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Official Title: Certified Tutor for Before and  
After School Program   

Department: Before and After School  
Programs   
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Reports To: Site Manager   Evaluation: After 6- month probationary 
period;   
Annually thereafter   

Summary Description of Classification: Provides and implements planned instructional 
activities for After School Program students.   

Duties and Responsibilities   

1. Responsible for maintaining daily student attendance reports for assigned students   
2. Maintains and follows accurate record keeping in compliance with procedures when 

assigned to the front desk   
3. Responsible for developing, planning and implementing a variety of student 

instructional activities   
4. Responsible for behavior management of students   
5. Follows daily time schedule as assigned by the director   
6. Knowledge of and follows the site safety procedures   
7. Attends and participates in After School Program staff meetings and required training 

sessions   
8. Assumes other duties as assigned by the site manager   

   
Hours vary daily. Must be flexible on meeting and special event days.   
Job Specifications   

Education, Training and Experience:   
1. Must be over 18 years old   
2. Bachelor’s Degree required   
3. Georgia Teaching Certificate preferred.   

Any alternatives to the above as the Superintendent and Board may find appropriate and  
acceptable.   

SALARY/TERMS/BENEFITS:   
1. Salary Range: $25.00 per hourly rate   
2. 19 hours a week   
Physical Demands: Position requires the operation of one or more of the following on a 
regular basis: telephone or other communication devices; personal computer, audio-visual 
equipment, copy machine, calculator, other specialized equipment typically used in an office 
setting. Lifting or moving up to 20 pounds occasionally.   

   
Position requires sitting for extended periods, standing, walking, bending, stooping, pushing, 
pulling, lifting and reaching; normal finger dexterity, visual acuity (with or without corrective 
lenses), hearing, talking, and grasping are required to perform essential functions.   
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The Bibb County School District will provide reasonable accommodations to qualified 
individuals with disabilities to allow them to perform the essential functions of the job when 
such individuals request an accommodation so long as the accommodation does not create an 
undue financial hardship for the district.   



 

 

  

Official Title: Non-Certified Tutor for 
Before and After School Program   

Department: Before and After School Programs   

Reports To: Site Manager   Evaluation: After 6- month probationary period; 
Annually thereafter   

Summary Description of Classification: Provides and implements planned instructional
activities for After School Program students.   

Duties and Responsibilities   

   
1. Responsible for maintaining daily student attendance reports for assigned students   
2. Maintains and follows accurate record keeping in compliance with procedures when 

assigned to the front desk   
3. Responsible for developing, planning and implementing a variety of student 

instructional activities   
4. Responsible for behavior management of students   
5. Follows daily time schedule as assigned by the director   
6. Knowledge of and follows the site safety procedures   
7. Attends and participates in After School Program staff meetings and required training 

sessions   
8. Assumes other duties as assigned by the site manager   

Hours vary daily. Must be flexible on meeting and special event days.   
Job Specifications   

Education, Training and Experience:   
1. Must be over 18 years old   
2. Must possess HSD or GED   

   
Any alternatives to the above as the Superintendent and Board may find appropriate and 
acceptable.   

SALARY/TERMS/BENEFITS:   
1. Salary Range: $15.00 per hourly rate   

Physical Demands: Position requires the operation of one or more of the following on a 
regular basis: telephone or other communication devices; personal computer, audio-visual 
equipment, copy machine, calculator, other specialized equipment typically used in an office 
setting. Lifting or moving up to 20 pounds occasionally.   

   
Position requires sitting for extended periods, standing, walking, bending, stooping, pushing, 
pulling, lifting and reaching; normal finger dexterity, visual acuity (with or without corrective 
lenses), hearing, talking, and grasping are required to perform essential functions.   
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The Bibb County School District will provide reasonable accommodations to qualified 
individuals with disabilities to allow them to perform the essential functions of the job when 
such individuals request an accommodation so long as the accommodation does not create an 
undue financial hardship for the district.   
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AFTERSCHOOL PROGRAMS   

Certified & Non-Certified Tutor Evaluation Form   
   
  Employee Name:   Employee ID#:   Location:   
   
  Report Period: (To/From Dates)   Mid-Year  End of the Year   
   

Please select the appropriate box for the employee’s level of proficiency based on the following scale:   
   

S: Satisfactory - Performs tasks satisfactorily and consistently.   
NI: Needs Improvement - Requires remediation.   
U: Unsatisfactory – Has difficulty performing assigned tasks in a satisfactory manner.   

   
If the employee has three (3) or more NI’s in the areas below, this would constitute an overall 
unsatisfactory performance rati n g. Overall Annual Rating: Satisfactory   

   
   
   

    S      
NI   

   
U    

   
Comments   

Attendance & Punctuality                                 

Student Focus Lessons   
(individual/small group)   

       
 

    

       
 

    

     
 

    

   
 

   

Teacher Guided Lessons                                 

Classroom Management                                 

Encourage student progress                                 

Dependability                                 

Quality of Work                                 

Student Engagement                                 



 

49   
   BIBB’S STAFF HANDBOOK   

Professionalism                                 

Demonstrates knowledge of 
program goals and   

                        

objectives       

   

    

   

    

   

 

  

Cooperative Attitude                                 

Time Management                                 

Communication   
(with management, peers, and parents)     

   

      
   

   

      
   

   

         

      

   
Signature acknowledges receipt of evaluation and discussion with the supervisor, not necessarily 
concurrence. Written comments may be provided and/or attached to this form.   

   
   

    
  Employee Signature   Date   
   
   
   
   

    
  Site manager   Date     

    
   

?   
:   

•  
•  
•  
•  

   
?   
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Return completed form to the site manager.   

  

BIBB COUNTY SCHOOL   

DISTRICT      

EMERGENCY   

PREPAREDNESS   

SENIOR   

MANAGEMENT   

PLAN   



    

©
20

12
 S

af
e 

H
av

en
s I

nt
er

na
tio

na
l I

nc
.  

 
N

ot
ic

e:
 T

hi
s i

nf
or

m
at

io
n 

is
 c

op
yr

ig
ht

ed
. I

t i
s i

lle
ga

l a
nd

 im
m

or
al

 fo
r y

ou
 to

 d
is

tri
bu

te
 it

 w
ith

ou
t p

er
m

is
si

on
. P

le
as

e 
re

sp
ec

t t
he

 la
w

 
an

d 
ou

r i
nt

el
le

ct
ua

l p
ro

pe
rty

.  
 

   TA
B

L
E

 O
F 

C
O

N
T

E
N

T
S  

 
       

-
  

-in
-

  

 
      



  

– 
-

   

  
   

 
  

 
  

  
  

 



                                                              
T

H
IS

 P
A

G
E

 L
E

FT
 IN

T
E

N
T

IO
N

A
L

LY
 B

L
A

N
K

   
  

B
ib

b 
C

ou
nt

y 
Sc

ho
ol

 D
is

tr
ic

t –
 S

en
io

r 
M

an
ag

em
en

t P
la

n 
  

   
In

st
ru

ct
io

ns
 fo

r U
se

 o
f T

hi
s P

la
n 

C
om

po
ne

nt
   

1.
 

A
s s

oo
n 

as
 y

ou
 a

re
 is

su
ed

 th
is

 p
la

n,
 fa

m
ili

ar
iz

e 
yo

ur
se

lf 
w

ith
 it

, t
he

 li
ve

s o
f y

ou
r 

st
af

f a
nd

 st
ud

en
ts

 m
ay

 so
m

ed
ay

 d
ep

en
d 

on
 it

.  
 

2.
 

K
ee

p 
th

e 
pl

an
 r

ea
di

ly
 a

cc
es

si
bl

e 
bu

t s
ec

ur
e 

fr
om

 th
ef

t. 
St

ud
en

ts
 a

nd
 o

th
er

s h
av

e 
st

ol
en

 e
m

er
ge

nc
y 

pl
an

 c
om

po
ne

nt
s t

o 
us

e 
in

 p
la

nn
in

g 
vi

ol
en

t a
tta

ck
s. 

  
3.

 
R

ep
or

t a
ny

on
e 

w
ho

 sh
ow

s a
n 

un
us

ua
l i

nt
er

es
t i

n 
th

e 
sc

ho
ol

 sy
st

em
’s

 e
m

er
ge

nc
y 

pr
ep

ar
ed

ne
ss

 m
ea

su
re

s. 
N

ot
ify

 y
ou

r 
su

pe
rv

is
or

 o
r a

pp
ro

pr
ia

te
 c

ab
in

et
 o

ffi
ci

al
s i

m
m

ed
ia

te
ly

 if
 y

ou
 e

nc
ou

nt
er

 th
is

 ty
pe

 o
f s

itu
at

io
n.

   



  

4.
 

N
o 

em
er

ge
nc

y 
pr

oc
ed

ur
es

 c
an

 b
e 

pe
rf

ec
t f

or
 e

ve
ry

 si
tu

at
io

n.
 T

he
 p

ro
ce

du
re

s o
ut

lin
ed

 in
 th

is
 p

la
n 

co
m

po
ne

nt
 h

av
e 

be
en

 
de

ve
lo

pe
d 

w
ith

 in
pu

t f
ro

m
 a

re
a 

em
er

ge
nc

y 
re

sp
on

se
 o

ffi
ci

al
s a

nd
 a

re
 d

es
ig

ne
d 

to
 p

ro
vi

de
 g

en
er

al
 g

ui
de

lin
es

. Y
ou

 m
us

t b
e 

ab
le

 to
 a

pp
ly

 th
es

e 
pr

oc
ed

ur
es

 w
ith

 fl
ex

ib
ili

ty
 b

as
ed

 u
po

n 
yo

ur
 a

ss
es

sm
en

t o
f t

he
 si

tu
at

io
n 

at
 h

an
d.

 T
he

 m
or

e 
fa

m
ili

ar
 

yo
u 

ar
e 

w
ith

 th
e 

co
nt

en
ts

 o
f t

hi
s r

ea
dy

 re
fe

re
nc

e 
ch

ar
t, 

th
e 

ea
si

er
 it

 w
ill

 b
e 

fo
r y

ou
 to

 re
sp

on
d 

ca
lm

ly
, e

ffe
ct

iv
el

y 
an

d 
ap

pr
op

ria
te

ly
 fo

r a
 w

id
e 

va
rie

ty
 o

f s
itu

at
io

ns
.  

 
5.

 
Yo

u 
sh

ou
ld

 fo
cu

s m
os

t o
f y

ou
r 

pr
e-

cr
is

is
 e

ff
or

ts
 o

n 
le

ar
ni

ng
 h

ow
 to

 n
av

ig
at

e 
th

e 
pl

an
. F

am
ili

ar
ity

 w
ith

 h
ow

 to
 q

ui
ck

ly
 

lo
ca

te
 in

fo
rm

at
io

n 
w

ill
 d

ra
m

at
ic

al
ly

 im
pr

ov
e 

yo
ur

 a
bi

lit
y 

to
 le

ad
 th

e 
di

st
ric

t i
n 

st
ra

te
gi

c 
th

in
ki

ng
 d

ur
in

g 
a 

m
aj

or
 c

at
as

tro
ph

ic
 

ev
en

t. 
  

6.
 

B
e 

su
re

 to
 m

od
ify

 th
e 

no
tif

ic
at

io
n 

pr
ot

oc
ol

s t
o 

th
e 

si
tu

at
io

n 
at

 h
an

d.
 W

hi
le

 e
ve

ry
 p

ro
to

co
l i

nc
lu

de
s p

ro
m

pt
s t

o 
co

ns
id

er
 

no
tif

ic
at

io
n 

of
 th

e 
su

pe
rin

te
nd

en
t, 

ca
bi

ne
t, 

de
pa

rtm
en

t h
ea

ds
 th

e 
sc

ho
ol

 b
oa

rd
 m

em
be

rs
 e

tc
., 

m
an

y 
si

tu
at

io
ns

 w
ill

 n
ot

 re
qu

ire
 

an
y 

or
 a

ll 
of

 th
es

e 
no

tif
ic

at
io

ns
. B

e 
su

re
 to

 lo
ok

 a
t t

he
 c

on
te

xt
 o

f t
he

 si
tu

at
io

n 
to

 se
e 

if 
ea

ch
 o

f t
he

se
 n

ot
ifi

ca
tio

ns
 a

re
 a

ct
ua

lly
 

ne
ed

ed
. P

le
as

e 
co

ns
id

er
 th

es
e 

in
st

ru
ct

io
ns

 a
s p

ro
m

pt
s t

o 
m

ak
e 

yo
u 

co
ns

id
er

 w
he

th
er

 th
e 

no
tif

ic
at

io
ns

 a
re

 re
qu

ire
d 

fo
r t

he
 

si
tu

at
io

n 
at

 h
an

d.
   

7.
 

T
hi

s p
la

n 
co

m
po

ne
nt

 is
 o

nl
y 

on
e 

pa
rt

 o
f a

 v
er

y 
co

m
pl

ex
 a

nd
 c

om
pr

eh
en

si
ve

 sc
ho

ol
 sa

fe
ty

 p
la

n.
 R

ea
dy

 re
fe

re
nc

e 
ch

ar
ts

 
ha

ve
 b

ee
n 

de
ve

lo
pe

d 
fo

r o
th

er
 c

at
eg

or
ie

s o
f e

m
pl

oy
ee

s a
s a

pp
ro

pr
ia

te
 fo

r t
he

ir 
ro

le
s i

n 
cr

is
is

 si
tu

at
io

ns
. B

e 
pr

ep
ar

ed
 to

 d
o 

yo
ur

 p
ar

t a
nd

 th
ey

 c
an

 c
on

ce
nt

ra
te

 o
n 

th
ei

rs
.  

 
8.

 
U

se
 th

is
 p

la
n 

co
m

po
ne

nt
 d

ur
in

g 
an

y 
dr

ill
s a

nd
 e

xe
rc

is
es

 th
at

 y
ou

 p
ar

tic
ip

at
e 

in
. T

hi
s w

ill
 h

el
p 

yo
u 

re
m

ai
n 

ca
lm

 a
nd

 fo
llo

w
 

pr
op

er
 p

ro
ce

du
re

s i
n 

th
e 

ev
en

t o
f a

n 
ac

tu
al

 c
ris

is
.  

 
9.

 
D

o 
yo

ur
 b

es
t t

o 
re

m
ai

n 
ca

lm
 d

ur
in

g 
cr

is
is

 si
tu

at
io

ns
. T

he
 m

or
e 

yo
u 

fa
m

ili
ar

iz
e 

yo
ur

se
lf 

w
ith

 th
is

 p
la

n 
co

m
po

ne
nt

 a
nd

 th
e 

m
or

e 
yo

u 
pr

ac
tic

e 
ap

pl
yi

ng
 th

e 
st

ep
s o

f a
ct

io
n 

it 
co

nt
ai

ns
 d

ur
in

g 
dr

ill
s a

nd
 e

xe
rc

is
es

, t
he

 c
al

m
er

 y
ou

 w
ill

 re
m

ai
n 

un
de

r s
tre

ss
.  

Pr
ac

tic
e 

cr
is

is
 b

re
at

hi
ng

 d
ur

in
g 

dr
ill

s a
nd

 e
xe

rc
is

es
 –

 ta
ki

ng
 d

ee
p 

br
ea

th
s, 

ho
ld

in
g 

th
em

 b
rie

fly
 a

nd
 th

en
 sl

ow
ly

 e
xh

al
in

g.
   

