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Introduction 

Within this Emergency Management and Response Plan (EM&R), are emergency preparedness 

and response instructions, guidelines, templates and forms to help protect the safety, security, and 

well-being of students and school staff during many types of emergencies. 

This EM&R is designed to provide administrators with a resource for protecting students, staff, 

and school facilities, as well as to describe the responsibilities of staff members for a wide range 

of emergency and disaster situations that may occur.  The second purpose is to assist schools to 

return to normal routines as quickly and calmly as possible following a major disruption of the 

educational process.  This document has been developed as a comprehensive reference for King 

Low Heywood Thomas (King) to promote coordinated preparedness measures and assist in 

standardizing response protocols to improve response to and recovery from an emergency or 

disaster affecting the site and to aid in providing a safe learning environment.  It incorporates best 

practices for handling emergency situations that have been deployed by school districts elsewhere 

in the country.  The emergency management teams and procedures outlined in this plan are 

consistent with California’s Standardized Emergency Management System (SEMS) and the 

National Incident Management System (NIMS), both modeled after the Incident Command 

System (ICS). 

For the purposes of plan development, “King” refers to the entire King campus as a whole, while 

“school” refers to each of the schools as individual units (Lower, Middle, and Upper). 

In the event of a widespread emergency such as a flood, available government and county 

resources will be overtaxed and may be unable to respond to all requests for assistance.  This plan 

assumes that schools must be self-sufficient for a time and may be required to make many crucial 

decisions and provide shelter to the immediate community. 

A support team, in partnership with community agencies, should review the contents of this 

EM&R to properly maintain King’s and any community agency phone numbers and assist in 

sharing this important safety information annually with all faculty, staff, students, and parents. 

The final step in the emergency management planning process is to communicate and practice the 

plan.  Orient new personnel as they arrive at King and review all changes with local public safety 

agencies.  Keep multiple copies of the plan in accessible locations.  Ensure that team leaders have 

a copy of the plan at home.  While most schools are adept at practicing techniques such as fire 
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drills, many have not rehearsed responses to events such as chemical releases, intruders, or 

emergencies that require lockdown or reverse evacuation. 

Definitions 

School Crisis – A reaction to, or perception of, a situation or event that causes psychological 

trauma to students and/or staff and requires immediate action because of its disruption or 

potential disruption to the educational process.  A crisis may impact a small group of students 

in one classroom or the entire school community.  Possible types of crises: death of a student 

or staff member, acts of violence, suicide attempt or completion, natural disaster such as 

earthquake or fire, toxic spill, automobile or other accident. 

Crisis Response – Intervention designed to restore a school and community to base line 

functioning and to help prevent or minimize damaging psychological results following a 

disaster or crisis situation.  It is important that during the immediate hours and days following 

a crisis, students and staff be helped to return to previous emotional equilibrium.  If left 

unchecked, some emotional responses may become internalized and exhibit themselves in 

unusual behaviors, such as the inability to concentrate, aggressive or reckless behaviors, or 

physical symptoms. 

Four Phases of Emergency Management 

This EM&R is presented in four main sections, which conform to the four phases the U.S. 

Department of Education Office of Safe and Drug-Free Schools uses to describe planning for, 

responding to, and recovering from emergencies: Mitigation/Prevention, Preparedness, 

Response, and Recovery.  Each of these topics is introduced briefly below and applied in detail 

in the respective sections of the plan.  

♦ Mitigation/Prevention addresses what King can do to reduce exposure to risks and 

hazards and lessen the potential impact of an emergency situation.  Mitigation efforts can 

occur both before and after emergencies or disasters.   

♦ Preparedness focuses on the roles and responsibilities of the school emergency response 

teams and the actions, exercises, and supplies needed for various emergency scenarios.  

These activities develop readiness and response capabilities. 

♦ Response presents detailed procedures for implementing appropriate actions for most 

types of emergencies that may be encountered in a school setting.  In this phase, schools 
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mobilize resources needed to address the emergency at hand.  Emphasis is placed on 

minimizing the effects of the emergency or disaster.   

♦ Recovery focuses on general strategies to follow after the emergency and restoring 

affected areas to pre-emergency conditions in order to return to the normal learning 

environment as quickly as possible.  Recovery activities may be both short-term and long-

term; ranging from restoration of essential utilities such as water and power, to mitigation 

measures designed to prevent future occurrences of a specific threat. 

All four phases of emergency management should be planned for in advance in order to be 

most effective.  The Appendices contain supplemental emergency information including cross-

jurisdictional agreements, checklists, forms, sample letters, and other supporting 

documentation.  The action checklists and forms can be duplicated as templates or they can be 

incorporated directly into existing plans.  The forms should be adapted or augmented to fit the 

school mission, staffing, location, and other unique circumstances. 

Levels of Emergencies 

There are three levels of emergencies that are often described in the following terms: 

♦ Level One (School Level) Emergency: A localized emergency, with low impact on 

school operations, which school personnel can handle by following the procedures in their 

emergency plan.  Examples: power outage, unexpected death, suicide threat. 

♦ Level Two (Campus Level) Emergency: A moderate to severe emergency, somewhat 

beyond the individual school response capability, which affects students campus-wide and 

may require mutual aid assistance from the fire department, local police, etc.  Examples: 

dangerous intruder, shooting at King. 

♦ Level Three (Community) Emergency: A major disaster, clearly beyond the response 

capability of school campus personnel, where a significant amount of mutual aid assistance 

will be required, recovery time will be extensive, and response time from major support 

agencies may be seriously delayed and/or impaired.  Examples: severe flooding with 

injuries and/or structural damage, explosions, chemical spills requiring evacuation, death 

of multiple staff or students (as in a bus accident), hostage situation, etc.  In a catastrophic 

disaster, schools must be prepared to rely on their own resources because assistance from 

others may be delayed.  A large-scale event such as an earthquake that affects the school 
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will also affect the surrounding community.  There may be widespread telephone outages, 

road blockages, gridlock and congestion on the highways, damage to utility systems, roof 

collapse, chemical or electrical fires, release of hazardous materials, flying debris, injuries 

and death caused by falling objects and smoke inhalation.  

 
Figure 1: The three levels of emergencies. 

 

 

Level 1 - School Emergencies 
Situations in which the scope is limited to school settings and school-based 

personnel, and no assistance is needed. 

Level 2 – Campus-wide Emergencies 
These are events where support and involvement is required from the school district 

personnel or members of the Campus Emergency Team.  While these events may 
require help from non-school employees, they do not reach the scope and gravity of

community-level disasters requiring community-wide support. 

Level 3 – Community/Countywide Emergencies 
These include large-scale events during which coordination of services from 

school, campus, and local community response agencies is warranted.  In many of 
these situations, the school’s role is to implement protocols until appropriate 

community agencies (e.g., police, fire, and rescue) respond and assume 
responsibility.  However, schools must be prepared to rely on their own resources 

until help arrives. 

Homeland Security Levels of Emergencies 

In March 2002, the White House issued Homeland Security Directive-3, which established five 

threat conditions for possible terrorist attack: 

Green = Low 

Blue = Guarded 

Yellow = Elevated 

Orange = High 

Red = Severe 
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The American Red Cross developed a complementary set of general explanations and guidelines 

for schools for each level, which has been adapted for use in this plan, in Figure 2 below. 

Figure 2 Adapted American Red Cross Homeland Security Advisory System 
Recommendations for Schools 

 
Level of Risk Recommended Action 

Severe 
(Red) 

• Complete recommended actions at lower levels 
• Listen to radio/TV for current information and instructions 
• Be alert to suspicious activity and report it to proper authorities immediately 
• Close school if recommended to do so by appropriate authorities 
• 100% identification check (i.e. driver’s license retained at front office) and 
escort of anyone entering school other than students, staff, and faculty 
• Ensure School Crisis Team is available for students, staff, and faculty 

High 
(Orange) 

• Complete recommended actions at lower levels 
• Be alert to suspicious activity and report it to proper authorities 
• Review emergency procedures and supplies 
• Prepare to handle inquiries from anxious parents and media 
• Discuss children’s fears concerning possible terrorist attacks in consultation 
with School Crisis Team 

Elevated 
(Yellow) 

• Complete recommended actions at lower levels 
• Be alert to suspicious activity and report it to the proper authorities 
• Ensure all emergency supplies stocked and ready 
• Distribute copies of Terrorism: Preparing for the Unexpected to students, staff 
and parents 

Guarded 
(Blue) 

• Complete recommended actions at lower level 
• Be alert to suspicious activity and report it to proper authorities 
• Provide safety training to staff and practice emergency drills pursuant to school 
emergency procedures 
• Review emergency communication plan and update emergency information 
• Review emergency supplies and supplement as necessary 

Low 
(Green) 

• Develop written emergency plans and disseminate relevant information to 
families of children, staff, and faculty 
• Initiate offering American Red Cross “Masters of Disaster” curriculum for 
grades K-8 regarding emergency preparedness  
• Ensure selected staff members are certified in Red Cross CPR, Automated 
External Defibrillator (AED), and First Aid  

References: © American National Red Cross–
http://www.redcross.org/services/disaster/beprepared/hsas/schools.pdf 
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Plan Development, Implementation, and Updates 

Emergency and disaster functions should be identified and pre-assigned before the beginning 

of each school year.  The Emergency teams and contact information will be updated at least 

annually.  New personnel will be assigned to vacated command staff positions.  Procedures 

will be revised as needed.  All emergency preparedness training and drills will be documented, 

and updates to the plan will be recorded. 

The elements of emergency planning, preparedness, and management are: 

♦ Leadership: Leadership ensures that emergency preparedness will be a priority and that 

adequate resources will be allocated to create and implement campus and school-based 

plans.  At the campus-wide level, leadership should come directly from the Head of 

School, Tom Main, at the school level, from the Head of Upper School, Marnie 

Sadlowsky; Head of Middle School, Bobby Walker Jr; or Head of Lower School, Mark 

Bauman, respectively. 

♦ Incident Command System: The ICS is a standardized organizational structure, that is the 

basis of NIMS, designed to handle Management, Operations, Logistics, Planning, and 

Administration & Finance.  The ICS allows for appropriate utilization of facilities, 

equipment, personnel, procedures, and communications.  The Incident Commander is the 

highest-ranking official in charge of the emergency response operations; this will generally 

be the Head of School, Mr. Tom Main. 

♦ Emergency Management Plan: The site-based plan includes team assignments, 

emergency numbers, protocols, and the four phases of emergency management: 

Mitigation, Preparedness, Response, and Recovery. 

♦ School Emergency Teams: School-based teams of individuals with specific duties to 

perform in order to prepare for and respond to emergencies.  The School Emergency 

Teams assists in meeting individual school needs and implementing the plan in the event 

of an emergency. 

♦ Communication: King should have established lines of internal communication (within 

and between schools) and external communication (with the community).  Plans should 

include provisions for after-hours communication (telephone tree), and alternate means if 

telephone lines are disabled. 
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♦ Emergency Management Protocols: Emergency Management Protocols are the step-by-

step procedures for each school to implement in the event of an emergency. 

♦ School Emergency Actions: These are a set of clear directives that may be implemented 

across a number of emergency situations.  These actions include Evacuation, Lockdown, 

Shelter in Place, Stand-by, and All Clear, in addition to several specialized actions such as 

Offsite or Reverse Evacuation and Student Release. 

♦ Staff Responsibilities: School personnel have a moral and legal responsibility to all 

students in their care.  Just as school staff members will rely on first responders, public 

agencies, and others to open blocked roads, repair utilities, etc., those members of the 

community will rely on schools to provide care for their children in an emergency. 

Ideally, the school plan should include a rough prioritization of which teacher and staff 

members might be released first (such as those with small children at home).  Staff 

members who live a long distance from school should be encouraged to make special 

preparations for remaining at school a longer time, such as arranging with a neighbor to 

check on their home and keeping extra supplies at school. 

♦ Training: Training is important on at least three levels: 

o General awareness training for all staff; 

o First Aid, CPR, and AED training for priority staff; 

o Team training to address specific emergency response or recovery activities, such 

as Student Release, Search and Rescue, and Shelter Management. 

♦ Practice: Practicing the plan consists of drills, tabletop and functional exercises, 

orientation for staff, etc.  It is generally recommended that schools start with basic 

orientation and tabletop exercises prior to engaging in full-scale simulations or drills. 

♦ Personal Emergency Plans: Staff members should develop personal and family 

emergency response plans.  Each family should anticipate that a staff member might be 

required to remain at school following a catastrophic event.  Knowing that the family is 

prepared and can handle the situation will enable school staff to do their job more 

effectively. 
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Mitigation and Prevention 

Reducing Exposure to Hazards and Risks 

Mitigation is defined as proactive action taken to reduce or eliminate the adverse effects of 

natural and man-made hazards on people and property.  The goal of mitigation is to decrease 

or eliminate the need for response as opposed to simply increasing response capability.  

Mitigation begins by conducting a campus and school hazard assessment, which requires a 

self-appraisal of major areas effecting school safety.  These areas include geographic location 

of buildings, proximity of potential hazards (such as waterways, airports, and interstate 

highways), availability of buses for possible evacuation, structural integrity of buildings, etc.   

Hazards and risks are identified through vulnerability analysis, consequence modeling, 

code/regulation compliance, quantitative risk assessment, and historical data correlations.  

Risk is the product of potential consequences and the expected frequency of occurrence.  The 

basic concept of acceptable risk is the maximum level of damage to the building that can be 

tolerated, related to a realistic risk event scenario or probability.  Consequences may include 

death, serious injury, the extent of structural damage, monetary loss, interruption of use, or 

environmental impact.   

Mitigation assesses and addresses the safety and integrity of the following types of hazards to 

minimize or prevent adverse impacts: 

♦ Security - functioning locks, controlled access to the school 

♦ Threats - probability of natural disasters or accidents 

♦ School Environment - social climate at King 

Security - Neighborhoods are encouraged to treat schools as essential community 

facilities because of the significant impact on students and the locale if a damaged 

school is closed for an extended period of time.  A higher level of protection is 

appropriate for any facility that will enhance community recovery, including schools 

(they may be designated as emergency shelters), and other buildings that support vital 

services.  A hazard assessment should assure that the school buildings have functioning 

locks and controlled access. 
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Threats - Mitigation requires assessment of local threats, including the probability of 

industrial accidents and natural disasters.  Threat assessment considers potential 

hazards in the neighborhood such as high voltage power lines; facilities containing 

toxic, chemically reactive and/or radioactive materials; transportation routes of trucks 

and trains carrying hazardous materials; underground gas and oil pipelines; 

underground utility vaults; above-ground transformers; multi-story buildings 

vulnerable to damage or collapse; and water towers and tanks.  Since location is a key 

factor in determining the risks associated with natural hazards, land use plans are a 

valuable tool in identifying areas that are most vulnerable to the impacts of natural 

hazards such as wildfires, earthquakes, and flooding. 

♦ FIRE - Of the many hazards that can endanger a school facility and its service to 

the community, the most prevalent is fire.  Design against fire has long been built 

into state building codes, in the form of approved materials, fire-resistant 

assemblies, exiting requirements, the width and design of stairs, the dimensions of 

corridors, fire suppression systems, and many other standards. 

♦ FLOODING - Flooding is the most common natural hazard in the United States, 

affecting over 20,000 local jurisdictions and representing more than 70 percent of 

Presidential Disaster Declarations.  Factors that can affect the frequency and 

severity of flooding and the resultant types of damage include: channel obstructions 

due to fallen trees, accumulated debris and ice jams; culvert openings that are 

insufficient to move floodwaters; erosion of shorelines and stream banks; 

deposition of sediment that is carried inland by wave action; and dam and levee 

failure that may result in sudden flooding of areas thought to be protected. 

♦ EARTHQUAKE – Though not common in Connecticut, earthquakes can be 

disastrous events, and some explosions can have similar effects.  A simple 

evaluation that focuses specifically on schools is rapid visual screening.  This 

method is intended as an initial step in identifying hazardous buildings and their 

deficiencies.  The visual survey of a building can be completed in less than 30 

minutes and can be accomplished from the street without benefit of entry into a 

building.  However, hazardous details may not be visible, and seismically 
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dangerous structures may not be identified as such.  Nonstructural interior 

components are not evaluated. 

School Environment - School policies and protocols should support a safe school 

environment and orderly procedures during emergencies.  Determine who is 

responsible for overseeing violence prevention strategies in the school, and disseminate 

information to staff regarding the early detection of potentially dangerous behaviors.  

Conduct an assessment to determine how the school environment may impact its 

vulnerability to certain types of crises.  Review incident data and determine how the 

school will address major problems with regard to student crime and violence.  Provide 

staff training on identification of risk and protective factors to help children.  Link 

prevention and intervention programs to community resources, including health and 

mental health.  Develop strategies for improving communication between students and 

staff.  Provide safe and confidential ways for students to report potentially violent 

incidents. 

Schools and the surrounding neighborhood should be active partners in community-wide risk 

assessment and mitigation planning.  The local fire department can assist school administrators 

in identifying potential structural and non-structural hazards.  To help agencies work with the 

school, a Memorandum of Understanding (MOU) outlining each agency’s responsibility 

during an emergency may be utilized.  A Sample MOU between King and the evacuation 

location is included in APPENDIX A. 

Conducting a Safe Schools Hazards Assessment 

Each school year, prior to the arrival of the teaching staff, the head of your school and/or 

designee should undertake a physical survey of all hazards likely to be encountered in the 

evacuation routes from classrooms and other activity rooms to safe, open-space areas.  During 

the first month of the school year, each teacher should conduct a classroom hazard assessment 

to be submitted to the head of your school.  The purpose of these hazards assessments is to 

identify and report for correction any existing conditions that pose potential risk to the 

occupants of school buildings and to the facilities.  

Composition Of The Hazard Assessment Team: The Hazard Assessment Team should be a 

diverse group of people concerned with the safety of the school.  An ideal group might 

include: 
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♦ Custodian/Maintenance Supervisor 

♦ School Administrator 

♦ Local Fire Official or Civil/Structural 

Engineer 

♦ Optional: 

- Teacher 

- Social Worker or Counselor 

- Student 

- Parent 

Action Checklist: Prior to conducting a hazard assessment/school safety audit, the team 

members should review the School Emergency Management Plan, blueprints of the campus, 

school accident and incident data, and prior assessment reports.  A proactive process will help 

maintain a safe and secure learning environment. 

♦ Determine what crisis plans exist for the campus, school, and community. 

♦ Identify all concerned parties involved in crisis planning. 

♦ Gather information about the school facility, such as maps and the location of utility 

shutoffs. 

♦ Connect with community emergency responders to identify local hazards. 

♦ Review the prior safety audit to examine school buildings and grounds, if possible. 

♦ Conduct an assessment to determine how these problems—as well as others— may impact 

school vulnerability to specific crises. 

♦ Develop procedures for communicating with staff, students, families, and the media. 

♦ Establish procedures to account for students during a crisis. 

♦ Identify the necessary equipment that needs to be assembled to assist staff in an 

emergency. 

Building and Classroom Hazard Hunt: The purpose of the hazard hunt is to identify any 

special circumstances that exist in a school or near the campus, which present unique problems 

or potential risk to people or property.  A walk-through inspection of each area of each 

building should be conducted using the School Safety/Hazard Checklist, included in 

APPENDIX B. 

The interior and exterior portions of all school buildings and school grounds should be 

assessed for potential hazards that may impact the site, staff, and students, including the 

following: 

♦ Classrooms  

♦ Bathrooms 

♦ Corridors 

♦ Boiler Room 
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♦ Laboratory/Shop 

♦ Kitchen/Cafeteria 

♦ Offices 

♦ Teacher’s Lounge 

♦ Custodial Room 

♦ Computer Lab 

♦ Storage Room 

♦ Parking Lot 

♦ Yard (and Playground) 

♦ Outside structures and Fencing 

♦ Multipurpose Room  

♦ Gymnasium 

The hazards may include: 

♦ Proximity to toxic, flammable, corrosive, chemically reactive or other hazardous materials 

♦ Proximity of high voltage power lines 

♦ Likelihood and possible effects of flooding, including proximity to creeks that may surge 

over their banks 

♦ Likelihood of a wild fire 

♦ Likelihood of severe weather 

♦ Hanging fixtures on ceilings, such as fluorescent lights. 

♦ Locations of windows, particularly those near doorways. 

♦ Stability of bookcases and shelving in classrooms as well as the objects on the shelves, 

cabinets, and hanging on walls. 

♦ Stability of water heaters. 

♦ Security of AV equipment, computers, TV monitors, piano, aquariums, etc. from motion 

during an earthquake or wind during a hurricane. 

♦ Impediments to evacuation and transportation 

♦ Inadequate storage of chemicals and labeling on containers. 

Hazard Mitigation Checklist: The School Safety/Hazard Assessment Checklist included in 

APPENDIX B describes specific areas and conditions for hazard inspection.  Indicate the 

names of those conducting the inspection and the inspection date in the spaces provided at the 

bottom of each form.  Complete each section of the checklist.  For problem areas, briefly 

describe the situation and actions requested to correct or remove the identified hazard, if 

possible to do so. 

Recommendations should be constructive in nature and attempt to offer the head of your 

school, or administrator, solutions to safety problems in the school.  Following a major 

disaster, a school community might reexamine how building configurations may be rearranged 
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to improve access and services to avoid repetitive damage.  Post-disaster mitigation may be 

applied on a structure-by-structure basis to strengthen hazard resistance and provide energy 

efficiency and environmental sensitivity.  

Staff Skills Inventory For Emergency Management Planning: A Staff Skills Inventory will 

help administrators plan assignments to emergency teams.  A sample inventory is provided 

among the forms in APPENDIX B.  The information provided should identify the following 

areas in which members of the staff have training or expertise: 

♦ First Aid 

♦ Search and Rescue 

♦ CPR 

♦ Counseling/Mental Health 

♦ Hazardous Materials 

♦ CB Radio/Ham Radio Experience 

♦ Fire Fighting 

♦ Emergency Medical 

♦ Media Relations 

♦ Incident Debriefing 

♦ Multilingual Fluency 

Teacher Survey - Students Needing Special Assistance: At the beginning of each semester, 

teachers should provide, to the main office of their building, the name(s) of students in the 

class who will require special assistance in the event of an emergency and the type of 

assistance needed.  A variety of emergency conditions, which may alter needs, (e.g., severe 

weather, evacuation, hazardous materials, etc.) should be considered.  Preparedness for 

students needing special assistance is addressed in more detail in the Section on Preparedness. 

 Visitor Screening Policy 

A visitor-screening policy should be developed with signage to direct school visitors to the 

sign-in area. 

♦ Post signs at key arrival points directing all visitors to the main entry door. 

♦ Pass visitors through an office or sign-in area that offers verbal and visual contact with 

staff or volunteers. 

♦ Ask all visitors to sign-in and provide them with an I.D. badge or other visitor pass. 

♦ Designate individuals to ask the person’s name, area or room to be visited, and nature of 

the visit. 

♦ If the visitor is new to the school or unsure of the room location, have a volunteer or staff 

member meet or accompany him/her. 
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♦ Direct visitors to return to sign-out upon leaving the building.  There should be no 

exceptions to the policy. 

♦ Acquaint parents, PTA organizations, etc. with the policy and the need to know who is in 

the building. 

♦ Familiarize all teachers and staff with the visitor screening policy. 

♦ Encourage staff to question people on the campus without a visitor pass and ask them to 

check in with the office before proceeding to the intended destination. 

Violence Prevention 

The first step in school violence prevention is to perform a systematic assessment to determine 

what the school might do proactively to inhibit hostile and anti-social behavior.  One approach 

is to examine how the peaceful interaction of individuals and groups is facilitated by policies, 

programs, and processes in the classroom, the school building, and the administrative offices.  

Does the school have a policy on weapons possession and aggressive behavior?  Are students 

aware of the policy?  Is it consistently enforced?  How is such behavior supported or 

discouraged by the school climate and the expectations of the staff and other students?  Has 

school staff received training in nonviolent conflict resolution?  Are students appropriately 

supervised?  Have staff members been taught to spot the potential for such incidents and to 

defuse them? 

The head of your school can help establish school norms of nonviolence and pro-social 

community by developing sincere, caring relationships with groups of students and 

individuals, maintaining a high profile, visiting classrooms, and being accessible to students 

and staff. 

Risk for Harm Assessment: Risk for Harm assessment provides a framework for schools to 

conceptualize risk based on a review of warning signs, general risk factors, precipitating 

events, and stabilizing factors.  A response plan to maintain school safety and help students 

gain access to needed services or interventions is based on the present risk for harm.  The 

following descriptors are not an exhaustive list of behaviors and possible responses but 

provide a useful frame of reference. 

♦ Low/No Risk for Harm 

Upon review, it appears there is insufficient evidence for any current risk for harm.  

Situations under this category can include misunderstandings, poor decision-making, false 
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accusations from peers (seeking to get other peers in trouble), etc.  Responses may include, 

but are not limited to, investigation of the situation, notification, and involvement of others 

as needed and administrative action. 

♦ Minor Risk for Harm 

A student has displayed minor early warning signs, but assessment reveals little history of 

serious risk factors or dangerous behavior.  Stabilizing factors appear to be reasonably well 

established.  There may be evidence of the unintentional infliction of distress on others 

(insensitive remarks, “teasing” taken too far, etc.).  Responses may include (but are not 

limited to) review of school records, parent notification, psychological consult, security 

notification, and administrative action. 

♦ Moderate Risk for Harm 

A student has displayed some early warning signs and may have existing risk factors or 

recent precipitating events, but also may have some stabilizing factors.  There may be 

evidence of internal emotional distress (depression, social withdrawal, etc.) or of 

intentional infliction of distress on others (bullying, intimidation, seeking to cause fear, 

etc.).  Responses may include (but are not limited to) security response, parent notification, 

psychological consult/evaluation, background or records check, and ongoing case 

management. 

♦ High Risk for Harm 

A student has displayed significant early warning signs, has significant existing risk factors 

and/or precipitating events and few stabilizing factors.  May not qualify for hospitalization 

or arrest at present, but requires referrals for needed services and active case management.  

Responses may include (but are not limited to) immediate action to secure student, security 

response, parent notification, psychological consult/evaluation, background check, and 

ongoing case management 

♦ Imminent Risk for Harm 

A student is, or is very close to, behaving in a way that is potentially dangerous to self 

and/or others.  Examples include detailed threats of lethal violence, suicide threats, 

possession and/or use of firearms or other weapons, serious physical fighting, belligerence, 

etc.  Responses may include (but are not limited to) immediate action to secure student, 
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arrest or hospitalization, facility LOCKDOWN, security response, parent notification, 

background or records check, and ongoing case management. 

Prevention Programs and Strategies: There is great variation in the types of violence 

prevention strategies and programs instituted at different schools. 

♦ School-Management-Based – These programs focus on discipline and student behavior, 

alternative schools and cooperative relationships with police and law enforcement. 

♦ Educational And Curriculum-Based – These programs concentrate on teaching students 

behavior-management skills and nonviolent conflict resolution. 

♦ Environmental Modification – These are programs based on changing student behavior by 

changing students’ social or physical environment.  This includes installing metal detectors 

and hiring security guards, but also includes larger-scale programs like setting up after-

school programs and increasing or decreasing school size. 

Among the many violence prevention strategies used are: 

♦ Closed campus for lunch 

♦ Closed-circuit television 

♦ Conflict resolution/peer mediation 

♦ Establishing safe havens for students 

♦ Expulsion 

♦ Law-related education programs 

♦ Mentoring programs 

♦ Mediation training 

♦ Multicultural sensitivity training 

♦ School board policy 

♦ Search and seizure 

♦ Security personnel in schools 

♦ Staff development 

♦ Student conduct/discipline code 

♦ Student photo identification system 

♦ Support groups 

♦ Suspension 

♦ Telephones in classrooms 

♦ Volunteer parent patrols 

♦ Work opportunities 

There is no one-size-fits-all solution.  To reduce school violence schools must innovate, try 

multiple approaches, conduct proper evaluations, and make the information available to 

parents to enhance both parental options and accountability. 
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Preparedness 

Preparedness focuses on the steps that can be taken to plan for various emergency scenarios.  It 

involves the coordination of efforts between the campus, each of the schools, local public 

safety agencies, and the community at large.  Good planning will facilitate a rapid, 

coordinated, effective response when a crisis actually occurs. 

♦ Determine what crisis plans exist in the community and surrounding schools and districts. 

♦ Identify all stakeholders involved in crisis planning. 

♦ Develop procedures for communicating with staff, students, families, and the media. 

♦ Establish procedures to account for students during a crisis. 

♦ Gather information about the school facility, such as maps and the location of utility 

shutoffs. 

♦ Assemble the necessary equipment needed to assist staff in a crisis. 

Standardized Emergency Management System (SEMS) & National Incident Management 

System (NIMS) 

The Standardized Emergency Management System (SEMS) has been California law since 

1994, and the National Incident Management System (NIMS) was federally implemented 

beginning in Fiscal Year 2007; they are designed to centralize and coordinate emergency 

response using standardized terminology and processes.  Implementation of a common 

language and set of procedures greatly facilitates flow of communication and coordination 

among all responding agencies to improve tracking, deployment, utilization, and 

demobilization of needed mutual aid resources.  

SEMS and NIMS establish the Incident Command System (ICS) as a standardized 

organizational structure to establish a unified command and line of authority, with common 

operational terminology for the management of all major incidents.  The Emergency 

Operations Plan (EOP) must describe roles and responsibilities, assignment of personnel, 

policies, and protocols for providing emergency support.  

Incident Command System (ICS): The Incident Command System provides a flexible 

management system that is adaptable to incidents involving multi-jurisdictional response.  The 

ICS is the combination of personnel, facilities, equipment, procedures, and communications 
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operating within a common organizational framework to manage the resources required to 

effectively accomplish objectives related to the emergency or incident. 

The main concepts behind the ICS structure are: a) every emergency requires the execution of 

certain tasks or functions; b) every incident needs a person in charge: c) no one should direct 

more than seven people; and d) no one should report to more than one person. 

Components of the ICS include: 

♦ Common terms established for organizational functions, resources and facilities; 

♦ Unified command structure with a common set of objectives and strategies; 

♦ Modular organization which expands or contracts as the incident progresses; 

♦ Manageable span of control by one person; 

♦ Pre-designated incident facilities; 

♦ Integrated communications; 

♦ Five-function structure for management of all major incidents. 

The ICS is organized into five functional areas for on-scene management of all major 

incidents: Management, Operations, Planning, Logistics, and Administration/Finance. 

Management: Provides overall emergency policy and coordination.  This function is directed 

by the Incident Commander (IC) who is typically the Head of School (HOS) or Division Head 

(Div Hd).  The IC is assisted in carrying out this function by an Incident Command Team, 

which includes the Director of Marketing & Communication (Dir M&C), acting as the Public 

Information Officer, and the Director of Facilities (Dir of Facil), acting as the Safety 

Coordinator and Agency Liaison. 

Planning: Collects, evaluates, and disseminates information needed to measure the size, scope, 

and seriousness of an incident and to plan an appropriate response.  This is directed by the 

Director of Facilities (Dir of Facil), 

Operations: Directs all tactical operations of an incident including implementation of response 

activities according to established emergency procedures and protocols, care of students, first 

aid, crisis intervention, search and rescue, site security, damage assessment, evacuations, and 

the release of students to parents.  This is directed by the Associate Head of School (Assoc 

HOS) 

Administration/Finance: Oversees all financial activities including purchasing of necessary 

materials, tracking incident costs, arranging contracts for services, timekeeping for emergency 
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responders, submitting documentation to FEMA for reimbursement and recovering school 

records following an emergency.   

Logistics: Supports emergency operations by securing and providing needed personnel, 

equipment, facilities, resources, and services required for incident resolution; coordinating 

personnel; assembling and deploying volunteer teams; and facilitating communications among 

emergency responders.  This function may take on a major role in extended emergency 

situations.  This is directed by either the Div Hd or Dir of Facil. 

Figure 3 presents a simplified Emergency Management Organization Chart for King, based on 

SEMS/NIMS and adapted by Marin County Office of Education in San Rafael, CA.  

Responsibilities and operational duties are detailed on the following pages. 

FIGURE 3 – Emergency Management Organization 
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 Emergency Management Roles and Responsibilities 

The Head of School or Division Head assumes responsibility as the Incident Commander and 

activates others as needed.  Depending upon the magnitude of the emergency, the Division Head 

may perform all the roles of the ICS structure, while the Head of School may mobilize the entire 

staff for a large-scale disaster.  
Title Role/Responsibility 

Management: 
                      

                       Incident Command 

Responsible for development of school’s plan and overall management of 
emergency situations; establish/manage Command Post; activate ICS; 
determine strategies to implement protocols and adapt as needed 

Safety, Security, Law Enforcement 

Monitor safety conditions of an emergency situation and develop measures for 
ensuring the safety of building occupants (students, staff, volunteers, and 
responders); document activities 

Public Information Media Liaison 

Develop relationship with local media reps.; prepare media releases; establish 
“media center” near Command Post; coordinate information with Incident 
Commander and Campus Support Team; document activities 

Liaison to Outside Agencies 

Develop working knowledge of local/regional agencies; serve as the primary 
on-scene contact for outside agencies assigned to an incident; assist in 
accessing services when the need arises; document activities 

Planning/Intelligence: 
 
 

                        Situation Analysis 

Assist Incident Commander in the collection and evaluation of information 
about an incident as it develops (including site map and area map of related 
events); assist with ongoing planning efforts; maintain incident time log; 
document activities 

Operations: 
 

Student Accounting and Release 

Analyze school staffing to develop a Student Accounting and Release Plan 
(accounting from individual teachers to Student Accounting and Release to 
Command Post); implement plan in an emergency; document activities 

Facility & Environmental 

Monitor site utilities (electric, gas, water, HVAC) shut off only if danger exists 
or directed by Incident Commander; assist in securing facility (locking gates 
and perimeter doors, posting caution tape as needed, etc); document activities 

First Aid, CPR, Medical 

Establish medical triage with staff trained in first aid, CPR; provide/oversee 
care given to the injured; distribute supplies (latex gloves, bandages, etc.); 
request additional supplies from Logistics; document activities 

Crisis Intervention & Response 

Provide and access psychological first aid services for those in need (working 
with the Medical portion of Operations); access local/regional providers for 
ongoing crisis counseling for students, staff, parents, etc.; document activities 

Food, water, sanitation 

Coordinate the rationed distribution of food and water (prolonged 
emergencies); establish secondary toilet facilities in the event of water or 
plumbing failure; request needed supplies from Logistics; document activities 

Logistics: 
 

Communications 

Establish/oversee communications center and activities during an emergency 
(two-way radio, battery-powered radio, written updates, etc.); develop 
telephone tree for after-hours communication; document activities 

Supplies 

Establish and maintain “Emergency Team Toolbox” (fresh batteries, etc.); 
coordinate access to, and distribution of, supplies during an emergency; 
monitor inventory of supplies and equipment; document activities 

Administration & Finance: 
 

Documentation 

Responsible for overall documentation and record keeping activities; when 
possible, photograph or videotape damage to property; develop a system to 
monitor and track expenses and financial losses; secure all records 
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Emergency Operations Center (EOC) 

The purpose of the Emergency Operations Center (EOC) is to coordinate and organize all 

relevant information about the emergency or disaster in one place.  This helps the campus 

manage resources for the affected schools.  The EOC, at the campus level, is also where 

resource allocations can be made, and responses tracked and coordinated with the Stamford 

Department of Emergency Communications, as needed.  Strategic objectives should be usually 

broad, encompassing overall goals such as a) life safety; b) property safety, and c) protection 

of the environment.   

The EOC is usually located in a centralized area, at or near the administrative offices.  It may 

be in a meeting room or special room designated for it that is safe and accessible.  The area 

must have sufficient space to set up a communication system and a centralized area for the 

section chiefs to coordinate emergency management.  A pre-planned alternate site should also 

be in place in the event the primary EOC location is not usable.  

EOC Director- At the campus level, the Head of School, as EOC Director, has clear 

authority to set overall policy, command and direct the personnel and resources under his 

or her control, and to coordinate response and recovery activities. 

EOC Staff- The EOC staff is organized according to the same five functions as the Incident 

Command System.  The role of the EOC staff is to obtain and deliver needed resources to 

the affected school sites, not to provide “hands on” assistance to the various sites that are 

dealing with actual field activities.  

General criteria to activate an Emergency Operations Center 

♦ Resources are required beyond local capabilities. 

♦ The emergency is of long duration (more than 3 days). 

♦ Major policy decisions will or may be needed. 

♦ A local or state emergency is declared. 

♦ Activation is advantageous to the successful management of an emergency. 

Incident Command System (ICS) 
ICS: Incident Commander (Head of School/Division Head) 

The Head of School or Division Head (HOS/Div Hd), acting as the Incident Commander, at 

the schools leads the Management/Incident Command Team and directs on-scene operations.  

The Management Team includes the Dir M&C acting as the Public Information Officer, and 
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the Dir of Facil acting as the Safety Coordinator and the Agency Liaison of the campus.  The 

HOS/Div Hd must be familiar with the available resources, coordinate and document all 

response actions, and effectively communicate response strategies to others handling the 

incident. 

Responsibilities: The HOS/Div Hd is solely responsible for on-scene emergency/disaster 

operations and remains at or near the Incident Command Post/EOC to observe and direct 

all operations. 

♦ Assess the scene and ensure the safety of students, staff, and others at King. 

♦ Lead by example: the behavior sets tone for staff and students. 

♦ Activate and manage the Command Post. 

♦ Develop strategies to implement response protocols. 

♦ Coordinate response efforts within the affected area. 

♦ Monitor action plan and organizational effectiveness. 

♦ Determine the need for and provide inter-agency coordination. 

♦ Constantly assess the situation and adapt appropriate strategies as needed. 

Start-Up Actions 

♦ Obtain personal safety equipment; i.e., hardhat, vest, clipboard. 

♦ Assess type and scope of emergency; evaluate safety of evacuation route. 

♦ Conduct quick walkabout to determine and anticipate needs. 

♦ Determine threat to human life and structures. 

♦ Implement emergency/disaster plan and hazard specific procedures. 

♦ Ensure that Command Post is safe and ready for operations. 

♦ Develop and communicate an incident action plan with objectives and a time frame. 

♦ Establish appropriate level of organization; activate functions as needed. 

Ongoing Operational Duties 

♦ Continue to monitor and assess total campus situation: 

♦ View site map periodically for Search & Rescue progress and damage assessment 

information. 

♦ Check with coordinators for periodic updates; attempt a meeting every two hours to 

assess situation. 
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♦ Reassign personnel as needed. 

♦ Develop and communicate revised incident action plans as needed. 

♦ Begin student release when appropriate, after student accounting is complete. 

♦ Authorize release of information; refer media to Dir M&C. 

♦ Plan regular breaks for all staff and volunteers.  Take care of caregivers! 

♦ Release teachers as appropriate per contract guidelines.   

♦ In large-scale disasters, be prepared for requests by the American Red Cross to use the 

school facilities as shelters. 

Closing Down 

♦ Deactivate sections, branches, or units when they are no longer required. 

♦ Deactivate the entire emergency response, when given the “all clear.”  

♦ Ensure that all open actions not yet completed will be taken care of after deactivation. 

♦ Ensure the return of all equipment and reusable supplies to the Div Hd/Dir of Facil. 

♦ Close out all logs.  Ensure that all logs, reports, and other relevant documents are 

completed and provided to the Dir of Facil. 

♦ Declare conclusion of the emergency and proceed with recovery operations if 

necessary. 

Command Post Equipment/Supplies 

♦ Campus map 

♦ Job description clipboards 

♦ Master keys 

♦ Command Post tray (pens, etc.) 

♦ Staff and student rosters 

♦ School campus radio 

♦ Disaster response forms 

♦ Campus 2-way radios 

♦ Emergency/disaster plan 

♦ AM/FM radio (battery) 

♦ Duplicate rosters (2 sets)  

♦ Bullhorn 

♦ Tables & chairs (if CP is outdoors) 

♦  Vests 

♦ Campus Emergency Planning Guidelines 

ICS: Public Information Officer (Director of Marketing & Communication) 

News media can play a key role in assisting the school in getting emergency/disaster related 

information to the public as soon as it is available.  The Director of Marketing & 
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Communication (Dir M&C), acting as the Public Information Officer, is a member of the 

Incident Command Staff.  Media queries should be referred to the Dir M&C.  

Responsibilities: The Dir M&C acts as the official spokesperson for the entire campus in an 

emergency situation and ensures that information is provided on request; that information 

releases are consistent, accurate, and timely; and that appropriate information is being 

provided to all required agencies. 

Start-Up Actions 

♦ Determine a possible “news center” site as a media reception area (located away from 

the Command Post and students).  Get approval from the HOS/Div Hd. 

♦ Identify yourself as the spokesperson for King (vest, visor, sign, etc.) 

♦ Consult with the HOS/Div Hd to coordinate information release. 

♦ Assess the situation and obtain a statement from the HOS/Div Hd. 

♦ Advise arriving media that the site is preparing a press release and approximate time of 

its issue. 

♦ Open and maintain a position log of your actions and all communications.  If possible, 

tape media briefings.  Keep all documentation to support the history of the event. 

Operational Duties 

♦ Keep up-to-date on the situation. 

♦ Issue/read statements approved by the HOS/Div Hd that reflect: 

 Reassurance — “Everything’s going to be OK.” 

 Incident cause and time of origin; size and scope of the incident. 

 Current situation — condition of school site, evacuation progress, care being given, 

injuries, student release location, etc.  Never release any names. 

 Resources in use. 

 Best routes to school if known and appropriate. 

 Any information school wishes to be released to the public. 

♦ When answering questions, be complete and truthful, always considering 

confidentiality and emotional impact.  Avoid speculation, bluffing, lying, talking “off 

the record,” arguing, etc.  Avoid use of the phrase “no comment.” 

♦ Remind school staff and volunteers to refer all questions from media or waiting parents 

to the Dir M&C. 
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♦ Update information periodically with HOS/Div Hd. 

♦ Ensure announcements & other information are translated into other languages as 

needed. 

♦ Monitor news broadcasts about incident.  Correct any misinformation heard. 

Closing Down 

♦ At the HOS/Div Hd’s direction, release Dir M&C staff no longer needed. 

♦ Direct staff members to sign out through Timekeeping (Maintenance). 

♦ Return equipment and reusable supplies to Logistics (Div Hd or Dir of Facil). 

♦ Close out all logs.  Provide logs and other relevant documents to the Dir of Facil. 

Guidelines for Speaking to the Media 

When speaking to the press about school emergencies, it is extremely important to adhere to 

the following guidelines: 

♦ READ all press statements 

♦ BE AVAILABLE for press inquiry 

♦ RE-STATE the nature of the incident; its cause and time of origin 

♦ DESCRIBE the size and scope of the incident 

♦ REPORT ON the current situation 

♦ SPEAK ABOUT the resources being utilized in response activities 

♦ REASSURE the public that everything possible is being done 

♦ Do not release students’ names 

♦ BE TRUTHFUL, but consider the emotional impact the information could have upon 

listeners 

♦ AVOID speculation; do not talk “off the record” 

♦ DO NOT USE the phrase “no comment” 

♦ SET UP press times for updates 

♦ CONTROL media location 

Equipment/Supplies 

♦ ID Vest 

♦ Hard hat 

♦ Battery operated AM/FM radio  

♦ Paper/pencils/marking pens 

♦ Scotch tape/masking tape  

♦ Scissors 
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♦ School Staff Directory ♦ Laminated school site map (poster board 

size for display) ♦ School site map(s) and area maps 

as 8”x11” handouts 

♦ Forms: 

 Disaster Public Information Release Work Sheet 

 Sample Public Information Release 

 School Profile or School Accountability Report Card (SARC) 

ICS: Agency Liaison (Director of Facilities) 

The Dir of Facil, acting as the Agency Liaison, is a member of the Incident Command Staff.  

