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Policy  

A.  Legal Requirements for Planning 

Virginia law requires that every school develop a written “school crisis, 
emergency management, and medical emergency response plan.” Specifically, § 
22.1-279.8., Code of Virginia, sets forth the following: 
 
Definition 
School crisis, emergency management, and medical emergency response plan 
means “the essential procedures, operations, and assignments required to 
prevent, manage, and respond to a critical event or emergency, including natural 
disasters involving fire, flood, tornadoes, or other severe weather; loss or 
disruption of power, water, communications or shelter; bus or other accidents; 
medical emergencies, including cardiac arrest and other life-threatening medical 
emergencies; student or staff member deaths; explosions; bomb threats; gun, 
knife or other weapons threats; spills or exposures to hazardous substances; the 
presence of unauthorized persons or trespassers; the loss, disappearance or 
kidnapping of a student; hostage situations; violence on school property or at 
school activities; incidents involving acts of terrorism; and other incidents posing 
a serious threat of harm to students, personnel, or facilities.” (§ 22.1-279.8.A, 
Code of Virginia) 
 
School Board Responsibilities 
“Each school board shall ensure that every school that it supervises shall 
develop a written school crisis, emergency management, and medical 
emergency response plan, consistent with the definition provided in this section.” 
(§ 22.1-279.8.D, Code of Virginia) “The local school board shall annually review 
the written school crisis, emergency management, and medical emergency 
response plans. The local school board shall have the authority to withhold or 
limit the review of any security plans and specific vulnerability assessment 
components as provided in subdivision 7 of § 2.2-3705.2., Code of Virginia.” 
 
Liability Issues 
The legal obligation of school administrators to make crisis plans has been well 
documented.  There is a growing trend to hold the third party (school) 
responsible for failing to take reasonable steps to prevent a crisis or to 
adequately manage a crisis situation which arises. While schools cannot 
eliminate the risk of being sued, they can reduce that risk and/or limit their 
exposure for damages by developing comprehensive crisis plans which 
anticipate the potential for crises and develop reasonable procedures for 
appropriate responses based on "best practices.”  In recent years, planning that 
involves public safety expertise and procedures that establish a coordinated, 
interagency response to critical incidents have taken on heightened importance. 
Written documentation of activities and consultation with the school board 
attorney are now routine elements of crisis response/critical incident 



 7 

management. Many states, including Virginia, have enacted legislation to 
address these issues, and are requiring schools to develop crisis management 
procedures, often as a component of school safety plans. 
 

B. School Division Policy 

 
School division policy establishes the foundation and framework for action. The 
chances of effectively managing a crisis are increased with a well-developed 
division-level policy that establishes a framework for individual school plans that 
are tailored to the conditions and resources of each school. 
 
Benefits of Policies and Procedures for Crisis Management 
 

 Policies and procedures for crisis management provide benefits for 
students, parents, and the school division. 

 The procedures provide an organized, systematic method for helping 
students and employees. 

 Staff members know under what circumstances and how to refer another 
person for help. 

 Crisis team members operate within specified guidelines to make 
collaborative decisions, 
sharing the responsibility of these often difficult and stressful situations. 

 Parents and other members of the community are assured that the school 
division has taken action to be prepared in the event of a crisis situation. 

 The school division benefits through increased legal protection. While no 
set of policies can prevent a lawsuit being filed, establishing reasonable 
policies and procedures based on “best practices” provides a margin of 
protection against liability. 

 Interagency agreements have fostered stronger collaborative relationships 
and have led to 
improved communication with community public safety agencies. 

 
Essential Elements of School Division Policy 
In accordance with § 22.1-279.8.A, Code of Virginia, plans must contain essential 
procedures, operations, and assignments required to prevent, manage, and 
respond to a critical event or emergency, including: 

 Natural disasters involving fire, flood, tornadoes, or other severe weather; 

 Loss or disruption of power, water, communications or shelter; 

 Bus or other accidents; 

 Medical emergencies, including cardiac arrest and other life-threatening 
medical emergencies; 

 Student or staff member deaths; 

 Explosions; 

 Bomb threats; 
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 Gun, knife or other weapons threats; 

 Spills or exposures to hazardous substances; 

 The presence of unauthorized persons or trespassers; 

 The loss, disappearance or kidnapping of a student; 

 Hostage situations; 

 Violence on school property or at school activities; 

 Incidents involving acts of terrorism; and 

 Other incidents posing a serious threat of harm to students, personnel, or 
facilities. 

 

1. Definitions 

 
Crisis incidents, also called emergencies or critical incidents, shall include but 
not be limited to situations involving the death of a student, staff member, or a 
member of a student’s immediate family by suicide, illness, or accident. The 
school principal or superintendent shall have the authority to determine what a 
crisis incident is and when to convene the Crisis Management Team. Crisis 
incidents shall include situations involving threats of harm to students, personnel, 
or facilities as well as life-threatening medical emergencies. Crisis incidents 
include but are not limited to natural disasters, fire, flood, tornadoes, or other 
severe weather; threats involving weapons; explosions; kidnapping; and cardiac 
arrest. Such incidents may require an interagency response involving law 
enforcement and / or emergency services agencies.  
 
First responders shall include any community agency called in the event of a 
crisis to assist with the response including but not limited to: law enforcement, 
fire, rescue, ambulance, or emergency services. 
 
Danville Public Schools Emergency Operations Center (DPS/EOC) shall be 
the designation for the central offices of the Danville School Board located at 341 
Main Street, Danville, VA. 
 
The Crisis Management Plan shall be a written plan with explicit intent to 
protect and sustain life, reduce emotional trauma, assist in emotional recovery 
from trauma, minimize personal injury and/or damage to the facility. Such plans 
shall address essential site-specific procedures, operations, and assignments to 
prevent, manage, and respond to critical events and emergencies set forth in § 
22.1-279.8.A, Code of Virginia, and include provisions for communications with 
parents and reunification of students with parents. 
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2. Crisis Management Team 

An individual site Crisis Management Team shall be established at each site to 
meet the demands of crisis incidents. Membership: The crisis team shall consist 
of an immediately accessible core group who have the knowledge and skills to 
act in any emergency and shall include the chief administrator and may include 
assistant administrators, school counselors, school psychologists, school social 
workers, nurse/clinic attendant, teachers, and other classified or certified school 
personnel at the discretion of the chief administrator. As needed, the school 
resource officer and other community mental health and public safety 
representatives may be asked to consult with the site team. A roster of team 
members is to be posted in each school administration office. 
 
Purposes: The Crisis Team shall implement and adapt appropriate action from 
the Crisis Management Plan to address the specific circumstances of the crisis. 
Roles and responsibilities of team members and consultants will be established 
in the site’s written Crisis Management Plan. 
 