U
til

iz
e 

th
e 

te
ch

ni
qu

e 
of

 v
is

ua
liz

at
io

n 
– 

vi
su

al
iz

in
g 

yo
ur

se
lf 

ap
pl

yi
ng

 th
e 

pr
in

ci
pa

ls
 o

f t
he

 p
la

n 
an

d 
su

cc
es

sf
ul

ly
 h

an
dl

in
g 

a 
  

     
B

IB
B

’S
 S

TA
FF

 H
A

N
D

B
O

O
K

 
cr

is
is

 si
tu

at
io

n.
 W

he
n 

pr
ac

tic
ed

 re
gu

la
rly

 d
ur

in
g 

an
d 

af
te

r d
ril

ls
, t

he
se

 te
ch

ni
qu

es
 w

ill
 h

el
p 

to
 lo

w
er

 y
ou

r h
ea

rt 
ra

te
 a

nd
 

he
lp

  y
ou

 re
m

ai
n 

ca
lm

er
 d

ur
in

g 
a 

cr
is

is
.  

 
10

. R
ep

or
t t

he
 lo

ss
 o

f t
he

 r
ea

dy
 r

ef
er

en
ce

 c
ha

rt
 im

m
ed

ia
te

ly
. I

f y
ou

r r
ea

dy
 re

fe
re

nc
e 

ch
ar

t i
s l

os
t o

r s
to

le
n,

 
im

m
ed

ia
te

ly
 n

ot
ify

 y
ou

r s
up

er
vi

so
r o

r t
he

 a
pp

ro
pr

ia
te

 c
ab

in
et

 m
em

be
r. 

  
 

   



    
B

IB
B

’S
 S

TA
FF

 H
A

N
D

B
O

O
K

   
11

. F
or

w
ar

d 
an

y 
co

m
m

en
ts

 o
n 

su
gg

es
tio

ns
 fo

r 
im

pr
ov

em
en

t o
f t

hi
s r

ea
dy

 re
fe

re
nc

e 
ch

ar
t t

o 
th

e 
pl

an
ni

ng
 te

am
 c

ha
ir.

   
12

. R
em

em
be

r 
th

at
 st

af
f i

n 
al

l p
os

iti
on

s i
n 

th
e 

di
st

ri
ct

 h
av

e 
be

en
 sp

ec
ifi

ca
lly

 g
ra

nt
ed

 p
er

m
is

si
on

 to
 li

ve
 th

ro
ug

h 
th

ei
r 

tr
ai

ni
ng

 a
nd

 p
la

n 
co

m
po

ne
nt

s. 
If

 a
ny

 st
af

f m
em

be
r f

ee
ls

 th
at

 fo
llo

w
in

g 
th

ei
r p

la
n 

co
m

po
ne

nt
s w

ill
 re

su
lt 

in
 d

ea
th

 o
r s

er
io

us
 

in
ju

ry
 d

ue
 to

 th
e 

na
tu

re
 o

f a
 c

ris
is

 th
ey

 e
xp

er
ie

nc
e,

 th
ey

 h
av

e 
pe

rm
is

si
on

 to
 d

ev
ia

te
 fr

om
 th

e 
pl

an
 d

ur
in

g 
a 

cr
is

is
. O

pe
ra

tin
g 

at
 

th
e 

st
ra

te
gi

c 
le

ve
l, 

yo
u 

m
us

t b
e 

co
gn

iz
an

t t
ha

t i
nd

iv
id

ua
l o

r g
ro

up
s o

f s
ta

ff 
m

ay
 d

ev
ia

te
 fr

om
 w

rit
te

n 
pl

an
s f

or
 th

is
 re

as
on

.  
 

13
. S

ee
k 

to
 p

ro
vi

de
 su

pp
or

t a
nd

 a
ss

is
ta

nc
e,

 g
ai

n 
co

nt
ro

l o
f t

he
 c

ri
si

s b
ut

 st
ri

ve
 to

 a
vo

id
 m

ic
ro

m
an

ag
em

en
t o

f l
in

e 
le

ve
l 

op
er

at
io

na
l d

ec
is

io
ns

 w
ith

ou
t s

ol
id

 r
ea

so
n 

fo
r 

do
in

g 
so

. T
yp

ic
al

ly
, y

ou
r m

os
t v

al
ua

bl
e 

co
nt

rib
ut

io
n 

to
 th

e 
su

cc
es

sf
ul

 
re

so
lu

tio
n 

of
 a

 c
ris

is
 is

 to
 u

til
iz

e 
yo

ur
 k

no
w

le
dg

e,
 sk

ill
s, 

ab
ili

ty
 a

nd
 a

ut
ho

rit
y 

on
 st

ra
te

gi
c 

ef
fo

rts
.  

 
 



    
B

IB
B

’S
 S

TA
FF

 
H

A
N

D
B

O
O

K
  I

nc
id

en
t C

om
m

an
d 

Sy
st

em
 (I

C
S)

 N
at

io
na

l I
nc

id
en

t M
an

ag
em

en
t S

ys
te

m
 (N

IM
S)

 
Pr

ot
oc

ol
   

   
D

ef
in

iti
on

   
R

es
po

ns
e 

st
ru

ct
ur

e 
w

ill
 b

e 
es

ta
bl

is
he

d 
us

in
g 

In
ci

de
nt

 C
om

m
an

d 
Sy

st
em

 (I
C

S)
 p

rin
ci

pl
es

 w
ith

 a
n 

id
en

tif
ie

d 
in

ci
de

nt
 c

om
m

an
de

r, 
su

pp
or

te
d 

by
 a

 st
af

f d
es

ig
na

te
d 

fo
r o

pe
ra

tio
ns

, p
la

nn
in

g,
 lo

gi
st

ic
s, 

an
d 

fin
an

ce
/a

dm
in

is
tra

tio
n 

re
sp

ec
tiv

el
y.

 A
 su

pp
or

t s
ta

ff 
gr

ou
p 

co
ns

is
tin

g 
of

 p
ub

lic
 a

ffa
irs

, s
af

et
y 

an
d 

lia
is

on
 e

le
m

en
ts

 w
ill

 a
ls

o 
be

 e
st

ab
lis

he
d.

 G
en

er
al

ly
, m

os
t o

f t
he

 e
ve

nt
 a

ct
iv

iti
es

 w
ill

 b
e 

a 
pa

rt 
of

 th
e 

O
pe

ra
tio

ns
 S

ec
tio

n 
su

pp
or

tin
g 

an
ot

he
r a

ge
nc

y’
s r

es
po

ns
e 

to
 a

n 
in

ci
de

nt
; h

ow
ev

er
, f

or
 h

ea
lth

 e
m

er
ge

nc
ie

s t
he

 in
ci

de
nt

 
co

m
m

an
de

r a
nd

 p
rim

ar
y 

op
er

at
io

ns
 st

af
f m

ay
 b

e 
fr

om
 th

e 
sc

ho
ol

’s
 n

ur
si

ng
 o

ffi
ce

 a
nd

 lo
ca

l p
ub

lic
 h

ea
lth

 o
ffi

ci
al

s. 
  

   
To

p 
L

ev
el

 R
es

po
ns

e 
  

1.
 

A
ct

iv
at

e 
an

d 
br

ie
f t

op
 le

ve
l t

ea
m

, c
ab

in
et

 a
nd

 a
pp

lic
ab

le
 d

ire
ct

or
s. 

  
2.

 
Im

pl
em

en
t t

he
 N

IM
S 

at
 th

e 
to

p 
le

ve
l. 

  
3.

 
B

rie
f P

R
 O

ffi
ce

r(
s)

 o
f t

he
 si

tu
at

io
n.

   
4.

 
Se

nd
 a

t l
ea

st
 o

ne
 to

p 
le

ve
l a

dm
in

is
tra

to
r t

o 
th

e 
in

ci
de

nt
 c

om
m

an
d 

po
st

 (i
f a

pp
ro

pr
ia

te
) w

ith
 a

 p
or

ta
bl

e 
ra

di
o 

an
d 

at
 le

as
t o

ne
 

po
rta

bl
e 

te
le

ph
on

e 
an

d 
ch

ar
ge

rs
. T

he
y 

sh
ou

ld
 a

ls
o 

ta
ke

 th
ei

r t
op

 le
ve

l p
la

n 
w

ith
 th

em
.  

 
5.

 
O

nc
e 

th
e 

si
tu

at
io

n 
ha

s s
ta

bi
liz

ed
, o

bt
ai

n 
m

or
e 

de
ta

ile
d 

br
ie

fin
g 

fr
om

 o
n-

si
te

 p
er

so
nn

el
.  

 
6.

 
B

rie
f s

ch
oo

l b
oa

rd
 m

em
be

rs
 if

 a
pp

ro
pr

ia
te

.  
 

   
Th

e 
In

ci
de

nt
 C

om
m

an
de

r i
s u

lti
m

at
el

y 
in

 c
ha

rg
e 

of
 th

e 
ev

en
t o

pe
ra

tio
ns

 a
nd

 a
ct

iv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
ev

en
t. 

A
ll 

sc
ho

ol
 st

af
f a

nd
 

In
ci

de
nt

 M
an

ag
em

en
t T

ea
m

 m
em

be
rs

 sh
al

l o
pe

ra
te

 w
ith

in
 th

e 
fr

am
ew

or
k 

of
 th

e 
in

ci
de

nt
 c

om
m

an
d 

sy
st

em
 d

ur
in

g 
cr

is
is

 si
tu

at
io

ns
.  

 
   

In
ci

de
nt

 C
om

m
an

de
r 

  
1.

 
A

pp
oi

nt
s C

om
m

an
d 

St
af

f: 
  I

nf
or

m
at

io
n 

O
ffi

ce
r  

 
 L

ia
is

on
 O

ffi
ce

r  
 

 S
af

et
y 

O
ffi

ce
r  

 
2.

 
A

pp
oi

nt
s G

en
er

al
 S

ta
ff 

  
 O

pe
ra

tio
ns

 C
hi

ef
   

 P
la

nn
in

g 
C

hi
ef

  L
og

is
tic

s C
hi

ef
   

  



  

B
IB

B
’S

 S
TA

FF
 H

A
N

D
B

O
O

K
 

      

 F
in

an
ce

/A
dm

in
is

tra
tio

n 
C

hi
ef

   
3.

 
C

on
du

ct
s i

nc
id

en
t b

rie
fin

gs
 fo

r C
om

m
an

d 
St

af
f a

nd
 G

en
er

al
 S

ta
ff.

   
4.

 
M

on
ito

rs
 a

ct
iv

iti
es

 a
nd

 e
ve

nt
s. 

  
B

IB
B

’S
 S

TA
FF

 H
A

N
D

B
O

O
K

  
      

5.
 

Sc
al

es
 b

ac
k 

pe
rs

on
ne

l i
f n

ec
es

sa
ry

.  
 

   
Th

er
e 

ar
e 

th
re

e 
po

si
tio

ns
 u

nd
er

 th
e 

In
ci

de
nt

 C
om

m
an

de
r. 

Th
es

e 
ar

e 
ca

lle
d 

th
e 

C
om

m
an

d 
St

af
f a

nd
 c

on
si

st
 o

f t
he

 fo
llo

w
in

g 
po

si
tio

ns
:  

 
1.

 
In

fo
rm

at
io

n 
O

ff
ic

er
: P

oi
nt

 o
f c

on
ta

ct
 fo

r t
he

 m
ed

ia
 a

nd
 o

th
er

 p
eo

pl
e 

or
 o

rg
an

iz
at

io
ns

 se
ek

in
g 

in
fo

rm
at

io
n.

   
2.

 
Sa

fe
ty

 O
ff

ic
er

: M
on

ito
rs

 sa
fe

ty
 c

on
di

tio
ns

 a
nd

 d
ev

el
op

s m
ea

su
re

s f
or

 a
ss

ur
in

g 
th

e 
sa

fe
ty

 o
f p

er
so

nn
el

.  
 

3.
 

L
ia

is
on

 O
ff

ic
er

: P
oi

nt
 o

f c
on

ta
ct

 fo
r o

th
er

 a
ge

nc
y 

re
pr

es
en

ta
tiv

e 
in

vo
lv

ed
 in

 th
e 

in
ci

de
nt

 o
r e

ve
nt

, a
id

s i
n 

co
or

di
na

tin
g 

th
ei

r 
in

vo
lv

em
en

t. 
  

   
D

ep
en

di
ng

 o
n 

th
e 

si
ze

 o
f t

he
 e

ve
nt

, a
ll 

or
 so

m
e 

of
 th

e 
ab

ov
e 

po
si

tio
ns

 m
ay

 b
e 

ac
tiv

at
ed

. H
ow

ev
er

, a
ny

 ta
sk

 n
ot

 a
ss

ig
ne

d 
is

 th
e 

re
sp

on
si

bi
lit

y 
of

 th
e 

In
ci

de
nt

 C
om

m
an

de
r. 

  
   

Th
er

e 
ar

e 
fiv

e 
fu

nc
tio

na
l a

re
as

 th
at

 m
ay

 b
e 

im
pl

em
en

te
d 

as
 n

ee
de

d 
to

 re
sp

on
d 

to
 a

n 
in

ci
de

nt
. T

he
y 

ar
e:

   
1.

 
C

O
M

M
A

N
D

: S
et

s o
bj

ec
tiv

es
 a

nd
 p

rio
rit

ie
s, 

ha
s o

ve
ra

ll 
re

sp
on

si
bi

lit
y 

at
 th

e 
in

ci
de

nt
 o

r e
ve

nt
.  

 
2.

 
O

PE
R

AT
IO

N
S:

 C
on

du
ct

s t
ac

tic
al

 a
ct

io
ns

 to
 c

ar
ry

 o
ut

 th
e 

pl
an

 a
nd

 d
ev

el
op

s t
he

 ta
ct

ic
al

 o
bj

ec
tiv

es
, o

rg
an

iz
at

io
n 

an
d 

di
re

ct
s 

al
l r

es
ou

rc
es

.  
 

3.
 

PL
A

N
N

IN
G

: D
ev

el
op

s t
he

 A
ct

io
n 

Pl
an

 to
 a

cc
om

pl
is

h 
th

e 
ob

je
ct

iv
es

, c
ol

le
ct

s a
nd

 e
va

lu
at

es
 in

fo
rm

at
io

n,
 m

ai
nt

ai
ns

 re
so

ur
ce

 
st

at
us

 a
nd

 d
oc

um
en

ts
 th

e 
in

ci
de

nt
.  

 
4.

 
L

O
G

IS
T

IC
S:

 P
ro

vi
de

s s
up

po
rt 

to
 m

ee
t i

nc
id

en
t n

ee
ds

, p
ro

vi
de

s r
es

ou
rc

es
 a

nd
 a

ll 
ot

he
r s

er
vi

ce
s n

ee
de

d 
to

 su
pp

or
t t

he
 

in
ci

de
nt

.  
 

5.
 

FI
N

A
N

C
E

 a
nd

 A
D

M
IN

IS
T

R
AT

IO
N

: M
on

ito
rs

 c
os

ts
 re

la
te

d 
to

 th
e 

in
ci

de
nt

 a
nd

 p
ro

vi
de

s a
cc

ou
nt

in
g,

 p
ro

cu
re

m
en

t, 
tim

e 
re

co
rd

in
g 

an
d 

co
st

 a
na

ly
si

s. 
  

