Safety Planning QuickChecks & Templates

These QuickChecks are guides and templates meant to be ready references for staff in the event of an
emergency. The guides and templates include the following:

QuickChecks: Additional Template Resources:
B_asic Saft?ty Planning Checklist Communicating With the Media During A Crisis
A!r PoIIutl?n Alert . . Earthquake Checklist
Bio-Terrorism Threat, Suspicious Substance/Mail .
Evacuation

Bomb or Suspicious Device

. Students with Special Needs
Chemical Exposure

Critical Incident Reporting Form
Basic Checklist — Safety Readiness
Emergency Situation Log

Civil Disturbance — Hostile Acts
Death of a Student Or Staff Member

Earthquake
E t: ke Checklist Public Information Release
arthquake Checklis
.q Students Needing Special Assistance
Explosion

Record of First Aid Care

Field Trip Emergency Parent Contact Log

Fire or Fire Alarm

Flood

Hazardous Materials Spill — Off Site
Hazardous Materials Spill — On Site

Teacher Grab and Go Emergency Procedures

Hostage Situation

Intruder on Campus

Lost Child/Kidnapping

Lockdown Procedures

Lockdown - Modified Procedures
Lockdown Evaluation Checklist

Radiological Incident

School Bus Accident

Shooting

Shelter-In-Place

Student/Parent Reunification

Suicide/Attempted Suicide

Volcanic Eruption

Weapon Related Incident

Weather-Related Incident

Please Note:
Throughout the following QuickChecks, there are several references to
phone calls and the use of intercoms.
District and school staff may also have access to and use of cell phones and other
technologies. The same of true for students and families.
It is strongly suggested the districts and schools develop policies and protocols around the
use of both school-owned and personal technologies in emergency situations.




BASIC CHECKLIST — SAFETY READINESS

YES NO
Does the school have an emergency response plan?

N

Did the plan result from a hazard analysis and does it address
multiple hazards, not just fire?

Does the plan include mitigating potential disasters?
Does the plan include responding to disasters?

Does the plan include recovering from disasters?
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Was the plan developed in cooperation with local emergency
responders (i.e., fire, law enforcement, emergency medical,
Emergency Manager)?

7. Do local responders have information about your school’s class
schedules, lunch schedules, dismissal schedules and the
location of critical offices?

8. Does the plan include an Incident Command System (ICS)?

9. Have incident command responsibilities been assigned along
with backup responsibilities? This includes the assignment of
an Incident Commander and establishing a chain of command in
the event of an emergency.

10. Does the plan include a system of accountability for all students
and adults in the building?

11. Does the school have visitor control procedures in place?

12. Does the plan include a reunification system for releasing
children to their parents?

13. Does the plan include both primary and secondary evacuation
routes?

14. Does the plan include a facility map noting all entrances and
exits? Do you have a reliable entrance and exit control plan?

15. Is there a building closure plan and has someone been
assigned to implement it?

16. Is the plan practiced through regular drills and exercises?

17. Are emergency responders included in drills and practice
exercises?

18. Are both evacuation and reverse evacuation drills practiced?

19. Are Shelter-in-Place drills practiced?




20.
21.

22.
23.
24.

25.
26.

27.

28.

29.

30.

31.

32

Are lockdown drills practiced?

During evacuation drills, are exits regularly blocked to test
secondary evacuation route systems?

During drills, are student accountability systems tested?
Are systems for evacuation during severe weather ever tested?
Does the plan include a system for regular review and updating?

Have you read the plan?

Do crisis response team member know where the plan is
located?

Has the plan been reviewed with the professional and support
staff as well as the local Emergency Manager?

Has the school reviewed the building information and site
blueprints and made a list of system shutdown procedures in the
event of an emergency?

Have detained procedures and security post instructions and
assignments for staff conducting security functions been written
and implemented?

Do you know the name of the Emergency Manager for the
school’s jurisdiction?

Do you know the name of the Fire Chief in the school’s
jurisdiction?

. Do you know the name of the Law Enforcement Officer
responsible for your school’s jurisdiction?




Emergency:

AIR POLLUTION ALERT

SCHOOL RESOURCES

1 InclementWeather Procedures
1 Local/Regional Health District

COMMUNITY RESOURCES
91 Air Pollution Control Authority
1 Safety/Transportation
1 County Department Emergency Management (DEM)

RESPONSE: PRINCIPAL / BUILDING ACTION
1. Upon being notified of an Air Pollution Alert, follow recommendations or directions of the
Air Pollution Control Authority, Health District or Department of Emergency Management.
2. Notify Operations Department.
3. Notify Superintendent/District Office
4. Cancel programs which require outdoor physical activities.
5
6

Curtail programs which require indoor physical activities.

Alert staff to provide special considerations to students who are known to have asthma,
allergies or other respiratory difficulties.

7. Complete Critical Incident Report Form.

RESPONSE: SUPERINTENDENT / DISTRICT ACTION

1. Determine if necessary to shut off HYAC system. (Operations Department)
2. Notify the Public Information. Coordinator

3. Develop and implement a Community Notification Plan.

4

Notify County Department of Emergency Management to assure assistance of other local
agencies as required.

5. Implement Incident Command System.

6. Cancel programs which require outdoor physical activities.

7. Curtail programs which require indoor physical activities.

8. Implement School Cancellation Plan if advised to do so by state or county officials.
9. Monitor situation with county and state officials.

10. Resume normal routine once local health and air pollution officials consent. Provide
continuous Community Notification until Air Pollution Alert is canceled.

RELATED RESPONSE EMERGENCIES

1 Medical Emergency




Emergency:

BIOTERRORISM THREAT, SUSPICIOUS SUBSTANCE/MAIL

SCHOOL RESOURCES
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Material Safety Data Sheets (MSDS)
School Evacuation Plan

Shelter Plan

Health District

COMMUNITY RESOURCES
1 Fire Department
1 Rescue/Ambulance
1 LawEnforcement
1 County Department of Emergency Management (DEM)

RESPONSE: PRINCIPAL/BUILDING ACTION

T
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1. Upon receipt of a bioterrorism threat by telephone, use the bioterrorism threat incident
form to write down information from the caller. Make every effort to:

Prolong the conversation as much as possible.
Identify background noises.
Note distinguishing voice characteristics.

Question caller as to description of bomb, placement of bomb, and when it is due to
explode.

Try to determine caller’s knowledge of facility.

Note time of call.

Inform principal/site manager or designee of the threat.

If calle r thregat implies an immediate threat, call 9-1-1.
Complete bomb threat checklist (located under telephone).

2. Notify District Office/Superintendent.
3. If a suspicious substance is found that is not associated with mail:

School Staff - Attempt to identify the substance and its origin (may be a spill).
School Staff - Isolate the area so that exposure to other people is minimized.
Custodial Staff - Or don’t clean up and shut down area.

Custodial Staff Shut down HVAC systems.

4. Identify unusual mail and label it as suspicious if:

It's unexpected or from someone you don’t know.
It's addressed to someone no longer at your address.

It's handwritten and has no return address or bears one that you can’t confirm as
legitimate.

It's lopsided or lumpy in appearance.
It's stained.




Emergency:

BIOTERRORISM THREAT, SUSPICIOUS SUBSTANCE/MAIL

1 It's sealed with excessive amounts of tape.
1 It's marked with restrictive endorsements such as “ @rsonal” or “confidential”
1 It has excessive postage.

5. What to do with a suspicious piece of mail:

Handle item as little as possible.

W ear protective gloves.

Do not shake, bump or sniff it.

Place item in additional plastic bag.

1 Wash hands thoroughly with soap and hot water.

6. If mail meets a number of the above criteria, call 9-1-1 and summon local law
enforcement.
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RESPONSE: SUPERINTENDENT/DISTRICT ACTION

1. Notify Public Information Coordinator.
2. Develop and implement a Community Notification Plan.
3. Maintain ongoing communication with emergency responders.

RELATED RESPONSE EMERGENCIES

1 Medical Emergency
1 Multiple Casualty Incident
1 Other as appropriate

CAUTION
E DO NOT
Touch or inhale.
E DO

Wash after contact.




Emergency:

BOMB or SUSPICIOUS DEVICE

SCHOOL RESOURCES

1 Bomb Threat Incident Form
1 Building Plan By Floor
9 Shelter Plan

COMMUNITY RESOURCES
1 Law Enforcement
1 Fire Department
1 Rescue/Ambulance

RESPONSE: PRINCIPAL/BUILDING ACTION
1. Upon receipt of a bomb threat by telephone, use the bomb threat incident form to write
down information from the caller. Make every effort to:

Prolong the conversation as much as possible.
Identify background noises.

Note distinguishing voice characteristics.

Question caller as to description of bomb, placement of bomb, and when it is due
to explode.

Try to determine caller’s knowledge of facility.

Note time of call.

Inform principal/site manager or designee of the threat.

If caller ’'thseat implies an immediate threat, call 9-1-1.
Complete bomb threat checklist (located under telephone).
Call Security Department.

2. Review information provided by individual who received the threat.

3. Make decision whether or not to evacuate the facility. If so, notify staff to evacuate to the
evacuation area and meet with assigned groups.

4. Notify Superintendent/District Office
5. Complete Critical Incident Report Form.
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RESPONSE: SUPERINTENDENT/DISTRICT ACTION

1. Notify Public Information Coordinator.
2. Implement Incident Command System.

3. If building is to be evacuated, it should be handled as a fire alarm with staff assisting in
guiding all students and personnel away from the designated location of threat.

4. If adecision to search is made, place prearranged search procedure into action. Have a
checklist of building rooms and spaces available (fire evacuation plan) so that all areas
are checked.




8.

RELATED RESPONSE EMERGENCIES

.DO

Emergency:

BOMB or SUSPICIOUS DEVICE

Maintain an incident command post where a phone checklist is kept and where staff

responsible for searching the facility can coordinate search results.

When police arrive:

9 Advise Police of situation and follow their instructions.

1 Police will notify Fire Department/Bomb Squad if necessary.

9 Turn control of building over to the Police/Fire Incident Commander.

1 Upon review of conditions, police officials will determine when control of the building,
or part of the building, will be returned to school officials.

In consultation with Incident Command Officials, determine whether to resume building

operations or activate Shelter Plan or School Cancellation Plan. Notify staff and

students.

Develop and implement a Community Notification Plan.

1 Explosion

Medical Emergency
Multiple Casualty Incident
Building — Structural Failure
Building — Loss of Use
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DO NOT
1 Move any suspicious device.

1 Keep all students and staff away from suspicious devices.




Emergency:

CHEMICAL EXPOSURE

SCHOOL RESOURCES

1 Material Safety Data Sheet (MSDS) (located in main office)
1 School Evacuation Plan
9 Shelter Plan (or Shelter-in-Place)

COMMUNITY RESOURCES

1 Fire Department

1 Rescue/Ambulance

1 Health District

1 Poison Control Center
1 Department of Ecology

RESPONSE: PRINCIPAL/BUILDING ACTION

1. Identify affected person(s) and notify School Nurse and/or other medically trained staff.
2. Notify Principal.

3. Alert Superintendent/District Office.

4

Comfort the injured person and administer appropriate first aid. Follow hazardous
material spill plan if necessary.