3. Crisis Management Plans 

Each site Crisis Management Plan shall include provisions for 
preparation/planning, intervention/response, and post-emergency activities, 
including the establishment or designation of the following:  
 

 Explicit procedures for each crisis incident. Crisis headquarters and 
command post outside the site in the event building evacuation is 
necessary.  

 Chain of command in the event a key administrator is not available. 

 Spokesperson to the media. This person will be the ranking administrator 
or designee and is responsible for gathering and confirming all pertinent 
information about the incident and for informing the school division’s public 
information officer prior to any media release. The spokesperson will also 
designate a media reception area when deemed appropriate. 

 Network of key communicators. It is the responsibility of these key 
individuals to convey approved information to others. This network may 
include phone trees to notify staff of emergency incidents and special 
meetings which may occur before or after school hours. It should also 
include counselors designated to support groups such as students, 
faculty, and parents. 

 Communication plan within the school and to the community. The best 
means of communication may vary with the crisis. However, the plan must 
provide for communicating with employees as soon as possible.  

 Evaluation of the crisis plan. Response to each crisis event will be 
reviewed and evaluated at the conclusion of each event. In addition, the 
Crisis Management Team will evaluate annually the plan and its 
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effectiveness and make modifications in accordance with school board 
policy, as needed. 

 

4. School Safety and Security Handbook (“3SH”) 

It is recommended that each school maintain a site based handbook covering 
procedures to handle incidents that at the discretion of the building administrator 
do not reach, or have not yet reached, the level of a crisis, emergency, or critical 
incident.  One example would involve schools with an elevator.  Imagine a stuck 
elevator door with two adults trapped inside.  The adults are able to communicate 
with school officials.  The adults are not injured or sick, nor are they panicking.  
The School Safety and Security Handbook would address the proper procedures 
for addressing the incident. 
 
School Safety and Security Handbooks should contain information that is: 

 Site based and not general to the school division 

 Not contained as part of the Crisis Management Plan 

 Pertinent to incidents that do not reach the level of a crisis as 
determined by the site administrator.  At any point the building 
administrator may determine that the incident has risen to the level of a 
crisis and invoke the Crisis Management Plan. 

 
A School Safety and Security Handbook is the responsibility of the building 
administrator to create, review, and maintain in accordance with the needs of the 
school site. 
 

5. Crisis Management Training 

The Crisis Management Plan, including procedures for the identification of 
potential threats, shall be reviewed annually with all site-based employees. 
 

6. Public Access to School Crisis Plans 

Individual school plans shall be open to public inspection. However, some details 
of school plans such as facilities blueprints and communications codes may be 
withheld from public access for security reasons in accordance with School 
Security Policy. (See § 2.2-3705.2, Code of Virginia, for permitted exclusions 
from public access.) 
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Leadership, Planning, and Preparedness 
 
A. Division Level Leadership 
 
 At the division level the Crisis Management Team will consist of the 
Superintendent, Chief Human Resources Officer, Chief Academic Officer, Chief 
Administrative Services Officer, Director of Student Support Services, Director of 
School Improvement, Research, & Accountability, Director of Preschool & 
Elementary School Programs, Director of Middle & High School Programs, 
Director of Technology & Media Services, Director of Transportation Services, 
Child Nutritionist, Director of Recruitment & Retention, Director of Maintenance & 
Operations, Director of Finance, and the Director of Safety and Security. 
 
The roles and responsibilities for each team member are specified below: 
 

Superintendent 
 

 Supervises, monitors, or directs all operations of the school division in the 
management of a critical incident from the incident site or from the Danville 
Public School Emergency Operation Center (DPS/EOC) 

 Gathers information from all aspects of the critical incident for use in making 
appropriate decisions 

 Assesses any critical incident and assigns tasks as necessary 

 Maintains contact with first responders and emergency service agencies 

 Serves as chief division spokesperson to the media 

 Authorizes or delegates the authorization to release information to the public 

 Informs School Board members 

 Receives federal, state, and local officials in connection with any critical 
incident 

 Maintains communication between the critical incident DPS/EOC 

 Communicates or delegates communication with other DPS sites 

 Assigns resources of personnel, equipment, supplies, or materials as 
appropriate 

 Prepares for critical incidents by approving the division-level crisis 
management plan 

 Prepares for critical incidents by approving plan review, crisis training, drills, 
table top exercises, and full-scale exercises on an annual basis 

 Serves as the Public Information Officer (PIO) for the school division 

 Maintains a list of media contacts 
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Director of Finance 

 Advises the Superintendent regarding financial matters associated with  
crisis planning or management of a critical incident 

 Authorizes emergency procurement or remuneration for non-exempt 
employees 
 

 
Chief Administrative Services Officer 

 

 Coordinates and manages services with Child Nutrition, Transportation 
Services, Maintenance & Operations,  Instructional & Administrative 
Technology, and Safety & Security 

 
Child Nutritionist 

 Coordinates any special services needed for mass care relative to 
nutrition 

 Develops and executes contingency plans whenever a disruption of 
normal activity occurs 

 Establishes a contingency plan for utilization of DPS facilities and 
equipment associated with preparing and delivering meals in the event of 
a community disaster in which such facilities and equipment are 
commandeered by local, state, or federal emergency management 
services. 

 
Director of Transportation Services 

 Establishes and maintains school division protocols for transportation-
related emergencies 

 Establishes and maintains plans for emergency transport of students and 
employees as necessary 

 Coordinates transportation plans within the City of Danville Emergency 
Operation Plan 

 
Director of Maintenance& Operations 

 Advises emergency service agencies on matters related to DPS buildings 
and grounds 

 Responds to disruptions in essential services and utilities to DPS sites 

 Advises school administrators on safe building and grounds occupancy 
and informs the Superintendent of any condition that renders DPS 
buildings and grounds unsafe for occupancy 

 Makes repairs, generates estimates for repairs, and/or obtains quotes for 
repairs as part of the recovery from a critical incident 
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Director of Technology & Media Services 

 Coordinates the efforts of the technology staff 

 Assists with the gathering of information from various media sites 
including, but not limited to, the Internet, social networking sites, broadcast 
media, and print media 

 Directs information obtained from such monitoring to the Public 
Information Officer (PIO) 

 Assists PIO in disseminating information as appropriate 
 
Director of Safety & Security 

 Oversees the development and implementation of the division’s Crisis 
Management Plan 

 Provides crisis and security training for staff 

 Serves as the liaison between DPS and first responders 

 Serves as a substitute in a leadership role when there is an absence of a 
division-level or school-level administrator 

