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PLANNING FOR SAFE SCHOOLS IN NEW MEXICO

SECTION III:  RESPONSE
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	INTRODUCTION


The (School Name) is committed to providing a safe and secure environment for students and employees.  The SAFE SCHOOLS PLAN – RESPONSE is designed to assist the school staff in preparing for emergencies, managing emergency response efforts, and maintaining a safe school environment.

The goal of the RESPONSE
 section of the School-level Safety Plan is to provide direction for school staff in planning, preparing and training for potentially harmful situations.

On-going review and practice of the plan to ensure complete understanding and proper implementation is necessary. Planned training should include school faculty, staff and administrators.

The (Name of Public School District) recognizes that each school community has unique needs and resources which must be addressed to enhance the School-level Safety Plan.  The SAFE SCHOOL PLAN – RESPONSE section will be reviewed annually by school staff.

A comprehensive School-level Safety Plan requires an assessment and identification of security needs as the first phase of planning.

(NOTE: Responses to crisis are school specific.  Included in this document are samples of possible response procedures a school might have in place. Every school must develop a response section in their School-Level Safety Plan that minimally includes procedures for tactical emergency responses which include how the school will conduct emergency drills.  The School-level safety plan minimally must include procedures for fire drills, shelter-in place and evacuation.)
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	LEVELS OF EMERGENCIES


	
	
	School Level Emergencies

Situations in which the scope is limited to school settings & school-based personnel, & no assistance is needed (such as an allergic reaction and use of "epi-pen")


	
	

	
	
	
	
	
	

	
	District Level Emergencies

These are events where support and involvement is required from school district personnel or members of the District Emergency Team.  Events may include an unexpected death, suicide threats, water or power failure, trespasser, etc.  While these events may require help from non-school employees, they do not reach the scope and gravity of community-level disasters needing community-wide support.


	

	
	
	
	
	
	

	Community Level Emergencies

These include large-scale events during which coordination of services from school, district and local community response agencies is warranted.  Such events include tornado damage to buildings, flooding, fires or explosions, chemical spills requiring evacuation, death of multiple staff or students (as in a bus accident), hostage situation.  In many of these situations the school's role is to implement protocols until appropriate community agencies respond and assume responsibility (such as police, fire and rescue).  However, schools must be prepared to rely on their own resources until help arrives.




	DISTRICT INCIDENT RESPONSE TEAM DUTIES/RESPONSIBILITIES
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Superintendent or Designee
Universal District Response:

1. Coordinates assistance and maintains communication with any district school affected by an emergency or disaster.

2. Determine whether to implement emergency management protocol.

3. Assigns central office personnel to duties in the emergency headquarters, specific district facilities, or to school sites as necessary.

4. Alert all nearby schools (including day care, private, parochial, etc) of the incident as soon as possible.

5. Maintains communication with the local School Board of Education.

Emergency On-Site:

1. Take steps deemed necessary to ensure the safety of students, staff, and other individuals in the implementation of emergency management protocols.

2. Arrange for transfer of staff, and other individuals when safety is threatened by a disaster.

3. 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.)

Assistant Superintendent or Designee 

Universal District Response:

1. Assist as directed by Superintendent.

2. Provides direction to individual school sites and maintains communication with the School/Local Police, Central Office Staff, and the District Community Relations Office.  

3. Coordinates public information. Duties may include preparation of press releases, communication with parents, establishment of on-site rumor control/information post, and other related duties.

Student Transportation Services
Plans and provides transportation services as needed by school sites to transport students home or to assist in evacuation of students and staff.

Facilities Planning and Operations
Universal District Response:

1. Assigns maintenance personnel to school sites as necessary in order of highest to lowest priority.  

2. Assists custodial staff at school sites as necessary, ensuring that all gas, water, and electricity is shut off or provided under safe conditions. 

3. Provides crew immediately following a disaster to assess and completely clean and repair damages.  

4. Ensures that there is a telecommunication plan to facilitate communication between the central office and the affected sites in the event that the regular telephone system is disrupted by the conditions of the disaster or emergency.

Food Services
Universal District Response:

1. Oversees the proper storage, preparation, and delivery of food to the various sites as necessary. 

2. If the extent of the disaster dictates that schools become emergency shelters, works with other community and government agencies to ensure that adequate water and food supplies are made available at each shelter.

Human Resources

Universal District Response:

1. Activates and coordinates immediate on-site psychological resources for intervention at the crisis site. 

2. Provides counseling and/or debriefing to the individuals involved and affected by the crisis. 

3. Assists in establishing district emergency procedures, assists in updating district plans annually, monitors safety compliance, assists administration in loss prevention and emergency management, and coordinates with Facilities Planning to assess cost of damage. 

