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Carl Keen CTE Center Individual Crisis Team Members 
 

 Role Name Phone # 

1 Team Leader Triccia Hudson* 662-645-9880 

2 Phone Supervisor Ladajah Jones* 662-351-9107 

3 Attendance Supervisor Jasheba Baltimore* 662-902-2050 

4 First Aid Supervisors 

Melissa Banks* 

Nyjuria Johnson* 

662-624-1834 

662-907-0211 

5 911 Liaison Triccia Hudson* 662-645-9880 

6 Traffic Control Monitor Rosalind Williams 662-645-9397 

7 Parent Contact Supervisor(s) 

Jasheba Baltimore*  

Ladajah Jones* 

662-902-2050 

662-351-9107 

 

*Denotes Personnel with CPR Training/Certification 
 

Personnel with Keys 

 
Master Keys CTE Director, Triccia Hudson 

Custodian, Rosalind Williams 

Administrative Assistant, Ladajah Jones 

 

Important District Phone Numbers 
 

Superintendent Dr. Toya Matthews 662-627-8500 Ext. 1023  

662-645-7704 (Cell) 

Assistant 

Superintendent/Curriculum 

Coordinator/Crisis Coordinator  

Mr. Herbert Smith 662-627-8500 Ext. 1042  

662-645-3653 (Cell) 

Director of Maintenance and 

Transportation 

Dr. Clarence Hayes 662-627-8500 Ext. 1006 

662-902-9304 (Cell) 

CMSD Police Department Chief Earnest Moore 662-902-4725 (Cell) 

Clarksdale High School Dr. Vernita Burnett 662-627-8530 Ext. 11111 

662-645-4774 (Cell) 

J.W. Stampley Ninth Grade 

Academy 

Mr. Deshun Readus 662-627-8570 Ext. 1800 

662-645-9818 (Cell) 
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Community Emergency Numbers 
 

Clarksdale Police Department 662-621-8154 

Clarksdale Fire Department/Fire Chief 662-627-8484/662-627-8444 

Coahoma County Sheriff’s Department 662-624-2411 

National Weather Service 601-936-2189 

Ambulance, Fire, Police 911 

Coahoma County Emergency Management Agency 662-624-3041 

F.B.I. 601-948-5000 

Mississippi Highway Patrol 601-987-1212 
 

Health 
 

Northwest Mississippi Regional Medical Center 662-627-3211 

American Red Cross (Mississippi) 601-378-3245 

Poison Control Center 800-256-9822 

Coahoma County Health Department 662-624-3050 
 

Utilities 

Clarksdale Public Utilities (Water and Light) 

Atmos Energy (Gas Company) 

Clarksdale Public Works 

 

Other Important Numbers 
 

Crime Stoppers Hotline 800-222-8477 

Region I Mental Health Center 662-627-7267  

After Hours Hotline:  

1-888-404-8002 

Rape Crisis Hotline (24 hrs.) Jackson 601-960-1234 

Animal Shelter 662-627-7870 

Coahoma County Department of Child Protective Services 800-222-8000 
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Responsibilities of Personnel During and After Emergency 
 

Principals/CTE Director (MS code 37-9-15) 

The principal/designee is responsible for the overall direction of emergency procedures at the 

school site.  The principal/director will: 

● Develop an emergency procedures plan designated to minimize injury and the loss of life 

and to protect property for his or her school site. 

● Arrange for a faculty meeting during the first month of school for the purpose of 

reviewing the validity of the plan and to update the staff regarding new procedures. 

● Post in the school office a chain of command including the names and phone numbers of 

the persons to succeed the principal in the event of his or her absence or incapacitation. 

➢ Principal/Director 

➢ Counselor 

➢ Secretary 

● Maintain a list of first aid providers (Health Science & Sports Medicine Instructors). 

● Direct evacuation of building in accordance with procedures.  

● Arrange for transfer of students and other individuals when their safety is threatened by a 

disaster. 

● As certain names of injured and send staff member with students if transported from 

school. 

● Keep the names of students who are picked up by parents or persons acting for the 

parents. 

● Notify the superintendent’s office. 

● Prepare fact sheet to help those answering phones. 

● Communicate event to district media spokesperson. 

● Notify first aid providers to report to the site of emergency. 

