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Health and Safety Plan 

 
Purpose of the Plan 

The Health and Safety Plan was prepared to integrate the responses of all available PBTCC resources and 

increase the level of emergency preparedness on campus.  The plan describes the roles and 

responsibilities of departments and employees, guests and students in protecting life and property, in 

responding to the needs of those affected, and in disseminating accurate and timely information to the 

campus and the public. Its goal is to ensure an organized, structured, coordinated and caring response in 

crisis emergencies. 

 

Objectives of the Plan 

 

 To preserve life, property, and the safety of the school community; 

 To enable quick evaluation of emergency situations on campus; 

 To provide for rapid and necessary mobilization of personnel and material resources; 

 To provide appropriate victim services and lessen the impact of crises occurring on 

campus. 

Planning Assumptions 

 The Health and Safety Plan will serve as a practical guide with modifications made to meet the 

demand of each emergency. Because no plan can anticipate or predict every scenario, personnel 

must be able to quickly adapt to events as they unfold. 

 Close working relationships must be established among staff prior to a crisis situation. 

 Close working relationships must be established with appropriate external agencies prior to an 

emergency situation, i.e., local, state, and federal law enforcement, fire departments, county 

emergency management services and medical facilities. 

 All crises are newsworthy and may receive media coverage. 

   

Responsible Parties 

 Director of PBTCC – Responsible for implementation, review/evaluation & modification of plan  

 Staff -Responsible for carrying out components of plan and providing input on plan 

 Students & Guests –Responsible for actively understanding their parts of emergency & crisis 

procedures & following directions during events 

Review and Evaluation 

 Preformed during spring semester 

 New manual distributed July/August each year 
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GAS ODOR/LEAK 

All school personnel, including cafeteria managers and custodians, shall immediately 
report any gas odor or suspected gas leak to the principal. If an odor is detected outside the 
building, it may not be necessary to evacuate. 

STAFF ACTIONS: 
 Notify principal. 
 Move students from immediate vicinity of danger. 
 Do not turn on any electrical devices such as lights, computers, fans, etc. 
 If odor is severe, leave the area immediately. 
 If the building is evacuated, take student attendance and report any missing 

students to Principal/Site Administrator. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 If gas leak is internal, evacuate the building immediately. 
 Call 911. 
 Notify utility company. 
 Determine whether to move to alternate building location. 
 If extended, stay outdoors in inclement weather, contact transportation to provide 

bus to transport students to partner school or shelter students on buses. 
 Do not return to the building until it has been inspected and determined safe by 

proper authorities 
  

GUEST/STUDENT 
 

 Follow instructions of Faculty Member or Staff Member in Area.  
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UTILITY FAILURE 

Failure of any of the utilities (electricity, gas, water) during school hours constitutes a 
condition that must be dealt with on a situational basis. Advance notice may be received 
from a utility company regarding loss of service. In many cases, such loss of service will be 
of short duration and require no special action other than notifying staff of the temporary 
interruption of service. 

STAFF 
 

 Notify Administration of PBTCC/PBR-1 Schools 
 

PRINCIPAL/SITE ADMINISTRATOR: 
 Notify central administration and maintenance supervisor. 
 Notify utility company. Provide the following information: 

o Affected areas of the school site. 
o Type of problem or outage. 
o Determine expected duration of the outage, if known. 
o Determine length of time service will be interrupted. 

 Determine desired action, which may include: 
o Relocation of students and staff. 
o Notification of parents. 
o Alternate food service. 

 If disruption in service will severely hamper school operation, notify students and 
staff by appropriate means. 

o Use messengers with oral or written word as an alternate means of faculty 
notification. 

 Notify District Office of loss of service. 
 Implement plan to provide services without utilities or with alternate utilities. 
 If outage is expected to last more than 5 hrs, then notify city, county EMA. 
  
  

GUEST/STUDENT 
 

 Follow instructions of Faculty Member or Staff Member in Area   
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LOCKDOWN 

LOCKDOWN differs from SHELTER-IN-PLACE because it does not involve shutting down 
the HVAC systems and does not allow for the free movement within the building. 

ANNOUNCEMENT: 
 Make an announcement in person directly or over the public address system: 
 Example: 

“Attention please. We have an emergency situation and must implement LOCKDOWN 
procedures. Students go immediately to the nearest classroom. Teachers lock classroom 
doors and keep all students inside the classroom until further notice. Do not open the door 
until notified by an administrator or law enforcement.”  

STAFF ACTIONS: 
 If it is safe to clear the hallways, bathrooms and open areas, direct students to the 

closest safe classroom. 
 Immediately lock doors and instruct students to lie down on the floor. 
 Close any shades and/or blinds if it appears safe to do so. 
 Remain quiet and calm in the classroom or secured area until further instructions 

are provided by the principal or law enforcement. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Integrate into a unified command structure (Fire, Police, E.M.T.) 
 Call 911. Provide location, status of campus, all available details of situation.  
 When clearance is received from appropriate agencies, give the ALL CLEAR 

instruction to indicate that it is safe to unlock the doors and return to the normal 
class routine. 

 Send home with students a brief written description of the emergency, how it was 
handled and, if appropriate, what steps are being taken in its aftermath. 

STUDENT/GUEST ACTIONS: 
 Move quickly and quietly to the closest safe classroom. 
 If rooms are locked, immediately hide in the closest safe zone: bathroom, janitorial 

closet, office area, library. Lock the door or move furniture or trash can to bar access 
to the room. Remain quiet until further instructions are provided by the principal or 
police. 

HARD LOCKDOWN 

Hard lockdown implies that imminent danger is known. An initiation of a lockdown will be 
given via the PA system. 

CRITICAL INFORMATION 
 Students/Guests and staff in the cafeteria, library, media center, computer rooms, or 

gymnasium will remain in the room and the doors will be locked. 
 Clear students/guests from the hallway immediately. 
 Close and lock all doors and windows. 
 Move students/guests away from windows and doors. 
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 Account for students. 
 Turn off lights and close blinds.  
 Teachers and students/guests should remain quiet. 
 Ensure all persons remain in safe areas until “all clear” is given by administrator or 

emergency responders.  
 Prepare for RUN HIDE FIGHT. 
 Turn off cell phones. 
 Document actions taken. 

SOFT LOCKDOWN 

A Soft Lockdown is employed when there is a threat outside the school but no immediate 
threat to the students inside the school. 

CRITICAL INFORMATION 
 Have students report to their classroom. 
 Clear hallway/bathrooms. 
 Lock doors and windows. 
 Account for all students. 
 Continue teaching. 
 Remain in classroom until “ALL CLEAR” is given. 
 No outside activities are permitted until the event is resolved. 
 All outside activities are permitted until the event is resolved. 
 If a person requests admittance and raises suspicion, access will be denied and the 

appropriate police agency immediately notified.  
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SHELTER-IN-PLACE 

SHELTER IN PLACE is a short-term measure implemented when there is a need to isolate 
students and staff from the outdoor environment to prevent exposure to airborne 
contaminants. The procedures include closing and sealing doors, windows and vents; 
shutting down the classroom/building heating, ventilation and air conditioning systems to 
prevent exposure to the outside air; and turning off pilot lights. 
 
SHELTER IN PLACE allows for the free movement of staff and students within the building, 
although one should not leave the room until further instructions are received. Those in 
bungalows and buildings with exterior passageways must remain in the classroom while 
SHELTER IN PLACE is instituted. It is appropriate for, but not limited to, gas leaks, external 
chemical release, dirty bombs and hazardous material spills.  

ANNOUNCEMENT: 
Make an announcement in person directly or over the public address system: 

“Attention please. We have a hazard in the community and are instituting SHELTER IN PLACE 
procedures. Students and staff should remain inside with windows and doors securely closed 
and air conditioning units turned off. Those who are outside should immediately move to the 
protection of an inside room. Do not go outdoors until you receive further instructions.” 

TEACHER AND STAFF ACTIONS: 
 Immediately clear students from the halls. Stay away from all doors and windows. 
 Keep all students in the classroom until further instructions are received. Assist 

those needing special assistance 
 Secure individual classrooms:   

o Close and lock doors and windows;  
o Shut down the classroom HVAC system;   
o Turn off local fans in the area; 
o Seal gaps under doors and windows with wet towels or duct tape;  
o Seal vents with aluminum foil or plastic wrap;  
o Turn off sources of ignition, such as pilot lights.  

 Take attendance and call report in to school secretary.  
 Wait for further instructions. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Make an announcement on the public address system. Give clear instructions, 

remain calm and convey reassurance that the situation is under control.  
 When clearance is received from appropriate agencies, give the ALL CLEAR 

instruction to indicate that the normal school routine can resume.  
 Make arrangements for central HVAC shutdown, as necessary.  