Th
e 

fo
llo

w
in

g 
or

ga
ni

za
tio

na
l c

ha
rt 

de
pi

ct
s t

he
 In

ci
de

nt
 C

om
m

an
d 

Sy
st

em
:  

 

      



Fi
na

nc
e/

 A
dm

in
is

tra
tio

n 
 

9

In
ci

de
nt

 
In

ci
de

nt
 

C
om

m
an

de
rrrr

In
fo

rm
at

io
n 

Sa
fe

tyyyy
Li

ai
so

nnn

O
pe

ra
tio

nsss
Pl

an
ni

ng
Lo

gi
st

ic
sss



 

 

  
Chief of Staff:   

   
   
   
   
   

Chief Financial Officer:   

   

   Dr. Katika Lovett   
(O) 478-765-8645  
(C) 478-957-0730   
  
  
  
Eric Bush  
(O) 478-765-8509   
(C) 478-394-1768   

Assistant Supt. Human Resources:   

   

  Emanuel Frazier   
(O) 478-765-8733   
(C) 478-365-4368   

Assistant Supt. Student Affairs:   

   

  Jamie Cassady   
(O) 478-765-8503 

   (C) 478-952-1871  

Assistant Supt. Teaching/Learning:     Dr. Ethelstine Lett   
   
   
   
   

  (O) 478-765-8714   
(C) 478-951-0469  
  
   

Assistant Supt. District Effectiveness/ Federal  Dr. Lori Rodgers   
Programs:   

   
   

   

(O) 478-765-8584  
(C) 478-538-4518  

Coordinator of Psychological Services   Brooke Widener   
(O) 478-765-8638 
(C) 478-952-7243  

Coordinator of Student Support Services  Angela Solomon   
Social Work   (O) 478-765-8608  

(C) 478-390-1582  
   



 

 

  
Director of Student Support Services    

   
   

 Tilnisha  Rosser
(O)478-765-8516  

Chief of Campus Police:   Chief Curtis Adams   
(O) 478-779-2037  
(C) 478-733-9387  

   
–  

-765-
- -  

   
–  

-765-  
- -5705   

  
–  

-765-  
- -  

  
– 

-765-  
- -  

  
Perseco Andrews – Administrative Assistant to the Assistant Superintendent of District Effectiveness & Federal 
Programs  
(O) 478-765-8582   
   
Director of Communications:   

      

 Stephanie Hartley   
(O) 478-765-8620  
(C) 478-952-1753   

Executive Director Capital Projects:   
   
   
   

 Jason Daniel   

     Cabinet ICS Structure     
(List Primary and Secondary Contact)   

 Incident Commander:      1.Dr. Dan A. Sims, Jr.     2. Mrs. Lisa Norris   
 Superintendent   (O) 478-765-8502   (O) 478-765-8502   
   (C) 478-954-6274   (C) 478-972-5507   



 

 

 Public Information Officer      1. Ms. Stephanie Hartley   2. Mr. Jeremy Timmerman   
 Director of Communications   (O) 478-765-8620   (O) 478-765-8621   
   (C) 478-952-1753   (C) 478-297-0943   

    1. Mr. David Gowan   2. Ms. Marqueta Harden   
Safety Officer   

 Director of Safety and Risk Mgt.   (O) 478-765-8647   (O) 478-765-85   
   (C) 478-390-1306   (C) 478-284-1082   

   
 Law Enforcement Liaison Officer   1. Sgt. Matt Giegler   2. Ms. Marqueta Harden   
 Chief Investigator  (O) 478-779-2040   (O) 478-765-8547   
   (C) 478-390-7500   (C) 478-284-1082   

 Executive Officer:   1. Dr. Chara Willaford   2. Mrs.TaTanya Maynard  

 (O) 478-765-8793   (O) 478-765-8791   

 (C) 478-550-3315   (C) 478-952-7513   

   
        

 Executive Officer:   1. Mr. Nelson Render   2. Mrs. TaTanya Maynard   
     (O) 478-765-8792     (O) 478-765-8791   

     (C) 478-550-6720     (C) 478-952-7513   

Executive Officer Steve 
Jones  
(O) 478- 765-8795  
  
Executive Director of 
Technology   

  Mr. Kevin Adams   (O) 478-765-8617    (C) 478-338-4617   
  Director of Maintenance:   1. Mr. Antonio Simmons  

               (O) 478-779-3543 (C) 478-390-0197   

       
  Director of Transportation:   1. Mr. Anthony Jackson   

     (O) 478-779-2010   
(C) 478-365-5452     

  



CRISIS TEAM ACTIVATION GUIDELINES  

The Bibb County School District Senior Level Crisis Team should only be activated in serious 
emergencies, and upon guidance of the Office of Safety and Risk Management. 

Examples of Events that would require District Crisis Team Activation: 

Fire with severe building loss, multiple injuries, or death. 
Natural Disasters 
Incidents of National Significance 
Acts of Terrorism Mass 
Casualty Incidents 

Or any event deemed serious and requiring activation on the discretion of the Superintendent of 
Schools upon guidance from the Office of Safety and Risk Management. 

Crisis Communication System 

The school district utilizes a district-wide mass notification system, located at the 
Campus Police Department, to communicate emergency messages to Bibb County 
school(s) affected by a natural or man-made emergency. 

Email Notification System 

The Office of Communications-Community and School Affairs sends out e-mail 
communication to the media and all affected school district schools and 
departments affected by a natural or man-made emergency. 

Text Based Notification System 

The Office of Communications-Community and School Affairs sends out text 
communications to all employees who maintain board issued cell phones, and employees 
who “opt in” for text based notifications in natural and man-made emergencies. 

  

Emergency Call List  



 

 

BE SURE TO CALL 911 PRIOR TO CALLING CENTRAL OFFICE STAFF.   
    

Emergency Call List (continued)   
  
  Title                                      Name   Contact Numbers   
  Director Safety and Security                Mr. David Gowan   

   

(O) 478-765-8647   
(C) 478-390-1306   

Chief Investigator/School Safety            Sgt. Matt Giegler   

   

(O) 478-779-2040   
(C) 478-390-7500   

  Chief of Campus Police                 Chief Curtis Adams   

   

(O) 478-779-2037  
(C) 478-733-9387   

  Director of Communications           Ms. Stephanie Hartley   

   

(O) 478-765-8620  
(C) 478-952-1753   

  Athletic Director                      Mr. Kevin Grooms   

   

(O) 478-765-8555   
(C) 478-737-8781   

   
   Title   Name   Contact Numbers 

   Superintendent   Dr. Dan Sims   

   

(O) 478-765-8502  
(C) 478-954-6274   

   Chief of Staff   Dr. Katika Lovett   

   

(O) 478-765-8614  
(C) 478-957-0730   

   Assistant Superintendent   Dr. Lori Rodgers   (O) 478-765-8698   
District Effectiveness & Federal Programs    (C)478-550-6158   

   Assistant Superintendent   Mr. Emanuel Frazier   (O) 478-765-8733   
Human Resources    (C) 478-365-4368   

   Assistant Superintendent   Dr. Ethelstine Lett   (O) 478-765-8645   
 Teaching & Learning       (C) 478-951-0469   

   Chief Financial Officer   Mr. Eric Bush   

   

(O) 478-765-8509   
(C) 478-394-1768   

   Assistant Superintendent   Mr. Jamie Cassady   (O) 478-765-8503   
(C) 478-952-1871   



 

 

  Chief Legal Counsel      

   

(O) 478-765-8543   
(C) 478-538-5428   

Executive Director of Personnel            Dr. LaToya Smith   

   

(O) 478-765-8515   
(C) 478-733-3918   

Executive Director Capital Projects   

   

(O) 478-765-8505  
(C) 478-538-5200   

  Director of Maintenance                         Mr. Antonio Simmons   

   

(O) 478-779-3543 
(C) 478-390-0197  

  Director of Transportation                       Mr. Anthony Jackson   (O) 478-779-2010   
(C) 478-365-5452   
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Precautionary Lockdown refers to events in which a threat to school safety exists within the 
vicinity of the school’s property. The main focus of a Precautionary Lockdown is to control 
access to the building as such that no one enters or leaves. The school operations of the building 
are not interrupted.   

   
Examples of events that would merit Precautionary Lockdown:   

   
 Law Enforcement engaged in a “chase” of an individual or vehicle within close proximity 

to the school.   
 Law Enforcement Emergencies at businesses in the vicinity of a school (i.e.: store or bank 

robbery, burglary in progress, incident affecting a neighboring campus, etc.).   
 Community incidents (overheard gunshots, suspicious activity or persons).   

   
   

Top Level Response   
1. Implement notification for the Crisis Response Team.   
2. Once the situation has stabilized, obtain more detailed briefing from on-site personnel.   
3. Notify transportation department to prepare for implementation of off-site family reunification 

protocol if needed.   
4. Notify administrators at other schools if and as appropriate to the situation.   
5. Brief school board members, if appropriate.   
6. Consider whether a School Messenger call should be made to notify parents of the situation. If it is 

decided to send a message, a follow up message should be sent once the lockdown is ended.   
   

Lead Administrator/ Crisis Response Team   
1. Make an announcement to implement the lockdown. Use external public address or bullhorns as 

appropriate to notify staff and students who are outdoors.   
2. Contact Campus Police   
3. Contact Director of Safety and Security.   
4. If it is safe for you to do so, verify that exterior doors have been secured.   
5. If it is safe for you to do so, verify that main interior doors have been secured.   
6. Notify the transportation department so that they can stop any inbound buses and/or make 

preparations to support you in the event you need to implement the family reunification protocol.   
7. Brief staff as quickly as it is safe to do so. You may do so in several ways depending on your 

situation. Staff may be notified in person, via intercom, by phone, by pager or by email. You may 
need to remain in this lockdown condition for several hours. If so, you may wish to modify the 
lockdown conditions as appropriate.   

8. Once the situation is resolved, notify the building occupants via intercom announcement that the 
lockdown is being released and that they may return to normal functions. The lead administrator 
may wish to inform staff members of the reason the lockdown was issued. This can be done by 
having administrators go from room to  room, using an announcement over the public address 
system or via e-mail as  



 

 

appropriate to the situation. Staff should be instructed on how they should explain the 
situation to students. In some cases, the administrator may find it appropriate to send a 
brief letter home to inform parents of the actions that were taken to protect their 
children (see Appendix A for a sample letter).   

9. All notifications given through PA system with telephone notification for portable units.   
10. Notify Central Office, if appropriate.   
11. Communications Coordinator contacts the media.   

   
   

Faculty & Staff Response   
1. If you are located in an area with a lockable door, gather students in the vicinity into the 

room and lock the door.   
2. If you are not in a location with a lockable door, move students to an area where they can be 

separated from other parts of the facility by a locked door.   
3. If possible, report your status to the lead administrator or designee by E-mail. If for any 

reason, you feel the e-mail communication did not go through, use your phone or intercom.   
4. Continue with normal activities as much as the situation allows.   
5. Keep in mind that an incident elsewhere in the building may have triggered a room clear 

followed by a lockdown.   
6. If students or staff have a need to move about in the building, obtain permission first from 

the lead administrator or designee.   
7. Be prepared to rapidly implement an emergency evacuation or Emergency Lockdown – Red 

Protocol if directed to do so.   
   
   

Emergency Lockdown Protocol   
   

Emergency Lockdown refers to incidents wherein a direct or imminent threat exists on the 
school’s campus, or inside of the building. The primary concern during Emergency Lockdown is 
the immediate control and security of the building as a whole, to include the prevention of entry 
or exit from both the school building, as well as each individual space contained therein. School 
operations are interrupted.   

   
Examples of events that would merit Emergency Lockdown:   

   
• Active Shooter or Active Gunman on or inside of the school campus or buildings.   
• Unknown individuals attempting to force access into a school building.   
• Hostile situations that occur in the school’s vestibule, entryway, or office wherein the Aggressor 

exhibits behavior that places staff in immediate fear or danger. (i.e.: individual armed with a 
knife or other offensive object, person who refuses verbal instructions to leave a building and 
accesses the main wells of a building, etc.)   

• Suspicious Persons on the campus or within the building refusing to comply with directions or 
orders to go to the school’s administrative offices.   

Top Level Response   
1. Implement notification for the Crisis Response Team.   



 

 

2. Once the situation has stabilized, obtain more detailed briefing from on-site personnel.   
3. Notify transportation department to prepare for implementation of off-site family reunification 

protocol if needed.   
4. Notify administrators at other schools if and as appropriate to the situation.   
5. Brief school board members if appropriate.   
6. Consider whether a School Messenger is made to notify parents of the situation. If it is decided to 

send a message, a follow up message should be sent once the lockdown is ended. If the need for 
off-site family reunification is apparent, include the family reunification announcement in this call.  
Lead Administrator/Crisis Response Team   

1. Make an announcement to implement the lockdown. Utilize external public address or have staff 
utilize bullhorns to notify staff and students in outdoor areas if and when it is safe for staff to do so.   

2. Contact Campus Police   
3. Contact Director of Safety and Security.   
4. Activate the appropriate crisis teams.   
5. If it appears to be safe to do so, verify that exterior doors are secured.   
6. If it appears to be safe to do so, verify that main interior doors have been secured.   
7. If you observe an open door and it is safe and appropriate to do so, secure the door.   
8. If it appears to be safe to do so, post lockdown signs at main entry doors.  9. If it is appropriate and 

upon approval by law enforcement officers, instruct staff to place their green, yellow or red 
emergency cards under the door to their lockdown area.   

10. Notify the transportation department so that they can stop any inbound buses and/or make 
preparations to support you in the event you need to implement the family reunification 
protocol due to a change in the situation.   

11. Brief staff as quickly as it is safe to do so. You may do so in several ways depending on your 
situation. Staff may be notified in person, via intercom, by phone, by pager or by email. You 
may need to remain in this lockdown condition for several hours. If so, you may wish to 
modify the lockdown conditions as appropriate.   

12. Once the situation is resolved, implement the Preventive Lockdown or normal activities as 
appropriate for the situation. The lead administrator may wish to inform staff members of 
the reason the lockdown was issued. This can be done by having administrators go from 
room to room, using an announcement over the public address system or via e-mail as 
appropriate to the situation. Designees can be assigned to assist in this as needed. Staff 
should be instructed on how they should explain the situation to students. In some cases, the 
administrator may find it appropriate to send a brief letter home to inform parents of the 
actions that were taken to protect their children (see Appendix A for a sample letter).   

13. All clear over PA system and telephone calls to portable units.   
14. Communications Coordinator notifies the media.  Faculty & Staff Response   
1. If it appears to be safe for you to do, check main entry doors to the building near your 

location to see that they are secured. Do not leave students unattended to perform this action 
step.   

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

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



 

 

3. If possible and viable for the situation, report your status to the lead administrator or 
designee by e-mail.   

   
   
   
   

4. If possible, turn out lights and gather students and visitors into areas of the room where they 
are not visible to someone looking into windows.   

5. Do not open the door for anyone. Public safety officials will use a key if they need to gain 
entry to your room.   

6. Keep in mind that an incident elsewhere in the building may have triggered a room clear 
followed by a lockdown.   

7. The lockdown will be ended by a school staff member with a familiar voice.   



 

 

Fire   

Fire is the leading cause of death and mass injury in schools. For further information, see Fire 
Emergency Evacuation Procedures.   

   
Top Level Response   

1. Implement notification for the Crisis Response Team.   
2. Once the situation has stabilized, obtain more detailed briefing from on-site personnel.   
3. Notify transportation department to prepare for implementation of off-site family reunification 

protocol if needed.   
4. Notify facilities department to prepare for facilities operations if needed.   
5. Brief the Public Information Officer of the situation.   
6. Notify administrators at other schools if and as appropriate to the situation.   
7. Brief board chair if appropriate. 8. If facility damage has occurred, notify insurance agent.   