● Take any other steps deemed necessary to ensure the safety of students, staff, and other 

individuals. 

● Maintain control and accountability of students and staff. 

● Assist as directed by the superintendent. 

 

Teachers 

 

Teachers will: 

● Provide for the supervision of students and will remain with students until directed 

otherwise. 

● Direct evacuation of students in their charge to designated areas in accordance with the 

school crisis response plan. 

● Render first aid if necessary. 

● Take grade book and call roll after evacuation. 

● Report missing students and staff to principal/director. 

● Assist as directed by the principal/CTE Director 

Counselors 
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CTE Counselor will: 

● Maintain a list of high-risk students throughout the year. 

● Identify ‘at risk’ students in current emergency. 

● Provide assistance to students and staff. 

● Communicate with parents. 

1.  Phone calls should be brief and professional. 

2. Use lists to contact parents of the students involved. 

3. Give them factual information. 

4. Provide them with the locations on campus that they have access to. 

5. Give them the names of the spokesperson that will be keeping them informed 

once they have arrived on campus. 

6. Advise them to only give information to school and EMS officials. 

● Designate a location for a counseling center. 

● Assist as directed by the principal/CTE Director. 

 

Custodians/Maintenance 

Custodians/Maintenance will: 

● Be responsible for the use of emergency equipment, for the handling of school supplies, 

and for the safe use of available utilities. 

● Survey and report damage to the principal/CTE Director. 

● Assist rescue operations as directed. 

● Assist fire-fighting efforts until regular fire-fighting personnel take over. 

● Control main shut-off valves for gas, water, and electricity and ensure that no hazard 

results from broken or downed lines. 

● Assist in disbursement of supplies and equipment. 

● Conserve usable water and other supplies. 

● Assist as directed by the principal/CTE Director. 

 

Secretary 

The secretary will: 

● Be responsible for reporting emergency.  Call 911.   

● Take enrollment cards and sign-out sheets for off-site student release. 

● Serve as Recorder. 

● Utilize telephones and monitor emergency radio broadcasts. 

● Assist as directed by the principal/CTE Director

Central Office Staff 

The central office staff will: 

● Assist in all emergencies. 

● Set up an emergency communication post at the central office. 

● The central office will notify the proper MDE departments. 

 



9 
 

 

School Nurse 

The school nurse will: 

● Report to the emergency scene. 

● Provide first aid services to injured/casualties in a secure location. 

● Provide information to school officials. 

● Provide information to emergency personnel. 

● Assist as directed by the principal/CTE Director. 

● Establish triage as needed and coordinate medical evacuation. 

 

School Resource Officer 

 

The SRO/SSO School Resource Officer will: 

• Report to the emergency scene. 

• Help control the flow and direction of traffic. 

• Help secure students, staff, and visitors involved with the emergency. 

• Help conduct interviews with witnesses and those involved with the crisis. 

• Assist as directed by the principal/CTE Director.  

  

GENERAL CRISIS PROCEDURES 

1. Call 911.  

2. Give the police your name, school name and location, and situation and then stay on the 

line.  

3. Announce Code, repeat 3 times.  Stay calm.  

4. Designate command center to a Crisis Response Team through 2-way radios/individual 

room calls.  

5. Secure the Crisis Response Team (CRT) binder and set the plan in action according to the 

situation at hand.  

6. Call the Superintendent’s office at 662-627-8500.  

7. If necessary, notify the Director of Maintenance of additional staff needs.                        

8. Document the entire incident. Include names, times, steps taken, and results.  Refine this 

information in the post-intervention.  

9. Conduct emergency staff meetings to facilitate the flow of information.  

 

COMMAND CENTER  

1. The site administrator conducts operations from one location and does not leave that 

location.  

2. Crisis Response Team members should report immediately to the Command Center and 

initiate responsibilities.  

3. Secure CRT binder. (This contains specific member assignments, a map of the school, an 

evacuation plan, emergency numbers, and master keys).  
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4. If EMS officials replace CRT members, they should await further instructions from the site 

administrator.  

5. Follow through with the designated PARENT waiting area.  

6. Follow through with the designated PRESS/MEDIA area.  

7. Facilitate the distribution of maps, keys, assignments, information, and communication 

devices from a central location.  