 Operates in a support role to division-level leadership in the event of a 
crisis 

 As a follow-up to a crisis, evaluates division-level and school-level 
response 

 Recommends changes to the crisis management plans based upon 
lessons learned through the experience 
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Chief Academic Officer 
 

 Coordinates and manages student and employee services, dissemination of 
information, and reunification 

 
Director of Preschool & Elementary School Programs, and Director of Middle & 
High School Programs 

 Identifies personnel support needs, requests assistance, and coordinates 
back-up personnel from other sites as needed to help with the critical 
incident 

 Monitors reunification of parents and children at the crisis site and offer 
assistance and recommendations regarding the process 

 
Director of Student Support Services 

 Coordinates the sharing of guidance counselors between or among 
sending and receiving schools 

 Maintains an active file of helping agencies within the community in a 
format that can be easily disseminated or copied 

 Assists with the planning and conducting of follow-up meetings during 
recovery 

 Develops information sheet or sheets for public distribution on topics such 
as the impact of crises on students, signs of stress, and guidelines for 
dealing with signs of stress 

 Designates, delegates, and directs two subordinates to maintain a 
presence at each hospital(s), clinic (s), or any other mass casualty site(s) 
for any incident involving possible injury and possible transportation to a 
designated emergency facility.  Such designees are to report to the 
Director as requested.  Such designees will serve in loco parentis until the 
arrival of a parent or legal guardian. 

 
 
Director of School Improvement, Research, & Accountability 

 Maintains a presence at the DPS EOC and serves as the Chief Academic 
Officers designee to address routine matters 
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Chief Human Resources Officer 
 

 Maintains an administrative presence in the Danville Public Schools 
Emergency Operation Center 

 Serves as the Superintendent’s designee during a crisis to handle routine and 
customary decisions unrelated to the critical incident when such routine 
matters would interfere with the Superintendent’s crisis command function 

 During a critical incident serves as the Superintendent’s designee in the 
absence of the Superintendent 

 Assists the Superintendent with communications to School Board members 

 Maintains a clearinghouse for calls and requests coming to the School Board 
Office and direct or refer to the appropriate party 

 
Director of Recruitment & Retention 

 Support the function of the Chief Human Resource Officer in maintaining 
division governance during a crisis 
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B. Building/Site Level Leadership 

 

The building/site level Crisis Management Team is led by the 
building administrator.  Team members are selected from among 
employees assigned to the site.  Team members may be selected based 
upon job-related skills and duties, availability, and/or personal 
characteristics. 

Specific roles to fill and assigned responsibilities are listed below.  
In sites with a large campus area or large student population, more than 
one person may be needed for each role.  In such a case, one person is to 
be delegated as the Facilitator with all others being designated as 
“Assistant to the _________.” 

 

1. The Crisis Team is trained in intervention and postvention 
procedures. Team members include the building administrator and 
designated employees. 

 
The Team has responsibility to: 
a) Develops and implements procedures for prevention, 

intervention and postvention at all grade levels. 
b) Establishes a systematic approach to identifying, referring and 

assessing students at risk of suicide or other behavior that 
would endanger themselves or others. 

c) Disseminates information to students, staff, and community on 
referral procedures. 

d) Provides training for teachers and staff. Conduct drills. 
e) Assiststhe building administrator in controlling emergency 

situations. 
 
2. The Building Administrator will coordinate and supervise 

emergency management activities at the site. Assignments include: 
a) Maintains continuity of administration. 
b) Develops a comprehensive site emergency management 

program. 
c) Arranges training of a site Crisis Team. 
d) Designs an Emergency Operations Center or command post 

(may be changed by responsible city public safety officials.) 
e) Monitors developing situations such as weather conditions or 

incidents in the community that may impact the school. 
f) Keeps city officials, division staff and school personnel informed 

of developing situations and initiate emergency notifications and 
warnings. 

g) Directs emergency operations until public safety officials arrive 
on scene. Serve as a liaison to public safety personnel once they 
arrive on the scene. 
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h) Implements evacuation procedures and measures to control 
access to affected area. 

i) Authorizes the release of information to the public. 
j) Coordinates use of building as public shelter for major 

emergencies occurring in the city. 
k) Provides damage assessment information to the Superintendent 

of Schools. In major emergencies, damage assessment 
information will be forwarded to the Emergency Services 
Coordinator for determination of local emergency status and 
request for federal assistance. 

l) Coordinates disaster assistance and recovery. 

 

3. Student Release/Family Reunification Facilitator- guides the 
process of safely and securely releasing students into the custody of 
a parent or designee, or reuniting employees with families. 

a)  Prepares and maintains such records as will facilitate the safe 
release of students or employees. 

 b)  Creates or secures such forms as to facilitate a safe student  
release, or document an employee release. 

 c)  Maintains a go-kit of supplies to facilitate a safe student or 
employee release during an evacuation. 

d)  Maintains records of student or employee release. 

 

4.  First Aid Facilitator- manages the delivery of first aid and 
emergency services during a crisis event. 

 a)  Maintains a list of medical service providers both at the site and 
on-call services.  Examples of on-site providers includes, but are 
not limited to,  those trained in first aid, CPR, AED, and other 
specific protocols. 

b) Secures and maintains a supply of first aid equipment and 
manuals. 

c) Requests training as needed to provide for needs at the site. 

d) Using basic triage strategies, directs providers during the event 
of an emergency. 

5. Emergency Operations Facilitator- after conferring with the 
building administrator, establishes a command post and student 
release/family reunification center when evacuation becomes 
immanent or necessary.  

 a)  Maintains the site level crisis cart/go-kit and transports to 
evacuation site. 
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b) Works to establish work space, work surfaces, and area 
parameters for emergency command, student release/family 
reunification, parent reception, and media reception. 

c) Creates such signage as supports command, student 
release/family reunification, and media reception functions. 

d) Establishes such services as are necessary, accessible and 
practical (such as electrical power) at the command post. 

 

6. External Communications Facilitator- using a script or talking 
points approved by the building administrator communicates with 
external stakeholders.  

 a)  Supervises the answering of telephones using approved scripts. 

b) Supervises direct communication, person-to-person, to 
parents/guardians arriving on the site using talking points 
approved by the building administrator. 

c) Communicates with other external stakeholders using scripted 
messages as directed by the building administrator. 

 

7. Internal Communications Facilitator- establishes direct contact 
on an on-going basis with all segments of the faculty, staff, and 
student body and makes frequent and timely reports to the building 
administrator in a crisis.  

 a)  Has a working command of the crisis plan and understands the 
red card/green card system. 

b) Uses sound judgment to evaluate and prioritize messages for 
delivery to the principal. 

c) Uses strong oral communication skills to succinctly and 
accurately convey important messages. 

d) Uses strong written communication skills to convey clear and 
accurate written messages. 