This position is staffed when there is a campus-level emergency.   

Responsibilities: The Dir of Facil serves as the point of contact for representatives from 

assisting organizations and agencies outside the school direction and assists in coordinating 

the efforts of these outside agencies by ensuring the proper flow of information. 

Start Up Actions 

♦ Check in with HOS/Div Hd for situation briefing. 

♦ Determine your operating location and set up as necessary. 

♦ Obtain necessary equipment and supplies from Logistics (Div Hd or Dir of Facil). 

♦ Put on position identifier, such as vest, if available. 

♦ Open and maintain a position log.  Maintain all required records and documentation to 

support the history of the emergency or disaster. 

Operational Duties 

♦ Brief agency representatives on current situation, priorities, and incident action plan. 

♦ Ensure coordination of efforts by keeping the HOS/Div Hd informed of agencies’ action 

plans. 

♦ Provide periodic update briefings to agency representatives as necessary. 

Closing Down 

♦ At the HOS/Div Hd’s direction, deactivate the Dir of Facil position and release staff no 

longer needed.  Direct staff members to sign out through Timekeeping (Maintenance). 

♦ Return equipment and reusable supplies to Logistics (Div Hd or Dir of Facil). 

♦ Close out all logs.  Provide logs and other relevant documents to the Dir of Facil. 
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Equipment/ Supplies 

♦ ID Vest 

♦ Hard hat 

♦ Two-way radio, if available 

♦ Clipboard, paper, pens 

♦ School Staff Directory 

ICS: Safety Officer/Coordinator (Director of Facilities) 

The Director of Facilities (Dir of Facil), acting as the Safety Officer, is a member of the 

Incident Command Staff.  This position is generally only staffed in campus-wide emergencies. 

Responsibilities: The Dir of Facil ensures that all activities are conducted in as safe a manner 

as possible under the existing circumstances. 

Start Up Actions 

♦ Check in with the HOS/Div Hd for situation briefing. 

♦ Put on personal safety equipment; (i.e., hard hat, vest) 

♦ Obtain necessary equipment and supplies from Logistics (Div Hd or Dir of Facil). 

♦ Open and maintain a position log.  Maintain all required records and documentation to 

support the history of the emergency or disaster.  Document: 

 Messages received 

 Action taken 

 Decision justification and documentation 

 Requests filled 

Operational Duties 

♦ Monitor drills, exercises, and emergency response activities for safety. 

♦ Identify and mitigate safety hazards and situations. 

♦ Stop or modify all unsafe operations. 

♦ Ensure that responders use appropriate safety equipment. 

♦ Think ahead and anticipate situations and problems before they occur. 

♦ Anticipate situation changes, such as severe aftershocks, in all planning. 

♦ Keep the HOS/Div Hd advised of your status and activity and on any problem areas that 

now need or will require solutions. 

Closing Down 

♦ When authorized by IC, deactivate the unit and close out all logs.  Provide logs and other 

relevant documents to the Dir of Facil. 
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♦ Return equipment and reusable supplies to Logistics (Div Hd or Dir of Facil). 

Equipment/ Supplies 

♦ Vest 

♦ Hard hat 

♦ Clipboard, paper, pens 

♦ Two-way radio 

ICS: Planning/Intelligence (Director of Facilities) 

Responsibilities: The Director of Facilities (Dir of Facil), acting as the Planning/Intelligence 

Leader, is responsible for the collection, evaluation, documentation, and use of information 

about the development of the incident, the status of resources, and recovery planning. 

♦ Maintain accurate records and site map. 

♦ Provide ongoing analysis of situation and resource status. 

Start Up Actions 

♦ Check in with the HOS/Div Hd for situation briefing. 

♦ Obtain necessary equipment and supplies from Logistics (Div Hd or Dir of Facil). 

♦ Put on position identifier, such as vest, if available. 

Operational Duties 

♦ Assume the duties of all Planning/Intelligence positions until staff is available and 

assigned. 

♦ As staff is assigned, brief them on the situation and supervise their activities, utilizing the 

position checklists. 

♦ Assist HOS/Div Hd in writing Action Plans. 

Closing Down 

♦ At the HOS/Div Hd’s direction, deactivate the section and close out all logs. 

♦ Verify that closing tasks of all Planning/Intelligence positions have been accomplished. 

♦ Return equipment and reusable supplies to Logistics (Div Hd or Dir of Facil). 

Equipment/ Supplies 

♦ Vest 

♦ Hard hat 

♦ Clipboard, paper, pens 

♦ Two-way radio 

♦ Paper, pens 

♦ Dry-erase pens 

♦ File box(es) 

♦ Tissues 

♦ Large site map of campus, laminated 
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♦ Forms: 

 Emergency Time/Situation Report 

 Sample log 

 Student Accounting Form 

ICS: Operations (Associate Head of School) 

Responsibilities: Operations manages the on-scene, immediate response to the disaster, which 

can include the following: 

♦ Student Release 

♦ Security and Utilities 

♦ Fire Suppression 

♦ Search & Rescue 

♦ Medical 

♦ Site Facility Check/Damage Assessment 

Start-up Actions 

♦ Check in with HOS/Div Hd for situation briefing. 

♦ Put on personal safety equipment, e.g. hardhat and vest, walkie-talkie. 

♦ Obtain necessary equipment and supplies from Logistics (Div Hd or Dir of Facil). 

♦ Search facility to ensure safe evacuation route for students. 

♦ Identify an assistant, if necessary. 

♦ Be proactive.  Anticipate needs. 

Operational Duties 

♦ Assume the duties of all operations positions until staff is available and assigned. 

♦ As staff is assigned, brief them on the situation and supervise their activities, utilizing the 

position checklists. 

♦ Coordinate Search and Rescue operations. 

♦ Check with IC to make sure Emergency Plan is being implemented 

♦ If additional supplies or staff are needed for the Operations Section, notify Logistics (Div 

Hd or Dir of Facil).  When additional staff arrive, brief them on the situation, and assign 

them as needed. 

♦ As information is received from Operations staff, pass it on to the HOS/Div Hd. 

♦ Inform the HOS/Div Hd regarding tasks and priorities. 

♦ Student Release is a major effort and will require heavy staffing, so begin preparations 

early for well-separated and well-marked Parent Request and Student Release “gates.” 
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♦ Make sure that Operations staff are following standard procedures, utilizing appropriate 

safety gear, and documenting their activities. 

♦ Schedule breaks and reassign Operations staff within the section as needed. 

Closing Down 

♦ At the HOS/Div Hd’s direction, release Operations staff no longer needed.  Direct staff 

members to sign out through Timekeeping. 

♦ Return equipment and reusable supplies to Logistics (Div Hd or Dir of Facil). 

♦ When authorized by HOS/Div Hd, deactivate the section and close out all logs. 

♦ Provide logs and other relevant documents to the Dir of Facil. 

ICS: Logistics (Division Heads/Director of Facilities) 

Responsibilities: Logistics (Div Hd or Dir of Facil) is responsible for providing facilities, 

services, personnel, equipment, and materials in support of the incident. 

Start-up Actions 

♦ Check in with HOS/Div Hd for situation briefing. 

♦ Open supplies container or other storage facility. 

♦ Put on position identifier, such as vest. 

♦ Begin distribution of supplies and equipment as needed. 

♦ Ensure that the Incident Command Post and other facilities are set up as needed. 

Operational Duties 

♦ Assume the duties of all Logistics (Div Hd or Dir of Facil) positions until staff is available 

and assigned. 

♦ As (or if) staff is assigned, brief them on the situation and supervise their activities, 

utilizing the position checklists. 

♦ Coordinate supplies, equipment, and personnel needs with the HOS/Div Hd 

♦ Maintain security of cargo container, supplies, and equipment. 

Closing Down 

♦ At the HOS/Div Hd’s direction, deactivate the section and close out all logs. 

♦ Verify that closing tasks of all Logistics (Div Hd or Dir of Facil) positions have been 

accomplished.  Secure all equipment and supplies. 
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Equipment/Supplies 

♦ Vest  

♦ Hard hat 

♦ Clipboards with sign-in sheets  

♦ Forms: 

♦ Pens, marking pens 

♦ Cargo container or other storage facility 

keys and access to all emergency 

supplies stored at King 

 Inventory of emergency supplies at King 

 Site Status Report 

 Communications log 

 Message forms 

ICS: Administration/Finance (Chief Financial Officer) 

Responsibilities: Administration/Finance is responsible for financial tracking, procurement, 

and cost analysis related to the disaster or emergency.  

♦ Maintain financial records 

♦ Track and record staff hours. 

Start-Up Actions 

♦ Check in with HOS/Div Hd for situation briefing. 

♦ Put on position identifier, such as vest. 

♦ Locate and set up workspace. 

♦ Check in with the Documentation Clerk (Dir of Facil) to collect records and information 

that relate to personnel time keeping and/or purchasing. 

Operational Duties 

♦ Assume the duties of all Administration/Finance positions until staff is available and 

assigned. 

♦ As (or if) staff is assigned, brief them on the situation and supervise their activities, 

utilizing the position checklists. 

Closing Down 

♦ At the HOS/Div Hd’s direction, deactivate the section and close out all logs. 

♦ Verify that closing tasks of all Administration/Finance positions have been accomplished.  

Secure all documents and records. 

Equipment/ Supplies 

♦ Vest ♦ Forms 
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♦ Clipboard ♦ Paper, pens 

 Staff Duty Log 

Campus Support Team 

The Campus Support Team’s role is to support the school when the need exceeds the resources 

of the school to handle a situation: 

♦ Provide guidance regarding questions that may arise. 

♦ Direct additional support personnel, including Campus Support Team members as needed.  

Campus Support Team members should be staff members willing and able to participate in 

all levels of emergencies so that should additional personnel be required, they can assist. 

School Emergency Teams 

There is no way a single Division Head or Divisional Assistant/Secretary can manage the 

many aspects associated with a critical event.  Division Heads must rely on other key school 

personnel to perform tasks that will ensure the safety of students and other school personnel 

during a crisis or critical incident.  The ICS uses a team approach to deal with situations.  This 

team cannot be put together when the crisis or critical incident is unfolding.  Each role must be 

pre-assigned and each member must be familiar with his or her responsibilities long before an 

emergency or critical incident occurs.  

The School Emergency Teams are organized to support the following functions: 

♦ Develop the school’s Emergency Management Plan including school specific risks, assets, 

and needs, using the campus model as a guide; 

♦ Conduct or coordinate orientation training for staff and recommend additional training; 

♦ Conduct or coordinate awareness programs for students; 

♦ Evaluate the school’s preparedness for implementing NIMS and response procedures; 

♦ Coordinate and Implement specific responses during and after an emergency; 

♦ Report progress to the school’s school based council, parents, and Head of School. 

The following is an outline of general roles and responsibilities for staff during an emergency.  

In addition, each Emergency Team has its own assigned roles during an emergency, which are 

described more fully later in this section. 

Division Head: The Division Head serves as Incident Commander and is responsible for the 

overall direction of the emergency procedures at the school.   
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Responsibilities include: 

♦ Assume overall direction of all emergency procedures based on actions and procedures 

outlined in this Emergency Management Plan. 

♦ Take steps deemed necessary to ensure the safety of students, staff, and other individuals. 

♦ Determine whether to implement emergency protocols (Evacuation; Reverse Evacuation; 

Shelter in Place; Lockdown, etc., more fully described in Section III - Response). 

♦ Arrange for transfer of students, staff, and other individuals when safety is threatened by a 

disaster. 

♦ Work with emergency service personnel (depending on the incident, community agencies 

such as police or fire department may have jurisdiction for investigations, rescue 

procedures, etc.). 

♦ Maintain a line of communication with the Head of School’s Office and/or Campus 

Support Team. 

Teachers: Teachers shall be responsible for the supervision of students and shall remain with 

students until directed otherwise.  They shall: 

♦ Supervise students under their charge. 

♦ Take steps to ensure the safety of students, staff, and other individuals in the 

implementation of emergency protocols. 

♦ Direct students to indoor, or outdoor, assembly areas, in accordance with signals, warning, 

written notification, or intercom orders according to established emergency procedures. 

♦ Give appropriate action command during an emergency. 

♦ Take attendance when class relocates to an outside or inside assembly area or evacuates to 

another location. 

♦ Report missing students to the HOS/Div Hd. 

♦ Assist as directed by the Division Head. 

♦ Send students in need of first aid to school nurse or person trained in first aid.  Arrange for 

first aid for those unable to be moved. 

♦ Render first aid if necessary.   

Instructional Aides/Assistants: 

♦ Assist teacher, as directed. 
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Counselors, Social Workers, Psychologists: Counselors, social workers, and psychologists 

provide assistance with the overall direction of the emergency procedures at the site. 

Responsibilities may include: 

♦ Take steps to ensure the safety of students, staff, and other individuals in the 

implementation of emergency protocols. 

♦ Direct students in their charge according to established emergency protocols. 

♦ Render first aid if necessary. 

♦ Assist in the transfer of students, staff, and other individuals when their safety is threatened 

by a disaster. 

♦ Maintain a line of communication with the Emergency Management Team leader. 

♦ Assist as directed by the Division Head. 

School Nurses/Health Assistants: 

♦ Administer first aid or emergency treatment as needed. 

♦ Supervise administration of first aid by those trained to provide it. 

♦ Organize First Aid and medical supplies. 

Custodians/Maintenance Personnel: 

♦ Survey and report building damage to Division Head. 

♦ Control main shut-off valves for gas, water, and electricity and assure that no hazard 

results from broken or downed lines. 

♦ Provide damage control as needed. 

♦ Assist in the conservation, use, and disbursement of supplies and equipment. 

♦ Keep HOS/Div Hd informed of condition of school. 

School Secretary/Office Staff 

♦ Answer phones and assist in receiving and providing consistent information to callers, all 

media related inquiries should be directed to the Dir M&C. 

♦ Provide for the safety of essential school records and documents. 

♦ Assist as directed by the Division Head.  Assist Division Head. 

♦ Monitor radio emergency broadcasts. 

♦ Assist with health emergencies as needed, etc. 
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Food Service/Cafeteria Workers 

♦ Prepare and serve food and water on a rationed basis whenever the feeding of students and 

staff becomes necessary during an emergency. 

♦ Assist as directed by the Division Head. 

Bus Drivers 

♦ Supervise the care of children if disaster occurs while children are in bus. 

♦ Transfer students to new location when directed. 

♦ Assist staff in damage control, medical emergencies, or as directed by Division Head. 

♦ Transport individuals in need of medical attention. 

Other Staff: 

♦ Report to Division Head/IC for directions. 

Emergency Team Membership 

The Emergency Teams should reflect the diversity of the school community and capitalize on 

the unique training and expertise offered by staff in various positions in the school.  Team 

members may include: 

♦ Division Head 

♦ Counselors 

♦ Nurses 

♦ Maintenance director, custodians 

♦ Office secretaries 

♦ Teachers 

♦ Vocational education teachers 

♦ School security and law enforcement 

personnel 

♦ School psychologist 

♦ Social workers 

♦ Transportation coordinator 

♦ Special education teachers 

♦ Transportation coordinator 

♦ Cafeteria Manager 

Also, community representatives such as: 

- Police, Fire, Emergency Medical 

personnel 

- Social Service workers (Child Welfare, 

Juvenile Justice) 

- Mental Health workers 

- Clergy 

- Parents 

These persons shall receive training and shall be required to participate in a number of 

"emergency readiness" activities before an actual disaster occurs, in order to be fully prepared 

to respond both during and after the emergency.  NOTE: Any school employee, as a disaster 

services worker, may be asked to assist an Emergency Team whenever necessary. 
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Team Leader Responsibilities: Ongoing responsibilities of the Team Leader include the 

following: 

♦ Request the Division Head or designee to fill any vacancies on the team; 

♦ Arrange for the training of new members and alternates; 

♦ Ensure that necessary supplies and equipment are maintained; 

♦ Recommend purchase of necessary supplies and equipment to the Division Head or 

designee; 

♦ Conduct annual meetings with team members to validate or update procedures; 

♦ Attend annual meetings with other team leaders and the Division Head or designee; 

♦ Determine where and under what conditions the team will meet during emergencies; 

♦ Coordinate team activities during actual emergencies. 

Emergency Team Activities: The Emergency Teams should be assigned to cover the 

following activities.  One staff member may be assigned to more than a single activity, as 

needed: 

♦ Emergency Operations Center (EOC)  

♦ Staffing 

♦ Search and Rescue 

♦ Supplies/Facilities Management 

♦ Medical 

♦ Documentation 

♦ Communications 

♦ Timekeeping 

♦ Situation Analysis 

♦ Purchasing 

♦ Student Care 

♦ Morgue 

♦ Student Release 

Emergency Teams: Search and Rescue (Maintenance) 

Objectives: Sweep quickly through the school buildings to identify location of trapped or 

injured students and staff.  Rescue those who are trapped and injured.  Coordinate with 

Medical team for treatment of the injured. 

Safety Rules: Buddy system: 2-3 persons per team, with the team leader identified.  Take no 

action that might endanger you.  Do not work beyond expertise.  Use appropriate safety gear.  

Size up the situation first.  Follow all operational and standard safety procedures. 

Start-Up Actions 

♦ Put on personal safety gear. 
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♦ Obtain all necessary equipment from container (see below). 

♦ Check at Command Post (ICP) for assignment. 

♦ Put batteries in flashlight. 

Operational Duties 

♦ Before entering a building, walk around and inspect complete exterior of building.  Report 

structural damage to team leader.  Use yellow caution tape to barricade hazardous areas.  

Do not enter severely damaged buildings. 

♦ If building is safe to enter, search assigned area (following map) using orderly pattern.  

Check all rooms.  Use chalk, painters’ tape, or grease pencil to mark slash on door (/) when 

entering a room. 

♦ When injured victim is located, transmit location, number, and condition of injured to 

Command Post.  Do not use names of students or staff.  Transport injured to First Aid. 

♦ After searching a room, draw a second slash (\), creating an “X” on the door when the 

primary search is completed. 

♦ Fill in the four quadrants of the “X” using the standard marking system, which will help 

professional rescue teams who follow.  In the top quadrant, write date and time of search.  

In left quadrant, note the search team name or initials.  In right quadrant, list structure 

hazards and bottom quadrant write the number of victims still in the room (number injured 

and number dead).  If the room is clear, write “O.”  

Standard Search and Rescue door marking 

Date and Time 
of Search 

 
 
 Search Team Hazards 
 Initials 
 

# Victims Inside: 
(# Injured, # Dead) 

 
♦ Report by radio to Incident Command Post when room or area has cleared (example: 

"Room A-123 is clear”).  To diminish radio clutter, consider reporting room clusters as 

clear. 
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♦ Follow directions from Incident Command Post 

♦ Report gas leaks, fires, or structural damage to Incident Command Post immediately upon 

discovery. 

♦ Record exact location of damage and triage on map and report information to HOS/Div Hd 

♦ Keep radio communication brief and simple.  No codes. 

Closing Down 

♦ Return equipment to Logistics (Div Hd or Dir of Facil).  Provide maps and logs to the Dir 

of Facil. 

Equipment/Supplies 

♦ ID Vest 

♦ Hard hat 

♦ Work and non-latex gloves 

♦ Whistle with master keys on lanyard 

♦ First aid backpack  

♦ Campus 2-way radio 

♦ Clipboard with job description and 

map 

♦ Caution tape 

♦ Fire extinguisher 

♦ Backpack with goggles, flashlight, facemasks, pry bar, duct tape, grease pencil, and 

painter’s tape to mark doors. 

 Remember: If you are not acknowledged, you have not been heard.  Repeat your 

transmission, being aware of other simultaneous transmissions. 

Emergency Teams: Medical (Nurses) 

Objectives: Establish the First Aid treatment area, triage, emergency medical response, and 

counseling.  Ensure that appropriate actions are taken in the event of deaths.  Coordinate with 

the Search and Rescue Team and inform the Operations Chief or HOS/Div Hd when the 

situation requires health or medical services that staff cannot provide. 

Personnel: First aid trained staff and volunteers 

Start-Up Actions 

♦ Obtain and wear personal safety equipment including non-latex or nitrile gloves. 

♦ Check with the Medical Team Leader for assignment. 

Operational Duties 

♦ Administer appropriate First Aid. 

♦ Keep accurate records of care given. 

♦ Continue to assess victims at regular intervals. 
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♦ Report deaths immediately to the Medical Team Leader. 

♦ If, and when, transportation is available, do final assessment and document anyone having 

to be sent to local hospitals with name, what hospital they are being transported to, and by 

whom (ambulance company name and name of driver if possible).  Keep and file records 

for reference—do not send with victim. 

♦ A copy of the Student’s Emergency Card must accompany student removed from campus 

to receive advanced medical attention.  

First Aid Stations 

Triage - Locate triage (injury sorting area) at the entry of the First Aid Station.  This area is for 

the injured to be quickly evaluated for severity of injury and directed to the appropriate 

treatment area. 

Minor Care - Avoids overloading first aid station for those needing immediate care. 

Immediate Care - For people with life and limb threatening injuries that require immediate 

attention, such as difficulty breathing, severe bleeding, major burns, and shock.  Locate 

immediate care in an area out of sight of most students and staff but accessible to emergency 

vehicles. 

Delayed Care - For injured individuals who do not require attention within the first hour.  Such 

people may have lacerations, broken bones, wounds beyond a teacher's capabilities to handle, 

or need medication.  Locate near the immediate care area, but shield from the sight of the 

injured in immediate care area. 

Crisis Counseling - Mild to moderate anxiety is best handled by teachers in class groups.  

Severe anxiety warrants special attention in a secluded area away from other First Aid areas, 

since the sight of injured people may worsen the hysteria.  This area should be away from the 

student population because hysteria can rapidly spread and get out of control. 

Closing Down 

♦ Return equipment and unused supplies to Logistics (Div Hd or Dir of Facil). 

♦ Clean up first aid area.  Dispose of hazardous waste in appropriate containers and using 

proper methods. 

♦ Complete all paperwork and turn into the Dir of Facil. 

Equipment/ First Aid Supplies: See Emergency Supplies Inventory in APPENDIX C. 
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Emergency Teams: Communications (Office Secretaries) 

Objectives: Establish, coordinate, and direct verbal and written communications within the 

school disaster site.  Communications may be made with outside agencies when necessary. 

Personnel: A school staff member with campus two-way radio, supported by students or 

disaster volunteer runners, and a disaster volunteer who is a qualified amateur radio operator. 

Start-Up Actions 

♦ Set up Communications station in a quiet location with access to the Incident Command 

Post. 

♦ Turn on radios and advise the HOS/Div Hd when ready to accept traffic. 

Operational Duties 

♦ Communicate with campus EOC per standard procedure.  At the direction of the HOS/Div 

Hd, report status of students, staff, and campus, using Site Status Report Form. 

♦ Receive and write down all communications from the campus EOC. 

♦ Use runners to deliver messages to the HOS/Div Hd with copies to the Dir of Facil. 

♦ Maintain Communications Log: date/time/originator/recipient 

♦ Follow communications protocol.  Do not contact the city directly if the campus EOC is 

available. 

♦ Direct the media or the public to the Dir M&C. 

♦ Monitor AM/FM radio for local emergency news. 

Closing Down 

♦ Close out all logs, message forms, etc. and turn them over to Documentation. 

♦ Return all equipment and unused supplies to Logistics (Div Hd or Dir of Facil). 

Equipment/ Supplies 

♦ ID Vest 

♦ Hard hat 

♦ 2-way radios with spare batteries for 

each 

♦ Forms: 

♦ Clipboard, paper, pens 

♦ Table and chairs 

♦ AM/FM solar/battery/crank radio 

♦ File boxes, Tote tray for outgoing 

messages 

 Site Status Report 

 Message forms 
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Emergency Teams: Situation Analysis (Director of Facilities) 

Objectives: Collect, evaluate, document, and use information about the development of the 

incident and the status of resources. 

♦ Maintain accurate site map. 

♦ Provide ongoing analysis of situation and resource status. 

Start-up Actions 

♦ Check in with Dir of Facil for situation briefing. 

♦ Obtain necessary equipment and supplies from Logistics (Div Hd or Dir of Facil). 

♦ Put on position identifier, such as vest, if available. 

Operational Duties 

Situation Status (Map) 

♦ Collect, organize, and analyze situation information. 

♦ Mark site map appropriately, as related reports are received.  This includes but is not 

limited to Search and Rescue reports and damage updates, giving a concise picture status 

of campus. 

♦ Preserve map as legal document until photocopied. 

♦ Use area-wide map to record information on major incidents, road closures, utility outages, 

etc. (This information may be useful to staff for planning routes home, etc.)  

Situation Analysis 

♦ Provide current situation assessments based on analysis of information received. 

♦ Develop situation reports for the Command Post to support the action planning process. 

♦ Think ahead and anticipate situations and problems before they occur. 

♦ Report only to HOS/Div Hd.  Refer all other requests to Dir M&C. 

Closing Down 

♦ Close out all logs and turn all documents into Documentation. 

♦ Return equipment and reusable supplies to Logistics (Div Hd or Dir of Facil). 

Equipment/ Supplies 

♦ ID Vest 

♦ Clipboards 

♦ 2-way radio 

♦ Paper, pens, dry-erase pens, tissues 

♦ Large site map of campus, laminated 

♦ File box(es) 

♦ Map of county and local area 
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Emergency Teams: Student Care (Teachers & Aids) 

Objectives: Ensure the care and safety of all students at King except those who are in the 

Medical Treatment Area. 

Personnel: Classroom teachers, substitute teachers, and staff as assigned. 

Start Up Actions 

♦ Wear identification vest. 

♦ Assess situation.  Remain calm. 

♦ Take job description clipboard and radio. 

♦ Check in with Operations Chief for situation briefing. 

♦ Assign personnel to assignments as needed. 

♦ If school is evacuating:  

 Verify that the assembly area and routes to it are safe. 

 Count students or observe the classrooms as they exit, to make sure that all classes 

evacuate. 

 Initiate the set-up of portable toilet facilities and hand-washing stations. 

Operational Duties 

♦ Monitor the safety and well-being of the students and staff in the Assembly Area. 

♦ Administer minor first aid as needed. 

♦ Support the Student Release process by releasing students with appropriate paperwork. 

♦ When necessary, provide water and food to students and staff. 

♦ Arrange for portable toilets if necessary, ensuring that students and staff wash their hands 

thoroughly to prevent disease. 

♦ Make arrangements to provide shelter for students and staff. 

♦ Arrange activities and keep students reassured. 

♦ Update records of the number of students and staff in the assembly area (or in the 

buildings). 

♦ Direct all requests for information to the Dir M&C or Command Post. 

Closing Down 

♦ Return equipment and reusable supplies to Logistics (Div Hd or Dir of Facil). 

♦ When authorized by the HOS/Div Hd, close out all logs.  Provide logs and other relevant 

documents to the Dir of Facil. 
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Equipment/ Supplies 

♦ ID Vest 

♦ Clipboard with job description 

♦ School 2-way radio 

♦ Ground cover, tarps 

♦ Forms:  

♦ First aid kit, water, food, sanitation 

supplies 

♦ Student activities: books, games, 

coloring books, etc  

 Student Accounting 

 Student Injury Forms 

Emergency Teams: Student Release (Division Heads) 

Objective: Assist teachers and staff in the release of students from the campus to parents and 

designated adults. 

Personnel: School Secretary, available staff, and/or disaster volunteers.  Use buddy system.  

Student Release process is supported by student runners. 

Start-Up Actions: 

♦ Put on vest or position identifier. 

♦ Check with Operations Chief for assignment to Request Table or Release Table. 

♦ Obtain necessary equipment and forms from Logistics (Div Hd or Dir of Facil). 

♦ Secure area against unauthorized access.  Mark gates with signs. 

♦ Set up Request Table at the main student access area.  Use alphabetical grouping signs to 

organize parent requests. 

♦ Have Student Release Forms available for parents outside at Request Table.  Assign 

volunteers to assist. 

♦ Set up Release Table at some distance from Request Table. 

Operational Duties 

♦ Follow procedures outlined below to ensure the safe reunification of students with their 

parents or guardians. 

♦ Refer all requests for information to the Dir M&C.  Do not spread rumors! 

♦ If volunteers arrive to help, send those with photo ID to Logistics (Div Hd or Dir of Facil). 

Procedures 

♦ Requesting adult fills out Student Release Form, gives it to staff member, and shows photo 

identification. 
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♦ Staff verifies identification, pulls Emergency Card from file, and verifies that the requester 

is authorized on the card. 

♦ Staff instructs the requester to proceed to the Release Table and files the Emergency Card 

in the “out” box. 

♦ Runner takes the Student Release Form to Student Assembly Area, walks the requested 

student to the Student Release Table. 

♦ Staff matches student to requester, asks parent/requester to sign student Release Form, and 

requests both to leave the campus area to reduce congestion. 

Note: If a parent is hostile or refuses to wait in line, do not argue.  Step aside with the agitated 

parent so that the Request Table can continue processing other parent requests. 

If student is with class in the Assembly Area: 

♦ Runner shows Student Release Form to the teacher 

♦ Teacher marks box, “Sent with Runner.” 

♦ Runner walks student to Release Table. 

♦ Runner hands paperwork to release personnel. 

♦ Release staff match student to requester, verify proof of identification. 

If student is not with the class: 

♦ Teacher makes appropriate notation on Student Release Form: 

♦ “Absent” if student was not in school that day. 

♦ “First Aid” if student is in Medical Treatment Area. 

♦ “Missing” if student was in school but now cannot be located. 

♦ Runner takes Student Release Form to HOS/Div Hd. 

♦ HOS/Div Hd verifies student location if known and directs runner accordingly. 

♦ Parent should be notified of missing student status and escorted to Crisis Counselor. 

♦ If student is in First Aid, parent should be escorted to Medical Treatment Area. 

♦ If student was marked absent, parent will be notified by a staff member. 

Closing Down 

♦ At the direction of the Operations Chief, return equipment and unused supplies to Logistics 

(Div Hd or Dir of Facil). 

♦ Complete all paperwork and turn into the Dir of Facil. 
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Equipment/Supplies - See Emergency Supplies (Student Release File Box inventory) in 

APPENDIX C. 

♦ Small clipboards for Parent Request forms 

♦ Signs for alphabetical grouping to 

organize request lines 

♦ Signs marked Request Table and Release 

Table 

♦ Student Emergency Contact Cards 

♦ File boxes to serve as out-boxes 

♦ Clipboards for staff 

♦ ID Vest 

♦ Pens, stapler 

♦ Post-it tabs to indicate absent students, missing students, those in First Aid. 

♦ Map with location of Student Release Table and parent parking area 

♦ Student Release Form (copies for every student) 

Emergency Teams: Staffing (Division Heads) 

Objective: Coordinate the assignment of personnel (staff, students, disaster volunteers) in 

support of the incident response. 

Start-Up Actions 

♦ Check in with Logistics (Div Hd or Dir of Facil) for situation briefing. 

♦ Put on position identifier, such as vest. 

♦ Open three logs to list staff, volunteers, and students who are awaiting assignment. 

Operational Duties 

♦ Deploy personnel as requested by the HOS/Div Hd. 

♦ Sign in volunteers, making sure those volunteers are wearing their I.D. badges and are on 

the site disaster volunteer list. 

♦ Unregistered volunteers should be sent to the community volunteer site, if there is one.  If 

needed on site, verify identity, register volunteer, and consider simple assignments such as 

parking and crowd control, and/or distribution of Student Request forms to parents. 

Closing Down 

♦ Ask volunteers to sign out. 

♦ At the Logistic Chief’s direction, close out all logs and turn them in to Dir of Facil. 

♦ Return all equipment and supplies. 

Equipment/Supplies 

♦ ID Vest ♦ 2-way radio 
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♦ Clipboards with Volunteer Sign-in 

sheets  

♦ Paper, Pens 

♦ Cargo container or other storage facility 

and all emergency supplies stored at King 

♦ Forms: 

 Inventory of emergency supplies at King 

 List of registered disaster volunteers 

Emergency Teams: Supplies/Facilities (Director of Facilities) 

Objectives: Provide facilities, equipment, supplies, and materials in support of the incident 

response.  Facilitate and coordinate food supplies, meal preparation, meal distribution, water 

distribution, and sanitation set-up. 

Start-Up Actions 

♦ Check in with Logistics (Div Hd or Dir of Facil) for situation briefing. 

♦ Open supplies container or other storage facility if necessary. 

♦ Put on position identifier, such as vest. 

♦ Begin distribution of supplies and equipment as needed. 

♦ Set up the Incident Command Post. 

Operational Duties 

♦ Maintain security of cargo container, supplies, and equipment. 

♦ Distribute supplies and equipment as needed. 

♦ Assist team members in locating appropriate supplies and equipment. 

♦ Set up Staging Area, Sanitation Area, Feeding Area, and other facilities as needed. 

Closing Down: 

♦ At the Logistic Chief’s direction, receive all equipment and unused supplies as they are 

returned. 

♦ Secure all equipment and supplies. 

Equipment/Supplies 

♦ ID Vest 

♦ 2-way radio 

♦ Clipboard 

♦ Paper, pens 

♦ Cargo container or other storage facility and all emergency Supplies stored at King 

♦ Inventory of emergency supplies at King 
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Emergency Teams: Documentation (Director of Facilities) 

Objectives: Collection, evaluation, documentation, and use of information about the 

development of the incident and the status of resources. 

Start-Up Actions 

♦ Check in with Dir of Facil for situation briefing. 

♦ Obtain necessary equipment and supplies from Logistics. 

♦ Put on position identifier, such as vest. 

♦ Determine whether there will be a need for a Administration/Finance Section.  If there is 

none, the Documentation Clerk will be responsible for maintaining all records of any 

expenditures as well as all personnel time keeping records. 

Operational Duties 

Records 

♦ Maintain time log of the Incident, noting all actions and reports.  (See sample log in 

APPENDIX D.) 

♦ Record content of all radio communication with campus Emergency Operations Center. 

♦ Record verbal communication for basic content. 

♦ Log in all written reports. 

♦ File all reports for reference (file box). 

♦ Important: A permanent log may be typed or rewritten at a later time for clarity and better 

understanding.  Keep all original notes and records—they are legal documents. 

Student and Staff Accounting 

♦ Receive, record, and analyze Student Accounting forms. 

♦ Check off staff roster.  Compute number of students, staff, and others at King for Situation 

Analysis.  Update periodically. 

♦ Report missing persons and site damage to HOS/Div Hd. 

♦ Report first aid needs to Medical Team Leader. 

♦ File forms for reference. 

Closing Down 

♦ Collect and file all paperwork and documentation from deactivating sections. 

♦ Securely package and store these documents for future use. 

♦ Return equipment and reusable supplies to Logistics. 
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Equipment/ Supplies 

♦ ID Vest 

♦ Clipboards 

♦ 2-way radio paper, pens 

♦ File box(es) 

♦ Forms: 

 Emergency Time/Situation Report 

 Sample log 

 Student Accounting Form 

Emergency Teams: Timekeeping (Assistant to Head of School) 

Objective: Maintenance of accurate and complete records of staff hours. 

Start-Up Actions: 

♦ Check in with Administration/Finance Chief for situation briefing. 

♦ Put on position identifier, such as vest, if available. 

♦ Locate and set up workspace. 

♦ Check in with the Documentation Clerk to collect records and data that relate to personnel 

time keeping. 

Operational Duties 

♦ Meet with Administration/Finance Chief to determine process for tracking regular and 

overtime of staff. 

♦ Ensure that accurate records are kept of all staff members, indicating hours worked. 

♦ If campus personnel not normally assigned to the site are working, be sure that records of 

their hours are kept. 

Closing Down 

♦ Close out all logs. 

♦ Secure all documents and records. 

Equipment/ Supplies 

♦ ID Vest 

♦ Forms: 

♦ Clipboards 

♦ Paper, pens 

 Staff Duty Log 
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Emergency Teams: Purchasing (Director of Facilities) 

Objective: Maintain accurate and complete records of purchases.  Most purchases will be 

made at the campus level; however, in emergency situations, it may be necessary for school 

sites to acquire certain items quickly. 

Start-Up Action 

♦ Check in with Administration/Finance Chief for situation briefing. 

♦ Put on position identifier, such as vest. 

♦ Locate and set up workspace. 

♦ Check in with the Documentation Clerk to collect records and information that relates to 

purchasing. 

Operational Duties 

♦ Meet with Administration/Finance Chief to determine process for tracking purchases. 

♦ Support Logistics in making any purchases that have been approved by the Incident 

Commander. 

Closing Down 

♦ Close out all logs. 

♦ Secure all documents and records. 

Equipment/Supplies 

♦ ID Vest  

♦ Clipboard 

♦ Paper, Pens  

♦ Post-Its 

♦ Stapler 

Emergency Teams: Morgue (Nurses) 

Personnel: To be assigned by the Operations Chief, if needed. 

Start-Up Actions 

♦ Check with Operations Chief for direction. 

♦ If directed, set up morgue area.  Verify: 

 Tile, concrete, or other cool floor surface 

 Accessible to Coroner’s vehicle 

 Remote from assembly area.  Keep unauthorized persons out of morgue. 

 Maintain respectful attitude. 

Operational Duties - After pronouncement or determination of death: 
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♦ Confirm that the person is actually dead. 

♦ Do not move the body until directed by Command Post. 

♦ Do not remove any personal effects from the body.  Personal effects must remain with the 

body at all times. 

♦ As soon as possible, alert Operations Chief, who will inform the Incident Commander, 

who will notify 911 of the location and, if known, the identity of the body.  The 911 

Dispatcher will notify the Coroner. 

♦ Keep accurate records and make available to law enforcement and/or the Coroner when 

requested. 

♦ Write the following information on two tags. 

 Date and time found. 

 Exact location where found. 

 Name of decedent if known. 

 If identified—how, when, by whom. 

 Name of person filling out tag. 

♦ Attach one tag to body. 

♦ If the Coroner’s Office will not be able to pick up the body soon, place body in plastic 

bag(s) and tape securely to prevent unwrapping.  Securely attach the second tag to the 

outside of the bag.  Move body to morgue. 

♦ Place any additional personal belongings found in a separate container and label as above.  

Do not attach to the body—store separately near the body. 

Closing Down 

♦ After all bodies have been picked up by the Coroner, close down the Morgue. 

♦ Return equipment and unused supplies to Logistics. 

♦ Clean up area.  Dispose of hazardous waste safely. 

♦ Complete all paperwork and turn into the Dir of Facil. 

Equipment/ Supplies 

♦ ID Vest  

♦ Tags 

♦ Vicks VapoRub  

♦ Pens/Pencils 

♦ Plastic tarps  

♦ Plastic trash bags 

♦ Stapler  

♦ Duct tape 

Facility Support Services LLC 50 King Low Heywood Thomas 
2685 State Street, Hamden, CT   1450 Newfield Street, Stamford, CT 
Proposal #37308   Emergency Management and  
  Response Plan 



 
♦ 2" cloth tape 

Emergency Team Toolbox 
Assemble and update annually a “toolbox” for each team to be used during an emergency.  

Items in the toolbox should not be used for any other purpose except emergency preparedness 

training activities.  Store the items in a clear, portable plastic box that is readily accessible.  

Label the toolbox with the name of the team and the date its contents were last updated (e.g., 

batteries replaced, phone numbers checked). 

Suggested items to include for most teams: 

♦ Management Plan with organizational 

chart, chain of command 

♦ Blueprints of school buildings, 

including utilities 

♦ Map of local streets with evacuation 

route marked 

♦ Flashlights with extra batteries 

♦ Latex-free gloves 

♦ Two-way radios or cellular phones 

♦ Facemasks 

♦ White board with dry erase markers 

♦ Adhesive stickers and markers for 

nametags 

♦ Orange vests and hard hats to identify 

key personnel 

♦ List of key emergency phone numbers 

♦ Space blankets 

♦ Student roster (including emergency 

contacts for parents) 

♦ First aid kit 

♦ First aid manual 

♦ Solar/battery-powered radio and spare 

batteries 

♦ Black markers, ball point pens and note 

pads 

♦ Faculty/staff roster 

♦ Map of buildings with location of exits, 

phones, turn-off valves, first-aid kits and 

assembly areas 

 

Communications 

Establishing reliable communication networks is critical for dealing effectively with an 

emergency or crisis.  Timely contact with law enforcement and other public agencies is 

necessary for effective response.  School staff members and students must be told what is 

happening and what to do.  Parents and families of staff members must be informed about the 

situation, including the status of their child or family member.  School Board members must 

be kept informed and updated.  Rumors must be quelled.  And finally, the media must be 
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informed and kept updated.  It is the responsibility of the Head of School to disseminate 

information to the public, directly or through the Dir M&C.  

Common Terminology 
One of the most important reasons for schools to use ICS is that it provides common 

terminology.  Response agencies will communicate more effectively with schools if similar 

roles are described with similar wording. 

Communication Technology 
During an emergency, telephones and cell phones will only be used to report emergency 

conditions or to request emergency assistance.  In the event that telephone and/or electrical 

service is interrupted, other means must be relied upon to relay information.  A bullhorn and/or 

runners will be utilized within the school building and on school grounds. 

Communication Tools 
Standard telephone – A standard telephone plugged into a standard jack may work even when 

the electrical power is off.  Designate a school telephone number as a recorded “hot line” for 

parents to call for information during emergencies.  The goal is to keep other telephone lines 

free for communication with first responders and others. 

Cellular telephones – These phones may be the only tool working when electric service is out; 

they are useful to administrators and staff who may be en route to or from a site. 

Intercom systems – Ideally, systems should include teacher-initiated communications with the 

office using a handset rather than a wall-mounted speaker. 

Bullhorns and megaphones – A battery-powered bullhorn or megaphone should be part of the 

school’s emergency toolbox to address students and staff who are assembling outside the 

school.  Procedures governing storage and use will help ensure readiness for use. 

Two-way radio - Two-way radios provide a reliable method of communication between rooms 

and buildings at a single site.  Train all staff fully to operate the two-way radio. 

Computers – A wireless laptop computer may be used for communication both within the 

school and to other sites.  E-mail may be a useful tool for updating information for staff and 

the Head of School.  Post information such as school evacuation, closure, or relocation on the 

home page of the school website. 

Fax machines – Possible uses include an off-campus accident where lists of students and staff 

members involved, their locations, and needed telephone numbers can be quickly and 
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accurately communicated.  Medical information, release forms, and authorizations can be 

faxed and returned in emergencies. 

Alarm systems – Bells or buzzers which may be sounded in different ways to signal different 

types of emergencies - for example, fire, lockdown or special alert (with instructions to 

follow). 

Telephone Tree 

A telephone tree is a simple, widely used system for notifying staff of an emergency event 

when they are not at school.  Set up a telephone tree by listing the first in Chain of Command 

(Head of School/Division Head).  Then link him/her to several on the Emergency Management 

Team; then link to different staff groupings (teachers, support staff, etc.).  In practice, the first 

person on the list calls several people, who in turn call several others, etc., until everyone on 

the list has been notified of the situation.  A carefully crafted statement, specifying what is and 

is not yet known as well as what steps may need to be taken, should be drafted before the 

telephone tree is activated.   