8. Facilitate district participation and flow of information with EMS officials.  

9. No unauthorized individuals should be allowed in the command center. 

 

Communication 

The superintendent will be the official spokesperson for the district.  The superintendent’s 

designee will be responsible in the absence of the superintendent.  Comments in a crisis will be 

made under the supervision of the superintendent. 

The boardroom will be the location for the emergency communication post.  Interviews will not 

be conducted at the school site.  Media permission to interview students must be given by 

parents and be conducted off site. 

 

Communication Chain of Command 

Superintendent Dr. Toya Matthews 

Assistant Superintendent/Curriculum 

Coordinator 

Mr. Herbert Smith 

Director of Maintenance and 

Transportation 

Dr. Clarence Hayes 

 

Communication is crucial during an emergency.  The mechanism for contacting members of the 

faculty and members of the crisis management team needs to be determined immediately. 

Principals should develop a “telephone tree”.  This plan should have a backup system in the 

event individuals cannot be reached or are personally involved in the crisis event.  All members 

of the faculty should have a copy of the “telephone tree” so that they can assist in contacting 

personnel and serve as backup personnel in contacting individuals.  Copies of the “telephone 

tree” should be maintained at home and at work. All Carl Keen CTE staff will be notified via 

GroupMe and/or phone.  
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Crime Scene Management 

The purpose of this policy and procedure is to secure and restrict access to a crime scene to 

preserve evidence in cases of crimes occurring on school property.  

How to avoid contaminating crime scene evidence 

Crime scenes often have some of the most important evidence, evidence that is critical in 

criminal cases. Only trained professionals should collect and preserve the evidence. Crime Scene 

Investigators say the biggest problem that they encounter is crime scene contamination.  

Therefore, before the professionals arrive, it is paramount that the crime scene remains as 

uncontaminated as possible. 

Some steps can be taken by people who are the first to arrive at the scene to help protect the 

evidence. School Resource Officers are trained by the Department of Education in securing any 

school crime scene.  

Since school employees will be first at a school crime scene, it is recommended that a person 

from a school staff be designated (CTE Director) before police arrival. 

The acronym “RESPOND” should help Clarksdale Municipal School District personnel 

remember how best to manage the crime scene to minimize contamination. The letters in the 

acronym represent the words Respond, Evaluate, Secure, Protect, Observe, Notify, and 

Document.  

Respond 

• Personal safety – Your safety comes first! You can’t help others if you are injured.  

• Organize your thoughts and formulate a plan on how to handle the situation. 

• Make mental notes of your observation.  

Evaluate 

• Evaluate the severity of the situation. Is the crime/incident in progress or not? School 

Emergency Response Team should be calling 9-1-1 if appropriate.  

• Identify all involved and uninvolved individuals in the area. Emergency response 

personnel should be offering aid to the victims.  

• Be aware of weapons and hazards. 

• Be aware of potential evidence.  

• Don’t touch anything unless necessary.  
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Secure 

• Clear away uninvolved people.     

• Establish a perimeter with survey or custodial tape, cones, and/or desks. 

• The School Resource Officer/Police/Sheriff’s Department will adjust the perimeter if 

needed.      

Protect 

• Safeguard the scene – limit and document any people entering the area.  

• Don’t use phones or restrooms within the scene area. 

• Don’t eat, drink, or smoke in the area of the scene.  

Observe 

• Write down your observations. These notes will be utilized to report crime scene 

management to responding police. Your notes could possibly be used later in criminal 

court.  

• Record detailed information – Don’t rely on memory.  

Notify 

• Call 9-1-1 (Police/Sheriff Department/EMS/Fire personnel); if not already called or 

there.  

Document 

• Take good notes – such as time, date, people at scene, weather, doors open or closed, 

lights on or off, and position of furniture.  

• Be prepared to provide notes and information to police.  
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Altercation: Violence Between Two or More Individuals  

Definition: An altercation occurs when there is a fight between two or more individuals. The 

fight might include fist fighting or the use of weapons (MS Code 97-3-7). 

Emergency Procedures: 

• Notify the principal/CTE Director immediately. 

• Walk briskly to the fight location – Do not run.  

• Ask for assistance from nearby staff members. 

• Instruct students to disperse. 

• Yell out to combatants, names and order them to stop. Use ladies or gentlemen if 

students’ names are not known. 