5. If possible, determine what (chemical substance) caused the exposure or injury. Read
the label and follow instructions. Obtain MSDS for further instructions.

6. Call 9-1-1 for Fire Department and Rescue/Ambulance.

RESPONSE: SUPERINTENDENT/DISTRICT ACTION

1. Call Health District or Poison Control Center for further guidance.
2. Always transport victim(s) to doctor or hospital for testing and professional evaluation.

3. If exposure source(s) cannot be immediately identified and mitigated, evacuate the
building until Fire Department arrives and inspects for toxic conditions.

Complete Critical Incident Report Form.
Notify the Public Information Coordinator.
Develop and implement a Community Notification Plan

Do not allow anyone to reenter the building until the Incident Commander gives
clearance.
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RELATED RESPONSE EMERGENCIES

Hazardous Materials Incident OnSite
Building — Loss of Use

Medical Emergency

Multiple Casualty Incident

l
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Emergency:

CIVIL DISTURBANCE - HOSTILE ACTS
Also see: Terrorism page of this website.

SCHOOL RESOURCES

1 Shelter Plan
1 InclementWeather Procedures
1 Community Notification Plan

COMMUNITY RESOURCES

9 Law Enforcement
1 County Department of Emergency Management (DEM)

RESPONSE: PRINCIPAL/BUILDING ACTION

Upon first report of any actual or potential civil disturbance, assess the situation as
follows:

1 Where is the disturbance occurring? (Specific location)
When did it begin?

How many people are actually involved?

What is taking place?

Has any actual violence occurred at this time?

What is the purpose or intentions of the group?

1 Are the identities of participants known?

2. Based on observations, determine if the Police or Incident Management Team should be
called.

3. Notify School Superintendent/District Office
4. Complete Critical Incident Report Form.

RESPONSE: SUPERINTENDENT/DISTRICT ACTION

1. Based on observations, determine if the Police or Incident Management Team should be
called and/or Incident Command implemented.

2. Notify the Public Information Coordinator.
3. Develop and implement a Community Notification Plan after conferring with the Police.

4. Consult with Police Incident Commander/Security Department and the Incident
Management Team and other appropriate parties prior to resuming normal operations of
school.
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RELATED RESPONSE EMERGENCIES

1 Medical Emergency
1 Multiple Casualty Incident
1 Hostage situation




Emergency:

DEATH OF A STUDENT OR STAFF MEMBER

SCHOOL RESOURCES

9 School Counselors
1 School Psychologists
1 School Nurse

COMMUNITY RESOURCES

1 Local Mental Health Agency
1 Local Emergency Responders

RESPONSE: PRINCIPAL/BUILDING ACTION

1 Contact the Incident Management Team members and have a team meeting
as soon as possible.

1 Contact Superintendent/District Office

RESPONSE: SUPERINTENDENT/DISTRICT ACTION
1

Notify the Public Information Coordinator.

1 Develop and implement a Community Notification Plan

1 Prepare afact sheet template for giving accurate, up to date information.

1 Hold a faculty meeting as soon as possible. Review the procedures for the day,
availability of support services, referral process for at risk students.

1 Contact family of the deceased. Preferably an administrator and Incident Management
Team should visit the family at their home and offer assistance.

1 Hold a faculty meeting at the end of the day to review the day's events.

1 Notify all bus drivers by written memo to be alert for students who show signs of
emotional distress, along with a telephone number for drivers to use to reach guidance
counselor.

1 Personal contact should be made with the driver of the bus which goes into the
neighborhood of the student who has died. Supply a school staff member to ride the bus
if that seems necessary.

1 Plan to have counselors available for staff and students to talk with.

1 Consider providing a template for teachers to use in the classroom that allows students to
share their thoughts.

RELATED RESPONSE EMERGENCIES
1 Bus/Vehicle Accident




Emergency:

EARTHQUAKE

COMMUNITY RESOURCES

1 Department of Emergency Management
1 Local Fire and Rescue
Law Enforcement

RESPONSE: PRINCIPAL/BUILDING ACTION ESPONSE:

1. Drop, Cover and Hold at first sign of the ground shaking. Hold on to the leg of the
desk or table until the shaking stops.

If cover is not available, drop by interior weight bearing wall.

Stay away from windows, light fixtures and suspended objects.

If outside, move away from buildings or overhead objects and Drop, Cover and Hold until
the shaking stops.

Be prepared for aftershocks, Drop, Cover and Hold until the shaking stops.

Reunite with your assigned group as soon as safely possible in the evacuation area.
Contact Superintendent/District Office and Operations Department.
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RESPONSE: SUPERINTENDENT/DISTRICT ACTION

. Contact Operations Department and Public Information Coordinator.

2. Implement the Incident Command System (ICS).

3. Decide on need to evacuate. It is always prudent to evacuate if possible and then
evaluate the structure.

4. An evacuation outdoors should be ordered if the structural integrity of the building is in
doubt.

5. FEMA does not mandate evacuation until is deemed safe to do so.

6. Account for all students and visitors.

7. If students are to be released follow your reunification/signout responsibilities and

procedures.

8. Communicate to the district the overall situation, based on the district communication
plan.

9. Receive status reports from the Incident Command team members regarding the building
condition.

10. Develop and implement a Community Notification Plan
NOTE: Additional information located in the resource section, “Earthquake Checklist”.




Emergency:

EARTHQUAKE CHECKLIST

PREPAREDNESS: PRINCIPAL/BUILDING ACTION

D
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Provide annual training to staff and students in Earthquake procedures.

Conduct an Earthquake Drill at least once annually. (Recommended, not mandated under
RCW.28A.520.125).

Provide first aid training to teachers and staff.

Prepare school emergency kits and a“ @ Kit for yourself.

Invite local first responders to participate in your earthquake drills.

Define staff roles and responsibilities as part of your ICS training.

Establish and train triage teams, as part of your ICS, in your building.

Locate a triage site at your location away from the direct line of sight of parents arriving.

Design and post main evacuation route and assembly areas that avoid as many hazards as
possible.

Maintain file on location of special needs students who may need assistance (wheelchairs,
uncommunicative students, etc.)

In addition, decide alternate routes to your main routes, in the event the main route is
blocked.

Oversee identification of nonstructural hazards.
Establish a release policy and determine how this policy will be communicated to parents.

Familiarize yourself with district arrangements for immediate damage assessment after a
damaging earthquake.

Take an inventory of staff for skills that may be useful in earthquake planning and response —
amateur (ham) radio operators, bilingual, medically trained, etc.

Evaluate records with the district and determine if there are back up records and if so where
they are kept.

Discuss family needs and special responsibilities with all teachers and staff. Based on this
conversation develop a release plan for your staff using their needs as a basis.

Discuss with the transportation office what the policy, plans and procedures are if an
earthquake occurs while the students are in route to or from school.

Develop policies and procedures for your special needs students, especially when deciding
on evacuation routes.

Conduct a routine hazard hunt to ensure items are properly secured, heavy objects are kept
low, etc.

Develop an alternate means of communication if your primary system fails.




Em ergency:

EARTHQUAKE CHECKLIST

CLASSROOM EARTHQUAKE PROCEDURES

PREPAREDNESS

1 Maintain printed copy of current class list and note any student absences. Keep the listin
a safe, easily accessible place.

1 Prepare a classroom emergency Kkit.

1 Keep the classroom emergency kit up to date, watch supply expiration dates. Keep the
kit in a safe, easily accessible place, near the door.

1 Participate fully in all earthquake drills.

1 If you have an assignment as part of the ICS team, make sure you have a “buddy

teacher to take care of your students.

1 Provide instruction to your students in advance of the earthquake, explaining why we
should Drop, Cover and Hold, and what to do when the ground shaking stops.

1 If you have any special needs students, test any special procedures that will be needed
during and after the earthquake. These special procedures should be part of regular
scheduled drills.

1 Conduct a routine hazard hunt to ensure items are properly secured, heavy objects are
kept low, etc.

RESPONSE

1 Drop, Cover and Hold at first sign of the ground shaking. Hold on to the leg of the desk

or table until the shaking stops.

If cover is not available, drop by interior weight bearing wall.

Stay away from windows, light fixtures and suspended objects.

If outside, move away from buildings or any overhead objects and Drop, Cover and Hold.

If an evacuation is ordered, take students out of the building, with emergency class list,

and supplies.

1 Be alert as you lead students down stairwells or corridors to anything (dangling lights and
ceiling struts, broken glass, slippery floors, etc.) that could hurt them or you. Be ready to
Drop, Cover and Hold if an aftershock occurs.
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RECOVERY

Follow the school emergency preparedness plan.

Know the procedures for getting first aid or other help to students who need it.
Take roll.

Report missing or unaccounted for students.

Calm frightened students.

Be prepared for aftershocks, Drop, Cover and Hold, until the shaking stops.

OPERATIONS DEPARTMENT EARTHQUAKE PROCEDURES

PREPAREDNESS

A Assist the Planning Committee and/or administrator in the identification of nonstructural and
structural hazards.
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Emergency:

EARTHQUAKE CHECKLIST

A If possible, attend an earthquake structural mitigation class, ATC20/21, (before/after
earthquake safety).

A With the direction of the Planning Committee and/or administrator, assist in the reduction of

_nonstructural hazards.

A Conduct a routine hazard hunt to ensure items are properly secured, heavy objects are kept
low, etc.

A Maintain a list of all emergency supplies, to include food inventory (watch expiration dates on

perishable and nonperishable supplies).

A Assist the Planning Committee and/or administrator with possible options in the event
evacuation is required during inclement weather.

A Carry aradio or cell phone at all times.

A Carry your building access keys at all times.

RESPONSE

A Drop, Cover and Hold at first sign of the ground shaking. Hold on to the leg of the desk or
table until the shaking stops.

A If cover is not available, drop by interior weight bearing wall.

A Stay away from windows, light fixtures and suspended objects.

A If outside, move away from buildings and Drop, Cover and Hold.

A Be prepared for aftershocks, Drop, Cover and Hold until the shaking stops.

RECOVERY

A Assistin evacuation if one is required.

Check utilities and do whatever necessary to minimize further danger. Determine which
utilities still work and which don’t. Report findings to administrator or IC if ICS has been
ordered.

Make a note of structural and nonstructural damage when checking utilities. Report findings
to IC, maintenance personal, and/or district as school plan requires.

Assist with food distribution to students and staff as required.

If evacuation is required during inclement weather take actions for protection of students,
faculty, and staff from the weather.

Assist with security if required.

Participate in debriefing sessions.

Restock emergency supplies as needed.