Communicating With Parents 
An important aspect of managing emergencies is dealing effectively with parent reactions and 

community agencies.  Communication with parents and the community is best begun before an 

emergency occurs.  Some useful strategies include the following: 

♦ Develop a relationship with parents so that they trust and feel comfortable calling school 

personnel in the event of emergency. 

♦ Inform parents about the school’s emergency plan, its purpose, and objectives.  Such 

information can be included in a school newsletter or informational materials prepared for 

Back to School Night. 

♦ Develop a list of community resources that may be helpful to parents in the event of an 

emergency.  Publish links to the resources on the school website.  Publicize the hotline 

number for recorded emergency information. 

♦ Identify parents who are willing to volunteer in case of an emergency, include them in 

preparation efforts, and include them in training.  

♦ Be prepared with translation services for non-English speaking families and students with 

English as a Second Language. 
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In the event of an emergency, parents’ first reactions are likely to involve fear or anxiety.  

They will want to know: a) their children are safe; b) how the emergency is being handled; and 

c) assurance that the children will be safe in the future. 

Establishing a system for responding quickly to parent needs for information is an important 

part of pre-planning.  In the event of an emergency or disaster, develop materials to inform 

parents exactly what is known to have happened. 

♦ Do not embellish or speculate.  Explain what happened; focus on facts. 

♦ Describe how the school and school campus are handling the situation. 

♦ Provide information regarding possible reactions of their child and ways to talk with them. 

♦ Provide a phone number, website address, or recorded hotline where parents may receive 

updated information about the emergency. 

♦ Inform parents and students when and where school will resume. 

♦ Schedule and attend an open question-and-answer meeting for parents as soon after the 

incident as possible.  The meeting will provide an opportunity for school officials to listen 

and respond to parent concerns (which is helpful in combating rumors and other 

misinformation) and to work on restoring parental trust in the school. 

Handling Rumors 

People are going to talk about an emergency and without facts, people speculate.  Rumors 

create a negative perception of the school’s ability to manage an emergency.  The most 

effective strategy for combating rumors is to provide facts as soon as possible: 

♦ Identify and notify internal groups including administrators, teachers, students, custodians, 

secretaries, teaching assistants, cafeteria workers, bus drivers, etc.  These are primary 

sources of information who are likely to be contacted in their neighborhoods, at grocery 

stores, etc.  It is critical that they have accurate information because what they know will 

be passed on.  A faculty/staff meeting should be held before staff members go home so that 

information about the scope, cause of, and response to the emergency can be clearly 

communicated. 

♦ Clerical staff who answer the telephone at the school and at the campus main office must 

know what information can be shared and what information is considered confidential.  

They must also be kept informed about inaccurate information that is circulating so they 
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can help correct misinformation.  Designating staff to answer phone calls helps control the 

circulation of misinformation. 

♦ Use of key communicators in the community will also combat rumors.  A telephone tree, 

news release, or a briefing held especially for identified community representatives directly 

associated with the school will help convey accurate information. 

♦ The media can also help control rumors; ask reporters to provide frequent updates to the 

public, particularly providing accurate information where rumors need to be dispelled. 

♦ After an immediate emergency has passed, a public meeting may be helpful.  It provides an 

opportunity for people to ask questions and to receive accurate information.  A follow-up 

public meeting may help restoring the community’s confidence in the school’s ability to 

manage emergencies and to provide a safe environment. 

♦ If the incident involved damage or destruction, schedule an open house for parents and 

other community members to see the school restored.  This will help everyone put the 

emergency behind them.  

Communicating with the Media 
Most news people are sensitive when reporting emergencies that occur in school settings and 

are interested in doing a reputable job.  The following suggestions will promote clear 

communications with the media: 

♦ Direct media representatives to one area (on or off campus) where briefings can take place. 

♦ Instruct all staff to refer all information and questions to the Dir M&C or campus main 

office.  Remind staff that only designated spokespeople are authorized to talk with news 

media. 

♦ Insist that reporters respect the privacy rights of students and staff.  Answer questions 

within the limits of confidentiality. 

♦ Advise students of the school’s student media policy. 

♦ Take initiative with news media and let them know what is or is not known about the 

situation. 

♦ Emphasize campus’s good record. 

♦ Speak to reporters in plain English - not in “educationese.” 

♦ If the emergency is a death, the Division Head or Head of School, should consult with the 

deceased student/staff member’s family before making a statement about the victim. 
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♦ If there is involvement with a criminal case, work in conjunction with law enforcement 

spokesperson. 

♦ When communicating, maintain a unified position and message; keep messages concise, 

clear, and consistent. 

♦ Don’t try to “kill” a story; don’t say “no comment”; don’t speculate; and don’t pass blame. 

♦ Contact Campus Support Team to regularly update. 

♦ Delay releasing information until facts are verified and the school’s position is clear. 

♦ Assign sufficient staff to handle phones and keep a log of calls and personal contacts. 

♦ Express appreciation to all persons who helped handle the emergency. 

Prepare statements about the situation to avoid ad-libbing.  Important points to make are: 

preparedness of the school; coordination of efforts with community agencies; access to 

information for parents; responsible immediate action taken by school representatives 

(including those in positions of authority); and support provided for students at the school. 

Always provide a phone number to call for additional or updated information.  

Accommodations for Special Needs Populations 

The cumulative effects of trauma and other environmental stimuli have compelled school 

administrators to identify and implement methods for assisting students who are unable to 

function and learn in traditional ways and/or settings.  The Americans with Disabilities Act 

(ADA) mandates that no one be discriminated against in any procedures or programs, 

including emergency evacuations.  The key for compliance is the creation of an Evacuation 

Plan for those who require extreme special handling.  It should cover the evacuation and 

transport of students with 

♦ blindness or visual impairments; 

♦ cognitive or emotional impairments; 

♦ deafness or hearing impairments; 

♦ mobility impairments (permanent and 

temporary); and 

♦ medically fragile health (asthma, 

severe allergies). 

It is critical to make appropriate accommodations to ensure the safety of these special 

populations of students.  In most cases, additional safeguards need to be established regarding 
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roles, responsibilities, and procedures for students with physical, sensory, emotional, and 

health disabilities. 

Developing A Special Needs Evacuation Plan 

♦ Review all paths of travel and potential obstacles. 

Determine the primary and secondary paths of exit to be used during emergencies.  

Individuals with mobility impairments will need an exit that avoids barriers such as stairs, 

narrow doors, and elevators.  Identify areas of rescue where students with special needs 

can wait for assistance.  Post a sign with the name and location so that the students will 

know exactly where they are. 

♦ Identify the staff and students with special needs and the type of assistance they will 

require in an emergency. 

Use the forms in APPENDIX E to collect information about the staff and students with 

special needs in the building.  Discuss evacuation issues with the staff members and any 

caretakers of students with special needs.  Include individuals who may be temporarily 

disabled, e.g., a student with a broken leg. 

♦ Install appropriate signage and visual alarms. 

Place evacuation information indicating primary and secondary exits in all offices, 

classrooms, multipurpose rooms, lunchrooms, hallways/corridors, lobbies, bathrooms, and 

cafeterias.  In order to comply with ADA Accessibility Guidelines for Buildings and 

Facilities requirements, the signage should be:  

 approximately 60 inches above the floor, 

 in a location that is not obscured in normal operation such as the swing of a door, and 

 in all primary function areas. 

♦ Train staff in general evacuation procedures. 

Review the areas of rescue, primary exits, evacuation techniques, and the location and 

operation of emergency equipment. 

♦ Provide in-depth training to those designated to evacuate students with special needs. 

The ADA allows medical information to be given to people responsible for assisting in 

evacuating disabled individuals.  Develop a policy and consent form with legal counsel for 

sharing this information.  Anyone can assist a student with a visual impairment. 
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♦ Review the plan with emergency response personnel, including local police, fire, and 

emergency medical technicians. 

Walk around the school building so that first responders are familiar with primary exits 

and all areas of rescue. 

♦ Consider classroom location in placement of students with disabilities.  Evaluate the 

handicap accessibility of nearby exits or proximity to the school nurse. 

♦ Include individuals with special needs when conducting evacuation drills. 

Provide training that focuses on the unique preparedness needs of the target audience.  

Make sure students with disabilities understand and can carry out actions required in an 

emergency.  Stress self-help responsibilities and capabilities as well as the importance of 

self-assessment of emergency needs. 

Implementing A Special Needs Evacuation Plan 
Blind or Visually Impaired – In most cases, someone who is blind or visually impaired will be 

able to evacuate the same route as sighted students, but may need some assistance. 

♦ Touch the person on the elbow gently. 

♦ Identify yourself and quickly explain the situation, use short sentences “We’re evacuating 

because of fire.” 

♦ Ask if the individual has any preferences regarding how to be guided, “Do you mind if I 

guide you by my elbow?” 

♦ Place your elbow in the person’s hands so that he or she can grasp it.  Move ahead as 

quickly as possible without jerking the person forward. 

♦ Clearly describe where you are going and any approaching obstacles or protruding objects 

that will require a change in your walking path or pattern. 

♦ Be protective of your space as there may be many people using the same route to evacuate. 

Cognitively or Emotionally Impaired – It is likely that students with cognitive or emotional 

impairments will be able to use the same evacuation routes as the other students.  The 

challenge is to keep them calm as you exit. 

♦ If there is a companion assistant, quickly describe the situation and how to involve him or 

her in the evacuation. 

♦ Let the student know what is happening. 

♦ Keep him/her reassured. 
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♦ Remain with the student until directed otherwise by the school administrator or emergency 

response personnel. 

Deaf and Hearing Impaired – The primary goal is to effectively communicate the nature of the 

situation and direct them to the appropriate route of evacuation.  Students with hearing 

impairments will most likely be able to follow the same exit route as those who can hear.  

Communicate with a notepad and pen, with simple, concise speech or with sign language.  

Regardless of the method of communication used, convey two key messages: 

1) There is an emergency. 

2) How to exit. 

Evacuation assistants should practice some basic American Sign Language for emergency 

communication such as: 

♦ Important 

♦ Keep calm  

♦ Emergency 

♦ Must leave now  

♦ Fire 

♦ Elevator closed  

♦ Stairs there 

♦ Fire exit  

♦ Okay 

Mobility Impaired – These are students who require crutches, walkers, canes, or wheelchairs.  

Evacuating them requires helping exit a building without encountering barriers such as stairs. 

♦ For ramps, to avoid picking up too much speed, assist by grabbing the footrests or frame. 

♦ To assist a student going downstairs in a wheelchair, tilt the chair backwards to prevent 

him/her from sliding out.  Lower the student, maintaining the backward tilt of the chair. 

♦ To assist a student going upstairs, roll the wheelchair back against the bottom step.  Pull 

the chair up one-step at a time while maintaining the backward tilt. 

♦ During an earthquake, those in wheelchairs should get under a doorway, lock their wheels, 

and cover their heads. 

Other considerations for Special Needs Populations 

♦ Carry medical information in wallets and purses. 

♦ Store extra batteries for electric wheelchairs and hearing aids. 
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Drills and Tabletop Exercises  

Conducting Drills 
The purpose of any drill or exercise is to reveal planning weaknesses; uncover resource needs 

and shortfalls; improve coordination within the campus and community; clarify roles and 

responsibilities; and improve overall performance of all staff and students.  It is essential to 

practice the Plan periodically to make sure that it works, and that all personnel understand their 

roles.  Exercises with key school personnel, back-ups, and local emergency responders should 

occur on a regular basis.  FEMA suggests four ways to accomplish this goal: 

1. Drills simulate an emergency in a limited scope, typically involving one supporting agency. 

♦ An informal discussion of simulated emergencies 

♦ May test a single component or function of the Emergency Management Plan (for 

example, a “Lock-Down” drill) 

2. Tabletop exercises simulate an emergency situation in an informal, stress-free environment 

designed to elicit discussion to resolve coordination and responsibility issues based on existing 

Emergency Management Plans. 

♦ An informal discussion of simulated emergencies 

♦ No time pressures 

♦ Low stress 

♦ Useful for evaluating plans and procedures 

♦ Helpful to resolve questions of coordination and responsibility 

3. Functional Exercises simulate a real emergency under time-sensitive conditions by testing 

coordination among various functions and outside response agencies. 

♦ Focuses on policies, procedures, roles, and responsibilities 

♦ More stressful and realistic simulation of real life situations 

♦ Usually takes place in “real time” 

♦ Emphasizes the emergency functions of the Emergency Management Plan.  Examples 

might include perimeter security (securing all doors of the school), utility shutdowns, 

and accounting for all the people who should be in the school at the time (to include 

students and staff). 

♦ School’s Emergency Management Team is activated. 
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4. Full Scale Exercises test an entire community's response capability.  This involves using 

real equipment. 

♦ Takes place in “real time” and tests total response capability as close to a real 

emergency as possible. 

♦ Includes mobilization of emergency personnel and community resources required to 

demonstrate coordination and response capability that would be anticipated to support 

the school in crisis. 

♦ Coordinates many agencies and functions, both internal and external to the campus. 

♦ Intended to test several emergency functions, either concurrently or in sequence. 

♦ Could involve activating an Emergency Operations Center (EOC). 

Reasons to Conduct Different Types of Exercises 

Orientation 
Seminar 

Drill Tabletop Exercise Functional 
Exercise 

Full-Scale 
Exercise 

No prior 
exercises 

No recent crises 

New plan 

New procedure 

New staff 
leadership 

New facility 

Newly identified 
threat 

New assisting 
local agency 

Establish 
equipment 
capabilities 

Determine 
response times 

Personnel 
training 

Interagency 
cooperation 

Determine 
resource and 
manpower 
capabilities 

Practice group 
problem solving 

Executive familiarity 

Specific case study 

Specific threat area 

Examine manpower 
contingencies 

Test group 
responsibility 
interpretation 

Observe information 
sharing 

Assess interagency 
coordination 

Train personnel in 
negotiation/interaction 

Evaluate any 
function 

Observe  physical 
facilities use 

Reinforce 
established  policies 
and procedures 

School accreditation 

Test seldom  used 
resources 

Measure  resource 
adequacy 

Confirm interagency 
relationships 

Information 
analysis 

Interagency 
cooperation 

Policy 
confirmation 

Negotiation 

Resource and 
manpower 
allocation 

Media attention 

Equipment 
capabilities 

Interagency 
operations and 
relations 

Mandated Drills 
In accordance with state law: 

♦ Fire drills will be conducted on a monthly basis. 

♦ All students and staff will participate in these mandated drills. 

♦ A campus-wide drill/simulation is recommended yearly. 
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Staff Personal Preparedness 

When a major emergency occurs, every campus employee should be prepared and committed 

to serving their students.  School staff and teachers may be called upon to serve at their school 

sites, unless otherwise directed by authorities.  To do this effectively, each employee must: 

♦ have the confidence that they have prepared their families to deal with emergencies in their 

absence 

♦ know how to complete those tasks for which they are assigned 

The time and energy a staff member commits to being prepared at home will provide the best 

assurance that they are capable of dealing with crisis situations at the school site. 

Staff Release Plan 
Administrators will take into consideration the family needs of employees and release staff 

accordingly.  Schools should work with staff prior to an emergency to develop criteria agreed 

upon for release of staff.  Such criteria might include (presented without respect to priority): 

♦ Single parents with pre-school children 

♦ Single parents with children in primary grades 

♦ Single parents with children in elementary schools 

♦ Staff member with housebound dependents 

♦ Persons with health problems or disabilities 

♦ Persons living in areas of major damage 

♦ Married parents with pre-school children 

♦ Married parents with children in primary grades 

♦ Married parents with children in elementary schools 

Emergency Supplies and Equipment 

APPENDIX C contains lists of basic emergency supplies, separated into the following 

functions as part of an emergency plan. 

♦ Classroom Backpack 

♦ Classroom Lockdown Kit 

♦ Student Release File Box 

♦ Incident Command Center Box 

♦ Medical Supplies 

♦ Light Search and Rescue Supplies 

♦ Building Safety/Damage Assessment 

Supplies 

♦ Traffic/Crowd Control 
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♦ School Bus/Auto Emergency 

Supplies 

♦ School Shelter Supplies (Food/Water, 

etc.) 

There is no definitive supplies list.  Information provided is the recommended minimum type 

and quantities.  Schools should review the lists and adjust them for individual campus needs. 

Storage Container 
Purpose: The objective of a storage container is to have available a cache of supplies to sustain 

the school community in the aftermath of a disaster if the area is cut off from outside help for 

up to 72 hours.  A flood or fire may render school buildings unusable, making outdoor storage 

a prudent choice. 

Site Selection: The location of the storage container should be carefully selected to provide 

stable, safe, and easy access in proximity to the emergency evacuation area.  Make sure that 

the storage site is on a level surface and has stable concrete footings reinforced with short piers 

at the corners.  Rigidity of the flooring is critical since even slight settling may cause the heavy 

doors to rack and bind, making them difficult if not impossible to open.  Avoid placement of 

the container in gullies that may flood during a storm.  Avoid placement below over-hanging 

wires, beneath large tree branches or upon soft, shifting soil. 

Storage Structure: A cargo container provides adequate room, strength, weather resistance, and 

portability for storing school site emergency supplies.  Size and quality vary, and the container 

should be inspected for damage, deterioration, water-tightness, and a well-functioning door 

prior to acquisition.  Many schools prefer containers that are 8’ x 20’, which allows for 

adequate headroom.  Good ventilation is essential to maintain climate control, with intake 

vents on the sides and an exhaust (turbine) vent on the roof.  Install sturdy metal and plywood 

shelving against one or both walls, and secure the shelving to the side of the container.  A 

supplementary roof will provide insurance against rain leaks, and a gabled overhang may 

soften the appearance of the structure and provide coverage from rain at the doors where 

supply distribution occurs.  A student mural painted on the most visible sides of the structure 

may help incorporate it into the campus infrastructure and make it seem less ominous.  The 

walls of the storage container should not be used for handball or basketball. 

Security: The storage facility makes an attractive target for theft or vandalism.  Do not leave it 

unlocked or unattended.  Brass, all-weather lock boxes are best suited for the security of the 

container.  It is preferable to limit access to a few designated individuals who have carefully 
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reviewed the procedures and been given a walk-through orientation of the storage container.  

Include access by program managers for after school activities and events. 

Maintenance: Develop procedures to keep the structure and contents functional, clean, dry, up-

to-date, and in sound condition.  Post the procedures on or near the door.  Inspections should 

be made annually.  Structural maintenance may involve resealing of exterior seams, repainting 

of exterior walls, lubricating the door mechanism, and/or resurfacing the roofing.  Vents must 

remain unobstructed.  Dampness may cause mildew and rust the stored equipment. 

Supplies Inventory: Attach a laminated interior diagram of the supply container near the inside 

entrance.  Store equipment in order of use, e.g., Search and Rescue supplies near the front door 

for immediate access.  Maintain a dated inventory of the stored supplies, shelf-life replacement 

schedule, and vendor contact information.  Attach a clipboard to maintain a wish list and 

missing, needed or replacement supplies.  APPENDIX C includes a form to record this 

information.  Space and budgetary limitations and the need for strict organization require that 

particular care be given in the purchase and placement of new and returned items in the 

container. 

Sample School Emergency Planning Calendar 

Effective emergency preparedness involves engaging in certain activities year after year, such 

as assessing site hazards, scheduling drills, arranging for staff training, and updating 

emergency supplies.  The development of an annual Emergency Planning Calendar assures 

that no routine tasks are overlooked.  The following page shows a sample School Emergency 

Planning Calendar that may serve as the basis for individual site needs. 
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Person Responsible Activity Month 

School Facilities Hazard Assessment Walk-through 
(Buildings, Grounds, Evacuation Routes, Shut-Offs 
Review School Emergency Management Plan 
Update School Emergency Team Assignments 
Staff Skills Survey for new teachers 
New assignments as needed 
Staff Orientation of School Emergency Management Plan 
Plan annual training schedule 
Update resource agreements and contacts 

August 

Parent Back to School Assembly 
Fire Drill 
Staff meeting: Review Winter Storm/Flooding Preparedness 

September 

Fire Drill 
Staff Development Emergency Training 

November 

Shelter-in-Place Drill January 

Division Head 
 or Designee 

Fire Drill, Tabletop Exercise March 
Campus Drill March Head of School 
Review Drill Assessment April 
Update classroom backpacks (rosters, etc.) 

Secretary Distribute Emergency Cards/ Student Release Procedures to 
families 

September 

Conduct facility hazard assessment 
Check fire extinguishers, batteries 

August 

Review equipment needs 
Maintenance 
Director 

Update school maps and site plans 
September 

Staff Orientation of School Emergency Management Plan August 
CPR/ First Aid training w/ Fire Department November Teachers 
Staff development emergency training January 
Recruit Parent Disaster Committee September 
Replenish Emergency Supply Cache Sept – Oct 
Family preparedness materials to parents October 
Preparedness tips in PTA Newsletter Monthly 

PTA Disaster 
Coordinator 

Recruit Parent Disaster Committee April 
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School Emergency Response Flow Chart 

Notifies emergency services (fire, police) 
Calls 911 

Public 
Information/ 

Liaison 
Officer 

Incident Commander activates Incident Command Post 
Assembles Command Staff 

Notifies Head of School

Campus Office Emergency Operations Director  
(Head of School) determines need to activate  

Emergency Operations Center

Activates Emergency Operations Center (EOC) 
Assembles Command Staff 

Public 
Information/ 

Liaison 
Officer 

Determines if 
Mutual Aid is 

required

Notifies Operational Area (Office of Finance and 
Operations) that EOC has been activated and whether 

or not assistance is requested at this time.

Affected School Site Incident Commander (Division 
Head) determines need to activate Command Post 

 
Schools as Shelters 

Short-Term Shelter  

A disaster may occur at any time of the school day and in any type of weather.  Students and 

staff will need to be provided shelter while awaiting reunion with their families.  Short-term 

care is considered any time up to three hours past dismissal.  Long-term care may last up to 72 

hours or more. 

Shelter considerations: 

♦ Determine need for shelter.  Bring students indoors into a safe building, if at all possible. 
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♦ Maintain a list of all persons, including staff, in the shelter. 

♦ Report problems and any special needs, especially medical needs, to the Division Head. 

♦ Store laundered clothing, in limited quantities, for shelter use. 

- Children wearing bloodied clothing should be changed immediately. 

- Stress may lead to soiled undergarments, which the child may be too embarrassed to 

admit.  Watch for telltale signs, especially among the younger children. 

- If it is raining, and you are forced to stay outside, distribute plastic bags to use for 

protection. 

♦ Recruit volunteers to assist with storytelling, entertainment, and recreation. 

♦ As students are released to parents or authorized individuals, record on the occupancy log 

when released, to whom and destination. 

♦ As shelter population decreases, consider consolidating students remaining with those at 

another school site.  Release teachers and staff in order of priority dismissal list.  

Determine which staff will remain until all students have been released. 

♦ Implement a pre-arranged procedure to deal with community members who arrive at the 

shelter to offer assistance, to seek shelter if their homes are damaged, to seek emergency 

medical attention for themselves, or simply to find solace with others who have all 

experienced a frightening disaster. 

Response 

Response is the process of implementing appropriate actions while an emergency situation is 

unfolding.  In this phase, schools mobilize resources needed to address the emergency at hand.  In 

any emergency situation, get help right away.  Alert someone immediately—a school 

administrator, school nurse, the 911 Dispatcher, local fire department, or police department, as 

appropriate. 

Calling 911 

911 is a telephone number dedicated to calls for emergency assistance, such as a traffic 

accident, fires, paramedic service, crime in progress, bodily injury, imminent threat to life, or 

major property damage or loss. There are no designated persons who must call 911; adults are 

encouraged, but students can make the call if the situation warrants it.  If a student is witness 

to an incident that may require emergency assistance, he or she should immediately notify an 
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adult to call 911.  However, if there is an emergency in which delaying the call to 911 could 

cause more injuries or death, a student/witness should make the call and get another witness to 

notify an adult or do so themselves after calling.  The 911 Dispatcher is a trained dispatcher 

who will prompt what additional information is needed, based on the type of emergency (e.g., 

what the scene looks like, number of injuries or deaths).  In order to complete an assessment 

on the telephone, the 911 Dispatcher may have many questions to ask depending upon the 

nature of the problem.  It is very important for the dispatcher to obtain as much information as 

possible, in the interests of responder safety and to dispatch the correct level of medical 

response.  The 911 Dispatcher may ask you to stay on the line until responders arrive.  This 

will assist the dispatcher in keeping the fire, police, or rescue squad updated as the situation 

being reported unfolds.  

When Reporting an Emergency 

♦ Remain calm, speak slowly, and clearly while explaining the type of emergency you are 

reporting. 

♦ Provide your name and the location of the incident; include your location, if different from 

the scene of the emergency. 

Though the technology exists, which presents address and phone number data immediately 

to the 911 Dispatcher, it is not available in all locations.  The 911 Operator is trained to 

confirm and verify the phone number and address for EVERY call received.  The 

dispatcher will ask questions concerning the type of emergency being reported.  The 

answers you provide will be relayed to the responding emergency personnel.  

♦ Answer all questions asked by the 911 Dispatcher, even those that seem repetitious. 

♦ Stay on the line while the 911 Dispatcher processes the call.  You may need to provide 

additional information or to receive instructions from the 911 Dispatcher.  Do not hang up 

until the Dispatcher says to do so.  

♦ No matter what the situation, try to remain calm.  Be sure to speak slowly and clearly. 
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WHEN CALLING 911 
- Remain calm. 
- Speak slowly and clearly. 
- Clearly state name and location of 

incident and your calling phone #. 
- State your emergency 
- Listen to all instructions.  Allow 911 

Dispatcher to direct conversation. 
- Answer all questions completely. 
- Remain on the line as long as the 

Dispatcher instructs you to do so. 
 

Calling 911 from a Cell Phone 
911 calls from cellular phones are answered by the closest cell tower that picks up your call 

and will route you to the nearest dispatch center.  911 personnel do not know the location from 

where you are calling.  It is important to know your cell phone number, and be aware of your 

surroundings so you can tell the dispatcher where you are.  Ideally, street names and addresses 

should be provided.  Since many cell phone calls are made from moving vehicles, callers 

should inform the dispatcher when they change locations.  

Time is of the essence.  Every 911 Operator knows that.  It hampers response when a 911 

operator has to ask the caller for information several times over because he/she couldn’t 

comprehend what was being said.  Try to be as calm as possible and speak slowly and clearly.  

This ensures the 911 operator has the correct information the first time he/she asks for it. 

Activating the Emergency Operations Center 

The decision to activate the Emergency Operations Center or Incident Command Post rests 

with the Division Head (school site)/Head of School (campus office).  The decision should be 

based on whether or not there is a need to coordinate a response to an emergency situation. 

If there are few or no decisions to make, there may be no need to activate the Emergency 

Operations Center (EOC).  However, consider activating the Incident Command structure 

whenever assistance making decisions or carrying out actions to respond to a crisis or 

emergency would be helpful.  This is not limited to physical disasters.  Situations involving a 

heightened emotional state of students or staff may benefit from the use of the Incident 
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Command System (ICS) to manage the crisis.  The ICS can also be used as a management tool 

 planning of unusual or large events. 

f situations that could benefit from activation of the ICS include: 

 injuries 

nt, etc.) 

The HOS/Div Hd may want to activate only portions of 

the team from the outset, and expand or contract it as the event progresses.  

Sch

eam assignments, every staff member has general 

Div

to handle

Examples o

♦ Fire 

♦ Flood  

♦ Explosion 

♦ Bus accident involving student

♦ Death of a student or staff member (especially suicide or if occurred on-campus) 

♦ Violence or threat of violence 

♦ Large event hosted at King (graduation, large concert, large sporting eve

The ICS is flexible in scope and size.  

ool Personnel Emergency Checklists 

In addition to the Emergency T

responsibilities during an emergency. 

ision Head/Site Administrator 

♦ Assume overall direction of all emergency responses based on actions outlined in this Plan.  

Good judgment, based upon the facts available, is of paramount importance. 

ossible, and determine 

♦ esignated locations. 

ity.  How will they be informed?  Who will do what? 

 first aid is being administered to the 

♦ supplies are needed. 

♦ Identify the type of crisis.  Obtain as much information about it as p

the appropriate response. 

♦ Identify key staff who should be involved in planning the response. 

♦ Activate the Incident Command System and, if appropriate, the Incident Command Post. 

♦ Establish contact with the campus Emergency Operations Center (EOC). 

♦ Ascertain what action needs to be implemented.  Secure the school building, if necessary. 

Maintain communication among all relevant staff at officially d

♦ Establish what information needs to be communicated to staff, students, families, and the 

commun

♦ Ascertain medical needs.  Monitor how emergency

injured. 

Decide if more equipment and 
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♦ Identify what community resources need to be involved.  Who needs to be contacted for 

 

. 

or post-disaster trauma counseling for students and staff. 

valuate response. 

additional assistance/support? 

♦ Identify provisions required for special needs population. 

♦ Determine whether special transportation arrangements are needed.

♦ Prepare informational letter for parents/guardians to squelch rumors

♦ Arrange f

♦ Identify follow-up activities that will be used to e

Office Staff 

♦ Provide assistance to Division Head, as needed. 

♦ Handle telephones. 

♦ Monitor radio emergency broadcasts and communications. 

eeded. 

Student Release tables, if needed. 

♦ Assist with health emergencies, as n

♦ Set up 

♦ Serve as messengers. 

Teachers 

Supervise students in their charge. 

Direct evacuation of students to inside or outside assembly areas, in accordance with 

signals, warning, written notification, or PA orders.  During building evacuations, the 

Lower School assembles on the turf field by the sou

♦ 

♦ 

th entrance to campus; the Middle 

g; and the Upper School 

 building. 

 aid to school nurse or person trained in first aid. 

e who are injured and need to be moved. 

School assembles on the baseball field east of the MS buildin

assembles on the hockey field east of the US

♦ Take attendance when class relocates to another assembly area. 

♦ Report missing students to Division Head. 

♦ Send students in need of first

♦ Acquire assistance for thos

Instructional Assistants/Aides 

♦ Assist teacher, as needed. 

♦ Maintain order in classroom and during evacuation. 
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Custodians/Maintenance Personnel 

♦ Shut off gas and/or water if required. 

♦ Seal off doors, shut down HVAC system if required. 

♦ Examine buildings for damage; provide damage control. 

. ♦ Keep Division Head/site administrator informed of condition of school

♦ Assist as directed by the Division Head. 

Bus Drivers 

♦ Supervise the care of children if disaster occurs while they are in bus. 

ew location when directed. ♦ Transfer students to a n

♦ Transport individuals in need of medical attention. 

Nurses/Health Assistants 

♦ Administer First Aid. 

♦ Supervise administration of First Aid by those trained in it. 

♦ Set up First Aid station, if needed. 

Other School Employees

♦ Organize First Aid and medical supplies. 

 

Em

s.  With 

or each of these are detailed in the following pages.  

Staff members must become familiar with each emergency action and be prepared to perform 

assigned responsibilities.  All students must be taught what to do when any of the common 

emergency actions are implemented. 

♦ Report to Division Head/site administrator for directions. 

ergency Actions / Alert Level Procedures 

Emergency Actions are a set of simple directives and alert level procedures that may be 

implemented across a number of emergency situations.  When an emergency occurs, it is 

critical that staff members take immediate steps to protect themselves and other

Emergency Actions in place, staff can follow specific directions without having to learn 

specifics for each of several dozen different emergency situations.  The Division Head/Head of 

School will decide which Emergency Actions to implement, based on the situation.   

The most common immediate emergency actions are listed below, followed by specialized 

emergency actions.  Specific steps to take f
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COMMON EMERGENCY ACTIONS 

ALL CLEAR 

Used to conclude other immediate emergency 

actions and to notify staff and students that 

normal school operations 

EVACUATION 

The orderly movement of students and staff 

from school buildings to another area when 

conditions outside are safer than inside. 

LOCKDOWN 

Initiated when there is a direct or pending threat 

to occupants of a school building and travel 

within will put students and staff in jeopardy.  

This involves a “no one in, no one out” state. 

SHELTER IN PLACE 

Implemented to isolate students and staff from 

the outdoor environment and provide greater 

protection from external airborne contaminants. 

STAND BY 

Notifies students and staff that further 

instructions will follow shortly. 

DROP/DUCK/COVER AND HOLD ON 

The action taken during an earthquake or 

explosion to protect students and staff from 

flying and  falling debris 

 

SPECIALIZED EMERGENCY ACTIONS 

CONVERT SCHOOL 

Initiated when a requirement exists during a 

disaster for community shelters  

DIRECTED TRANSPORTATION 

Implemented when students and staff are loaded 

into school buses, cars and any other available 

means of transportation and moved from an 

area of danger to an area of lesser danger. 

OFF-SITE EVACUATION 

Implemented when it is unsafe to remain on the 

campus, and evacuation to an offsite assembly 

area is required. 

REVERSE EVACUATION 

Initiated if an incident occurs while students are 

outside and conditions are safer inside the 

building. 

STUDENT RELEASE 

Instructs staff to prepare for releasing students 

from school during the academic day. 

TAKE COVER 

Instructs staff and students to move to and take 

refuge in the best-shielded areas within the 

school buildings. 
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Emergency Action – All Clear 

ALL CLEAR is used to conclude other immediate actions taken upon an emergency to notify 

staff and students that normal school operations can resume.  ALL CLEAR signifies that the 

emergency is over.  This is the final Action used to conclude the following actions: 

♦ Shelter in Place 

♦ Evacuation and Reverse Evacuation  

♦ Standby 

♦ Lockdown  

♦ Take Cover 

♦ Duck, Cover, and Hold On  

Announcement: 

1. Make the following announcement in person directly or over the public address system: 

Example: “Your attention please.  (Pause)  ALL CLEAR.  (Pause)  ALL CLEAR.  (Pause)  

ALL CLEAR.  (Pause).  It is now OK to resume normal school activities.  Thank you all 

for your cooperation.” 

2. Use messengers with oral or written word as an alternate means of staff notification. 

3. Use Parent Telephone Notification System, if appropriate. 

Division Head/Site Administrator Actions: 

Determine that the emergency is over and it is safe to resume classes.  It may be necessary 

to talk to first responders to make this determination. 

Make the ALL CLEAR announcement. 

Send home with students for their parents/guardians a brief written description of the 

emergency, how it was handled and, if appropriate, what steps are being taken in its 

aftermath. 

Staff Actions: 

As soon as the ALL CLEAR announcement has been made, return to the classroom or to 

desks and chairs, unlock doors and windows, and immediately begin discussions and 

activities in classrooms to assist students in addressing fear, anxiety and other concerns. 

Use Parent Telephone Alert System, if appropriate. 

Emergency Action – Duck, Cover, and Hold On 
DUCK, COVER, AND HOLD ON is the action taken during an earthquake or explosion to 

protect students and staff from flying and falling debris.  
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Announcement: 

The following announcement will be made over the public address system and by teachers 

in classrooms.  Example: “Attention please.  For your protection, follow DUCK, COVER, 

AND HOLD ON procedures.  Get under a table or desk, away from windows and anything 

that could fall and hurt you.  Hold that position until the shaking stops or until you receive 

further instructions.” 

Staff and Student Actions: 

Inside 

♦ Arrange desks so that they do not face windows. 

♦ Instruct students to move away from windows. 

♦ Immediately drop to the floor under desks, chairs, or tables.  With back to windows, 

place head between knees, hold on to a table leg with one hand and cover the back of 

the neck with the other arm. 

♦ Remain in place until shaking stops or for at least 20 seconds.  When quake is over, 

leave building.  Do not run.  Avoid routes with architectural overhangs.  Do not 

reenter building until declared safe by competent authority. 

Outside 

♦ Instruct students to move away from buildings, trees, overhanging wires, and DUCK, 

COVER and HOLD ON. 

♦ Upon the command DUCK, COVER AND HOLD ON, immediately move away from 

objects which might topple over, drop to the ground, place head between knees, and 

cover back of neck with arms and hands. 

♦ Remain in place until shaking stops or for at least 20 seconds. 

Emergency Action – Evacuation 
EVACUATION is implemented when conditions make it unsafe to remain in the building.  

This ACTION provides for the orderly movement of students and staff along prescribed routes 

from inside school buildings to a designated outside area of safety.  EVACUATION is 

considered appropriate for, but is not limited to, the following types of emergencies: 

♦ Fire 

♦ Explosion or threat of explosion 

♦ Bomb threat  

♦ Chemical accident 

See page 77 for how to assist those with disabilities during an evacuation. 
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See also: OFF-SITE EVACUATION, which is implemented when it is not safe to remain on 

the school campus and REVERSE EVACUATION, when it is unsafe to remain outside.  

Announcement: 

1. Fire alarm (bell or horn signal). 

2. Provided time is available, make an announcement over the public address system: 

Example: "Attention please.  We need to institute an EVACUATION of all buildings.  

Teachers are to take their students to their designated Assembly Area.  Students please 

remain with your teacher.” 

3. Implement Special Needs Evacuation Plan (see Section II – Preparedness). 

4. Use messengers with oral or written word to deliver additional instructions to teachers in 

hold areas. 

Division Head/Site Administrator: 

♦ The Assembly Area should be a safe location on the school campus away from the 

building and emergency response equipment that may arrive at the school.  If unsafe 

for the current emergency, designate an alternate Assembly Area.  During building 

evacuations, the Lower School assembles on the turf field by the south entrance to 

campus; the Middle School assembles on the baseball field east of the MS building; 

and the Upper School assembles on the hockey field east of the US building. 

♦ When clearance to return to the buildings is determined or received from appropriate 

agencies, announce ALL CLEAR to return to classrooms and resume school activities. 

♦ Send home with students for their parents/guardians a brief written description of the 

emergency, how it was handled and, if appropriate, what steps are being taken in its 

aftermath. 

Staff Actions: 

♦ Instruct students to leave the building in an orderly manner using the designated 

evacuation routes and reassemble in the assigned Assembly Area.  During building 

evacuations, the Lower School assembles on the turf field by the south entrance to 

campus; the Middle School assembles on the baseball field east of the MS building; 

and the Upper School assembles on the hockey field east of the US building. 
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♦ Take the emergency backpack and student roster when leaving the building and take 

attendance when the class is reassembled in a safe location.  Report attendance to the 

HOS/Div Hd or designee. 

♦ Remain in the Assembly Area until further instructions are given. 

♦ Wait for another ACTION or the ALL CLEAR instruction to return to school buildings 

and normal class routine. 

How to Assist Those with Disabilities during an Evacuation 

The needs and preferences of non-ambulatory individuals will vary.  Those at ground floor 

locations may be able to exit without help.  Others may have minimal ability to move, and 

lifting may be dangerous.  Some non-ambulatory people also have respiratory 

complications.  Remove them from smoke and vapors immediately. 

To alert visually-impaired individuals 

♦ Announce the type of emergency. 

♦ Offer your arm for guidance. 

♦ Tell person where you are going, obstacles you encounter. 

♦ When you reach safety, ask if further help is needed. 

To alert individuals with hearing limitations 

♦ Turn lights on/off to gain person’s attention -OR- 

♦ Indicate directions with gestures -OR- 

♦ Write a note with evacuation directions. 

To evacuate individuals using crutches, canes, or walkers 

♦ Evacuate these individuals as injured persons. 

♦ Assist and accompany to evacuation site, if possible -OR- 

♦ Use a sturdy chair (or one with wheels) to move person -OR- 

♦ Help carry individual to safety. 

To evacuate individuals using wheelchairs 

♦ Give priority assistance to wheelchair users with electrical respirators. 

♦ Most wheelchairs are too heavy to take downstairs; consult with the person to 

determine the best carry options. 

♦ Reunite person with the wheelchair as soon as it is safe to do so. 
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Emergency – Action Lockdown 

LOCKDOWN is initiated to isolate students and school staff from danger when there is a crisis 

inside the building and movement within the school might put students and staff in jeopardy.  

LOCKDOWN is used to prevent intruders from entering occupied areas of the building.  The 

concept of LOCKDOWN is a “no one in, no one out” scenario.  During LOCKDOWN, all 

exterior doors are locked, and students and staff are to remain in the classrooms or designated 

locations at all times.  Teachers and other school staff are responsible for accounting for 

students and ensuring that no one leaves the safe area. 

LOCKDOWN is not normally proceeded with any warning.  This ACTION is considered 

appropriate for, but is not limited to, the following types of emergencies: 

♦ Gunfire 

♦ Rabid animal at large 

♦ Extreme violence outside the classroom 

LOCKDOWN differs from SHELTER-IN-PLACE because it does not involve shutting down 

the HVAC systems to provide protection from outside air and does not allow for the free 

movement of staff and students within the building. 

Announcement: 

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

"Attention please.  We have an emergency situation and need to implement LOCKDOWN 

procedures.  Teachers are to lock classroom doors and keep all students inside the 

classroom until further notice.  Do not open the door until notified by an administrator or 

law enforcement.” 

 

Division Head/Site Administrator Actions: 

♦ The Head of School will notify each Division Head that a lockdown is in effect.  

With the assistance of the division assistants, each Division Head will notify the 

faculty of the lockdown.   

♦ The Assistant to the Head will be directed to call 911 and notify the police of the 

emergency and the need for immediate police assistance.  The Head will notify the 

President of the Board of Trustees. 
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♦ Administrators will stay in contact via the administrative network of cell phones.  If 

the phone system is not working, maintenance walk-talkies or athletic department 

cell phones will be used.   

 

Teacher and Staff Actions: 

♦ If it is possible to lock the door from the inside, lock it. 

♦ Tell the students that we have an emergency and that we don’t know what it is. 

♦ Direct the students away from the door and the windows. 

♦ Lower the window shades in the classroom. 

♦ Turn off the lights and remain silent. 

♦ Stay with the students and have all of them remain with you until a member of the 

administration notifies you that the lockdown has ended. 

♦ The food service staff will be notified by the division assistant.  They should 

lockdown the kitchen and remain there until given an “all clear” signal. 

♦ The school nurse will report immediately to the main office on the South Campus. 

♦ Maintenance staff will secure all doors from the inside. 

♦ Simon House staff will report to the kitchen and remain there until the lockdown 

ends.  Doors will be secured by the Assistant Head, Finance and Operations. 

Student Actions: 

♦ All students will remain in class; those in the hall will report immediately to an 

occupied classroom.  If a student does not have a scheduled class, the student should 

report to an occupied classroom.  Classroom doors should be locked as soon as all 

students have arrived.  No students are to leave the classroom until they receive an 

all-clear announcement from an administrator. 

♦ If it is necessary to have a lockdown while students are in the dining hall, students in 

the dining hall are to remain there, unless the crisis is in the dining hall.  If that is the 

case, students should report to the gym in the Lower School or the Upper School 

Theater.   
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♦ Those students who are still in class should remain there, and the teacher should lock 

the door.  No one is to leave his/her designated space until everyone receives an all-

clear announcement from an administrator. 

Emergency Action – Shelter in Place 

SHELTER IN PLACE is a short-term measure implemented when there is a need to isolate 

students and staff from the outdoor environment to prevent exposure to airborne contaminants.  

The procedures include closing and sealing doors, windows and vents; shutting down the 

classroom/building heating, ventilation and air conditioning systems to prevent exposure to the 

outside air; and turning off pilot lights. 