• Approach students from the side. Restrain in accordance with policy. Do not step 

between combatants.  

• Separate all combatants and refer to an administrator. 

• The principal/CTE Director will assess danger and request assistance from law 

enforcement if necessary.  

• All staff are obligated by law (MS Code 37-9-14) to pitch in and take an active role in 

ceasing all hostile activities.  

• The principal/CTE Director will notify the central office of all fights.  

• The principal/CTE Director will notify the police and youth court of all fights.  

• The public relations coordinator will prepare a statement for the media if needed.  

Plan of action to prevent retaliation or further campus violence: 

• Custodial staff will remove graffiti from school property. 

• Administration/faculty will enforce the dress code to reduce gang identification. 

• The principal/CTE Director will notify probation officers, if necessary. 

• The principal/CTE Director will notify parents of involved students and have them come 

to the school to discuss concerns leading to the violence.  

• The school will enforce a zero-tolerance policy concerning violence and threats of 

violence.  

• Report all rumors of violence to the principal/CTE Director.  

 

13 
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Bomb Threat 

(MS Code 97-37-21) 

Utilize Bomb Threat Report Form 

Definition: A bomb threat usually occurs when the school receives an anonymous telephone 

message advising that a bomb has been placed somewhere on the school site.  

A bomb threat may be a prelude to attempted robbery, hostage taking, kidnapping, or just a 

student trying to get out of a test at school. However, a threat must be always taken seriously.  

Most bomb threat telephone calls are very brief; the message is stated in a few words, and then 

the caller hangs up the telephone. Every effort should be made to obtain detailed information 

from the caller, such as the five questions listed below. If possible, use the BOMB THREAT 

form to record information and record identifying qualities of the caller.  

1. When is the bomb going to explode? 

2. What kind of bomb is it? 

3. What does the bomb look like? 

4. Where did you place it? Attempt to get the caller to identify the building or location. 

5. Why did you place the bomb in the school? 

Emergency Procedure: 

• The secretary will immediately notify the CTE Director of the bomb threat.  

• The secretary will document the threat (use the bomb threat checklist). 

• The CTE Director will notify law enforcement by dialing 911, and the Chief School 

Resource Officer.  

• The CTE Director will decide whether to evacuate immediately and search the facility or 

to make a preliminary search prior to any other action. 

• The principal will instruct teachers and staff as they are evacuating their classrooms and 

building that they much be watchful for anything they don’t recognize as being “normal”, 

i.e. briefcases, bags in unusual places, pipes laying in unusual places. If they don’t 

observe anything unusual in the classrooms, close the door after the last student is out. 

(The closed door will indicate to the police that nothing unusual was observed in the 

classroom) Do Not Lock the Doors! 

• The CTE Director will evacuate the building if warranted (1000 feet or more). 
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• A search team composed of police officers and staff members will conduct a visual 

search of the building and report to the CTE Director any items or containers that are 

unusual or foreign to the normal operation. Do not handle the item under suspicion.  

• The CTE Director will notify the superintendent’s office who will immediately notify the 

proper departments.  

• The CTE Director will be responsible for controlling the use of two-way radios and cell 

phones during a bomb threat.  

• The CTE Director will be responsible for developing and maintaining a visual search 

plan designed to meet the specific needs of her building. 

• The CTE Director will be responsible for conducting a search plan drill at least once each 

semester.  

• The secretary will close all vaults and secure all records.  

• The secretary will take enrollment cards and sign-out sheets for off-site student release.  

• Teachers will take class roll and notify the CTE Director if someone is missing. 

• The CTE Director will decide for the students and other personnel to re-enter the 

building. If possible, the CTE Director should seek the advice of Police/Fire departments.  

• In the case of inclement weather or delayed reentry into the school building, the CTE 

Director will notify the transportation department of the need for buses to transport 

students/staff to a predetermined location. The predetermined location is the Coahoma 

County Expo Center. The superintendent/designee must be informed prior to moving 

students/staff to predetermined location.  

• The public relations coordinator will prepare a statement for the media.  

• The CTE Director will prepare fact sheet to help those answering phones.  

What not to do if a bomb is found: 

• Do Not touch suspected explosives. 

• Do Not move suspected bombs.  

• Do Not place the suspected bomb in water. 