4. Provide supplies for emergency care and shelter needs.

Nursing/Health Services

Universal District Response:

1. Coordinates’ nursing services and works with school health services personnel to assist with emergency health needs of students.

Guidance, Counseling and Special Services
Universal District Response:

1. Coordinates school counseling services K-12.

	SCHOOL SITE PERSONNEL DUTIES/RESPONSIBILITIES


In the event of a major disaster, there is no guarantee that emergency, medical or fire personnel will be able to immediately respond to school sites. Therefore, the school staff must be prepared to ensure the care and safety of students during the first several hours after a major disaster without outside assistance.  

It is critical to determine who does what, where, and how – before such a disaster occurs.

Principal/designee
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	CRITICAL INCIDENT MANAGEMENT PLAN


 When a situation happens on your campus, what is your first instinct? To call 911? To let your principal know? Then what? What do you do until “help” arrives? It is critical to have a plan in place that every staff member is aware of and aware of their role in the system. The section below is an introduction that every staff member needs to read. 

Introduction to the Incident Command System (ICS)

Every complex job/situation needs to be organized, and emergency management in schools is no exception.  The Incident Command System (ICS) is the nationwide standard for emergency management, preparedness and response.  The model is an expandable system of management which has proven to be workable for many emergencies, from small events to large disasters and is currently in use by many agencies across the country. ICS is required under the Homeland Security Presidential Directive # 5, other wise known as National Incident Management System (NIMS).

A basic premise to ICS is that in an emergency situation staff will transition from their day-to-day job to a similar function in addressing that emergency.  For example, in an emergency the principal will become the "Incident Commander."

Division of Labor

The major concept behind ICS is that every emergency, no matter how large or small, requires that certain tasks, or functions, be performed.  The organization can expand or contract according to the size of the emergency and the staff available.  Main divisions of ICS are: Command/Management, Operations, Logistics, Planning/ Intelligence, and Administration/Finance.In simple terms:

· Command /Management:  Is in charge

· Operations:  Makes it happen (by "doing")

· Logistics:  Makes it possible (by "getting")

· Planning/Intelligence:  Makes it rational (by "thinking")

· Administration/Finance:  Makes it fiscally accountable (by "recording")

Span of Control:  Another concept of ICS is Span of Control.  The structure dictates that no one person should be in charge of more than 7 other people.  The optimum number is 5, unless a large number of people are all performing the same function; for example, 1 person might be in charge of 10 teachers, who are all caring for students.)Common Terminology:  One of the most important reasons for schools to use ICS is the common terminology.  Response agencies will communicate more effectively with schools if similar roles are described with similar wording.

INCIDENT COMMAND IN SCHOOLS

In many ways, Incident Command has been in place since the formation of the first modern schools.  In an emergency, the designee assumes control or management responsibility, and activates others as needed.  For relatively small incidents, the principal/designee may perform all the roles of the ICS structure.  If an incident grows, he/she may activate other personnel as needed.  In turn, once activated, each individual below may activate others needed to complete necessary functions. NOTE: Designee may include, but is not limited to district officials, principals, teacher, and other school staff as applicable.
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Incident Commander:  Establishes command, works to protect life and property, directs overall management of emergency response activities.

Planning:  In small emergencies, the Incident Commander (IC) is responsible for planning, but in a larger emergency, the IC establishes a Planning Section.  Planning collects and evaluates information as related to the development of an incident, and status of resources.

Operations:  On a school campus, most staff will be assigned roles under Operations.  Operations is responsible for care of students and carrying out response activities. 

Logistics:  Is responsible for communications, as well as securing and providing needed materials, resources, services and personnel.  This section may take on a major role in extended emergency situations.

Administration/Finance:  Sometimes overlooked, the Administration/Finance is critical for tracking incident costs and for reimbursement accounting.  This is especially important in tracking costs where a state or federal "disaster area" may be declared.

Unified Command  is an important principle to keep in mind.  Once police, fire, are on the scene, it becomes a Unified Command structure. In ICS, Unified Command is a unified team effort which allows all agencies with responsibility for the incident, either geographical or functional, to manage an incident by establishing a common set of incident objectives and strategies. This is accomplished without losing or abdicating agency authority, responsibility or accountability.

ICS Team Roles

The following Personnel Guide outlines roles and responsibilities for staff during an emergency.  The Incident Command Team has specifically assigned roles during an emergency, and will access the District ICS Team in accordance with your school's individualized plan.

PERSONNEL GUIDE
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The principal/designee shall serve as Incident Commander and shall be responsible for the overall direction of the emergency procedures at the school or support building site.  Responsibilities include:

1. Take steps deemed necessary to ensure the safety of students, staff, and other individuals in the implementation of emergency management protocols.

2. Determine which situation is appropriate (Evacuation; Shelter-In-Place; Lockdown)

3. Activate the school Incident Command System (ICS).

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

5. 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.)

