAP). Has overall
responsibility at the incident or event. Sets objectives
and priorities based on agency direction.

Deputy Incident Commander
IC Designee

Supports the Incident Commander in any capacity
needed. For long term or large scale incidents, may
act as Incident Commander during break periods/
rest periods.

Public Information Officer (PIO)
Superintendent

Is the primary point of contact during an incident.
Will work in conjunction with law enforcement and
emergency services and public information officer at
press briefings. ALL media contact will be through
this individual.

Liaison Officer
Building Principal

Will be the agency representative with outside
agencies responding to the emergency event. Keeps
Incident Commander informed of situation status.

Operations Officer
Supt. of Buildings & Grounds

Develops tactical organization and directs all
resources to carry out the Incident Action Plan (IAP).

Logistics Officer
Supt. of Buildings & Grounds /
Building Principal

Provides resources and all other services needed to
support the incident.

Planning Officer
IC Designee

Develops the Incident Action Plan to accomplish the
objectives. Collects and evaluates information,
maintains status of assigned resources.

Finance/Administration
Business Official

Monitors costs related to the incident/event. Provides
accounting, procurement, time recording, cost
analysis and overall fiscal guidance for the
incident/event.
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BUILDING LEVEL RESPONSE TEAM ROLES DEFINED

Primary Operations Administrator

Building Principal/Designee

Communications Liaison

Send and receive messages to and from outside
personnel as needed by principal and other listed
coordinators.

Emergency Services Liaison

Meet and coordinate first aid and other medical services.

Evacuation Site Coordinator

Sending site coordinator who will prepare to release the
students to the new location and oversee the operations
on this site until the main site is closed down and the
Primary Operations Administrator arrives at the alternate
site location.

Parent/Guardian Liaison

Handles all communications with parents and oversee the
release of students after all attendance procedures are
completed at the alternate site.

Site Management Attendance
Coordinator

Assists in the attendance accounting for all students and
adults at the alternate site before the release of any
students. He/she will be assisted by the attendance
personnel when they arrive from the primary site.

Transportation Coordinator(s)

Will receive and direct the buses when they enter the
primary site to remove the students to the alternate site.
The bus numbers and designations will be communicated
to the primary site office or its alternate location for
announcement to the teachers for dismissal and loading.

Mechanical Services Liaison

Assists the emergency services personnel locate key
information and gain access to all parts of the primary site.
He/she will secure the site after all intended personnel are
relocated off the primary site.

Off-Site Emergency Coordinator(s)

Arrive at the alternate site before the arrival of the students
and prepare the site for their arrival. Identify key areas
which need to be opened and made ready. Make
provisions for the other key personnel who will assist in the
accounting and communication duties required to care for
and later release the students to their parents. They will
remain in charge of the alternate site until the arrival of the
Primary Operations Administrator or the Evacuation Site
Coordinator at which time they will support these
personnel in their duties.

Other Personnel

Will assist in the accounting process and maintenance of
order.
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PUBLIC INFORMATION/
MEDIA NOTIFICATION PLAN

As media personnel arrive to cover a story, they should be directed to a media staging/reception
area and should not be allowed to interview students without expressed permission.

Media Site Selection
Several factors should be considered when selecting a site to which the media can go and from
which information will be dispensed:

Physical Space: Select a room or area that will accommodate a media conference
attended by several news agencies and school support staff.

Containment: Ensure the site does not permit access by the media to the
Command Post or student population.

Necessary Choose a location that permits direct access to rest rooms
Accommodations: and telephones and has sufficient electrical outlets and space for
equipment.

Dissemination of Information

The Superintendent of Schools, or designee, will act as the Public Information Officer (P.1.O.) or
Media Coordinator to work with the media during a crisis. The individual assigned this duty
assumes responsibility for organizing the details.

During the crisis the Public Information Officer, P.l.O/Media Coordinator should greet reporters,

direct them to the media staging area where they will be provided a news conference or press
release.
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Recommended Policy
The School District Superintendent will assign the P.1.O. or Media Coordinator for the district.

If there is a police or emergency service presence, release of information will be coordinated
with the information officers from those agencies.

The P.1.0. for police, emergency services, and the school district will act as liaison to the media
and coordinate press conferences and media deadlines.

Confidentiality and privacy issues regarding the identity of juveniles, staff members, and their
involvement in a particular situation must be monitored very closely to prevent unauthorized
disclosure of information.

The school district, police, and emergency services have an obligation to keep the media aware
of significant developments as long as the investigation, actions, and/or locations are not
compromised or parents/spouses are not unnecessarily alarmed.

Announcing to the media that only one person will be releasing information usually will prevent
attempts to obtain information by circumventing the authorized channels.

If an arrest results from the situation, the police agency should coordinate this announcement

through the school district spokesman and school superintendent so necessary steps can be
taken by the school to prepare the faculty, students, and parents.

Tips for the P.1.O.
Ensure all media inquiries are routed to one person or office.

Prepare an official statement about the crisis and action being taken. Include information to
answer the basic who, what, when, where, why, and how questions.

Do not reveal names of students or employees involved in the incident, without prior approval
from the responding police, emergency services, and the school’s legal department.

When responding to the media, use the prepared official statement as your guide.

Distribute the prepared statements to teachers, staff, and students, and ensure that they are
given accurate and consistent information.
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P.1.O. Guidelines
Be brief.
Avoid providing superfluous information or using professional jargon.
Do not appear to be concerned mainly about the schools reputation.
Anticipate questions, especially on potentially controversial issues.
Keep calm. Show sensitivity to the seriousness of the matter, but do not overreact.
Answer one question at a time and answer only the question that is asked.
Do not treat anything as “off the record.”
As official spokesperson, do not hesitate to say, “I don’t know” or “I will have to get back to you.”
Do not reply “no comment.” This infers that information is being withheld.
Ignore abrasive comments made by reporters and maintain a professional attitude.
Provide updates to the media as events unfold, even after the initial crisis is handled.

Remember to follow up when information is available; bear in mind that the public has a right to
know an