   
Lead Administrator/Crisis Response Team   

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

2. Call 911   
3. Notify Campus Police   
4. Notify Director of Safety and Security   
5. To the extent that it is safe for you to do so, attempt to verify that classrooms, rest rooms, cafeteria 

and other rooms have been evacuated.   
6. Take the emergency evacuation kit and evacuate to designated assembly area. If it is possible and 

safe to do so, utilize a location at least 300 feet from the facility.   
7. Assess evacuation totals and attempt to determine if any students or staff are unaccounted for. 

Report any indications of missing persons to fire officials.   
8. Provide fire service personnel with floor plans and emergency photograph tour of the facility.   
9. Implement Injury or Illness Protocol, if needed.   
10. Implement Family Reunification Protocol, if needed.   
11. Do not turn off the fire alarm or fire suppression system without approval from the fire department.   
12. Implement Media Protocol, if needed.   
13. Contact insurance agent.   
14. Document property damage and property losses. Use properly documented photographs.  

Index photographs and properly record the name of the person(s) taking the photographs.   
15. Notify Central Office, if appropriate.   
16. Implement the media protocol.   

     
Faculty & Staff Response   

1. Activate fire alarm.   
2. Notify the Front Office and advise why Fire Alarm activated.   
3. If a fire is detected, report the exact location of the fire to the main office.   
4. Evacuate to designated area at least 300 feet from the building, and take rosters and emergency 

evacuation kits with you.   



 

 

5. Student and staff members with special needs may be safer at a designated area of refuge. Provide 
or obtain assistance as appropriate to assist special needs persons in moving to an appropriate area 
of refuge.   

6. Close room doors.   
7. Assist any individuals with special needs in your area in evacuating.   
8. Take roll once at the evacuation site.   
9. Closely supervise students. Student supervision is extremely important during fire evacuations. 

Students may attempt to leave the area due to fear or may attempt to return to the school to check 
on friends and siblings.   

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



 

 

Tornado   

Definitions:   
Tornado Watch: Weather conditions are favorable for 
the development of a tornado. Tornado Warning: A 
tornado has been sighted or detected on radar. Take 
shelter now.   

   
Top Level Response   

1. Office of Safety and Security determines whether or not the Crisis Response Team should be 
activated or simply briefed.   

2. Implement notification for the Crisis Response Team.   
3. Once the situation has stabilized, obtain more detailed briefing from on-site personnel.   
4. Notify transportation department to prepare for implementation of off-site family reunification 

protocol if needed.   
5. Notify facilities department to prepare for facilities operations if needed.   
6. Notify administrators at other schools if and as appropriate to the situation. 7. Brief board chair if 

appropriate.   
   

Lead Administrator/Crisis Response Team   
1. Monitor weather radios.   
2. Announce appropriate alert signal over the PA. Use external public address or bullhorns as 

appropriate to notify staff and students who are outdoors.   
3. Call 911 (dial 9 to access outside line if necessary) in the event of a tornado sighting or strike.   
4. Instruct that outdoor activities and personnel are moved indoors when a “Tornado Watch” is 

received.   
5. When a “Tornado Warning” is received:   

 Move personnel to tornado safe areas. See that persons in areas such as the gym and cafeteria 
are notified to move to shelter areas.   

 Take the Emergency Evacuation Kit with you.   
 Instruct personnel and students to remain in the duck and cover position until danger passes.   
 Implement the Injury or Illness Protocol, if needed.   
 If possible, consult with local emergency management officials regarding the structural 
integrity of the facility prior to remaining in or re-entering the facility after a tornado strike. 
You may have to make a determination to evacuate the facility or to remain in the damaged 
facility, weighing the dangers posed by structural damage against the possibility of a second 
tornado strike on exposed evacuees. If an evacuation is deemed appropriate after a tornado 
strike, move evacuees to an area away from gas or electrical lines.   

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

 Implement the Media Protocol, if needed.   
 If damage to the property occurs, request that the appropriate district officials notify 
insurance agent and document damage with properly documented photographs.   



 

 

6. Notify Central Office, if appropriate. 7.  Implement the media protocol.   
   

Faculty & Staff Response   
1. If a tornado watch is reported, review procedures for tornado warning and take steps to be able to 

implement “Tornado Warning” procedures if needed. Close windows and doors.  
Move people and activities indoors.   

2. If a tornado warning is announced:   
 Move into tornado safe areas.   
 Assist any individuals with special needs.   
 Take roll to determine if anyone is missing.   
 Instruct students to remain in the duck and cover position until danger passes.   



 

 

Earthquake   

While unlikely, Georgia does rest on or near a fault line and the possibility of an Earthquake 
exists.   

   
Top Level Response   

1. Office of Safety and Security activates and briefs the Crisis Response Team.   
2. Once the situation has stabilized, obtain more detailed briefing from on-site personnel and 

emergency management personnel.   
3. Notify transportation department to prepare for implementation of off-site family reunification 

protocol if needed.   
4. Notify facilities department to prepare to conduct damage assessments as soon as it is safe to do so.   
5. Brief the Public Information Officer of the situation.   
6. Notify administrators at other schools if and as appropriate to the situation.   
7. Brief board chair.   
8. Notify the district’s engineering firm. 9. If structural damage has occurred, notify the   

district’s insurance agent.   
   

Lead Administrator/Crisis Response Team   
1. If indoors, seek cover under sturdy furniture or against a wall near the center of the building and 

away from glass.   
2. If outdoors, move away from buildings, gas and electrical lines.   
3. Call 911 (dial 9 to access outside line if necessary), if needed.   
4. After tremors have stopped, evacuate all buildings. Use external public address or bullhorns as 

appropriate to notify staff and students who are outdoors.   
5. Take Emergency Evacuation Kit.   
6. If it appears safe to do so, assign a staff member to shut off all gas valves.   
7. Implement Injury or Illness Protocol, if needed.   
8. Determine if everyone is accounted for, request public safety assistance in locating missing 

individuals.   
9. Monitor your local broadcast station.   
10. Consider early closure of the facility.   
11. Consult with emergency management and public safety officials regarding the structural integrity of 

the facility prior to reentering it.   
12. Implement the Family Reunification Protocol, if needed.   
13. Request that the appropriate district officials notify the insurance agent and properly document 

damage using photographs.   
14. Notify Central Office, if appropriate.   
15. Implement the media protocol.   

   
   

Faculty & Staff Response   
1. If indoors, advise people to seek cover under sturdy furniture or against a wall near the center of 

the building and away from glass.   



 

 

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

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

4. After tremors have stopped, evacuate buildings. Do not reenter.   
5. Take roll. Report any missing people in your group to the lead administrator.   
6. Prepare for aftershocks.      



Emergency Evacuation for Fire Situations  

Fire Situations represent the most common and, historically, deadliest event that can happen on 
a school campus. All schools are required to participate in monthly Fire Evacuation Drills, as 
set forth by the State Fire Code and the Georgia Insurance Safety Fire Commissioner. 

Examples of Events that would require a Fire Evacuation: 

Sounding of the Fire Alarm system for either a drill or unknown reason. 
Activation of the Fire Sprinkler System (where applicable) for unknown reasons. o

Fire Sprinkler Systems will only activate due to the presence of heat. 

Top Level Response  
1. Office of Safety and Security determines whether or not the Crisis Response Team 
should be activated or simply briefed. 
2. Once the situation has stabilized, obtain more detailed briefing from onsite personnel. 
3. Notify transportation department to prepare for implementation of off-site family 
reunification protocol if needed. 
4. Notify facilities department to prepare for facilities operations if needed. 
5. Assign additional personnel to help answer the district’s main telephone lines. 
6. Brief Communications Coordinator of the situation. 
7. Notify administrators at other schools if and as appropriate to the situation. 
8. Brief school board if appropriate. 
9. Begin drafting a notification for the district web site and if appropriate messages for the emergency 

notification system and/or letters to parents. 10. If fire is confirmed and damage has occurred, notify 
insurance agent. 

Lead Administrator/Crisis Response Team  
1. Sound fire alarm 
2. Call 911 
3. Contact Campus Police. 
4. Contact Director Safety and Security. 
5. Transport the emergency evacuation kits, critical meds and AED (if available) to the evacuation 

site. 
6. As you evacuate the building, be alert to visitors and/or staff who require assistance in evacuating. 
7. Leave the building. Report to the first responding public safety official and advise him or her of 

the emergency evacuation kits and their contents. 
8. Report to the main entry way, appraise the situation and meet responding public safety officials. 
9. Decide whether to implement the family reunification protocol. If family reunification protocol is 

not appropriate, notify the transportation department to be prepared to implement it in the event 
the situation escalates. 



10. All fires are to be reported to the fire department, even if the fire is extinguished by building 
personnel. 

11. Communications Coordinator contacts the media. 

Faculty & Staff Response  
1. If you detect a fire in the building, activate the nearest fire alarm and notify the front office 

in addition to performing the following action steps: 
2. Conduct a “fast peek” before exiting your room to check for danger. A fast peek is a fast 

visual check of the hallway outside of a classroom or work area to see if there is any visible 
danger prior to exiting the room. 

3. Gather visitors in your area of responsibility to evacuate according to the fire evacuation 
plan. 

4. Provide assistance to special needs persons in the immediate area through designees. 
5. If you encounter fire, any other significant hazard or find the designated pathway blocked, 

quickly evaluate the situation and seek an alternate route. 
6. During the evacuation, remain alert to any potential hazards in the area. Hazards may exist 

due to vehicular traffic, dangerous individuals or other situations. 
7. Once evacuees have reached the evacuation site, develop a written list of evacuees and 

provide the list to the lead administrator or their designee. Notify the administrator of 
specific fire details via verbal briefing, portable phone, or written message sent by runner. 

8. Remain alert to potential dangers in the area. 

Emergency Evacuation for Non-Fire Situation  

Non-Fire Situations that may merit the evacuation of a school building include, but are not limited  
to: 

Internal chemical spill. (Chemistry Labs, Custodial Closets, etc...) Bomb 
Threats, wherein the “Shelter-in-Place” response is not 

warranted. 
Following an Emergency Lockdown situation wherein a threat no longer 

exists, but the preservation of evidence or integrity of a crime scene is necessary, 
or to prevent scene contamination and personal shock. 

Top Level Response  
1. Office of Safety and Security determines whether or not the Crisis Response Team should be 

activated or simply briefed. 
2. Implement notification for the Crisis Response Team. 
3. Once the situation has stabilized, obtain more detailed briefing from onsite personnel. 
4. Initiate Family Reunification Protocol, if necessary. 
5. Notify transportation department to prepare for implementation of off-site family reunification 

protocol if needed. 
6. Notify facilities department to prepare for facilities operations if needed. 



  7.   

 

   
Communications Coordinator contacts the media.   

8. Notify administrators at other schools if and as appropriate to the situation. 9. Brief 
school board members, if appropriate.   

   
Lead Administrator/Crisis Response Team   

1. Notify Campus Police.   
2. Notify Director of Safety and Security.   
3. Select an evacuation route and site (refer to School Site Plan).   
4. If time permits, send designated staff member(s) to visually scan the evacuation route 

and site and wait for an all-clear report before announcing the evacuation.   
5. Announce evacuation.   
6. Visually scan the facility for students and adults who may not have been able to 

evacuate the building if it is safe for you to do so.   
7. See that the emergency evacuation kits are removed from the building.   
8. Leave the building, report to the first responding public safety official and advise him 

or her of the emergency evacuation kits and their contents. Offer to provide master 
keys to a properly identified public safety official. Make a record of the person to 
whom the key is issued.   

9. Report to the evacuation site. Check to see that a roster of staff and students at the site 
is developed and appraise the situation.   

10. Decide whether to implement the family reunification protocol. If family reunification 
protocol is not appropriate, notify the transportation department to be prepared to 
implement it in the event the situation escalates.   

11. If deemed appropriate after consulting with public safety officials, authorize staff to 
reenter the facility.   

   
   

Faculty & Staff Response   
1. Team members who are designated to visually scan evacuation routes and sites should 

locate a staff member to take responsibility for students under their supervision, and 
should then visually scan the evacuation route and site for secondary hazards. They 
should immediately report their findings to the lead administrator. Note: The lead 
administrator will typically direct that this step be completed before making the 
general announcement for evacuation of the building.   

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

3. See that special needs persons are provided assistance by their designees.   
4. Remain alert to your surroundings. Be particularly alert to any people or conditions 

that might pose a danger to evacuees. If you encounter a significant hazard, quickly 
evaluate the situation; adjust your evacuation route and attempt to notify the lead 
administrator or the appropriate public safety officials.   



7.  
5. Once you reach the designated evacuation site, develop a written list of evacuees and 

provide the list to the lead administrator or his or her designee. Also indicate the 
presence or lack of any suspicious objects in your room/work area. 

  
6. Remain alert to potential dangers in the area and properly supervise students under 

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

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

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

Remote Evacuation and Family Reunification Protocol  

Remote Evacuation and Reunification occurs following an event wherein the building 
population is physically moved from one location to another. This requires the use of school 
buses and possibly MTA Buses. Remote Evacuation occurs in the most serious of situations, 
including: 

Hostage Situations. 
Natural Disasters (Tornado strikes, flooding, etc…) Mass 
Casualty Incidents 
Bomb Threat or Suspicious Package incidents wherein the safe removal or 
controlled detonation places a risk on student safety. 

Top Level Response  
1. Implement notification for the Crisis Response Team 
2. Select reunification site and verify the site is available and clear for use. 
3. Begin alerting drivers and directing buses to the scene. Handled by the Transportation 

Director. 
4. Campus Police contacts and asks that outside law enforcement be notified that the off-

site family reunification plan is being implemented and request law enforcement 
personnel be dispatched to the site for security, crowd control and traffic direction. 



  7.   

 

Request emergency medical services personnel be placed on standby at the 
reunification site under the community mutual aid agreement. As soon as the bus 
routing has been determined, request additional law enforcement officers to either 
escort buses or to patrol the bus route for security of buses.   

   
5. Craft message for site and district crisis team members, parents and the media, and 

activate message on the Emergency Notification System using the School Messenger 
system. (NOTE: This message should go out as quickly as possible to deter parents 
from rushing to the affected school(s)).   

6. Team members should be told where to respond and reminded to bring their 
credentials so they can be admitted to the site.   
See that the required logistical equipment is transported to the reunification site 
promptly.   

8. Fax and e-mail notification to area media with instructions for parents and guardians 
on how to pick up their students.   

9. Notify administrators at other schools of the situation.   
10. Brief school board members.   
11. Dispatch a member of the top level team to the family reunification site.   
12. Request translators be sent to the family reunification site, attached to the staff 

member from the top level team who is handling the public information.   
   
   

Lead Administrator/Crisis Response Team   
1. Notify Campus Police   
2. Notify the Director Safety and Security   
3. Campus Police contacts and requests that outside law enforcement officials dispatch 

uniformed personnel to the staging area.   
4. Activate the school incident management team.   
5. Make the announcement by public address system, runners, e-mail or whichever 

means is most practical “All staff initiate an emergency evacuation in effect at this 
time, evacuate to the Primary/Secondary relocation site (1000 feet from school 
building) Please sweep routes and the site. We will be implementing the Family 
Reunification   
Protocol from that location”. Use external public address or bullhorns as appropriate to 
notify staff and students who are outdoors.   