Be prepared for aftershocks, Drop, Cover and Hold until the ground stops shaking.
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Emergency Go-KitResources:

s REMS http /S wwew.rems.ed.sov/docs/HH Wolllssuel. pdf




Emergenc vy:
EXPLOSION

Also see: Terrorism page of this website

SCHOOL RESOURCES
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3.
4.
1.
2.

3.
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COMMUNITY RESOURCES

[ County Department of Emergency Management (DEM
RESPONSE: PRINCIPAL/BUILDING ACTION

RESPONSE: SUPERINTENDENT/DISTRICT ACTION

School Evacuation Plan
Inclement Weather Procedures
Crisis Plan

Medically Trained Staff

Fire Department
Rescue/Ambulance
Law Enforcement

Immediately sound the building Fire Alarm and evacuate the building in accordance with
established building Fire Evacuation Plan.

Notify emergency response agencies (call 9-1-1). Establish an Incident Command Center
at a safe location.

Notify School Superintendent/District Office
Complete Critical Incident Report Form.

Notify the Public Information Coordinator.
Implement Building Incident Management Plan.

Provide Fire and EMT Responders with information about locations of injured persons,
building damage, and special sources of hazard (e.g., hazardous materials, power supply
locations).

Follow instructions of emergency personnel on the scene.
Develop and implement a Community Notifications Plan.

LATED RESPONSE EMERGENCIES

Fire or Fire Alarm

Bomb or Suspicious Device

Building — Structural Failure

Building — Loss of Use

Civil disturbance — Hostile Acts
Medical Emergency

Multiple Casualty Incident

Power Outage — Utilities Disruption
Hazardous Materials Incident — On Site




Emergency:

FIELD TRIP EMERGENCY

SCHOOL RESOURCES

T School Plan

COMMUNITY RESOURCES
1 Fire Department
T Rescue/Ambulance

RESPONSE: PRINCIPAL/BUILDING ACTION

1. Determine the nature of the emergency and the number of staff, students and others
affected.

2. Call 9-1-1 if any personal injury or damage to vehicles has occurred.
3. Render first aid if necessary.

4. Advise the appropriate supervisor of the incident; i.e. Building Principal, Transportation
Director and Transportation Dispatch.

Notify the Communications/Transportation/Safety/Security departments.
Notify School Superintendent/District Office
Complete Critical Incident Report Form.

Document all events, noting time, date, severity of injuries, names of injured persons,
witnesses and emergency personnel, etc. Provide a complete written report to the school
district as soon as possible.

© No o

RESPONSE: SUPERINTENDENT/DISTRICT ACTION
1. Contact parents of injured students.
2. Activate Community Notification Plan if necessary.
3. Contact Insurance Carrier (Canfield and Associates)

RELATED RESPONSE EMERGENCIES

1 School Bus Accident
9 Vehicle Accident (other than a bus)
1 Medical Emergency

1 Multiple Casualty Incident

N/A




Emergency:

FIRE OR FIRE ALARM

SCHOOL RESOURCES

1 School Evacuation Plan
1 InclementWeather Procedures

COMMUNITY RESOURCES

1 Fire Department

1 Rescue/Ambulance

9 Building Official and Fire Marshall

1 Insurance Company Representative

RESPONSE: PRINCIPAL/BUILDING ACTION

1. Upon detection of smoke or fire or a report of a fire, sound fire alarm immediately. Call
9-1-1. If activation source is unknown source, proceed as if there was an actual fire.

2. Evacuate building using the established Fire Evacuation Plan.

3. Investigate source of fire or alarm activation. Use fire extinguishers to control the fire only
if it can be done without injury to staff or others.

4. Assigned staff shall assist physically impaired occupants out of building.

5. An assigned staff member shall assist physically impaired occupants located on floors
above or below ground level, and:
* move physically impaired persons to a windowed room,
* close all doors in the area, and

* remain with the handicapped person(s) until help arrives.
Implement Building Incident Management Plan.
Establish an Incident Command Center at a safe location.
Notify School Superintendent/District Office
. Complete Critical Incident Report Form.
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RESPONSE: SUPERINTENDENT/DISTRICT ACTION

1. Notify the Public Information Coordinator.

Notify Operations Department.

Develop and implement a Community Notification Plan.

Make recommendation on cancellation or resumption of routine school operations.
Contact Insurance Carrier (Canfield and Associates).
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RELATED RESPONSE EMERGENCIES

Building Structural Failure -
Explosion — Gas Leak

Hazardous Materials Incident — On Site
Medical Emergency

Multiple Casualty Incident
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Emergency:

FLOOD

SCHOOL RESOURCES

School Resources

Inclement Weather Procedures
Flooding, Shelter & Transportation Plans
Emergency Alert System (EAS)

COMMUNITY RESOURCES

1 County Department of Emergency Management (DEM)
County Transportation

Fire Department

Local and State Police
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RESPONSE: PRINCIPAL/BUILDING ACTION

1. During periods of flood watches or warnings, emergency alert system (EAS) will
broadcast radio announcements of current conditions.

2. Notify School Superintendent/District Office
3. Complete Critical Incident Report Form.

RESPONSE: SUPERINTENDENT/DISTRICT ACTION
1. Notify Operations Department.
2. Notify the Public Information Coordinator.

3. Based upon National Weather Service and/or Department of Emergency Management
advice, implement Flooding, Shelter and Transportation Plans.

4. Emergency response will be activated based on advice of the state or county Dept. of
Emergency Management (DEM)

5. School cancellation may be implemented in response to DEM precautionary
determinations.

6. Develop and implement a Community Notification Plan.

RELATED RESPONSE EMERGENCIES

Building — Loss of Use
Gas Leak

Power Outage — Utilities Disruption
Roof Leak or Failure
Water Supply Disruption
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N/A




Emergency:

HAZARDOUS MATERIALS SPILL — OFF SITE

SCHOOL RESOURCES

School Evacuation Plan
Emergency Transportation Plan
Shelter Plan

Inclement Weather Procedures

COMMUNITY RESOURCES

1
1
\

Fire Department
County Department of Emergency Management (DEM)
Department of Ecology (DOE)

RESPONSE: PRINCIPAL/BUILDING ACTION
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N/A

RELATED RESPONSE EMERGENCIES

If contacted by local Fire Department or DEM, conduct a hazard assessment. In
coordination with the Incident Commander, determine whether to implement Shelter — In
Place or Evacuation Plan procedures.

Notify School Superintendent/District Office
Complete Critical Incident Report Form.

Notify Operations Department.

If Shelter Plan is recommended, close off all outside air intakes and curtail all outdoor
activities.

Notify the Public Information Coordinator.

If Evacuation Plan is implemented, consider School Cancellation Plan, depending on time
of day.

Develop and implement a Community Notification Plan.
When Incident Commander declares that it is safe, resume normal operations.

Medical Emergency

Multiple Casualty Incident

Fire or Fire Alarm

Radiological — Nuclear Incident
Toxic Exposure




Emergency:

HAZARDOUS MATERIALS SPILL — ON SITE

SCHOOL RESOURCES

Chemical Inventory and Material Safety Data Sheets (MSDS)
Emergency Transportation Plan

Shelter Plan

Inclement Weather Procedures

COMMUNITY RESOURCES
1 Fire Department
1 County Department of Emergency Management (DEM)
1 Department of Ecology (DOE)

RESPONSE: PRINCIPAL/BUILDING ACTION

1. Upon detection or notification of a spill of any hazardous substance (including any
petroleum product), notify Principal and the Fire Department (call 9-1-1).

2. Evacuate building immediately if any danger sign is present such as fumes, vapors,
odors or smoke, or if any person is physically affected; e.g., headache, dizziness,
distress, fainting, skin rash, respiratory blurred vision, weakness, sweating, etc.

3. Based on advice from the Fire Department curtail or cease building operations. Evacuate

if appropriate. Obtain Material Safety Data Sheets (MSDS) if available. Notify staff and
students.

4. Notify School Superintendent/District Office
5. Complete Critical Incident Report Form.

RESPONSE: SUPERINTENDENT/DISTRICT ACTION
1. Notify Operations and Transportation Departments.
2. Notify the Public Information Coordinator.

3. Incoordination with Incident Commander, implement Shelter or School Cancellation
Plan.

4. Develop and implement a Community Notification Plan.
5. With assistance of Fire Department determine the cause and extent of the incident.

6. Discuss situation with DOE personnel. Develop a plan for cleanup and waste disposal in
coordination with the DOE. Clean and decontaminate the area.

7. After consulting with Safety Office, Fire Department and DOE officials, resume normal
operations.

RELATED RESPONSE EMERGENCIES



Emergency:

HOSTAGE SITUATION

SCHOOL RESOURCES

1 School Evacuation Plan
7 Building Crisis Plan
1 InclementWeather Procedures

COMMUNITY RESOURCES

RESPONSE: PRINCIPAL/BUILDING ACTION

Upon report/observation of a hostage situation, notify Principal/Superintendent and take
steps to isolate the area.

2. Immediately notify Police (9-1-1) and follow their instructions.
3. Lock down the building immediately.

4. Complete Critical Incident Report Form.

RESPONSE: SUPERINTENDENT/DISTRICT ACTION
1. Notify Transportation Department if busses are due to arrive or depart.
2. Notify Public Information Coordinator.

3. Based on advice of the Police, implement the following:
» Evacuation of unaffected students and staff.
« Emergency Transportation Plan.
* School Cancellation Plan.
* Crisis Plan (Lock Down).
« Community Notification Plan.
* Critical Incident Stress Debriefing Teams.

4. Develop and implement Community Notification Plan.

RELATED RESPONSE EMERGENCIES
N/A

CAUTION
N/A




Emergency:

INTRUDER ON CAMPUS
Also see: Active Shooter page of this website

SCHOOL RESOURCES

1 Security officer (if applicable)
COMMUNITY RESOURCES

1 Local, County, State Law Enforcement

RESPONSE: PRINCIPAL/BUILDING ACTION

The campus intruder is defined as a nonstudent or a student on suspension who loiters or creates
disturbances on school property. RCW 9A.52.070, Criminal Trespass, defines the penalty for the
intruder. Dangerous and/or concealed weapons are forbidden on school premises unless carried
by law enforcement officers.
1. If possible, alert Security Officer IMMEDIATELY.
2. Have the person(s) under suspicion come to the office or be kept under constant
surveillance.
3. Ordinarily, DO NOT ASK THE PERSON(S) if he/she is carrying a weapon.
4. DO NOT ATTEMPT TO DISARM THE PERSON(S).
Notify Superintendent/District Office

Procedures:

Greet the intruder in a polite and nonthreatening manner.
Identify yourself as a school official.

Ask the intruder for identification.

Inquire as to purpose of presence.

If it is determined that the intruder has no rightful reason to be on campus, CHALLENGE
HIS/HER PRESENCE.

Advise intruder of the trespass laws.

Ask the intruder to quietly leave the campus or invite him/her to accompany you to the
office.