6. Maintain a line of communication with the Superintendent's Office and District Incident Command Team.

District Incident Command Team

The District Incident Command Team’s role is to support the school when the need exceeds the resources of the school to handle a situation:

1. Provide guidance regarding questions that may arise.

2. Direct additional support personnel, including District Team Staff members as needed.

3. Monitor the emergency situation and facilitate major decisions that need to be made.

4. Provide a district contact for release of information to the media.

Teachers

Teachers shall be responsible for the supervision of students and shall remain with students until directed otherwise.  They shall:

1.
Take steps deemed necessary to ensure the safety of students, staff, and other individuals in the implementation of ICS.

2.
Direct students in their charge according to school ICS.

3.
Render first aid if necessary. It is recommended that teachers should be trained and certified in first aid and CPR.

4.
Teachers must have their roll book with them.

5.
Take roll when the class relocates in assembly area.

6.
Report missing students and staff to school’s designee.

7.
Assist as directed by the principal/designee.

Counselors, Social Workers, Psychologists

Counselors, social workers, psychologists shall be responsible for assisting the overall direction of the emergency procedures at the site.  Responsibilities may include:

1. Take steps deemed necessary to ensure the safety of students, staff, and other individuals in the implementation of Emergency Management Protocols.

2. Direct students in their charge according to school ICS.

3. Render first aid if necessary.

4. Assist in the transfer of students, staff and other individuals when their safety is threatened by a disaster.

5. Help coordinate the activities of emergency service personnel.

6. Maintain a line of communication with the Incident Command Team. 

7. Assist as directed by the principal/designee.

School Nurses

1. Provide first aid or emergency treatment as needed.

2. Communicate first aid and emergency treatment needs to emergency service personnel.

3. Assist as directed by the principal/designee.

Custodians

1. Survey and report damage to principal/designee.

2. Assist emergency management protocols as directed.

3. Control main shut-off valves for gas, water, and electricity and assure that no hazard results from broken or downed lines.

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

School Secretary

1. Assist as directed by the principal/designee. 

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

Food Service/Cafeteria Workers

1. Assist as directed by the principal/designee.

Transportation Drivers

1. Supervise the care of students if an emergency occurs while students are on the vehicle.

2. Transfer students to new location when directed by the dispatcher or authorized regulatory agency.

3. Follow local district  procedures as directed by transportation policy for emergency situations, including a plan of action for the following reasons:


vehicle trouble requiring evacuation


vehicle trouble not requiring evacuation


passenger trouble requiring transportation personnel intervention


passenger trouble requiring police intervention


passenger trouble requiring medical intervention


accidents.

EMERGENCY ASSIGNMENT WORKSHEET
In the event of an emergency situation, the following stations are to be manned by the school site emergency team.  The principal and/or designee will: 1) Secure the area, 2) Check for injuries/damage, 3) Call 911 and DPS if appropriate, 4) Notify the Superintendent and Safety Coordinator.

Emergency School Site Administrative Stations

	NAME
	POSITION
	PHYSICAL

LOCATION
	PRIMARY RESPONSIBILITY
	SECONDARY

RESPONSIBILITY

	
	Principal
	Office
	Incident Command
	Administration

	
	Counselor
	Office
	Administration
	Incident Command

	
	Teacher
	Building
	Liaison
	Operations

	
	Secretary
	Building
	Operations
	Liaison

	
	
	Building
	Logistics
	Liaison

	
	
	Office
	Scribe/ Communications 
	Planning/ Intelligence

	
	Custodian
	Building
	Planning/ Intelligence
	Building Operations 

	
	Nurse
	Nurse’s Office
	Safety/ First Aid
	Logistics


Each person listed above has primary and secondary responsibilities.  For instance, if the person with the primary responsibility of Incident Command is not at the school when a critical incident occurs, then the person assigned Incident Command as a secondary responsibility will take the duty in addition to their primary responsibility.

If several of the members are not present, it may be necessary for further delegation of duties by the person in charge.

CRISIS RESPONSE TEAM

Include those people who are involved in this planning effort and will take the responsibility to learn how to respond in any disaster. A basic planning guideline is: if a resource will be asked to respond to an event that resource needs to be involved in the planning.  Community stake holders should also be involved in the planning, as well as IC team members.
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MEDIA GUIDELINES

Though there are not many certainties in a school crisis, it is guaranteed that the media will be at the scene. Instead of being overwhelmed by the media, be prepared to work with them. The media may be the only communication you have with families. Here are some important tips for dealing with the media:

1. Work with local media before a crisis to make sure they know your needs during an incident. 

2. Designate one representative within your crisis team to deal with the media. This person should be the PIO.

3. Emphasize that only the designated representative will give information to the media. Every effort should be made to keep students away from media during the event. 