6. In certain situations, it may not be practical or safe to order a general evacuation (such 
as during a hostage situation or if an armed intruder may still be in the area). In such 
instances, coordinate with public safety officials for law enforcement personnel to 
conduct the evacuation room by room.   

7. Designate a staff member to serve as your representative at the family reunification 
center. Instruct him or her to take along student information from one of the   
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Emergency Evacuation Kits. If available, have at least one AED and Emergency Meds 
taken out of the school and to the evacuation site.   

8. Notify the appropriate crisis team member to serve as your representative at the 
staging area.   

9. Notify central office.   
10. Communications Coordinator notifies the media   

   
      

Faculty & Staff Response   
1. Follow non-fire evacuation procedures and guide students to the designated on 

campus evacuation site. Prepare students for boarding of buses.   
2. Assist or request assistance for special needs persons in your area of responsibility.   
3. Once students and other persons from your area of responsibility have boarded a bus, 

assist the bus driver by taking roll and completing the driver’s evacuation roster.   
4. Follow the instructions of Family Reunification Staff when you arrive at the Family 

Reunification Site. You may be asked to assist in staffing the site.   
5. Provide supervision for students during staging, transport and upon arrival at the 

Family Reunification Site. Be alert to dangerous situations.   



Reverse Evacuation  

The reverse evacuation protocol is a critical protective action which is a system of moving 
students and staff rapidly but in a systematic fashion from an outdoor area to an indoor area 
where they can be protected from a threat. 

Examples of events that would merit Reverse Evacuation: 
Severe weather. 
Gunshots in the neighborhood 
Incidents that would warrant placing the school on 
Precautionary or Emergency Lockdown Animals Suspicious Person(s) 

Top Level Response  
1. Office of Safety Security determines whether or not the Crisis Response Team should 

be activated or simply briefed. 
2. Implement notification for the Crisis Response Team. 
3. Once the situation has stabilized, obtain more detailed briefing from onsite personnel. 
4. Notify administrators at other schools if and as appropriate to the situation. 5. Brief 

school board members, if appropriate. 

Lead Administrator/Crisis Response Team  
1. Determine if an Emergency Lockdown, Precautionary Lockdown, Shelter-in-Place 

Protocol or Severe Weather Sheltering protocol is appropriate and direct staff to 
implement the appropriate protocol. Use external public address or bullhorns as 
appropriate to notify staff and students who are outdoors. 

2. Contact Campus Police 
3. If they are not already activated, activate the appropriate crisis teams. 
4. Contact Campus police, 
5. Contact Director Safety and Security 6. Notify Central Office, if appropriate. 
7. Communications Director notifies the media. 

Faculty & Staff Response  
Reverse Evacuation procedures in a rapid yet safe and orderly fashion and move into 
Precautionary Lockdown, Emergency 
Lockdown, Shelter-in-Place or Severe Weather Sheltering mode as directed or appropriate 
based on their independent judgment based on the information at hand. 

1. All employees are empowered to and should be prepared to implement a reverse 
evacuation for situations where students and/or staff appear to be in danger. 

2. When practical, staff should utilize double rows for greater speed, supervision and 
control of groups of students. 



 

 

3. When practical, staff should instruct students to utilize the fast walk. If appropriate for 
dire emergencies, students should be instructed to run to safety.   

4. Notify the main office staff of situation as soon as it is practical.   
5. Once a suitable shelter location is reached, implement either a lockdown, shelter-in-  

 place or severe weather sheltering protocol as appropriate.     



Shelter-in-Place Protocol  

Shelter-in-Place is used when remaining confined to a specific area is the safest approach to 
ensuring occupant safety. Shelter-in- Place can be utilized for the following reasons: 

Severe Weather 
Bomb Threat, wherein the determination to Shelter-in-Place has been communicated. 

Top Level Response  
1. Office of Safety and Security determines whether or not the Crisis Response Team 

should be activated or simply briefed. 
2. Implement notification for the Crisis Response Team. 
3. Once the situation has stabilized, obtain more detailed briefing from on-site personnel. 
4. As appropriate, notify administrators at other schools of the situation in case the event 

may later impact their schools. 
5. Notify transportation department to prepare for implementation of off-site family 

reunification protocol if needed. 
6. Notify facilities department to prepare for facilities operations if needed. 
7. Brief school board members, if appropriate. 
8. If chemical contamination likely to cause damage to facilities occurs, notify, Director 

Safety and Risk Management. 
Lead Administrator/Crisis Response Team  

1. Make a determination to shelter-in-place quickly if evacuation is not practical. 
2. Make an announcement over the public address system to direct staff to shelter-in-

place. Activate the appropriate crisis teams. Use external public address or bullhorns as 
appropriate to notify staff and students who are outdoors. 

3. Contact Campus Police 
4. Contact Director Safety and Security 
5. Make a reasonable attempt to verify that outdoor personnel have been moved into the 

facility. 
6. Make a reasonable attempt to verify that staff and occupants received word to shelter-

in-place. 
7. Make a reasonable attempt to verify that personnel are sheltered in suitable locations. 
8. Contact the district maintenance department and request that any equipment capable of 

causing air to move from outside the facility into the facility is turned off. Pay 
particular attention to heating and cooling systems and hood ventilation systems in the
cafeteria. Turn off master power switch (individual schools will have separate 
instructions for power shut down.) 



 

 

9. Check to see that staff members have taken proper steps to close windows and doors 
from outside airflow.   

10. Monitor the situation through radio and/or television stations. Attempt to calm staff 
and students. Keep staff informed of developments whenever possible.   

11. When informed by local public safety and emergency management personnel, notify 
staff when it is safe to leave facility.   

12. Notify Central Office, as appropriate.   
13. Communications Coordinator notifies the media.   

   
Faculty & Staff Response   

   
1. Staff who are outdoors should quickly gather adults in the area and instruct them to go 

inside the facility immediately. Once inside, instruct everyone to move to an interior 
area without windows if possible.   

2. Close windows and doors.   
3. Turn off all heating or ventilation systems for regular and portable classrooms.   
4. Listen to local radio or television news for instructions from emergency management 

and public safety officials.   
5. Review emergency evacuation.      



 

 

Arrest or Criminal Indictment of Staff Member   

Top Level Response   
1. Office of Safety and Security determines whether or not the Crisis Response Team 

should be activated or simply briefed.   
2. Implement notification for the Crisis Response Team.   
3. Once the situation has stabilized, obtain more detailed briefing from on-site personnel.   
4. Brief the Communications Director of the situation.   
5. Notify administrators at other schools if and as appropriate to the situation. 6. Brief 

board chair if appropriate.   
   

Lead Administrator/Crisis Response Team   
1. Attempt to obtain information relating to the arrest to determine if the situation could 

have an impact on the individual’s fitness to serve with the organization. Utilize only 
official and legitimate sources of information which may include:   

 Law enforcement agency records   
 Jail booking records   
 Court records   

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

3. If a determination is made that the individual should be separated from the 
organization, consider whether it may be appropriate to inform him or her in verbally 
and in writing that he or she is not allowed to enter school property. Also, be sure to 
attempt to recover keys to school facilities from the individual.   

4. Media representatives may ask for interviews regarding the situation. If you decide 
that it is appropriate to speak to reporters, carefully consider any statements that are 
made. Comment only on factual aspects of the situation and avoid making statements  
that could result in a civil action. Refer questions pertaining to criminal and 
investigative processes to the appropriate criminal justice agencies.   

5. Regardless of the outcome, carefully document your actions.   
6. In some cases, a carefully worded letter to parents and/or a carefully planned meeting 

with parents may be needed to address concerns (such as cases involving child 
molestation). Consult with the Superintendent’s office, public information staff, and 
school district legal counsel as to what topics can and should be discussed.   

7. Notify Central Office, as appropriate.   
Faculty & Staff Response   
Follow directions of the lead administrator regarding release of information.   

  
  
  
  
  
  



 

 

  
Attempted Suicide or Threat   

   
   

Top Level Response   
   

1. Office of Safety and Security activates and briefs Crisis Response Team.   
2. Once the situation has stabilized, obtain more detailed briefing from on-site personnel.   
3. Notify facilities department to prepare for facilities operations if needed.   
4. Notify administrators at other schools if and as appropriate to the situation. 5. Brief 

board chair if appropriate.   
   

Lead Administrator/Crisis Response Team   
1. Call Campus Police and 911.   
2. Contact Director of Safety and Security   
3. Attempt to obtain a brief understanding of the person’s actions and/or relevant 

statements.   
4. Isolate the person but do not leave them alone.   
5. Summon mental health assistance. 6. Remember that suicide attempts and threats in 

some cases can indicate the potential for the person to harm others.   
   

Faculty & Staff Response   
1. Attempt to obtain a brief understanding of the person’s actions and/or relevant 

statements.   
2. Notify the lead administrator immediately.   
3. Isolate the person and do not leave them alone.   
4. Remember that suicide attempts and threats in some cases can indicate the potential 

for the person to harm others.   
   
   

Bomb Threats/Suspicious Packages   
   

All Bibb County BOE District Phones are required to have the Bomb Threat Procedures 
posted close by and easily located. See Appendix A.   

   
Top Level Response   

1. Office of Safety and Security determines whether or not the Crisis Response Team 
should be activated or simply briefed.   

2. Implement notification for the Crisis Response Team.   
3. Once the situation has stabilized, obtain more detailed briefing from onsite personnel.   
4. Notify transportation department to prepare for implementation of off-site family 

reunification protocol if needed.   



 

 

5. Brief the Public Information Officer of the situation.   
6. Notify administrators at other schools if and as appropriate to the situation. 7. Brief 

board chair if appropriate.   
Lead Administrator/Crisis Response Team   

1. Notify Campus Police   
2. Notify Director of Safety and Security.   
3. If a threat has been received by phone, provide the completed bomb threat checklist 

(see Appendix A) to the first law enforcement officer to arrive on the scene.   
4. Verify that call tracing procedures have been implemented.   
5. Consult with responding public safety officials and quickly determine whether it is 

best under the circumstances to visually scan and evacuate or to visually scan and 
remain in place.   

6. Available information should be evaluated to weigh the potential risks of explosive 
devices inside the building, explosives devices outside the building (including the 
possibility of a vehicle bomb), explosives devices placed in or near evacuation routes 
or sites or other hazards such as persons with firearms who plan to shoot at evacuees.   

7. If multiple bomb threats are received over time, it may be best to rotate evacuation 
routes and sites to make it more difficult for someone to pattern your evacuation 
responses and target evacuees with explosives, firearms or chemical agents.   

8. Notify Central Office, if appropriate.   
   

If the visual scan and Non-Fire Evacuation option is selected:   
1. Notify staff to visually scan and Non-Fire Emergency Evacuate make public address 

announcement: “All staff, initiate a Non-   
  Fire Emergency Evacuation at this time. Evacuate to site  located at      
       . Please visually scan the routes and site."   

2. Have the evacuation route and site visually scanned for suspicious persons, objects 
(which could contain an explosive device) or other safety hazards prior to the 
evacuation if appropriate.   

3. Have designated staff or public safety official’s direct students safely across any streets 
that must be crossed by evacuees.   

4. Remind staff members and students not to utilize cellular or digital phones or portable 
radios unless a life-threatening emergency exists.   

5. Request that uniformed personnel escort staff and students to the evacuation site and 
remain with them until and unless they are instructed to return to the building.   

6. Leave the facility and take the emergency evacuation kit and make responding public 
safety officials aware of the contents of the kit.   

7. Check with staff to see that evacuees are accounted for. Immediately notify responding 
public safety officials if any persons are not accounted for.   

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



 

 

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

10. This protocol can be modified based on discussions with area public safety officials in 
the event of unusual threats or a series of threats as appropriate.   

11. Implement the media protocol.   
   

If the visual scan and Shelter-in-Place option is selected:   
1. Make intercom announcement: “All staff initiate a visual scan and Shelter-in-Place. 

Please report your status upon completion of the visual scan.”   
2. Escort public safety officials through the building to verify that areas have been 

visually scanned by staff. Check to see that areas inside and around the facility have 
been visually scanned.   

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

4. Consult with public safety officials to see if the facility should be evacuated. If the 
decision is made to do so, implement the evacuation protocol. 5. Implement the media 
protocol.   

   
Faculty & Staff Response   
If the visual scan and Non-Fire Emergency Evacuation option is announced:   

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

2. If no such items are noted, leave a green card on the floor in front of the door to your 
room or work area to indicate to public safety officials that the area has been visually 
scanned and no suspicious items were noticed.   

3. If any suspicious items are noted, they should not be disturbed. Leave a red card on the 
floor in front of the door to your room or work area and write a brief description of the 
item and location on the card. Notify the lead administrator or designee upon 
evacuation from the area.   

4. Follow the non-fire evacuation protocol. Have students bring their book bags and 
other hand carried articles with them.   

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

If the visual scan and Shelter-in-Place option is announced:   
1. Scan your area of responsibility for any packages or items that could contain an 

explosive device (objects that they do not recognize as normally being present).   
2. If any suspicious items are noted, they should not be disturbed. Direct people in the 

area to follow you to the lead administrator’s office and inform the lead administrator 
of the observations.   



3. Take a roll to account for persons in your area of responsibility in case evacuation is 
ordered at a later time. 

4. Follow the lead administrator’s instructions. 
Civil Unrest  

Civil Unrest or Riotous situations will require the school being placed on Lockdown, with 
the possibility of Non-Fire Evacuation or Shelter-in-Place protocols also being utilized, 
depending upon the situation and level of containment. 

Civil Unrest and Riots typically occur as the result of: 
Societal Issues 
Sporting Events 
Natural Disasters (Looting, and other impassioned acts) 

Top Level Response  
1. Office of Safety and Security determines whether or not the Crisis Response Team 

should be activated or simply briefed. 
2. Implement notification for the Crisis Response Team. 
3. Once the situation has stabilized, obtain more detailed briefing from on-site personnel. 
4. Notify transportation department to prepare for implementation of off-site family 

reunification protocol if needed. 
5. Notify facilities department to prepare for facilities operations if needed. 
6. Notify administrators at other schools if and as appropriate to the situation. 
7. Brief board chair if appropriate. 
8. Consider whether the situation should be handled as a situation of civil unrest or as a 

lawful protest utilizing free speech. If the situation does not require immediate 
intervention, consider discussing the situation with the district’s legal counsel. 

Lead Administrator/Crisis Response Team  
1. Initiate Emergency Lockdown. Use external public address or bullhorns as appropriate 

to notify staff and students who are outdoors. 
2. Notify Campus Police. 
3. Notify Director of Safety and Security 
4. Determine the location of the persons who are disruptive and then quickly assess the 

degree of their unruly behavior. 
5. Verify that transportation personnel are notified so they can divert any buses from the 

area. 
6. If you are in a position to observe the participants, visually scan them for any signs 

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



 

 

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

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

9. Implement the media protocol.   
10. Coordinate with law enforcement officials upon their arrival.   
11. Consider whether the situation should be handled as a situation of civil unrest or as a 

lawful protest utilizing free speech. If the situation does not require immediate 
intervention, consider discussing the situation with the district’s leadership.   

12. Brief staff on the outcome of the situation as soon as it is resolved. 13. Notify Central 
Office, if appropriate. 14. Implement the media protocol.   

   
Faculty & Staff Response   

1. If you become aware of a civil unrest situation, verify that the main office has been 
notified.   

2. If you are in an outdoor or indoor area that is affected, attempt to gather students and 
move them to a secure area. Implement a Precautionary Lockdown or an Emergency 
Lockdown as appropriate.   