1 If the intruder refuses to respond to your requests, inform him/her of your intention to
summon law enforcement officers.
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9 If the intruder gives no indication of voluntarily leaving the premises, notify police.
1 Complete Critical Incident Report Form.

RESPONSE: SUPERINTENDENT/DISTRICT ACTION

1 Notify local law enforcement or call 9-1-1.
1 Notify Public Information Coordinator.
1 Develop and implement a Community Notification Plan.




Emergency:

LOST CHILD/KIDNAPPING

REPORTED INCIDENT

Any report of a lost student brought to the attention of school staff should be considered serious.
When the student is reported missing coming to or going from school functions, school personnel
will become involved.

COMMUNITY RESOURCES
1 Local, County, State Law Enforcement
1 Local and County Search and Rescue

RESPONSE: PRINCIPAL/BUILDING ACTION

1 Call9-1-1.

1 Call parent/guardian.

1  Notify Superintendent.

1 Conduct immediate search of school buildings and grounds.
1 Gather the following information for the patrol officer:

0 Who made the report?
Time last seen, where and with whom?
Physical description, recent school photo and how dressed?
Playmates, friend snames, addresses and phone numbers.

Student normal path, mode of transportation to and from school. (Contact District
Transportation Dept. to track possible information).

1 Contact teachers or counselors to see if student shared any information with them that
might be helpful.

1 Provide counselor with information regarding those who may be distraught over the
situation.

1 When child is found, contact Superintendent, notify teacher(s}, complete Critical Incident
Report Form.

9 Call emergency staff meeting to debrief staff.
1 Arrange for counseling for staff and students distraught by the situation.
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RESPONSE: SUPERINTENDENT/DISTRICT ACTION

1 ldentify a team to work on the crisis.
1 Designate personnel to answer the phone and keep communication flowing as directed.
1 Other administrative staff to assist as appropriate. If the incident occurs during the school
day.

Classroom routine should be maintained.

Notify Public Information Coordinator.

Prepare memo to inform staff and parents of incident and actions taken.
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Emergency:

LOST CHILD/KIDNAPPING

IF KIDNAPPING HAS OCCURRED: RESPONSE: PRINCIPAL/BUILDING ACTION
NOTE: THE FOLLOWING INFORMATION IS SPECIFIC TO KIDNAPPING.

1
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Upon report of kidnapping, call 9-1-1. Relay whatever available information to
the dispatcher.

Call parent/guardian.

Notify Superintendent.

Keep school procedures as normal as possible.

Conduct immediate search of school buildings and grounds.

Gather witnesses in private area to meet with law enforcement officer.
Obtain description of suspect(s) and vehicle, if possible.

Suspect: Height, weight, hair color, race, facial hair, clothing.
Vehicle: Color, make, year, license plate number, noticeable damage.
Clarify "type" of kidnapping, custodial or other.

If suspect is custodial problem, obtain information from legal guardian/parent and relay to
9-1-1 dispatcher.
If suspect is other than parent/guardian:

0 Obtain name of kidnapped victim's best friend who may know ex boy or girl friend
of the person kidnapped. He/she should be available for Law enforcement.

o Obtain photograph of victim yearbook, personal files or parent/guardian.

RESPONSE: SUPERINTENDENT/DISTRICT ACTION

=
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Superintendent/District Action for a kidnapping situation is identical to lost child.

Identify a team to work on the crisis.

Designate personnel to answer the phone and keep communication flowing as directed.
Other administrative staff to assist as appropriate. If the incident occurs during the school
day.

Classroom routine should be maintained.

Notify Public Information Coordinator.

Prepare memo to inform staff and parents of incident and actions taken.




Emergency:

LOCKDOWN PROCEDURES

SCHOOL RESOURCES

1  School Administrators
COMMUNITY RESOURCES

i Local and State Law Enforcement

RESPONSE: PRINCIPAL/BUILDING ACTION

1 Notify Superintendent/District Office
1 Make sure you have your keys at all times.
1 You will be notified that we are going into lockdown by an intercom announcement.

o0 Teachers who have students out on the field gather all the students. A security
officer or building administrator will advise students and staff of lock in and will be
instructed of the appropriate procedures to follow.

1 When you hear the lockdown announcement, please do not call the office for information.
Give students scripted message to send or say to parents via cell phone.

1 Teachers should quickly check halls and get students into classrooms — even if they
aren’tin your class.

1 Secure your room: Lock all doors (interior and exterior), close blinds, turn off lights, and
keep students down and away from the windows and door. (Stay out of sight.)

1 Cover all exposed windows.
9  After securing room:

0 When security sweeps the building, they will notice the red card and contact
(enter and/or call) your room to inquire. If no card is placed outside the room,
security will assume the room is not safe and proceed to enter.

71 During lockdown, no one should be in the halls except Administrators and Police.

o Staff without students, who are not in their room, should report to the nearest
classroom.

o Staff on plan, should remain in their room and follow the above procedures.
Administrators or their designee will sweep for loose students.
Administration will determine the need to notify police of any emergency situation.
An email explanation will be sent to teachers as soon as possible.
The lockdown is maintained until an “all clea rcbde is called.

Children who were the target of the intruder or were frightened by the lock down are
referred to the counselor, or appropriate community resource, for support.
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Emergency:

LOCKDOWN PROCEDURES

RESPONSE: SUPERINTENDENT/DISTRICT ACTION

1 Notify Operations Department
1 Notify Communication Director
1 Prepare a Community information plan.

NOTES:




Emergency:

LOCKDOWN MODIFIED PROCEDURES

DEFINITION
Modified Lockdown is initiated to isolate students and staff inside the school from potential
dangers outside the school. Modified Lockdown is typically used when events in the vicinity of the
school may pose a threat. (Reference RCW 28A.320.125 and WAC 51540400).

PREPAREDNESS: ADMINISTRATORS

A Provide annual training to staff and students in modified lockdown procedures.

A Conduct modified lockdown drills at least once annually.

A Prepare school maps (for distribution to responders) and distribute red/green cards to
teachers.

Inventory classroom emergency equipment, prepare window covering materials.

A

RESPONSE: ADMININSTRATORS

A Main office receives information on potential threat in vicinity of school.
A Administrator or other authorized person makes decision to lock down school.

A COMMUNICATE LOCKDOWN STATUS (communicate to remote buildings and outside
areas).

“OUR SCHOOL IS IN MODIFIED | OCKDOWN. THIS IS NOT ADRILL”
(repeat).

A RAPIDLY ASSESS need for police or other assistance.
A ASSIGN RESPONSIBILITIES to others (administrator stays in command center).
A NOTIFY district office (usually assigned to secretary).
A CALL 9-1-1 and request assistance if needed (caller must stay on line).
A LOCK all outside doors (usually assigned to maintenance staff).
A MONITOR radio and main phone line (allay parent concerns).
A COMMUNICATE PROTOCOL TO SCHOOL.
A NO MOVEMENT of students between buildings.
A RECALL STUDENTS from outside areas if safe to do so.
A NORMAL OR MODIFIED ACTIVITY may be permitted inside the building.
A RESTRICT ENTRY to known persons.
A ADJUST PROTOCOL to the level of the perceived threat.
A REASSESS SITUATION PERIODICALLY (summon help as warranted).
A GIVE AN “ALL CLEAR SIGNAL” when safety of the school has been assured.

RECOVERY: ADMINISTRATORS

A Resume normal operations as soon as possible.

A Assess the need for aftercare, counseling, or Critical Incident Stress Debriefing. Allow
students time for physical activity or verbal stress relief. Allow traumatized students to
contact parents if desired.




Emergency:

LOCKDOWN MODIFIED PROCEDURES

A Communicate status.
A Notify district office when lockdown is terminated.
A Email staff an overview of the situation to minimize misinformation.
A Prepare a brief letter to parents explaining the situation.
A Consider a press release if event has drawn or may draw media attention.
A Document and report debrief and evaluate with key staff.

PREPAREDNESS: CLASSROOM

A Review lockdown procedures at least annually with your students; post lockdown
instructions in room.

A Inventory classroom emergency equipment, advise administration of needed equipment
or supplies.

A Prepare window blackout materials (for windows without blinds).

A Carry your keys at all times.

RESPONSE: CLASSROOM

A Contact the main office to report a perceived danger.
A Administrator or other authorized person will make the decision to lock down the school.

A RESPOND TO LOCKDOWN ALERT.
“OUR SCHOOL IS IN MODIFIED LOCKDOWN. THIS IS NOT ADRILL.”

RETURN to building from any outside areas if safe to do so.

DIRECT all students in hallways to return to their assigned room.

LOCK all exterior doors (lock exterior doors near your room).

CLOSE windows and blinds, COVER exposed windows (secondary students
can assist).

FOLLOW instructions from main office regarding protocols / allowable
activities.

REASSURE students by keeping calm and continuing allowed activities.
SUPERVISE student movements between rooms, limit other hall traffic.

DO NOT OPEN exterior doors for any reason until an “ laclear is received.
DO NOT USE the telephone system to request information (follow protocols
for email).

A COMMUNICATE known threats to office.

A ASSESS SITUATION.
A Communicate problems (panic, medical emergencies, intruders).
A Report any problems or needs to the main office.

A CARE FOR THE STUDENTS IN YOUR SUPERVISION.
A Calm and reassure upset students.
A Use supplies in your emergency kit as needed or necessary.
A WAIT FOR “ALL CLEAR” SIGNAL or communications from command post or
responders. Do not open exterior doors or look out windows until “All Clear is
communicated.

> > > > >




Emergency:

LOCKDOWN MODIFIED PROCEDURES

RECOVERY: CLASSROOM

A Assess the need for aftercare or counseling by students in your care. Allow students
time for physical activity or verbal stress relief. Allow traumatized students to contact
parents if desired.

A Contact front office with names/numbers of students who need counseling or aftercare.

A Resume normal operations as soon as possible.

A Communicate only confirmed information to students (expect an email from
administrators).

A Participate in debriefing sessions. Provide feedback to administration to improve
response.

A Restock emergency supplies as needed.

PREPAREDNESS: MAINTENANCE

Review modified lockdown procedures at least annually; post instructions in work areas.
Assess assignment of exterior door and master keys, assign keys to teachers/staff as
necessary.

Have extra master keys available for law enforcement use.

Carry a radio or cell phone at all times.

Carry your keys at all times.

> > > >:

RESPONSE: MAINTENANCE

A Contact the main office to report a perceived danger.
A Administrator or other authorized person will make the decision to lock down the school.

A RESPOND TO LOCKDOWN ALERT.
“OUR SCHOOL IS IN MODIFIED LOCKDOWN. THIS IS NOT A DRILL.”

RETURN to building from any outside areas if safe to do so.

DIRECT all students in hallways to return to their assigned room.

LOCK all exterior doors.

CLOSE windows and blinds, COVER exposed windows.

REPORT to, or contact, command post for additional instructions.