 

8. Training Facilitator- identifies areas of needed training to meet 
state standards, to meet site-based needs, or to build capacity of 
response at the site.  

 a)  Works to become knowledgeable of standards of emergency and 
crisis response, care, and management. 

b) Surveys the needs at the site and matches training to the needs. 

c) With approval of the building administrator, schedules training 
needed for the site. 
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9. Planning and Documentation Facilitator- maintains site-based 
plans and protocols that are up-to-date and accessible.  

 a)  With approval of the principal, updates appropriate components 
of the site-based crisis management plan. 

b) Disseminates crisis management information to all school 
stakeholders as appropriate. 

c) In the event of a crisis, captures in written notes such information 
as will be useful in debriefing and future planning. 

 

10. Building Maintenance Facilitator- Maintenance staff is familiar 
with the operations and infrastructure of the site and is responsible 
for the stabilization of the building, controlling access, and securing 
the site facilities. 
a) Inventories all hazardous materials, portable and fixed 

equipment, and utility lines in or near the school. 
b) Establishes procedures for isolating hazardous areas. 
c) In an emergency, survey damage and structural stability of 

buildings and utilities and report to the building administrator. 
d) Searches the affected sections of the school for students or staff 

that may be confined or injured; however, do not put yourself or 
others at risk. This task may need to be accomplished by trained 
public safety professionals. 

e) Implements building access control measures. 
f) Secures student or employee assembly areas. 
g) Distributes supplies to student or employee assembly areas. 
h) Assists emergency officials in damage assessment. 

i) Assists in recovery procedures. 

 

  

 



 22 

CHAPTER 3 
 

CRISIS 
RESPONSE 
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INTRODUCTION 

 
The ability to effectively respond to natural or man-made emergencies and 
disasters is an essential component of any emergency 
operations/response plan. The process begins with comprehensive 
planning that includes district authorities and school staff as well as public 
safety and community representatives.  
 
The success or failure of a response plan is largely dependent on 
planning, training and exercises designed to prepare all responders and 
participants for their roles and responsibilities. It is important to follow the 
established plan while remaining flexible for any surprises, unexpected 
problems and resulting confusion that may occur. Each crisis situation 
must be properly assessed in terms of type, magnitude and location to 
ensure the selection of an appropriate response. Proper training and 
preparation will enable school staff and students to immediately react and 
respond to any emergency. 
 

Appropriate actions may include Lockdown, Lockout/Secure Perimeter, 
Evacuation or Shelter. Well planned effective communication with staff, 
students, emergency responders, family members and the media are 
essential to success. A plan to reunify students with their families should 
be created and must be “ready to go” prior to the occurrence of a crisis. 
One thing is certain. Every effort must be made to protect students, staff, 
community members and emergency responders from the dangers 
resulting from an emergency incident. 
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DEFINITIONS 

 
Additional Response Action: Additional actions that should be considered 
when a particular Response Action (i.e., Lockdown, Lockout/Secure Perimeter, 
Evacuation and Shelter) is ordered. These include Parent/Guardian Notification, 
Controlled Release, Media Management and Death Notification.  
 
Call Center: Communication center established to manage incoming and 
outgoing information during an incident.  
 
Call Center Coordinator: Coordinates call center operators; must be familiar 
with the setup and operation of the call center system. This person would work 
with the inquiries assistants and the communication center to establish a public 
call center for information only (not emergency gathering).  
 
Controlled Release: Procedure implemented by school districts for 
student/parent/guardian reunification if the school is evacuated or closed due to a 
hazardous situation (i.e., hazardous materials transportation accident, fire, 
natural gas leak, flooding, earthquake, school violence, bomb threat, terrorist 
attack or other local hazard). This process may occur on-site or off-site. 
 
Credentialed Media: Agents officially representing communications networks, 
including newspapers, radio, magazines, the internet and television, that 
disseminate information to the public. Credentialed media agents are permitted 
access to designated areas as determined by the PIO.  
 
Data Gathering Coordinators: Assigned various projects by the Lead PIO, 
including but not limited to fact checking, information gathering and web 
searches. 
 
Death Notification: An additional response action describing recommended 
procedures to follow in any occurrence of a death of a student, staff member, or 
visitor on school property or during a school sponsored event.  
 
Evacuation: A response action used to move students, staff and visitors from 
one location to a different location inside or outside of the school building.  
 
Go-Kit: A portable collection of emergency supplies and information that may be 
classroom or school specific. When preparing a go-kit, schools should 
consider their specific needs (i.e., population, climate, facilities and resources). 
Go-kits may come in the form of backpacks, buckets or a large duffel 
bag on wheels that can be easily transported. Minimum recommendations for go-
kits include the following: attendance sheet, emergency status card 
(Red Card and Green Card), storage in secure and readily accessible locations.  
 
Green Card: Utilized to indicate that all students/staff are accounted for, safe 
and uninjured. 
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Hazard Specific Response (HSR): Describes key actions to follow, standard 
response protocol options and additional response actions. The prescribed 
responses are hazard specific and provide an overview of key actions to follow to 
protect and preserve life during a specific type of crisis.  
 
Hazardous Materials (HazMat): Any item or agent (biological, chemical, 
physical) which has the potential to cause harm to humans, animals, or the 
environment, either by itself or through interaction with other factors. 
 
Incident Commander (IC): The individual responsible for all incident activities, 
including the development of strategies and tactics and the ordering and release 
of resources. The IC has overall authority and responsibility for conducting 
incident operations and is responsible for the management of all incident 
operations at the incident site.   
 
Incident Command System (ICS): A standardized on-scene emergency 
management construct specifically designed to provide an integrated 
organizational structure that reflects the complexity and demands of single or 
multiple incidents, without being hindered by jurisdictional boundaries. ICS is the 
combination of facilities, equipment, personnel, procedures, and communications 
operating within a common organizational structure, designed to aid in the 
management of resources during incidents. It is used for all kinds of emergencies 
and is applicable to small as well as large and complex incidents. 
 
Inquiries Assistants: Positions dedicated to answering call center phones; 
tracks information for callers who need special attention. Staffing by non-
essential employees of the lead agency is preferred, but may be staffed by other 
administrative staff.   
 
Joint Information Center (JIC): A facility established to coordinate all incident-
related public information activities. It is the central point 
of contact for all news media. Public information officials from all participating 
agencies should collocate at the JIC. 
 
Joint Information System (JIS): A structure that integrates incident information 
and public affairs into a cohesive organization designed to provide consistent, 
coordinated, accurate, accessible, timely, and complete information during crisis 
or incident operations. 
 