• Do Not cut or pull any wires attached to suspected explosives.  

• Do Not attempt to cut strings, pull fuses, or release hooks attached to a suspected device.  

• Do Not use or pass metallic tools near suspected bombs. 

• Do Not smoke or allow open flames near suspected bombs.  

• No Not use two-way radio or cellular phones near the scene of a suspected bomb.  

• Do Not investigate a suspected bomb too closely. Leave that to the experts. 

What to do if a bomb is found (MS Code 97-37-25) 

• Evacuate the area IMMEDIATELY according to the school plan. 

• Secure a perimeter of 1000 feet or more around the location. 
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• Call 911. Make sure the 911 operators understand that you have located a suspected 

explosive device. If possible, stay on the line until you are instructed to disconnect by the 

911 operators.  

• The CTE Director will notify the superintendent’s office who will immediately notify the 

proper departments. 

• Members of the explosive ordinance disposal team will remove the bomb.  

• The CTE Director will document actions and decisions concerning the bomb incident.  
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“LOCKDOWN”  
DURING LOCKDOWN 

1 This procedure will be utilized in situations where the safety and will-being of students, faculty, and staff 

are threatened by an unwanted intruder, a weapon on campus, suicide attempt, hostage situation, 

abduction, or other unwanted events that have a profoundly negative affect on the school population.  

2 SIGNAL: An announcement over the intercom with the wordage “LOCKDOWN” will initiate the lock 

down procedure. BE SURE all other Crisis Team Members ARE “ALL” ADVISED.  Contact Local 

Law Enforcement immediately. SRO will give a follow-up contact to the aforementioned as well.  

3 Team Leader will contact School Resource Officer.    

4 Team Leader along with School Resource Officer will ensure that no STUDENTS/FACULTY/STAFF 

are in hallways if safe, with the only confronting of INTRUDER to be done by SCHOOL RESOURCE 

OFFICER//LOCAL LAW ENFORCEMENT ONLY!!!!!!!! 

5 ACTIONS: NO MOVEMENT BY ANYONE WITHIN BUILDING UNTIL SRO or LAW 

ENFORCEMENT GIVES ALL CLEAR 

 

POST LOCKDOWN 
Team Member Responsibility 

2- Team Leader ● Will begin evacuation of building following the same plan for Bomb 

Threat, Fire, Gas Leak or Any Other Signal Requiring the 

Evacuation with the only exception being “ALL” subjects leaving 

building exit with HANDS on their HEADS or OVER THEIR EYES 

ONE HAND EXTENDED IN FRONT. 

● These CRT Member’s shall retrieve EMERGENCY EVACUATION KIT 

and proceed to designated reunification area. Teachers shall remain with 

their students in the designated area until notified by 

administrator/SRO/local law enforcement. 

3- Phone 

Supervisor 

4- Attendance 

Supervisor  

● These CRTM’S shall retrieve ALL attendance that has been recorded by 

teachers on the PERIOD ABSENTEE FORMS for collection.  

● Teachers shall remain with their students in the designated area until 

notified by Administrator/SRO/Local Law Enforcement. 

5- First Aid 

Supervisor 

 

● Will set up TRIAGE in designated area.  All injured will be escorted to 

that area by Faculty Designees 10-12 if moveable.  

● Distribute trauma kits as needed. 

● Will provide water and any needed nutrition for needed.  Additional staff 

will assist.    

6- 911 Liaison  ● Will assist the SRO/SSO/LOCAL LAW ENFORCEMENT 

7- Traffic Control 

Supervisor 

● Oversee bus evacuation if necessary.  

● Get drivers to parking lot and communicate with transportation department to 

determine availability of buses. 

8- Parent Contact 

Supervisor 

● Will ensure that parents have necessary information to retrieve their child and 

any information that may be useful for follow up. 

10-12 Faculty 

Designees 

 

● Will ensure that their wing of the building has been evacuated. 

● Will collect attendance information from teachers on their wing and submit 

them to attendance supervisor. All students must be accounted for whether 

they are absent or present. 

● Will ensure ALL injured be taken to the triage area for medical attention.  