SHELTER IN PLACE allows for the free movement of staff and students within the building, 

although no one should leave the room until further instructions are received.  Those in 

bungalows and buildings with exterior passageways must remain in the classroom while 

SHELTER IN PLACE is instituted.  It is appropriate for, but not limited to, gas leaks, external 

chemical release, dirty bombs, and hazardous material spills. 

Announcement: 

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

"Attention please.  We have a hazard in the community and are instituting SHELTER IN 

PLACE procedures.  Students and staff should remain inside with windows and doors 

securely closed and air conditioning units turned off.  Those who are outside should 

immediately move to the protection of an inside room.  Do not go outdoors until you 

receive further instructions.” 

Division Head/Site Administrator Actions: 

♦ Make an announcement on the public address system.  Give clear instructions, remain 

calm, and convey reassurance that the situation is under control. 

♦ When clearance is received from appropriate agencies, give the ALL CLEAR 

instruction to indicate that the normal school routine can resume. 

♦ Make arrangements for central HVAC shutdown, as necessary. 

Teacher and Staff Actions: 

♦ Immediately clear students from the halls.  Stay away from all doors and windows. 

Facility Support Services LLC 80 King Low Heywood Thomas 
2685 State Street, Hamden, CT   1450 Newfield Street, Stamford, CT 
Proposal #37308   Emergency Management and  
  Response Plan 



 
♦ Keep all students in the classroom until further instructions are received.  Help those 

needing special assistance. 

♦ Secure individual classrooms: a) close and lock doors and windows; b) shut down the 

classroom HVAC system; c) turn off local fans in the area; d) seal gaps under doors 

and windows with wet towels or duct tape; e) seal vents with aluminum foil or plastic 

wrap; and f) turn off sources of ignition, such as pilot lights. 

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

Student Actions: 

♦ Proceed to the classroom, if it is safe to do so.  If not, follow teacher or staff directions 

to nearby classrooms or other rooms (e.g., auditorium, library, cafeteria, multi-purpose 

room).  If these are unsafe, follow instructions to proceed to an alternative indoor 

location. 

Emergency Action – Stand By 
STAND BY is appropriate for all disasters or emergencies, except those that occur without 

warning.  STAND BY must be followed by another ACTION or the ALL CLEAR instruction 

to return to normal school activities. 

Announcement: 

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

"Attention please.  (Pause)  STAND BY.  (Pause)  STAND BY.  (Pause)  STAND BY.  

(Pause)  Additional information will follow." 

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

3. Use Parent Telephone Alert System, if appropriate. 

Staff Actions: 

♦ If outside, teachers are to return students to their classrooms. 

♦ If inside, teachers will hold students in classrooms pending receipt of further 

instructions. 

♦ STAND BY must be followed by another ACTION or ALL CLEAR instruction to 

return to normal school activities. 
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Emergency Action – Convert School 

CONVERT SCHOOL is implemented during a disaster when a requirement exists for 

community medical facilities or shelters.  CONVERT SCHOOL will be initiated only by the 

Head of School and/or upon the request of officials from the Department of Health and Human 

Services or the American Red Cross as arranged by a prior written Memorandum of 

Understanding between the school and the public agency.  This action is normally preceded by 

another ACTION such as EVACUATION.  If the Red Cross chooses a school as a community 

shelter, it will arrange shelter set-up.  This is not a requirement for private schools, but can be 

arranged through the American Red Cross as a back-up shelter. 

Announcement: 

During School Hours 

1. Make the following announcement in person directly or over the public address system: 

Example: Attention please.  (Pause)  CONVERT SCHOOL.  (Pause)  CONVERT 

SCHOOL.  (Pause)  Thank you." 

Other than School Hours 

2. Use the School Personnel Telephone Notification System to notify all school employees. 

Division Head/Site Administrator Actions: 

During School Hours 

♦ Dismiss all classes or, if the situation dictates, hold students at school for temporary 

care. 

♦ Convert the school into an Emergency Hospital, First Aid Station, or Community 

Shelter for congregate care.  (Community shelter is operated by the Department of 

Health and Human Services or the American Red Cross.) 

♦ When converting the school to an Emergency Hospital or First Aid Station, follow the 

guidance and directions of the medical personnel upon their arrival. 

Other than School Hours 

♦ Alert school employees through the School Personnel Alerting System.  

♦ Suspend scheduled classes.  Use Telephone Alert System and Parent Notification 

System. 
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♦ Convert the school into an emergency hospital, vaccination station (operated by the 

Department of Health and Human Services), or community shelter (operated by the 

American Red Cross.) 

♦ When converting the school to an Emergency Hospital or First Aid Station, follow the 

guidance and directions of the medical personnel upon their arrival. 

Emergency Action – Directed Transportation 
DIRECTED TRANSPORTATION is implemented when students and staff are loaded into 

school buses, cars, and any other available means of transportation and moved from a 

dangerous area to an area of lesser danger.  This ACTION will normally be preceded by 

STAND-BY, EVACUATION, or another ACTION.  DIRECTED TRANSPORTATION is 

considered appropriate for, but is not limited to, the following types of emergencies: 

♦ Chemical accident ♦ Fire ♦ Flood 

Announcement: 

1. Make the following announcement in person directly or over the public address system: 

Example: "Attention please.  (Pause)  DIRECTED TRANSPORTATION when dismissal 

bell rings.  (Pause)  DIRECTED TRANSPORTATION when dismissal bell rings.  (Pause) 

Thank you.” 

2. Use messengers with oral or written word as an alternate means of staff notification. 

3. Use Parent Telephone Notification System, if time permits. 

Division Head/Site Administrator Actions: 

♦ Prior to implementing DIRECTED TRANSPORTATION, determine the following: 

♦ Who is assigned to each loading area?   

♦ Where are loading areas?  

♦ What, if any, change in vehicle traffic patterns are necessary?  

♦ What staff supervises this ACTION, and where?  

♦ How can sufficient transportation be arranged to accommodate the entire student 

population and staff?  

Teacher Actions: 

♦ Take attendance before leaving the campus. 

♦ Upon arrival at the safe site, take attendance again after students exit the bus. 
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♦ Report attendance to the Division Head/designee. 

♦ Keep students together.  Remain calm. 

Bus Driver Actions: 

♦ Take the safest route to the pre-identified evacuation sites. 

♦ Avoid dangers such as driving though flooded roads, crossing over swollen creeks, etc. 

Student Actions: 

♦ Remain quiet and seated while on the bus. 

♦ Keep head, hands, backpacks, etc. away from the open windows. 

♦ Stay together at the alternate site.  Remain calm. 

♦ Report any injuries or problems to teachers or staff members. 

To evacuate by other vehicles 

If buses are unable to get to the campus quickly or not enough are available, consider other 

modes of transportation.  A list should be developed of school owned vehicles, staff 

vehicles, and parent vehicles that are available.  This method of evacuation should only be 

used in extreme emergency since there is a great potential to lose track of the students. 

♦ Drivers should take the safest route to the pre-identified evacuation sites. 

♦ Account for all students before transportation occurs and after arrival at the safe site. 

Emergency Action – Off-Site Evacuation 
OFF-SITE EVACUATION is implemented when it is unsafe to remain on the school campus, 

and evacuation to St. Cecelia’s School, 1186 Newfield Avenue, is required.  This ACTION 

provides for the orderly movement of students and staff along prescribed routes from inside 

school buildings to a designated area of safety.  OFF-SITE EVACUATION is considered 

appropriate for, but is not limited to, the following types of emergencies: 

♦ Fire 

♦ Explosion or threat of explosion 

♦ Bomb threat 

♦ Chemical accident 

OFF-SITE EVACUATION may require DIRECTED TRANSPORTATION.  See also 

EVACUATION and REVERSE EVACUATION, implemented when it is unsafe to remain 

outside. 

Announcement: 

1. Fire alarm (bell or horn signal). 
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2. Make an announcement over the public address system: Example: "Attention please.  

We need to institute an OFF-SITE EVACUATION. Teachers are to take their students to 

St. Cecelia’s School, 1186 Newfield Avenue.  Students are to remain with their teacher.” 

Division Head/Site Administrator Actions: 

♦ Determine the safest method for evacuating the campus.  This may include the use of 

school buses or simply walking to St. Cecelia’s School. 

♦ Call 911.  Provide school name and the name of St. Cecelia’s School as the location of 

off-site evacuation, reason for evacuation, number of staff and students being 

evacuated. 

♦ When clearance is received from appropriate agencies, give the ALL CLEAR 

instruction and authorize students and staff to return to the classrooms. 

♦ Send home with students for their parents/guardians a brief written description of the 

emergency, how it was handled and, if appropriate, what steps are being taken in its 

aftermath. 

Staff Actions: 

♦ Take attendance before leaving campus.  Instruct students to evacuate the building, 

following designated routes, and assemble at St. Cecelia’s School.  Bring along the 

emergency classroom backpack. 

♦ If walking to a nearby site, keep students lined up in an orderly fashion and walk away 

from the danger.  The procession should follow the safest route to St. Cecelia’s School. 

♦ Take the student roster when leaving the building.  Take attendance when the class is 

reassembled at St. Cecelia’s School.  Report attendance to Division Head/designee. 

♦ Remain in place until further instructions are given. 

Emergency Action – Reverse Evacuation 
REVERSE EVACUATION is implemented when it is unsafe to remain outside the campus 

and staff and students must immediately return indoors.  This ACTION is considered 

appropriate for, but is not limited to, the following types of emergencies:  

♦ Chemical accident 

♦ Flood 

♦ Explosion 

♦ Rabid animal at King 

See also EVACUATION and OFF-SITE EVACUATION, when it is unsafe to remain at King. 
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Announcement: 

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

"Attention please.  We need to institute a REVERSE EVACUATION.  Staff and students 

should move inside as quickly and orderly as possible.  Students are to return to their 

[current or previous] classroom.” 

Division Head/Site Administrator: 

♦ Determine a safe inside location on the school campus for parents, visitors, and 

contractors at King when the emergency occurs. 

♦ When clearance is determined or received from appropriate agencies that it is safe to be 

outdoors, announce ALL CLEAR to resume school activities. 

♦ Send home with students for their parents/guardians a brief written description of the 

emergency, how it was handled and, if appropriate, what steps are being taken in its 

aftermath. 

Staff Actions: 

♦ Instruct students to return to the building and their current classroom or the previous 

one they attended.  Remind them to enter the building in an orderly and quiet manner. 

♦ Take attendance when the class is reassembled in the classroom.  Report attendance to 

the HOS/Div Hd or designee. 

♦ Remain in the classroom until further instructions are given. 

♦ Wait for another ACTION or the ALL CLEAR instruction to return to normal class 

routine. 

 

Emergency Action – Early Dismissal Procedures for Inclement Weather 
If there is a sudden need to close and/or evacuate school prior to the normal dismissal times, 

including in the event of inclement weather, the following emergency dismissal procedures 

will take effect. 
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LOWER SCHOOL 

The announcement about closing school will be made by the Head of School.  The Assistant to 

the Head of School will transmit the announcement to the Division Heads.  Parents will be 

notified via the Parent Reach System. 

 

No Lower School student will be allowed to leave without being released by his/her classroom 

teacher.  (Sign-out sheets will be prepared by the division assistant for recording dismissal 

time and means of transportation.)  Parents will be notified through classroom teachers. 

 

Specific phones will be designated for specific classes for calling home so that all students will 

have easier access to a phone in special emergencies. 

 

Early Childhood……………Resource Room (adjacent to first grade classrooms) 

Grade 1……………………..Resource Room (adjacent to LS Head’s Office) 

Grade 2……………………..LS Art Room 

Grade 3……………………..LS Music Room 

Grade 4……………………..LS Faculty Room 

Grade 5……………………..LS Library 

 

MIDDLE SCHOOL 

The announcement about closing school will be made by the Head of School.  The Assistant to 

the Head of School will transmit the announcement to the Division Heads.  Parents will be 

notified via the Parent Reach system. 

 

Advisors will gather students together to contact parents.  Advisors will speak directly to 

parents to confirm transportation arrangements.  Each Advisor will have a sign-out sheet for 

recording dismissal time and means of transportation for each student.  No student will be 

allowed to leave without being released by his/her advisor.  Students will gather in the Middle 

School Commons to await dismissal.  Each student must report to his/her Advisor before 

leaving school. 
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Once all students have been picked up, each Advisor must turn in the sign-out sheet to the MS 

assistant.  It is imperative that the School have the information necessary to answer any 

questions with regard to the dismissal of each and every student.  The Division Head will 

remain at school until all students have been picked up. 

 

UPPER SCHOOL  

1. The Division Head will make an announcement via the PA system for all students and 

faculty to assemble in the theater.  Parents will be notified via the Parent Reach System. 

2. At the assembly, the Division Head will notify students and faculty of the following: 

• The nature of the situation 

• Any bus information available 

• The need for advisors to speak with parents to confirm students’ transportation 

arrangements home 

• The location of designated telephone stations for each advisor/advisee group 

3. Advisors will note the transportation plan for each student on Emergency Dismissal 

Attendance Sheets provided by the Main Office.  (Another faculty member will be 

appointed to take charge if an advisor is absent.) 

4. Students may not change their transportation plan once it has been made and recorded. 

5. Each advisor supervises the calling procedure and personally speaks to a parent or 

emergency contact person. 

6. Advisors turn in completed sheets to the Division Head. 

7. Students unaccounted for are checked against the daily attendance sheet and the sign-

out sheet, and finally by a telephone check at home.  The telephone check will be made 

by the Upper School receptionist, or by the assistant to the Head of Upper School. 

8. An administrator remains on duty until the last student has departed. 

 

Emergency Action – Student Release 

Certain situations may involve releasing students from school or relocating them at a time 

when parents expect their children to be at the school site.  Student release will be 

implemented by a school administrator in times of extreme emergency that warrant its 
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execution.  Whenever possible, it is preferred that students remain at school during the 

academic day. 

 

        

Four Steps for Staff 
1. At REQUEST TABLE, verify parent ID 

and authorization. 
2. Direct parent to RELEASE TABLE; 

radio or send runner for student. 
3. At RELEASE TABLE, verify Student 

Request Form is signed. 
4. Release student to custody or authorized 

adult. 

Four Steps for Parents 
1. Fill out Student Request Form. 
2. Show photo ID at REQUEST 

TABLE. 
3. Move to RELEASE TABLE to wait 

for student. 
4. Leave campus immediately after 

student is released to your custody. 

Incident Commander (Head of School/Division Head) Actions: 

♦ Set up Incident Command Post (ICP). 

♦ Notify staff of school evacuation and communicate that this is not a drill. 

♦ Designate the Student Assembly Area or direct teachers to a pre-designated spot.  

During building evacuations, the Lower School assembles on the turf field by the south 

entrance to campus; the Middle School assembles on the baseball field east of the MS 

building; and the Upper School assembles on the hockey field east of the US building. 

♦ Analyze situation; re-evaluate evacuation spot to determine if students should be 

moved. 

♦ Determine medical and assistance needs after population assessment.  Determine 

search and rescue needs. 

♦ Reassess as situation changes.  Reassign emergency teams as needed. 

♦ Keep staff informed as to status of missing students. 

Teacher and Staff Actions: 

♦ Evacuate students to designated area, with students grouped as determined by campus 

or school site. 

♦ Take roll by distributing pre-labeled nametags to each student. 

♦ Report population assessment to HOS/Div Hd by holding up green or red card.  Mark 

undistributed nametags with student status beside name: 
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A = Absent  

U = Missing/Unaccounted 

M = Medical; student taken to the First 

Aid station 

♦ Send undistributed nametags to the Student Request Table. 

♦ Organize students.  Monitor students’ medical and emotional condition. 

♦ Extra staff should partner for other assigned duties; report to Command Post. 

Team Assignments 

Student Release Team 

♦ Take supplies to designated Request/Release Table locations. 

♦ Set out tables at least 20 feet apart to reduce crowding.  For large student body, 

establish several lines at the Request Table for speedier processing. 

♦ Post signs and set out file boxes of Student Emergency Cards for each line. 

♦ Identify volunteer runners and review where to find students. 

♦ Wear identifying vests or hats. 

♦ Distribute clipboards with Student Request Forms to parents in line. 

♦ Set out white board for special instructions and parent requests. 

♦ Pull cards of absent, injured, and missing students.  Note status on those cards and file 

at back of file box. 

Traffic Controller (Staff members and/or parent volunteers): 

♦ Set out parking area directional signs and enlarged site map with walking path 

designated for parents picking up students. 

♦ Set out traffic cones to barricade off parking for emergency vehicles. 

♦ Maintain order in parking areas; direct cars away from areas for emergency vehicles. 

♦ Report to Incident Command Post any crowd control issues in parking lot and on 

school grounds. 

♦ For schools with no room for parent parking and turnaround, develop a procedure that 

enables students to be released directly to the authorized adult’s vehicle. 

Parent Information Representative (Staff or trained volunteer): 

♦ Provide information about student release procedures to parents. 

♦ Maintain white board with special information. 

♦ Learn which students need medical attention and attempt to locate their parents. 
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Crisis Intervention Counselor (Health practitioner) 

♦ Maintain order at Student Request Table; calm agitated parents and students. 

♦ Facilitate delivery of information to parents of students with special circumstances (e.g. 

missing, injured, deceased). 

♦ Escort parents to First Aid Station to reunite with injured students. 

Runners (Staff, students, and/or parent volunteers - number depends on size of campus) 

♦ Take Student Request Form to Student Assembly Area to find requested student.  

Alternatively, a walkie-talkie may be used to request a student from the Assembly 

Area. 

♦ Retrieve student and escort him/her to Student Release Table -OR- return to Student 

Request Table with status information on those who are not in the Student Assembly 

Area. 

Emergency Action – Take Cover 
TAKE COVER is implemented when it is necessary to move to and take refuge in the best-

shielded areas within the school buildings.  It is appropriate for, but not limited to, the 

following:  

♦ Actual enemy attack or imminent threat of attack 

♦ Severe windstorm with little or no warning 

Enemy Attack 

Announcement: 

1. A three (3) minute undulating siren tone will sound for schools near an Attack Warning 

Siren. 

2. If not near an Attack Warning Siren, make the following announcement in person 

directly or over the school public address system: 

Example: "Attention please.  (Pause)  TAKE COVER (Pause) TAKE COVER.  (Pause)  

TAKE COVER (Pause) Enemy attack imminent." 

3. Sound continuing short buzzer or bell signals. 

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

Natural Disasters 
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Announcement: 

1. Make the following announcement in person directly or over the school public address 

system: Example: "Attention please.  (Pause)  TAKE COVER (Pause) TAKE COVER.  

(Pause)  TAKE COVER (Pause) Severe windstorm imminent." 

2. Sound continuing short buzzer or bell signals. 

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

Division Head/Site Administrator Actions: 

♦ Give clear instructions, remain calm, and convey reassurance. 

♦ When clearance is received from appropriate agencies, give another ACTION 

instruction or the ALL CLEAR to indicate that the normal school activities can resume. 

♦ Send home with students for their parents/guardians a brief written description of the 

emergency, how it was handled and, if appropriate, what steps are being taken in its 

aftermath. 

Emergency Responses 

This section establishes procedures to be followed that will minimize or nullify the effects of the 

40 emergencies listed below.  The response procedures are intended primarily as a ready reference 

for all staff to be studied and practiced prior to the occurrence of an emergency. 

The emergencies outlined in this section are: 

1. Accident at School   95 
2. Air Pollution Alert   96 
3. Allergic Reaction   96 
4. Animal Disturbance   98 
5. Biological Agent Release  98 
6. Bomb Threat  101 
7. Bus Accident  104 
8. Chemical Accident (offsite) 105             
9. Chemical Accident (onsite) 106 
10. Civil Disobedience  108 
11. Criminal Act 109 
12. Death of a Student 110 
13. Death of a Staff Member  112 
14. Dirty Bomb  113 
15. Explosion 115 
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16. Fire (offsite) 116 
17. Fire (onsite) 117 
18. Gas Odor/Leak 119 
19. Hazardous Materials  120 
20. Hostage Situation 121 
21. Intruder 122 
22. Irrational Behavior 123 
23. Kidnapping 124 
24. Medical Emergency 125 
25. Missing Student 127 
26. Motor Vehicle Crash 128 
27. Pandemic Influenza 129 
28. Poisoning / Contamination 121 
29. Public Demonstration 132 
30. Sexual Assault  133 
31. Shooting 134 
32. Storm/Severe Weather 135 
33. Student Riot 137 
34. Suicide Attempt 138 
35. Suspicious Package 139 
36. Terrorist Attack/War 143 
37. Threat Level Red 143 
38. Threats/Assaults 144 
39. Utility Failure 146 
40. Weapon 147 
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Incidents of Violence at King 

Several of the following emergency scenarios involve an incident of violence at King.  When 

such an emergency occurs, it is essential that the safety and welfare of students and staff be 

addressed.  This includes support and counseling immediately and in the longer term.  The 

guidelines below should be followed by the Division Head and other key personnel. 

Within 24 Hours 

□ Gather the facts 

□ Ensure appropriate intervention to minimize additional injury 

□ Set up an Emergency Operations Center, if appropriate 

□ Contact the Campus Office to report the critical incident 

□ Assess the need for support and counseling for those directly and indirectly involved 

□ Manage the media ( Dir M&C/Division Head) 

□ Set up a recovery room 

□ Provide factual information to staff, students, and the school community 

□ Ensure that the privacy of students and staff is maintained 

□ Organize assistance such as transport home 

Within 48-72 Hours 

□ Debrief all relevant persons 

□ Arrange counseling as needed 

□ Provide opportunities for staff and students to talk about the incident 

□ Continue to provide updates to staff, students, and the school community 

□ Act quickly and appropriately to dispel rumors 

□ Restore normal functioning as soon as possible 

□ Where necessary, make arrangements to cover classes, arrange leave, and employ 

temporary substitute teachers 

Within the First Month 

□ Note student and staff behavioral changes such as reports that individuals cannot sleep, 

uncharacteristic difficulty coping with work, and/or easily agitated.  Where these occur, 

encourage referral to appropriate support services 

□ Maintain school contact with hospitalized students and staff 
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1.  Emergency Response – Accident at School 

Whether an accident is unintentional and results in minor injury or is the result of aggressive 

behavior at King, it is important to complete a written report of the incident.   

Staff Actions: 

♦ Report accident to Division Head and school office. 

♦ Provide for immediate medical attention, including performing necessary life-

sustaining measures (CPR, etc.), and calling 911, if necessary, until trained Emergency 

Medical Services technicians arrive. 

♦ For relatively minor events, take students to school office or school nurse for 

assistance. 

♦ Complete an Accident Report or Behavioral Incident Report to document what 

occurred. 

Division Head/Site Administrator Actions: 

♦ Provide appropriate medical attention.  Call 911, if needed. 

♦ Contact parents/guardians as appropriate to seek appropriate follow-up services, if 

needed. 

Other Preventative/Supportive Actions: 

♦ Post general procedures in the clinic explaining when parents are to be notified of 

minor mishaps. 

♦ Provide staff with a one-page list of emergency procedures in case of an accident or 

injury on the playground or in the building (e.g., First Aid Manual, Bloodborne 

Pathogen Program). 

♦ Provide each teacher with information about students in his/her classroom having 

special medical or physical needs; such conditions might include allergies, fainting, 

seizures, or diabetes; include procedures that the teacher may follow in these specific 

emergencies. 

Additional Steps for the School: 

♦   

♦   

♦   
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2.  Emergency Response – Air Pollution Alert 

Severe air pollution may affect students and staff who are susceptible to respiratory problems. 

Division Head/Site Administrator Actions: 

♦ Develop and maintain a file of students and staff who have or are susceptible to 

respiratory problems.  The file should contain data on the location of such persons at 

different times during the day. 

♦ Meet with physical education teachers and other teachers directing strenuous activity 

programs and determine alternate programs available during an air pollution episode. 

♦ When notified by the campus office or news media of a smog advisory, inform all staff 

to stay indoors and minimize physical activity. 

♦ Cancel all athletic competitions and practices and any other activities that require 

strenuous physical activity such as marching band, pep squad, soccer, etc. 

♦ Instruct employees to minimize strenuous physical activity. 

♦ Cancel any events that require the use of vehicles. 

♦ Urge staff and high school students to minimize use of vehicles. 

Staff Actions: 

♦ Remain indoors with students. 

♦ Minimize physical activity. 

♦ Keep windows and doors closed. 

♦ Resume normal activities after the All Clear signal is given. 

Additional Steps for the School: 

♦   

♦   

♦   

3.  Emergency Response – Allergic Reaction 

There are many types of medical conditions that may trigger an allergic reaction, among them 

anaphylactic shock, diabetes, and sickle cell anemia.  Possible symptoms of an allergic 

reaction include skin irritation or itching, rash, hives, nasal itching or sneezing, localized 

swelling, swollen tongue, restlessness, sweating, fright, shock, shortness of breath, vomiting, 
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cough, and hoarseness.  School nurses have a specialized health care plan for certain 

conditions and should be contacted for any sign of allergic reaction. 

Staff Actions: 

♦ If imminent risk, call 911. 

♦ Send for immediate help (First Aid, CPR, medical) and medication kit (for known 

allergies). 

♦ Notify Division Head. 

♦ Assist in getting “Epi” (Epinephrine) pen for individuals who carry them (usually in 

backpack), and prescription medications (kept by school nurse). 

♦ If an insect sting, remove stinger immediately, if possible. 

♦ Assess situation and help student/staff member to be comfortable. 

♦ Do not move student or adult unless it is dangerous to leave them where they are. 

Division Head/Site Administrator Actions: 

♦ If imminent risk, call 911 (always call 911 if using an “Epi” pen). 

♦ Notify parent or guardian. 

♦ Administer medication, by order of a doctor, if appropriate; apply ice pack to affected 

area, keep victim warm or take other actions as indicated. 

♦ Observe for respiratory difficulty. 

♦ Attach a label to the person’s clothing indicating: time & site of insect sting or food 

ingested, name of medicine, dosage, and time administered. 

Other Preventative/Supportive Actions: 

♦ Keep an “Epi” pen in the school office and notify staff as to location. 

♦ Emergency health cards should be completed by parents for each child and should be 

easily accessible by school personnel. 

♦ Provide bus drivers with information sheets for all known acute allergic reactors. 

Additional Steps for the School: 

♦   

♦   

♦   
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4.  Emergency Response – Animal Disturbance 

Implement this procedure when any wild, rabid, or uncontrollable animal threatens the safety 

of the students and staff. 

Division Head/Site Administrator Actions: 

♦ Isolate the students from the animal.  Close doors and windows as a means to isolating 

the animal. 

♦ If the animal is outside, keep students inside and institute a LOCKDOWN. 

♦ If the animal is inside, initiate an EVACUATION outside to a protected area away 

from the animal. 

♦ Contact the local Humane Society or Animal Control for assistance in removing the 

animal. 

♦ If the animal injures anyone, seek medical assistance from the school nurse. 

♦ Notify parent/guardian and recommended health advisor. 

Staff/Teacher Actions: 

♦ If the animal is outside, keep students inside.  Lock doors and keep students away from 

the windows. 

♦ If the animal is inside, EVACUATE students to a sheltered area away from the animal. 

♦ Notify the division head if there are any injuries. 

Additional Steps for the School: 

♦   

♦   

♦   

5.  Emergency Response – Biological Agent Release 

This is an incident involving the discharge of a biological substance in a solid, liquid, or 

gaseous state.  Such incidents may include the release of radioactive materials.  A biological 

agent can be introduced through: 

• Postal mail, via a contaminated letter or package 

• A building’s ventilation system 

• A small explosive device to help it become airborne 

• A contaminated item such as a backpack, book bag, or other parcel left unattended 
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• The food supply 

• Aerosol release (for example, with a crop duster or spray equipment) 

Defense against biological release (e.g. anthrax, smallpox, plague, etc.) is difficult because 

symptoms usually appear after some time has lapsed.  Indicators that may suggest the release 

of a biological or chemical substance include multiple victims suffering from: watery eyes, 

choking or breathing difficulty, twitching, or the loss of coordination.  Another indicator is the 

presence of distressed animals or dead birds.  Determine which scenario applies and 

implement the appropriate response procedures. 

Release outside the Building 

Staff/Teacher Actions: 

♦ Notify division head. 

♦ Move students away from immediate vicinity of danger (if outside, implement 

REVERSE EVACUATION). 

♦ Segregate individuals who have been topically contaminated by a liquid from 

unaffected individuals.  Send affected individuals to a designated area for medical 

attention. 

♦ Follow standard student assembly, accounting, and reporting procedures. 

Division Head/Site Administrator Actions: 

♦ Initiate SHELTER IN PLACE. 

♦ Shut off HVAC units. 

♦ Move to central location where windows and doors can be sealed with duct tape. 

♦ Call 911.  Provide location and nature of the emergency and school actions taken. 

♦ Notify Head of School of the situation. 

♦ Turn on a battery-powered commercial radio and listen for instructions. 

♦ Complete the Biological and Chemical Release Response Checklist. 

♦ Remain inside the building until the Department of Health or Fire Department 

determines it is safe to leave. 

♦ Arrange for psychological counseling for students and staff. 
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Release inside the Building 

Staff/Teacher Actions: 

♦ Notify division head or site administrator. 

♦ Segregate individuals who have been topically contaminated by a liquid from 

unaffected individuals. 

♦ Implement EVACUATION or OFF-SITE EVACUATION, as appropriate.   

♦ Send affected individuals to a designated area for medical attention. 

♦ Follow standard student assembly, accounting, and reporting procedures. 

♦ Prepare a list of those who are in the affected area to provide to emergency response 

personnel. 

Division Head/Site Administrator Actions: 

♦ Initiate EVACUATION of building or OFF-SITE EVACUATION to move students 

away from immediate vicinity of danger. 

♦ Move up-wind from the potential danger. 

♦ Call 911.  Provide exact location and nature of emergency. 

♦ Designate security team to isolate and restrict access to potentially contaminated areas. 

♦ Wait for instructions from emergency responders-- Health or Fire Department. 

♦ Notify Head of School of the situation. 

♦ Complete the Biological and Chemical Release Response Checklist. 

♦ Wait to return to the building until it has been declared safe by local HazMat or 

appropriate agency. 

Those Who Have Direct Contact With Biological Agent: 

♦ Wash affected areas with soap and water. 

♦ Immediately remove and contain contaminated clothing. 

♦ Do not use bleach on potentially exposed skins. 

♦ Remain in safe, but separate area, isolated from those who are unaffected, until 

emergency response personnel arrive. 

Additional Steps for the School: 

♦   

♦   
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♦   

6.  Emergency Response – Bomb Threat 
In the event that the school receives a bomb threat by telephone, follow the Bomb Threat 

Checklist on the next page to document information about the threat.  Keep the caller on the 

telephone as long as possible and listen carefully to all information the caller provides.  Make 

a note of any voice characteristics, accents, or background noises and complete the Bomb 

Threat Report as soon as possible. 

Person Receiving Threat by Telephone: Telephone Bomb Threats 
• Remain calm/courteous. 
• Read phone’s visual display. 
• Listen, don’t interrupt. 
• Keep caller talking.  Pretend hearing 

difficulty. 
• Notice details: background noises, 

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

Call 911 

♦ Listen.  Do not interrupt caller. 

♦ Keep the caller on the line with statements 

such as "I am sorry, I did not understand you.  

What did you say?” 

♦ Alert someone else by prearranged signal to 

notify the telephone company to trace the call 

while the caller is on the line. 

♦ Notify site administrator immediately after completing the call. 

♦ Complete the Bomb Threat Checklist. 

Person Receiving Threat by Mail: 

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

it. 

♦ Limit handling of item by immediately placing it in an envelope so that fingerprints 

may be detected.  Written threats should be turned over to law enforcement. 

♦ Caution students against picking up or touching any strange objects or packages. 

♦ Notify Division Head or site administrator. 

Division Head/Site Administrator Actions: 

♦ Call 911. 

♦ If the caller is still on the phone, contact the phone company to trace the call.  Tell the 

telephone operator the name of school, name of caller, phone number on which the 

bomb threat came in.  This must be done quickly since the call cannot be traced once 

the caller has hung up. 
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♦ Instruct staff and students to turn off any pagers, cellular phones, or two-way radios.  

Do not use those devices during this threat since explosive devices can be triggered by 

radio frequencies. 

♦ Determine whether to evacuate the threatened building and adjoining buildings.  If the 

suspected bomb is in a corridor, modify evacuation routes to bypass the corridor. 

♦ Use the intercom, personal notification by designated persons, or the PA system to 

evacuate the threatened rooms. 

♦ If it is necessary to evacuate the entire school, use the fire alarm. 

♦ Notify the Head of School of the situation. 

♦ Direct a search team to look for suspicious packages, boxes, or foreign objects. 

♦ Do not return to the school building until it has been inspected and determined safe by 

proper authorities. 

♦ Avoid publicizing the threat any more than necessary. 

Search Team Actions: 

♦ Use a systematic, rapid, and thorough approach to search the building and surrounding 

areas. 

♦ Check classrooms and work areas, public areas (foyers, offices, bathrooms, and 

stairwells), unlocked closets, exterior areas (shrubbery, trashcans, debris boxes) and 

power sources (computer rooms, gas valves, electric panels, telephone panels). 

♦ If suspicious item is found, make no attempt to investigate or examine object. 

Staff/Teacher Actions: 

♦ Evacuate students as quickly as possible, using primary or alternate routes. 

♦ Upon arrival at the designated safe site, take attendance.  Notify the Division Head/site 

administrator of any missing students. 

♦ Do not return to the building until emergency response officials determine it is safe. 

Additional Steps for the School: 

♦   

♦   

♦   



 
Bomb Threat Checklist 

To be completed by person receiving the call 

CALL RECEIVED BY:    DATE/TIME  

REMAIN CALM!  Notify other staff by prearranged signal while caller is on the line.  Listen.  Do 

not interrupt the caller.  Ask: 

1. What time is the bomb set for?     

2. Where has it been placed?     

3. What does it look like?     

4. Why are you doing this?     

5. Who are you?     

Words used by caller:    

    

Description of caller:  �� Male  �� Female  � Adult  �� Juvenile 

Estimate age of caller:   Other notes: _________________________ 

Voice characteristics:  �� Loud  �� Soft  � Deep � High Pitched 

 �� Raspy  �� Pleasant  �� Intoxicated  �� Nasal 

 Other    

Speech:  �� Rapid  �� Slow  �� Disguised  �� Normal 

 �� Laughing  �� Slurred  �� Lisp  �� Stutter 

 Other   

Manner:  �� Calm  �� Angry  �� Irrational   �� Excited 

 �� Coherent  �� Incoherent  �� Deliberate   �� Crying 

 �� Emotional  �� Righteous  �� Laughing   �� Foul 

Language:  �� Excellent  �� Good  �� Fair   � Poor 

 Use of certain phrases: __________________________________ 

Accent:  �� Local  �� Foreign  �� Regional 

 Other ________________________________________________ 

Background Noises:  �� Airplane  �� Animals  �� Industrial Machines 

 �� Static  �� Motors  �� Office Machines 

 �� Quiet  �� Music  �� Party Scene 

 �� Street Traffic � Trains  �� PA System 

 �� TV  �� Voices  �� Other ________________ 
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7.  Emergency Response – Bus Accident 

Each school should maintain a folder for each bus serving the school.  This folder should 

contain rosters, including an emergency telephone number for each student assigned to ride the 

bus.  The teacher in charge of a special activity trip should prepare trip bus folders; one copy 

of the student emergency contact information should be placed in the trip folder and a second 

copy should accompany the teacher on the trip.  Bus drivers may need to make spontaneous, 

independent decisions, based on the nature of the emergency, age of children, location of bus, 

and other unique circumstances. 

Bus Driver: 

♦ Turn off power, ignition, and headlights.  Use safety lights, as appropriate. 

♦ Evaluate the need for evacuation. 

♦ Remain with the vehicle.  Notify Connecticut State Police. 

Staff Actions at the Scene: 

♦ Call 911, if warranted. 

♦ Notify division head. 

♦ Implement basic first aid until emergency medical services and/or law enforcement 

arrives and takes charge of the emergency. 

♦ Move all uninjured students to a safe distance from the accident. 

♦ Document the names of all injured students and their first aid needs. 

Division Head/Site Administrator Actions: 

♦ Notify law enforcement. 

♦ Notify parents/guardians of all students on the bus as soon as accurate information is 

available. 

♦ Designate a school staff representative to proceed to any medical treatment facility to 

which an injured student has been taken to assist parents and provide support to 

students, as appropriate. 

♦ Notify school community about the incident and status of injured students and/or staff.  

Prepare news release for media, if appropriate. 
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Flood during bus trip 

Bus Driver Actions: 

♦ Do not drive through flooded streets and/or roads. 

♦ Take an alternate route or wait for public safety personnel to determine safe route. 

♦ If the bus is disabled, stay in place until help arrives. 

♦ Contact the school administrator and bus dispatch to report location and condition of 

students and the bus. 

♦ Do not attempt to cross bridges, overpasses, or tunnels that may have been damaged. 

♦ Account for all students and staff throughout the emergency. 

Additional Steps for the School: 

♦   

♦   

♦   

8.  Emergency Response – Chemical Accident (Off-Site) 
Chemical accidents could result from a transportation accident or an industrial spill, involving 

large quantities of toxic material. 

Person Discovering Spill: 

♦ Alert others in immediate area to leave the area. 

♦ Notify division head/site administrator. 

♦ DO NOT eat or drink anything or apply cosmetics. 

Division Head/Site Administrator Actions: 

♦ Notify Fire Department and the Department of Public Health.  Provide the following 

information: 

• School name and address, including nearest cross street(s) 

• Location of the spill and materials released, if known 

• Characteristics of spill (color, smell, visible gases) 

• Name of substance, if known 

• Injuries, if any 

♦ Notify Maintenance/Building and Grounds Manager to shut off mechanical ventilating 

systems. 

Facility Support Services LLC 105 King Low Heywood Thomas 
2685 State Street, Hamden, CT   1450 Newfield Street, Stamford, CT 
Proposal #37308   Emergency Management and  
  Response Plan 



 
♦ Determine whether to implement SHELTER IN PLACE, EVACUATION, and/or 

student release. 

♦ Notify Head of School of status and location of evacuation site, if different than usual. 

Staff/Teacher Actions: 

♦ If SHELTER-IN-PLACE, close all doors and windows, shut off ventilation, and 

monitor the radio.  If necessary, use tape, rags, clothing, or any other available material 

to seal air leaks. 

♦ If you believe that gas is entering the classroom, protect everyone with a wet cloth or 

towel over the mouth and nose.  Have everyone breathe in short, quick shallow breaths.  

Exit to a nearby safe area, take attendance, and notify the division head/site 

administrator of your new location and any students that may be missing.  Make sure to 

close doors and windows behind you to minimize spread/leak. 

♦ If EVACUATION is implemented, direct all students to report to nearest designated 

building or assembly area. 

♦ Upon arrival at safe site, take attendance to be sure all students have been evacuated 

and accounted for.  Notify division head/site administrator of any missing students. 

Additional Steps for the School: 

♦   

♦   

♦   

9.  Emergency Response – Chemical Accident (On-Site) 
This incident could be the result of spilled cleaning chemicals within the school building, in 

the school lab, a material a student brings to school, or a broken gas main.  Any such accidents 

could endanger the students and staff.  Hazardous material spills may occur inside a building, 

such as a spill in a chemistry lab. 

Person Discovering Spill: 

♦ Alert others in immediate area to leave the area. 

♦ Close doors and restrict access to affected area. 

♦ Notify division head/site administrator. 

♦ DO NOT eat or drink anything or apply cosmetics. 
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Division Head/Site Administrator Actions: 

♦ Notify Fire Department and the Department of Public Health.  Provide the following 

information: 

• School name and address, including nearest cross street(s) 

• Location of the spill and/or materials released 

• Characteristics of spill (color, smell, visible gases) 

• Name of substance, if known 

• Injuries, if any 

• Your name and telephone number 

♦ Notify Maintenance/Building and Grounds Manager to shut off mechanical ventilating 

systems. 

♦ If necessary, proceed with school EVACUATION using primary or alternate routes, 

avoiding exposure to the chemical fumes. 

♦ Notify Head of School of status and location of evacuation site, if different than usual. 

♦ Send home with students, for their parents/guardians, a brief written description of the 

emergency, how it was handled, and, if appropriate, what steps are being taken in its 

aftermath. 

Staff/Teacher Actions: 

♦ If EVACUATION is implemented, direct all students to report to nearest designated 

building or assembly area.  Take class roster, emergency backpack, and student kits.  

Check that all students have left the building. 

♦ Students are not to be left unattended at any time during the evacuation process. 

♦ Students are to remain quiet during evacuation. 

♦ Upon arrival at evacuation site, take roll and report attendance to division head 

immediately.  Notify emergency response personnel of any missing students. 

♦ Do not return to the building until emergency response personnel have determined it is 

safe. 

Additional Steps for the School: 

♦   

♦   
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♦   

10.  Emergency Response – Civil Disturbance 
A civil disturbance is an unauthorized assemblage on the school grounds with the intention to: 

o disrupt school activities; 

o cause injury to staff and students; and/or 

o damage property. 

Precautionary measures must be taken to keep school personnel and students from undue 

exposure to danger.  Efforts should be made to remain calm, avoid provoking aggression, and 

to keep students in their classrooms. 

Inside School 

Staff/Teacher Actions: 

♦ Report disruptive circumstances to division head/site administrator. 

♦ Avoid arguing with participant(s). 

♦ Have all students and employees leave the immediate area of disturbance. 

♦ Lock doors.  Account for all students and remain in classroom unless instructed 

otherwise by the division head or law enforcement. 

♦ Stay away from windows and exterior doors. 

Division Head/Site Administrator Actions: 

♦ If the students are engaging in civil disobedience, keep the students confined to one 

room in the school building. 

♦ Set up a communication exchange with the students, staff, and division head.  Try to 

restore order. 

♦ If unable to calm students, and violent or uncontrolled behavior is difficult to quell, 

notify police of situation and request assistance. 

♦ Send home with students for their parents/guardians a brief written description of the 

emergency, how it was handled and, if appropriate, what steps are being taken in its 

aftermath. 

Outside of School 

Division Head/Site Administrator Actions: 

♦ Call 911. 
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♦ Move any students who are outside into the school building.  If unable to do so, have 

students lie down and cover their heads. 

♦ Once students are in the school building, lock and secure all exterior doors, including 

restrooms.  Have custodians remove trash containers and other burnable items from 

public access. 

♦ Cancel all outside activities. 

♦ Maintain an accurate record of events, conversations, and actions. 

♦ Assign staff members to assist nurse as necessary. 

Staff/Teacher Actions: 

♦ Close and lock classroom doors.  Close all curtains and blinds.  Keep students away 

from windows and take precautions to protect them from flying glass in the event 

windows are broken. 

♦ Instruct students to DUCK AND COVER, lie on the floor and keep students calm. 

♦ Care for the injured, if any. 

♦ Remain with students within locked classrooms until all clear is given, regardless of 

bells and the school schedule. 

Additional Steps for the School: 

♦   

♦   

♦   

11.  Emergency Response – Criminal Act 

Criminal acts at King may vary from theft to rape.  Sexual assault and threats are covered 

separately, later in this section. 

Division Head/Site Administrator Actions: 

♦ Notify police (dial 911). 

♦ Identify all parties involved (if possible).  Identify witnesses, if any. 