DO NOT OPEN exterior doors for any reason until an “ laclear is received.
DO NOT USE the telephone system to request information (follow protocols
for email).

A COMMUNICATE known threats to office.

A  ASSESS SITUATION.

A CARE FOR THE STUDENTS IN YOUR SUPERVISION.
A Calm and reassure upset students.
A Use supplies in your emergency kit as needed or necessary.
A WAIT FOR “ALL CLEAR” SIGNAL or communications from command post or
responders. Do not open exterior doors or look out windows until “All Clear s
communicated.
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Emergency:

LOCKDOWN MODIFIED PROCEDURES

RECOVERY: MAINTENANCE

Contact front office with names/numbers of students who need counseling.

Resume normal operations as soon as possible.

Communicate only confirmed information to students (expect an email from
administrators).

Document and report provide feedback to administration to improve planning/response
cycle.

Participate in debriefing sessions.

Restock emergency supplies as needed.
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Lockdown Drill Evaluation Checklist

Stepsfor Evaluation: Rating: Comments:
(Good/Fair/
Poor)

1. Parents/Guardians and school district were
informed about the drill.

2. Scenario was reviewed with the staff and students
prior to the event.

. Students/staff went inside, closed the doors, and
closed/locked all windows.

. Signs were hung on the doors and office to
indicate “Lockdown/Shelter-in-Place”.

. Roll was taken of students and staff in the
lockdown areas.

. Students were quiet and all communications were
turned off.

. Wet towels were placed across the bottom of doors
to the outside (simulate during a non-intruder drill).

. All vents and windows were taped up (during non-
intruder drill).

. A Visitor's Room was designated for people who
came during the drill.

10. Signs were posted indicating the location of the
visitor's room.

11. Alternate restroom facilities were available in
each room.

12. Alternate source of water was available in rooms
with no sinks.

13. Provisions for students needing medication
during a Shelter-in-Place incident were available.

14. There was a method of communicating with the
office.

. No one left the room during the drill.




Emergency:

RADIOLOGICAL INCIDENT

SCHOOL RESOURCES

T School Evacuation Plan
9 Shelter Plan
1 Inclement Weather Procedures

COMMUNITY RESOURCES
1 Fire Department
1 County Department of Emergency Management (DEM)
1 Department of Health (County/State)

RESPONSE: PRINCIPAL/BUILDING ACTION

1. If contacted by local Fire Department or Department of Emergency Management,
conduct a hazard assessment. In coordination with the Incident Commander, determine
whether to implement Shelter-in-Place or Evacuation Plan procedures.

Complete Critical Incident Report Form.

Notify School Superintendent/District Office
Implement Incident Command System.
Implement Building Incident Management Plan.

If Shelter-in-Place is recommended, close off all outside air intakes and curtail all outdoor
activities.

S e

RESPONSE: SUPERINTENDENT/DISTRICT ACTION

1. If Shelter-in-Place is recommended, direct Operations Department to close off all outside
air intakes and curtail all outdoor activities.

2. Notify the Public Information Coordinator.

3. If Evacuation Plan is implemented, consider School Cancellation Plan, depending on time
of day.

4. Develop and implement a Community Notification Plan.
5. When Incident Commander declares that it is safe, resume normal operations.

Medical Emergency

Multiple Casualty Incident

Fire or Fire Alarm

Hazardous Material Incident Off Site
Toxic Exposure

CAUTION
N/A




Emergency

SCHOOL BUS ACCIDENT

SCHOOL RESOURCES

1 First Aid Trained Personnel
1 Blood Borne Pathogens Procedures

COMMUNITY RESOURCES

1 Fire Department

1 Law Enforcement

1 Rescue/Ambulance

1 Emergency Medical Technicians

RESPONSE: PRINCIPAL/BUILDING ACTION

1. Contact dispatch, Superintendent/District Office and Building Principal and inform
of accident.

2. Offload uninjured students to a safe holding area if unsafe to stay on bus.
3. Render first aid to injured persons.

4. If there are injured parties, call 9-1-1 to request Police, Fire Dept. and
Rescue/Ambulance.

5. Notify local Police, State Patrol and Transportation Supervisor.
6. Complete Critical Incident Report Form and District Incident Report Form

RESPONSE: SUPERINTENDENT/DISTRICT ACTION

1. Notify the Public Information Coordinator.

2. Inconsultation with Principal and Police or Fire Dept. Incident Commander, determine
level of response. Note: The State Patrol (or local Police) Incident Commander has
jurisdiction over accident site.

3. Ifthere are injuries, arrange for post-accident drug and alcohol testing of the driver. Notify
parents of all students who were on the bus.

4. Develop and implement a Community Notification Plan.

RELATED RESPONSE EMERGENCIES
1 Medical Emergency

1 Multiple Casualty Incident

CAUTION
N/A




Emergency:
SHOOTING

Also See: Active Shooter page of this website.

SCHOOL RESOURCES

1

l

T
|l

COMMUNITY RESOURCES

School Nurses
First Aid Trained Staff

Emergency Medical Providers
Local, County, State Law Enforcement

RESPONSE: PRINCIPAL/BUILDING ACTION

T
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Call 9-1-1.

Instruct all students and staff are to stay in classroom.
Initiate lock down procedure.

Secure the door and stay on the floor.

Establish a command post with several telephones available.
Implement first aid procedures until rescue service arrives.
Notify Superintendent/District Office

The emergency signal to staff and students should convey the seriousness of the
situation. Followup announcements will be necessary to keep everyone informed.
Prepare a general statement of the facts.

Implement necessary first aid procedures through trained staff, school nurse, nurse's
aide, physical education department, and/or athletic trainer. Direct rescue personnel to
injured and give any required assistance. Designate staff member to accompany victim(s)
in ambulance.

Keep a written log of events.

Complete Critical Incident Report Form and District Incident Report Form.

RESPONSE: SUPERINTENDENT/DISTRICT ACTION

Notify the police, and other necessary emergency staff.

Determine if the perpetrator is still on premises determine number of victims and identify
witnesses.

Establish a command post to handle the load of the IMT and to direct the press and
concerned members of the community to the District Office.

Identify a place where a log of events is to be kept. Record all significant events, actions,
and individuals involved.

Keep staff informed through a memo or emergency staff meeting. Parents may be
informed through a letter sent home with students.

Follow up management should be well delegated. Crisis counseling for students and staff
may be needed, and security concerns should be considered.

All staff will assist in restoring building to normal state.
Reopen school as soon as possible.
Call emergency staff meeting.




Emergency:

SHELTER IN PLACE

DEFINITION

1.

"Shelter-in-Place" means to take immediate shelter where you are—at home, work, school or in
between—usually for just a few hours. Local authorities may instruct you to "Shelter-in-Place" if
chemical or radiological contaminants are released into the environment.

SHELTER-IN-PLACE STEPS

Check with the school to learn the plans for dealing with a hazardous materials emergency.
"Shelter-in-Place" plans should include the following:

10.

11.

12.

Close the school. Activate the school's emergency plan. Follow reverse
evacuation procedures to bring students, faculty and staff indoors.

If visitors are in the building, provide for their safety by asking them to stay.

Ideally, have access to the school wide notofication system in the room where the top
school official takes shelter.

Have at least one telephone line under the school's listed telephone number in one of
the shelter rooms available for a designated person to answer the calls of concerned
parents. If time permits, and if it is not possible for a person to monitor the telephone,
activate the school voicemail or an automated attendant. Indicate that the school is
closed and that students and staff are remaining in the building until authorities say it
is safe to leave.

Have all children, staff and visitors take shelter in preselected rooms that have

phone access and stored disaster supplies kits and, preferably, access to a
bathroom. Shut the doors.

Have all shelter rooms closed. Lock all windows, exterior doors and any other
openings to the outside.

If told there is danger of explosion, make sure window shades, blinds or curtains are
closed.

Turn off heating, ventilating and air conditioning systems. Systems that automatically
provide for exchange of inside air with outside air must be turned off, sealed or
disabled.

If instructed by officials, use duct tape and plastic sheeting to seal all cracks around
the door(s), windows and vents into the room. As much as possible, reduce the flow
of air into the room.

One teacher or staff member in each room should write down the names of everyone
in the room and notify the designated person in the office with a report as to who is in
the room.

Everyone should stay in the room until school officials, via the public address system,
announce that all is safe to open the doors.

Once the word has been given that all is safe, everyone should go outside when the
building's ventilation systems are turned back on. Follow any special instructions
given by emergency authorities to avoid chemical and radiological contaminants
outdoors.




Emergency:

SHELTER IN PLACE

RESPONSE: PRINCIPAL/BUILDING ACTION

1. Notify Superintendent/District Office and Operations Department.
2. Call 9-1-1if police or fire/rescue response is necessary.

RESPONSE: SUPERINTENDENT/DISTRICT ACTION

1

SPECIAL NOTES: SHELTERING ROOMS

1. Notify Public Information Coordinator.
2. Develop and implement a Community Notification Plan.

Avoid overcrowding by preselecting several interior rooms with the fewest number of
windows or vents. The appropriate location depends entirely on the emergency situation.
If a chemical has been released, you should take shelter in a room above ground level,
because some chemicals are heavier than air and may seep below ground. On the other
hand, if there are radioactive particles in the air, you should choose a centrally located
room or basement. Knowing what to do under specific circumstances is an important part
of being prepared.

The room should have ten square feet of floor space per person in order to provide
sufficient air to prevent carbon dioxide buildup for five hours. In this room, you should
store scissors, plastic sheeting precut to fit over any windows or vents and rolls of duct
tape to secure the plastic. Access to a water supply is desirable.

The rooms should have adequate space for everyone to be able to sit, including an
estimated number of visitors. Large storage closets, utility rooms, pantries, break rooms;
copy and conference rooms without exterior windows would work well. Access to
bathrooms is a plus. It is ideal to have hardwired telephones in the rooms you select; use
cordless phones (but not cell phones—the system may be overloaded in an emergency),
if necessary. The rooms should be equipped with a disaster supplies Kkit.

N/A




Emergency:

STUDENT/PARENT REUNIFICATION

SCHOOL RESOURCES

1 Student/Parent Reunification is part of the Incident Command System and is assigned to
the Operations Area.

i Student release is a crucial part of emergency planning. During an emergency or disaster
the traditional student release procedure is often unsafe and therefore not operable.
Accordingly, a comprehensive emergency plan needs to include certain procedures to
accomplish the main priority of safety planning which is to insure the safety of the
students to every extent possible.

1 There are a wide variety of emergency situations that might require student/parent
reunification. Student/parent reunification may be needed if the school is evacuated or
closed as a result of a hazardous materials transportation accident, fire, natural gas leak,
flooding, earthquake, tsunami, school violence, bomb threat, terrorist attack or other local
hazard.