4. Designate a predetermined site for the media to assemble. If this site is not safe during the incident, the principal or Incident Commander should designate and alternate site. 

5. Be prepared to deal with media trying to get live coverage, pictures, and interviews. Direct them to the PIO. 

6. Arrange for a joint press conference with emergency responders or choose one media representative to disseminate information. This will help you keep control over the information being released. 

7. Work with state and local emergency management agencies to have the Federal Aviation Administration restrict air space over your site. This will prevent news helicopters flying over your school in a time of chaos. Media helicopters can be very frightening to children.

	CLOSING OF SCHOOL


It is the intent of the school to remain open according to the calendar adopted each school year.  Notwithstanding this commitment, there might be emergency situations that necessitate the closing of school.

The decision to close the schools will be made by the Superintendent upon advisement from staff and civil authorities (police, fire, emergency management, hazardous materials team) as to danger to students and staff, damage assessment of facilities, and capabilities of school to function (water, power, heat, sanitation, road access, etc.).

 Usually, the decision to close a school will be made as a result of winter storm effects or some disaster situation, such as an earthquake, fire explosion, chemical spill, flood, severe winds or storm conditions, or even excessive heat.  In these instances, the Local and State Emergency Management offices may already be activated and the status of the situation closely monitored.  Once a school has been closed, children are not to return until an official announcement is made by the Superintendent.

If the decision is made to close school early, the following items should be considered:

· Children may be returning to homes that have no adult present.

· Children may be returning home during weather conditions or other conditions that increase the chance of injury.

· Streets may be without crossing guards.

If the decision is not to close the school, the following should be considered:

· Conditions may worsen by regular dismissed time posing increased risks for bussed students and those walking

· If conditions unexpectedly worsen, students may have to stay overnight at the school.

INFORMING STUDENTS, STAFF, FAMILIES, AND SCHOOL COMMUNITY

Determination of the closing of school(s) or the reopening of school(s) for the following day(s) should be made as early in the day as possible so that students and staff can be notified as expediently as possible.  The final determination should be relayed to the broadcasting media (radio and cable TV), as well as local authorities.

Telephone communication trees will be established so that all families of students and all personnel can be notified by phone of school closures.  Each Principal or site administrator and department head will maintain at his/her home a current list of phone numbers of all employees under his/her supervision.

	STAFF AND STUDENT NOTIFICATION

(OF A MAJOR INCIDENT)


Student Notification: To inform students in a timely manner, what is occurring. Or in the case of an off campus event- what has happened. 

Staff Notification: It is important to inform staff prior to sharing information with students so that they can be prepared to answer questions.

Parent/Guardian Notification: parents will need to be notified as soon as possible of an event happening on campus (or school sanctioned event). In addition a letter will need to be sent home as follow up. 

A school announcement of a death, or major incident, of a student or staff that affects a school community is critical and needs to be done as soon as possible.  If during school hours, a written statement or a staff meeting to share information on the crisis to inform staff is imperative.

Informing the staff first will give the opportunity for questions and acknowledge their grief and loss.  It also gives the staff the opportunity to prepare how to respond to their students and follow the guidelines on student notification.

Once staff is prepared, the students need to be informed. This should not happen in a large group format (i.e. assembly, or intercom announcement). 

Guidelines for student notification include:

· The announcement should only include accurate information that has been verified by the family or the authorities to help control rumors.

· The students need to get the same information at the same time (e.g. homeroom, first period class, or in small groups) from someone they know (if possible). 

· The announcement should be appropriate to grade level of the students, especially in primary and middle schools.  

· Avoid using public address systems or school assemblies. 

· The announcement should also include information on mental health support services and how to access them.

A prepared statement for parents is also very important.  A letter should be sent home with students for parents to notify them about the crisis and what services are being offered to the students and their families.  It should also include helpful ways to support their child(ren), signs and symptoms of normal reactions to trauma, other preventive information, and a list of local resources.

	EVACUATION PLAN
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	1. Evacuate when the pre-designated signal is made.

1. Be clear of evacuation routes and sites.

2. Close class room doors and windows after everyone has been evacuated.

3. Leave the building quickly, quietly and orderly.

4. Account for all students, keep track of and report all missing students to the office.

5. Do not allow anyone to leave the secured area until the all clear signal is given.

6. If the situation warrants vehicle and/or bus use, follow set procedures.
	1. Instruct staff to Evacuate by a pre-designated signal (PA, bell system, verbal, written, etc.) that requires all persons outside to go indoors

2. Call _9-1-1 or emergency services.  

3. If the situation warrants vehicle/bus use, notify/have transportation.

4. Evacuate all students and staff to pre-designated areas.

5. Make sure persons with special needs are given assistance in getting to the secured area.

6. Notify parents of the evacuation and give them the central site for picking up students.


	UNSCHEDULED EARLY DISMISSAL


Unscheduled Early Dismissal: School may be dismissed early due to emergency status such as severe weather conditions, power outages, etc.  