♦ Preserve the crime scene.  With the exception of rescue personnel, deny access to the 

immediate area until police arrive.  Police officials will coordinate activities within the 

crime scene and release the area to the school administrator when finished. 
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♦ If an individual is armed with a weapon, USE EXTREME CAUTION.  Do not attempt 

to remove the weapon from his/her possession.  Allow police to do so. 

♦ If the incident involves a student, notify the parents or guardians. 

♦ Question the victim with another staff member present.  Focus on the information 

necessary to pursue disciplinary action against the perpetrators. 

♦ Let trained police obtain specific details about the crime, following student interview 

protocols. 

Staff/Teacher Actions: 

♦ Care for the victim.  Provide any medical attention needed. 

♦ Preserve the crime scene.  With the exception of rescue personnel, deny access to the 

immediate area until police arrive 

Additional Steps for the School: 

♦   

♦   

♦   

12.  Emergency Response – Death of a Student 
A student’s death may be the result of a suicide, homicide, car accident, illness, or other 

causes.  It may have a profound affect on the school and may be one of the most difficult 

situations an administrator will face.  A communications strategy developed in advance of 

such tragedy will help the administrator know what to say to the student’s family and the 

school community. 

Division Head/Site Administrator Actions: 

♦ Call the campus office.  Verify the death and obtain as much information about it as 

possible. 

♦ Contact the student’s family or visit the home to offer condolence and support.  Obtain 

information about the funeral/memorial service.  Respect their wishes. 

♦ Protect the privacy of the family; the school neither gives nor confirms information to 

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

teachers and staff members are informed about the occurrence.  Notify teachers prior to 

notification of students. 

♦ Meet with front line staff/crisis team as soon as possible so that everyone understands 

the response plan. 

♦ Determine whether additional resources are needed and make appropriate requests. 

♦ Schedule a staff meeting as soon as possible to share the details that are known, review 

procedures for the day and discuss the notification of students, availability of support 

services, and the referral process for students and staff who want or need counseling 

support and assistance. 

♦ Develop a plan for notifying other students and sharing information about availability 

of support services.  Do not use the public address system. 

♦ Go to each of the student’s classes and notify his/her classmates in person. 

♦ Prepare a parent/guardian information letter and distribute it to students at the end of 

the day. 

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

appropriate support needed after leaving school.  Offer assistance to parents of 

impacted students.  If necessary, designate areas for crisis team/community resource 

persons to meet with affected students. 

♦ Make arrangements with the family to remove the student’s personal belongings from 

the school. 

♦ Meet with your staff/crisis team to evaluate the response and determine what additional 

resources might be needed.  Thank all those who assisted. 

Staff/Teacher Actions: 

♦ Allow students who wish to meet in counseling office or other appropriate place to do 

so.  Encourage students to report any other students who might need assistance.  

Arrange with facilitator/counselor to individually escort each student to the counseling 

support site. 

Additional Steps for the School: 

♦   
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♦   

♦  

13.  Emergency Response – Death of a Staff Member 
A reported death or serious illness among the school community may have a profound affect 

on students and staff alike. 

Division Head/Site Administrator Actions: 

♦ Verify the death and obtain as much information about it as possible.  

♦ Protect the privacy of the family; the school neither gives nor confirms information to 

the media or others without consent. 

♦ If the death occurred in the evening or weekend, implement the staff phone tree so that 

teachers and staff members are informed about the occurrence.  Notify teachers prior to 

notification of students. 

♦ Contact the deceased’s family to offer condolence and support.  Obtain information 

about the funeral/memorial service.  Respect the wishes of the family. 

♦ Meet with front line staff/crisis team as soon as possible so that everyone understands 

the response plan. 

♦ Determine whether additional resources are needed and make appropriate requests. 

♦ Develop a plan for notifying students and sharing information about availability of 

support services.  Do not use the public address system. 

♦ Schedule a staff meeting as soon as possible to share the details that are known, review 

procedures for the day and discuss the notification of students, availability of support 

services and the referral process for staff who want or need support and assistance. 

♦ Facilitate classroom and small group discussions for students. 

♦ Prepare a parent/guardian information letter and distribute it to students at the end of 

the day. 

♦ Determine who from the decedent’s family will secure the personal belongs.  Make 

arrangements to remove the personal belongings from the school after school hours.  

Do not clean out personal belongings in the presence of students or staff. 

♦ Meet with your staff/crisis team to debrief at the end of the day and determine what 

additional resources might be needed. 

Facility Support Services LLC 112 King Low Heywood Thomas 
2685 State Street, Hamden, CT   1450 Newfield Street, Stamford, CT 
Proposal #37308   Emergency Management and  
  Response Plan 



 
♦ Thank all those who assisted. 

♦ Continue to monitor staff and students for additional supportive needs. 

Additional Steps for the School: 

♦   

♦   

♦  

14.  Emergency Response – Dirty Bomb 
A dirty bomb is a mix of explosives, such as dynamite with radioactive powder or pellets, set 

off to scatter dust and smoke in order to produce radioactive contamination.  The main danger 

from a dirty bomb is from the explosion, which can cause serious injuries and property 

damage.  While the radioactive materials used in a dirty bomb are probably insufficient to 

create immediate serious illness, they can be dangerous to health if inhaled.  Low levels of 

radiation exposure do not cause noticeable symptoms.  Higher levels of radiation exposure 

may produce nausea, vomiting, diarrhea, and swelling and redness of the skin. 

Outside, close to the incident 

Division Head/Site Administrator Actions: 

♦ DO NOT MIX POPULATIONS.  For those outside at the time of the explosion, 

initiate REVERSE EVACUATION to a separate building or location.  Isolate them 

from those already inside.  Do not risk contamination of those inside at the time of the 

explosion. 

♦ Call 911.  Provide location and nature of the emergency and school actions taken. 

♦ Set up at least one decontamination station where students and staff may shower or 

wash with soap and water. 

♦ Prepare a list of those who are in the affected area to provide to emergency response 

personnel. 

♦ Turn on a battery-powered commercial radio and listen for instructions. 

♦ Notify Head of School of the situation, if not already known. 

♦ Arrange for medical attention for those injured by the explosion. 

♦ Arrange for psychological counseling for students and staff. 
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Staff/Teacher Actions: 

♦ Cover nose and mouth with a cloth to reduce the risk of breathing in radioactive dust or 

smoke. 

♦ Move students quickly to the closest suitable shelter to shield them from radiation.  

Keep them isolated from individuals inside at the time of the explosion.  Do not risk 

contamination of those who were not outside. 

♦ Avoid touching any objects thrown off by the explosion—they might be radioactive. 

♦ Follow standard student assembly, accounting, and reporting procedures. 

♦ Immediately remove outer layer of clothing and mouth cover and seal in a plastic bag, 

if available.  Removing outer clothes may get rid of up to 90% of radioactive dust.  Put 

plastic bag away from the population where others will not touch it until authorities 

provide further instructions. 

♦ Supervise decontamination station where students and staff may shower or wash with 

soap and water.  Do not come into contact with water runoff. 

♦ Do not return outside after decontamination.  Remain in safe area, isolated from those 

who are unaffected, until emergency response personnel arrive.  

Inside, close to the incident 

Division Head/Site Administrator Actions: 

♦ DO NOT MIX POPULATIONS.  For those inside at the time of the explosion, initiate 

SHELTER IN PLACE procedures.  Turn off HVAC system. 

♦ Move to central location where windows and doors can be sealed with duct tape. 

♦ Call 911.  Provide location and nature of the emergency and school actions taken. 

♦ Turn on a battery-powered commercial radio and listen for instructions. 

♦ Notify Head of School of the situation, if not already aware. 

♦ Remain inside the building until the Department of Health or Fire Department 

determines it is safe to leave. 

♦ Arrange for psychological counseling for students and staff. 

Staff/Teacher Actions: 

♦ Keep students calm.  Instruct students to DUCK and COVER. 

Facility Support Services LLC 114 King Low Heywood Thomas 
2685 State Street, Hamden, CT   1450 Newfield Street, Stamford, CT 
Proposal #37308   Emergency Management and  
  Response Plan 



 
♦ Turn off fans and air conditioning systems.  Seal windows and air vents with duct tape.  

Close all curtains and blinds. 

♦ Do not consume water or unpackaged food that was out in the open.  Wash the outside 

of any container before opening it. 

Additional Steps for the School: 

♦   

♦   

♦  

15.  Emergency Response – Explosion 
Emergency response will depend on the type of explosion (smoke bomb, chemical lab 

incident, etc.) and proximity to the school.  All students should be kept away from the 

explosion and under supervision. 

Division Head/Site Administrator Actions: 

♦ Determine whether site evacuation should be implemented.  If so, sound fire alarm.  

This will automatically implement action to EVACUATE the building.  

EVACUATION may be warranted in some buildings but others may be better off with 

SHELTER IN PLACE. 

♦ Notify Fire Department (call 911).  Provide school name, address, exact location within 

the building, your name and phone number and nature of the emergency. 

♦ Secure area to prevent unauthorized access until the Fire Department arrives. 

♦ Advise the Head of School of status. 

♦ Notify emergency response personnel of any missing students. 

♦ Notify utility company of breaks or suspected breaks in utility lines or pipes.  Provide 

school name, address, location within building, your name, and phone. 

♦ Direct a systematic, rapid, and thorough approach to search the building and 

surrounding areas.  Check classrooms and work areas, public areas (foyers, offices, 

bathrooms, and stairwells), unlocked closets, exterior areas (shrubbery, trashcans, 

debris boxes) and power sources (computer rooms, gas valves, electric panels, 

telephone panels). 
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♦ Determine if Student Release should be implemented.  If so, notify staff, students, and 

parents. 

♦ If damage requires the school to be closed, notify parents and staff of school status and 

alternate site for classroom instruction.  Do not return to the school building until it has 

been inspected and determined safe by proper authorities. 

Staff/Teacher Actions: 

♦ Initiate DROP, COVER, AND HOLD ON. 

♦ If explosion occurred inside the school building, EVACUATE to outdoor assembly 

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

fire-fighting equipment. 

♦ Check to be sure that all students have left the school site.  Remain with students 

throughout evacuation process. 

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

immediately. 

♦ Render first aid as necessary. 

♦ Do not return to the building until the emergency response personnel determine it is 

safe to do so. 

♦ If explosion occurred in the surrounding area, initiate SHELTER IN PLACE.  Keep 

students at a safe distance from site of the explosion. 

Additional Steps for the School: 

♦   

♦   

♦  

16.  Emergency Response – Fire (Offsite) 

A fire in an adjoining area, such as a woodland fire, can threaten the school building and 

endanger the students and staff.  Response actions are determined by location and size of the 

fire, its proximity to the school and the likelihood that it may endanger the school community. 

Division Head/Site Administrator Actions: 

♦ Determine if EVACUATION of school site is necessary. 
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♦ Contact local fire department (call 911) to determine the correct action for your school 

site. 

♦ If necessary, begin evacuation of school site to previously identified safe site using 

school evacuation plan.  If needed, contact bus dispatch for OFF-SITE EVACUATION 

and DIRECTED TRANSPORTATION by bus. 

♦ Direct an inspection of premises to assure that all students and personnel have left the 

building. 

♦ Monitor radio station for information. 

♦ Do not return to the building until it has been inspected and determined safe by proper 

authorities. 

Staff/Teacher Actions: 

♦ If students are to be evacuated, take attendance to be sure all students are present 

before leaving the building site. 

♦ Stay calm.  Maintain control of the students a safe distance from the fire and fire 

fighting equipment. 

♦ Take attendance at the assembly area.  Report any missing students to the division 

head/site administrator and emergency response personnel. 

♦ Remain with students until the building has been inspected and it has been determined 

safe to return to. 

Additional Steps for the School: 

♦   

♦   

♦  

17.  Emergency Response – Fire (Onsite) 

Should any fire endanger the students or staff, it is important to act quickly and decisively to 

prevent injuries and contain the spread of the fire.  All doors leading to the fire should be 

closed.  Do not re-enter the area for belongings.  If the area is full of smoke, students and 

employees should be instructed to crawl along the floor, close to walls, which will make 

breathing easier and provide direction.  Before opening any door, place a hand an inch from 

the door near the top to see if it is hot.  Be prepared to close the door quickly at the first sign of 
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fire.  All fires, regardless of their size, which are extinguished by school personnel, require a 

call to the Fire Department to indicate that the “fire is out.” 

Fire Within School Building 

Division Head/Site Administrator Actions: 

♦ Sound the fire alarm to implement EVACUATION of the building. 

♦ Immediately EVACUATE the school using the primary or alternate fire routes. 

♦ Notify the Fire Department (call 911). 

♦ Direct search and rescue team to be sure all students and personnel have left the 

building. 

♦ Ensure that access roads are kept open for emergency vehicles. 

♦ Notify Campus Office of situation. 

♦ Notify appropriate utility company of suspected breaks in utility lines or pipes. 

♦ If needed, notify bus dispatch for OFF-SITE EVACUATION by DIRECTED 

TRANSPORTATION. 

♦ Do not allow staff and students to return to the building until the Fire Department 

declares that it is safe to do so. 

Staff/Teacher Actions: 

♦ EVACUATE students from the building using primary or alternate fire routes. 

♦ Take emergency backpack and student kits.  Maintain control of the students a safe 

distance from the fire and fire fighting equipment. 

♦ Take attendance.  Report missing students to the division head/designee and 

emergency response personnel. 

♦ Maintain supervision of students until the Fire Department determines it is safe to 

return to the school building. 

Fire Near the School 

Division Head/Site Administrator Actions: 

♦ Notify the Fire Department (call 911).  The Fire Marshall will direct operations once 

on site. 

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

execute the actions above.  If not, continue with school routine. 
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Additional Steps for the School: 

♦   

♦   

♦  

18.  Emergency Response –Gas/Odor Leak 
All school personnel, including cafeteria managers and custodians, shall immediately report 

any gas odor or suspected gas leak to the division head.  If an odor is detected outside the 

building, it may not be necessary to evacuate. 

Staff/Teacher Actions: 

♦ Notify division head. 

♦ Move students away from immediate vicinity of danger. 

♦ Do not turn on any electrical devices such as lights, computers, fans, etc. 

♦ If odor is severe, leave the area immediately. 

♦ If the building is evacuated, take student attendance and report any missing students to 

Division Head/Site Administrator. 

Division Head/Site Administrator Actions: 

♦ If gas leak is internal, evacuate the building immediately. 

♦ Call 911. 

♦ Notify utility company. 

♦ Determine whether to move to alternate building location. 

♦ If extended stay outdoors in inclement weather, move students to partner school or 

contact bus company to shelter students on buses. 

♦ Do not return to the building until it has been inspected and determined safe by proper 

authorities. 

Additional Steps for the School: 

♦   

♦   

♦  
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19.  Emergency Response –Hazardous Materials 

The nature of the material and the proximity of the incident to the school site will determine 

which emergency ACTION should be implemented.  Police, Fire, or Public Health Department 

may order EVACUATION of the school.  See also BIOLOGICAL AGENT RELEASE and 

CHEMICAL ACCIDENT. 

Division Head/Site Administrator Actions: 

♦ Call 911, if necessary. 

♦ If there is a threat of airborne toxicity, shut-off ventilation system in affected area. 

♦ Initiate EVACUATION.  Any toxic cloud that can affect students in their classrooms 

would very likely affect them outside on the school grounds as well.  If evacuating by 

foot, move crosswind to avoid fumes, never upwind or downwind. 

♦ Isolate anyone suspected of being contaminated with a substance that could be 

transferred to others until public safety personnel carry out decontamination 

procedures. 

♦ If time is available, initiate DIRECTED TRANSPORTATION.  Move students and 

staff away from the path of the hazardous materials. 

♦ Notify Head of School. 

♦ Wait for instructions from emergency responders-- Health or Fire Department. 

♦ Do not allow the return of students to the school grounds or buildings until public 

safety officials declare the area safe. 

♦ Upon return to school, ensure that all classrooms are adequately aired. 

Staff/Teacher Actions: 

♦ Follow standard student assembly, accounting, and reporting procedures. 

♦ Report names of missing students to office. 

♦ Do not take unsafe actions such as returning to the building before it has been declared 

safe. 

Additional Steps for the School: 

♦   

♦   

♦  
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20.  Emergency Response –Hostage Situation 

Hostage situations may unfold rapidly in a variety of ways.  Events may range from a single 

perpetrator with a single hostage to several perpetrators with many hostages.  Specific actions 

by school staff will be limited pending arrival of law enforcement officers.  It is their 

responsibility to bring the situation to a successful conclusion.  When as much of the school 

has been evacuated as can be accomplished, school staff should focus on providing support as 

needed to the police department, communicating with parents, and providing counseling for 

students. 

Division Head/Site Administrator Actions: 

♦ Call 911.  Provide all known essential details of the situation: 

• Number of hostage takers and description 

• Type of weapons being used 

• Number and names of hostages 

• Any demands or instructions the hostage taker has given 

• Description of the area 

♦ Identify an assembly area for responding officers away from the hostage situation.  

Have school liaison wait at assembly area for police to arrive. 

♦ Protect building occupants before help arrives by initiating a LOCKDOWN or 

EVACUATION (or combination of both) for all or parts of the building. 

♦ Secure exterior doors from outside access. 

♦ When police arrive, assist them in a quiet, orderly evacuation away from the hostage 

situation. 

♦ Gather information on students and/or staff involved and provide the information to the 

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

♦ Identify media staging area, if appropriate.  Implement a hotline for parents. 

♦ Account for students as they are evacuated. 

♦ Provide recovery counseling for students and staff. 

Staff/Teacher Actions: 

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

students by implementing a LOCKDOWN. 
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♦ Alert the division head/site administrator. 

♦ Account for all students. 

Additional Steps for the School: 

♦   

♦   

♦  

21.  Emergency Response –Intruder 
All public schools are required to post signs at points of entry to their campuses or buildings 

from streets and parking lots.  To prevent intruders at King, keep doors secure, use sign-in 

sheets for visitors, and cameras and staff to monitor entryways. 

Division Head/Site Administrator Actions: 

♦ Initiate LOCKDOWN. 

♦ Request intruder to leave campus.  Remain calm.  Be courteous and confident.  Keep 

distance from the intruder.  Speak in soft, non-threatening manner.  Avoid hostile-type 

actions, except in cases when necessary to safeguard person or property.  Listen to the 

intruder.  Give him/her an opportunity to vent.  Attempt to be helpful.  When talking to 

the intruder, use phrases such as: 

“What can we do to make this better?’ 

“I understand the problem, and I am concerned.” 

“We need to work together on this problem.” 

♦ As soon as the conversation or actions of the individual become threatening or violent, 

call 911 immediately.  Provide a description and the location of intruder. 

♦ Keep subject in view until police or law enforcement arrives. 

♦ Take measures to keep subject away from students and building. 

♦ Designate an administrator or staff member to coordinate with public safety at their 

command post; provide a site map and keys to public safety personnel. 

♦ When scheduling a meeting with an individual known to be aggressive, arrange for 

another staff member or student resource officer to be present. 

♦ Be available to deal with the media and bystanders and keep site clear of visitors. 
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Staff/Teacher Actions: 

♦ Notify the division head/site administrator.  Provide description and location of the 

intruder.  Visually inspect the intruder for indications of a weapon. 

♦ Keep intruder in view until police or law enforcement arrives.  Stay calm.  Do not 

indicate any threat to the intruder. 

♦ Isolate intruder from students.  Lock classroom and office doors.  Close blinds and stay 

clear of windows and panes of glass.  Remain inside rooms until the ALL CLEAR 

instruction is announced. 

Additional Steps for the School: 

♦   

♦   

♦  

22.  Emergency Response –Irrational Behavior 
A risk to the life and safety of students and staff may exist if there is a serious display of 

disordered thought or behavior.  Possible symptoms include: hallucinations, extreme paranoia, 

impaired judgment that may lead to unsafe decision-making and dangerous behavior (to self or 

others), incoherent or disjointed speech and self-injurious behavior such as: hitting head and/or 

cutting self.  Attempts should be made to use de-escalation strategies, calming techniques 

(e.g., deep breathing), and to implement behavior plans, crisis plans or strategies in IEP, if in 

place. 

Division Head/Site Administrator Actions: 

♦ Keep the individual under continuous adult supervision. 

♦ Keep the individual at King until parent/guardian has been notified. 

♦ Arrange appropriate support services for necessary care of individual. 

♦ If the individual actively displays dangerous behavior or there is reason to believe the 

student cannot be safely transported, call agencies as appropriate to coordinate 

emergency mental health services (e.g., mental health facilities, juvenile court, and/or 

law enforcement). 

♦ School professional (psychologist, counselor, social worker, nurse) should recommend 

next steps to the division head.  The next steps may include: 
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• Provide parents/guardian with the names and phone numbers of mental health 

resources. 

• Recommend that the parents make an immediate contact with a therapist. 

• Request that parents/guardian sign release forms to allow two-way communication 

between the school and the treating agency. 

♦ Make a follow-up check with the treating agency, family, and student as appropriate, to 

ensure that appropriate care has been arranged. 

♦ Provide follow-up collaborative support for the student and parents (as indicated) 

within the school. 

♦ Develop a safety plan prior to the student’s return to school. 

♦ Document actions taken on behalf of the student (referrals, phone contacts, follow-up 

activities, etc.) 

Staff/Teacher Actions: 

♦ Take immediate action to isolate the individual and provide safety to the student body.  

Do not leave the irrational individual alone. 

♦ Notify division head/site administrator. 

♦ Notify school nurse, school psychologist, counselor, or social worker. 

♦ Protect individual from injury. 

Additional Steps for the School: 

♦   

♦   

♦  

23.  Emergency Response –Kidnapping 

Division Head/Site Administrator Actions: 

♦ Verify information with the source of the abduction report. 

♦ Contact law enforcement (call 911) for assistance. 

♦ Provide a picture and complete information on the student: name, age, description, 

home address, emergency contact information, and custody information if known 

(Emergency Protective Order, Domestic Violence Order). 

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

plan with them. 

♦ Obtain the best possible witness information. 

♦ Conduct a thorough search of the school/campus/bus. 

♦ Relay current information to police, parents, and essential school staff. 

♦ Designate a staff member as a key contact and personally answer the phone line (no 

voice mail) to receive and provide updated status as it becomes available. 

♦ Advise the law enforcement dispatcher of the staff member key contact’s name and 

number. 

♦ Provide the key contact with access to school records. 

♦ Ask key contact to be available at school by phone beyond the close of the school day, 

if needed, until dismissed by the division head or law enforcement. 

♦ When the child is found, contact all appropriate parties as soon as possible. 

Staff/Teacher Actions: 

♦ Notify division head, providing essential details: 

• Name and description of the student 

• Description of the suspect 

• Vehicle information 

♦ Move students away from the area of abduction. 

Additional Steps for the School: 

♦   

♦   

♦  

24.  Emergency Response –Medical Emergency 
Medical accidents and emergencies can occur at any time and may involve a student or staff 

member.  Some emergencies may only need first aid care, while others may require immediate 

medical attention.  This is not a First Aid manual.  When in doubt, dial 911.  Medical 

emergencies involving any student or employee must be reported to the Division Head/Site 

Administrator. 
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Division Head/Site Administrator Actions: 

♦ Assess the victim (ABC – Airway, Breathing, Circulation.)  Call 911, if appropriate.  

Provide: 

• School name, address including nearest 

cross street(s) and fastest way for ambulance 

to reach the building  

• Exact location within the building 

• Nature of the emergency and how it 

occurred 

Universal Precautions when 
Treating a Medical Emergency 
♦ Always use non-latex or 

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

♦ Wash hands thoroughly after 
providing care. • Approximate age of injured person 

• Caller’s name and phone number 

Do not hang up until advised to do so by dispatcher. 

♦ Assign a staff member to meet rescue services and show medical responder where the 

injured person is. 

♦ Assemble emergency care and contact information of victim. 

♦ Monitor medical status of victim, even if he or she is transported to the hospital. 

♦ Assign a staff member to remain with individual, even if he or she is transported to the 

hospital. 

♦ Notify parents/guardian if the victim is a student.  Describe type of illness or injury, 

medical care being administered, and location where student has been transported. 

♦ Advise staff of situation (when appropriate).  Follow-up with parents. 

Staff/Teacher Actions: 

♦ Assess the scene to determine what assistance is needed.  Direct students away from 

the scene of the emergency. 

♦ Notify Division Head/Site Administrator. 

♦ Stay calm.  Keep individual warm with a coat or blanket. 

♦ Ask school nurse to begin first aid until paramedics arrive.  Do not move the individual 

unless there is danger of further injury. 

♦ Do not give the individual anything to eat or drink. 
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Additional Steps for the School: 

♦   

♦   

♦  

25.  Emergency Response –Missing Student 
If a student is missing, a search of the school should be organized immediately.  If at any point 

the child is found, inform everyone who was notified of the incident that the student is no 

longer missing. 

Division Head/Site Administrator Actions: 

♦ Call 911 and explain the situation. 

♦ Appoint staff to surveillance points; ask staff to note license plate numbers and look for 

any unusual activity. 

♦ Conduct an immediate search of the school campus/bus, as appropriate. 

♦ Gather information about student to provide to law enforcement authorities: 

♦ photo 

♦ home address 

♦ parent contact numbers 

♦ class schedule 

♦ special activities 

♦ bus route /walking information 

♦ Notify parents/guardians if the student is not found promptly. 

♦ If case involves abduction, begin gathering witness information for the police.  

Interview friends, last person to see student. 

♦ Double-check circumstances: 

♦ Did someone pick up the student? 

♦ Could the student have walked home? 

♦ Is he or she at a medical appointment or another activity? 

♦ Assist police with investigation.  Provide a photo and complete information on the 

missing child.  Assure that all parties who know the student or have participated in the 

search are available to speak with police when they arrive. 

♦ Designate a staff member as a key contact and personally answer the phone line (no 

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

number. 

♦ If missing during bus transportation, provide law enforcement with child’s bus stop 

location and nearest other bus stops. 

♦ Have driver keep in communication with the transportation dispatcher.  Have 

transportation dispatcher coordinate efforts and information with the law enforcement 

dispatcher.  

♦ Exchange phone numbers (household, cell phone, school key contact) with 

parents/guardian. 

♦ When the child is found, contact all appropriate parties as soon as possible. 

♦ Arrange for counseling of students, as needed. 

Staff/Teacher Actions: 

♦ Confirm that student attended school that day.  Notify Division Head. 

♦ Provide description of the student, including height, weight, clothing worn that day, 

backpack, where last seen and when. 

♦ Bring all students indoors.  Immediately lock exterior access to the school and secure 

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

come onsite. 

♦ Take attendance in the classroom and report any other missing students to the office.  

Keep students in secure areas until notified to resume regular school activities. 

Additional Steps for the School: 

♦   

♦   

♦  

26.  Emergency Response –Motor Vehicle Crash 

A motor vehicle crash may result in a fuel or chemical spill on school property.  If the crash 

results in a utility interruption, refer to the section on Utility Failure. 

Division Head/Site Administrator Actions: 

1. Notify police and fire department (call 911). 
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2. Determine immediate response procedures, which may include EVACUATION, OFF-

SITE EVACUATION, or DIRECTED TRANSPORTATION. 

3. Arrange for first aid treatment and removal of injured occupants from building. 

4. Secure area to prevent unauthorized access until the public safety officials (police, 

sheriff, fire department) arrive. 

5. Ensure that students and staff remain at a safe distance from the crash. 

6. Account for all building occupants and determine extent of injuries. 

7. Notify Head of School. 

Staff/Teacher Actions: 

8. Notify Division Head. 

9. Move students away from immediate vicinity of the crash. 

10. EVACUATE students to a safe assembly area away from the crash scene.  Take class 

roster/nametags and emergency backpack. 

11. Check school site to assure that all students have evacuated. 

12. Take attendance at the assembly area. 

13. Report missing students to the division head/designee and emergency response 

personnel. 

14. Maintain control of the students a safe distance from the crash site. 

15. Care for the injured, if any. 

16. Escort students back to the school site when emergency response officials have 

determined it is safe to return to the building. 

Additional Steps for the School: 

♦   

♦   

♦  

27.  Emergency Response – Pandemic Influenza 
Influenza is a highly contagious viral disease.  Pandemic influenza differs from both seasonal 

influenza (flu) and avian influenza in the following aspects: 

♦ It is a rare global outbreak, which can affect populations around the world. 

♦ It is caused by a new influenza virus to which people do not have immunity. 
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♦ Depending upon the specific virus, it can cause more severe illness than regular flu and 

can affect young healthy people more so than older, sick people. 

The Department of Health and Human Services will take the lead in mobilizing a local 

response to pandemic influenza.  Public health alerts will be reported to schools and the 

community.  Individual schools may be closed temporarily to contain spread of the virus. 

Division Head/Site Administrator Actions: 

♦ Activate heightened surveillance of illness within school site.  Gather data on 

symptoms of students and staff who are sick at home. 

♦ Insure that students and staff members who are ill stay home. 

♦ Send sick students and staff home from school immediately. 

♦ Provide fact sheets and guidelines for school families to make them aware of 

symptoms and remind them of respiratory hygiene etiquette. 

♦ Monitor bulletins and alerts from the Department of Health and Human Services. 

♦ Keep staff informed of developing issues. 

♦ Assist the Department of Health and Human Services in monitoring outbreaks. 

♦ Respond to media inquiries regarding school attendance status. 

♦ Implement online education, if necessary, so that students can stay home. 

♦ Maintain surveillance after the initial epidemic in the event a second wave passes 

through the community. 

Staff/Teacher Actions: 

♦ Stay home when ill with cough or other flu-like 

symptoms (chills, fever, muscle aches, sore 

throat). 

♦ Practice “respiratory hygiene etiquette.” 

♦ Disinfect surfaces contaminated with infected 

respiratory secretions with a diluted bleach 

solution (1 part bleach to 100 parts water). 

Respiratory Hygiene 
Etiquette 

♦ Cover your cough and 
sneeze with a tissue 

♦ Wash hands with soap and 
water or a waterless hand 
hygiene product 

♦ Place used tissues into a 
sealed bag 

♦ Implement online homework assignments so that 

students can stay home. 
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Additional Steps for the School: 

♦   

♦   

♦  

28.  Emergency Response – Poisoning/Contamination 
This procedure applies if there is evidence of tampering with food packaging, observation of 

suspicious individuals in proximity to food or water supplies or suspicion of possible 

food/water contamination.  Indicators of contamination may include unusual odor, color and/or 

taste or multiple individuals with unexplained nausea, vomiting, or other illnesses. 

Division Head/Site Administrator Actions: 

♦ Call 911. 

♦ Isolate suspected contaminated food/water to prevent consumption.  Restrict access to 

the area. 

♦ Maintain a log of affected students and staff and their systems, the food/water 

suspected to be contaminated, the quantity and character of products consumed, and 

other pertinent information. 

♦ Provide list of potentially affected students and staff to responding authorities. 

♦ Provide staff with information on possible poisonous materials in the building. 

♦ Notify Head of School of situation and number of students and staff affected. 

♦ Confer with Department of Health and Human Services before the resumption of 

normal school activities. 

♦ Prepare communication for families advising them of situation and actions taken. 

Staff/Teacher Actions: 

♦ Notify division head/site administrator. 

♦ Call the Poison Center Hotline 1-800-222-1222. 

♦ Administer first aid as directed by poison information center. 

♦ Seek additional medical attention as needed. 

Preventative Measures: 

♦ Keep poisonous materials in a locked and secure location. 
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♦ Post the Poison Control Center emergency number in the front office, school clinic, 

and on all phones that can call outside. 

♦ Post the names of building personnel who have special paramedic, first aid training, or 

other special lifesaving or life-sustaining training. 

Additional Steps for the School: 

♦   

♦   

♦  

29.  Emergency Response – Public Demonstration 
When an advance notice of a planned protest is given, inform the staff of the planned 

demonstration.  An information letter to parents should be developed. 

Division Head/Site Administrator Actions: 

♦ Obtain information on when, why, and how many people are expected.  Identify the 

spokesperson for the group. 

♦ Contact local police department for the school’s jurisdiction and advise them of the 

situation. 

♦ Notify staff of the planned demonstration. 

♦ Develop an information letter to parents. 

♦ Assign a staff member to act as liaison with police, media, and, possibly, the 

demonstrating group. 

♦ Designate a staff member to handle incoming calls during the demonstration. 

♦ Establish areas where demonstrators can set up without affecting the operation of the 

school. 

♦ Notify transportation of demonstration and any possible impact buses may encounter 

arriving at or departing from the school. 

Staff/Teacher Actions: 

♦ Do not allow students to be interviewed by the media or join in the demonstration. 

Additional Steps for the School: 

♦   

♦   
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♦  

30.  Emergency Response – Sexual Assault 
Sexual assault and abuse is any type of sexual activity that a person does not agree to, 

including: 

♦ inappropriate touching 

♦ rape 

♦ vaginal, anal, or oral penetration 

♦ attempted rape 

♦ sexual intercourse that is not wanted 

♦ child molestation 

Sexual assault can be verbal, visual, or anything that forces a person to join in unwanted 

sexual contact or attention.  It can occur by a stranger in an isolated place, on a date, or in the 

home by someone who is a friend or acquaintance.  Depending on the situation, the victim 

should not eat or drink, change clothes, or shower while awaiting police. 

Division Head/Site Administrator Actions: 

♦ Call 911 if the assault is physical. 

♦ Close off the area to everyone. 

♦ Assign a counselor/staff member to remain with the victim. 

♦ Review possible need for a LOCKDOWN until circumstances surrounding the incident 

are known. 

♦ Notify victim’s family. 

♦ If child abuse is suspected, notify law enforcement.  Notify student services staff 

members, as appropriate. 

♦ The police will coordinate collection of evidence and questioning of the victim and 

suspects.  Cooperate with any law enforcement agency conducting investigations. 

♦ Discuss with counselors how to handle emotional effects of the incident on student and 

staff population.  Plan appropriate school events for next day. 

♦ Coordinate statements to media, families, and community.  Be aware of rumors that 

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

Staff/Teacher Actions: 

♦ Determine if immediate medical attention is needed.  If so, call 911. 

♦ Isolate the victim from activity related to the incident. 

♦ Avoid asking any questions except to obtain a description of the perpetrator. 
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Additional Steps for the School: 

♦   

♦   

♦  

31.  Emergency Response – Shooting 
Immediate response to a rapidly changing incident is critical.  In most cases, initiate 

LOCKDOWN procedures to isolate students from danger or send them to a secure area.  

Safety must always be the foremost consideration. 

Division Head/Site Administrator Actions: 

♦ Remain calm.  Do not confront the shooter(s). 

♦ Assess the situation: 

a. Is the shooter(s) in the school? 

b. Has the shooter(s) been identified? 

c. Has the weapon been found and/or secured? 

i. Depending on the situation, initiate LOCKDOWN or EVACUATION, as 

appropriate. 

ii. Call 911.  Provide essential details of the situation, i.e., suspect, location, 

weapons, number of persons involved, motive, injuries/casualties, actions taken 

by the school (e.g. LOCKDOWN). 

iii. Identify command post for police to respond.  Assist police in entering the 

school; provide officers with critical information. 

iv. Ensure injured students and staff receive medical attention. 

v. If shooter has left, secure all exterior doors to prevent re-entry. 

vi. If a firearm is known to exist, do not touch it.  Allow a law enforcement officer 

to take possession of the weapon. 

vii. Keep crime scene secure.  Organize OFF-SITE EVACUATION, if necessary, 

or prepare to continue with classes. 

viii. Isolate and separate witnesses. 

ix. Gather information for police about the incident and everyone involved with it: 

1. Name of suspect(s) 

2. Location of shooting 
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3. Number and identification of casualties and injured 

4. Current location of the shooter(s) 

x. Prepare written statements for telephone callers and media.  Refer media 

inquiries to the Dir M&C. 

xi. Prepare letter for students to take home to their families. 

xii. Arrange for immediate crisis counseling for students and staff. 

xiii. Provide liaison for family members of injured students and staff members. 

xiv. Debrief staff and school security officers. 

xv. Provide informational updates to staff, students, and their families during the 

following few days. 

Staff/Teacher Actions: 

1. Remain calm. 

2. Alert the division head/site administrator. 

3. Take immediate action to prevent casualties.  Isolate the suspect and/or area.  Move others 

to a safe area to protect them from danger.  Institute LOCKDOWN or EVACUATION, as 

appropriate. 

4. Provide first aid for victims, if needed. 

5. Account for all students.  Maintain order in assembly area or shelter and await arrival of 

law enforcement. 

6. Assist police officers – provide identity, location, and description of individual and 

weapons. 

Additional Steps for the School: 

♦   

♦   

♦  

32.  Emergency Response – Storm/Severe Weather 
Severe weather can be accompanied by high winds, downed trees, and swollen brooks.  An 

emergency response is required when this type of weather poses any risk to the staff and 

students.  Assure that each student’s method of returning home is safe and reliable. 
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Severe Storm 

Head of School/Site Administrator Actions: 

♦ Monitor weather forecasts and weather-related communications to determine onset of 

storm conditions that may affect school operations (HOS). 

♦ Report to site by 6 a.m. to check for power outages, flooding, etc. (Dir of Facil) 

♦ Determine whether school will be closed or remain open (HOS). 

♦ Notify Head of School of school status (Dir of Facil). 

♦ Activate emergency telephone notification system (HOS). 

♦ Post school status on school website (Dir of M&C). 

♦ Notify utility companies of any break or suspected break in utility lines (Dir of Facil). 

♦ Take appropriate action to safeguard school property (Dir of Facil/Maintenance). 

♦ Upon passage of the storm, return to normal routine. 

Windstorm/Tornado 

Division Head/Site Administrator Actions: 

♦ Monitor weather forecasts to determine onset of storm conditions that may affect 

school operations (HOS). 

♦ Notify utility companies of any break or suspected break in utility lines (Dir of Facil). 

♦ Keep staff and students in sheltered areas of the building until winds have subsided and 

it is safe to return to the classroom (Div Hd/Staff/Teachers). 

♦ Take appropriate action to safeguard school property (Dir of Facil/Maintenance). 

♦ Upon passage of the storm, return to normal routine. 

Staff/Teacher Actions: 

♦ Evacuate any classrooms bearing full force of wind.  Evacuate to lower floor of school 

building near inside walls. 

♦ Initiate TAKE COVER with students in the shielded areas within the building.  Stay 

away from windows. 

♦ Take attendance.  Report any missing students to division head/site administrator. 

♦ Close all blinds and curtains. 

♦ Avoid auditoriums, gymnasiums, and other structures with large roof spans. 

Facility Support Services LLC 136 King Low Heywood Thomas 
2685 State Street, Hamden, CT   1450 Newfield Street, Stamford, CT 
Proposal #37308   Emergency Management and  
  Response Plan 



 
♦ Remain with students near an inside wall or on lower floors of the building.  Make 

arrangements for special needs, snacks, and quiet recreational activities. 

Additional Steps for the School: 

♦   

♦   

♦  

33.  Emergency Response – Student Riot 

A student riot is an assemblage of students whose purpose and conduct threatens the safety and 

security of the school community and school property.  Students who participate in a riot at 

King should be informed that they will be suspended or possibly arrested if they do not 

comply with instructions.  Providing a timely opportunity for students to vent, in a safe and 

constructive atmosphere, should prevent the escalation of violence. 

Student Actions: 

♦ In a violent situation, immediately notify the first available adult. 

♦ Do not retaliate or take unnecessary chances. 

♦ Move away from the area of agitation. 

♦ Hold on to belongings, to the extent that it is safe to do so; do not pick up anything and 

do not go back for anything until receiving clearance to do so. 

♦ Stay calm and reassure fellow students. 

♦ Assist teachers and staff in accounting for students. 

♦ Share all relevant information with law enforcement, teachers, and school staff. 

♦ Follow directions from school administrator or law enforcement regarding where to go. 

♦ Do not speculate to others or perpetuate rumors. 

Division Head/Site Administrator Actions: 

♦ Initiate LOCKDOWN, if warranted.  Alert other administrators about the incident. 

♦ Control student ingress and egress from campus. 

♦ Identify why the disruption is occurring.  If necessary, notify police to request 

assistance. 

♦ If disruption is non-violent, notify school resource officer or school education officer. 
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♦ Clearly communicate to all students (via announcement or bullhorn), in the presence of 

staff or adult witnesses, that students should either attend classes or move to a 

designated safe area.  Inform students that they will be suspended or possibly arrested 

if they do not comply with instructions. 

♦ Assign a staff member to be responsible for media relations and for setting up a staging 

area for the media. 

♦ If student disruption persists, after a second warning, take appropriate disciplinary 

action as outlined by the Student Handbook. 

♦ Notify parents about the incident, as appropriate. 

♦ After insuring physical safety of those involved, provide crisis intervention or 

counseling to meet psychological needs of students and staff. 

Additional Steps for the School: 

♦   

♦   

♦  

34.  Emergency Response – Suicide Attempt 
Suicide, attempted suicide, and suicidal gestures have a significant detrimental effect, not only 

on the involved student, but also on others in the school community.  There is no way to 

predict who will commit suicide, or when, but there are warning signs, including: increasing 

talk of death, talk about not being worth living, and reckless behavior.  School staff with 

reasonable cause to believe that a student is suicidal should begin the intervention process 

immediately.  Parents must always be contacted.  Attention should focus on the safety and best 

interests of the student, whose health, life, or safety may be endangered. 

Division Head/Site Administrator Actions: 

♦ Call ambulance in event of overdose or injury requiring medical attention. 

♦ Call 911 if immediate threat exists to the safety of the student or others. 

♦ Calm student by talking and reassuring until police arrive.  Try to have the student 

relinquish devices for and means of harming self.  If individual is armed with any type 

of weapon, USE EXTREME CAUTION.  Do not attempt to remove the weapon from 

the possession of the individual.  Allow police to do so. 
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♦ Cancel all outside activities. 

♦ Determine if the student's distress appears to be the result of parent or caretaker abuse, 

neglect, or exploitation.  If not, contact parents/guardians and encourage them to have 

the child evaluated.  Provide a list of referral sources and telephone numbers. 

♦ If allegations warrant, refer student to Child Protective Services.  Contact parents/ 

guardians and inform them of actions taken. 

♦ Arrange for medical or counseling resources that may provide assistance. 

Staff/Teacher Actions: 

♦ Inform the Division Head of what was written, drawn, spoken, and/or threatened. 

♦ Move other students away from the immediate area, but remain with the troubled 

student until assistance arrives. 

♦ Calmly talk to the student to determine whether he/she 

has any life-threatening devices (e.g., gun, knife, drugs, 

etc.)  If possible, calmly remove them from the student 

and the immediate environment.  Do NOT struggle if you 

meet resistance.  

Steps for Suicide 
Intervention 

♦ Stabilize individual 
♦ Assess risk 
♦ Determine services 

needed 
♦ Inform 
♦ Follow-up ♦ Calmly move the student to a pre-arranged, non-

threatening place away from other students where a 

Crisis Intervention Team member and a telephone will be close by. 

Additional Steps for the School: 

♦   

♦   

♦  

35.  Emergency Response – Suspicious Package 
The following list describes some types of parcels that should draw immediate concern: 

• Foreign mail, airmail, and 

special delivery  

• No return address 

• Restrictive markings, e.g., 

“Personal”  

• Excessive postage 

• Handwritten or poorly-typed 

addresses  

• Excessive masking tape, string 

• Titles but no names  
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• Oily stains or discoloration 

• Misspelling of common 

names  

• Protruding wires or tin foil 

• Excessive weight, unevenly 

distributed  

• Rigid envelope 

See the following page for the Bureau of Alcohol, Tobacco, Firearms and Explosives (ATF) 

suspicious package and letter indicators. 