STUDENT/GUEST ACTIONS: 
 Proceed to the classroom, if it is safe to do so. If not, follow teacher or staff 

directions to nearby classrooms or other rooms (e.g., auditorium, library, cafeteria, 
multi-purpose room). If these are unsafe, follow instructions to proceed to an 
alternative indoor location.  
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BOMB THREAT 

In the event that the school receives a bomb threat by telephone, follow the Bomb Threat 
Checklist on the next page to document information about the threat. Keep the caller on the 
telephone as long as possible and listen carefully to all information the caller provides. 
Make a note of any voice characteristics, accents, or 
background noises and complete the Bomb Threat 
Report as soon as possible.  

PERSON RECEIVING THREAT BY TELEPHONE: 
 Listen. Do not interrupt caller. 
 Keep the caller on the line with statements 

such as “I am sorry, I did not understand you. 
What did you say?” 

 Alert someone else by prearranged signal to 
notify the telephone company to trace the call 
while the caller is on the line.  

 Notify site administrator immediately after 
completing the call. 

 Complete the Bomb Threat Checklist.  

PERSON RECEIVING THREAT BY MAIL, SOCIAL MEDIA OR WRITTEN BY OTHER 
MEANS: 

 Note the manner in which the threat was delivered, where it was found and who 
found it.  

 Limit handling of item by immediately placing it in an envelope so that fingerprints 
may be detected. Written threats should be turned over to law enforcement.  

 Caution students against picking up or touching any strange objects or packages.  
 Notify principal or site administrator. 

STAFF ACTIONS: 
 Evacuate students as quickly as possible, using primary or alternate routes.  
 Upon arrival at the designated safe site, take attendance. Notify the principal/site 

administrator of any missing students.  
 Do not return to the building until emergency response officials determine it is safe.  

PRINCIPAL/SITE ADMINSTRATOR ACTIONS: 
 Call 911. 
 If the caller is still on the phone, contact the phone company to trace the call. Tell the 

telephone operator the name of school, name of caller, phone number on which the 
bomb threat came in.  

 Instruct staff and students to turn off any pagers, cellular phones or two-way radios. 
Do not use those devices during this threat since explosive devices can be triggered 
by radio frequencies.  

TELEPHONE BOMB THREATS 
 Remain calm/courteous. 
 Read phone’s visual display. 
 Listen, don’t interrupt. 
 Keep caller talking. Pretend 

hearing difficulty. 
 Notice details: background 

noises, voice description. 
 Ask: When? Where? What? How? 
 Don’t touch any suspicious 

objects  
 CALL 911          
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 Determine whether to evacuate the threatened building and adjoining buildings. If 
the suspected bomb is in a corridor, modify evacuation routes to bypass the 
corridor. 

 Use the intercom, personal notification by designated persons, or the PA system to 
evacuate the threatened rooms.  

 If necessary to evacuate the entire school, use the fire alarm.  
 Notify the District Superintendent of the situation.  
 Direct a search team to look for suspicious packages, boxes, or foreign objects. 
 Do not return to the school building until it has been inspected and determined safe 

by proper authorities.  
 Avoid publicizing the threat any more than necessary.   

 

GUEST/STUDENT 
 

 Follow instructions of Faculty Member or Staff Member in Area 
 
 

 

SICKNESS 

If a student becomes ill and needs to be seen by a school nurse or vomits.   

STAFF 
 

 Notify Administration of PBTCC/PBR-1 Schools, or call school nurse.   
 

PRINCIPAL/SITE ADMINISTRATOR: 
 Determine desired action, which may include: 

o Relocation of students and staff if student was ill and room needs to be 
cleaned. 

o Notification of parents. 
 

GUEST/STUDENT 
 

 Notify the nearest Faculty Member or Staff Member in Area as soon as possible 
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SUSPICIOUS PACKAGE 

The following types of parcels should draw immediate concern: 
 Foreign mail, Air Mail, and special delivery & Restrictive markings, e.g., “Personal”  
 Handwritten or poorly-typed addresses & Titles but no names 
 Misspelling of common names 
 Excessive weight, unevenly distributed & No return address 
 Excessive postage & Excessive masking tape, string 
 Oily stains or discoloration 
 Protruding wires or tin foil & Rigid envelope 

STAFF ACTIONS: IF PACKAGE IS UNOPENED AND NOT LEAKING: 
 Do not open package. Do not pass it around to show it to other people. 
 Do not bend, squeeze, shake or drop package. 
 Put package in a container such as a trash can to prevent leakage. 
 Move it a safe distance from other people. 
 Leave the room promptly and prevent anyone from entering.  
 Notify principal or Site Administrator. 

STAFF ACTIONS: IF PACKAGE IS LEAKING: 
 Do not sniff, touch, taste, or look closely at the spilled contents. 
 Do not clean up the powder. 
 Put the package on a stable surface. 
 Leave the room promptly and prevent anyone from entering. 
 Wash hands thoroughly with soap and water. 
 Notify principal or Site Administrator. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Call 911 & Isolate area. 
 If package was opened, seal it with zip lock bags. 
 Make a list of all persons who came into contact with the package. Include work and 

home phone numbers for any necessary follow-up. 
 Prevent others from coming into the area. 
 Ask everyone who has been in contact with the package to remain until instructed to 

leave by Public Safety or Public Health responders.  
 If powder spills out, shut the ventilation system, heating system, or air. 
 Public Health and Safety staff will determine the need for decontamination and 

initiation of prophylaxis treatment. 
 Advise staff when the emergency is over. Go home, take a shower and wash clothes. 

 Do not use bleach on your skin.  

GUEST/STUDENT 
 

 Follow instructions of Faculty Member or Staff Member in Area   
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EVACUATION 

EVACUATION is implemented when conditions make it unsafe to remain in the building. 
This ACTION provides for the orderly movement of students and staff along prescribed 
routes from inside school buildings to a designated outside area of safety. EVACUATION is 
considered appropriate for, but is not limited to, the following types of emergencies.  

 Fire 
 Bomb threat 
 Chemical Accident 

 Explosion or 
threat of 
explosion 

 Post-weather 
emergency 

ANNOUNCEMENT: 
 Fire alarm (bell or horn signal). 
 Provided time is available, make an announcement over the public address system: 
 Example: “Attention please. We need to institute an EVACUATION of all buildings. 

Teachers are to take their students to their designated Assembly Area. Students 
please remain with your teacher.” 

 Implement Special Needs Evacuation Plan (see Section II – Preparedness). 
 Use messengers with oral or written word to deliver additional instructions to 

teachers in hold areas.  

STAFF ACTIONS: 
 Instruct students to leave the building in an orderly manner using the designated 

evacuation routes and reassemble in the assigned Assembly Area. 
 Take the emergency backup and student roster when leaving the building and take 

attendance when the class is reassembled in a safe location. Report attendance to 
the incident Commander/designee.  

 Remain in the Assembly Area until further instructions are given. 
 Wait for another ACTION or the ALL CLEAR instruction to return to school buildings 

and normal class routine.  

PRINCIPAL/SITE ADMINISTRATOR: 
 The Assembly Area should be a safe location on the school campus away from the 

building and emergency response equipment that may arrive at the school. If unsafe 
for the current emergency, designate an alternate Assembly Area. 

 When clearance to return to the buildings is determined or received from 
appropriate agencies, announce ALL CLEAR to return to classrooms and resume 
school activities. 

 Send home with students for their parents/guardians a brief written description of 
the emergency, how it was handled and, if appropriate, what steps are being taken it 
its aftermath.  

 

GUEST/STUDENT 
 

 Follow instructions of Faculty Member or Staff Member in Area 
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HOW TO ASSIST THOSE WITH DISABILITIES DURING AN EVACUATION 
The needs and preferences of non-ambulatory individuals will vary. Those at ground floor 
locations may be able to exit without help. Others may have minimal ability to move, and 
lifting may be dangerous. Some non-ambulatory people also have respiratory 
complications. Remove them from smoke and vapors immediately.  

To alert visually–impaired individuals:  
 Announce the type of emergency. 
 Offer your arm for guidance.  
 Tell person where you are going, obstacles you encounter. 
 When you reach safety, ask if further help is needed.  

To alert individuals with hearing limitations: 
 Turn lights on/off to gain person’s attention  -OR- 
 Indicate directions with gestures  -OR-  
 Write a note with evacuation directions.  

To evacuate individuals using crutches, canes or walkers: 
 Evacuate these individuals as injured persons. 
 Assist and accompany to evacuation site, if possible  -OR- 
 Use a sturdy chair (or one with wheels) to move person  -OR- 
 Help carry individual to safety. 