Additional Information

If an unscheduled early dismissal occurs these steps should be followed:

· The crossing guard or designated staff will go on duty in front of the school immediately.

· Support staff will assist the traffic in front of the building.  Teachers remain with their classes.

· Support staff will assist in the office answering the phones, delivering messages, and monitoring bus arrivals.

· Each teacher will call a parent who initiates a telephone tree for that class.  

· Each teacher remains with his/her students until all students are picked up.

· Students remain in the classroom until notified of their bus arrival or that their parent is here to pick them up.

· After all busses have departed all remaining students will report to (Location).  The principal or designee will be responsible until all students have been picked up.
	LOCKDOWN


· Refers to protection from an internal or external threat by excluding and/or isolating the threat.

· Protective cover is sought in locked sections of the building and locked classrooms.

· Requires the ability to quickly secure all sections of the building and campus, the classrooms and all interior and exterior doors. 

· During a lockdown it is encouraged to limit the use of all phones and cell phones. 

· All staff will remain with students until the emergency is over.

	1. Make sure all students go inside to the nearest secured area.

2. Close and lock all windows and doors to the secured area.

3. Account for all students, keep track of and report all missing students to the office.

4. Continue to listen for and follow the directions given by the Incident Commanders communication {PA, written verbal communication, e-mail, radio, etc.}.

5. Do not allow anyone to enter/exit the secured area until the proper signal or response is given.

6. In the event of any audible alarm occurring during a lockdown all students/staff will remain in place. If evacuation alarms sounds, manually check and re-secure any unlocked doors or windows.

7. Do not allow anyone to leave the secured area until the all clear signal is given.
	1. Instruct staff to Lockdown by a pre-designated signal (verbal through the use of intercom, radio, e-mail, etc.) that requires all persons outside to go indoors.

2. Call _ 9-1-1, or emergency services.

3. Make sure persons with special needs are given assistance in getting to the secured area.

4. Ensure that all doors/windows are locked.

5. Notify superintendent/supervisor

6. Make sure that everyone stays in the secured area.

7. Maintain communication with emergency response personnel to receive periodic updates.

8. Communicate all clear signal once police and fire departments deem appropriate.  




	SHELTER IN PLACE


· Use of any classroom or office for the purpose of providing temporary shelter.  

· Principal/designee/Incident Commander receives information about a situation that requires Sheltering-In-Place rather than an evacuation or lock-down.

· Different from Lock-Down procedures in that students/staff have some degree of discretion over movement, as directed by the Principal/designee/Incident Commander.


	1. Make sure all students go inside.

2. Make sure persons with special needs are given assistance in getting to shelter.

3. Close all windows and doors to the shelter area (Consider taping doors and windows).

4. Turn off all ventilation that may come from outside.

5. If the air within the shelter appears to be contaminated, inform the office of the problem.

6. Account for all students, keep track of and report all missing students to the office.

7. Discourage use of cell phones.  

8. Continue to listen for and follow the directions given by the Principal’s Office. (PA, written verbal, etc.)

9. Do not allow anyone to leave the shelter until the all clear signal is given.


	1. Instruct staff to Shelter-In-Place by a pre-designated signal (PA, bell system, verbal, written, etc.) that requires all persons outside to go indoors.

2. Call _ 9-1-1,  or emergency services.

3. Make sure persons with special needs are given assistance in getting to shelter.

4. Ensure that maintenance shuts all exterior doors and shuts off all ventilation systems (Consider taping doors and windows).

5. Notify superintendent/supervisor.

6. Make sure that people stay in shelters. (Use your best judgment in allowing visitors into a shelter).

7. Communicate with police and fire departments to determine any change in the situation.  Get/give periodic updates.

8. Communicate “all clear” signal once police and fire departments deem appropriate.  




	PARENT NOTIFICATION


It is important to notify parents in advance of the possible situations that may occur on campus while their children are at school. While it is not necessary to detail every possible emergency, it is important for them to be aware of the responses the school may take. These include: Lock-Down, Shelter-in-Place, and Evacuation.

In addition to advance notification, it is important to let parents know when an emergency situation as occurred and the school and district response to that emergency.

SAMPLE LETTER

[Date] 

Dear Parents:

Should an emergency or disaster situation ever arise in our area while school is in session, we want you to be aware that the schools have made preparations to respond effectively to such situations.  In fact, public schools in New Mexico are built to meet stringent construction standards and they may be safer than your own home in the event of a disaster.

Should we have a major disaster during school hours, your student(s) will be cared for at this school.  Our School District has a detailed emergency crisis plan which has been formulated to respond to a major catastrophe.