Division Head/Site Administrator Actions: 

♦ Call 911.  The Stamford Police Department does have a Bomb Squad division. 

♦ Make a list of all persons who came into contact with the package.  Include work and 

home phone numbers for any necessary follow-up. 

♦ Prevent others from coming into the area. 

♦ Ask everyone who has been in contact with the package to remain until instructed to 

leave by Public Safety or Public Health responders. 

♦ If powder spills out, shut the ventilation system, heating system, or air conditioning. 

♦ Public health and safety staff will determine the need for decontamination and 

initiation of prophylaxis treatment. 

♦ Advise staff when the emergency is over.  Go home, take a shower, and wash clothes.  

Do not use bleach on your skin. 

Staff/Teacher Actions if package is unopened and not leaking: 

♦ Do not open package.  Do not pass it around to show it to other people. 

♦ Do not bend, squeeze, shake, or drop package. 

♦ Put package in a container such as a trash can to prevent leakage.  Move it a safe 

distance from other people. 

♦ Leave the room promptly and prevent anyone from entering. 

♦ Notify Division Head or Site Administrator. 

Staff/Teacher Actions if package is leaking: 

♦ Do not sniff, touch, taste, or look closely at the spilled contents. 

♦ Do not clean up the powder. 

♦ Put the package on a stable surface. 

♦ Leave the room promptly and prevent anyone from entering. 
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♦ Wash hands thoroughly with soap and water. 

♦ Notify Division Head or Site Administrator. 

Additional Steps for the School: 

♦   

♦   

♦   
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For more information, contact the Stamford Police Bomb Squad at (203) 977-4459 



 

36.  Emergency Response – Terrorist Attack/War 

Thorough crisis planning will carry the whole campus as well as each school a long way in 

responding to a terrorist incident during school hours.  A terrorist attack may result in the 

following: 

♦ Damage beyond school boundaries; 

♦ Victims who are contaminated or seriously injured; 

♦ Widespread fear and panic; 

♦ A crime scene to protect. 

Civil Defense Warning of Possible Enemy Attack 

Division Head/Site Administrator Actions: 

♦ Move students to closest suitable shelter. 

♦ If the above is not advisable, remain in school building as place of shelter. 

Staff/Teacher Actions: 

♦ Keep students calm. 

♦ Close all curtains and blinds. 

Enemy Attack without Warning 

Staff/Teacher Actions: 

♦ Keep students calm. 

♦ Close all curtains and blinds. 

♦ Instruct students to DUCK AND COVER. 

Additional Steps for the School: 

♦   

♦   

♦   

37.  Emergency Response – Threat Level Red 

These are actions to take when the Homeland Security Advisory System risk is set at “Threat 

Level Red,” specific to the community. 
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During school hours 

Division Head/Site Administrator Actions: 

♦ Listen to radio and TV for current information and instructions. 

♦ Initiate ACTION appropriate for the situation.  Action may likely involve DUCK, COVER 

and HOLD, EVACUATION, SHELTER IN PLACE or TAKE COVER. 

♦ Continue to monitor media for specific situation. 

♦ Be alert and immediately report suspicious activity to proper authorities. 

♦ If circumstances and time allow, move students to closest suitable shelter. 

Location:   

Procedure for movement to shelter:   

♦ If moving students is not advisable, remain in building as place of shelter. 

♦ Close school if recommended to do so by appropriate authorities. 

Office Staff Actions: 

♦ Require identification check for anyone entering school other than students, staff, and 

faculty. 

♦ Escort visitors to location in school building. 

Additional Steps for the School: 

♦   

♦   

♦   

38.  Emergency Response – Threats/Assaults 

Threats occur when a belligerent or armed person on the school site bullies, intimidates, or 

coerces others, targeting an individual, particular group or the entire school community.  

Threats are presented as overt hostility.  They may be received by written note, email 

communication, phone call, or orally.  The procedure below applies to an oral threat. 

Division Head/Site Administrator Actions: 

♦ Assess the type of threat to determine the level of risk to the safety of students and staff.  

In categorizing the risk, attempt to determine: 

1. Is the individual moving towards violent action? 

2. Is there evidence to suggest movement from thought to action? 



 
a. High violence potential qualifies for arrest or hospitalization. 

b. Safety is endangered when there is: (a) sufficient evidence of repetitive/ 

intentional infliction of emotional distress upon others; or (b) sufficient 

evidence of the unintentional infliction of emotional distress upon others. 

♦ Notify police (dial 911), if the safety of students or staff is endangered.  Provide exact 

location and nature of incident and school response actions. 

♦ Isolate the threatening person from other students and staff, if it is safe to do so.  Initiate 

appropriate response actions, which may be LOCKDOWN or EVACUATION.  Cancel all 

outside activities. 

♦ Respond to students who are prone to overt displays of anger in a calm, non-

confrontational manner.  If an immediate threat is not clearly evident, attempt to diffuse the 

situation. 

♦ If an individual is armed with any type of weapon, USE EXTREME CAUTION.  Do not 

attempt to remove the weapon from the possession of the individual.  Allow police to do 

so. 

♦ Facilitate a meeting with student(s) and family to review expectations. 

♦ Facilitate a staff meeting to review plans for keeping school safe.  Enlist the support of 

community service providers. 

Staff/Teacher Actions: 

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

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

students calm. 

♦ Inside the classroom, institute LOCKDOWN.  Close all curtains and blinds. 

♦ Disconnect the school television system in classrooms so the individual cannot view news 

coverage and see locations of police/students/etc. 

♦ Remain with students until ALL CLEAR is given. 

Additional Steps for the School: 

♦   

♦   

♦   
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39.  Emergency Response – Utility Failure 

Failure of any of the utilities (electricity, gas, water) during school hours constitutes a 

condition that must be dealt with on a situational basis.  Advance notice may be received from 

a utility company regarding loss of service.  In many cases, such loss of service will be of 

short duration and require no special action other than notifying staff of the temporary 

interruption of service.  The following addresses sudden loss of utilities. 

Division Head/Site Administrator Actions: 

♦ Notify Campus Office of loss of service. 

♦ Notify utility company.  Provide the following information: 

1. Affected areas of the school site 

2. Type of problem or outage 

♦ Determine length of time service will be interrupted. 

♦ Determine desired action, which may include relocation of students and staff, notification 

of parents, and alternate food service. 

♦ If disruption in service will severely hamper school operation, notify students and staff by 

appropriate means. 

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

♦ Implement plan to provide services without utilities or with alternate utilities. 

A. Plan for Loss of Water 

Toilets:   

Drinking Water:   

Food Service:   

Fire Suppression:    

Other:    

B. Plan for Loss of Electricity 

Ventilation:   

Emergency Light:   

Computers:   

Other:   

C. Plan for Loss of Natural Gas 

Heat:   
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Food Service:   

Other:   

Additional Steps for the School: 

♦   

♦   

♦   

40.  Emergency Response – Weapon 
The brandishing of any weapons poses an immediate threat to students and staff.  Response is 

the same whether the weapon is used, seen, or suspected but not in use.  Safety must always be 

the foremost consideration.  A person wielding a weapon will usually respond best to calm, 

reasonable talk.  In addition to calming the individual, talking allows time for law enforcement 

officials and other professionals to arrive. 

Staff/Teacher Actions: 

♦ Remain calm.  Take immediate action to prevent casualties.  Isolate the suspect and/or 

area.  Move others to a safe area to protect them from danger. 

♦ Alert the division head/site administrator. 

♦ Make no effort to intervene.  Allow a law enforcement officer to take possession of the 

weapon. 

♦ Provide first aid for victims, if needed. 

♦ Account for all students. 

♦ Assist police officers – provide identity, location, and description of individual and 

weapons. 

Division Head/Site Administrator Actions: 

♦ Remain calm.  Depending on how the situation unfolds, initiate LOCKDOWN or 

EVACUATION, as needed.  Do not confront the suspect. 

♦ Call 911.  Provide essential details of the situation, i.e., suspect, location, weapons, 

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

♦ Identify command post for police to respond.  Assist police to enter the school.  

Provide officers with critical information.  Accompany the police officer to the student 

suspected of having a weapon. 
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♦ If suspect has left, secure all exterior doors to prevent re-entry. 

♦ Isolate and separate witnesses.  Instruct them to write a statement of events while 

waiting for police to arrive. 

♦ Gather information about the incident for the police: 

a. Name of student with weapon. 

b. Location of witness when weapon was seen. 

c. What did the student do with the weapon after it was displayed? 

d. What is the current location of the student with the weapon? 

♦ Reserve a private area for the student to be taken and questioned.  Allow police officer 

to thoroughly search student with another adult witness present.  The police officer 

should take possession of and secure any weapon(s) located. 

♦ Assign an administrator to remove all of the suspected student’s belongings (book bag, 

clothing, etc.) from the classroom/locker.  Do not allow the student to pick-up or carry 

his own belongings. 

♦ Search student’s belongings, including--but not limited to --backpack, purse, locker, 

and auto, if applicable. 

♦ Notify parents/guardians. 

♦ Follow procedures for student disciplinary actions.  Take photo of weapon to be 

included in the expulsion proceedings. 

♦ Secure a detailed written statement from witnesses including staff. 

♦ Provide post-event trauma counseling for students and staff, as needed. 

♦ Provide informational updates to staff, students, and their families during next few 

days to squelch rumors. 

Additional Steps for the School: 

♦   

♦   

♦   
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Recovery 

Recovery refers to the follow-up measures taken after a disaster to return the affected site back to 

normal operating conditions.  Recovery focuses on restoring the infrastructure of the school 

(utilities, phones, water) to service, re-establishing a sense of emotional safety and returning to the 

learning environment as quickly as possible after a crisis.  Recovery actions are generally begun as 

response activities diminish, but some activities (e.g., keeping track of personnel time) must be 

started simultaneously with response.  Recovery measures are designed to assist students and staff 

impacted by physical, psychological, and emotional trauma following sudden tragic events.  

Students and their families, administrators, teachers and staff will benefit from recovery support at 

two levels: immediate and ongoing.  

Immediate (short-term) support is needed from the first moments of a traumatic event 

through the first few days following it.  Frequently, recent victims of the trauma are in a state 

of shock, and basic human needs of medical attention, shelter, and food are the primary focus.  

Emergencies affecting a small number of people, or certain campus-level emergencies, may be 

well served by crisis counseling and recovery assistance from other campus employees, local 

community mental health providers, employee assistance programs and similar services.  

Ongoing (long-term) recovery refers to support provided to some individuals for weeks, 

months, or years following a tragic event.  Such long-term recovery needs may only become 

apparent over time. 

Recovery Organization 

Recovery actions follow the same five SEMS/NIMS functions as Response, but during the 

Recovery phase, there will be more work for those performing in Administration/Finance and less 

for those in Operations.  Below are typical recovery tasks by SEMS/NIMS function: 

Management 

♦ Make policy decisions, e.g., who coordinates returning staff. 

♦ Continue public information activities. 

♦ Manage safety considerations, e.g., assure facility is safe for re-entry. 

♦ Re-Establish a sense of safety. 

♦ Support immediate emotional recovery—staff and students. 
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Operations 

♦ Coordinate damage assessment and debris removal. 

♦ Restore utilities. 

♦ Arrange for building and safety inspections prior to re-entry. 

♦ Arrange for repairs. 

Planning/Intelligence 

♦ Document SEMS compliance for use in applying for disaster relief. Refer to the Federal 

Emergency Management Agency website at FEMA.GOV for more information. 

♦ Write recovery after-action reports. 

♦ Develop a post-incident mitigation plan to reduce future hazards. 

Logistics 

♦ Provide recovery-related supplies and replenish disaster cache at each site. 

♦ Coordinate availability of personnel, equipment, and vehicles needed for recovery efforts. 

Administration/Finance 

♦ Prepare and maintain budget. 

♦ Develop and maintain contracts. 

♦ Apply for financial relief grants. 

♦ Process staff injury claims. 

♦ Handle insurance settlements. 

♦ Document employee time as Disaster Service Worker; assure continuity of payroll. 

Documenting Emergency Outcomes 

Once the safety and status of staff and students have been assured, and emergency conditions have 

abated, assemble staff to support the restoration of the school’s educational programs.  Defining 

campus mission-critical operations and staffing will be a starting point for the recovery process. 

♦ Conduct a comprehensive assessment of the emergency’s physical and operational effects.  

Assess physical security, data access, and all other critical services (e.g., plumbing, 

electrical). 
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♦ Perform impact analysis.  Examine critical information technology assets and personnel 

resources, and determine the impact on the school for each asset and resource that is 

unavailable. 

♦ Document damaged facilities, lost equipment and resources, and special personnel 

expenses that will be required for Insurance and FEMA assistance claims. 

♦ Provide detailed facilities data to the school campus office so that it can estimate 

temporary space reallocation needs and strategies. 

♦ Administer Workers’ Compensation claims that may arise if there are on-the-job injuries. 

♦ Arrange for ongoing status reports during the emergency to: a) estimate when the 

educational program can be fully operational; and b) identify special facility, equipment, 

and personnel issues or resources that will speed resumption of classes. 

♦ Identify record keeping requirements and sources of financial aid for disaster relief. 

♦ Establish absentee policies for teachers/students after a disaster. 

♦ Establish an agreement with mental health organizations to provide counseling to students 

and their families after the disaster. 

♦ Develop alternative teaching methods for students unable to return immediately to classes: 

correspondence classes, videoconferencing, tele-group tutoring, etc. 

♦ Create a plan for conducting classes when facilities are damaged, e.g., alternative sites, 

half-day sessions, portable classrooms. 

Government Assistance After a Disaster 

The following is a recovery program typically available to private schools after a disaster.  In 

addition, other governmental actions (such as tax relief) and programs (e.g., job training services) 

may be implemented if disaster conditions warrant. 

For disaster assistance, private K-12 schools must first make a claim with their insurance provider, 

then apply to the Small Business Administration (SBA) for a Physical Disaster Loan (up to $1.5 

million), and then, if rejected by SBA or if there is damage above $1.5 million, the school can 

apply to FEMA for additional assistance. SBA provides low interest disaster loans to homeowners, 

renters, businesses of all sizes and private, non-profit organizations to repair or replace real estate, 

personal property, machinery & equipment, inventory, and business assets that have been 

damaged or destroyed in a declared disaster. 
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General Emergency Recovery Checklist 

Recovery activities (such as the restoration of the physical spaces and psychological first aid) are 

of tremendous value in helping people come to terms with a crisis. 

♦ Document activities. 

♦ Acknowledge the event.  The return to school will be one of coming together and 

identifying experiences and, possibly, losses. 

♦ Identify those affected.  It may take time to understand the full impact on the school 

community. 

♦ Assess students and staff directly for the emotional impact of the crisis.  Student and 

staff reactions may be immediate or delayed. 

♦ Emphasize resiliency.  Re-instituting control and predictability for the school 

community enhances equilibrium and coping skills.  Routine is reassuring. 

♦ Restore the physical facility. 

♦ Request assistance as needed from local public safety agencies and providers. 

♦ Identify what follow up interventions are available to students and staff. 

a. Conduct debriefings with staff; support their concerns and emotions. 

b. Provide classroom assistance, if needed. 

c. Outline schedule for the day; modify day’s schedule if needed. 

d. Identify resources available to teachers and students. 

e. Provide access to these support resources. 

♦ Coordinate announcements, press releases and other communications to the school 

community, media, and local community. Distribute information releases to all school 

staff. 

♦ Establish contact with parents/family members of affected students to offer support, 

determine assistance needed, and acquire information regarding hospital visitation and/ 

or funeral arrangements. 

♦ Control rumors, provide regular updates of information to various groups. 

♦ Develop a long-term recovery plan. 

♦ Consider curricular activities that address the crisis. 
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♦ Allocate appropriate time for recovery. 

♦ Prepare a post-incident after action report that includes recommended improvements to 

emergency plans. Capture “lessons learned” and incorporate them into revisions and 

trainings. 

♦ Plan how anniversaries of events will be observed. 

Recovery Strategies for Emergencies/Critical Incidents 

The following information may be useful in the days and weeks after an emergency. 

The Day After: Workday Two of Emergency Management 

♦ Convene a Campus Crisis Response Team to assist with debriefing. 

a. Assess system-wide support needs, and develop planned intervention strategies; 

b. Schedule and provide student, family, and staff Critical Incident Stress 

Management services; 

c. Discuss successes and problems; 

d. Discuss things to do differently next time. 

♦ Convene the staff to provide updates on additional information and procedures. 

♦ Identify students and staff in need of follow-up support and assign staff members to 

monitor vulnerable students: 

a. Coordinate counseling opportunities for students; 

b. Announce ongoing support for students with place, time, and staff facilitator; 

c. Provide parents with a list of community resources available to students and their 

families. 

♦ In case of death, provide funeral/visitation information. 

♦ Allow staff opportunity to discuss feelings and reactions and provide list of suggested 

readings to teachers, parents, and students. 

Resumption of Classes 
Re-entry into the facility. The division head/site administrator is the individual responsible for 

authorizing re-entry into the school facility. A damage assessment team should: 

♦ survey the school after a disaster; 

♦ report findings to the Head of School; and 
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♦ ensure that timely and accurate data is received.  Only after the Head of School has 

been assured by public safety officials and/or local contractors that the safety of the 

school has been restored should re-entry occur. 

Relocation.  In the event the school is damaged to the extent that all or a portion of it is 

uninhabitable until repairs are made, plans must be developed to address the relocation of 

educational services and staff to alternate facilities until repairs are made or the school is 

rebuilt. 

Long-Term Follow Up and Evaluation 

♦ Write thank-you notes to people who provided support during the emergency. 

♦ Be alert to anniversaries and holidays. Often students and staff will experience an 

“anniversary” trigger reaction the following month(s) or year(s) on the date of the 

emergency, or when similar crises occur.  

♦ Amend emergency management protocols, if needed. 

Repairs and Restoration 
Repairs or Construction on Disaster Sites. Any repairs and rebuilding of damage wrought by  

school violence or natural disaster must carefully consider the input and feelings of the victims 

and their families. There is a strong and significant psychological connection to death sites that 

must run its full course and should never be discounted or ignored. Making changes and 

reconstruction in and around death and injury sites requires a delicate balance with the need to 

resume normal activities. The construction must be the result of careful and deliberate 

consultation with students, parents, and school staff. Action should never be rushed. Families 

may not be ready for change and pressure may only delay or impair healing. 

Post-Disaster Mitigation. To break the repetitive loss cycle and create a higher level of disaster 

resistance, a recovery plan should specify mitigation projects that could be completed in the 

process of incident recovery, repair, and restoration. This may mean changes to the social, 

economic, and environmental factors that can affect a school’s vulnerability to the impact of 

hazards. Damages and injuries that occurred during the most recent crisis should be reviewed 

to identify preventive measures that could be taken now to mitigate the recurrence of similar 

damage or injuries in future incidents. Prioritize mitigation measures by degree of life safety, 

cost, frequency of identified potential hazard and potential number of people exposed. 
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Emotional Trauma and Post Traumatic Stress 

Post Traumatic Stress:  

A disaster is a devastating, catastrophic event that can be life threatening and produce injuries 

and deaths. Post Traumatic Stress is an anxiety disorder that can develop in children, 

adolescents, or adults when individuals survive disaster-related experiences. The range of 

human responses to a catastrophic event may include physical, cognitive, and emotional 

symptoms such as nausea, sleep disturbance, slowed thinking, troubled memories, regressed 

behavior, anxiety, guilt, depression, anger, and a host of other responses. 

Retraumatization:  

Anniversary dates, media coverage, the filing of lawsuits, or similar events in other regions 

can “retraumatize” a community, contributing to further depression. Some people also have 

feelings of inadequacy about dealing with the ongoing tragedy. For some trauma victims, these 

adverse effects fade with emotional support and the passage of time. Others are more deeply 

affected and experience long-term consequences. These reactions are normal responses to an 

abnormal event. 

Although no one can predict who will experience the most severe reaction to trauma, the more 

direct the exposure to the event, the higher the risk for emotional harm. 

Trauma is an acute stress response that an individual experiences when confronted with 

sudden, unexpected, unusual human experience.  

Here are some common signals of a stress reaction to trauma: 

Physical Mental Emotional Behavioral 

Chest pain* 

Chills 

Difficulty breathing* 

Dizziness 

Fainting 

Grinding Teeth 

Headaches 

Heart races 

Confusion/blaming 

Disturbed thinking 

Indecision 

Insomnia 

Loss of time/place 

Nightmares 

Poor concentration 

Poor memory 

Anxiety 

Depression 

Fear 

Grief 

Guilt 

Intense anger 

Irritability 

Mood swings 

Alcohol/drug use 

Change in speech 

Helplessness 

Increased appetite 

Intense startle reflex 

Isolation 

Loss of appetite 

Misbehavior 

*Needs medical evaluation--contact a physician. 
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Common signals of a stress reaction to trauma continued: 

Physical Mental Emotional Behavioral 

Muscle shakes 

Nausea 

Prolonged staring 

Severe sweating 

Thirst 

Twitches 

Vomiting 

Weakness 

Poor problem solving 

Poor/hyper alertness 

Strange images 

Unable to identify familiar 

people/things 

 

Nervousness 

Overwhelmed 

Panic 

Shock 

Uncertainty 

 

Outbursts 

Pacing 

Restlessness 

Suspicious 

Withdrawal 

 

*Needs medical evaluation--contact a physician. 

Effects of Trauma on Children 
Emergencies hit children hard. It is difficult for them to understand and accept that there are 

events in their lives that cannot be predicted or controlled. They learn that adults cannot fix a 

disaster and cannot keep it from happening again. As a result of traumatic experiences, some 

children will show a variety of symptoms of distress. The teacher must first know a child’s 

baseline (“usual”) behavior and cultural/ethnic responses before he/she can identify “unusual” 

or problem behavior in a child. 

♦ Unusual complaints of illness, stomach cramps, chest pain 

♦ Difficulty concentrating, cannot focus 

♦ “Feisty” or hyperactive, silly, giddy 

♦ Any emotional display; crying, “regressed” behavior (less than age appropriate) 

♦ Lethargic, apathetic 

♦ Easily startled, jumpy; sense of fear or worry 

♦ Lack of emotional expression 

♦ Cannot tolerate change; cannot move to next task 

♦ Staying isolated from the group 

♦ Child seems so pressured, anxious that he/she somehow dominates, has to distract others, 

or is otherwise “needy” 

♦ No eye contact (Note: In some cultures, making eye contact with adults is “defiant 

behavior”) 
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♦ Resistance to talking and opening up (however, child might just be shy, may have 

language or cultural barrier) 

Tips for Teachers to Help Distressed Children 

Usually a child’s emotional response to a disaster will not last long, but some problems may be 

present or recur for many months afterward and require the services of professionals skilled in 

talking with people experiencing disaster-related problems. The following may be helpful in 

working with distressed children: 

♦ Cope with personal feelings of helplessness, fear, or anger. This is an essential first step to 

being able to effectively help the children. 

♦ Learn to recognize the signs and symptoms of distress and posttraumatic stress reactions. 

♦ Identify children who may need crisis intervention and referral to mental health 

professionals or other helpers. 

♦ Put the emergency or critical incident in context; provide a perspective. 

♦ Communicate a positive not helpless attitude. 

♦ Offer to spend time with the child or write a note. This lets the child know that he or she is 

in your thoughts. 

♦ Talk about personal feelings and listen to those of the child. 

♦ Talk with the students about the event or the anniversary of the event, as a class activity. 

♦ Encourage older children, adolescents in particular, not to try numbing or changing their 

feelings with alcohol or drugs. 

♦ Children need close physical contact during times of stress to help them reestablish a sense 

of identity. Games involving physical touch in a structured environment that can be helpful 

include London Bridge and Duck, Duck, Goose. 

♦ Invite the children or adolescents to create a mural on the topic of the traumatic event. It is 

recommended that this be done in small groups followed by discussion. 

♦ Involve the children in a group discussion about disaster related experiences. It is 

important to share your feelings and fears. This helps to legitimize their feelings, helping 

them feel less isolated. 

♦ Coordinate information between home and school. It is important for teachers to know 

about discussions that take place at home, in particular with fears or concerns that the child 

has mentioned. 
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♦ Respond to the children in a direct, supportive, and consistent manner. 

Classroom Activities Following A Tragic Event 

The following pages provide suggested questions or themes that may be effective to use in a 

class after a critical incident, and specific techniques to follow. Be sure the questions are 

“open-ended,” which means that they cannot be answered by a simple “Yes” or “No.” Open-

ended questions serve to facilitate verbal discussion. For some children, talking is not helpful. 

Drawing is another means of expression of feelings.  Allow a full range of expression: some 

kids draw recognizable “things,” others draw “abstracts.”  Emphasize to the children that their 

work will not be judged, graded, or necessarily shown to others. The student is the best source 

for what’s going on behind the drawing. Ask him or her about it. 

Suggested questions to ask/themes to represent 

Where were you when it (the disaster/event) happened? 

What were you doing? 

Where were your friends? Where was your family? 

What was your first thought when it happened? 

What did you see? What did you hear? 

What sound did it make? What did you smell? 

How did you feel? 

What did other people around you do (during, after)? 

What was the silliest thing you did? 

Were you or anyone else you know injured? 

What happened to pets or other animals around you? 

What dreams did you have after it? 

What reminds you of it? When do you think about it? 

What do you do differently since the event? 

How do you feel now? What makes you feel better? 

How have you gotten through rough times before? 

What would you do differently if it happened again? 

How did you help others? How would you help next time? 

What can you do now to help others? 
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Special Considerations 

♦ Allow for silence for some with low language skills, shyness, discomfort, etc. Encourage 

peer support for these children. 

♦ The teacher should accommodate the child. 

♦ If a child has low English skills, consider asking for a translator or a peer to help the child 

express in words. 

♦ Create a chance for verbal expression in any language, but allow students who many not 

want to participate the “right to pass.” 

When to refer students for additional assistance 

With caring and support from the school community and families, most students will recover 

from the effects of a crisis. Use the following guidelines to determine whether a student should 

be referred to a school counselor for further assistance:  

♦ Students who continue to demonstrate an elevated emotional response (crying, worry, 

anxious) after their peers have discontinued to show these signs; 

♦ Students who are withdrawn or appear depressed; 

♦ Students who appear distracted and are unable to engage in classroom assignments and 

activities after an ample amount of time has passed; 

♦ Students who present behavior of a threatening nature to themselves or to others or 

intentionally hurt themselves; 

♦ Students who exhibit significant behavioral change from their normal behavior, i.e., poor 

academic performance, weight loss, poor hygiene, distrust of others, suspected 

drug/alcohol use, etc. 

EFFECTS OF TRAUMA ON ADULTS 
First Reactions May Include: 

♦ Numbness, shock, difficulty believing what has occurred or is in the process of occurring 

♦ Slow or confused physical and mental reactions 

♦ Difficulty in decision making; uncertainty about things; it may be difficult to choose a 

course of action or to make even small judgment calls 

Ongoing Reactions May Include: 

♦ Loss of appetite, difficulty sleeping, loss of interest or pleasure in everyday activities 

♦ Desire to get away from everyone - even family/friends 
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♦ Emotional liability; becoming irritable or upset more quickly than usual 

ad an impact or difficulty accepting support 

Tip

♦ Feelings of fatigue, hopelessness, helplessness 

♦ Digestive problems; headaches, or backaches 

♦ Difficulty accepting that the emergency has h

from friends and the community 

s for distressed adults: 

♦ Take time to relax and do things that are pleasant; positive change such as getting away for 

♦ t; activity soothes anxiety and helps with 

♦ as simple as possible; avoid taking on any additional responsibilities or new 

♦ es of assistance with the workload - ask students, instructional assistants, or 

When Someone Dies 

nce a number of powerful feelings when confronted with the death of a 

a few hours with close friends can be helpful. 

Get regular exercise or participate in a spor

relaxation. 

Keep days 

projects. 

Tap sourc

volunteers to help grade papers, take care of copying, or help with other time-consuming 

tasks. 

Children may experie

classmate or another individual. The following describes an interactive process used to facilitate a 

student’s expression of the feelings and reactions following a death that affects the school 

community. This process is most effective when the focus follows a sequence of five phases: (1) 

Introductory; (2) Fact; (3) Feeling; (4) Reaction/Teaching; and (5) Closure.  This process should 

conclude with quiet, reflective time. 

1. Introductory Phase 
♦ Introduce team members or helpers to discuss why they have been assembled and what is 

♦ identiality and ask for a verbal agreement to keep what is said 

2. F

hoped to accomplish. 

Stress the need for conf

confidential. 

act Phase 
♦ Provide all known relevant facts about the death/incident. 

♦ Confirm the student’s understanding of what happened. 

Facility Support Services LLC 160 King Low Heywood Thomas 
2685 State Street, Hamden, CT   1450 Newfield Street, Stamford, CT 
Proposal #37308   Emergency Management and  
  Response Plan 



 
♦ Ask if anyone has or wants additional information about the death/incident. 

 first heard about it. 

ds to attend.  Determine who are they 

3. F lude everyone in the discussion)

♦ Ask how they learned about it. 

♦ Ask where were they when they

♦ Ask if anyone is missing from the meeting who nee

concerned about. 

eeling Phase (inc  

bout the death/incident. 

ut the individual(s) who died. 

 would like to be remembered. 

♦ Ask what were their first thoughts when they heard a

♦ Ask how they are feeling now. 

♦ Ask students to tell the class abo

♦ Ask for some memories of him/her/them. 

♦ Ask how do the students think he/she/they

4. Reaction/Teaching Phase 

♦ Explore the physical, emotional and cognitive stress reactions of the group members. 

lse to talk to. 

♦ Ask what are some things students usually do when they are really upset or down? 

♦ Take this opportunity to teach a little about the grief process, if appropriate. 

♦ Talk about effective coping techniques. 

♦ Determine if each student has someone e

5. Closure Phase 

♦ Provide information about memorial service/funeral if available. 

n. 

efore they will feel settled and explain that is 

♦ e them to talk with someone in their family about their sadness. 

d anticipates the 

♦ ctivities 

and by setting parameters for media coverage to allow privacy for grieving staff and 

students. 

♦ Support creative activities such as writing cards, taking a collectio

♦ Encourage students to support one another. 

♦ Remind them that it may take a long time b

normal. 

Encourag

♦ Support long-term healing by charting a course that offers support an

needs of victims and the entire community. Continued healing requires open and 

responsive communication lines among victims, victims’ families, and the school. 

Support memorials and donations by creating meaningful, inclusive, and healing a
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Ma

establis

Handle physical reminders carefully—Any repairs and rebuilding of damage wrought by violence 

e the class 

or to 

his/her return to the class. 

ple said or did that made you feel better? 

ght be feeling? 

ce to guide 

m away from less helpful 

♦ ings you could do that may help them feel better? 

es be? 

Tal

should 

♦ Allow the student to leave class e student can go. 

 talk to. 

♦ nts, provide drawing materials for younger 

nage benchmark dates—Anticipate and prepare for anniversaries and benchmark dates and 

h clear parameters for media coverage. 

or natural disaster must carefully consider the input feelings of the victims and their families. 

Prepar

The following section is designed to assist the teacher or counselor in preparing the class to help a 

student who has experienced a tragedy such as the death of a friend or family member pri

♦ Explain what is known of the loss. 

♦ Ask if other students have experienced the death of a friend or family member. 

♦ Are there things peo

♦ How do you think our classmate mi

♦ What could you say that might help him/her know you care? This is your chan

students’ responses to helpful comments as you guide the

comments. 

♦ What would you want someone to say to you if you experienced the death of someone 

close? 

Are there th

♦ We can take our cues from the person that will guide our actions. What might some of 

those cu

Assist the student 

k with the student before returning to class. Discuss what to share with the class and who 

tell them. 

if upset and where th

♦ Arrange for a person to meet with the student during the school day if he/she needs 

someone to

♦ Help the student to understand that he/she doesn’t have to answer questions or discuss the 

death if he/she doesn’t feel like it. 

Encourage journal writing for older stude

children. 
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♦ As a teacher, be willing to negotiate homework or class expectations during the first days 

after returning to school. 

d with the deceased). 

♦ ber that everybody has his/her own way of 

or the need for assurance and comfort. 

Me

memor ved ones especially want to know people 

ent such as 

e a similar memorial for another individual. 

 

♦ 

s, scholarship funds, 

Suicide

respons rgency. However, some issues exclusive to suicide require specific 

attention. 

♦ Acknowledge the suicide as a tragic loss of life. 

♦ Avoid cliché statements (e.g., “I know how you feel” when nobody knows the unique 

relationship the student ha

♦ Don’t expect the student to snap back into the “old self.” 

If a student seems unaffected by the loss, remem

grieving. 

♦ Even if the student seems to be adjusting to school again, don’t assume the grieving has 

stopped, n

morials. When anyone from the school community dies, people will often want to find ways to 

ialize the student or staff member. Parents and lo

miss the person and that there is great sadness with the loss. It is important to carefully think 

through the type of tribute that would be appropriate for the person who has died. 

♦ Check with family members to see what kind of memorial they would prefer. 

♦ Memorials should focus on the life lived, rather than on the death. 

♦ Yearbook memorials should be a regular-sized picture with a simple statem

“We’ll miss you.” 

♦ Creating a permanent or lasting school memorial for one person sets a precedent; it would 

be difficult to refus

♦ Public sympathy may balloon into a spontaneous memorial of artwork and symbolic 

expressions of loss. Flowers, cards, songs, mementos, and other tributes are supportive for

the immediate victims and the school community.  There may be a need to develop and 

implement a system for displaying the public generosity and grief. 

There are many other ways to support family and friends of the deceased.  Examples 

include: cards, food, kind words, work parties for relative

contributions to a favorite charity, planting a tree and being remembered after the urgent 

time of the tragedy. 

 Response. A school’s general response to a suicide does not differ markedly from a 

e to any death eme
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♦ Allow students to attend funeral services and to grieve the loss of a peer without glorifying 

the method of death. Over-emphasis on a suicide may be interpreted by vulnerable students 

as a glamorization of the suicidal act, which can assign legendary or idolized status to 

♦ 

♦ ssing suicide as the cause of death of students even if it is apparent. 

 of uncertainty. 

de as the cause or there may be 

A suic  

“co

helples

though ave a survivor or family 

ver gone and changed. For many, the recognition that such a “normal” is 

unattainable can be debilitating. As a result, counselors, and crisis survivors find the concept of a 

ring and accurate. While they recognize that things will never be 

  

taking one’s own life. 

♦ Provide counseling support for students profoundly affected by the death. 

Celebrate the life of this student as you would any student who has died, but do not 

organize school assemblies to honor the deceased student. 

Be cautious about discu

Police will likely conduct an investigation that may result in days or weeks

♦ Consult with a surviving parent before disclosing sensitive details.  Parents and family 

members may be reluctant to accept or acknowledge suici

family members who do not know the “apparent” cause of death. 

ide in the school community can heighten the likelihood, in the subsequent weeks, of

pycat” suicide attempts and threats.  Traumatic events can trigger extreme feelings of 

sness and hopelessness long after the initial trauma occurs. These feelings may also lead to 

ts of suicide or suicide attempts. Sometimes a new trauma will le

member with the feeling that they can’t handle the tragedy as well as they think people expect 

them to. In order to prevent further tragedies, students considered to be especially susceptible to 

depression/suicide must be carefully monitored and appropriate action taken if they are identified 

as high risk. 

The “New Normal” 

Victims of a crisis experience a real need to return to normal. However, “normal” as they once 

experienced it is fore

“New Normal” to be very reassu

the same, they also come to realize that a new stasis or equilibrium has arrived to replace the 

former “normal.” For students and staff alike, the sooner this is recognized, the better.  
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Addendum 

Large Scale Outdoor Events 
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It must be recognized that no two events or situations are identical.  While this document is 

intended to provide an approach to planning for, and coping with, such events, it is not intended to 

suggest that the guidelines herein are universally applicable, nor without need of modification to 

the specifics of a particular event. 

 

Pre-Event Planning 

When preparing for a large outdoor event, such as a graduation or sporting event, it is important to 

consider some of the following topics in advance. 

Site  

Does the site have adequate admission to and road network within to allow emergency responders 

quick access to victims?  Once on-sit o permit redeployment of emergency 

vehicles?  Would early arriving vehicles (e.g. ambulances) be blocked from exiting by 

subsequently arriving traff

In an emergency, responders should not have to compete with spectator traffic.  An access or 

perimeter road network can assist in ingress and egress of emergency vehicles in the event of a 

crisis. It is also vital that internal pathways are clear.  Pedestrian pathways through densely 

crowded areas allow medical staff access to sick and injured spectators.  The ideal pathway would 

consist of a perimeter path with two cross paths at right angles, joining the perimeter; in essence, a 

circle, or square, with a cross-shaped path segmenting spectators into four quadrants.  It is also 

vital to keep these pedestrian pathways separated from any emergency vehicle pathway so that 

emergency vehicles do not conflict with pedestrian traffic. 

Public Health Issues 

Is there a potential for public health issues; such as the availability of running water (particularly 

for hand washing by food service and medical personnel), sufficient public toilets, adequate 

refrigeration for perishable food stuffs,  sufficient covered containers for the storage of food waste, 

and appropriate storage and removal of liquid waste? 

In order to keep crowds at a stable level, it is important to make sure that basic needs are met.  

Crowds are much less likely to get unruly when there are sufficient bathroom facilities.  Also, to 

reduce clean-up time and environmental risk, trash receptacles should be maintained to keep from 

overflowing. 

e, is there room t

ic (e.g. police, construction equipment, media, etc.)? 
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Emergency Health Issues 

What level of on-site medical care is available?  Who will be providing such coverage?  Will it be 

necessary to have a first aid tent or vehicle on-site?  Will ambulances be on-site or called in as 

needed?  If on-site, will they be available for spectator injuries or only for participants?  How will 

edical staff be clearly identified? 

e to spectators is not only a good idea for humanitarian reasons, but also for 

e at risk for medical problems (high heat, high 

/allergy days) it is a good idea to have a field person or team.  This would be a person or 

front and back. 

ving through the group; and cheerful 

p and down the line, talking to people.  In addition to the up-tempo music, 

ing access roads, paths, and spectator areas, 

t individuals, those who get separated from friends, miss scheduled return 

m

Providing medical car

legal considerations.  Having an on-site first aid area will alleviate the likelihood for ambulances.  

Also, during events where spectators may be mor

pollen

persons clearly marked as a medic, circulating where a person requiring medical assistance may 

summon them.  Even when a clearly marked first-aid area is visible, spectators are often unwilling 

to make the trek for assistance, thus running the risk of losing their seat.  Identifying medical staff 

can be done as simply as having a T-shirt clearly stating “Medical Staff” on the 

Police, Security, and Law Enforcement 

How much security is needed?  Do police need to be on-site or placed on stand-by through 

notification that a large event is taking place?  Will there be a location on-site where significant 

sums of money may require additional security? 

One aspect that can be a precursor for problems is the monotony when waiting in line; this can 

create or magnify tempers.  Some diffusers that have been used with success include playing up-

tempo music; costumed mascot giving handshakes, pats, and waves; large inflated beach ball 

lobbing over the crowd; food and beverage vendors mo

security staff passing u

the costumed mascot can lead the spectators in a sing-along to keep people occupied. 

Contingency Plans 

Do police, fire, and hospitals need to be alerted to be on stand-by should the event require 

immediate assistance?  Is there a site plan, incorporat

that has been or can be submitted to emergency providers ahead of time in order to have the exact 

locations identified quickly? 

Events that involve younger audiences (pre-teens and teens) can create a number of difficulties, 

including los
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transportation, and more.  In many cases, parents will drive young spectators to events, but have 

nts were thus able to identify a specific meeting place at the 

difficulties finding them at the conclusion.  One concept that was used by Toronto’s CNE Stadium 

was implementing a “Parent’s Oasis” adjacent to the main event to provide parents with a waiting 

area during a concert. Coffee, soft drinks, and cookies were provided by area suppliers as well as 

newspapers to pass the time.  Pare

conclusion of the event with their children prior to entering the stadium.  Information booths were 

also set up, with clearly marked event staff, to assist lost children with public address system 

access to the Parent’s Oasis; which gave them instant paging of parents if necessary.  This concept 

is one that lends itself to events where parents would not want, or be wanted by their children, to 

be in attendance of the actual event.  The effort in setting up such a location offsets the reduction 

in effort needed to deal with the young spectators at the conclusion of the event.   

 

King Events 

King Low Heywood Thomas has outdoor events ranging from graduations to sporting events.  The 

e event of an emergency.  These events do not 

r event, or if 

bulance already on-site.  These are also the times that a circulating and 

identifiable medical staff member should be available.  Police should be alerted to outdoor 

By having a contingency plan in place and giving copies of any useful maps to local area 

pre-event planning process is very similar for the majority of these events.  Keeping pedestrian 

traffic confined to specific pathways out of the way of vehicle traffic, especially emergency 

vehicles, will reduce the school’s liability in th

involve food vending so the main concern for public health is adequate public toilets and trash 

receptacles.  Due to the increased risk of injury during sporting events to players, medically 

trained staff will always be on-site for these events.  It is important to make sure that these staff 

members are clearly identifiable and accessible to any spectators who may require medical 

assistance. On days of high temperatures or where risk of injury may be higher due to elevated 

levels of pollution, nearby hospitals and ambulances should be alerted to the outdoo

possible, have an am

sporting events for many reasons, including, but not limited to, traffic concerns, sports rivalries, 

heated arguments, and intruders.  If necessary, request an officer to be present, consider safe 

locations to evacuate to, and identify where an attacker would most likely enter the location. 

ambulance, fire, and police, any incidents can be responded to in a more efficient manner and thus 

will generally not be as critical.   
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In the event of an armed intruder, reasonable actions must always be considered.  If a suspicious 

person is seen, they should be reported to security as soon as possible.  Security should alert each 

other via walkie-talkie or cell phone.  Never shout about a suspicious person as it may aggravate 

them and cause more harm and can alert them to your awareness.  If an intruder is deemed 

dangerous, get as many people into the buildings as feasible, secure the building from the intruder 

(lock windows and doors, get people in hallways away from windows and doors that access the 

outside) and call 911.  If possible, have the Coaches get their teams to run to the safe location 

using separate directions and meet up in the building at the same location to confuse the intruder.  