Lead Public Information Officer (PIO): Represents and advises the Incident 
Command on all public information matters relating to the management of 
the incident. The Lead PIO is a key staff member supporting the Incident 
Command Structure. The Lead PIO handles media and public inquiries, 
emergency public information and warnings, rumor monitoring and response, 
media monitoring, and other functions required to coordinate, clear with 
appropriate authorities, and disseminate accurate and timely information related 
to the incident, particularly regarding information on public health 
and safety and protection. 
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Lockdown: Utilized when a violent life threatening person is inside the school, or 
suspected of being in the school. The purpose of a lockdown is to hide 
as many students and staff behind locked doors in as little time as possible. The 
key to remembering what to do in a lockdown is “locks, lights, out-of-sight!” 
 
Lockout / Secure Perimeter: Utilized when there is a threat outside of the 
school. When a “Lockout / Secure Perimeter” is called and students are 
brought inside, exterior doors and windows will be locked with no outside 
activities being conducted. A Lockout / Secure Perimeter is typically called for by 
law enforcement or the District Administration. The goal is to get students, staff, 
and visitors inside and keep the threat outside.  
 
Media Monitoring Coordinator: Follows and collects broadcasts, web postings, 
radio reports, newspaper stories to advise Lead PIO on what information needs 
clarification, what potential false or leaked information exists, and what 
information seems to be leading the story’s focus. 
 
Media Policy: The purpose of a media policy is to establish guidelines for 
release and dissemination of public information to all forms of media outlets 
concerning an incident occurring on school property that initiates the countywide 
Emergency Crisis Plan. 
 
Material Safety Data Sheet (MSDS): A material safety data sheet is a form 
containing data regarding the properties of a particular substance. An important 
component of product stewardship and workplace safety, it is intended to provide 
workers and emergency personnel with procedures for handling or working with 
that substance in a safe manner, and includes information such as physical data 
(melting point, boiling point, flash point, etc.), toxicity, health effects, first aid, 
reactivity, storage, disposal, protective equipment, and spill handling procedures.  
 
Modified Dismissal: Releasing students from school in a way that differs from 
standard procedures in one or more ways, but that does not require the level of 
attention to student/parent/guardian reunification as a full Controlled Release. 
 
National Incident Management System (NIMS): A set of principles that 
provides a systematic, proactive approach guiding government agencies 
at all levels, nongovernmental organizations, and the private sector to work 
seamlessly to prevent, protect against, respond to, recover from, and mitigate the 
effects of incidents, regardless of cause, size, location, or complexity, in order to 
reduce the loss of life or property and harm to the environment.  
 
News Release Coordinator: Creates press releases for print and broadcast 
media; coordinates information and approvals with subject matter expert and 
Lead PIO; may have additional staff to perform tasks. 
 
National Oceanic and Atmospheric Administration (NOAA): NOAA’s National 
Weather Service is the sole official voice of the U.S. government for issuing 
warnings during life threatening weather situations.  
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Paraprofessional (Para): A paraprofessional educator, alternatively known as a 
para, para-pro, paraeducator, instructional assistant, teacher’s aide or classroom 
assistant, is a teaching-related position within a school generally responsible for 
specialized or concentrated assistance for students in elementary and secondary 
schools. The No Child Left Behind federal legislation requires that educational 
paraprofessionals be “highly qualified.”  
 
Red Card: Utilized to indicate a need for medical assistance. 
 
Response Actions (RA): Four key crisis response procedures (Lockdown, 
Lockout/Secure Perimeter, Evacuation and Shelter) designed to provide 
consistent, clear, shared language and actions among students, staff and first 
responders. 
 
Reunification: Controlled release of student to parent/guardian.  
 
Reunification Site Director: Person responsible for implementing the procedure 
for the controlled release of student to parent/guardian at the designated site 
location.  
 
Social Media/Web Coordinator: Creates web text, maps, flyers, social media 
text, etc.; coordinates information with subject matter expert and Lead 
PIO; may have additional staff to perform tasks. 
 
Shelter: Response Action utilized when conditions outside are unsafe due to 
community event/incident, weather, such as snow storm or severe thunderstorm 
and the best means of protection is to take shelter within the facility. Sheltering 
may be necessary in a chemical emergency, tornado, or other weather related 
emergency. It means to stay in place and take cover. 
 
Standard Response Protocol (SRP): The Standard Response Protocol (SRP) 
is a classroom response to emergency events that may occur at school. The 
SRP will be implemented based on the announcement of a specific Response 
Action (i.e., Lockdown, Lockout/Secure Perimeter, Evacuation, and Shelter).  
 
[Note: The Standard Response Protocol (SRP) was created by the “I Love U Guys” foundation, 
http://iloveuguys.org] 

 
Unified Command (UC): An Incident Command System application used when 
more than one agency has incident jurisdiction or when incidents cross political 
jurisdictions. Agencies work together through the designated members of the UC, 
often the senior persons from agencies and/or disciplines participating in the UC, 
to establish a common set of objectives, strategies and a single incident action 
plan. 
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Communication in a Crisis 
 

Communications is an essential component of any emergency operations plan. 
Danville Public Schools will develop a reasonable approach for crisis 
communications in order to communicate with:  
 

• District/School Staff 
• District Responders (i.e., transportation, nutrition services) 
• Parent/Guardian and Students 
• Emergency Responders 
• Emergency Communication Facilities 
• Media 
• Emergency Management Teams 
 

 
Effective communication in a crisis begins with preparedness and planning. 
When planning for communicating during a crisis, administrators should not 
make the assumption that phones and cell phones will work during an 
emergency. Administrators will create alternative communication plans in the 
event of a communication failure. Prior to the occurrence of a crisis, Danville 
Public Schools administrators will acquire/obtain any necessary resources and 
equipment to ensure effective communication processes are in place. Resources 
and equipment may include:  
 

• Electronic tools/radios 
• Cellular telephones 
• Resource list 
• List of important/necessary phone  numbers 
• Student/family contacts 

 

 

DEFINITIONS: CRISIS RESPONSE 
DEFINITIONS: CRISIS RESPONSE 
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CRISIS RESPONSE OVERVIEW 
 
 

It is critical to ensure that clear, practiced and easy to follow procedures are in 
place during a crisis in order to accomplish the following fundamental objectives: 

 
1. Provide safety for students, staff and visitors 
2. Stabilize the scene 
3. Limit acceleration/growth of the incident 

 
 
Response Actions and Hazard Specific Response Guide: 
 
This chapter presents crisis response information in two complementary formats: 
Response Actions and the Hazard Specific Response (HSR) Guide. Response 
Actions are based on a standard response to any given scenario, rather than a 
particular hazard. There are four key Response Actions that can be performed: 
(1) Lockdown (2) Lockout / Secure Perimeter (3) Evacuation, and (4) Shelter. 
These four Response Actions are intended to provide Danville Public Schools 
administrators with clear and consistent direction for responding to a crisis. Any 
of the Response Actions may be combined to best meet the fundamental 
objectives of schools affected by the emergency. For example, a section of the 
school may initiate evacuation while the rest of the school remains in lockdown. 
Depending on the emergency encountered, Response Actions may be altered to 
provide the best response to the emergency. 
 