3. Speak in calm and clear tones and work to keep students calm.   
4. Do not engage any participants verbally or physically unless you are forced to do so to 

protect yourself or students. If you decide that it is appropriate to use physical force, 
comply with district guidelines and use only the minimal amount of force that is 
necessary to subdue or incapacitate the individual.   

5. Follow lockdown procedures if they are given. Be prepared to implement emergency 
evacuation procedures or shelter-in-place procedures if these procedures become 
necessary.   

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

7. Follow the media protocol.   
On Campus Death   

   
Top Level Response   

1. Office of Safety and Security determines whether or not the Crisis Response Team 
should be activated or simply briefed.   

2. Implement notification for the Crisis Response Team.   
3. Once the situation has stabilized, obtain more detailed briefing from on-site personnel.   
4. Brief the Communications Director   
5. State law requires that workplace deaths be reported.   



 

 

6. All death scenes are considered crime scenes until released by criminal justice 
authorities.   

7. Notify administrators at other schools if and as appropriate to the situation. 8. Brief 
board chair.   

   
Lead Administrator/Crisis Response Team   

1. Determine if a Precautionary Lockdown or Non-Fire Emergency Evacuation is needed. 
If deemed appropriate, use the public address system (PA) to direct staff to lockdown 
or evacuate.   

2. Notify Campus Police   
3. Notify Director of Safety and Security   
4. Initiate Illness or Injury Protocol, if any other persons are injured or ill.   
5. Assist staff in keeping the incident scene secure. Do not allow anyone to disturb 

possible evidence. Identify witnesses, keep them separated and ask them not to discuss 
the incident until law enforcement officers arrive. These instructions are valid for 
accidents, apparent suicides and homicides.   

6. Take precautions against any contact with bodily fluids.   
7. Initiate Family Reunification Protocol, if needed.   
8. Initiate media protocol, if needed.   
9. After being cleared to do so by law enforcement and mental health professionals, 

remove personal items of the deceased from desks, lockers, etc.   
10. Stop any automatic mailings from being inadvertently mailed to the family.   
11. Notify Central Office, if appropriate.   
12. Implement the media protocol.   

Faculty & Staff Response   
1. Notify the main office of the death(s) and the exact location of the victim(s).   
2. If you are unable to contact the main office, call 911 (dial 9 to access outside line if 

necessary) and request emergency assistance or designate another staff member to do 
so.   

3. Initiate Illness or Injury Protocol, if any other persons are injured or ill.   
4. Follow lead administrator’s instructions for lockdown or evacuation.   

   
Keep the incident scene secure. Do not allow anyone to disturb possible evidence. Identify 

witnesses, keep them separated and ask them not to discuss the incident until law 
enforcement   

officers arrive. These instructions are valid for accidents, apparent suicides and homicides. 
State law requires that all deaths will be treated by law enforcement as a homicide until a 
formal investigation is completed.   

Disruptive / Unruly Person   
   

A disruptive or unruly person(s) on a campus or within a school building is grounds for 
immediate Precautionary or Emergency Lockdown. In cases where students are outside and 
the person is on the property, refer to the Reverse Evacuation Procedure to return indoors. 



The determination to go on Emergency Lockdown or Precautionary Lockdown should be 
based upon the following: 
Why is the person disruptive or unruly? 

Mad or upset with staff o Child Custody issue Does 
the individual pose a threat of violence? 

Are they taking a combative posture o Use of profane language 
Top Level Response  

1. Office of Safety and Risk Management determines whether or not the Crisis Response 
Team should be activated or simply briefed. 

2. Implement notification for the Crisis Response Team. 
3. Once the situation has stabilized, obtain more detailed briefing from on-site personnel. 
4. Notify administrators at other schools if and as appropriate to the situation. 5. Brief 

board chair if appropriate. 

Lead Administrator/Crisis Response Team  
1. Determine the person(s) who are disruptive and quickly assess the degree of their 

unruly behavior. 
2. Initiate Emergency Lockdown. If deemed appropriate, use the public address system 

(PA) to direct staff to lockdown. 3. Notify Campus Police 
4. Notify Director of Safety and Security 
5. If possible, seek a position of safety by positioning a physical barrier between yourself 

and the individual(s). For example, take a position behind the counter. Consider 
potential escape routes for yourself and staff in the event the individual(s) become 
combative. 

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

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

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

9. Upon their arrival, coordinate actions with law enforcement officials. 
10. Brief staff on the outcome of the situation as soon as it is resolved. 11. Notify Central 

Office, if appropriate. 

Faculty & Staff Response  
1. Notify the main office of your situation by the best and safest available means. 
2. Instruct students to move away from the unruly individual(s)/area. 
3. Speak in a calm and firm voice. 



 

 

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

5. Visually scan the unruly individual(s) for any signs that they may have a weapon. If 
you notice bulges in clothing that could indicate a weapon or see part of a weapon 
protruding from their clothing (such as a knife with a clip in a pocket or the butt of a 
handgun in the waistband), notify the office immediately and evacuate students to a  
safe area and follow lockdown procedures. Do not physically confront the 
individual(s) unless you or a student are attacked or an attack appears imminent. If you 
decide that it is appropriate to use physical force, comply with district guidelines and  
use only the minimal amount of force that is necessary to subdue or incapacitate the 
individual.      



 

 

Explosion   
   

In the event of an explosion, determine if the explosion is internal or external to the 
school. If internal, Non-Fire Emergency Evacuation or Fire Emergency Evacuation 
Procedures should be followed. If external, Emergency Lockdown may be utilized until a 
determination can be made that it is safe to Evacuate.   

   
Top Level Response   

1. Office of Safety and Security activates and briefs the Crisis Response Team.   
2. Once the situation has stabilized, obtain more detailed briefing from on-site 

personnel. 3. Notify transportation department to prepare for implementation of off-
site family reunification protocol if needed.   

4. Notify facilities department to prepare for facilities operations if needed.   
5. Assign additional personnel to help answer the district’s main telephone lines.   
6. Brief the Public Information Officer of the situation.   
7. Notify administrators at other schools if and as appropriate to the situation.   
8. Brief board chair if appropriate.   
9. Begin drafting a notification for the district web site and if appropriate messages for 

the emergency notification system and/or letters to parents. 10. If explosion is 
confirmed and damage has occurred, notify insurance agent.   

   
Lead Administrator/Crisis Response Team   

1. If you hear an explosion, immediately take cover under tables, desks, or under objects 
which will give protection against falling glass and debris.   

2. Determine an appropriate course of action for your evacuation based on the 
information available to you.   

3. Notify Campus Police   
4. Notify Director of Safety and Security   
5. Communicate evacuation procedures via intercom system. Use external public address 

or bullhorns as appropriate to notify staff and students who are outdoors.   
6. Communicate instructions to staff as quickly as possible.   
7. Instruct custodial staff, kitchen staff or other appropriate staff member to shut off gas 

and electricity to the building if it appears that it can be done safely.   
8. Attempt to assess what exploded, where, and what if any injuries were caused.   
9. Notify Central Office receptionist at  and request assistance. As a backup, e-mail the 

Superintendent and Human   
   

  
Resources Director.   

   
10. Assist special needs persons in evacuating.   



 

 

11. Once outside, go to the designated evacuation site. If this location is unavailable, move 
to a safe area that is at least 1,000 feet away from the affected building. Keep 
driveways and sidewalks clear for emergency vehicles and personnel.   

12. DO NOT RETURN TO AN EVACUATED BUILDING unless authorized by the  
Fire Department.   

13. Once life-saving actions have been taken and the situation stabilizes, begin 
documentation process. 14. Implement media protocol.   

   
Faculty & Staff Response   

1. Immediately take cover under tables, desks, or under objects which will give 
protection against falling glass and debris.   

2. Activate the building fire alarm.   
3. Evacuate the building by the nearest exit. If disabled individuals cannot safely 

evacuate the building, assist to the nearest stairwell away from damaged area. Alert 
emergency personnel of their location.   

4. DO NOT USE ELEVATORS.   
5. Once outside, go to the designated evacuation area. If this location is unavailable, 

move to a safe area that is at least 1,000 feet away from the affected building. Keep 
driveways and sidewalks clear for emergency vehicles and personnel.   

6. Check to see if students under your care evacuated the building and follow 
accountability procedures once at the designated evacuation area.   

7. DO NOT RETURN TO AN EVACUATED BUILDING unless authorized by the 
administrator   

   
   

Food or Beverage Contamination Incident   
   

Top Level Response   
1. Office of Safety and Security determines whether or not the Crisis Response Team 

should be activated or simply briefed.   
2. Implement notification for the Crisis Response Team.   
3. Notify all food service managers and the food service directors to try to prevent 

additional distribution of contaminated food or beverage.   
4. Once the situation has stabilized, obtain more detailed briefing from on-site personnel.   
5. Notify administrators at other schools if and as appropriate to the situation.   
6. Brief board chair if appropriate.   
7. Notify the city sanitarian, state agricultural response team, the Centers for Disease 

Control Office and the state department of education school nutrition department.   
   

Lead Administrator/Crisis Response Team   
1. As soon as you become aware of a potential contamination situation, call 911 and 

Campus Police.   
2. Notify Director of Safety and Security   



 

 

3. If qualified staff are available, direct them to begin first aid as appropriate to their level 
of training.   

4. Take immediate action to prevent others from consuming food or beverages until the 
actual source of the contamination can be determined. Coordinate these efforts through 
site and district school nutrition management personnel.   

5. Notify central office staff of the incident.   
6. Begin assessing the available information to try to determine the cause of the 

contamination.   
7. Any contamination incident could be an intentional criminal act or an accidental 

situation. In either case, a thorough investigation will need to be conducted. See that 
food, beverages, eating and drinking utensils and serving dispensers are not discarded 
or washed until it is determined that they cannot be used as evidence.   

8. Work with responding public safety officials to determine how the contamination 
occurred. 9. Implement the media protocol.   

   
Faculty & Staff Response   

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

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

   
   
   
   

3. Follow the directions of the lead administrator or designee.      



 

 

Hostage Situation   
     

Hostage Situations present multiple challenges. The most important thing to consider in a 
Hostage Situation is the ability to remove as many individuals from the area as possible. If 
the event is contained to a classroom or office space, Non-Fire Emergency Evacuation of 
the non-affected area is preferable. If the true location is not known, Emergency Lockdown 
of the building followed by a room-to-room sweep and clear strategy by Law Enforcement is 
the best approach. As rooms are cleared, those students/staff members will be evacuated.   

   
Top Level Response   

1. Office of Safety and Security activates the Crisis Response Team and briefs them.   
2. Once the situation has stabilized, obtain more detailed briefing from on-site personnel.   
3. Notify transportation department to prepare for implementation of off-site family 

reunification protocol if needed.   
4. Notify facilities department to prepare for facilities operations if needed.   
5. Notify administrators at other schools if and as appropriate to the situation. 6. Brief 

board chair.   
   

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

   
Lead Administrator/Crisis Response Team If you are not among those taken hostage:   

1. Determine whether an Emergency Lockdown or Non-Fire Emergency Evacuation is 
best for the situation. If the hostage situation is contained in one room or office, it may 
be possible to evacuate students and staff from other areas. Implement whichever 
option appears to be the best option based on available information. Use external 
public address or bullhorns as appropriate to notify staff and students who are 
outdoors.   

2. Call Campus Police. Provide as much information as possible.   
3. Notify Director of Safety and Security.   
4. If you are able to evacuate the building, take the emergency evacuation kit with you 

and notify the first law enforcement officer you encounter of the situation and of the 
contents of the kit.   

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

6. Follow the guidelines for staff and offer to assist responding public safety personnel.   
7. Use extreme caution in any interaction with the media while hostages are being held. 

Consult with law enforcement officials prior to making any statements. Remember that 
media representatives sometimes report what they overhear at a scene.   
Improperly released information reported on television or radio can escalate the 
situation if monitored by hostage-taker(s).   



 

 

8. Evaluate the practicality of implementing the family reunification protocol.   
9. Notify Central Office, if appropriate.   
10. Implement the media protocol.   

If you are among those taken hostage: Follow same steps as listed for staff below.   
   

Faculty & Staff Response   
If you are not among those taken hostage:   

1. Implement an Emergency Lockdown or a Non-Fire Emergency Evacuation as 
instructed or as appropriate.   

2. If you have a safe means to do so, notify the lead administrator/main office.   
3. If the hostage situation occurs in the office area, call 911 and Campus Police.   
4. Provide as much information as possible.   
5. Try to keep students calm and quiet.   
6. Follow directions given by the lead administrator or designee and responding public 

safety officials.   
7. If you are instructed to follow lockdown procedures, be prepared to evacuate when 

instructed to do so by public safety officials. Public safety officials will most likely 
enter your room/office area with a master key.   

   
If you are among those taken hostage:   

1. Do not attempt to negotiate with a hostage-taker.   
2. Do not make suggestions to a hostage-taker. You may be blamed for resulting 

problems.   
3. It is generally not advisable to attempt to disarm a hostage-taker or to try to escape.   
4. Try to remain calm and keep the students under your care as calm and quiet as 

possible.   
Ask permission from the hostage- taker(s) prior to taking any action.   

5. Try not to make any unexpected or sudden movements.   
6. Follow instructions given by responding public safety officials.   
7. Do not point out law enforcement officers if you become aware of their presence.   
8. If a law enforcement rescue attempt is made, listen to what officers instruct you to do 

and do it immediately.   
9. Remember, most people who are taken hostage survive and most injuries and deaths in 

hostage situations occur within the first minutes of the situation. The longer the 
situation lasts, the greater the odds that you will survive.   

   
   

Injury or Illness   
   

Top Level Response   
1. Office of Safety and Security determines whether or not the Crisis Response Team 

should be activated or simply briefed.   



 

 

2. Implement notification for the Crisis Response Team.   
3. Once the situation has stabilized, obtain more detailed briefing from on-site personnel.   
4. If any students or staff are transported to the hospital, a district representative should 

be sent to the hospital to provide support.   
5. Brief the Public Information Officer of the situation.   
6. Notify administrators at other schools if and as appropriate to the situation. 7. Brief 

board chair if appropriate.   
Lead Administrator/Crisis Response Team   

1. Call 911 and report exact location and nature of injured and facility’s address.   
2. Notify Campus Police   
3. Notify Director of Safety and Security   
4. Assign a staff member to meet first responders as they arrive.   
5. Implement Precautionary Lockdown Protocol, if needed.   
6. Implement Non-Fire Evacuation Protocol, if needed.   
7. If lockdown or evacuation are not appropriate, Room Clear the area of people who do 

not have a specific purpose for remaining in the area of the injured or ill.   
8. Assign a staff member to accompany the injured or ill individual(s) if transport to the 

hospital is necessary.   
9. Notify family members of the injured or ill.   
10. If a crime may have been committed, contact local law enforcement. Do not disturb 

any potential evidence. Identify witnesses and keep them separated. Ask witnesses not 
to discuss the incident until law enforcement personnel arrive. Do not allow anyone to 
clean up the area as it is a crime scene. Disturbing a crime scene is a criminal offense.   

11. Notify other staff members as needed.   
12. Complete an Accident Report form if the incident was an accident.   
13. If the incident is determined to involve a crime, obtain a copy of the police report and 

include it in your records.   
14. Develop and maintain written documentation of the incident.   
15. Notify Central Office, if appropriate.   
16. Implement the media protocol.   