COMMUNITY RESOURCES
1 Local Law Enforcement
1 Local Fire and Rescue

9 Local Clergy or community facility managers

RESPONSE: PRINCIPAL/BUILDING ACTION

In an emergency, schools must establish a safe area for parents to go to pick up their children.
This area must be away from the both the damage and the students assembly area. In a typical
release the following steps will be followed:
1 Parents will report to the assigned area and give the name of their child/children.
1 Picture I.D. will be required by the person in charge to insure the person requesting the
child/children is a match to the name on the emergency release information.
1 A message will go to the student assembly area and get the child/children requested by
the parent or adult. The student will go to the pickup area.
i Parents or approved emergency contact will be asked to sign a form indicating they
picked up the child/children. The date and time will also be indicated on the pickup form.
1 If the child is in the first aid area the parent will be escorted to that area for reunification
with their child/children.
1 Counselors, when available, will be located close to the first aid area in the event they are
needed.

RESPONSE: SUPERINTENDENT/DISTRICT ACTION

1. Studentrosters should be updated at least twice a year. If your enroliment dictates you
might want to update more often.

2. Updated rosters should be stored in every classroom in an area easily identified by the
both teachers and substitutes. Additional copies of the rosters should be distributed to the
principal, and placed in the back of the emergency plan binder.




Emergency:

STUDENT/PARENT REUNIFICATION

Emergency forms should be updated as needed by the parent/guardian. This form will
include contact information on parents/guardians, as well as other adults who can be
contacted if the parent/guardian is not available. The emergency list will state who the
child is permitted to leave campus with if necessary.

DO NOT release students to people not listed on the student emergency list. A well
intentioned friend may offer to take a child home; however, school staff must be certain
that students are only released to the appropriate people so student damilies will know
where they are. The lists should also include all pertinent medical information such as
allergies, medications, and doctor contact information. These lists will be stored in the
attendance office in both hard copy and electronically if possible.

TRAFFIC CONTROL

1

CAUTION
il

Traffic will be controlled by school based law enforcement until local law enforcement is
available and on scene at the school.

To every extent possible two way traffic will be maintained to allow for entry and exit of
emergency vehicles.

As the situation develops there may be time for barricades and other traffic control
devices to be delivered and set up. It should be understood this will not occur at the
beginning of the incident.

When law enforcement arrives on the scene they will take charge and do whatever is
necessary, including the towing of vehicles, to manage the emergency or disaster.

Some parents will refuse to cooperate with the student/parent reunification process. This
situation can be diminished, to some degree, if parents are informed about the school
release procedures before the disaster or emergency occurs. They should be reminded
that the safety of their child is your utmost priority. It is a good idea to include this material
included in your student handbook distributed at the beginning of the school year.

Parents may be emotional when arriving at the school. Have counselors available to deal
with issues that exceed your area of expertise.

Shortly after the incident the media will have a presence on your campus. The PIO, part
of the command staff operating under the Incident Command System, will deal with the
media. However, it is important that parents be sheltered from media representatives.




Emergency:

SUICIDE/ATTEMPTED SUICIDE
Also see: Suicide page of this web site for additional resources

SCHOOL RESOURCES

1 School Nurse
1 School Psychologist

COMMUNITY RESOURCES
1

T
1

Local Mental Health Agency
Local Emergency Responders
Local Medical Services

RESPONSE: PRINCIPAL/BUILDING ACTION

Notify Principal or School Counselor, School Psychologist and School Nurse
immediately. Qualified staff (counselor, psych, RN) will screen severity and determine
need for assessment.

2. Counseling staff involved with id of risk, will notify parents/legal guardian.

3. Parent/legal guardian will be provided clear information of intervention and appropriate
crisis phone numbers.

4. Notify Superintendent/District Office

5. Initiate the building lock down procedure as appropriate.

1. Any Suicide Attempt Should Be Taken Seriously.

2. Protect Evidence; it may be a Crime Scene.

3. Call 9-1-1 if weapon is involved.

4. DO NOT LEAVE PERSON ALONE.

5. Notify Principal, who will establish the Incident Management Team to assess situation.

6. Incident Management Team will meet to determine necessary action.

7. Parent/legal guardian will be called.

8. A verbal and written report will be made to the District Office. Principal and/or qualified
staff will make report.

9. Notify Superintendent/District Office

1. Call 9-1-1 immediately.

2. Notify Superintendent/District Office

3. Office will notify Nurse and Principal, who will alert Incident Management Team.

4. Call parent/legal guardian, specify what is going to happen, where to go (office or
hospital) and have someone ready to meet parent/legal guardian.

5. Incident Management Team goes into action to disseminate information and request
extra help as needed. As much factual information as possible will be presented to
disconnect the rumor mill.

6. Complete Critical Incident Report Form.
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SUICIDE/ATTEMPTED SUICIDE

| | Suicid

1. Call 9-1-1, immediately.

2. Incident Management Team is activated by Principal.

3. Notify Superintendent/District Office

4. Superintendent and District Crisis Response Team are alerted.

5. Emergency staff meeting will be called. As much factual information as possible will be
presented to disconnect the rumor mill and to provide consistent data to share with
students when school convenes. The Principal and the Crisis Response Team will tell
staff about strategy for the day.

6. An intervention area will be available for counseling for staff and students.

7. The Superintendent and/or Public Information Coordinator is our spokesperson and the
only person to talk to the media/press.

RESPONSE: SUPERINTENDENT/DISTRICT ACTION

1. Notify Public Information Coordinator.
2. Develop and implement a Community Notification Plan.

RELATED RESPONSE EMERGENCIES

CAUTION
1 If aweapon is involved, staff should not attempt to take possession of the weapon.
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VOLCANIC ERUPTION - LAHAR FLOW

SCHOOL RESOURCES

1 Operations Department
1 Transportation Department
1 School Nurses

COMMUNITY RESOURCES
1 Local and County Emergency Management Division
1 Local Emergency Responders
1 Local, County, and State Health Agencies

RESPONSE: PRINCIPAL/BUILDING ACTION

1 Principal will provide for emergency support for students and staff.
1 Provide shelter, filters/masks. Identify students/staff with respiratory compromise.
1 Wait for further instructions from Superintendent and/or Operations Department.
71 Shelter-in-Place during ash fall.

RESPONSE: SUPERINTENDENT/DISTRICT ACTION

1 Superintendent will institute chain of command.

1 Superintendent will evaluate the situation based on information provided by local
Emergency Management.

1 Notify Public Information Coordinator.
1 Develop and implement a Community Notification Plan.
Custodians will check and secure all buildings.
All buildings Shelter in Place during ash fall.

Operations and Transportation Departments will protect district equipment to prevent
damage from ash fall.

Evacuation:

designated bus stops.
1 Follow evacuation procedures where feasible.
Notification procedures:
1 Contact King County Emergency Management with message.
1 Continue to inform and work with outside agencies.
1 Notify Public Information Coordinator.
1 Develop and implement a Community Notification Plan.

1 When and if roadways are open and buses are operable, students will be transported to
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WEAPON RELATED INCIDENT
Also see: Threat Assessment and active Shooter pages of this website.

SCHOOL RESOURCES

1 School Principal
1 School Counselor

COMMUNITY RESOURCES

1 Local, County, State Law Enforcement

RESPONSE: PRINCIPAL/BUILDING ACTION

Assess the situation. Provide as much information as possible. Be prepared to act as a
resource and liaison between school and police. If necessary, have a map of the school
available for police.

2. Notify police.

3. Gather information. Gather as much detailed information as possible. Try to determine:

1 Location, identity and detailed description of individual.

1 Location and description of weapon.

1 Any pertinent background information on individual, including possible reason for
carrying a weapon.

Notify Superintendent/District Office

Isolate individual or suspect. (If weapon is in a locker or elsewhere, prevent access to it.)

Do not use force or touch the person or weapon.

Remain calm. Try not to raise your voice but, if this becomes necessary, do so decisively
and with clarity. Your tone and demeanor will strongly influence the outcome of the crisis.

8. Tell another administrator what the situation is. Be certain that at least one other
administrator (or designee) is aware of the situation, but limit information to staff and
students on a need to know basis.

9. Use emergency communication to notify teachers of the threatening situation and have
teachers keep students in classroom until all is clear.

10. If interaction with the individual is imminent, do not use force or touch the person or
weapon. Avoid sudden moves or gestures.

11. Confer with police when they arrive. They will advise you how they intend to proceed.
12. Refer media questions to the District Office.
13. Keep students in classrooms until all is clear.

14. After immediate situation is resolved, hold emergency staff meeting before staff members
leave for the day.

15. Consider providing an update for students before the end of the school day as directed
by the Superintendent or Public Information Coordinator.

16. Complete Critical Incident Report Form.

N o g s
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WEAPON RELATED INCIDENT

RESPONSE: SUPERINTENDENT/DISTRICT ACTION

Notify Public Information Coordinator.
Identify a team to work on the crisis.
Designate personnel to answer the phone and keep communication flowing as directed.
Identify other administrative staff to assist as appropriate if the incident occurs during the
school day.

Ensure that students remain in classroom until incident is resolved.

Prepare memo to inform staff and parents of incident and actions taken.

7. Debrief the situation with all personnel involved in the incident.

A

o u

RELATED RESPONSE EMERGENCIES

1 Active Shooter; Physical Assault

CAUTION
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WEATHER RELATED INCIDENT

SCHOOL RESOURCES

T NOAA Weather Radio
1 InclementWeather Procedures
1 Shelter Plans

COMMUNITY RESOURCES

1 Emergency Alert System (EAS)
1 County Department of Emergency Management (DEM)
1 Local and State Law Enforcement

RESPONSE: PRINCIPAL/BUILDING ACTION

1. During periods of severe weather watches or warnings the Emergency Alert System,
NOAA Weather Radio, and television broadcasts will carry announcements of current
conditions. Heed warnings and take precautions as advised to minimize injury or
property damage.

2. Notify Superintendent/District Office
In Case of an Emergency Closure:

3. When closure is directed from the district office, we will announce to the classrooms the
approximate time the buses will arrive.

4. Classes will carry on as usual until further direction from the administration.
5. Classrooms will be called for dismissal when buses arrive.
6. Complete Critical Incident Report Form.

1. Notify Operations Department.
2. Notify the Public Information Coordinator.

3. Based upon National Weather Service and/or county DEM advice, implement Shelter
and/or Emergency Transportation Plan.

4. Emergency response will be activated based on advice of the National Weather Service.
School cancellation may be implemented in response to predicted severe conditions.

5. During electrical storms, summon all persons into building. Avoid glass doors, and
windows telephones, and all electrical appliances, including computers.

6. Develop and implement a Community Notification Plan.

RELATED RESPONSE EMERGENCIES

Medical Emergency

Building — Structural Failure
Building — Loss of Use

Power Outage — Utilities Disruption
Heating System Failure

= =4 a4




ADDITIONAL Template Resources
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COMMUNICATING WITH THE MEDIA DURING A CRISIS

ACTION

crisis.