An alphabetized Hazard Specific Response (HSR) Guide that describes key 
points to follow based on a specific hazard is provided at the end of this chapter. 
The prescribed responses are hazard specific and give an overview of key 
actions to follow at the classroom and district level in order to protect and 
preserve life during a specific type of crisis. 
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LOCKDOWN 

 
 

 
 
The Lockdown Response Action is used when a violent life threatening 
person is inside the school, suspected of being in the school or on school 
grounds. The purpose of a Lockdown is to hide as many students and 
staff behind locked doors in as little time as possible. The key to 
remembering what to do in a lockdown is “locks, lights, out-of-sight!” 
 
Everyone is empowered to initiate a Lockdown - often times it is too late 
to take action if waiting for an official announcement. During the initial 
moments of a school violence incident, the official call for a Lockdown may 
not have occurred, or may not have been heard by everyone. Staff should 
be trained to evaluate their best option through an assessment based on 
sights, sounds, and activities. 
 
During Lockdown, teachers and students may be locked in a classroom 
for a long period of time. Classrooms are encouraged to prepare Go-Kits 
as part of their Crisis Preparedness planning. A Go-Kit is a portable 
collection of emergency supplies and information that may be 
classroom or school specific. When preparing a go-kit, schools should 
consider their specific needs (i.e., population, climate, facilities and 
resources). Go-kits may come in the form of backpacks, buckets or a large 
duffel bag on wheels that can be easily transported. Minimum 
recommendations for go-kits include the following: attendance sheet, 
emergency status card (Red Card and Green Card), storage in secure and 
readily accessible locations.
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Action steps 
 
Individuals should: 
 

 Initiate Locks, Lights, Out of Sight 

 Move away from the noise 

 Hide behind a barrier 

 Get behind a locked door.  Once a door is locked it will remain 
locked. 

 Consider self-evacuation—Exit the school and get to a safe place.  
This may be off campus at a nearby business or someone’s home. 

 Protect lives as necessary. 

 Upon arrival at a safe location, notify Danville Public Schools 
 
Staff should: 

 

 Notify all students, staff, and visitors, including individuals who are 
outside.  This may be done via: 

1. Intercom 

2. Telephone/cell phone 

3. Two-way radio/Walkie-Talkie 

4. Announce: “Lockdown: Locks, Lights, Out of Sight”—say it twice. 
 

 Students and staff who are outside should NOT come into the 
school.  They should move to a safe location away from the school 
and notify Danville Public Schools upon their safe arrival. 

 Leave exterior doors as they are—do not expose staff to additional 
danger to lock or unlock exterior doors. 

 
 
 
 
 
 
 
 
 
 
 

 



 33 

 
 

TEACHERS ARE RESPONSIBLE TO: 
 

 Secure students and staff inside of a classroom, office, or closet. 

 Move into internal rooms if available. This creates additional 
distance and protective barriers from the threat. 

 Lock all interior doors and windows. Check the side room doors 
and windows if there is a partition wall. 

 Turn off the lights. 

 Remain quiet. 

 Notify 911 and verify students have cell phones off to avoid 
possible noise detection: 

 Hide in a safe place out of the line of sight from hallway doors or 
windows.  Sit or lie on the floor.  Exterior walls are best if out of the 
line of sight and further away from the threat.  Under a window is 
okay if necessary.  Concrete or brick construction is the greatest 
barrier.  Avoid interior adjoining walls. 

 Use Red or Green cards to communicate with Law Enforcement 
Officials: 
Green Card- If everything is safe in the classroom, display a green 
card in an exterior window and in the classroom door window.  If 
there is no classroom door window, slide the card under the door 
and into the hallway. 
Red Card- If emergency assistance is needed in the classroom, 
display the red card in an exterior window and in the classroom 
door window.  If there is no classroom door window, slide the card 
under the door and into the hallway. 
No card displayed- If no card is displayed, first responders will 
assume the intruder may be in the classroom. 

 

 Do not answer the door for anyone.  Only law enforcement or 
school administration have authority to release the lockdown and 
will have a key to unlock classroom doors. 

 
Do not answer the door for anyone ! 

Law Enforcement or School Administration who have 
the authority to release occupants from Lockdown will 

have a key. 
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Lockdown: Facility Release  
(Evacuation following a Lockdown) 
 
 
An actual Lockdown will end when law enforcement and/or authorized school 
administration unlocks the door. Law enforcement will instruct occupants to either 
evacuate or inform occupants that the Lockdown has been lifted and to wait for 
further instructions. Evacuation should always be conducted in an orderly 
fashion. 
 

Action steps: 
 

 Door will be unlocked by law enforcement or school 
administration. 

• No announcement will be made. 
• Do not open the door for anyone. 
• Law enforcement or authorized school administration 
needing access will have a key. 

 

 Follow the specific instructions given for an evacuation: 
• Everyone remain calm — do not panic, listen to 
instructions. 
• Leave belongings behind except for house key — students 
may take what fits within pockets. 
• Teachers and students form a line at the door. 
• Teacher in front takes the Go Kit. 
• Hold hands with the person in front of and behind.  This 
allows law enforcement to see your hands. 
• Walk, do not run — proceed to the next officer and follow 
directions. 

• Verbal directions and/or hand signals may be used. R 
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Teachers are responsible to: 
 
At the Final Evacuation Location: 

 Take attendance and account for students. 

 Identify students who are missing as well as students who may not 
be assigned to the class but evacuated with the class. 

 

 Use Card system at assembly area: 
 

 GREEN CARD if everyone from the classroom is okay. 
 

 RED CARD if medical assistance is required. 
 

If evacuating under law enforcement order: 
 
Do not leave the classroom secured area until law enforcement 
authorization is provided at the classroom door. Only law enforcement 
and/or school administration have the authority to release the lockdown.  
 
Exit classroom with teacher and students holding hands, forming one 
line, teacher leading students to safe location as directed by law 
enforcement. Holding hands allows law enforcement officers to see 
everyone’s hands and is preferable to hands raised over the head in an 
arrest position.  Initiate appropriate response actions for special needs, 
infants and teen parents.  
 