To evacuate individuals using wheelchairs: 
 Give priority assistance to wheelchair users with electrical respirators. 
 Most wheelchairs are too heavy to take downstairs; consult with the person to 

determine the best carry options. 
 Reunite person with the wheelchair as soon as it is safe to do so.  
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EXPLOSION 

Emergency response will depend on the type of explosion (smoke bomb, chemical lab 
incident, etc.) and proximity to the school. All students should be kept away from the 
explosion and under supervision.  

STAFF/STUDENTS/GUEST ACTIONS: 
 Initiate DROP, COVER AND HOLD ON. 
 If explosion occurred inside the school building, EVACUATE to outdoor assembly 

area. Keep students and staff at a safe distance from the building(s) and away from 
firefighting equipment.  

 Check to be sure all students have left the school site. Remain with students 
throughout evacuation process. 

 Upon arrival at assembly area, check attendance. Report status to site administrator 
immediately.  

 Render first aid as necessary. 
 Do not return to the building until the emergency response personnel determine it 

is safe to do so.  
 If explosion occurred in the surrounding area, initiate SHELTER IN PLACE. Keep 

students at a safe distance from site of the explosion.  

PRINCIPAL/SITE ADMINSITRATOR: 
 Determine whether site evacuation should be implemented. If so, sound fire alarm. 

This will automatically implement action to EVACUATE the building. EVACUATION 
may be warranted in some buildings but others may warrant SHELTER IN PLACE.  

 Notify Fire Department (call 911). Provide school name, address, exact location 
within the building, your name and phone number and nature of the emergency.  

 Secure area to prevent unauthorized access until the Fire Department arrives. 
 Advise the District Superintendent of school status. 
 Notify emergency response personnel of any missing students.  
 Notify utility company of breaks or suspected breaks in utility lines or pipes. 

Provide school name, address, location within building, your name and phone. 
 Direct a systematic, rapid and thorough approach to search the building and 

surrounding areas. Check classrooms and work areas, public areas (foyers, offices, 
bathrooms and stairwells,) unlock closets, exterior area (shrubbery, trash cans, 
debris, boxes) and power sources (computer rooms, gas valves, electric panels, 
telephone panels). 

 Determine if Student Release should be implemented.  
o If so, notify staff, students and parents.  

 If damage requires the school to be closed, notify parents and staff of school status 
and alternate site for classroom instruction. Do not return to the school building 
until it has been inspected and determined safe by proper authorities. 

 
 
 



14 
 

FIRE 

Should any fire endanger the students or staff, it is important to act quickly and decisively 
to prevent injuries and contain the spread of the fire. All doors leading to the fire should be 
closed. Do not re-enter the area for belongings. If the area is full of smoke, students and 
employees should be instructed to crawl along the floor, close to walls, which will make 
breathing easier and provide direction. Before opening any door, place a hand an inch from 
the door near the top to see if it is hot. Be prepared to close the door quickly at the first sign 
of fire. All fires, regardless of their size, which are extinguished by school personnel, 
require a call to the Fire Department to indicate that the “fire is out.” 

Within School Building 

STAFF ACTIONS: 
 EVACUATE students from the building using primary or alternate fire routes. Take 

emergency backpack and student kits. Maintain control of the students a safe 
distance from the fire and fire-fighting equipment.  

 Take attendance. Report missing students to the principal/designee and emergency 
response personnel. 

 Maintain supervision of students until the Fire Department determines it is safe to 
return to the school building.  

PRINCIPAL/SITE ADMINSITRATOR ACTIONS: 
 Sound the fire alarm to implement EVACUATION of the building. 
 Immediately EVACUATE the school using the primary or alternate fire routes. 
 Notify the Fire Department (call 911). 
 Direct search and rescue team to be sure all students and personnel have left the 

building. 
 Ensure that access roads are kept open for emergency vehicles. 
 Notify District Office of situation.  
 Notify appropriate utility company of suspected breaks in utility lines or pipes. 
 If needed, notify bus dispatch for OFF-SITE EVACUATION by DIRECTED 

TRANSPORTATION. 

Near the School 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Notify the Fire Department (call 911). The Fire Marshall will direct operations once 

on site. 
 Determine the need to implement an EVACUATION. If the fire threatens the school, 

execute the actions above. If not, continue with school routine.  
 
GUEST/STUDENT 

 
 Notify the nearest Faculty Member or Staff Member in Area as soon as possible 
 Follow instructions of Faculty Member or Staff Member in Area 
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FLOOD 
Flooding could threaten the safety of students and staff whenever storm water or other 
sources of water threaten to inundate school grounds or buildings. Flooding may occur if a 
water pipe breaks or prolonged rainfall causes urban streams to rise. Flooding may also 
occur as a result of damage to water distribution systems such as failure of a dam or levee. 
If weather-related, an alert message will be broadcast over the weather radio station. 

STAFF/STUDENT/GUEST ACTIONS: 
 If warranted, EVACUATE students using evacuation plan. Take the class roster, 

emergency backpack and student comfort kits. Take attendance before leaving the 
campus. 

 Remain with students throughout the evacuation process. 
 Upon arrival at the safe site, take attendance. Report any missing students to 

principal/site administrator and emergency personnel.  
 Do not return to school building until it has been inspected and determined safe by 

proper authorities.  

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Issue STAND BY instruction. Determine if evacuation is required. 
 Notify local police department of intent to EVACUATE, the location of the safe 

evacuation site and the route to be taken to that site. 
 Delegate a search team to assure that all students have been evacuated. 
 Issue DIRECT TRANSPORTATION instruction if students will be evacuated to a 

safer location by means of busses and cars. 
 Post a notice on the office door stating where the school has relocated and inform 

the District Office.  
 Monitor AM radio weather station: __________, for flood information. 
 Notify District Superintendent of schools status and action taken. 
 Do not allow staff and students to return to the building until proper authorities 

have determined that it is safe to do so. 

BUS DRIVER ACTIONS: 
 If evacuation is by bus, DO NOT drive through flooded streets and/or roads. DO NOT 

attempt to cross bridges, overpasses or tunnels that may be damaged by flooding.  
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HOSTAGE SITUATION 

Hostage situations may unfold rapidly in a variety of ways. Events may range from a single 
perpetrator with a single hostage to several perpetrators with many hostages. Specific 
actions by school staff will be limited pending arrival of law enforcement officers. It is their 
responsibility to bring the situation to a successful conclusion. When as much of the school 
has been evacuated as can be accomplished, school staff should focus on providing support 
as needed to the police department, communicating with parents, and providing counseling 
for students. 

STAFF ACTIONS: 
 If possible, assist in evacuating students to a safe area away from the danger. Protect 

students by implementing a LOCKDOWN. 
 Alert the principal/site administrator. 
 Account for all students. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Call 911. Provide all known essential details of the situation: 

o Number of hostage takers and description 
o Type of weapons being used. 
o Number and names of hostages. 
o Any demands or instructions the hostage taker has given. 
o Description of the area. 

 Protect building occupants before help arrives by initiating a LOCKDOWN or 
EVACUATION (or combination of both) for all or parts of the building.  

 Secure exterior doors from outside access. 
 When police arrive, assist them in a quiet, orderly evacuation away from the hostage 

situation. 
 Gather information on students and/or staff involved and provide the information 

to the police. If the parent of a student is involved, gather information about the 
child.  

 Identify media staging area, if appropriate. 
 Account for students as they are evacuated. 
 Provide recovery counseling for students and staff. 

 
 
GUEST/STUDENT 

 
 Notify the nearest Faculty Member or Staff Member in Area as soon as possible 
 Follow instructions of Faculty Member or Staff Member in Area 
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INTRUDER 

All public schools are required to post signs at points of entry to their campuses or 
buildings from streets and parking lots. The following statement should be used on signage: 

To prevent intruders on campus, keep doors secure, use sign-in sheets for visitors and cameras 
and staff to monitor entryways. 

STAFF ACTIONS: 
 Notify the principal/site administrator. Provide description and location of the 

intruder. Visually inspect the intruder for indications of a weapon.  
 Keep intruder in view until police or law enforcement arrives. Stay calm. Do not 

indicate any threat to the intruder.  
 Isolate intruder from students. Lock classroom and office doors. Close blinds and 

stay clear of windows and panels of glass. Remain inside rooms until the ALL CLEAR 
instruction is announced. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Initiate LOCKDOWN, NOTIFY SCHOOL POLICE/ERIE POLICE. 
 Request intruder to leave campus. Remain calm. Be courteous and confident. Keep 

distance from the intruder. Speak in soft, non-threatening manner. Avoid hostile-
type actions, except in cases when necessary to safeguard person or property. Listen 
to the intruder. Give him or her an opportunity to vent. Attempt to be helpful. When 
talking to the intruder, use phrases such as : 

o “What can we do to make this better?” 
o  “I understand the problem, and I am concerned.” 
o  “We need to work together on this problem.”  