These members will also disseminate the Site Status Report/Missing/Injury 

Report to ALL teachers displaying a “RED” card. These members will also 

double check student and staff counts. 
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 “INCLEMENT/BAD WEATHER” 

 
Tornado, Earthquake, Severe Thunderstorm or Any Other Signal Requiring 

Taking Cover to Avoid Injury  

 
Team Member Responsibility 

2- Team Leader 

 
● This member is responsible for communication with Central Office of 

emergency at hand. 

● Securing emergency kit.  

● Team Leader at this point will announce to the students, faculty, and staff.  

● SIGNAL: A “Verbal Command” announcing over the intercom, or any other 

effective means of communication what type of weather condition will be given 

over the intercom/other means of communication.      

● If “EVACUATION” is needed protocol for “EVACUATION” will be 

implemented at that time.   

● The command center (EOC) will become the Main Office Area or Rear Office 

Area or other designated area. 

3- Phone 

Supervisor 

4- Attendance 

Supervisor 

● These CRTM’S shall retrieve ALL attendance that has been recorded by 

teachers on the PERIOD ABSENTEE FORMS for collection. Teachers shall 

remain with their students in the designated area until notified by 

administrator/SRO/local law enforcement. 

● Reunifications Sites will be under the direction of District Office, Chief School 

Resource Officer, and Law Enforcement Personnel. 

5- First Aid 

Supervisor 

6- 911 Liaison 

● Will set up TRIAGE in area documented.  If sheltered in place triage will be 

across from library All injured will be escorted to that area by Faculty 

Designees if possible.   

● Injured who are unable to move will be treated by emergency personnel. 

The location of these injured persons needs to be communicated as early as 

possible to first responders. 

● Will provide water and any needed nutrition for those in need.  

7 Transportation ● Along with other custodians will evaluate the building for further damages and 

use the site status report/missing/injury report structural damage section.  

● Make sure that exits are not damaged to evacuate safely.  

● Assist and oversee bus evacuation if necessary. 

10-12 Faculty 

Designees 
● Will turn their classes over to an adjacent teacher and move to the Main Office 

area receiving parents to sign for their child. 

● Will ensure ALL injured be taken to the triage set up in the assigned area for 

medical attention.     
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ADDITIONAL UNIQUE THREAT 
 

Team Member Responsibility 

2- Team Leader ● This member is responsible for contacting the Superintendent of emergency at 

hand. 

● Securing emergency kit.  

● at this point will announce to the students, faculty, and staff. 

● SIGNAL: A “Chemical Emergency” announcing over the intercom, or any 

other effective means of communication. 

● SHELTER IN PLACE AND EVACUATE WHEN ADVISED BY THE 

LOCAL CIVIL DEFENSE IF NEEDED.      

● If “SHELTERED IN PLACE” command center will become the Main Office 

Area. 

● Team Leader along with School Safety Officer will ensure that no STUDENTS 

are released to ONLY documented parent/guardian/designated adult of parental 

signed designee.  

● CAUTION/STANDBY SHALL BE INITIATED AT THIS TIME AND 

STAY IN EFFECT     

● Triage will be held in the Health Science Classroom.    

3- Phone 

Supervisor 

4- Attendance 

Supervisor 

● These CRTM’S shall retrieve ALL attendance that has been recorded by 

teachers on the PERIOD ABSENTEE FORMS for collection. Teachers shall 

remain with their students in the designated area until notified by 

administrator/SRO/SSO/local law enforcement. 

● Reunifications Sites will be under the direction of District Office, School Safety 

Officer, and Local Law Enforcement. IF ORDER TO RELOCATE 

STUDENTS IS GIVEN TEAM LEADER, SCHOOL SAFETY OFFICER, 

AND 911 LIAISON WILL NOTIFY SCHOOL RESOURCE, CIVIL 

DEFENSE DIRECTOR, LOCAL LAW ENFORCMENT AND MAKE A 

DETERMINATION AT THAT POINT. 

5- First Aid 

Supervisor 

● Will set up TRIAGE in area adjacent to reunification area. If need is strong 

enough to evacuate away from chemical spill, then evacuation from area will 

proceed with caution. 

7- Transportation 

Supervisor 

 

● Along with other custodians will ensure all doors are closed and windows are 

DOWN in all classrooms.    

● Will ensure ALL students and staff are accounted for by physically checking 

entire school site inside only.  Gather ALL documentation to support this.  