Only items that can fit in pockets should be taken when exiting the 
classroom/school.  Do not carry items in your hand because this may be 
interpreted as a threat by law enforcement. 
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LOCKOUT / SECURE THE PERIMETER 
 

The Lockout / Secure Perimeter Response Action is used when 
there is a threat outside of the school (i.e., criminal activity in the 
surrounding neighborhood). When Lockout / Secure Perimeter is 
called, students are brought inside, exterior doors and windows 
are locked, with no outside activities being conducted. Lockout / 
Secure Perimeter is typically called for by law enforcement or the 
District Administration. The goal is to ensure all students, staff, 
and visitors are securely inside the building and the threat is kept 
outside. 
 
Action Steps: 
 

 The principal or designee will notify all students, staff and visitors. 
This may be done via: 

• Intercom 
• Messenger 
• Telephone / cell phone 
• Two-Way Radio / Walkie-Talkie 

 

 Announce “Lockout / Secure Perimeter: Students, staff and visitors, 
the school is in a Lockout / Secure Perimeter situation. Please bring 
everyone inside and secure the outside access doors and 
windows.” Repeat. 

 

 Office staff or custodian will lock exterior doors and windows. 
• Prior to locking the doors, check to ensure students, staff 
and visitors that are outside have entered the school. 
• Remind teachers to check all classroom exterior doors and 
windows to ensure that they are closed and locked.  

 

 The principal or designee will check on the welfare of students, staff 
and visitors regularly and assist with any immediate needs. This 
can be done via: 

• Intercom 
• Messenger 
• Telephone / cell phone 
• Two-Way Radio / Walkie-Talkie 
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 Office staff will monitor the phone to assure that emergency 
updates are received and non-essential use is minimized. Updates 
should be passed on to everyone within the school using means 
specified above. 

 School/district administrator and/or law enforcement has the 
authority to release a Lockout / Secure Perimeter. 

 
 

LOCKOUT / SECURE THE PERIMETER  

 
Teachers and/or Paraprofessionals are responsible to: 
 

 Remain calm — Listen, follow instructions and do not panic. 
Business as usual may continue or school administrator may direct 
teachers/students to a different location in the school. 

 Make sure all students follow instructions. 

 Bring individuals that are outside into the school. 

 Close and lock exterior doors and windows. Close blinds if safe to 
do so. 

 Take attendance. Identify students who are missing. Report 
missing or additional students to administration. 

 Continue to follow instructions until the all clear is given or updated 
instructions are provided.  

 Resume classroom/school activity. 

 Stay inside until notified that the danger is over. 

 Bilingual teachers/paraprofessionals will assist with the translation 
of information to non-English speakers. 

 School/district administrator and/or law enforcement has the 
authority to release a Lockout / Secure Perimeter.  
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EVACUATION 

 
The Evacuation Response Action is called when there is a need  
to move students, staff and visitors from one location to another within the 
interior or exterior of the school. The decision to evacuate may be based 
on information provided by law enforcement, fire department or from a 
school administrator. Types of evacuations include: 
 
(1) On-site Evacuation — interior or exterior relocation. 
 
(2) Primary Off-Site Evacuation — relocating primarily by walking to a 
location off school grounds.  
 
(3) Secondary Off-Site Evacuation- relocation to another school site 
requiring bus transportation  
 
Evacuation On-Campus Action Steps: 
 
The principal or designee will notify all students, staff and visitors. 
Notification may be done via: 

•Fire alarm 
•Intercom 
•Messenger 
•Telephone / cell phone 
•Two-Way Radio / Walkie-Talkie 

 
Announce “Evacuation: Students, staff and visitors please evacuate the 
school and move to (location / inside/outside the school). If activities 
are going on outside, please move to _____________.” 
 
Office staff and custodians assist in an evacuation. 
 
Administrative staff review assembly areas and immediately respond to 
RED CARDS to determine the nature of help needed.  
 
School Incident Commander meets with arriving first responder to brief, 
coordinate and transfer command.  
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Teachers and/or Paraprofessionals are responsible to: 
 

 Remain calm — Listen, follow instructions and do not panic.  

 Have students exit single file. 

 Use primary exit routes unless passage is unsafe. 

 Take Go Kits. 

 Move students from the crisis area to a designated safe assembly 
area. Remain in this area until instructed to return to the school or 
relocate. 

 Take attendance. Identify students who are missing as well as 
students who may not be assigned to the class but evacuated with 
the class. 

 Use card system at assembly area — 
• GREEN CARD if everyone from the classroom is okay. 
• RED CARD if medical assistance is required. 

 Bilingual teachers/paraprofessionals will assist with the translation 
of information to non-English speakers. 

 Initiate appropriate response actions for special needs, infants and 
teen parents. 
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Evacuation Off-Campus to Primary Site 
 
Action Steps 
 

 The principal or designee will determine if an evacuation should be 
ordered based on information from local law enforcement, fire 
official and/or a school administrator. 

 

 The principal or designee will notify all students, staff and visitors. 
This may be done via: 

• Intercom 
• Messenger 
• Telephone / cell phone 
• Two-Way Radio / Walkie-Talkie 
• Announce “Evacuation: Students, staff and visitors please 
evacuate the area and go to (location away from the 
school).” 

 

 Identify staff and student transportation needs: 
•School buses 
•Staff and student vehicles 
• Consider special needs evacuees, with equipment such as 
wheelchairs, 
walkers, etc. 

  

 Follow district administration procedures to request needed 
transportation. 

 

 Follow preplan primary or secondary routes to safe location.  
 

 Implement Controlled Release. 
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Teachers and/or Paraprofessionals are responsible to: 
 

 Remain calm — Listen, follow instructions and do not panic.  

 Have students exit single file. 

 Use primary exit routes unless passage is unsafe. 

 Take Go Kits. 

 Move students from the crisis area to a designated safe assembly 
area. Remain in this area until instructed to return to the school or 
relocate. 

 Take attendance. Identify students who are missing as well as 
students who may not be assigned to the class but evacuated with 
the class. 

 Use card system at assembly area — 
• GREEN CARD if everyone from the classroom is okay. 
• RED CARD if medical assistance is required. 

 Bilingual teachers/paraprofessionals will assist with the translation 
of information to non-English speakers. 

 Initiate appropriate response actions for special needs, infants and 
teen parents. 

 Implement Controlled Release 
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Evacuation Off-Campus to Secondary Site 
 
Action Steps 
 

 The principal or designee will determine if an evacuation should be 
ordered based on information from local law enforcement, fire 
official and/or a school administrator. 