If a safe location is possible, have someone watching the intruder on the phone with police giving 

a physical description; armor, weapons, vehicle, activity, direction of movement, etc, and include 

a constant situation update to police.  By no means should any single person attempt to disarm 

n intruder.  Once police arrive on scene, it is important to allow them to perform their duties.  

 stay inside with all access to the building remaining secure until police have the 

a

People should

intruder captured or otherwise subdued and have given the all clear signal.  Police will have a 

perimeter around the location and the area will be treated as a crime scene, so it is important to 

cooperate with police and not attempt to retrieve belongings until after police give the okay.  It is 

also important to remember that there will be injured people and to let police and emergency 

personnel treat them as appropriate.  If you can assist, you may offer your help.  Police will also 

support student release by keeping parents back until students are prepared to be released.  It may 

be a good idea to have a reunion location away from the incident where police and staff can bring 

students to parents. 
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Appendix A 
Maps of Evacuation Routes 



Appendix B 
Forms 
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Form  Contents  

B-1 School Safety/Hazard Checklist  

B-2 Staff Skills Inventory  

B-3 Damage Report and Assessment  

B-4 Drill Records  

B-5 Emergency Status Report  

B-6 Emergency Status Report Update  

B-7 Evacuation Routes Hazards Checklist  

B-8 Injury/Missing Persons Report  

B-9 Neighborhood Resources  

B-10 Student Release Log  

B-11 Student Release Permission Slip  

B-12 Telephone Communications Log  

B-13 Threat Assessment Worksheet 

B-14 Threat Assessment Form 

B-15 Crisis Management Team 

B-16 Parent/Child Reunion Area 

B-17 Command Post 

B-18 Bus Staging Area
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Form B-1   School Safety/Hazard Checklist  
School   Room #   
Date   Completed By:      
 

Question Yes No Unknown Not 
Applicable

Are heavy objects removed from shelves above the 
heads of seated students/teachers desk? 

    

Are aquariums and other potentially hazardous 
displays located away from seating areas and 
windows? 

    

Are A.V. equipment and computers securely 
attached to portable carts with lockable wheels? 

    

Are wall mounted clocks, maps, fire extinguishers, 
etc. accessible? 

    

Is lab equipment secure to prevent accidents?     
Are chemicals stored to prevent spillage?  Is there 
adequate ventilation? 

    

Are computers and other heavy equipment secured 
to prevent movement? 

    

Are objects around doors secured so as not to fall 
and block egress? 

    

Are there personal items on floors and hallways 
preventing safe passage? 

    

Is there sufficient light from emergency lighting in 
case of a blackout during low outdoor light (storm)? 

    

Is the classroom furniture in good repair and 
positioned safely? 

    

Are floors in good condition and free of trip hazards 
(protruding objects and indentations)? 

    

Are carpets and rugs firmly secured with no curling 
edges? 

    

Are floors clean, providing a good grip?     
Do any doors or windows “stick” or are difficult 
when opening? 
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Form B-2   Staff Skills Inventory 
School      Lower School    School Year    
Date   Completed By:      
 
Experience/Equipment Name of Employee(s) 

Medical/First Aid   

   

   

   

Search & Rescue   

   

   

   

Fire Fighting   

   

   

   

Communication 
Equipment (indicate type) 

  

   

   

   

Emergency Vehicles & 
Equipment 

  

   

   

   

Other   
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Form B-2   Staff Skills Inventory 
School      Middle School   School Year    
Date   Completed By:      
 
Experience/Equipment Name of Employee(s) 

Medical/First Aid   

   

   

   

Search & Rescue   

   

   

   

Fire Fighting   

   

   

   

Communication 
Equipment (indicate type) 

  

   

   

   

Emergency Vehicles & 
Equipment 

  

   

   

   

Other   
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Form B-2   Staff Skills Inventory 
School      Upper School   School Year    
Date   Completed By:      
 
Experience/Equipment Name of Employee(s) 

Medical/First Aid   

   

   

   

Search & Rescue   

   

   

   

Fire Fighting   

   

   

   

Communication 
Equipment (indicate type) 

  

   

   

   

Emergency Vehicles & 
Equipment 

  

   

   

   

Other   
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Form B-2   Emergency Status Report (Continued) 
 
Condition of Neighborhood 
e.g. Fallen power lines, debris-cluttered streets, etc. 
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Form B-3   Damage Report and Assessment 
School   Date     
Time   Completed By:      
 

Total Injuries Room # 

Students Teachers 

Number of Serious 
Injuries 

Structural Damage 
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Form B-4   Drill Records 
School   
 

Time Type of Drill Date Held 

Start End 

Remarks Recorded 
By 
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Form B-5   Emergency Status Report 
This form is to be completed and forwarded to the Head of School by the Division Head or 
designee as soon as evacuation has been completed and the required information collected. 

School   Date     
Time   Completed By:      
 
Immediate Assistance Required 
  None     Medical   Fire   Search & Rescue  

  Support Personnel 
 
Condition of Students 
  All Accounted For   No Injuries   No Immediate Help Required 

  Missing (number)      Names 
  
  
  
  
  

  Trapped in Building (number)    Names 
  
  
  
  
  

  Injured (number)    Number Requiring Immediate Medical Attention 

  Type of Injury      Names 
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Form B-5   Emergency Status Report (Continued) 
 
Condition of Staff 
  All Accounted For   No Injuries   No Immediate Help Required 

  Missing (number)      Names 
  
  
  
  
  

  Trapped in Building (number)    Names 
  
  
  
  
  

  Injured (number)    Number Requiring Immediate Medical Attention 

  Type of Injury      Names 

    
    
    
    
    
Condition of School Building and Grounds 
e.g. Walls cracked, fallen light fixtures, shattered windows, broken water pipes, flooding, etc. 
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Form B-6   Emergency Status Report Update 
School   Date     
Time   Completed By:      
 

  Number of children remaining at school 
 
  Number of staff members remaining to care for children 
 
  Assistance Required: 

   Water 

   Food 

   Blankets 

   Additional Personnel (number) to assist in student care 

 

  Other:  
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Form B-7   Evacuation Routes Hazard Checklist 
School   Date     
Time   Completed By:      
 

Question Yes No Location 

Is any maintenance and/or repairs being done 
that places construction obstacles in normal 
evacuation routes? 

   

Do hallways and/or doors contain glass 
panels? 

   

Is glass safety (tempered)?    

Do lockers, bookshelves, or other storage units 
line hallways? 

   

Are they secured to walls and/or floors?    

Is lighting dependent on electricity rather than 
sunlight? 

   

Do building exit routes pass through arcades, 
canopies, or porch-like structures? 

   

Are clay or slate tiles on roofs of buildings?    

Are gas, sewer, and/or power lines near 
outdoor assembly areas? 

   

Is the walking path to outdoor assembly areas 
clear from tripping hazards (large rocks, 
highly uneven ground, etc.)? 

   

Are there emergency doors that are locked, or 
otherwise inaccessible from the inside? 

   

Are there trip hazards in the halls (cracks, A/V 
equipment, curled rugs, personal items, etc.)? 

   

Are all emergency lights operable?    

Are emergency signs visible from classroom 
doorways? 

   

 

Note: This form is to be completed each school year prior to the return of teachers and 
students.  The findings of this assessment may result in a memo to staff alerting them to 
temporary changes or permanent changes in normal evacuation routes. 
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Form B-8   Injury/Missing Persons Report 
School   Room #   
Teacher:     Date     
 

INJURED  
Name Type of injury Location 

   
   
   
   
   
   
   
   
   
   
 

MISSING PERSONS 
Name Possible Location 
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Form B-9   Neighborhood Resources 
School   Year     
 

Resource Resource Persons Name Phone Number 

Fire   

   

   

Communications   

   

   

Search & Rescue   

   

   

Medical Care   

   

   

Care of Students at School   

   

   

Food Preparation   

   

   

Engineering/Structural 
Safety 
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Form B-10   Student Release Log 
Child’s Name Guardian’s Name ID Provided 
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Form B-11   Student Release Permission Slip 

 

 

 Child’s Name: 
 
 
 
 
 Guardian’s Name: 
 
 
 
 
 Form of Identification: 
 
 
 
 
 
 Signature:
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Form B-12   Telephone Communications Log 
School   Year     
 

Time Date 
Start End 

Message Initials 
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Form B-13   Threat Assessment Worksheet   (Initial Meeting) 

 

Today's Date: ________ Date of Threat: _________ Time: _________ 

Person Reporting Threat: _____________________ 

Student Making Threat: ______________________ 

Intended Target Victim(s): ____________________ 

Exact wording of threat: 

 

 

 

 

 
 
 
Step One: Identify 
 

”  Direct Threat: Identifies a specific act against a specific target and is delivered in a 
straightforward, clear, and explicit manner: "I am going to place a bomb in the school's 
gym." 

” Indirect Threat: Tends to be vague, unclear, and ambiguous. The plan, the 
intended victim, the motivation, and other aspects of the threat are masked or 
equivocal: "If I wanted to, I could kill everyone at this school". Violence is implied but 
tentatively "if I wanted to" and suggests a violent act COULD occur not that it WILL 
occur. 

” Veiled Threat: Strongly implies but does not explicitly threaten violence. "We would 
be better off without you around anymore" clearly hints at a possible violent act, but 
leaves it to the potential victim to interpret the message and give a definite meaning. 

” Conditional Threat: Warns that a violent act will happen unless certain demands or 
terms are met: "If you don't pay me one million dollars, I will place a bomb in the 
school" 

Facility Support Services LLC  King Low Heywood Thomas 
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Form B-13   Threat Assessment Worksheet (Continued) 
 
Step Two: Identify level of threat and type of threat: Use the Eleven Key Questions 
 
Low Level: 
” Threat is vague and indirect 
” Information within the threat    is 
inconsistent, implausible or lack detail 
” Threat lacks realism 

” Content suggests person is  unlikely 
to carry it out  

Mid Level: 
” Threat is more direct and more 
concrete than a low level threat 
” Wording suggests threatener has given 
some thought to how the act will be 
carried out. 
” General indication of a possible place 
and time (but not a detailed plan)  
” Strong indication the threatener has 
taken preparatory steps, although there 
may be some veiled reference or 
ambiguous or inconclusive evidence 
pointing to that possibility – an allusion 
to a book or movie that shows the 
planning of a violent act, or a vague, 
general statement about the availability of 
weapons 

 ” Specific statement seeking to convey 
that the threat is not empty; “I’m 
serious!” or “I really mean this!” 

High Level: 
” Direct, specific and plausible 
” Threat suggests concrete steps 
have been taken toward carrying it 
out, for example, statements 
indicating that the threatener has 
acquired or practiced with a weapon 
or has the victim under surveillance. 

“At 8am tomorrow morning I intend 
to shoot the principal.  That’s when 
he is in his office by himself.  I have 
a 9mm. Believe me, I know what I’m 
doing.  I am sick and tired of the way 
he runs this school.”  

 
Step Three: Additional information to be collected for follow-up Threat Assessment and SAT 
meeting.  Use the Four Pronged Assessment. 
 

Needed Information Person Responsible 

 
 

 

  

  

  

  

Step Four: Schedule follow-up meeting?  Use SAT forms. 
SAT Meeting Scheduled for:   
SEND A COPY OF ALL FORMS TO THE DISTRICT SAFETY DIVISION      
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Form B-14   Threat Assessment Form 
 
Facility Name: Date: 
Facility Location:  

General Threat Likelihood
(L, M, H) 

Type 
O I C* 

History of Threat Comments 

Activists     
Environmental Activists     
Animal Rights Activists     
Human Rights Activists     
Political Activists     

Terrorists     
Insurgent Groups     
International Terrorists     
Biological / Chemicals Attack     
Collateral Damage from proximal Terrorist Target     

Local Government     
Bribery – Corrupt Officials     
Mob Violence     
General Civil Unrest / Riots     

Other Local groups     
Organized Crime     
Militia     
Hate Groups     
Gang Violence     

Labor     
Strikes     
Violence     
Bribing employees     
 
*Type of Threat: O = Outside, I=Inside, C=Collusion 



Form B-14   Threat Assessment Form (Continued) 
General Threat Likelihood

(L, M, H) 
Type 
O I C* 

History of Threat Comments 

Vehicle Jacking     
Truck-jacking     
Car-jacking     

Threats Against Personnel     
Kidnapping     
Extortion     
Mugging     
Rape / Molestation     
Workplace Violence     
Hate Crimes     
Assault     
Murder     

Threats Against Facility     
Vandalism     
Bombings / Bomb Threats     
Suspicious Packages     
Arson     
Trespassing     

Misappropriation of Information Threats     
Hard-copy Information     
Computer / PC Related     
Electronic Eavesdropping     

Thefts     
Petty Theft     
Grand Theft     
Burglary     
Armed Robbery     
Contractors     

Facility Support Services LLC  King Low Heywood Thomas 
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Form B-14   Threat Assessment Form (Continued) 
 
*Type of Threat: O = Outside, I=Inside, C=Collusion 

General Threat Likelihood
(L, M, H) 

Type 
O I C* 

History of Threat Comments 

Fraud     
Contract     
Altering / Tampering     
Counterfeiting     
Falsification of Records     
Falsify Time Sheets     
Forgery     

Alcohol & Drugs      
Impairment on the job     
Theft of drug making chemicals     
Drug dealing on site     
 
Documented By: 

 

Facility Su
2685 State St
Pr
  

 
*Type of Threat: O = Outside, I=Inside, C=Collusion 



Form B-15   Crisis Management Team 

 

 

Name: 

Rome# and Position: 

Work Number: 

Pager/Cell Number: 

Home Number: 

Home Address: 

 

 

 

 

Name: 

Rome# and Position: 

Work Number: 

Pager/Cell Number: 

Home Number: 

Home Address: 
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Form B-16   Parent/Child Reunion Area 
 
 
 
Location 
 
 
 
 
 
 
 
 
 
 
 
 
Secondary Location 
 
 
 
 
 
 
 
 
 
 
 
 
Special Traffic or Security Concerns For This Area 
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Form B-17   Command Post 
 
 
 
Location: 
 
 
 
 
 
 
 
 
 
 
 
Secondary Location 
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Form B-18   Bus Staging Area 
 
 
Location: 
 
 
 
 
 
 
 
 
 
 
 
Secondary Location: 
 
 
 
 
 
 
 
 
 
 
Special Traffic or Security Concerns For This Area: 
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Appendix C 
Disability Census 



To ensure the returns are accurate and complete, every employee, whether or not you have any 
impairment or disability, is asked to complete the form provided by Human Resources.  King 
will collect personal information, manage and use it, and disclose it in a way that complies with 
relevant legislation, only for lawful purposes related to its function, that is necessary and 
provided by the individual. 

The Disability Act 2005 defines disability as follows: 
“Disability, in relation to a person, means a substantial restriction in the capacity of the person to 
carry on a profession, business, or occupation in the State or to participate in social or cultural 
life in the State by reason of an enduring physical, sensory, mental health or intellectual 
impairment.” 
 
Do you have any long-term (including episodic) condition: a physical impairment; a sight, 

hearing or speech impairment; an intellectual disability; or a mental health condition; 
which causes you substantial difficulties in any area of everyday life such as work, social 
life, leisure, or cultural activities? 

 
Notes: An episodic condition is a permanent condition that may flare up from time to time.  

Social life, leisure, or cultural activities include watching TV, reading, listening to music, 
using a car or public transport, going to the movies, or other types of socializing. 

 
Guidance 
 
Do I answer this question even if, in my opinion, I do not have a disability according to the 

definition in the Disability Act 2005? 
The question on disability status should be answered by all staff.  In this case, you should answer 

“No” and return your answer to Bill Ennist, signed and dated.  
 
Should it be my opinion only whether I have an impairment or what other people have told me? 
Your impairment, be it: physical; sight, hearing or speech; intellectual disability; or mental 

health should have been diagnosed by a qualified professional.  
 
Will I have to undergo a medical examination to be counted as a person with a disability? 
No special medical examination is required in order to be included in the count of people with 

disabilities working at King.  This is purely for emergency use and will not require anyone to 
undergo a medical assessment or to produce evidence of a particular condition.  However, 
only count yourself as having an impairment if this has been diagnosed by an appropriate 
professional and your impairment substantially restricts your capacity to evacuate in an 
emergency. 

 
If I choose to disclose, who will have access to this information? 
This confidential question and the information collected are for the purpose of emergency 

evacuations.  The only person(s) who will have access to your form will be the person(s) 
nominated to record and file the data.  Strict confidentiality will be maintained in line with 
best practice.  

 
Should I be included if I have a temporary incapacity such as a broken leg? 
No.  Any condition that will result in a full recovery within the foreseeable future is not covered 

by this disability status question. 
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Executive Summary

Although most schools are safe,
the violence that occurs in our
neighborhoods and communities
has found its way inside the
schoolhouse door. However, if we
understand what leads to violence
and the types of support that re-
search has shown are effective in
preventing violence, we can make
our schools safer.

Research-based practices can help
school communities�administra-
tors, teachers, families, students,
support staff, and community
members�recognize the warning
signs early, so children can get the
help they need before it is too late.
This guide presents a brief sum-
mary of the research on violence
prevention and intervention and
crisis response in schools. It tells
school communities:

� What to look for�the early
warning signs that relate to vio-
lence and other troubling be-
haviors.

� What to do�the action steps
that school communities can
take to prevent violence and
other troubling behaviors, to
intervene and get help for
troubled children, and to re-
spond to school violence when
it occurs.

Early Warning,
Timely Response

A Guide to Safe Schools

Sections in this guide include:

� Section 1: Introduction. All
staff, students, parents, and
members of the community
must be part of creating a safe
school environment. Schools
must have in place approaches
for addressing the needs of all
children who have troubling
behaviors. This section de-
scribes the rationale for the
guide and suggests how it can
be used by school communities
to develop a plan of action.

� Section 2: Characteristics of a
School That Is Safe and Re-
sponsive to All Children. Well
functioning schools foster
learning, safety, and socially
appropriate behaviors. They
have a strong academic focus
and support students in achiev-
ing high standards, foster posi-
tive relationships between
school staff and students, and
promote meaningful parental
and community involvement.
This section describes charac-
teristics of schools that support
prevention, appropriate inter-
vention, and effective crisis re-
sponse.

� Section 3: Early Warning
Signs. There are early warning

The full text of this public
domain publication is avail-
able at the Department�s
home page at http://
www.ed.gov/offices/OSERS/
OSEP/earlywrn.html.
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signs that, when viewed in con-
text, can signal a troubled child.
Educators and parents�and in
some cases, students�can use
several significant principles to
ensure that the early warning
signs are not misinterpreted.
This section presents early
warning signs, imminent warn-
ing signs, and the principles
that ensure these signs will not
be misinterpreted. It concludes
with a brief description of us-
ing the early warning signs to
shape intervention practices.

� Section 4: Getting Help for
Troubled Children. Effective
interventions for improving the
behavior of troubled children
are well documented in the re-
search literature. This section
presents research- and expert-
based principles that should
provide the foundation for all
intervention development. It
describes what to do when in-
tervening early with students
who are at risk for behavioral
problems, when responding
with intensive interventions for
individual children, and when
providing a foundation to pre-
vent and reduce violent behav-
ior.

� Section 5: Developing a Pre-
vention and Response Plan.
Effective schools create a vio-
lence prevention and response
plan and form a team that can
ensure it is implemented. They
use approaches and strategies
based on research about what

works. This section offers sug-
gestions for developing such
plans.

� Section 6: Responding to Cri-
sis. Effective and safe schools
are well prepared for any poten-
tial crisis or violent act. This
section describes what to do
when intervening during a cri-
sis to ensure safety and when
responding in the aftermath of
crisis. The principles that un-
derlie effective crisis response
are included.

� Section 7: Conclusion. This
section summarizes the guide.

� Section 8: Methodology, Con-
tributors, and Research Sup-
port. This guide synthesizes an
extensive knowledge base on
violence and violence preven-
tion. This section describes the
rigorous development and re-
view process that was used. It
also provides information
about the project�s Web site.

A final section lists resources that
can be contacted for more infor-
mation.

The information in this guide is
not intended as a comprehensive
prevention, intervention, and re-
sponse plan�school communities
could do everything recom-
mended and still experience vio-
lence. Rather, the intent is to pro-
vide school communities with re-
liable and practical information
about what they can do to be pre-
pared and to reduce the likelihood
of violence.
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Section 1: Introduction

Most schools are safe. Although
fewer than one percent of all vio-
lent deaths of children occur on
school grounds�indeed, a child
is far more likely to be killed in
the community or at home�no
school is immune.

The violence that occurs in our
neighborhoods and communities
has found its way inside the
schoolhouse door. And while we
can take some solace in the
knowledge that schools are among
the safest places for young people,
we must do more. School violence
reflects a much broader problem,
one that can only be addressed
when everyone�at school, at
home, and in the community�
works together.

The 1997-1998 school year served
as a dramatic wake-up call to the
fact that guns do come to school,
and some students will use them
to kill. One after the other, school
communities across the country�
from Oregon to Virginia, from Ar-
kansas to Pennsylvania, from Mis-
sissippi to Kentucky�have been
forced to face the fact that vio-
lence can happen to them. And
while these serious incidents
trouble us deeply, they should not
prevent us from acting to prevent
school violence of any kind.

There is ample documentation
that prevention and early inter-
vention efforts can reduce vio-
lence and other troubling behav-
iors in schools. Research-based
practices can help school commu-

nities recognize the warning signs
early, so children can get the help
they need before it is too late. In
fact, research suggests that some
of the most promising prevention
and intervention strategies in-
volve the entire educational com-
munity�administrators, teach-
ers, families, students, support
staff, and community members�
working together to form positive
relationships with all children.

If we understand what leads to
violence and the types of support
that research has shown are effec-
tive in preventing violence and
other troubling behaviors, we can
make our schools safer.

About This Guide
This guide presents a brief sum-
mary of the research on violence
prevention and intervention and
crisis response in schools (see
Section 8 for a review of method-
ology and information on how to
locate the research). It tells mem-
bers of school communities�es-
pecially administrators, teachers,
staff, families, students, and com-
munity-based professionals:

� What to look for�the early
warning signs that relate to vio-
lence and other troubling be-
haviors.

� What to do�the action steps
that school communities can
take to prevent violence and
other troubling behaviors, to
intervene and get help for

A Guide to Safe Schools
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troubled children, and to re-
spond to school violence when
it occurs.

The information in each section
is not intended as a comprehen-
sive prevention, intervention, and
response system or plan. Indeed,
school violence occurs in a unique
context in every school and every
situation, making a one-size-fits-
all scheme impossible. Moreover,
school communities could do ev-
erything recommended and still
experience violence. Rather, this
guide is designed to provide
school communities with reliable
and practical information about
what they can do to be prepared
and to reduce the likelihood of
violence.

Creating a safe school requires
having in place many preventive
measures for children�s mental
and emotional problems�as well
as a comprehensive approach to
early identification of all warning
signs that might lead to violence
toward self or others. The term
�violence� as used in this book-
let, refers to a broad range of trou-
bling behaviors and emotions
shown by students�including
serious aggression, physical at-
tacks, suicide, dangerous use of
drugs, and other dangerous inter-
personal behaviors. However, the
early warning signs presented in
this document focus primarily on
aggressive and violent behaviors
toward others. The guide does not
attempt to address all of the warn-
ing signs related to depression and
suicide. Nevertheless, some of the
signs of potential violence toward
others are also signs of depression
and suicidal risk, which  should
be addressed through early iden-

tification and appropriate inter-
vention.

Using the Guide To
Develop a Plan of
Action

All staff, students, parents, and
members of the community must
be part of creating a safe school
environment:

� Everyone has a personal re-
sponsibility for reducing the
risk of violence. We must take
steps to maintain order, demon-
strate mutual respect and car-
ing for one another, and ensure
that children who are troubled
get the help they need.

� Everyone should have an un-
derstanding of the early warn-
ing signs that help identify stu-
dents who may be headed for
trouble.

� Everyone should be prepared to
respond appropriately in a cri-
sis situation.

Research and expert-based infor-
mation offers a wealth of knowl-
edge about preventing violence in
schools. The following sections
provide information�what to
look for and what to do�that
school communities can use when
developing or enhancing violence
prevention and response plans
(see Section 5 for more informa-
tion about these plans).

We hope that school communities
will use this document as a guide
as they begin the prevention and
healing process today, at all age
and grade levels, and for all stu-
dents.

�Violence is a major con-
cern to parents, students,
teachers, and the adminis-
tration of any school. We
have found that our best
plan starts with prevention
and awareness. At our
middle school, the school
psychologist, in conjunc-
tion with the assistant prin-
cipal, has developed an
anti-intimidation and threat
plan. Our school statistics
reflect a dramatic decline in
violence from the 1996-97
to the 1997-98 school year.
We treat each and every stu-
dent with respect. We are
finding that they in turn are
demonstrating a more re-
spectful attitude.�

G. Norma Villar Baker,
Principal, Midvale, UT
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Section 2: What To Look For

Well functioning schools foster
learning, safety, and socially ap-
propriate behaviors. They have a
strong academic focus and sup-
port students in achieving high
standards, foster positive relation-
ships between school staff and
students, and promote meaning-
ful parental and community in-
volvement. Most prevention pro-
grams in effective schools address
multiple factors and recognize
that safety and order are related
to children�s social, emotional,
and academic development.

Effective prevention, intervention,
and crisis response strategies op-
erate best in school communities
that:

� Focus on academic achieve-
ment. Effective schools convey
the attitude that all children
can achieve academically and
behave appropriately, while at
the same time appreciating in-
dividual differences. Adequate
resources and programs help
ensure that expectations are
met. Expectations are commu-
nicated clearly, with the under-
standing that meeting such ex-
pectations is a responsibility of
the student, the school, and the
home. Students who do not re-
ceive the support they need are
less likely to behave in socially
desirable ways.

� Involve families in meaningful
ways. Students whose families
are involved in their growth in
and outside of school are more
likely to experience school suc-
cess and less likely to become
involved in antisocial activities.
School communities must
make parents feel welcome in
school, address barriers to their
participation, and keep families
positively engaged in their
children�s education. Effective
schools also support families in
expressing concerns about their
children�and they support
families in getting the help they
need to address behaviors that
cause concern.

� Develop links to the commu-
nity. Everyone must be commit-
ted to improving schools.
Schools that have close ties to
families, support services, com-
munity police, the faith-based
community, and the commu-
nity at large can benefit from
many valuable resources. When
these links are weak, the risk
of school violence is heightened
and the opportunity to serve
children who are at risk for vio-
lence or who may be affected
by it is decreased.

� Emphasize positive relation-
ships among students and
staff. Research shows that a

Characteristics of a
School That Is Safe and
Responsive to All Children
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positive relationship with an
adult who is available to pro-
vide support when needed is
one of the most critical factors
in preventing student violence.
Students often look to adults in
the school community for guid-
ance, support, and direction.
Some children need help over-
coming feelings of isolation and
support in developing connec-
tions to others. Effective
schools make sure that oppor-
tunities exist for adults to spend
quality, personal time with chil-
dren. Effective schools also fos-
ter positive student interper-
sonal relations�they encour-
age students to help each other
and to feel comfortable assist-
ing others in getting help when
needed.

� Discuss safety issues openly.
Children come to school with
many different perceptions�
and misconceptions�about
death, violence, and the use of
weapons. Schools can reduce
the risk of violence by teaching
children about the dangers of
firearms, as well as appropriate
strategies for dealing with feel-
ings, expressing anger in appro-
priate ways, and resolving con-
flicts. Schools also should teach
children that they are respon-
sible for their actions and that
the choices they make have
consequences for which they
will be held accountable.

� Treat students with equal re-
spect. A major source of con-
flict in many schools is the per-
ceived or real problem of bias
and unfair treatment of stu-
dents because of ethnicity, gen-
der, race, social class, religion,
disability, nationality, sexual

orientation, physical appear-
ance, or some other factor�
both by staff and by peers. Stu-
dents who have been treated
unfairly may become scape-
goats and/or targets of violence.
In some cases, victims may re-
act in aggressive ways. Effective
schools communicate to stu-
dents and the greater commu-
nity that all children are valued
and respected. There is a delib-
erate and systematic effort�for
example, displaying children�s
artwork, posting academic
work prominently throughout
the building, respecting stu-
dents� diversity�to establish a
climate that demonstrates care
and a sense of community.

� Create ways for students to
share their concerns. It has
been found that peers often are
the most likely group to know
in advance about potential
school violence. Schools must
create ways for students to
safely report such troubling be-
haviors that may lead to dan-
gerous situations. And students
who report potential school vio-
lence must be protected. It is
important for schools to sup-
port and foster positive rela-
tionships between students and
adults so students will feel safe
providing information about a
potentially dangerous situation.

� Help children feel safe express-
ing their feelings. It is very im-
portant that children feel safe
when expressing their needs,
fears, and anxieties to school
staff. When they do not have
access to caring adults, feelings
of isolation, rejection, and dis-
appointment are more likely to
occur, increasing the probabil-
ity of acting-out behaviors.

�I just recently got out of
the hospital. I was a victim
of a shooting at my school.
I�ve been teaching for 20
years and I never thought
it could happen at my
school. Some of the kids
knew about it before it hap-
pened, but they didn�t want
to say anything�they have
a code of honor and they
did not want to tattle tale.
But someone has to stand
up, someone has to take a
stand because, if you don�t,
then somebody else is go-
ing to get hurt.�

Gregory Carter, Teacher,
Richmond, VA
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� Have in place a system for re-
ferring children who are sus-
pected of being abused or ne-
glected. The referral system
must be appropriate and reflect
federal and state guidelines.

� Offer extended day programs
for children. School-based be-
fore- and after-school programs
can be effective in reducing vio-
lence. Effective programs are
well supervised and provide
children with support and a
range of options, such as coun-
seling, tutoring, mentoring, cul-
tural arts, community service,
clubs, access to computers, and
help with homework.

� Promote good citizenship and
character. In addition to their
academic mission, schools
must help students become
good citizens. First, schools
stand for the civic values set
forth in our Constitution and
Bill of Rights (patriotism; free-
dom of religion, speech, and
press; equal protection/nondis-
crimination; and due process/
fairness). Schools also reinforce
and promote the shared values
of their local communities,
such as honesty, kindness, re-
sponsibility, and respect for
others. Schools should ac-
knowledge that parents are the
primary moral educators of
their children and work in part-
nership with them.

� Identify problems and assess
progress toward solutions.
Schools must openly and objec-

tively examine circumstances
that are potentially dangerous
for students and staff and situ-
ations where members of the
school community feel threat-
ened or intimidated. Safe
schools continually assess
progress by identifying prob-
lems and collecting information
regarding progress toward solu-
tions. Moreover, effective
schools share this information
with students, families, and the
community at large.

� Support students in making
the transition to adult life and
the workplace. Youth need as-
sistance in planning their future
and in developing skills that
will result in success. For ex-
ample, schools can provide stu-
dents with community service
opportunities, work-study pro-
grams, and apprenticeships
that help connect them to car-
ing adults in the community.
These relationships, when es-
tablished early, foster in youth
a sense of hope and security for
the future.

Research has demonstrated re-
peatedly that school communities
can do a great deal to prevent vio-
lence. Having in place a safe and
responsive foundation helps all
children�and it enables school
communities to provide more ef-
ficient and effective services to
students who need more support.
The next step is to learn the early
warning signs of a child who is
troubled, so that effective inter-
ventions can be provided.

�We must avoid fragmenta-
tion in implementing pro-
grams. The concepts in pre-
venting and responding to
violence must be integrated
into effective school reform,
including socially and aca-
demically supportive in-
struction and caring, a wel-
coming atmosphere, and
providing good options for
recreation and enrich-
ment.�

Howard Adelman, Professor
of Psychology, University of
California, Los Angeles
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Section 3: What To Look For

Why didn�t we see it coming? In
the wake of violence, we ask this
question not so much to place
blame, but to understand better
what we can do to prevent such
an occurrence from ever happen-
ing again. We review over and over
in our minds the days leading up
to the incident�did the child say
or do anything that would have
cued us in to the impending cri-
sis? Did we miss an opportunity
to help?

There are early warning signs in
most cases of violence to self and
others�certain behavioral and
emotional signs that, when
viewed in context, can signal a
troubled child. But early warning
signs are just that�indicators
that a student may need help.

Such signs may or may not indi-
cate a serious problem�they do
not necessarily mean that a child
is prone to violence toward self or
others. Rather, early warning signs
provide us with the impetus to
check out our concerns and ad-
dress the child�s needs. Early
warning signs allow us to act re-
sponsibly by getting help for the
child before problems escalate.

Early warning signs can help
frame concern for a child. How-
ever, it is important to avoid in-
appropriately labeling or stigma-
tizing individual students because
they appear to fit a specific pro-
file or set of early warning indica-
tors. It�s okay to be worried about

a child, but it�s not okay to over-
react and jump to conclusions.

Teachers and administrators�
and other school support staff�
are not professionally trained to
analyze children�s feelings and
motives. But they are on the front
line when it comes to observing
troublesome behavior and making
referrals to appropriate profes-
sionals, such as school psycholo-
gists, social workers, counselors,
and nurses. They also play a sig-
nificant role in responding to di-
agnostic information provided by
specialists. Thus, it is no surprise
that effective schools take special
care in training the entire school
community to understand and
identify early warning signs.

When staff members seek help for
a troubled child, when friends re-
port worries about a peer or
friend, when parents raise con-
cerns about their child�s thoughts
or habits, children can get the help
they need. By actively sharing in-
formation, a school community
can provide quick, effective re-
sponses.

Principles for
Identifying the
Early Warning
Signs of School
Violence
Educators and families can in-
crease their ability to recognize
early warning signs by establish-
ing close, caring, and supportive

Early Warning Signs

Use the Signs
Responsibly

It is important to avoid in-
appropriately labeling or
stigmatizing individual stu-
dents because they appear
to fit a specific profile or set
of early warning indicators.
It�s okay to be worried
about a child, but it�s not
okay to overreact and jump
to conclusions.
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relationships with children and
youth�getting to know them well
enough to be aware of their needs,
feelings, attitudes, and behavior
patterns. Educators and parents
together can review school
records for patterns of behavior or
sudden changes in behavior.

Unfortunately, there is a real dan-
ger that early warning signs will
be misinterpreted. Educators and
parents�and in some cases, stu-
dents�can ensure that the early
warning signs are not misinter-
preted by using several significant
principles to better understand
them. These principles include:

� Do no harm. There are certain
risks associated with using
early warning signs to identify
children who are troubled. First
and foremost, the intent should
be to get help for a child early.
The early warning signs should
not to be used as rationale to
exclude, isolate, or punish a
child. Nor should they be used
as a checklist for formally iden-
tifying, mislabeling, or stereo-
typing children. Formal disabil-
ity identification under federal
law requires individualized
evaluation by qualified profes-
sionals. In addition, all referrals
to outside agencies based on
the early warning signs must be
kept confidential and must be
done with parental consent (ex-
cept referrals for suspected
child abuse or neglect).

� Understand violence and ag-
gression within a context. Vio-
lence is contextual. Violent and
aggressive behavior as an ex-
pression of emotion may have
many antecedent factors�fac-
tors that exist within the
school, the home, and the larger

social environment. In fact, for
those children who are at risk
for aggression and violence,
certain environments or situa-
tions can set it off. Some chil-
dren may act out if stress be-
comes too great, if they lack
positive coping skills, and if
they have learned to react with
aggression.

� Avoid stereotypes. Stereotypes
can interfere with�and even
harm�the school community�s
ability to identify and help chil-
dren. It is important to be aware
of false cues�including race,
socio-economic status, cogni-
tive or academic ability, or
physical appearance. In fact,
such stereotypes can unfairly
harm children, especially when
the school community acts
upon them.

� View warning signs within a
developmental context. Chil-
dren and youth at different lev-
els of development have vary-
ing social and emotional capa-
bilities. They may express their
needs differently in elementary,
middle, and high school. The
point is to know what is devel-
opmentally typical behavior, so
that behaviors are not misinter-
preted.

� Understand that children typi-
cally exhibit multiple warning
signs. It is common for children
who are troubled to exhibit
multiple signs. Research con-
firms that most children who
are troubled and at risk for ag-
gression exhibit more than one
warning sign, repeatedly, and
with increasing intensity over
time. Thus, it is important not
to overreact to single signs,
words, or actions.

�When doing consultation
with school staff and fami-
lies, we advise them to
think of the early warning
signs within a context. We
encourage them to look for
combinations of warning
signs that might tell us the
student�s behavior is chang-
ing and becoming more
problematic.�

Deborah Crockett, School
Psychologist, Atlanta, GA
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Early Warning
Signs
It is not always possible to predict
behavior that will lead to violence.
However, educators and par-
ents�and sometimes students�
can recognize certain early warn-
ing signs. In some situations and
for some youth, different combi-
nations of events, behaviors, and
emotions may lead to aggressive
rage or violent behavior toward
self or others. A good rule of
thumb is to assume that these
warning signs, especially when
they are presented in combina-
tion, indicate a need for further
analysis to determine an appropri-
ate intervention.

We know from research that most
children who become violent to-
ward self or others feel rejected
and psychologically victimized. In
most cases, children exhibit ag-
gressive behavior early in life and,
if not provided support, will con-
tinue a progressive developmen-
tal pattern toward severe aggres-
sion or violence. However, re-
search also shows that when chil-
dren have a positive, meaningful
connection to an adult�whether
it be at home, in school, or in the
community�the potential for vio-
lence is reduced significantly.

None of these signs alone is suffi-
cient for predicting aggression and
violence. Moreover, it is inappro-
priate�and potentially harmful�
to use the early warning signs as
a checklist against which to match
individual children. Rather, the
early warning signs are offered
only as an aid in identifying and
referring children who may need
help. School communities must
ensure that staff and students only
use the early warning signs for
identification and referral pur-
poses�only trained professionals

should make diagnoses in consul-
tation with the child�s parents or
guardian.

The following early warning signs
are presented with the following
qualifications: They are not
equally significant and they are
not presented in order of serious-
ness. The early warning signs in-
clude:

� Social withdrawal. In some
situations, gradual and eventu-
ally complete withdrawal from
social contacts can be an im-
portant indicator of a troubled
child. The withdrawal often
stems from feelings of depres-
sion, rejection, persecution,
unworthiness, and lack of con-
fidence.

� Excessive feelings of isolation
and being alone. Research has
shown that the majority of chil-
dren who are isolated and ap-
pear to be friendless are not vio-
lent. In fact, these feelings are
sometimes characteristic of
children and youth who may be
troubled, withdrawn, or have
internal issues that hinder de-
velopment of social affiliations.
However, research also has
shown that in some cases feel-
ings of isolation and not hav-
ing friends are associated with
children who behave aggres-
sively and violently.

� Excessive feelings of rejection.
In the process of growing up,
and in the course of adolescent
development, many young
people experience emotionally
painful rejection. Children who
are troubled often are isolated
from their mentally healthy
peers. Their responses to rejec-
tion will depend on many back-
ground factors. Without sup-
port, they may be at risk of ex-

Use the Signs
Responsibly

None of these signs alone
is sufficient for predicting
aggression and violence.
Moreover, it is inappropri-
ate�and potentially harm-
ful�to use the early warn-
ing signs as a checklist
against which to match in-
dividual children.
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pressing their emotional dis-
tress in negative ways�includ-
ing violence. Some aggressive
children who are rejected by
non-aggressive peers seek out
aggressive friends who, in turn,
reinforce their violent tenden-
cies.

� Being a victim of violence. Chil-
dren who are victims of vio-
lence�including physical or
sexual abuse�in the commu-
nity, at school, or at home are
sometimes at risk themselves of
becoming violent toward them-
selves or others.

� Feelings of being picked on and
persecuted. The youth who
feels constantly picked on,
teased, bullied, singled out for
ridicule, and humiliated at
home or at school may initially
withdraw socially. If not given
adequate support in addressing
these feelings, some children
may vent them in inappropri-
ate ways�including possible
aggression or violence.

� Low school interest and poor
academic performance. Poor
school achievement can be the
result of many factors. It is im-
portant to consider whether
there is a drastic change in per-
formance and/or poor perfor-
mance becomes a chronic con-
dition that limits the child�s
capacity to learn. In some situ-
ations�such as when the low
achiever feels frustrated,  un-
worthy, chastised, and deni-
grated�acting out and aggres-
sive behaviors may occur. It is
important to assess the emo-
tional and cognitive reasons for
the academic performance
change to determine the true
nature of the problem.

� Expression of violence in writ-
ings and drawings. Children

and youth often express their
thoughts, feelings, desires, and
intentions in their drawings
and in stories, poetry, and other
written expressive forms. Many
children produce work about
violent themes that for the most
part is harmless when taken in
context. However, an overrep-
resentation of violence in writ-
ings and drawings that is di-
rected at specific individuals
(family members, peers, other
adults) consistently over time,
may signal emotional problems
and the potential for violence.
Because there is a real danger
in misdiagnosing such a sign,
it is important to seek the guid-
ance of a qualified profes-
sional�such as a school psy-
chologist, counselor, or other
mental health specialist�to
determine its meaning.

� Uncontrolled anger. Everyone
gets angry; anger is a natural
emotion. However, anger that
is expressed frequently and in-
tensely in response to minor ir-
ritants may signal potential vio-
lent behavior toward self or oth-
ers.

� Patterns of impulsive and
chronic hitting, intimidating,
and bullying behaviors. Chil-
dren often engage in acts of
shoving and mild aggression.
However, some mildly aggres-
sive behaviors such as constant
hitting and bullying of others
that occur early in children�s
lives, if left unattended, might
later escalate into more serious
behaviors.

� History of discipline problems.
Chronic behavior and disciplin-
ary problems both in school
and at home may suggest that
underlying emotional needs are
not being met. These unmet
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needs may be manifested in act-
ing out and aggressive behav-
iors. These problems may set
the stage for the child to vio-
late norms and rules, defy au-
thority, disengage from school,
and engage in aggressive behav-
iors with other children and
adults.

� Past history of violent and ag-
gressive behavior. Unless pro-
vided with support and coun-
seling, a youth who has a his-
tory of aggressive or violent
behavior is likely to repeat
those behaviors. Aggressive
and violent acts may be di-
rected toward other individu-
als, be expressed in cruelty to
animals, or include fire setting.
Youth who show an early pat-
tern of antisocial behavior fre-
quently and across multiple set-
tings are particularly at risk for
future aggressive and antisocial
behavior. Similarly, youth who
engage in overt behaviors such
as bullying, generalized aggres-
sion and defiance, and covert
behaviors such as stealing, van-
dalism, lying, cheating, and fire
setting also are at risk for more
serious aggressive behavior. Re-
search suggests that age of on-
set may be a key factor in inter-
preting early warning signs. For
example, children who engage
in aggression and drug abuse at
an early age (before age 12) are
more likely to show violence
later on than are children who
begin such behavior at an older
age. In the presence of such
signs it is important to review
the child�s history with behav-
ioral experts and seek parents�
observations and insights.

� Intolerance for differences and
prejudicial attitudes. All chil-
dren have likes and dislikes.
However, an intense prejudice

toward others based on racial,
ethnic, religious, language, gen-
der, sexual orientation, ability,
and physical appearance�
when coupled with other fac-
tors�may lead to violent as-
saults against those who are
perceived to be different. Mem-
bership in hate groups or the
willingness to victimize indi-
viduals with disabilities or
health problems also should be
treated as early warning signs.

� Drug use and alcohol use.
Apart from being unhealthy be-
haviors, drug use and alcohol
use reduces self-control and ex-
poses children and youth to vio-
lence, either as perpetrators, as
victims, or both.

� Affiliation with gangs. Gangs
that support anti-social values
and behaviors�including ex-
tortion, intimidation, and acts
of violence toward other stu-
dents�cause fear and stress
among other students. Youth
who are influenced by these
groups�those who emulate
and copy their behavior, as well
as those who become affiliated
with them�may adopt these
values and act in violent or ag-
gressive ways in certain situa-
tions. Gang-related violence
and turf battles are common
occurrences tied to the use of
drugs that often result in injury
and/or death.