 As soon as the conversation or actions of the individual become threatening or 
violent, call 911 immediately. Provide description and location of intruder. 

 Keep subject in view until police or law enforcement arrives. 
 Take measures to keep subject away from students and building.  
 Designate an administrator or staff member to coordinate with public safety at their 

command post; provide a site map and keys to public safety personnel.  
 When scheduling a meeting with an individual known to be aggressive, arrange for 

another staff member or student resource officer to be present. 
 Be available to deal with the media and bystanders and keep site clear of visitors.  

 
GUEST/STUDENT 

 
 Notify the nearest Faculty Member or Staff Member in Area as soon as possible 
 Follow instructions of Faculty Member or Staff Member in Area 
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KIDNAPPING 

STAFF ACTIONS: 
 Notify principal, providing essential details: 

o Name and description of the student 
o Description of the suspect 
o Vehicle information 

 Move students away from the area of abduction. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Verify information with the source of the abduction report. 
 Contact law enforcement (call 911) for assistance. 

o Provide a picture and complete information on the student:  
 Name 
 Age 
 Description 
 Home address 
 Emergency contact information 
 Custody information if known, for example: 

 Emergency Protective Order 
 Domestic Violence Order 

o Provide suspect information to the police, if known. 
 Contact the parents/guardian of the student involved and establish a 

communication plan with them. 
 Obtain the best possible witness information. 
 Conduct a thorough search of the school/campus/bus.  
 Relay current information to police, parents and essential school staff. 
 Designate a staff member as a key contact and personally answer the phone line (no 

voice mail) to receive and provide updated status as it becomes available.  
 Advise the law enforcement dispatcher of the staff member key contact’s name and 

number. 
 Provide the key contact with access to school records. 
 Ask key contact to be available at school by phone beyond the close of the school 

day, if needed, until dismissed by the principal or law enforcement. 
 When the child is found, contact all appropriate parties as soon as possible. 

 

GUEST/STUDENT 
 

 Notify the nearest Faculty Member or Staff Member in Area as soon as possible 
 Follow instructions of Faculty Member or Staff Member in Area 
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MEDICAL EMERGENCY 

Medical accidents and emergencies can occur at any time and may involve a student or staff 
member. Some emergencies may only need first aid care, while others may require 
immediate medical attention. This is not a First Aid manual. When in doubt, dial 911. 
Medical emergencies involving any student or employee must be reported to the 
Principal/Site Administrator. 

STAFF ACTIONS: 
 Assess the scene to determine what assistance is 

needed. Direct students away from the scene of 
the emergency.  

 Notify Principal/Site Administrator.  
 Stay calm. Keep individual warm with a coat or 

blanket. 
 Ask school nurse to begin first aid until 

paramedics arrive. Do not move the individual 
unless there is danger of further injury. 

 Do not give the individual anything to eat or drink.  

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Contact school nurse and any other staff member who are trained in First Aid/CPR 

to assist. 
 Assess the victim (ABC – Airway, Breathing, Circulation.)  
 Call 911, if appropriate. Provide: 

o School name, address including nearest cross street(s) and fastest way for 
ambulance to reach the building 

o Exact location within the building 
o Nature of the emergency and how it occurred 

 Approximate age of injured person and any medications 
 Caller’s name and phone number 
 Do not hang up until advised to do so by dispatcher. 

 Assign staff member to meet rescue service and show medical responder where the 
injured person is. 

 Assemble emergency care and contact information of victim. 
 Monitor medical status of victim, even if he or she is transported to the hospital. 
 Assign a staff member to remain with individual, even if he or she is transported to 

the hospital. Keep a log of who is transported and where. 
 Notify parents/guardian if the victim is a student. Describe type of illness or injury, 

medical care being administered, and location where student has been transported.  
 Advise staff of situation (when appropriate).  
 Follow-up with parents. 
 Notify emergency contact if staff member. 

ADDITIONAL STEPS FOR THE SCHOOL: 
 Notify District Office/Superintendent of notification of EMS. 

UNIVERSAL PRECAUTIONS 
WHEN TREATING A MEDICAL 

EMERGENCY 
 Always use non-latex or nitrile 

gloves and, if necessary, mask 
and gown, to reduce the risk of 
transmission of body fluids. 

 Wash hands thoroughly after 
providing care. 
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MISSING STUDENT 

If a student is missing, a search of the school should be organized immediately. If at any 
point the child is found, inform everyone who was notified of the incident that the student 
is no long missing.  

STAFF ACTIONS: 
 Confirm that student attended school that day. Notify Principal. 
 Provide description of the student, including height, weight, clothing worn that day, 

backpack, where last seen and when. 
 Bring all students indoors. Immediately lock exterior access to the school and secure 

the campus. Do not let any individuals leave. Do not let unauthorized individuals 
come onsite. 

 Take attendance in the classroom and report any other missing students to the 
office. Keep students in secure areas until notified to resume regular school 
activities.  

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Call 911 and explain the situation. 
 Appoint staff to surveillance points; ask staff to note license plate numbers and look 

for any unusual activity. 
 Conduct an immediate search of the school campus/bus, as appropriate. 
 Gather information about student to provide to law enforcement authorities: 

o Photo 
o Home Address 
o Parent Contact Numbers 
o Class Schedule 
o Special Activities 
o Bus Route/Walking information 

 Notify parents/guardians if student is not found promptly. 
 If case involves abduction, begin gathering witness information for the police. 
 Interview friends, last person to see student.  
 Double-check circumstances: 

o Did someone pick up the student? 
o Could the student have walked home? 
o Is he or she at a medical appointment or another activity? 

 Assist police with investigation. Provide a photo and complete information on the 
missing child: name. Assure that all parties who know the student or have 
participated in the search are available to speak with police when they arrive. 

 Designate a staff member as a key contact and personally answer the phone line (no 
voice mail) to receive and provide updated status as it becomes available. 

 Advise law enforcement dispatcher of the key staff contact’s name/number. 
 If missing during bus transportation, provide law enforcement with child’s bus stop 

location and nearest other bus stops. 
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 Have driver keep in communication with the transportation dispatcher. Have 
transportation dispatcher coordinate efforts and information with the law 
enforcement dispatcher. 

 Exchange phone numbers (household, cell phone, school key contact) with 
parents/guardian.  

 When child is found, contact all appropriate parties as soon as possible. 
 Arrange for counseling of students, as needed. 

 

GUEST/STUDENT 
 

 Notify the nearest Faculty Member or Staff Member in Area as soon as possible 
 Follow instructions of Faculty Member or Staff Member in Area 
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SEXUAL ASSAULT 

Sexual assault and abuse is any type of sexual activity that a person does not agree to, 
including: 

 Inappropriate touching 
 Vaginal, anal or oral penetration 
 Sexual intercourse that is not wanted 
 Rape 
 Attempted rape 
 Child molestation 

Sexual assault can be verbal, visual, or anything that forces a person to join in unwanted 
sexual contact or attention. It can occur by a stranger in an isolated place, on a date, or in 
the home by someone who is a friend or acquaintance. Depending on the situation, the 
victim should not eat or drink, change clothes or shower while awaiting police. 

STAFF ACTIONS: 
 Determine if immediate medical attention is needed. If so, call 911. 
 Isolate the victim from activity related to the incident. 
 Avoid asking any questions except to obtain a description of the perpetrator. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Call 911 if the assault is physical. 
 Close off the area to everyone. 
 Assign a counselor/staff member to remain with the victim. 
 Review possible need for a LOCKDOWN until circumstances surrounding the 

incident are known.  
 Notify victim’s family. 
 If child abuse is suspected, notify law enforcement. Notify student services staff 

members, as appropriate. 
 The police will coordinate collection of evidence and questioning of the victim and 

suspects. Cooperate with any law enforcement agency conducting investigations.  
 Discuss with counselors how to handle emotional effects of the incident on student 

and staff population. Plan appropriate school events for next day. 
 Coordinate statements to media, families and community. Be aware of rumors that 

may start from this type of incident and address those rumors directly using facts. 
 

GUEST/STUDENT 
 

 Notify the nearest Faculty Member or Staff Member in Area as soon as possible 
 Follow instructions of Faculty Member or Staff Member in Area 
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SHOOTING 

Immediate response to a rapidly changing incident is critical. In most cases, initiate 
LOCKDOWN procedures to isolate students from danger or send them to a secure area. 
Safety must always be the foremost consideration.  