Your cooperation is necessary in any emergency.

1. Do not telephone the school. Telephone lines may be needed for emergency communication.

2. In the event of a serious emergency, students will be kept at their schools until they are picked up by an identified, responsible adult who has been identified as such on a School District emergency card which is required to be filled out by parents at the beginning of every school year.  Please be sure you consider the following criteria when you authorize another person to pick up your child at school:

· He/she is 18 years of age or older.

· He/she is usually home during the day.

· He/she could walk to school, if necessary.

· He/she is known to your child.

· He/she is both aware and able to assume this responsibility.

3. Turn your radio to [radio stations] for emergency announcements. If students are to be kept at school, radio stations will be notified. If electrical service is not affected, information will be relayed via the School District to the local TV Channel (____).  In addition, information regarding day-to-day school operations will be available by calling the District Office.

4. Impress upon your children the need for them to follow the directions of any school personnel in times of an emergency.

Students will be released only to parents and persons identified on the School District Emergency form.  During an extreme emergency, students will be released at designated reunion gates located on school campuses.  Please instruct your student to remain at school until you or a designee arrives. 

The decision to keep students at school will be based upon whether or not streets in the area are open. If this occurs, radio stations will be notified. In the event that a natural disaster takes place during the time that students are being transported, students will be kept on the bus and the driver will ask for assistance through radio contact with the school and district personnel. Any child who is home waiting for the bus will not be picked up (if roads are impassable) and remains the responsibility of the parent or guardian. In the event a natural disaster occurs in the afternoon, the driver will make every attempt to continue delivering the students to their homes. Should road conditions prevent the driver from delivering students to their home or to school in the morning, the students will be delivered to the nearest school site and that school will communicate with the home school to inform them of the students’ whereabouts.

In case of a hazardous release event (chemical spill) near the school area, Shelter-in-Place procedures will be implemented to provide in place protection. All students and staff will clear the fields, report to their rooms and all efforts will be made to prevent outside air from entering classrooms during the emergency. “Shelter-in-Place” signs will be placed in classroom windows or hung outside classroom doors during a drill or emergency.  Students arriving at school during a Shelter-in-Place drill or event should report to the school office or to a previously designated area at the school because classrooms will be inaccessible. When the dangerous incident has subsided, an all-clear signal will be given.

Please discuss these matters with your immediate family. Planning ahead will help alleviate concern during emergencies.

Sincerely,

Principal

School

	EMERGENCY SITUATIONS


SUICIDE THREATS/ATTEMPTS
Suicide is not a spontaneous activity.  Suicide is usually the result of a long-term, gradual, wearing-away process called emotional erosion.  What is being eroded is the person’s ability to cope with life experiences and the emotions surrounding his/her experiences.  There is no single cause of a suicide.

If a person demonstrates any suicidal tendencies (verbal or other signs), keep that person under close observation until a trained professional in mental health arrives.

When working with a suicidal person look for a clustering of warning signs within a context of: recent loss, sadness, frustration, disappointment, grief, alienation, depression, loneliness, physical pain, mental anguish, or mental illness.  

· Take Suicide Threats Seriously.  

· Remain With The Person Until Help Is Obtained.  

· Seek Immediate Help From A Trained Professional.  

BOMB THREAT INFORMATION AND PROCEDURES

YOU’VE RECEIVED A BOMB THREAT
Bomb threats may be received by phone, mail, or message.  There are specific procedures for handling each type of threat.

By Telephone


Most bomb threat calls are very brief, with the caller normally stating the threat in a few words and immediately hanging up or breaking the connection.  Delay the caller by saying, “I’m sorry.  I did not understand you.  What did you say?”  This might provide time to alert a co-worker and start the Site Specific process.  It is very important that the person receiving the threat gets as much information as possible from the caller, i.e., where the bomb is located, what time it is scheduled to explode, why he/she placed the bomb in the school, what the bomb looks like.  The recipient should note the following: sex of caller and approximate age - man, woman, boy or girl; voice quality - accent, peculiar speech mannerisms; exact time call was received; background noise - music (type), motors, traffic.  [Note:  The Site Specific Checklist incorporates this information.

By Written Message
If a threat is received by letter, it should be preserved for investigation by the police.  To accomplish this, the person opening the letter and recognizing it as a threat, should place the letter in a document protector and report it to principal/designee.

NEXT STEPS
There is no sure way of knowing whether or not the call is real or just a prank.  So, the established procedures are activated whenever a bomb threat is received or suspected.  Using the Bomb Threat Checklist as a reporting form will provide an orderly procedure for maintaining the safety and welfare of students and staff.  In addition, it serves as a precise record of all incident responses and actions.