   
   

Faculty & Staff Response   
1. Notify the main office of the injury or illness and the exact location of the victim(s) or 

persons affected. Do not use names of the injured or ill individuals over walkie-talkies.   
2. If you are unable to contact the main office, call 911 and request emergency assistance 

or designate another staff member to do so.   
3. Do not move the injured or ill unless the scene is unsafe, or movement is required due 

to imminent life threatening danger that appears to outweigh the risks of injuries to the 
victim(s).   

4. Take precautions against contact with body fluids.   
5. Provide first aid, if needed and only according to your level of training.   



6. Comfort and reassure the injured or ill person. 
7. Secure the scene if a crime may have been committed. Do not disturb any evidence. 

Intruder or Suspicious Person  

An Intruder(s) or suspicious person(s) on a campus or within a school building is grounds 
for immediate Precautionary or 
Emergency Lockdown. In cases where students are outside and the suspicious person is on 
the property, refer to the Reverse Evacuation Procedure to return indoors. In some instances, 
visitors who do not have a “Visitor’s Badge” and are otherwise compliant should be escorted 
to the school’s office. 

If the Suspicious Person is outdoors, Precautionary Lockdown is merited. If the intruder is 
in the building, Emergency Lockdown is merited. 

Intruders or suspicious persons typically: 
Ignore verbal instructions 
Refuse to comply with verbal instructions 
Have an intended purpose for being in the building (child custody, issue withstaff 

member, etc…). 

Top Level Response  
1. Office of Safety and Security determines whether or not the Crisis Response Team 

should be activated or simply briefed. 
2. Implement notification for the Crisis Response Team. 
3. Once the situation has stabilized, obtain more detailed briefing from on-site personnel. 
4. Notify administrators at other schools if and as appropriate to the situation. 5. Brief 

board chair if appropriate. 

Lead Administrator/Crisis Response Team  
1. Obtain a brief description of the intruder(s) and suspicious actions they have shown. 
2. Determine if an Emergency Lockdown (non-compliant intruder) is appropriate. 

Announce Emergency Lockdown if you feel a lockdown is appropriate for the 
situation. Use external public address or bullhorns as appropriate to notify staff and 
students who are outdoors. 

3. Notify Campus Police 
4. Notify Director of Safety and Security 
5. Upon their arrival, coordinate actions with law enforcement officers. 
6. Brief staff on the outcome of the situation as soon as it is resolved. 
7. Notify Central Office, if appropriate. 
8. Implement the media protocol. 



 

 

Faculty & Staff Response   
1. Direct students into areas that can be secured.   
2. Secure doors and exterior windows.   
3. Notify the main office.   
4. Do not allow students under your supervision to leave a secure area without approval 

from the lead administrator unless the situation requires you to do so to reduce danger.   
5. Attempt to calm students under your care.   
6. Do not attempt to confront intruders or suspicious persons if you feel there may be any 

danger in doing so.   
7. If you notice a person who is not wearing a visitor’s badge or appears to be out of 

place, ask them if you can assist them if you feel comfortable doing so. All visitors to 
the school should be directed to the office to sign in and staff should either escort 
visitors to the office or staff member should contact the office to verify that the visitor 
has arrived to be signed in. A polite, friendly and non-confrontational approach is 
recommended and staff should avoid contact and notify the main office if they do not  
feel comfortable approaching a person who is not wearing a visitor’s badge or staff 
identification card.      



 

 

Kidnapping/Missing Child   

In the event of a believed Kidnapping, contact Campus Police and Macon-Bibb 911 
immediately. The most common form of kidnapping in educational settings occurs due to 
Child Custody Matters. Care should always be taken to ensure that the Emergency Card 
information on file at each school is current and up-to-date.   

   
Top Level Response   

1. Office of Safety and Security determines whether or not the Crisis Response Team 
should be activated or simply briefed.   

2. Implement notification for the Crisis Response Team.   
3. Once the situation has stabilized, obtain more detailed briefing from on-site personnel.   
4. Notify transportation department to prepare for implementation of off-site family 

reunification protocol if needed.   
5. Notify facilities department to prepare for facilities operations if needed.   
6. Brief the PR Director of the situation.   
7. Notify administrators at other schools if and as appropriate to the situation. 8. Brief 

board chair if appropriate.   
   

Lead Administrator/Crisis Response Team   
1. Contact Campus Police   
2. Contact Director of Safety and Security   
3. Obtain information regarding the student’s description, including clothing and the 

circumstances of the disappearance.   
4. If the missing person(s) are not located during the initial search by staff members or if 

there is any indication that foul play or a dangerous situation is involved, brief Campus 
Police.   

5. If there is any indication that an abduction has occurred or is about to take place, 
announce Precautionary or Emergency Lockdown as appropriate to the situation. Use 
external public address or bullhorns as appropriate to notify staff and students who are 
outdoors.   

6. Coordinate with law enforcement officials regarding parental/guardian notification.   
7. Siblings of the missing students(s) should be closely monitored at all times. If siblings 

are known to be in another location (such as a local school), the administrator of that 
facility should be notified to carefully monitor them.   

8. Provide information for staff as appropriate.   
9. Assist law enforcement officers with the investigation.   
10. Notify Central Office, as appropriate.   
11. Implement the media protocol.   

   
Faculty & Staff Response   

1. If a Lockdown is announced, follow applicable lockdown procedures.   



 

 

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

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



Media Protocol  

Staff, including Site Administrators, are to coordinate all communication with the Media 
through the Communications Coordinator in all events. In some cases, the media may come 
to our campuses seeking comment. In these cases, unless prior authorization is given, they 
should be referred to the Communications Coordinator. If media representatives arrive at 
campuses unannounced, or without any prior coordination, notify the Director of Safety and 
Security and the Communications Director immediately. 

Incidents that may Merit Media Protocol enaction: 
Lockdown situations. 

Neighborhood Issues (Parental or community calls to Media about 
school or community incidents or events) 

Top Level Response  
1. Contact Communications Director 
2. Brief Crisis Response Team 
3. Once the situation has stabilized, obtain more detailed briefing from on-site personnel. 
4. Notify administrators at other schools that no one is allowed to speak to the media 

except the Superintendent or designee. 
5. Brief school board members, if appropriate. 
6. If appropriate, develop talking points for more consistent messages and disseminate to 

affected school(s). 7. Identify mediums for delivering important messages i.e. 
handouts, media interviews, print media, etc. 

Lead Administrator/Crisis Response Team  
1. Contact Director of Communications 2.
Contact Director of Safety and Security. 
3. In the event of an emergency that draws significant media attention, notify the 

Communications Coordinator. 
4. If you or any of your staff are approached by media representatives during or after a 

crisis, direct them to contact the Communications Coordinator at the district office. 
5. See that the Superintendent, or their designee, (Communications Coordinate) is 

notified of attempts by the press to interview you or your staff 
6. Do not provide any information “off the record.” 
7. Be careful of “hot mikes.” Television reporters will sometimes leave a camera turned 

on and record people when they think that they are only engaged in casual 
conversation with reporters. Consider all electronic equipment active at all times, even 
after you have declined to interview. 

8. As possible during the crisis, remind crisis team members of the media protocol and 
ask them to remind staff of the protocol as they have an opportunity to do so. 

9. Notify Central Office, if appropriate. 10. Implement the media protocol. 



 

 

Faculty & Staff Response   
1. Do not make any statements to media personnel during or after a critical event without 

the expressed permission of the lead administrator or Director of Communication.   
2. Refer all media inquiries to the lead administrator.   
3. Notify the lead administrator whenever a media representative contacts you.   



Mental Health Critical Incident Protocol – Pre-Recovery Phase  

This protocol refers to events wherein staff, students, and personnel may be affected 
mentally and psychologically from an event or incident. The purpose of this protocol is to 
establish and oversee the psychological and mental well-being of those involved or affected 
by an incident or event. 

Events or incidents that may require activation of the Mental Health Critical 
Incident Protocol: Mass Casualty Incident 
Suicide 
Untimely Death, Accident, or serious injury to a classmate or teacher. 

Top Level Response  

1. Contact Campus Police, Director Safety and Risk Management and Communications 
Coordinator. 

2. Contact the Executive Director of Psychological Services/Social Services and 
Counseling 

3. Office of Safety and Security determines whether or not the Crisis Response Team 
should be activated or simply briefed. 

4. Implement notification for the Crisis Response Team. 
5. Notify building administration as needed. 
6. Once the situation has stabilized, obtain more detailed briefing from on-site personnel. 
7. The Communications Coordinator contacts the media. 
8. Notify administrators at other schools if and as appropriate to the situation. 9. Brief 

school board members if appropriate. 

Lead Administrator/Crisis Response Team  
1. Contact Campus Police, Director Safety and Security and Communications 

Coordinator. 
2. Contact the Coordinator of Psychological Services/Social Services and Counseling 
3. Maintain structure and stability within the schools. Activate the appropriate crisis 

teams if necessary 4. Provide teachers and parents with information about what to say 
and do for children in school and at home. 

5. Have teachers provide information directly to their students, not during the public 
address announcements. 

6. If it is safe to do so, have school psychologists and counselors available to talk to 
students and staff who may need or want extra support. 

7. Notify Central Office, as appropriate. 8. Communications Coordinator contacts the 
media. 

Faculty & Staff Response  



 

 

1. Remain calm. Avoid appearing anxious or frightened.   
2. Maintain student safety.   
3. Let children know that it is okay to feel upset.   
4. Observe children’s emotional state. Understand that children will express their 

emotions differently. There is no right or wrong way to feel or express grief.   
5. Tell children the truth. Don’t try to pretend the event has not occurred or that it is not 

serious.   
6. Keep your explanations developmentally appropriate.   
7. Refer children who exhibit extreme anxiety, fear or anger to mental health counselors 

in the school.   
   

Report of Sexual Misconduct of Employee   
   

If you see something, say something. Incidents of sexual misconduct should be reported to a 
supervisor immediately. Do not attempt to intercede or intervene.   

   
   

Top Level Response   
1. Office of Safety and Security determines whether or not the Crisis Response Team 

should be activated or simply briefed.   
2. Implement notification for the Crisis Response Team.   
3. Notify Director of Personnel or Assistant Superintendent of Human Resources.   
4. Once the situation has stabilized, obtain more detailed briefing from on-site personnel.   
5. Brief the PR Director of the situation.   
6. Notify administrators at other schools if and as appropriate to the situation. 7. Brief 

board chair if appropriate.   
   

Lead Administrator/Crisis Response Team   
Bibb County Schools Administrators shall follow the same reporting protocols outlined in the 
Bibb County policy on Child Abuse or   
Neglect for these situations. The lead building administrator shall notify the Assistant 
Superintendent of Human Resources for the Bibb County Schools at Central Office as soon as 
possible, once a report is received and in no event more than 24 hours after the initial report is 
received.   

   
The reporting of an allegation or suspicion of this nature does not deem the accused person 
as guilty.   
Faculty & Staff Response   
Bibb County School District employees and volunteers should follow the same reporting 
protocols outlined in the Bibb County policy on Child Abuse or Neglect policy for these 
situations.   

   



 

 

The employee or volunteer shall orally notify the principal of their building or their 
department head promptly but in no event less than 24 hours after they witness an indication 
that an employee, contractor or volunteer may have engaged in this type of conduct. In the 
event that the person who may have committed this type of action is the building 
administrator in the school or department, the person reporting shall notify the Director of 
Human Resources for the X County Schools at Central Office instead.   

   
The reporting of an allegation or suspicion of this nature does not deem the accused person 

as guilty.   
Report of Weapon on Property   

   
Top Level Response   

1. Office of Safety and Security determines whether or not the Crisis Response Team 
should be activated or simply briefed.   

2. Implement notification for the Crisis Response Team.   
3. Once the situation has stabilized, obtain more detailed briefing from on-site personnel.   
4. Brief the Communications Director of the situation. 5. Brief board chair if appropriate.   

   
Lead Administrator/Crisis Response Team 1.  Obtain information about the situation.   

2. Determine if a Precautionary Lockdown or Emergency Lockdown should be 
implemented to prevent the violator from gaining access to potential victims. Use 
external public address or bullhorns as appropriate to notify staff and students who are 
outdoors.   

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

4. Contact Director of Safety and Security.   
5. If a weapon is recovered, consider the possibility that additional weapons may be 

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

6. Brief staff on the situation.   
7. When a firearm is recovered from a student, discuss the option of a police search of 

the student’s bedroom at home for additional firearms.   



 

 

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

9. When a firearm is recovered, consider the benefits of parental notification via a letter 
from the lead administrator to be sent home with students, preferably on the day of the 
incident. If appropriate, it may be best to post the letter on the district website and to 
then use the School Messenger system to notify parents and guardians.   

10. Notify Central Office, as appropriate.   
11. Implement the media protocol.   

     
Faculty & Staff Response   

1. Immediately report to the lead administrator/main office any situation in which a 
person is believed to be in possession of a weapon on school property. Notification 
should be made in a discreet manner if possible.   

2. Do not attempt to confront a person who is believed to be armed.   
3. Do not attempt to search people for weapons.   
4. If a weapon is inadvertently located on the premises, move students away from the 

weapon and do not attempt to pick up or handle the weapon.   
5. Remember that when an individual has one weapon, he or she may have additional 

weapons. In addition, persons associated with the weapons violator may also be 
armed.    



Room Clear  

The room clear protocol is used when students need to be evacuated from a specific place in 
the school to a safer location in the school to protect them from harm or to enable school 
employees to address an incident. 

Incidents that merit use of Room Clear: 
Medical Emergency in a classroom. 

Situations wherein student safety is at risk (Defiant student, classroom 
fight, etc…) 

Top Level Response  
1. Determine whether or not the Crisis Response Team should be activated or simply 

briefed. 
2. Once the situation has stabilized, obtain more detailed briefing from onsite personnel. 
3. Notify administrators at other schools if and as appropriate to the situation. 4. Brief 

school board members, if appropriate. 

Lead Administrator/Crisis Response Team  
1. Determine if an Emergency Lockdown or Precautionary Lockdown is appropriate 
and direct staff to implement the appropriate protocol. Use external public address or 
bullhorns as appropriate to notify staff and students who are outdoors. 2. Contact 
Campus Police 
3. Contact Director Safety and Security. 
4. If they are not already activated, activate the appropriate crisis teams. Send properly 

trained personnel to the scene of the room clear as appropriate to the situation 
triggering the room clear. 

5. Provide appropriate guidance to staff via public address announcements, bullhorn, e-
mail, runners or other means as appropriate. 

6. Notify Central Office, as appropriate. 
7. Implement the media protocol. Faculty & Staff Response 

As with any other life saving protocol, all school employees are empowered to implement a 
room clear if they determine it is appropriate based on the situation and the information they 
have at the time. 

1. All employees are empowered to and should be prepared to implement a room clear 
for situations where students and/or staff appear to be in danger or to enable the 
employee(s) to better manage an incident by moving students from the area. 

2. Students should be instructed to move to their designated buddy room or to name a 
suitable alternate location such as the office, media center etc. Staff should begin the 
instructions with the phrase room clear and then provide additional instructions as 
appropriate to the situation. 



3. Students should be told to stay together and to notify staff at the shelter site of the 
incident requiring the room clear. 

4. When practical, staff should instruct students to utilize the fast walk. If appropriate for 
dire emergencies, students should be instructed to run to safety. 

5. Notify front office staff of situation as soon as it is practical. 
6. If  students are sent to your room for a room clear: 

Implement the appropriate type of lockdown action steps if danger from an 
aggressor is perceived. 
Notify the main office of the situation. 