STAFF ACTIONS: 
 If gunfire is heard inside the school, implement LOCKDOWN immediately. Do not 

wait for the LOCKDOWN announcement. 
 Alert the principal/site administrator. 
 Take immediate action to prevent casualties. If it is safe to clear hallways, 

bathrooms and open areas, direct students to the closest classroom. 
 Isolate the suspect and/or area. Move others to a safe area to protect them from 

danger. Implement LOCKDOWN or EVACUAION, as appropriate. 
 Provide first aid for victims, if needed.   
 Account for all students. 
 Remain calm and quiet in the secured area away from doors and windows. No one 

out, no one in until further instructions are provided by the principal or law 
enforcement.  

 Assist police officers by providing: 
o Identity 
o Location  
o Description of individual and weapons.  

 Check area for suspicious package and if found do not touch. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Remain calm. Do not confront the shooter (s.) 
 Assess the situation: 
 Is the shooter in the school? 
 Has the shooter been identified? 
 Has the weapon been found and/or secured? 
 Depending on the situation, initiate LOCKDOWN or EVACUATION, as appropriate. 
 Call 911. Provide essential details of the situation, i.e., suspect, location, weapons, 

number of persons involved, motive, injuries/casualties, actions taken by the school 
(e.g. LOCKDOWN). 

 Identify location for police to respond. Assist police in entering the school; provide 
officers with critical information. 

 Ensure injured students and staff receive medical attention. 
 If shooter has left, secure all exterior doors to prevent re-entry. 
 If a firearm is known to exist, do not touch it. Allow a law enforcement offer take 

possession of the weapon. 
 Keep crime scene secure. Organize OFF-SITE EVACUATION, if necessary, or prepare 

to continue with classes.  
 Isolate and separate witnesses. 
 Gather information for police about the incident and everyone involved with it: 



24 
 

 Name of suspect(s) 
 Location of shooting 
 Number and identification of casualties and injured 
 Current location of the shooter(s) 
 Prepare written statements for telephone callers and media. Refer media inquiries 

to designated Public Information Officer. 
 Prepare letter for students to take home to their families. 
 Arrange for immediate crisis counseling for students and staff. 
 Provide liaison for family members of injured students and staff members. 
 Debrief staff and school police officers. 
 Provide informational updates and counseling, if appropriate, to staff, students and 

their families during the following few days. 

STUDENT/GUEST ACTIONS: 
Move quickly and quietly to the closest safe classroom. 

 If rooms are locked, immediately hide in the closest safe zone: bathroom, janitorial 
closet, office area, library. 

 Lock the door or move furniture or trash can to bar access to the room. 
 Remain quiet until further instructions are provided by the principal or law 

enforcement.  
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STORM/SEVERE WEATHER/EARTHQUAKE 

Severe weather can be accompanied by high winds, downed trees, and swollen creeks. An 
emergency response is required when this type of weather poses any risk to the staff and 
students. Assure that each student’s method of returning home is safe and reliable. 

SEVERE STORM: 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Monitor weather forecasts and weather-related communications to determine onset 

of storm conditions that may affect school operations. 
 Report to site by 6 a.m. to check for power outages, flooding, etc. 
 Notify superintendent of school status. 
 Assign staff to activate staff and parent phone trees.  
 Post school status on school website. 
 Notify utility companies of any break or suspected break in utility lines. 
 Take appropriate action to safeguard school property. 
 Upon passage of storm, check grounds for down power lines and other hazards.                                             

TORNADO: 

STAFF/STUDENT/GUEST ACTIONS: 
 Evacuate any classrooms bearing full force of wind. Evacuate to lower floor of school 

building near inside walls. 
 Initiate TAKE COVER with students in the shielded areas within the building. Stay 

away from windows.  
 Take attendance. Report any missing students to principal/site administrator. 
 Close all blinds and curtains. 
 Avoid auditoriums, gymnasiums and other structures with large roof spans. 
 Remain with students near an inside wall of on lower floors of the building. Make 

arrangements for special needs, snacks and quiet recreational activities. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Monitor weather forecasts and review plan to determine onset of storm conditions 

that may affect school operations. 
 Notify utility companies of any break or suspected break in utility lines. 
 Keep staff and students in sheltered areas of the building until winds have subsided 

and it is safe to return to the classroom. 
 Take appropriate action to safeguard school property. 
 Upon passage of the storm, return to normal routine. 
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EARTHQUAKE: 

There is no warning prior to an earthquake, so action steps are necessary and quakes are 
possible in this area. At the first feeling or indication of unstable ground/shaking 
ground/hanging objects swaying: 

 Tell students to DROP, COVER, AND HOLD ON . . .  
 Drop: Drop to the ground and make yourself as small as possible in a balled up 

position. 
 Cover: Cover your head/back of neck with your hands and arms, and get under 

something sturdy (i.e. desk) away from windows/glass. 
 Hold On: Hold on until the shaking subsides even if this is holding the inside of a 

doorframe.  
 Take note of anyone injured or damage done to your area BEFORE you begin 

evacuating the area. If the student is at risk of sustaining a greater injury by being 
moved, keep him or her still. 

 If it is unsafe to remain in the building, prepare to evacuate. Notify the front security 
office of severely injured student(s). If not possible, make a judgment call on moving 
injured student(s). 

 If time permits and it is safe to do so, stabilize lab procedures, turn off stoves and 
ovens, and unplug or disable any device that could make a dangerous situation 
worse.   

 Get a count of the students before you leave the area. 
 As it becomes safe to evacuate and it is announced, do so in a manner similar to a 

fire drill evacuation. Notify the front security office of anyone unable to self-
ambulate and assistance needed to evacuate them and/or the location of the area of 
rescue assistance being used. 

 Make sure to check areas for dangerous damage such as exposed wiring, leaking, 
natural gas, or unstable/hanging walls and/or fixtures before leading your class 
through the outside. 

 Go to a designated, safe, outdoor area, and count your students to make sure you 
have the same number you left the classroom with.  

 Report any injuries or severely upset students. 
 If the earthquake is severe, be prepared for aftershocks and the possibility that 

emergency responders may not respond for a long time.  
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DEATH 

DEATH OF A STUDENT 

A student’s death may be the result of suicide, homicide, car accident, illness or other 
causes. It may have a profound effect on the school and may be one of the most difficult 
situations an administrator will face. A communications strategy developed in advance of 
such tragedy will help the administrator know what to say to the student’s family and the 
school community.  

STAFF ACTIONS: 
 Allow students who wish to meet in counseling office or other appropriate place to 

do so. Encourage students to report any other students who might need assistance. 
Arrange with facilitator/counselor to individually escort each student to the 
counseling support site. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Call 911 and the District Office. Verify the death and obtain as much information 

about it as possible.  
 Contact the student’s family or visit the home to offer condolence and support. 

Obtain information about the funeral/memorial service. Respect their wishes. 
 Protect the privacy of the family; the school neither gives nor confirms information 

to the media or others without consent.  
 If the death occurred in the evening or weekend, implement the staff phone tree so 

that teachers and staff members are informed about the occurrence. Notify teachers 
prior to notification of students.  

 Meet with front line staff/crisis team as soon as possible so that everyone 
understands the response plan. 

 Determine whether additional resources are needed and make appropriated 
requests. 

 Schedule a staff meeting as soon as possible to share the details that are known, 
review procedures for the day and discuss the notification of students, availability of 
support services and the referral process for the students and staff who want or 
need counseling support and assistance. 

 Develop a plan for notifying other students and sharing information about 
availability of support services. Do not use the public address system. 

 Go to each of the student’s classes and notify his/her classmates in person. 
 Prepare a parent/guardian information letter and distribute it to students at the end 

of the day. 
 Contact parents of those students who are affected by the crisis to determine 

appropriate support needed after leaving school. Offer assistance to parents of 
impacted students. If necessary, designate areas for crisis team/community 
resource persons to meet with affected students.   

 Make arrangements with the family to remove the student’s personal belongings 
from school.  
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 Meet with your staff/crisis team to evaluate the response and determine what 
additional resources might be needed. Thank all those who assisted. 

DEATH OF A STAFF MEMBER 

A reported death or serious illness among the school community may have a profound 
effect on students and staff alike. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Verify the death and obtain as much information about it as possible. 
 Protect the privacy of the family; the school neither gives nor confirms information 

to the media or others without consent.  
 If the death occurred in the evening or weekend, implement the staff phone tree so 

that teachers and staff members are informed about the occurrence. Notify teachers 
prior to notification of students.  

 Contact the decedent’s family to offer condolence and support. Obtain information 
about funeral /memorial service. Respect the wishes of the family. 

 Meet with front line staff/crisis team as soon as possible so that everyone 
understands the response plan. 