� Inappropriate access to, pos-
session of, and use of firearms.
Children and youth who inap-
propriately possess or have ac-
cess to firearms can have an
increased risk for violence. Re-
search shows that such young-
sters also have a higher prob-
ability of becoming victims.
Families can reduce inappropri-
ate access and use by restrict-
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ing, monitoring, and supervis-
ing children�s access to firearms
and other weapons. Children
who have a history of aggres-
sion, impulsiveness, or other
emotional problems should not
have access to firearms and
other weapons.

� Serious threats of violence. Idle
threats are a common response
to frustration. Alternatively,
one of the most reliable indica-
tors that a youth is likely to
commit a dangerous act toward
self or others is a detailed and
specific threat to use violence.
Recent incidents across the
country clearly indicate that
threats to commit violence
against oneself or others should
be taken very seriously. Steps
must be taken to understand
the nature of these threats and
to prevent them from being car-
ried out.

Identifying and
Responding to
Imminent Warning
Signs
Unlike early warning signs, immi-
nent warning signs indicate that
a student is very close to behav-
ing in a way that is potentially
dangerous to self and/or to oth-
ers. Imminent warning signs re-
quire an immediate response.

No single warning sign can pre-
dict that a dangerous act will oc-
cur. Rather, imminent warning
signs usually are presented as a se-
quence of overt, serious, hostile
behaviors or threats directed at
peers, staff, or other individuals.
Usually, imminent warning signs
are evident to more than one staff
member�as well as to the child�s
family.

Imminent warning signs may in-
clude:

� Serious physical fighting with
peers or family members.

� Severe destruction of property.

� Severe rage for seemingly mi-
nor reasons.

� Detailed threats of lethal vio-
lence.

� Possession and/or use of fire-
arms and other weapons.

� Other self-injurious behaviors
or threats of suicide.

When warning signs indicate that
danger is imminent, safety must
always be the first and foremost
consideration. Action must be
taken immediately. Immediate in-
tervention by school authorities
and possibly law enforcement of-
ficers is needed when a child:

� Has presented a detailed plan
(time, place, method) to harm
or kill others�particularly if
the child has a history of aggres-
sion or has attempted to carry
out threats in the past.

� Is carrying a weapon, particu-
larly a firearm, and has threat-
ened to use it.

In situations where students
present other threatening behav-
iors, parents should be informed
of the concerns immediately.
School communities also have the
responsibility to seek assistance
from appropriate agencies, such
as child and family services and
community mental health. These
responses should reflect school
board policies and be consistent
with the violence prevention and
response plan (for more informa-
tion see Section 5).

Know the Law

The Gun Free Schools Act
requires that each state re-
ceiving federal funds under
the Elementary and Sec-
ondary Education Act
(ESEA) must have put in
effect, by October 1995, a
state law requiring local
educational agencies to ex-
pel from school for a period
of not less than one year a
student who is determined
to have brought a firearm to
school.

Each state�s law also must
allow the chief administer-
ing officer of the local edu-
cational agency to modify
the expulsion requirement
on a case-by-case basis. All
local educational agencies
receiving ESEA funds must
have a policy that requires
the referral of any student
who brings a firearm to
school to the criminal jus-
tice or juvenile justice sys-
tem.
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Using the Early
Warning Signs To
Shape Intervention
Practices

An early warning sign is not a pre-
dictor that a child or youth will
commit a violent act toward self
or others. Effective schools recog-
nize the potential in every child
to overcome difficult experiences
and to control negative emotions.
Adults in these school communi-
ties use their knowledge of early
warning signs to address problems
before they escalate into violence.

Effective school communities sup-
port staff, students, and families
in understanding the early warn-
ing signs. Support strategies in-
clude having:

� School board policies in place
that support training and ongo-
ing consultation. The entire
school community knows how
to identify early warning signs,
and understands the principles
that support them.

� School leaders who encourage
others to raise concerns about
observed early warning signs
and to report all observations
of imminent warning signs im-
mediately. This is in addition to
school district policies that
sanction and promote the iden-
tification of early warning signs.

� Easy access to a team of spe-
cialists trained in evaluating
and addressing serious behav-
ioral and academic concerns.

Each school community should
develop a procedure that students
and staff can follow when report-
ing their concerns about a child
who exhibits early warning signs.
For example, in many schools the
principal is the first point of con-
tact. In cases that do not pose
imminent danger, the principal
contacts a school psychologist or
other qualified professional, who
takes responsibility for addressing
the concern immediately. If the
concern is determined to be seri-
ous�but not to pose a threat of
imminent danger�the child�s
family should be contacted. The
family should be consulted before
implementing any interventions
with the child. In cases where
school-based contextual factors
are determined to be causing or
exacerbating the child�s troubling
behavior, the school should act
quickly to modify them.

It is often difficult to acknowledge
that a child is troubled. Every-
one�including administrators,
families, teachers, school staff,
students, and community mem-
bers�may find it too troubling
sometimes to admit that a child
close to them needs help. When
faced with resistance or denial,
school communities must persist
to ensure that children get the
help they need.

Understanding early and immi-
nent warning signs is an essential
step in ensuring a safe school. The
next step involves supporting the
emotional and behavioral adjust-
ment of children.

�Being proactive and hav-
ing the ability to consult
and meet with my school
psychologist on an ongoing
basis has helped create a
positive school environ-
ment in terms of resolving
student issues prior to their
reaching a crisis level.�

J. Randy Alton, Teacher,
Bethesda, MD
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Section 4: What To Do

Prevention approaches have
proved effective in enabling
school communities to decrease
the frequency and intensity of be-
havior problems. However, pre-
vention programs alone cannot
eliminate the problems of all stu-
dents. Some 5 to 10 percent of stu-
dents will need more intensive
interventions to decrease their
high-risk behaviors, although the
percentage can vary among
schools and communities.

What happens when we recognize
early warning signs in a child?

The message is clear: It�s okay to
be concerned when you notice
warning signs in a child�and it�s
even more appropriate to do
something about those concerns.
School communities that encour-
age staff, families, and students to
raise concerns about observed
warning signs�and that have in
place a process for getting help to
troubled children once they are
identified�are more likely to have
effective schools with reduced dis-
ruption, bullying, fighting, and
other forms of aggression.

Principles
Underlying
Intervention
Violence prevention and response
plans should consider both pre-
vention and intervention. Plans
also should provide all staff with
easy access to a team of special-

Intervention: Getting Help
for Troubled Children

ists trained in evaluating serious
behavioral and academic con-
cerns. Eligible students should
have access to special education
services, and classroom teachers
should be able to consult school
psychologists, other mental health
specialists, counselors, reading
specialists, and special educators.

Effective practices for improving
the behavior of troubled children
are well documented in the re-
search literature. Research has
shown that effective interventions
are culturally appropriate, family-
supported, individualized, coordi-
nated, and monitored. Further,
interventions are more effective
when they are designed and
implemented consistently over
time with input from the child, the
family, and appropriate profes-
sionals. Schools also can draw
upon the resources of their com-
munity to strengthen and enhance
intervention planning.

When drafting a violence preven-
tion and response plan, it is help-
ful to consider certain principles
that research or expert-based ex-
perience show have a significant
impact on success. The principles
include:

� Share responsibility by estab-
lishing a partnership with the
child, school, home, and com-
munity. Coordinated service
systems should be available for
children who are at risk for vio-
lent behavior. Effective schools
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reach out to include families
and the entire community in
the education of children. In
addition, effective schools co-
ordinate and collaborate with
child and family service agen-
cies, law enforcement and ju-
venile justice systems, mental
health agencies, businesses,
faith and ethnic leaders, and
other community agencies.

� Inform parents and listen to
them when early warning signs
are observed. Parents should be
involved as soon as possible.
Effective and safe schools make
persistent efforts to involve par-
ents by: informing them rou-
tinely about school discipline
policies, procedures, and rules,
and about their children�s be-
havior (both good and bad);
involving them in making deci-
sions concerning schoolwide
disciplinary policies and proce-
dures; and encouraging them to
participate in prevention pro-
grams, intervention programs,
and crisis planning. Parents
need to know what school-
based interventions are being
used with their children and
how they can support their suc-
cess.

� Maintain confidentiality and
parents� rights to privacy. Pa-
rental involvement and consent
is required before personally
identifiable information is
shared with other agencies, ex-
cept in the case of emergencies
or suspicion of abuse. The Fam-
ily Educational Rights and Pri-
vacy Act (FERPA), a federal
law that addresses the privacy
of education records, must be
observed in all referrals to or
sharing of information with
other community agencies. Fur-
thermore, parent-approved in-
teragency communication must

be kept confidential. FERPA
does not prevent disclosure of
personally identifiable informa-
tion to appropriate parties�
such as law enforcement offi-
cials, trained medical person-
nel, and other emergency per-
sonnel�when responsible per-
sonnel determine there is an
acute emergency (imminent
danger).

� Develop the capacity of staff,
students, and families to inter-
vene. Many school staff mem-
bers are afraid of saying or do-
ing the wrong thing when faced
with a potentially violent stu-
dent. Effective schools provide
the entire school community�
teachers, students, parents,
support staff�with training
and support in responding to
imminent warning signs, pre-
venting violence, and interven-
ing safely and effectively. Inter-
ventions must be monitored by
professionals who are compe-
tent in the approach. Accord-
ing to researchers, programs do
not succeed without the ongo-
ing support of administrators,
parents, and community lead-
ers.

� Support students in being re-
sponsible for their actions. Ef-
fective school communities en-
courage students to see them-
selves as responsible for their
actions, and actively engage
them in planning, implement-
ing, and evaluating violence
prevention initiatives.

� Simplify staff requests for ur-
gent assistance. Many school
systems and community agen-
cies have complex legalistic re-
ferral systems with timelines
and waiting lists. Children who
are at risk of endangering them-

�Students should feel a
sense of responsibility to
inform someone if they�re
made aware of an indi-
vidual who may perform a
violent act. They should not
feel like they are tattle tell-
ing, but more in the sense
of saving someone�s life.
Students should have a role
on the school�s violence
prevention and response
team because they know
what points of student life
and school to target.�

Elsa Quiroga, Graduate of
Mount Eden High School
and Student, University of
California at Berkeley

�Partnerships with local
community agencies have
created a safer school and
community.�

Sally Baas, Educator, Coon
Rapids, MN
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Tips for Parents

Parents can help create safe schools. Here are some ideas that parents in other
communities have tried:

� Discuss the school�s discipline policy with your child. Show your support for the rules, and help
your child understand the reasons for them.

� Involve your child in setting rules for appropriate behavior at home.

� Talk with your child about the violence he or she sees�on television, in video games, and possibly
in the neighborhood. Help your child understand the consequences of violence.

� Teach your child how to solve problems. Praise your child when he or she follows through.

� Help your child find ways to show anger that do not involve verbally or physically hurting others.
When you get angry, use it as an opportunity to model these appropriate responses for your child�
and talk about it.

� Help your child understand the value of accepting individual differences.

� Note any disturbing behaviors in your child. For example, frequent angry outbursts, excessive
fighting and bullying of other children, cruelty to animals, fire setting, frequent behavior problems
at school and in the neighborhood, lack of friends, and alcohol or drug use can be signs of serious
problems. Get help for your child. Talk with a trusted professional in your child�s school or in the
community.

� Keep lines of communication open with your child�even when it is tough. Encourage your child
always to let you know where and with whom he or she will be. Get to know your child�s friends.

� Listen to your child if he or she shares concerns about friends who may be exhibiting troubling
behaviors. Share this information with a trusted professional, such as the school psychologist,
principal, or teacher.

� Be involved in your child�s school life by supporting and reviewing homework, talking with his or
her teacher(s), and attending school functions such as parent conferences, class programs, open
houses, and PTA meetings.

� Work with your child�s school to make it more responsive to all students and to all families. Share
your ideas about how the school can encourage family involvement, welcome all families, and
include them in meaningful ways in their children�s education.

� Encourage your school to offer before- and after-school programs.

� Volunteer to work with school-based groups concerned with violence prevention. If none exist,
offer to form one.

� Find out if there is a violence prevention group in your community. Offer to participate in the
group�s activities.

� Talk with the parents of your child�s friends. Discuss how you can form a team to ensure your
children�s safety.

� Find out if your employer offers provisions for parents to participate in school activities.
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selves or others cannot be
placed on waiting lists.

� Make interventions available
as early as possible. Too fre-
quently, interventions are not
made available until the stu-
dent becomes violent or is ad-
judicated as a youthful of-
fender. Interventions for chil-
dren who have reached this
stage are both costly, restrictive,
and relatively inefficient. Effec-
tive schools build mechanisms
into their intervention pro-
cesses to ensure that referrals
are addressed promptly, and
that feedback is provided to the
referring individual.

� Use sustained, multiple, coor-
dinated interventions. It is rare
that children are violent or dis-
ruptive only in school. Thus,
interventions that are most suc-
cessful are comprehensive, sus-
tained, and properly imple-
mented. They help families and
staff work together to help the
child. Coordinated efforts draw
resources from community
agencies that are respectful of
and responsive to the needs of
families. Isolated, inconsistent,
short-term, and fragmented in-
terventions will not be success-
ful�and may actually do harm.

� Analyze the contexts in which
violent behavior occurs. School
communities can enhance their
effectiveness by conducting a
functional analysis of the fac-
tors that set off violence and
problem behaviors. In deter-
mining an appropriate course of
action, consider the child�s age,
cultural background, and fam-
ily experiences and values. De-
cisions about interventions
should be measured against a
standard of reasonableness to

ensure the likelihood that they
will be implemented effectively.

� Build upon and coordinate in-
ternal school resources. In de-
veloping and implementing vio-
lence prevention and response
plans, effective schools draw
upon the resources of various
school-based programs and
staff�such as special educa-
tion, safe and drug free school
programs, pupil services, and
Title I.

Violent behavior is a problem for
everyone. It is a normal response
to become angry or even fright-
ened in the presence of a violent
child. But, it is essential that these
emotional reactions be controlled.
The goal must always be to ensure
safety and seek help for the child.

Intervening Early
with Students Who
Are at Risk for
Behavioral
Problems
The incidence of violent acts
against students or staff is low.
However, pre-violent behaviors�
such as threats, bullying, and
classroom disruptions�are com-
mon. Thus, early responses to
warning signs are most effective
in preventing problems from es-
calating.

Intervention programs that re-
duce behavior problems and re-
lated school violence typically are
multifaceted, long-term, and
broad reaching. They also are rig-
orously implemented. Effective
early intervention efforts include
working with small groups or in-
dividual students to provide direct
support, as well as linking chil-
dren and their families to neces-
sary community services and/or

�Our school system has cre-
ated a student services
team�including the princi-
pal, a special educator, the
school psychologist, other
behavioral support person-
nel, the child development
specialist, and others�that
meets weekly to address
safety and success for all
students. Our teachers and
families have easy access to
this team. As part of our
plan, we conduct a campus-
by-campus risk assessment
in coordination with city,
county, and state law en-
forcement agencies. We
provide interventions for
children who are troubled
and connect them and their
families to community
agencies and mental health
services.�

Lee Patterson
Assistant Superintendent
Roseberg, OR



17

Action Steps for Students

There is much students can do to help create safe schools. Talk to your teachers,
parents, and counselor to find out how you can get involved and do your part to
make your school safe. Here are some ideas that students in other schools have
tried:

� Listen to your friends if they share troubling feelings or thoughts. Encourage them to get help from
a trusted adult�such as a school psychologist, counselor, social worker, leader from the faith
community, or other professional. If you are very concerned, seek help for them. Share your
concerns with your parents.

� Create, join, or support student organizations that combat violence, such as �Students Against
Destructive Decisions� and �Young Heroes Program.�

� Work with local businesses and community groups to organize youth-oriented activities that help
young people think of ways to prevent school and community violence. Share your ideas for how
these community groups and businesses can support your efforts.

� Organize an assembly and invite your school psychologist, school social worker, and counselor�in
addition to student panelists�to share ideas about how to deal with violence, intimidation, and
bullying.

� Get involved in planning, implementing, and evaluating your school�s violence prevention and
response plan.

� Participate in violence prevention programs such as peer mediation and conflict resolution.
Employ your new skills in other settings, such as the home, neighborhood, and community.

� Work with your teachers and administrators to create a safe process for reporting threats,
intimidation, weapon possession, drug selling, gang activity, graffiti, and vandalism. Use the
process.

� Ask for permission to invite a law enforcement officer to your school to conduct a safety audit and
share safety tips, such as traveling in groups and avoiding areas known to be unsafe. Share your
ideas with the officer.

� Help to develop and participate in activities that promote student understanding of differences and
that respect the rights of all.

� Volunteer to be a mentor for younger students and/or provide tutoring to your peers.

� Know your school�s code of conduct and model responsible behavior. Avoid being part of a crowd
when fights break out. Refrain from teasing, bullying, and intimidating peers.

� Be a role model�take personal responsibility by reacting to anger without physically or verbally
harming others.

� Seek help from your parents or a trusted adult�such as a school psychologist, social worker,
counselor, teacher�if you are experiencing intense feelings of anger, fear, anxiety, or depression.
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providing these services in the
school.

Examples of early intervention
components that work include:

� Providing training and support
to staff, students, and families
in understanding factors that
can set off and/or exacerbate
aggressive outbursts.

� Teaching the child alternative,
socially appropriate replace-
ment responses�such as prob-
lem solving and anger control
skills.

� Providing skill training, thera-
peutic assistance, and other
support to the family through
community-based services.

� Encouraging the family to make
sure that firearms are out of the
child�s immediate reach. Law
enforcement officers can pro-
vide families with information
about safe firearm storage as
well as guidelines for address-
ing children�s access to and pos-
session of firearms.

In some cases, more comprehen-
sive early interventions are called
for to address the needs of
troubled children. Focused, coor-
dinated, proven interventions re-
duce violent behavior. Following
are several comprehensive ap-
proaches that effective schools are
using to provide early intervention
to students who are at risk of be-
coming violent toward themselves
or others.

Intervention Tactic:
Teaching Positive
Interaction Skills

Although most schools do teach
positive social interaction skills
indirectly, some have adopted so-
cial skills programs specifically
designed to prevent or reduce an-

tisocial behavior in troubled chil-
dren. In fact, the direct teaching
of social problem solving and so-
cial decision making is now a
standard feature of most effective
drug and violence prevention pro-
grams. Children who are at risk
of becoming violent toward them-
selves or others need additional
support. They often need to learn
interpersonal, problem solving,
and conflict resolution skills at
home and in school. They also
may need more intensive assis-
tance in learning how to stop and
think before they react, and to lis-
ten effectively.

Intervention Tactic:
Providing
Comprehensive Services

In some cases, the early interven-
tion may involve getting services
to families. The violence preven-
tion and response team together
with the child and family designs
a comprehensive intervention
plan that focuses on reducing ag-
gressive behaviors and supporting
responsible behaviors at school, in
the home, and in the community.
When multiple services are re-
quired there also must be psycho-
logical counseling and ongoing
consultation with classroom
teachers, school staff, and the
family to ensure intended results
occur. All services�including
community services�must be
coordinated and progress must be
monitored and evaluated care-
fully.

Intervention Tactic:
Referring the Child for
Special Education
Evaluation

If there is evidence of persistent
problem behavior or poor aca-
demic achievement, it may be ap-

�Since we developed the
high school peer mediation
program, we have seen a
decline in physical fights.
We are defusing potentially
dangerous situations.�

Terry Davis, School
Psychologist, Natick, MA
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propriate to conduct a formal as-
sessment to determine if the child
is disabled and eligible for special
education and related services
under the Individuals with Dis-
abilities Education Act (IDEA).
If a multidisciplinary team deter-
mines that the child is eligible for
services under the IDEA, an indi-
vidualized educational program
(IEP) should be developed by a
team that includes a parent, a
regular educator, a special educa-
tor, an evaluator, a representative
of the local school district, the
child (if appropriate), and others
as appropriate. This team will
identify the support necessary to
enable the child to learn�includ-
ing the strategies and support sys-
tems necessary to address any
behavior that may impede the
child�s learning or the learning of
his or her peers.

Providing
Intensive,
Individualized
Interventions for
Students with
Severe Behavioral
Problems
Children who show dangerous
patterns and a potential for more
serious violence usually require
more intensive interventions that
involve multiple agencies, com-
munity-based service providers,
and intense family support. By
working with families and com-
munity services, schools can com-
prehensively and effectively inter-
vene.

Effective individualized interven-
tions provide a range of services
for students. Multiple, intensive,
focused approaches used over
time can reduce the chances for
continued offenses and the poten-
tial for violence. The child, his or

her family, and appropriate school
staff should be involved in devel-
oping and monitoring the inter-
ventions.

Nontraditional schooling in an
alternative school or therapeutic
facility may be required in severe
cases where the safety of students
and staff remains a concern, or
when the complexity of the inter-
vention plan warrants it. Research
has shown that effective alterna-
tive programs can have long-term
positive results by reducing expul-
sions and court referrals. Effective
alternative programs support stu-
dents in meeting high academic
and behavioral standards. They
provide anger and impulse control
training, psychological counsel-
ing, effective academic and reme-
dial instruction, and vocational
training as appropriate. Such pro-
grams also make provisions for
active family involvement. More-
over, they offer guidance and staff
support when the child returns to
his or her regular school.

Providing a
Foundation To
Prevent and
Reduce Violent
Behavior
Schoolwide strategies create a
foundation that is more respon-
sive to children in general�one
that makes interventions for in-
dividual children more effective
and efficient.

Effective and safe schools are
places where there is strong lead-
ership, caring faculty, parent and
community involvement�includ-
ing law enforcement officials�
and student participation in the
design of programs and policies.
Effective and safe schools also are
places where prevention and in-
tervention programs are based

�Everyone is trained to use
consistent language. We re-
mind students to stop and
think. Students also know
we will always follow
through if they make poor
behavioral choices. As a re-
sult, we have been able to
diffuse violent situations.�

Annette Lambeth
Assistant Principal
Chester County, PA

�Appropriate behavior and
respect for others are em-
phasized at all times.  How-
ever, despite our best ef-
forts, unfortunate incidents
do occur. When they do, it
is our responsibility to pro-
vide appropriate support to
meet the needs of every
child.�

Carol S. Parham,
Superintendent of Schools
Anne Arundel County, MD
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upon careful assessment of stu-
dent problems, where community
members help set measurable
goals and objectives, where re-
search-based prevention and in-
tervention approaches are used,
and where evaluations are con-
ducted regularly to ensure that the
programs are meeting stated
goals. Effective and safe schools
are also places where teachers and
staff have access to qualified con-
sultants who can help them ad-
dress behavioral and academic
barriers to learning.

Effective schools ensure that the
physical environment of the
school is safe, and that schoolwide
policies are in place to support
responsible behaviors.

Characteristics of a Safe
Physical Environment

Prevention starts by making sure
the school campus is a safe and
caring place. Effective and safe
schools communicate a strong
sense of security. Experts suggest
that school officials can enhance
physical safety by:

� Supervising access to the build-
ing and grounds.

� Reducing class size and school
size.

� Adjusting scheduling to mini-
mize time in the hallways or in
potentially dangerous loca-
tions. Traffic flow patterns can
be modified to limit potential
for conflicts or altercations.

� Conducting a building safety
audit in consultation with
school security personnel and/
or law enforcement experts.
Effective schools adhere to fed-
eral, state, and local nondis-
crimination and public safety

laws, and use guidelines set by
the state department of educa-
tion.

� Closing school campuses dur-
ing lunch periods.

� Adopting a school policy on
uniforms.

� Arranging supervision at criti-
cal times (for example, in hall-
ways between classes) and hav-
ing a plan to deploy supervisory
staff to areas where incidents
are likely to occur.

� Prohibiting students from con-
gregating in areas where they
are likely to engage in rule-
breaking or intimidating and
aggressive behaviors.

� Having adults visibly present
throughout the school building.
This includes encouraging par-
ents to visit the school.

� Staggering dismissal times and
lunch periods.

� Monitoring the surrounding
school grounds�including
landscaping, parking lots, and
bus stops.

� Coordinating with local police
to ensure that there are safe
routes to and from school.

In addition to targeting areas for
increased safety measures,
schools also should identify safe
areas where staff and children
should go in the event of a crisis.

The physical condition of the
school building also has an impact
on student attitude, behavior, and
motivation to achieve. Typically,
there tend to be more incidents of
fighting and violence in school
buildings that are dirty, too cold
or too hot, filled with graffiti, in
need of repair, or unsanitary.

�The police are a school�s
greatest community asset
when effectively preventing
and responding to school
violence. Building a rela-
tionship with law enforce-
ment strengthens the
school�s ability to ensure
safety.�

Gil Kerlikowske
former Police Commissioner
Buffalo, NY
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Characteristics of
Schoolwide Policies that
Support Responsible
Behavior

The opportunities for inappropri-
ate behaviors that precipitate vio-
lence are greater in a disorderly
and undisciplined school climate.
A growing number of schools are
discovering that the most effective
way to reduce suspensions, expul-
sions, office referrals, and other
similar actions�strategies that do
not result in making schools
safer�is to emphasize a proactive
approach to discipline.

Effective schools are implement-
ing schoolwide campaigns that
establish high expectations and
provide support for socially appro-
priate behavior. They reinforce
positive behavior and highlight
sanctions against aggressive be-
havior. All staff, parents, students,
and community members are in-
formed about problem behavior,
what they can do to counteract it,
and how they can reinforce and
reward positive behavior. In turn,
the entire school community
makes a commitment to behaving
responsibly.

Effective and safe schools develop
and consistently enforce
schoolwide rules that are clear,
broad-based, and fair. Rules and
disciplinary procedures are devel-
oped collaboratively by represen-
tatives of the total educational
community. They are communi-
cated clearly to all parties�but
most important, they are followed
consistently by everyone.

School communities that have
undertaken schoolwide ap-
proaches do the following things:

� Develop a schoolwide disciplin-
ary policy that includes a code
of conduct, specific rules and

consequences that can accom-
modate student differences on
a case-by-case basis when nec-
essary. (If one already exists,
review and modify it if neces-
sary.) Be sure to include a de-
scription of school anti-harass-
ment and anti-violence policies
and due process rights.

� Ensure that the cultural values
and educational goals of the
community are reflected in the
rules. These values should be
expressed in a statement that
precedes the schoolwide disci-
plinary policy.

� Include school staff, students,
and families in the develop-
ment, discussion, and imple-
mentation of fair rules. Provide
schoolwide and classroom sup-
port to implement these rules.
Strategies that have been found
to support students include
class discussions, schoolwide
assemblies, student govern-
ment, and participation on dis-
cipline teams. In addition, peer
mediation and conflict resolu-
tion have been implemented
widely in schools to promote a
climate of nonviolence.

� Be sure consequences are com-
mensurate with the offense,
and that rules are written and
applied in a nondiscriminatory
manner and accommodate cul-
tural diversity.

� Make sure that if a negative
consequence (such as with-
drawing privileges) is used, it
is combined with positive strat-
egies for teaching socially ap-
propriate behaviors and with
strategies that address any ex-
ternal factors that might have
caused the behavior.

� Include a zero tolerance state-
ment for illegal possession of

�Everyone follows the same
discipline plan. Everyone�
including the lunch room
workers and custodians�
works as a team. There are
always times when children
forget the rules. But there
is immediate intervention
by faculty and staff, and
even other children. The re-
sponsibility is on the stu-
dents.�

Anna Allred, Parent
Lakeland, FL

�It is necessary to provide
training and support to
staff. We have provided
inservices on behavior man-
agement systems that are
effective in regular class-
room settings. These in-
services have been of great
benefit. Numerous schools
throughout our district
presently use stop and
think, conflict resolution,
and peer mediation.�

Denise Conrad, Teacher
Toledo, OH
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weapons, alcohol, or drugs.
Provide services and support
for students who have been sus-
pended and/or expelled.

Recognizing the warning signs
and responding with comprehen-
sive interventions allows us to

help children eliminate negative
behaviors and replace them with
positive ones. Active sharing of
information and a quick, effective
response by the school commu-
nity will ensure that the school is
safer and the child is less troubled
and can learn.
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Section 5: What To Do

Effective schools create a violence
prevention and response plan and
form a team that can ensure it is
implemented. They use ap-
proaches and strategies based on
research about what works.

Creating the
Violence
Prevention and
Response Plan
A sound violence prevention and
response plan reflects the com-
mon and the unique needs of edu-
cators, students, families, and the
greater community. The plan out-
lines how all individuals in the
school community�administra-
tors, teachers, parents, students,
bus drivers, support staff�will be
prepared to spot the behavioral
and emotional signs that indicate
a child is troubled, and what they
will need to do. The plan also de-
tails how school and community
resources can be used to create
safe environments and to manage
responses to acute threats and
incidents of violence.

An effective written plan includes:

� Descriptions of the early warn-
ing signs of potentially violent
behavior and procedures for
identifying children who ex-
hibit these signs.

� Descriptions of effective pre-
vention practices the school
community has undertaken to

build a foundation that is re-
sponsive to all children and
enhances the effectiveness of
interventions.

� Descriptions of intervention
strategies the school commu-
nity can use to help troubled
children. These include early
interventions for students who
are at risk of behavioral prob-
lems, and more intensive, indi-
vidualized interventions and
resources for students with se-
vere behavioral problems or
mental health needs.

� A crisis intervention plan that
includes immediate responses
for imminent warning signs and
violent behavior, as well as a
contingency plan to be used in
the aftermath of a tragedy.

The plan must be consistent with
federal, state, and local laws. It
also should have the support of
families and the local school
board.

Recommendations in this guide
will prove most meaningful when
the entire school community is
involved in developing and imple-
menting the plan. In addition, ev-
eryone should be provided with
relevant training and support on
a regular basis. Finally, there
should be a clearly delineated
mechanism for monitoring and
assessing violence prevention ef-
forts.

Developing a Prevention
and Response Plan
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Forming the
Prevention and
Response Team
It can be helpful to establish a
school-based team to oversee the
preparation and implementation
of the prevention and response
plan. This does not need to be a
new team; however, a designated
core group should be entrusted
with this important responsibility.

The core team should ensure that
every member of the greater
school community accepts and
adopts the violence prevention
and response plan. This buy-in is
essential if all members of the
school community are expected to
feel comfortable sharing concerns
about children who appear
troubled. Too often, caring indi-
viduals remain silent because they
have no way to express their con-
cerns.

Typically, the core team includes
the building administrator, gen-
eral and special education teach-
ers, parent(s), and a pupil support
services representative (a school
psychologist, social worker, or
counselor), school resource of-
ficer, and a safe and drug-free
schools program coordinator. If no
school psychologist or mental
health professional is available to
the staff, involve someone from an
outside mental health agency.
Other individuals may be added
to the team depending on the task.
For example, when undertaking
schoolwide prevention planning,
the team might be expanded to
include students, representatives
of community agencies and orga-
nizations, the school nurse,
school board members, and sup-
port staff (secretaries, bus drivers,
and custodians). Similarly, crisis
response planning can be en-
hanced with the presence of a cen-

tral office administrator, security
officer, and youth officer or com-
munity police team member.

The core team also should coor-
dinate with any school advisory
boards already in place. For ex-
ample, most effective schools have
developed an advisory board of
parents and community leaders
that meets regularly with school
administrators. While these advi-
sory groups generally offer advice
and support, that role can be ex-
panded to bringing resources re-
lated to violence prevention and
intervention into the school.

Consider involving a variety of
community leaders and parents
when building the violence pre-
vention and response team:

� Parent group leaders, such as
PTA officers.

� Law enforcement personnel.

� Attorneys, judges, and proba-
tion officers.

� Clergy and other representa-
tives of the faith community.

� Media representatives.

� Violence prevention group rep-
resentatives.

� Mental health and child welfare
personnel.

� Physicians and nurses.

� Family agency and family re-
source center staff.

� Business leaders.

� Recreation, cultural, and arts
organizations staff.

� Youth workers and volunteers.

� Local officials, including school
board members and represen-
tatives from special commis-
sions.

�Our district initiated a
safety task force involving
parents, students, teachers,
support staff, administra-
tors, and community mem-
bers to enhance our plan for
safety and crisis manage-
ment. It works.�

Richard E. Berry,
Superintendent, Houston, TX

�We need to give attention
to the segment of the popu-
lation that includes bus
drivers, secretaries, and caf-
eteria workers. They are a
very important yet often
overlooked group of people
who can provide support to
children.�

Betty Stockton
School Psychologist
Jonesboro, AR
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Action Planning Checklist

Prevention-Intervention-Crisis Response

What To Look For�Key Characteristics of Responsive and Safe Schools

Does my school have characteristics that:

__ Are responsive to all children?

What To Look For�Early Warning Signs of Violence

Has my school taken steps to ensure that all staff, students, and families:

__ Understand the principles underlying the identification of early warning signs?

__ Know how to identify and respond to imminent warning signs?

__ Are able to identify early warning signs?

What To Do�Intervention: Getting Help for Troubled Children

Does my school:

__ Understand the principles underlying intervention?

__ Make early intervention available for students at risk of behavioral problems?

__ Provide individualized, intensive interventions for students with severe behavioral problems?

__ Have schoolwide preventive strategies in place that support early intervention?

What To Do�Crisis Response

Does my school:

__ Understand the principles underlying crisis response?

__ Have a procedure for intervening during a crisis to ensure safety?

__ Know how to respond in the aftermath of tragedy?
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� Interest group representatives
and grass roots community or-
ganization members.

� College or university faculty.

� Members of local advisory
boards.

� Other influential community
members.

The school board should autho-
rize and support the formation of

and the tasks undertaken by the
violence prevention and response
team.

While we cannot prevent all vio-
lence from occurring, we can do
much to reduce the likelihood of
its occurrence. Through thought-
ful planning and the establish-
ment of a school violence preven-
tion and response team, we can
avert many crises and be prepared
when they do happen.
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Section 6: What To Do

Violence can happen at any time,
anywhere. Effective and safe
schools are well prepared for any
potential crisis or violent act.

Crisis response is an important
component of a violence preven-
tion and response plan. Two com-
ponents that should be addressed
in that plan are:

� Intervening during a crisis to
ensure safety.

� Responding in the aftermath of
tragedy.

In addition to establishing a con-
tingency plan, effective schools
provide adequate preparation for
their core violence prevention and
response team. The team not only
plans what to do when violence
strikes, but it also ensures that
staff and students know how to
behave. Students and staff feel
secure because there is a well-con-
ceived plan and everyone under-
stands what to do or whom to ask
for instructions.

Principles
Underlying Crisis
Response
As with other interventions, cri-
sis intervention planning is built
on a foundation that is safe and
responsive to children. Crisis
planning should include:

� Training for teachers and staff
in a range of skills�from deal-
ing with escalating classroom

situations to responding to a
serious crisis.

� Reference to district or state
procedures. Many states now
have recommended crisis inter-
vention manuals available to
their local education agencies
and schools.

� Involvement of community
agencies, including police, fire,
and rescue, as well as hospital,
health, social welfare, and men-
tal health services. The faith
community, juvenile justice,
and related family support sys-
tems also have been success-
fully included in such team
plans.

� Provision for the core team to
meet regularly to identify po-
tentially troubled or violent stu-
dents and situations that may
be dangerous.

Effective school communities also
have made a point to find out
about federal, state, and local re-
sources that are available to help
during and after a crisis, and to
secure their support and involve-
ment before a crisis occurs.

Intervening During
a Crisis To Ensure
Safety
Weapons used in or around
schools, bomb threats or explo-
sions, and fights, as well as natu-
ral disasters, accidents, and sui-
cides call for immediate, planned

Responding to Crisis
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action, and long-term, post-crisis
intervention. Planning for such
contingencies reduces chaos and
trauma. Thus, the crisis response
part of the plan also must include
contingency provisions. Such pro-
visions may include:

� Evacuation procedures and
other procedures to protect stu-
dents and staff from harm. It is
critical that schools identify
safe areas where students and
staff should go in a crisis. It also
is important that schools prac-
tice having staff and students
evacuate the premises in an or-
derly manner.

� An effective, fool-proof com-
munication system. Individuals
must have designated roles and
responsibilities to prevent con-
fusion.

� A process for securing immedi-
ate external support from law
enforcement officials and other
relevant community agencies.

All provisions and procedures
should be monitored and re-
viewed regularly by the core team.

Just as staff should understand
and practice fire drill procedures
routinely, they should practice re-
sponding to the presence of fire-
arms and other weapons, severe
threats of violence, hostage situa-
tions, and other acts of terror.
School communities can provide
staff and students with such prac-
tice in the following ways:

� Provide inservice training for
all faculty and staff to explain
the plan and exactly what to do
in a crisis. Where appropriate,
include community police,
youth workers, and other com-
munity members.

� Produce a written manual or
small pamphlet or flip chart to

remind teachers and staff of
their duties.

� Practice responding to the im-
minent warning signs of vio-
lence. Make sure all adults in
the building have an under-
standing of what they might do
to prevent violence (e.g., being
observant, knowing when to
get help, and modeling good
problem solving, anger manage-
ment, and/or conflict resolution
skills) and how they can safely
support each other.

Responding in the
Aftermath of Crisis
Members of the crisis team should
understand natural stress reac-
tions. They also should be famil-
iar with how different individuals
might respond to death and loss,
including developmental consid-
erations, religious beliefs, and cul-
tural values.

Effective schools ensure a coordi-
nated community response. Pro-
fessionals both within the school
district and within the greater
community should be involved to
assist individuals who are at risk
for severe stress reactions.

Schools that have experienced
tragedy have included the follow-
ing provisions in their response
plans:

� Help parents understand
children�s reactions to vio-
lence. In the aftermath of trag-
edy, children may experience
unrealistic fears of the future,
have difficulty sleeping, become
physically ill, and be easily dis-
tracted�to name a few of the
common symptoms.

� Help teachers and other staff
deal with their reactions to the
crisis. Debriefing and grief

�Early intervention and
quick response from our
school district team re-
sulted in no one getting
hurt.�

Pamela Cain
Superintendent
Wirt County, WV
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Crisis Procedure Checklist

A crisis plan must address many complex contingencies. There should be a step-by-
step procedure to use when a crisis occurs. An example follows:

__ Assess life/safety issues immediately.

__ Provide immediate emergency medical care.

__ Call 911 and notify police/rescue first. Call the superintendent second.

__ Convene the crisis team to assess the situation and implement the crisis response procedures.

__ Evaluate available and needed resources.

__ Alert school staff to the situation.

__ Activate the crisis communication procedure and system of verification.

__ Secure all areas.

__ Implement evacuation and other procedures to protect students and staff from harm. Avoid
dismissing students to unknown care.

__ Adjust the bell schedule to ensure safety during the crisis.

__ Alert persons in charge of various information systems to prevent confusion and misinformation.
Notify parents.

__ Contact appropriate community agencies and the school district�s public information office, if
appropriate.

__ Implement post-crisis procedures.
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counseling is just as important
for adults as it is for students.

� Help students and faculty ad-
just after the crisis. Provide
both short-term and long-term
mental health counseling fol-
lowing a crisis.

� Help victims and family mem-
bers of victims re-enter the
school environment. Often,
school friends need guidance in
how to act. The school commu-
nity should work with students

and parents to design a plan
that makes it easier for victims
and their classmates to adjust.

� Help students and teachers
address the return of a previ-
ously removed student to the
school community. Whether
the student is returning from a
juvenile detention facility or a
mental health facility, schools
need to coordinate with staff
from that facility to explore how
to make the transition as un-
eventful as possible.
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Section 7

Crises involving sudden violence
in schools are traumatic in large
measure because they are rare and
unexpected. Everyone is touched
in some way. In the wake of such
a crisis, members of the school
community are asked�and ask
themselves�what could have
been done to prevent it.

We know from the research that
schools can meet the challenge of
reducing violence. The school
community can be supported
through:

� School board policies that ad-
dress both prevention and in-
tervention for troubled children
and youth.

� Schoolwide violence preven-
tion and response plans that
include the entire school com-
munity in their development
and implementation.

� Training in recognizing the
early warning signs of potential
violent behavior.

� Procedures that encourage
staff, parents, and students to
share their concerns about chil-
dren who exhibit early warning
signs.

� Procedures for responding
quickly to concerns about
troubled children.

� Adequate support in getting
help for troubled children.

Everyone who cares about chil-
dren cares about ending violence.
It is time to break the silence that
too often characterizes even the
most well-meaning school com-
munities. Research and expert-
based information is available for
school communities to use in de-
veloping and strengthening pro-
grams that can prevent crises.

School safety is everyone�s job.
Teachers, administrators, parents,
community members, and stu-
dents all must commit to meeting
the challenge of getting help for
children who show signs of being
troubled.

Conclusion

�Coordinated school efforts
can help. But the solution
does not just rest in the
schools. Together we must
develop solutions that are
community-wide and coor-
dinated, that include
schools, families, courts,
law enforcement, commu-
nity agencies, representa-
tives of the faith commu-
nity, business, and the
broader community.�

Wilmer Cody, Kentucky
Commissioner of Education
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Section 8

This guide synthesizes an exten-
sive knowledge base on violence
and violence prevention. It in-
cludes research from a variety of
disciplines, as well as the experi-
ence and effective practices of
teachers, school psychologists,
counselors, social workers, fam-
ily members, youth workers, and
youth.

Much of the research found in this
guide was funded by federal of-
fices whose senior staff were in-
volved in supporting and review-
ing this document. They include:

� Office of Special Education Programs,
Office of Special Education and Re-
habilitative Services, U.S. Department
of Education.

� Safe and Drug-Free Schools Program,
Office of Elementary and Secondary
Education, U.S. Department of Edu-
cation.

� Office of Juvenile Justice and Delin-
quency Prevention and National Insti-
tute for Justice, U.S. Department of
Justice.

� National Institute of Mental Health
and Center for Mental Health Ser-
vices, U.S. Department of Health and
Human Services.

The guide was produced by the
Center for Effective Collaboration
and Practice of the American In-
stitutes for Research in collabora-
tion with the National Associa-
tion of School Psychologists. The
project was led by:

� Kevin P. Dwyer, Principal Investigator,
National Association of School
Psychologists

Methodology, Contributors,
and Research Support

� David Osher, Project Director,
American Institutes for Research

The guide was developed in col-
laboration with Cynthia Warger of
Warger, Eavy and Associates.

Each assertion in the guide is
backed by empirical data and/or
expert consensus. Research refer-
ences can be found on the
project�s Web site at http://
www.air-dc.org/cecp/guide.
The guide was conceptualized by
an interdisciplinary expert panel.
The writing team, led by Kevin P.
Dwyer, included members of the
expert panel�George Bear,
Norris Haynes, Paul Kingery,
Howard Knoff, Peter Sheras,
Russell Skiba, Leslie Skinner, and
Betty Stockton�in addition to
David Osher and Cynthia Warger.
The writing team drew upon the
other expert panelists for guid-
ance and for resources.
The first draft was reviewed for
accuracy by the entire expert
panel as well as staff from the fed-
eral agencies. The federal review-
ers are listed on the project�s Web
site at http://www.air-dc.org/cecp/
guide.

The second draft was reviewed by
family members, teachers, princi-
pals, and youth, in addition to
leaders of major national associa-
tions. The expert panel reviewed
the document again at this stage.
These reviewers are also listed on
the project�s Web site at http://
www.air-dc.org/cecp/guide.

Also On The Web

� An annotated version of
the guide with refer-
ences to support each
assertion  as well as ref-
erences to practical ma-
terials that can be em-
ployed to implement the
recommendations it
contains.

� Additional resources
that can be employed to
implement the recom-
mendations contained in
the guide.

� Links to other Web sites
that provide useful and
usable information.

� English and Spanish ver-
sions of the guide that
can be downloaded for
dissemination.
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