ONLY AFTER ALL CLEAR 

8- Parent Contact 

Supervisor 

● Will inform office staff of what information to provide to parents when 

they call. (As dictated from Central Office) 

9- School 

Resource Officer 

● Help direct emergency personnel as necessary. 

● Attend to any direct threat and administer first aid as necessary. 

10-12- Faculty 

Designees  

 

● Will ensure ALL injured be taken to the triage set up in the designated area for 

medical attention if needed. 

 

CAUTION/STANDBY 

This code alert will be utilized in the event there is a potential crisis. Lock doors and all staff and students are 

advised to be on standby and wait for further instructions. Teachers shall follow Lockdown procedures 

however they will not turn off lights or place students in a hiding position, they will resume teaching. 

 

All available CRT members shall report to the designated EOC for instructions. 
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EVACUATE/FIRE 
When the fire alarm sounds, or you are directed by an authorized announcement to 

do so: 
1. Evacuate the building using emergency exit routes. Know and be prepared to use 

alternate routes if necessary. 

2. Move students in an orderly fashion to the designated evacuation site. (A minimum of 

500 feet from the building required in a fire evacuation). 

3. Take your attendance book and this emergency flip chart with you. Call roll when you 

reach the designated area. (Utilize Accountability System) 

4. Report missing students or injuries to the appropriate Administrator. 

5. Follow directions of the Crisis Management Team and/or Public Safety Officials. 

 

Evacuations in Special Circumstances (e.g., bomb threats, chemical spills 

inside the building or other-directed evacuations) 
1. Follow the above steps and be prepared to move students a minimum of 1000 feet from 

the building. 

2. Circumstances may require evacuation to an off-site location; maintain control of your 

class and follow administrators’ directives. 

● ''Evacuate'' may be utilized in situations involving a bomb threat, fire, gas leak, or 

any other signal requiring the evacuation of the school building. 

● SIGNAL: An ''Evacuate'' announcement over the intercom, or any other effective 

means of communication. 

 

TEACHERS AND OTHER INSTRUCTIONAL STAFF: 

1. Move all students/adults quickly through the nearest outside door and to the designated 

area. Bring COLORED CARDS with you. Take roll as soon as possible. If all students 

are present show GREEN PAGE to designated person. If you have student(s) missing, 

hold up YELLOW PAGE. If you have an emergency or injured student, hold up RED 

PAGE. 

2. Teachers must record attendance on a Classroom Roll Sheet (print updated version 

from SAM and keep on hand with Crisis Binder) and provide it to the person 

designated to collect these forms.  

3. Teachers must remain with their students in the designated area until notified by 

administrator or police. 

 

CAUTION/STANDBY 
● This code alert will be utilized in the event there is a potential crisis. Lock doors and all 

staff and students are advised to be on standby and wait for further instructions. 
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INCLEMENT/BAD WEATHER 
● SIGNAL: A verbal command announcing what type of weather condition will be 

given over the intercom.  

When a tornado warning has been issued: 
1. An announcement will be made, or an alarm will sound. 

2. Students and staff members must evacuate normal locations and move to the shelter areas 

in the main building. 

3. Direct students to sit on the floor and wait for additional instructions. 

4. When all students have reached the shelter areas, they will be instructed to respond to a 

specific command to assume a protective posture, facing the interior walls and away from 

the direction from which flying debris would be expected to come. 

5. An appropriate command would be, “Everybody down! Crouch on elbows and knees. 

Place hands over the backs of your heads.” It is essential that this command be instantly 

understood and obeyed. 

6. Stay alert for warning signs of approaching tornado. 

7. Do not open windows. 

8. Students with physical disabilities should be safely evacuated to shelter areas and can 

remain in wheelchairs or sit in chairs if they use crutches or walkers. Due to conditions, 

they may not be able to assume the protective posture. They should be sheltered in a 

small room, such as a restroom in the middle of the school. 

 

If warning signs are present and danger is imminent: 
1. Give the command to assume a protective posture. 

2. Close all hallway and/or fire doors to limit possible wind tunnel effect. 

3. Ensure that everyone stays down in a protective posture. 

4. After the tornado or severe storm passes, instruct students to remain on floor to reduce 

risk of injury from debris and broken glass. 