 Determine whether additional resources are needed and make appropriate 
requests.  

 Develop a plan for notifying students and sharing information about availability of 
support services. Do not use the public address system. 

 Schedule a staff meeting as soon as possible to share the details that are known, 
review procedures for the day and discuss the notification of students, availability of 
support services and the referral process for staff who want or need support and 
assistance. 

 Facilitate classroom and small group discussions for students.  
 Prepare a parent/guardian information letter and distribute it to students at the end 

of the day. 
 Determine who from the decedent’s family will secure the personal belongings. 

Make arrangements to remove the personal belongings from the school after school 
hours. Do not clean out personal belongings in the presence of students or staff. 

 Meet with your staff/crisis team to debrief at the end of the day and determine what 
additional resources might be needed. 

 Thank all those who assisted. 
 Continue to monitor staff and students for additional supportive needs.  
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SUICIDE ATTEMPT 

Suicide, attempted suicide, and suicidal gestures have a 
significant detrimental effect, not only on the involved 
student, but also on others in the school community. 
There is no way to predict who will commit suicide, or 
when, but there are warning signs, including: 
increasing talk of death, talk about not being worth 
living and reckless behavior. School staff with 
reasonable cause to believe that a student is suicidal 
should begin the intervention process immediately. 
Parents must always be contacted. Attention should 
focus on the safety and best interests of the student, 
whose health, life or safety may be endangered. 

STAFF ACTIONS: 
 Inform the Principal of what was written, drawn, spoken and/or threatened. 
 Move other students away from the immediate area, but remain with the troubled 

student until assistance arrives. 
 Calmly talk to the student to determine whether he/she has any life-threatening 

devices (e.g., gun, knife, drugs, etc.) If possible, calmly remove them from the 
student and the immediate environment. Do NOT struggle if you meet resistance. 

 Calmly move the student to a pre-arranged, non-threatening place away from other 
students where a Crisis Intervention Team member and a telephone will be close by.  

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Call 911. 
 Calm student by talking and reassuring until police arrive. Try to have the student 

relinquish devices for and means of harming self. If individual is armed with any 
type of weapon, USE EXTREME CAUTION. Do not attempt to remove the weapon 
from the possession of the individual. Allow police to do so.  

 Cancel all outside activities.  
 Determine if the student’s distress appears to be the result of parent or caretaker 

abuse, neglect, or exploitation. If not, contact parents/guardians and encourage 
them to have the child evaluated. Provide a list of referral sources and telephone 
numbers.  

 If allegations warrant, refer student to Child Protective Services. Contact 
parents/guardians and inform them of actions taken. 

 Arrange for medical or counseling resources that may provide assistance.  

ADDITIONAL STEPS FOR THE SCHOOL: 
 Documentation of the incident including concise information to appropriate 

administrator. 
GUEST/STUDENT 

 Notify the nearest Faculty Member or Staff Member in Area as discreetly as possible 
 Follow instructions of Faculty Member or Staff Member in Area 

STEPS FOR Suicide 
INTERVENTION 

 Stabilize individual 
 Assess risk 
 Determine services 

needed 
 Inform 
 Follow up 
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THREATS/ASSAULT 

Threats occur when a belligerent or armed person on the school site bullies, intimidates or 
coerces others, targeting an individual, particular group or the entire school community. 
Threats are presented as overt hostility. They may be received by written note, email 
communication, phone call or orally. The procedure below applies to an oral threat.  

STAFF ACTIONS: 
 If any students are outside, move them inside the building or away from the site of 

the threat/assault. If unable to do so, have students lie down and cover their heads. 
Keep students calm. 

 Inside the classroom, institute LOCKDOWN. Close all curtains and blinds. 
 Disconnect the school television system in classrooms so the individual cannot view 

news coverage and see locations of police/students/etc. 
 Remain with students until ALL CLEAR is given. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Notify School Police. 
 Assess the type of threat to determine the level of risk to the safety of students and 

staff. In categorizing the risk, attempt to determine: 
 Is the individual moving towards violent action? 
 Is there evidence to suggest movement from thought to action? 
 High violence potential qualifies for arrest or hospitalization. 
 Safety is endangered when there is:  

o Sufficient evidence of repetitive/intentional infliction of emotional distress 
upon others; or 

o Sufficient evidence of the unintentional infliction of emotional distress upon 
others. 

 Notify police (dial 911), if the safety of students or staff is endangered. Provide exact 
location and nature of incident and school response actions. 

 Isolate the threatening person from other students and staff, if it is safe to do so. 
Initiate appropriate response actions, which may be LOCKDOWN or EVACUATION. 
Cancel all outside activities. 

 Respond to students who are prone to overt displays of anger in a calm, non-
confrontational manner. If an immediate threat is not clearly evident, attempt to 
diffuse the situation. 

 If an individual is armed with any type of weapon, USE EXTREME CAUTION. Do not 
attempt to remove the weapon from the possession of the individual. Allow police to 
do so.  

 Facilitate a meeting with student(s) and family to review expectations.  
 Facilitate a staff meeting to review plans for keeping school safe. Enlist the support 

of community service providers. 

ADDITIONAL STEPS FOR THE SCHOOL: 
 Site Administrator or Building Engineer meet Police at entrance. 
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GUEST/STUDENT 
 Notify the nearest Faculty Member or Staff Member in Area as soon as possible 
 Follow instructions of Faculty Member or Staff Member in Area 

 

HAZARDOUS MATERIALS 

The nature of the material and the proximity of the incident to the school site will 
determine which emergency ACTION should be implemented. Police, Fire or Public Health 
Department may order EVACUATION or SHELTER IN PLACE of the school. 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Call 911, if necessary. 
 If there is a threat of airborne toxicity, shut-off ventilation system in affected area. 
 Initiate EVACUATION. Any toxic cloud that can affect students in their classrooms 

would very likely affect them outside on the school grounds as well. If evacuating by 
foot, move crosswind to avoid fumes, never upwind or downwind.  

 Isolate anyone suspected of being contaminated with a substance that could be 
transferred to others until public safety personnel carry out decontamination 
procedures. 

 If time is available, initiate DIRECTED TRANSPORTATION. Move students and staff 
away from the path of the hazardous materials.  

 Notify District Superintendent. 
 Wait for instructions from emergency responders - - Health or Fire Department. 
 Do not allow the return of students to the school grounds or buildings until public 

safety officials declare the area safe. 
 Upon return to school, ensure that all classrooms are adequately aired. 

TEACHER ACTIONS: 
 Follow standard student assembly, accounting and reporting procedures. 
 Report names of missing students to office. 
 Do not take unsafe actions such as returning to the building before it has been 

declared safe.  
 

GUEST/STUDENT 
 

 Follow instructions of Faculty Member or Staff Member in Area 
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WEAPON 

The brandishing of any weapons poses an immediate threat to students and staff. Response 
is the same whether the weapon is used, seen or suspected but not in use. Safety must 
always be the foremost consideration. A person wielding a weapon will usually respond 
best to calm, reasonable talk. In addition to calming the individual, talking allows time for 
law enforcement officials and other professionals to arrive. 

STAFF ACTIONS: 
 Remain calm. Take immediate action to prevent casualties. Isolate the suspect 

and/or area. Move others to a safe area to protect them from danger.  
 Alert the principal/site administrator. 
 Make no effort to intervene. Allow a law enforcement officer to take possession of 

the weapon.  
 Provide first aid for victims, if needed. 
 Account for all students. 
 Assist police officers – provide identity, location and description of individual and 

weapons.  

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Remain calm. Depending on how the situation unfolds, initiate LOCKDOWN or 

EVACUATION, as needed. Do not confront the suspect.  
 Call 911. Provide essential details of the situation, i.e., suspect, location, weapons, 

number of persons involved, motive, actions taken by the school (e.g. LOCKDOWN). 
 Identify command post for police to respond. Assist police to enter the school. 

Provide officers with critical information. Accompany the police officer to the 
student suspected of having a weapon.  

 If suspect has left, secure all exterior doors to prevent re-entry.  
 Isolate and separate witnesses. Instruct them to write a statement of events while 

waiting for the police to arrive. 
 Gather information about the incident for the police: 

o Name of student with weapon. 
o Location of witness when weapon was seen. 
o What did the student do with the weapon after it was displayed? 
o What is the current location of the student with the weapon? 

 Reserve a private area for the student to be taken and questioned. Allow police 
officer to thoroughly search student with another adult witness present. Police 
officer should take possession of and secure any weapon located.  

 Assign an administrator to remove all of the suspected student’s belongings (book 
bag, clothing, etc.) from the classroom. Do not allow the student to pick up or carry 
his own belongings. 