Bomb threats may be received by phone, mail, email, or text message. They are a message that a bomb is set to explode on or near campus. 
A bomb threat must always be considered a real and immediate danger to students and personnel and requires an immediate response by the person receiving the bomb threat message.  Consequently, all employees must be familiar with the established procedures, as many times, it may not be possible to receive direction from the Principal or site administrator. 

Use the BOMB THREAT CHECKLIST on page to capture the information, especially useful in a phone call threat.  The principal or designee will EVACUATE all students and staff.
 No bomb threat is to be disregarded as being a prank call.
At least one bomb threat drill should be conducted each school year.  Because evacuation of students and/or staff to the Pre-planned evacuation site is the response used for bomb threat as well as a number of other disaster incidents, staff members will probably not be aware that they are evacuating because of a bomb threat.  Therefore, it would be a good practice that whenever exiting the classrooms/work places for any kind of drill/exercise/incident all personnel should quickly visually inspect their work area for anything that might seem unusual/out of place and be aware of any unusual or suspicious persons on the site.

· Staff members should never attempt to touch, move, dismantle or carry any object that is suspected of being dangerous or explosive. 

· Students should not go to lockers and should evacuate immediately. Evacuations may be necessary during winter months and students may not have coats-this situation must be considered in planning.

· Each site should designate a primary and at least one secondary evacuation site for students/staff.  The primary evacuation area is usually the pre-planned site and the secondary sites are off campus/site.  At least one of them should be within walking distance, i.e., out a back gate and into a large open area, such as a neighborhood park, or to a neighborhood church, community center, etc.

[image: image3.emf]
ACT OF VIOLENCE

Active Shooter(s): a person who is actively engaging students and/or staff with a firearm.

Armed Person on School Grounds: an individual displaying or wielding a deadly weapon. 

Drive by Shooting: is shooting from an occupied/moving vehicle into a target area. 

Hostage Situation: detaining students and/or staff against their will by force or threatened use of force. 

Shots Fired from On/Off-School Grounds: from an undetermined source.

Show by: is driving by with the intent of a show of force i.e. showing a gun out the car window, but not firing it.

Suicide/Threat of Suicide: The act of taking one’s own life, or threatening to do so. 

It is possible that a shooting could occur at or near a school site.  The immediate concern is the safety of staff and all students. The locations at greater risk may be the fields utilized by physical education classes, the perimeter of the school, and the entrance areas due to accessibility by vehicles.

Immediately after the incident/reported shots fired:

Initiate LOCKDOWN procedures campus-wide.

Additional Instructions:

· If outside, find cover-may need to lie flat.

· Have students move safely and quickly to the nearest shelter (building) or cover.

· Assess injuries, if applicable.

· Do not allow anyone seriously injured to move.  If injured are ambulatory assist them to a shelter.

· Stay with the injured until emergency services arrive.

· Assist the police with as much detail as possible.

Remember:  Students will model their emotional reaction after yours, so STAY CALM.
HAZARDOUS MATERIAL RELEASE

A hazardous material is any chemical compound or biological agent that has adverse effects to health and safety. This includes natural gases, propane, and like gases. 

A hazardous material release is a release of a chemical compound or biological agent that requires initiation of emergency protocol.

All containers must be labeled as to their contents.  No hazardous materials should be brought onto school property without prior authorization from the principal, and the Material Safety Data Sheet (MSDS) for the chemical should be forwarded to Central Office or Risk Management. 

Proper chemical hazard signs should be displayed on outside of buildings that contain chemicals.

If the boiler malfunctions, or if a line leaks there may be an irritating ammonia odor.  Call Maintenance and Operations and evacuate away from the area. Open windows if necessary.

INTERIOR hazardous material release:  EVACUATE all students and staff. 

EXTERIOR hazardous material release- may need to SHELTER IN PLACE or LOCKDOWN.

Additional Instructions

· Notify principal or designee of hazardous material release. Incident Commander will determine the appropriate course of action; responders will take appropriate action (shelter-in-place, lockdown, or evacuation).

· Do not clean up or touch any chemical spill. 

·  It is not necessary to evacuate the entire school if one building is affected.

In the event of inclement weather, students should be moved to an unaffected building.

FALLEN AIRCRAFT (INCLUDING HOT AIR BALLOONS)
A Fallen aircraft includes: plane, hang glider, hot air balloon, helicopter, etc. that has fallen out of the sky and has crashed on or near school property.  All types of aircraft that use gas to power a motor or engine have a high risk of fire or explosion after a crash. 

In the event of a fallen aircraft, teachers/administrators should instruct students to implement SHELTER-IN PLACE procedures.

 If a building is involved in a crash all students/staff shall be EVACUATED.