5. Follow Administrator’s directions for post tornado management 
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CHEMICAL EMERGENCY (Unique Threat) 

 
● ''Chemical Emergency'' may be utilized in situations such as train derailment, 

chemical spill, etc. 

● SIGNAL:  A ''Chemical Emergency'' announcement over the intercom, or any other 

effective means of communication. 

When an announcement for all staff members to “shelter in place” is made 

proceed into the main building if you are outside or in a trailer. Do the 

following: 
1. Close all windows and doors. 

2. Shut down HVAC’s, exhaust, and/or roof ventilators. Turn off air condition or heating 

unit in room if possible. 

3. Block outside air introduction by placing towels or items in front of exterior doors, 

windows, and supply vents. 

4. DO NOT allow anyone to leave classroom until instructed to do so by administrator or 

police. 

5. If Evacuation becomes necessary, staff and students will follow Evacuation procedures if 

instructed to do so by administrator or police. 

6. Listen and follow further directions from Administrators or Public Officials. 

 

Hazardous materials indoors: 
1. Evacuate occupants to an area away from the threat area. If advised to do so by the 

School Administrators and/or Public Officials. 

2. Follow Evacuation Procedures Utilizing the Accountability System. 
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EMERGENCY DRILLS 

According to current state emergency and safety regulations, each school is required to hold a fire or tornado drill at least once each month of the 
school year.  A requirement for these drills is that they be unannounced. You will be given a copy of a diagram of the school complex illustrating 

exit paths from your classroom.  Post it by the door of your classroom.  Commit the plan to memory, along with the following exit procedures. 

 

FIRE DR  

ILL: 

1. The warning will be given by the announcer on the CTE office intercom. 

2. Students will walk swiftly out the appropriate exit(s) in an orderly manner and 

assemble beyond the first lane for traffic in the parking lot. 

3. Teachers will take their crisis manuals/rosters with them when they leave the room. 

4. After the class assembles outside, teachers will take roll and send a missing student 

report to the faculty member in charge of their exit. 

● Teacher Academy and Sports Medicine will exit through the double doors 

between the Auto shop and Teacher Academy classroom:  Students will move 

to the center parking lot and line up in ABC order.  

● Simulation and Animation Design and Culinary Arts will exit through the 

double doors of between Simulation and Animation Design and Culinary Arts. 

Move to the grassy area. Students will line up in ABC order.   

●  Health Science will exit through the double doors of the rear of the building 

and move to grassy area behind the rear parking lot.  Students will line up in 

ABC order. 

● Office, Counselor, and Student Services will exit through the front double 

doors to the faculty parking lot.  Students in these areas will move to the 

center parking lot and line up in ABC order.   

● Career Center will exit the back door and stand near the fence. 

● The following people will be responsible for making sure bathrooms and 

classrooms are clear: Sheliah Harrington—Front Office and Abraham Fox— 

Restrooms and courtyard 

● All staff should remember that an alternate route may need to be used in case 

the designated route is blocked. 

5. Students will return to their classroom immediately upon the announcement of the 

designated CTE personnel. 

TORNADO DRILL: 

1. The warning will be given by an announcement from the CTE front office. 

2. In a quiet and orderly manner, students will assume the crouched position with their 

hands on top of their heads with their backs against the wall in classrooms. 

3. Teachers will take their grade books with them when they leave the room. 

4. Students will return to their classroom immediately upon the announcement from the 

designated CTE personnel. 

EARTHQUAKE DRILL: 

1. Teachers and students will take cover under desks or under tables away from  

overhead classroom hazards and turn away from windows. 

2. Teachers and students will remain in a sheltered position for at least 60  

seconds. 
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3. Teachers will review evacuation procedures and evacuate the class to the  

designated area. 

 

Emergency Release of Students 

 
An emergency team is designated at each location for the release of students during and/or after 

an emergency. 

 

The functions of the team are as follows: 

 

1. Account for all students and staff. Get Injury and Missing Persons Report from 

each teach and report to Emergency Operations Coordinator. (see form) 

2. Check student emergency card for name of persons authorized to pick up student. 

(see form) 

3. Release student only to an authorized person. 

4. If in doubt, ask for identification. 

5. Complete Student Release Log. (see form) 
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Carl Keen CTE Center Evacuation Map with Utilities Cutoffs 
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