 Search student’s belongings, including - - but not limited to - - backpack, purse, 
locker, and auto, if applicable.  

 Notify parents/guardians. 
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 Follow procedures for student disciplinary actions. Take photo of weapon to be 
included in the expulsion proceedings.  

 Secure a detailed written statement from witnesses including staff. 
 Provide post-event trauma counseling for students and staff, as needed. 
 Provide informational updates to staff, students and their families during next few 

days to squelch rumors. 
 

GUEST/STUDENT 
 

 Notify the nearest Faculty Member or Staff Member in Area as discreetly as possible 
 Follow instructions of Faculty Member or Staff Member in Area 
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BUS ACCIDENT 
 
 

In the event of a bus accident, the following actions should be taken: 

 
Staff: 
 

 REMAIN CALM. 

 Keep the children in the same seats unless it is necessary to move them to a 

safer location (seating order is a viral part of the police report. 

 If the threat of fire exists, move children to a safe place – otherwise, leave them 

in their same seats as when the accident occurred. 

 Call emergency vehicles/services: police, fire, ambulance, highway patrol and 

begin administration of first aid. 

 Call the Transportation Director, Superintendent, and Principal. 

 DO NOT issue statements to the media. Refer them to law enforcement officials 

or the Superintendent. 

 

Precautionary Measures before leaving District 
(Extracurricular): 

 
 Make a list of students in attendance. 

 Leave a copy with the school office or campus drop box. 

 

Include for each student / attendee: 
 

 Home phone number. 

 Names of parents. 

 Parent’s work number. 

 Home address. 

 Any indication of a student or attendees health or medical problem. 

 

 

 

 

 

 



35 
 

ACCIDENTS – (REQUIRING MEDICAL CARE AND NOT) 

Medical accidents and emergencies can occur at any time and may involve a student or staff 
member. Some emergencies may only need first aid care, while others may require 
immediate medical attention. This is not a First Aid manual. When in doubt, dial 911. 
Medical emergencies involving any student or employee must be reported to the 
Principal/Site Administrator. 

STAFF ACTIONS: 
 Assess the scene to determine what assistance is needed. Direct students away from 

the scene of the emergency.  
 Notify Principal/Site Administrator.  
 Fill out School Accident Report when time is appropriate (located in main office) 

PRINCIPAL/SITE ADMINISTRATOR ACTIONS: 
 Contact school nurse and any other staff member who are trained in First Aid/CPR 

to assist if situation warrants. 
 Assess the victim (ABC – Airway, Breathing, Circulation.)  
 Call 911, if appropriate. Provide: 

o School name, address including nearest cross street(s) and fastest way for 
ambulance to reach the building 

o Exact location within the building 
o Nature of the emergency and how it occurred 

 Approximate age of injured person and any medications 
 Caller’s name and phone number 
 Do not hang up until advised to do so by dispatcher. 

 Assign staff member to meet rescue service and show medical responder where the 
injured person is. 

 Assemble emergency care and contact information of victim. 
 Monitor medical status of victim, even if he or she is transported to the hospital. 
 Assign a staff member to remain with individual, even if he or she is transported to 

the hospital. Keep a log of who is transported and where. 
 Notify parents/guardian if the victim is a student. Describe type of illness or injury, 

medical care being administered, and location where student has been transported.  
 Advise staff of situation (when appropriate).  
 Follow-up with parents. 
 Notify emergency contact if staff member. 

ADDITIONAL STEPS FOR THE SCHOOL: 
 Notify District Office/Superintendent of notification of EMS. 

GUEST/STUDENT 
 Notify the nearest Faculty Member or Staff Member in Area as soon as possible 
 Follow instructions of Faculty Member or Staff Member in Area 

 

 

 



36 
 

Custody Laws Affecting School 
Request to Release Child: 

 
Divorced Parents: 

 Refuse to release child except to the custodial parent. 

 A copy of the divorce decree / court order should be kept on file. An exception 

can be made only upon the written request of the custodial parent. 

 Written requests shall be kept on file. 

 A change of custody should be indicated and a copy of the court order/court 

document should be kept on file. 

 
Separated Parents: 

 Release to either parent unless there is a custody/court document on file. 

 
Divorce Pending: 

 Release in accordance with temporary custody/court documents. 

 

Request to Release Child at School: 
 
Divorced Parents: 

 Contact the custodial parent and abide by the expressed wishes of that parent 

(or divorce in accordance with decree/court order). 

 
Separated Parent: 

 Permit either parent to visit unless stated in a temporary custody/court document. 

 
Divorce Pending: 

 Permit in accordance with temporary custody/court documents. 

 

Medical Emergency: 
 
Divorced Parents or Divorce Pending: 

 Use emergency information listed on student’s card. 

 DO NOT contact noncustodial parents. 

 
Separated Parents: 

 Use emergency information listed on student’s cards. 

 May contact either parent. 
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Vandalism/Gang or Cult Activity 
 

The follow-up procedures for building vandalism are as follows: 

 
Principal: Notify the police about vandalism with type, extent, location and 
approximate time of occurrence. 

 
Principal / Custodian: 

 Seal the vandalized area. 

 Items within the area must be left intact for police investigatory procedures. 

 
Principal: 

 Record the extent of damage to the building and its contents. 

Photograph the damage. 

 Photographs and copies of the report should be given to police, Superintendent, 

Business / Finance and Maintenance departments. 

 Call custodian for cleanup and call the Maintenance department (785-3338) if 

damage needs immediate repair. 

 
Gang or Cult Activity: 

 
Teacher / staff: 

 Be knowledgeable of the warning signs of gang/cult involvement (one sign in 

itself is not significant). 

 Graffiti should be documented and then promptly removed. 

 Document all information relating to gang activity (even if it does not appear 

relevant at the time). 

 Keep an open mind and remain objective. 

 
Teacher / Principal: 

 Interview the student. 

 Notify school resource officer. 

 Contact the parent / guardian for a conference. 

 

GUEST/STUDENT 
 Notify the nearest Faculty Member or Staff Member in Area as soon as possible 
 Follow instructions of Faculty Member or Staff Member in Area 
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Active Shooter /Drive-By Shooting 
 
If you hear shots fired on campus, or if you witness an armed person 
shooting people (active shooter), the following actions are recommended: 
 

1. Gunfire may sound artificial. Assume that any popping sound is gunfire. 

2. FIGURE OUT your course of action immediately. In the initial moments, 

decide what is occurring and which option listed below will provide the greatest 

degree of security. 

3. GET OUT: If there is considerable distance between you and the gunfire, quickly 

move away from the sound of the gunfire and find a secure place to hide or at 

least a place that will provide protection from gunfire such as a brick wall, trees, 

or buildings. 

4. DIAL OUT: When you reach a safe location call the 911. DO NOT assume that 

someone else has reported the emergency. The information that you are able to 

provide law enforcement officers may be critical, (e.g. number of shooters, 

physical description, number and type(s) of weapons, and location of the 

shooter). 

5. HIDE OUT: If the shooter is in close proximity to your location, use the Shelter in 

Place procedures and hide within the room. 

6. KEEP OUT: Barricade doors with any heavy objects available. 

7. SPREAD OUT: If there are two or more persons in the same place when an 

active shooting incident begins, you should spread out in the room to avoid 

offering the shooter an easy target. 

8. TAKE OUT: If confronted by an active shooter, an attempt to overpower the 

shooter may be your only option. 

 
Be mindful that violent attacks can involve any type of weapon, not only a gun.  Knives, 
blunt objects, physical force or explosives can be just as deadly as a handgun; the 
suggestions listed here would be applicable in any violent encounter. 
 
If you are directly involved in an incident and exiting the area is not 
possible, the following actions are recommended: 
 

1. Close and move away from all windows and doors. Lock doors if possible. 

2. If you cannot lock the door, use desks, chairs, door- stops or other items to 

barricade the door. 

3. Try to cover the door windows or block the view inside the room. 

4. Remain quiet and act as if no one is in the room. DO NOT answer the door. 

 
In the event of a drive-by shooting, the following actions should be taken: 
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Teachers / staff: 

 When shots are heard, yell to students “Drop to the ground” or “Shelter-in-Place. 

 As vehicle exits the area, yell to students “Run into building”. 

 Notify the Principal ASAP. 

 Report any known injuries. 

 Organize students within the building and restore calm. 

 Take roll call and report any missing students. 

 Remain with classes. 

 
Principal: 

 Call 911 for police and ambulance (if needed). 

 Notify the school nurse. 

 Bring all students and staff inside building ASAP. 

 Secure the building by locking all doors. 

 Notify the Superintendent (573-785-7751). 

 Detain the students beyond dismissal time if necessary. 

 Remain with students until the emergency is over. 