Create a list of all students sent to your room and e-mail it to the main office. 
Sexual Assault 

Sexual Assault is the common terminology for incidents of a sexual nature. The associated 
crime is Sexual Battery. The crime of Sexual Assault occurs when an individual who is 
exercising “custodial authority” (Teacher/Student) over another individual batters (touches) 
that individual in a sexual manner. The most important aspect of investigating a sexual 
crime is to allow the professionals to question and investigate the crime. 

Top Level Response  
1. Determine whether or not the Crisis Response Team should be activated or simply 

briefed. 
2. Implement notification for the Crisis Response Team. 
3. Once the situation has stabilized, obtain more detailed briefing from on-site personnel. 
4. Brief the Communications Director of the situation. 
5. Notify administrators at other schools if and as appropriate to the situation. 6. Brief 

board chair if appropriate. 

Lead Administrator/Crisis Response Team  
1. Notify Campus Police 
2. Notify Director of Safety and Security 
3. Attempt to dissuade the victim from washing, cleaning up or use of the restroom if 

possible. 
4. Attempt to provide the victim with privacy. 
5. Secure the crime scene. 
6. Instruct staff not to use the victim’s name on walkie-talkies and not to release the 

victim’s identity to anyone other than law enforcement officials. 
7. Remember that sexual assaults are very serious crimes. Do not attempt to conduct an 

investigation, question victims, witnesses or suspects and do not disturb any potential 
physical evidence. 

8. Keep reported victim(s), suspect(s) and witnesses separated. 
9. Assist public safety officials as requested. 
10. Implement media protocol, if needed. 
11. Close facility, if needed. 



 

 

12. Notify the Central Office, if appropriate.   
13. Implement the media protocol.   

Faculty & Staff Response   
1. Notify the lead administrator/main office.   
2. Attempt to dissuade the victim from washing, cleaning up or use of the rest room, if 

possible.   
3. Attempt to provide the victim with privacy.   
4. Secure the crime scene.   
5. Do not use the victim’s name on walkie-talkies or release the victim’s identity to 

anyone other than the lead administrator or law enforcement officials.   
6. Remember that sexual assaults are very serious crimes. Do not attempt to conduct an 

investigation, question victims, witnesses or suspects and do not disturb any potential 
physical evidence.   

7. Assist public safety officials as requested.      



 

 

Use of Weapons   
   

OCGA 16-11-127.1 defines a weapon as “ any pistol, revolver, or any weapon designed or 
intended to propel a missile of any kind, or any dirk, bowie knife, switchblade knife, ballistic 
knife, any other knife having a blade of two or more inches, straight-edge razor, razor blade, 
spring stick, knuckles, whether made from metal, thermoplastic, wood, or other similar 
material, blackjack, any bat, club, or other bludgeon-type weapon, or any flailing instrument 
consisting of two or more rigid parts connected in such a manner as to allow them to swing 
freely, which may be known as a nun chahka, nun chuck, nunchaku, shuriken, or fighting 
chain, or any disc, of whatever configuration, having at least two points or pointed blades 
which is designed to be thrown or propelled and which may be known as a throwing star or 
oriental dart, or any weapon of like kind, and any stun gun or taser.   

   
From a School Based Discipline (Evidentiary) standpoint, Possession of a Weapon is limited 
to firearms.   

   
Top Level Response   

1. Office of Safety and Security determines whether or not the Crisis Response Team 
should be activated or simply briefed.   

2. Implement notification for the Crisis Response Team.   
3. Once the situation has stabilized, obtain more detailed briefing from onsite personnel.   
4. Notify transportation department to prepare for implementation of off-site family 

reunification protocol if needed.   
5. Contact local law enforcement, as applicable.   
6. Notify facilities department to prepare for facilities operations if needed.   
7. Brief the Communications Director of the situation.   
8. Notify administrators at other schools if and as appropriate to the situation. 9. Brief 

board chair if appropriate.   
   

Lead Administrator/Crisis Response Team   
1. Make a rapid assessment of the situation and determine whether an Emergency 

Lockdown, Precautionary Lockdown, or a Non-Fire Emergency Evacuation is the 
safest course of action. Notify staff of the lockdown or evacuation.   

2. Notify Campus Police   
3. Notify Director of Safety and Security.   
4. Do not attempt to verify that a weapons assault has taken place prior to making this 

decision, even a brief delay could result in avoidable injuries or loss of life.   
5. Use external public address or bullhorns as appropriate to notify staff and students who 

are outdoors.   
6. As safely as possible, see that staff carry out steps listed in the “Faculty & Staff 

Response” section.   



 

 

7. Determine within the first five to ten minutes if the family reunification protocol 
should be implemented. If the decision is made to do so, implement the family 
reunification protocol.   

8. Implement the media protocol.   
9. Notify Central Office, as appropriate.   
10. Implement the media protocol.  Faculty & Staff Response   
1. Follow Emergency Lockdown or Non-Fire Emergency Evacuation protocol as 

directed. If you witness a weapons use incident, follow the most suitable procedure 
(lockdown or evacuation from the area) and notify the lead administrator as rapidly as 
is safely possible.   

2. When it is safe to do so, attempt to obtain the names and locations of any violators, 
witnesses and victims from students under your care. As soon as it is practical to do so, 
forward this information to the lead administrator or responding public safety officials.   

3. If possible, secure any victims to protect them from further harm.   
4. It is normally best not to attempt to confront or disarm anyone who is in possession of 

any weapon as you may risk serious bodily harm and further escalation of the 
situation. It is normally preferable to move students under your care away from armed 
individuals unless you feel that it will escalate the situation or place them in greater 
danger.   

5. If the weapon(s) have been dropped or discarded, secure the area where it is located, 
but it is normally best not to attempt to handle it yourself. Notify the lead administrator 
or responding public safety personnel.   

6. Remember that a weapons use scene is a crime scene. No attempt should be made to 
clean up blood or other evidence without the approval of the senior law enforcement 
official.   

7. Remember that there may be hazards from blood or other bodily fluids at the scene.   
   
   

Utility Failure   
   

Bibb County School District utilizes water provided by the Macon Water Authority, electricity 
provided by Georgia Power, natural gas (in some locations) provided by Atlanta Gas Light, 
and telephone/data provided by various providers. Each school’s administrator should know 
their service providers.   

   
Top Level Response   

1. Office of Safety and Security determines whether or not the Crisis Response Team 
should be activated or simply briefed.   

2. Implement notification for the Crisis Response Team.   
3. Once the situation has stabilized, obtain more detailed briefing from on-site personnel.   
4. Notify transportation department to prepare for implementation of off-site family 

reunification protocol if needed.   
5. Notify facilities department to prepare for facilities operations if needed.   



 

 

6. Brief the Public Information Officer of the situation.   
7. Notify administrators at other schools if and as appropriate to the situation. 8. Brief 

board chair if appropriate.   
   

Lead Administrator/Crisis Response Team   
1. Contact the local service provider.   
2. Contact Campus Police   
3. Contact Director of Safety and Security 4.  Notify staff.   
5. Determine if it is safe to conduct normal activities, and notify staff of the appropriate 

course of action.   
6. If appropriate, implement the Evacuation Protocol.   
7. If appropriate, implement the Family Reunification Protocol.   
8. If water or sewage pipes have broken or are leaking, take steps to reduce water damage 

and to prevent contamination.   
7. In the event of a gas leak, order an evacuation and open windows. Use bomb threat 

evacuation sites – if possible at least 1,000 feet from the building. Shut off back any 
back-up generators before switching off other utilities. Remind staff to shut off any 
welding tanks and laboratory burners and instruct staff not to turn any light switches 
on or off. Do not allow the use of open flames such as matches or candles due to 
possible gas leaks in the area.   

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

9. Notify Central Office, if appropriate.   
10. Implement the media protocol.   

   
Faculty & Staff Response   

1. Notify the lead administrator of the utility failure.   
2. Consult with the lead administrator as to the safety of continuing normal activities as 

appropriate.     
Chemical/Hazardous Materials Release Incidents   

   
During use, processing or transporting of chemical or hazardous materials, accidents may 
occur that will expose the facility to the dangers of contaminants. In this situation, the 
chances of illness are decreased when people know what to do and how to protect 
themselves. In addition, individuals or groups could cause the release of chemical or 
hazardous materials through a variety of means including an explosive device. Air, water, 
and food borne deliveries are also possible.   

   
Top Level Response   

1. Office of Safety and Security determines whether or not the Crisis Response Team 
should be activated or simply briefed.   

2. Implement notification for the Crisis Response Team.   



 

 

3. Once the situation has stabilized, obtain more detailed briefing from on-site personnel.   
4. Notify transportation department to prepare for implementation of off-site family 

reunification protocol if needed.   
5. Notify facilities department to prepare for facilities operations if needed.   
6. Notify administrators at other schools if and as appropriate to the situation. 7. Brief 

board chair if appropriate.   
   

Lead Administrator/Crisis Response Team:   
1. Call Campus Police   
2. Call Director of Safety and Security   
3. The Crisis Response Team will normally instruct the lead administrator or the person 

in charge to take the action deemed most appropriate.   
4. In case of imminent danger, in which the Crisis Response Team has not yet arrived, the 

lead administrator or his/her designee must decide to evacuate or assemble personnel 
indoors and conduct shelter-in-place activities.   

5. Make announcement to implement either shelter-in-place or emergency evacuation via 
the intercom system. Use external public address or bullhorns as appropriate to notify 
staff and students who are outdoors.   

6. Follow-up action will be determined by the Crisis Response Team in coordination with 
facility officials, and may include but is not limited to: o Facilitating evacuation to a 
safe family relocation site. o Determining the relocation site.   
o Dispatching buses or other vehicles to move members and staff to the relocation site. 
o Releasing information to parents/public.   

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

8. Initiate early/late opening and/or closing of the facility, as necessary.   
9. If students and/or staff members have been exposed to dangerous liquids, gases or 

other substances, public safety officials may institute mass decontamination measures. 
These measures may include dry decontamination which involves affected individuals 
removing their clothing and personal items (privacy kits may be on hand from  
emergency responders) or wet decontamination which involves portable showering or  
hosing systems. Work with public safety officials to assist them in rapidly 
decontaminating affected individuals.   

10. Notify Central Office, as appropriate.   
11. Implement the media protocol.   

     
Faculty & Staff Response   

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

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



 

 

3. In the event that it is dangerous to evacuate the facility and the facility property, 
including athletic areas outside, conduct shelter-in-place protocol.   

a. Secure the buildings, including closing windows and doors.   
b. Shut off all heating, cooling, and / or ventilation systems.   
c. Cut “OFF” all motors, fans, and appliances.   
d. If appropriate to your situation because you can feel air flow, place wet towels 

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

e. Please refer to the “Shelter-In-Place Protocol” for further information.   
4. Be prepared to render first aid, if necessary.   

   
References: American Red Cross (ARC), the Georgia Emergency Management Agency 
(GEMA), Jane’s Chemical – Biological Defense Guidebook, and Jane’s Chem-Bio Handbook.   

Radiological Release Incidents   
   

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

   
Possible indications of a radiological attack include:   

 Unusual numbers of sick or dying people or animals.   
 Radiation exposure symptoms include reddened skin and in severe cases, vomiting.   
 Casualties may happen hours, days or weeks after an incident.   
 Time elapsed between exposure and appearance of symptoms depends on the material 
used and dosage of exposure.   

 Unusual metal debris which could indicate devices or munitions-like material.   
 Radiation symbols on containers.   
 Heat-emitting materials without any visible energy source.   
 Glowing material or particles including Radio luminescence and/or colored residue at 
the scene.   

   
Source: Jane’s Unconventional Weapons Response Handbook.   

   
Top Level Response   

1. Office of Safety and Security implements notification for the Crisis Response Team 
and provides an emergency briefing.   



 

 

2. Once the situation has stabilized, obtain more detailed briefing from on-site personnel 
as well as from local and state emergency management agencies.   

3. Notify transportation department to prepare for implementation of off-site family 
reunification protocol if needed.   

4. Notify facilities department to prepare for facilities operations if needed.   
5. Brief the Communications Director of the situation.   
6. Notify administrators at other schools and departments.   
7. Brief board chair if appropriate.   
8. Implement the media protocol.   

Lead Administrator/Crisis Response Team:   
1. The Crisis Response Team will normally instruct the lead administrator or the person 

in charge to take the action deemed most appropriate.   
2. In case of imminent danger, in which the Crisis Response Team has not yet arrived, the 

lead administrator or his/her designee must decide to evacuate to a remote location 
outside the affected area or to assemble personnel indoors and implement the shelter- 
in-place activities.   

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

4. If a suspected releases occurs inside the school, it may be appropriate to evacuate the 
facility and to initiate the Remote Evacuation and Family Reunification protocol.   

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

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

b. Decontamination of students and staff by public safety personnel.   
c. Determining the relocation site.   
d. Dispatching buses or other vehicles to move members and staff to the 

relocation site.   
e. Releasing information to parents/public.   

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

7. Initiate early/late opening and/or closing of the facility, as necessary.   
8. If students and/or staff members have been exposed to dangerous liquids, gases or 

other substances, public safety officials may institute mass decontamination measures. 
These measures may include dry decontamination which involves affected individuals 
removing their clothing and personal items (privacy kits may be on hand from 
emergency responders) or wet decontamination which involves portable showering or  
hosing systems. Work with public safety officials to assist them in rapidly 
decontaminating affected individuals.   

9. Notify Central Office, if appropriate. 10. Implement the media protocol.   
   



 

 

Faculty & Staff Response   
1. Call or take directions from the lead administrator, Crisis Response Team 

representative or local emergency management officials immediately. Listen to 
emergency alert broadcasts on available media, and follow the instructions given.   

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

3. In the event that it is dangerous to evacuate the facility and the facility property, 
including athletic areas outside, conduct shelter-in-place protocol.   

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

   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   

References: American Red Cross and the Georgia Emergency Management Agency.   
Suspected Biological Incident   

   
Top Level Response   

1. Office of Safety and Security determines whether or not the Crisis Response Team 
should be activated or simply briefed.   

2. Implement notification for the Crisis Response Team.   
3. Once the situation has stabilized, obtain more detailed briefing from onsite personnel.   



 

 

4. Brief the Public Information Officer of the situation.   
5. Notify administrators at other schools if and as appropriate to the situation. 6. Notify 

the Centers for Disease Control. 7.  Brief board chair if appropriate.   
   

Lead Administrator/Crisis Response Team   
1. Contact local public health officials via calling 911 and obtain instructions and 

decontamination information.   
2. Notify Campus Police, the Central Office, and public safety officials of the situation.   
3. Contact local hospitals to report situation, if appropriate.   
4. Brief staff as quickly as it is safe to do so. You may do so in several ways depending 

on your situation. Staff may be notified in person, via intercom, by phone, by pager or 
by e-mail.   

5. Advise staff and students not to eat, drink or touch any food or beverage or to consume 
food or beverage from containers that could be contaminated.   

6. Contact parents and notify them of the situation, as appropriate. 7. Implement the 
media protocol.   

   
Faculty & Staff Response   

1. Follow instructions of public health officials and lead administrator.   
2. Decontaminate as appropriate (specific procedures will be provided by public health 

and or fire dept/EMS).   
3. Assist in hospital transportation procedures, if necessary.   
4. Assist in epidemiological investigation, as necessary.   
5. Assist Medical Officials in treating staff and students as required.   