1

In a crisis, calls from the media should be referred to the Superintendent, Principal, and/or Public
Information Coordinator. The Public Information Coordinator will write all news releases and
updates as approved by the Superintendent to be read and/or distributed to the media.

COMMUNICATION TIPS

Every situation is different; therefore every response is different. Depending upon the
circumstances, the following checklist should serve as a guide for working with the media in a

The Superintendent, and Public Information Coordinator will decide where the
communications center if it is necessary to take offsite. If possible it should have
telephone/s, copier, and fax machine.

The Public Information Coordinator gathers facts and writes a news release to include
facts about the incident, actions to protect students and staff, other positive actions taken
by the school such as what is being done to help students and staff cope, and any
restrictions such as where the communications center will be, who the spokesperson will
be, that parent release must be obtained before speaking to students, etc.

Superintendent will decide who will actually speak to the media.

Depending upon the situation, the Public Information Coordinator or Superintendent will
contact the news media if they are not aware of the situation.

The Public Information Coordinator or Superintendent will make copies of the news
release to distribute or have available to the media.

The Public Information Coordinator or Superintendent ensures that updates are made
throughout the day, even if nothing new has happened, and that the time of the release is
at the top of the page.

The Public Information Coordinator or Superintendent is accessible to the media.
The Public Information Coordinator with help from the Principal writes a letter to send
home with students for parents using samples from the section entitle d  mi@umications

Involving Safety. ”

After the incident, the school announces any changes in practice or policy made as a
result of the crisis.

TIPS FOR SPEAKING DIRECTLY TO THE MEDIA

)

Be prepared. Understand all the facts, especially technical ones.
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COMMUNICATING WITH THE MEDIA DURING A CRISIS

1 Be honest. Be brief. Stick to the facts.

1 D o nbedome defensive. Don t'lose your temper or argue. Keep cool.

1 Do not make statements about responsibility until all the facts are known.

1 Pause and collect your thoughts before you respond to reporters’ questions.

1 Theinterview is not over until the reporter leaves. Always be careful about what you
say in the presence of a reporter before or after an interview — the microphone may still
be on.

1 D o nréspond to negative questions by repeating words that inflame the situation.
o fiYes,itis areal tragedyé o

1 Be alert to statements that begin:
0 A Indst true thaté ?0
o MArend you really sayingé ?0
o i Hode you respond toé ?0
o fAre you aware thaté ?0

1 Avoid “what if” questions. You can't predict the future.

1 Donotsay, “* Noomment ’Instead, try “ Will have to check into the matter. What is your
deadline and | will get back to you ” .

1 Thereis no such thing as “off the record”. While many reporters will honor this, you
cannot assume that all reporters will.

1 If more than one spokesperson addresses the press, make sure that all are using the
most current facts.
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EVACUATION

SCHOOL RESOURCES

In an emergency, it may be necessary to evacuate students from a school. Principals must
prepare an evacuation plan for their school and carry out a practical evacuation exercise at least
twice a year. As the needs for each school will be different, no common plan can be prepared for
all schools. Check with local fire and law enforcement when making plans to evacuate your
school.

COMMUNITY RESOURCES

9 Local Fire and Rescue
1 Local Law Enforcement

RESPONSE: PRINCIPAL/BUILDING ACTION

1 Building administrator initiates evacuation procedures.
* Follow the evacuation map to identify the routes and holding areas/assembly points

* (Evacuation drills will be conducted with and without prior notice in a number required by
fire department regulation).

*  Teachers will teach and monitor the following behaviors:

* No running. No talking. Stay in class groups. Pay attention to the teacher for directions.
Walk directly outside with your class. No stopping or detouring to retrieve personal belongings or
additional clothing. Close doors and windows only if safe to do so.

* During Class:
* Teacher or designee leads class to assigned evacuation area.
* Teacher or aid grabs backpack.
* Take attendance & ensure all students are out of the classroom and building.
* Show appropriate card.
* Greenall ok.
* Redmajor injury or student missing.
* Do not return to building for any reason before return signal.

*  Assemble class with buddy class (for extended evaluation). One teacher remains at all
times with buddy class group.

Teacher “Buddy” Assignments — SEE ATTACHED MAP/LOCATION
During Lunch:

*  Students and teachers will exit through the nearest outside door and walk along fire lane and
sidewalk to the football field. Find your assigned group.

*  Adults at lunch will exit immediately and walk with students.

* Once in the evacuation location, assemble in your assigned group.
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EVACUATION

Passing Time & Before /After School:

If the evacuation starts during a passing period, students will evacuate to outside and assemble
on the football field in assigned groups.

Before School: Students will assemble on the football field in assigned groups.

After School:  Students assemble with coach or supervising adult on football field. Coach
takes attendance.

During an Extended Emergency Evacuation:

* Teachers will “buddy” as assigned.

*  Evacuation during passing, before or after schoolon football field
* Take attendance with student help.

Notify Superintendent/District Office

1 Evacuation routes may be specified according to the type of emergency. The routes may
need to be changed for safety reasons.

1 Bombs: Building administrator notifies staff of evacuation route dictated by known or
suspected location of a device. (Do not use fire alarm, cell phones or radios to notify.
These devices may activate a device. Notify staff via phone system, hardwired PA
system or messenger.)

1 Fire: Follow primary routes unless blocked by smoke or fire. Know the alternate route.

1 Chemical spill: Total avoidance of hazardous materials is necessary as fumes can
overcome people in seconds. Plan route accordingly.

9 Teachers take class rosters.
1 Do not lock classroom doors when leaving.

1 When outside the building, account for all students. Immediately inform building
administrator of any missing student(s).

RESPONSE: SUPERINTENDENT/DISTRICT ACTION

1 Building administrator determines whether students and staff should be evacuated to a
relocation center.

1 Superintendent, Building administrator or building Incident Management Team designee
notifies relocation center.

1 If necessary, a building Incident Management team designee coordinates transportation
to relocation center.

i Teachers stay with class in route to the relocation center and take attendance upon
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EVACUATION

arriving at the center.
1 Use student release forms for students who are picked up from a relocation center.

1 Notify parents of relocation center address, access points, and any changes in bus
routes.

RELOCATION CENTERS

List the primary and secondary student relocation centers. The primary site is usually located
close to the school. The secondary site is usually located farther away. Include maps and written
directions to centers for staff reference.

Primary Relocation Center: Secondary Relocation Center:

Address/Phone: Address/Phone:
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STUDENTS WITH SPECIAL NEEDS

SCHOOL RESOURCES

Best practice dictates that individuals who will be involved prior to or during an emergency
situation with a student with special needs should be invited to participate in the development,
implementation and evaluation of the comprehensive emergency plan as it applies to students in
their care. At a minimum the emergency plan must be coordinated with school nurses, and local
first responders to ensure a plan of action is in place to maintain the student’s health and safety
during an emergency or disaster.

COMMUNITY RESOURCES

Remember that during an emergency or disaster school personnel become emergency
responders until local first responders can be dispatched to the school. It is essential that each
school have and operate under one comprehensive emergency management plan.

RESPONSE: PRINCIPAL/BUILDING ACTION

STUDENTS WITH DISABILITIES
1 Do you have a current list of the student’s medications?
1 Do you have a CURRENT emergency information form filled out for each child?

1 Do you have supplies necessary to accommodate the student’s disability? Example:
batteries, emergency/medical supplies, etc.

1 Have you identified a back up system for equipment that requires electricity? (Electric
Wheel Chairs)

1 Arelocalfirst responders aware that you have students with disabilities that will require
extra care during an emergency or disaster?

1 Have local first responders visited your school and made notes where students with
disabilities are located in the school?

1 Do you have a plan for evacuation of students?

1 Alternate routes may be needed to accommodate students with disabilities, and it is
important to ensure that all students are evacuated and none are left behind because
they are stuck inside the building alone. Have you checked your evacuation route?
Does it lend itself well to the evacuation of your students with disabilities?

1 Have you informed blind students about obstacles that may be in their paths and require
verbal or physical guidance through hazardous areas in a disaster?

1 Have you drilled your evacuation plan? Remember, during a crisis people react exactly
as they have been trained and are more comfortable in doing so the more they have
practiced it, this is especially true for evacuations, lockdowns and Shelter-in-Place
situations.

1 Have you identified students in adjacent rooms that may be able to assist during
evacuation? Have presigned agreements with parents of students you will ask to assist
in the evacuation of students with disabilities.

1 Have you discussed alert mechanisms that will be used for deaf students or blind
students in an emergency or disaster?

1 Have you discussed disasters and preparedness with the students, explaining what will
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STUDENTS WITH SPECIAL NEEDS

be done to make them safe if an emergency or disaster occurs?

RESPONSE: SUPERINTENDENT/DISTRICT ACTION
1 Develop a community information/response plan
1 Ensure that students with special needs are a part of all Incident Management Teams

STUDENTS WITH LIMITED OR NO MOBILITY

1  Store emergency supplies in a pack or backpack attached to the students wheelchair,
walker or scooter.

1 Store needed mobility aids such as canes, crutches, walkers, etc. close to the student in
a consistent, convenient and secured location. If possible store extra aids in several other
locations in the classroom, if possible.

1 Keep a pair of heavy gloves in the teachers supply kit and a pair in the students pack to
use while wheeling or making your way over glass or other debris.

1 If the student has a motorized wheel chair or scooter consider having an extra battery
available if possible. Power may be out and an alternative method of charging the wheel
chair should be explored.

1 Acar battery can be substituted for a wheelchair battery, but this type of battery will not
last as long as a wheelchair's deep cycle battery. Check with a vendor to see if you will
be able to charge batteries by either connecting jumper cables to a vehicle battery or by
connecting batteries to a specific type of converter that plugs into a vehicle’s cigarette
lighter in the event of loss of electricity.

1 If the wheelchair does not have puncture proof tires, keep a patch kit to repair flat tires.
You might also consider keeping an extra inner tube for the wheelchair tires.

Store at least one extra MANUAL wheelchair in the classroom.

Arrange furniture to allow for easy egress from the classroom.

Make sure paths of travel out of the building are unobstructed for easy movement.

If you spend time above the first floor of an elevator building, plan and practice using
alternative methods of evacuation. Portable wheelchairs stored at the top of the stairs
are an option.

1 If you cannot use stairs, discuss lifting and carrying techniques that will work for you.
There will be instances where wheelchair users will have to leave their chairs behind in
order to safely evacuate a structure. Discuss these issues with your local fire
department. Fire fighters can come to your school and give you needed assistance and
instruction before an emergency or disaster occurs.

1 All students and staff should know the location of fire extinguishers.

1 Ifitis necessary to install extended handles on fire extinguishers to make them
accessible for mobility impaired students do so before the emergency or disaster occurs.

1 Students should practice walking down the stairs with assistance if this is an option.
Students or staff who will assist mobility impaired students should be identified before the
disaster and parental consent forms should be signed before the emergency occurs.