 Provide counseling to students as needed. 

 DO NOT issue a statement to the media. 

 

GUEST/STUDENT 
 

 Notify the nearest Faculty Member or Staff Member in Area as soon as possible 
 Follow instructions of Faculty Member or Staff Member in Area 
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Guns / Weapons on Campus 
 

Suspicion of Weapon on Campus: 
Teacher: 

 A designated adult or police officer should bring the student to the office. 

 Bring the student’s books, backpacks, purses, etc., which are in his/her 

 possession. 

 At least two (2) adults and a police officer should be present at the meeting with 

the student. 

 

Principal: 

 Enforce guidelines in the Discipline Management Plan and Student Code of 

Conduct. 

 If a weapon is found, notify the Superintendent 

 

GUEST/STUDENT 
 

 Notify the nearest Faculty Member or Staff Member in Area as discreetly as possible 
 Follow instructions of Faculty Member or Staff Member in Area 

 

 

Threating with a Weapon(s): 
 

Teacher: 
 REMAIN CALM and talk to the student in a calming voice. 

 DO NOT attempt to confiscate the weapon. 

 Send for the principal/assistant principal as quickly as possible. 

 

Principal: 
 Call the School Resource Officer and/or 911. 

 Notify the Superintendent (573-785-7751). 

 

GUEST/STUDENT 
 

 Notify the nearest Faculty Member or Staff Member in Area as discreetly as possible 
 Follow instructions of Faculty Member or Staff Member in Area 
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Gun in Building: 
 

Teacher:  
 Notify the principal there is a gun in the building. 

 
Principal: 

 Notify the Campus Resource Officer. 

 Law enforcement & principal will determine if evacuation is necessary or if 

a threat of danger is present. 

 Immediately evacuate the area of concern. 

 Advise all personnel to make no attempt to disarm the student unless 

he/she expresses a willingness to relinquish possession of the gun. 

 Notify the Superintendent (573-785-7751) 

 Turn the situation over to the Police department and offer assistance as 

needed. 

 

GUEST/STUDENT 
 

 Notify the nearest Faculty Member or Staff Member in Area as discreetly as possible 
 Follow instructions of Faculty Member or Staff Member in Area 

 

BOMB THREAT 
 

If you receive a bomb threat by telephone: 

 DO NOT hang up. 

 Immediately record any telephone number displayed on your phone. 

 Try to keep the caller talking. Ask them to repeat themselves. 
 
Staff: 

 Immediately notify the Principal using a land-line. 

 DO NOT use a cellular phone or radio device. 

 Principal: Will call maintenance and transportation departments. 

 

GUEST/STUDENT 
 

 Notify the nearest Faculty Member or Staff Member in Area as discreetly as possible 
 Follow instructions of Faculty Member or Staff Member in Area 
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Document in Writing as soon as possible: 
 Specific time the message was received. 

 

 Date and day of the week. 

 

 Exact wording of message. 

 

 The sex, race, age, cultural background of person making the threat. 

 

 Explain the circumstances under which the message was received noting usual 

and unusual noises, clothing or actions of the person(s). 

 

 A copy of a Bomb Threat checklist will be posted by each phone. 

 
Authorities to be involved: 

 Police Department – 911 / 573-785-5776 

 Sheriff’s Department - 911 / 573-785-8444 . 

 Only the Superintendent / designee is to speak to the media. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fill out the Bomb Threat Checklist on the following page. 
Continued   
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Bomb Threat Checklist 
 
Name: ______________________________ Date & Time: _______________ 

 
BOMB FACTS: 
When will it explode? Specific Time: _______________________________ 
Where is it located? Building: ____________________________________ 
Area:_____________________________________ 
What kind of bomb? ___________________________________________ 
How did you become aware of the threat? ____________________________ 
Did caller appear familiar with the campus by the description of bomb the location? 
Yes or No 
 
Please select as much information as possible below: 
 

CALLERS IDENTITY:   
 
SEX: ______ Male_____ Female ____Adult ____Juvenile   Approximate Age:_____ 

ORGIN OF CALL: 
___Local ___ Long Distance ___Internal (From inside of building) note ext.  _____ 

VOICE CHARACTERISTICS: 
___Loud ___High Pitch ___ Raspy ___Intoxicated___ Soft ___Deep___ Pleasant 

SPEECH: 
 ___Fast ___ Distinct ___ Stutter ___Slow ___ Distorted ___Nasal ___ Lisp 

ACCENT: 
___Local ___ Foreign ___ Race ____ Not Local Region 

MANNER: 
___ Calm ___ Angry ___ Rational ___ Irrational ___ Coherent ___ Incoherent 
___ Righteous ___ Laughing ___ Deliberate ___ Emotional 

BACKGROUND NOISES: 
___ Factory Machinery ___ Trains ___ Animals ___ Music ___ Office Machinery 
___ Quiet Voices ____  Airplanes ___ Party Atmosphere ___ Street 

 
Comments: ___________________________________________________ 
______________________________________________________________ 

 

 
 
 

EMERGENCY CONTACTS FLOW THROUGH  

On Following Page 
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EMERGENCY PLAN FLOW CHART 

Superintendent’s Office 

1. Scott Dill, Superintendent

573-785-7751

2. Rod Priest, Asst Superintendent

573-785-7751

Maintenance Office    

1.Alan Ursery

573-785-3338 

2. Steve Shupe 
573-785-3338 

Transportation Office Human Resource 

1. Ronnie Martin

573-785-5801

1. Amy Jackson 
573-785-7751 5

Revised 07-2017 

Additional Numbers 

Emergency Services              911 
PB Police Department 573-785-5776
Mo Highway Patrol  573-840-9500
Poplar Bluff Fire Dept. 573-686-8692
Butler County Sheriff 573-785-8444
Butler County Emergency Mgmt       573-785-5810 
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Staff 

Lock Down Area Room 
Number 

Phone 
Ext. 

Classes 
8:-10:30 

Classes 
12:00-

2:30 

 Classes 
4:00-8:00 

Hager, Brian Custodian’s Office 206 X X 

Carpenter, Chris Classroom 611/614 22 X X X 

Cochran, Jody Classroom 208 32 X X 

Chronister, Susan Classrooms 607/609 21 X X X 

Durbin, Rosemary Office Admin Office  10 X X 

Duckett, Gina Office 102 16 X X X 

Gaebler, Tim Classroom 200 28 X X 

Gossett, Regina Classroom 209 20 X X 

Hedrick, Ron Classroom 212 33 X X 

Henson, Amy Office Admin Office 11 X X 

Hoggard, Carmen Classroom 211 30 X X 

Hon, Barbie VRE Office 104B 18 X 

Howard, Amanda Classroom 607/609 21 X X X 

Hutcheson, Ruth Classroom 209 20 X X 

Kinsey, Charles (Director) Office Admin Office 12 X X X 

Lewis, Monica Mules Café 
Classroom 

Mules Cafe 785-
7751 

X X 

Macdonald, Camille 504 Office 104A 19 X X 

March, Brandon Classroom 204 29 X X 

Moe, Frankie, Classroom 103 26 X X 

Moon, Brandon Mules Café 
Classroom 

Mules Café 785-
7751 

X X 

White, Denni Classroom 601/605 25 X X 
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Staff 
Shelter In Place 

 Area 
Room 

Number 
Phone 

Ext. 
Classes 

8:-10:30 
Classes 
12:00-

2:30 

 Classes 
4:00-8:00 

Hager, Brian Custodian’s Office 206 X X 

Carpenter, Chris Classroom 611/614 22 X X X 

Cochran, Jody Classroom 208 32 X X 

Chronister, Susan Classrooms 607/609 21 X X X 

Durbin, Rosemary Office Admin Office  10 X X 

Duckett, Gina Office 102 16 X X X 

Gaebler, Tim Classroom 200 28 X X 

Gossett, Regina Classroom 209 20 X X 

Hedrick, Ron Classroom 212 33 X X 

Henson, Amy Office Admin Office 11 X X 

Hoggard, Carmen Classroom 211 30 X X 

Hon, Barbie VRE Office 104B 18 X 

Howard, Amanda Classroom 607/609 21 X X X 

Hutcheson, Ruth Classroom 209 20 X X 

Kinsey, Charles (Director) Office Admin Office 12 X X X 

Lewis, Monica Mules Café 
Classroom 

Mules Cafe 785-
7751 

X X 

Macdonald, Camille 504 Office 104A 19 X X 

March, Brandon Classroom 204 29 X X 

Moe, Frankie, Classroom 103 26 X X 

Moon, Brandon Mules Café 
Classroom 

Mules Café 785-
7751 

X X 

White, Denni Classroom 601/605 25 X X 
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