Additional Instructions:

Do not attempt to assist at the crash site. The primary responsibility is for the safety of staff and students. 
FIRE

School fires are often more dangerous than they appear. Panic greatly complicates evacuation.  Most school fires are set by vandals. Never assume that the fire has a single source or is minor. Cafeterias, laboratories, shops, storage rooms and toilets are common areas for fires. To prepare, have your staff familiarize themselves with the locations and operation of fire extinguishers, fire pull stations, and hoses.

All incidents of fire should follow standard EVACUATION procedures. 

Additional Instructions:

· Do not attempt to extinguish the fire, if it will put anyone in danger. 

· If there is a fire external to the school, an evaluation will need to be made; SHELTER IN PLACE may need to occur. (i.e. forest fire, brush fire)
NATURAL HAZARDS
Fire   Hail   Tornado   Earthquake   Lighting   Snow/Ice Storm   Wind/Sand Storm   Flood

In the event of a natural hazard, there is often no time to assess the situation. In this situation follow the procedure for SHELTER IN PLACE. There may be certain situations where an EVACUATION is the best response in order to prevent students and staff from being stranded on school grounds or placed in greater danger. 

Students should not be released if it is hazardous to do so. 

Additional Instructions:

Earthquake

Inside Building

· All pupils and staff should immediately turn away from glass areas and place themselves under tables and desks.

· If structural damage, window breakage, etc. has been sustained, the teacher is to follow normal evacuation drill procedures following termination of the quake.

· Extinguish all science class room gas burners. 

· Stay clear of chemicals.

Outside Building

· Move to an open area away from trees, portable backstop, power lines, buildings, etc. Remain in a cleared area free from any potential falling objects 

· Under no circumstances should students or adults attempt to return to the building during an earthquake
High Wind Events (Tornadoes, Wind Storms) 

Move students

· away from windows and exterior doors. 

· to lowest floor area 

· from portables to main building, if time allows.

Avoid auditoriums, gymnasiums and structures with large roof spans

Flood/Snowfall

· A flood or snowfall may require evacuation.

· Do not evacuate through water or in a severe snow storm. 
LOSS OF POWER OR WATER
If loss of power or water cannot be immediately restored and may negatively impact students, school may need to be dismissed. 

Additional Instructions:

· Contact Maintenance and/or Operations {phone number}.

· Maintenance and/or Operations will assess the situation and advise the Superintendent or Chief of Facilities Planning and Operations and the site administrator with the estimate of when the utilities will be restored. The decision to close school or change hours of the school day is the responsibility of the Superintendent.

· If the situation occurs after hours, a local utility company may need to be called at {phone number} if Maintenance and/or Operations is not available. If utility company cannot be reached, contact local law enforcement.

· The school should provide flashlights for classrooms and work places, and replacement batteries are routinely provided.  School multipurpose rooms and main offices and special services area should have emergency lighting that is automatically activated during a power failure.
MISSING STUDENT:  AMBER ALERT

The AMBER Alert program is a voluntary partnership between law-enforcement agencies, broadcasters, transportation agencies, and the wireless industry, to activate an urgent bulletin in the most serious child-abduction cases.  The goal of an AMBER Alert is to instantly galvanize the entire community to assist in the search for and the safe recovery of the child.

There are certain situations where it is of utmost concern to keep track of all students. This includes off-site field trips. Ensure that field trips sponsors have correct attendance lists and emergency contact information. 

Attendance must be taken at key intervals throughout the day to ensure all students are accounted for. These times include before the transportation leaves, when the transportation arrives on site, after entering the site, after boarding transportation at the end of the trip. 

As soon as it is determined that a student is missing, notify local law enforcement.

CIVIL DISTURBANCE
Civil Disturbance is a disruption in the educational process due to: unreasonable behavior, mass disobedience, or other inappropriate behaviors or actions stemming from a group of individuals that threatens the stability and operation of the school and/or the safety of the students/staff. This may include: sit-ins, walk-outs, protests, etc.
Coming from within school- LOCKDOWN
Disturbance outside school property-SHELTER-IN-PLACE or LOCKDOWN depending on the situation

TRANSPORTATION EMERGENCIES 
Transportation Emergencies may include: bus accident, vehicle accidents with students or teachers, pedestrian hit by vehicle, vehicle crash into campus property, etc.

Each District is required to have policies in place to address transportation emergencies, including the following:
· vehicle trouble requiring evacuation

· vehicle trouble not requiring evacuation

· passenger trouble requiring transportation personnel intervention

· passenger trouble requiring police intervention

· passenger trouble requiring medical intervention

· accidents.

Additional Information:
· Student transportation is a privilege to students who are eligible for transportation and students who do not obey the state and local regulations may have their transportation privileges revoked based on the local board policy. 

· For further information on all transportation regulations please see NMAC 6.41.4 Standards for Providing Transportation for Eligible Students. 
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Healthy Kids Make Better Students.  Better Students Make Healthy Communities.
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