1 If absolutely necessary the student might be able to bump down the stairs on their butt,

= =2 =4 =
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STUDENTS WITH SPECIAL NEEDS

crawl, etc? Would they need something to strap on their butt if this becomes an option?
Gloves to protect their hands might also be needed.

1 If necessary to transfer in and out of a wheelchair practice this before an emergency
occurs.

7 Itis important for the student or staff member to be able to give brief instructions
regarding how they can be moved in an emergency.

STUDENTS WITH LIMITED OR TOTAL VISUAL IMPAIRMENT

1 Can the student read the emergency signage? If no you might consider developing
signage with larger print or possibly even Braille.

1 Are there raised and Braille characters on signs that designate exits, direction to exits,
information on exit routes, and floors designated by numbers or letters, including floor
level designations provided in stairwells.

1  Will the student be able to evacuate independently without relying on the usual auditory
clues found in their environment, such as the hum of a copy machine or something of the
sort? If there is a power outage these everyday relied upon clues may be absent.

1 Schools should consider having emergency lighting along the escape routes that will be
used during an emergency or disaster. If the power is out visually impaired students
might rely on emergency lighting for a safe egress from the building.

1 If the student requires glasses an extra pair should be stored in their emergency kit.

1 If contact lenses are worn by the student consider what to do if and when smoke, dust or
fumes become painful or even dangerous. Discuss this ahead of time with the student’s
parents.

1 Before the disaster personnel should be instructed in how to be a “sighted guide.” This
information is available from community service agencies.

1 If the student uses a cane to move about you should store extra canes in the classroom.
Consider storing an extra cane with the school first aid emergency supplies.

9 Store highpowered flashlights with wide beams and extra batteries in the classroom.

1 If the student has a service animal it may become confused, panicked, frightened or
disoriented during and after a disaster. Keep them confined or securely leashed or
harnessed. A leash or harness is an important item for managing a nervous or upset
animal.

1 Mark emergency supplies with large print, fluorescent tape or identify in Braille.

1 Make every effort to give directions calmly and clearly recognizing the student may not be
able to read signage or visually observe the damage that may have taken place.

1 Does the school have an emergency alert mechanism for hearing impaired or deaf
students? These students may not be able to hear the audible alert.

1 Consider flashing lights, strobes, flashing blue lights, etc. to alert hearing impaired or deaf
students.

1 The alert mechanism you select should be place strategically throughout the building.
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STUDENTS WITH SPECIAL NEEDS

D o nfordet the cafeteria, restrooms, gymnasium, halls, etc. Ask yourself where your
hearing impaired students my be and insure an alert mechanism is available.

9 Students should be instructed in the alert mechanism and be trained to watch for it to
trigger.

1 Hearing impaired students will have a hard time hearing over the sound of a very loud
audible alarm. Consider how you will communicate emergency information to your
students. Remember, hearing aids will amplify background noise, so the sound of the
audible alarms may interfere or drown out voice announcements. Remember to speak
directly to your students and repeat critical announcements.

1 If the student wears hearing aids will they work if they get wet from the sprinklers being
activated? Consider storing a spare pair, if available, in the classroom emergency supply
kit. It will be difficult to replace or fix hearing aids immediately after a major disaster.

1 Store extra batteries for hearing aids and implants in the emergency supply kit. Be careful
to watch for upcoming expiration dates on the stored batteries.

1 Students should consider carrying a preprinted copy of important messages with them.
These messages might include “ $peak American Sign Language and need an
interpreter "or,“ lydu make announcements, | will need to have them written or signed” .

1  Another consideration might be hearing impaired students who do not read or write
English well. These students should carry a preprinted message saying “ dlo not write
or read English well” Special accommodations must be made before the disaster to
communicate with these students to ensure their safety.

1 Have a battery operated lantern in the classroom supply kit to assist the student s’ability
to read and write notes or read lips.

Emergency Go-Kit Resources:
REMS http://www.rems.ed.gov/docs/HH Volllssuel.pdf



http://www.rems.ed.gov/docs/HH_Vol1Issue1.pdf

CRITICAL INCIDENT REPORTING FORM
Completed By: Phone Number:

Date/Time of Incident: Location of Incident:

Nature of Incident:

Action Taken:

Information:

Names of Witnesses:

Names of Children
Involved:

Use of Force Required?

Emergency Personnel
Contacted?

Followup Required?

Signed: Date:




EMERGENCY SITUATION LOG

Completed By:

Location:

Date:

Incident Commander:

Time | Situation Response/Action Initials

Additional Information:

Signed: Date:




PUBLIC INFORMATION RELEASE

Public Information Release #:
Completed By:

School/District:

Date/Time:

Incident Commander:

Description of Incident:

Statement: (Check/circle as appropriate. If using as a script, read only those items checked)

| Statement Topics:

The (students/employees): (are being) or (have been) accounted for

No further information is available at this time
Emergency medical services: (are here) or (are on the way) or (are not available to us)

Police: (are here) or (are on the way) or (are not available to us)

Fire Dept./paramedics: (are here) or (are on the way) or (are not available to us)

. (are here) or (are on the way) or (are not available to us)

Communication center(s) for parents/guardians (is/are) being set up at:
to answer questions about individual students

Communication center(s) for families (is/are) being set up at:
to answer questions about individual employees

Injuries have been reported at: and are being
treated at the site by (staff/professional medical responders). # Reported injured.
Students have been taken to a safe area, , and are with
(classroom teachers/staff) or ( )

# Students have been taken to the local emergency room for treatment of serious injury
Parents of injured students should go to the emergency room at

# Confirmed deaths have been reported at
Names cannot be released until families have been notified.

Structural damage has been reported at the following sites:

Additional Information:

Signed: Date:




MASTER LIST: STUDENTS NEEDING SPECIAL ASSISTANCE

Using the information from individual Teacher/Staff Survey forms, the Incident Management Team maintains
a master list of students needing special assistance in the event of an emergency (make copies of this sheet
as necessary):

STUDENT NAME ASSISTANCE NEEDED AND
INDIVIDUAL TO PROVIDE ASSISTANCE

(This list kept in the Nurse’s office)




Master List Continued:

STUDENT NAME ASSISTANCE NEEDED AND
INDIVIDUAL TO PROVIDE ASSISTANCE




RECORD OF FIRST AID CARE

Use this form to note the First Aid care provided to the student. Retain one copy and attach another copy
to the student’s emergency card.

Student Name:

Teacher:

Classroom:

Date:

Incident that caused the need for care:

Type of care provided:

Follow up care required/transported to medical facility:

Signed By: Date:




PARENT CONTACT LOG

Student Name: Grade:

Teacher:

Code: W = Written P = Phone Call C = Conference

Date: W/PIC: Comments:




TEACHER GRAB AND GO EMERGENCY NOTES:

EVACUATION

1. Alarm signals all building evacuation.

2. Staff w/ students from ancillary classes will reunite them with their teachers in the
evacuation assembly area, then report to the Evacuation Team Leader for
assignment.

Buddy system in building buddy with teacher in the closest classroom. On field, teachers
will buddy with classroom to your left if able and as needed and/or until relieved.

3. On field, classrooms line up as assigned. May enter bleachers in assigned areas as

directed by Incident Commander.

4. Staff without students report to the designated field line until reassigned.

5. Teachers shall organize students for departure.

~ Take grade book/class roster; RedGreen Card.
Close the classroom door as you leave. Do not lock the door!
Students do not to go to lockers.
Leave the building via your standard exit or the closest and safest exit
Line up in the evacuation assembly area.
Conduct a roll call and display RedGreen Card towards Evacuation Team
Leader.
~ If relocation is required, follow the Evacuation Team Leaders’ directions.
When/if signaled to re-enterl, account for all students when inside.
Check room and report anything amiss to the Principal and debrief students.

FIRE
1 If you discover smoke or fire, pull fire alarm as you leave the building.
1 Use standard evacuation procedure for any fire or suspected fire.
1 Leave room lights on.
1 Close the classroom door as you leave. Do not lock the door!

SECURE THE BUILDING for External Threats
1 The building will be alerted to the off campus problem.
1 Incident Commander (Principal) will coordinate the locking and signing of all
perimeter doors.
1 If outside, staff and students will quickly move into the main building.

Teachers during class time:
1 Classroom teachers must lock any exterior room doors/windows.
1 No student leaves the room unless authorize by the Principal.
1 Students immediately return to their assigned classroom.

EARTHOUAKE
DROP — To the floor.
COVER — Take cover under a sturdy piece of furniture. Against a load bearing wall
is best. Protect your head and neck with your arms. Avoid danger spots near
windows, hanging objects, mirrors, or tall furniture.
HOLD — On to sturdy objects and be prepared to move with it. Hold until the ground
stops shaking and it's safe to move.

EVACUATE When the shaking stops, leave the building via the closest safest exit and follow
evacuation procedures.
1 Conduct class as normal until the Principal announces the all clear.



LOCKDOWN for Internal Threats

1
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When an interior threat is discovered a Lockdown will be ordered. Lock all room
doors.

Students outside of class shall immediately return to their room, but if they are far
away, they should enter the closest room and the student’ teacher will be notified
ASAP.

Students under threat or outside, leave campus and take shelter.
Close, lock and cover all interior windows and glass panels.

Do not obstruct exterior windows.

Move everyone away from interior doors and windows.

Turn off lights and keep quiet. Teacher cell on vibrate only, everyone else turn off
their cells.

Do not open any doors, for any reason, for anyone.
Lockdown concluded when police or principal enters the room, follow their directions.

SHELTER-IN-PL ACE for External Hazardous Material Release

T
T
T
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When alerted, anyone outside will immediately return to their interior classroom.
Teachers will close and lock all exterior classroom door(s) or window(s).
Teachers take their Evacuation material and proceed, with their class, to the
buildings preselected Shelter-in-Place location.

Upon arrival teachers will take attendance using the Red/Green Card, similar to
Evacuations.

Everyone must follow the directions of the Evacuation Team Leader.

Maintain a calm atmosphere.

Provide for the emotional needs of the students.

Teams will shut off air exchanges and seal exterior doors and operable windows.
Do not open exterior doors, for any reason, until the all clear is given.

BOMB THREAT
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May be delivered in writing, in person, over the telephone, or through a second party.
Notify the Principal immediately. They will call 9-1-1.

Turn off cell phones and/or walkietalkies (radio wavescould trigger a bomb).

The Principal evaluates, but when in doubt, err on the conservative side.

Principal activates the building Incident Management Team.

Principal notifies the Superintendent.

Follow standard evacuation procedures unless told otherwise.

Reoccupy buildings only when clearance is given by the Evacuation Team Leader.

If students are to be evacuated from school property to protect them from a bomb threat,
allow no backpacks or packages onto the transporting busses. You want to leave the
problem behind, not give it a ride.

If you see something suspicious REPORT ITDON'T TOUCH IT.

Emergency Go-Kit Resources:

REMAS hitp: fwowew. rem s, ed.gov/docs/HH wolllssuel. paf