 The principal will notify district administration and district 
transportation to activate emergency transportation request 

 

 The principal or designee will notify all students, staff and visitors. 
This may be done via: 

• Intercom 
• Messenger 
• Telephone / cell phone 
• Two-Way Radio / Walkie-Talkie 
• Announce “Evacuation: Students, staff and visitors please 
evacuate the area and go to (location away from the 
school).” 

 

 Identify staff and student transportation needs: 
•School buses 
•Staff and student vehicles 
• Consider special needs evacuees, with equipment such as 
wheelchairs, walkers, etc. 

  

 Follow preplanned primary or secondary routes to safe location.  
 

 Implement Controlled Release. 
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Teachers and/or Paraprofessionals are responsible to: 
 

 Remain calm — Listen, follow instructions and do not panic.  

 Have students exit single file. 

 Use primary exit routes unless passage is unsafe. 

 Take Go Kits. 

 Move students from the crisis area to a designated safe assembly 
area. Remain in this area until instructed to return to the school or 
relocate. 

 Take attendance. Identify students who are missing as well as 
students who may not be assigned to the class but evacuated with 
the class. 

 Use card system at assembly area — 
• GREEN CARD if everyone from the classroom is okay. 
• RED CARD if medical assistance is required. 

 Bilingual teachers/paraprofessionals will assist with the translation 
of information to non-English speakers. 

 Initiate appropriate response actions for special needs, infants and 
teen parents. 

 Implement Controlled Release 
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Shelter 
 
 
 
 
 
The Shelter Response Action is used when conditions outside are unsafe 
due to community event or incident, weather, such as snow storm or 
severe thunderstorm and the best means of protection is to take shelter 
within the facility. The Shelter Response Action may be necessary in a 
chemical emergency, tornado, or other weather related emergency. 
 
There are three basic types of Shelter Response Actions: 
 
Shelter General — Used for a multitude of hazards such as weather or 
other unsafe conditions on the exterior of the school. Based on the type of 
incident, the instructions can range from staying inside and continuing 
normal activities, or moving to a specific section of the school. 
 
Shelter During a Tornado – Used when a tornado warning has been 
issued for the immediate area. 
 
Shelter During a Hazardous Materials Incident — Used when a 
hazardous substance is present; either in the school or in close proximity 
to the school. 
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Shelter General Action Steps 
 
 
 

 The principal or designee will determine if Shelter should be 
ordered based upon information from law enforcement, fire official 
or district administration. 

 

 Upon request, staff will assure all windows and exterior doors are 
closed and locked; shut down HVAC systems. 

 

 The principal or designee will notify all students, staff and visitors. 
This may be done via: 

• Intercom 
• Messenger 
• Telephone / cell phone 
• Two-Way Radio / Walkie-Talkie 
• Announce “Shelter: Students, staff and visitors, please 
move to (location 
within the school), if activities are going on outside please 
move inside 
the school to ____________, and resume all activities.” 

 

 Bilingual teachers/paraprofessionals will assist with the translation 
of information to non-English speakers. 

 

 The principal or designee will check on the welfare of students, staff 
and visitors regularly and assist with any immediate needs. This 
can be done via: 

• Intercom 
• Messenger 
• Telephone / cell phone 
• Two-Way Radio / Walkie-Talkie 
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Teachers and Paraprofessionals are responsible to: 
 
 
 

 Remain calm — Listen, follow instructions and do not panic. 
Business as usual may continue or school administrator may direct 
teachers/students to a different location in the school. 

 

 Make sure all students follow instruction. 
 

 Take attendance. Identify students who are missing as well as 
students who may not be assigned to the class but sheltered with 
the class. 

 

 Report missing or additional students to administration. 
 

 Continue to follow instruction until the all clear is given by the 
school administrator/designee. 
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Shelter Tornado 
 
 
 
When a tornado is imminent, there is only a short amount of time to make 
life-or-death decisions. Advance planning and quick response are the keys 
to surviving a tornado. Initial actions should be to take cover “down, in, 
and under.” “Down” is the lowest floor of the school, “in” is the most 
internal location, and “under” is under sturdy furniture.  
 
Action Steps 
 

 Office staff will monitor the National Oceanic and Atmospheric 
Administration (NOAA) Weather Alerts and provide situation 
updates to the principal or designee. 

 

• “Tornado WATCH” is issued by the National Weather Service 
when tornadoes are possible in the immediate area. Remain alert 
for approaching storms. This is the time to listen to the radio or 
television for further developments. When a Tornado Watch is 
announced, it means conditions are present for a tornado. 
 

• “Tornado WARNING” is issued when a tornado has been sighted 
or indicated by weather radar. Take shelter immediately. Keep a 
radio or television tuned for further information.  

 

 The principal or designee will notify all staff and students of a 
Tornado Watch and request that everyone re-enter the school and 
remain inside. Staff and students occupying mobile classrooms will 
move into the main school when a Tornado Watch has been 
issued. 

 

 The principal or designee will announce “Shelter for a Tornado” if a 
Tornado Warning has been issued. Direct staff and students to 
identified Tornado shelter areas. 
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 The best practice is “down, in and under.” 
• Under stairways, or interior restrooms are good choices. 
• Small interior rooms on the lowest floor and without windows. 
• Hallways on the lowest floor away from doors and windows. 
• Rooms constructed with reinforced concrete, brick or block with no 
windows and a heavy concrete floor or roof system overhead. 
• Protected areas away from doors and windows. 
 

Unsafe areas include areas that are covered with a flat, 
wide-span roof, such as auditoriums, cafeterias, 
gymnasiums or an area with several windows. 
 

 Office staff will take information from teachers to account for 
everyone. 

 
• Document who is working in the facility and who has taken shelter. 
This should include students, staff and visitors (contractors, 
substitute teachers, parents/guardians, etc.) [Maintaining 
a sign-in log for outside visitors works well for tracking purposes.] 
 

Teachers and Paraprofessionals are responsible to: 
 

 Remain calm — Listen, follow instructions and do not panic. Move 
to designated tornado shelter location. 

 Make sure all students follow instruction. 

 Take attendance. Identify students who are missing as well as 
students who may not be assigned to the class but evacuated with 
the class. 

 Report missing or additional students to administration. 

 Continue to follow instruction until the all clear is given or updated 
instructions are provided. 

 Bilingual teachers/paraprofessionals will assist with the translation 
of information 
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Shelter Hazmat Incident 
 
 
Many types of hazardous materials are shipped daily throughout the 
Commonwealth of Virginia. Chemical emergencies can occur nearly 
anywhere chemicals are used, stored, or transported from one place to 
another. One of the emergency instructions that may be given to lessen 
the risk of a hazardous material exposure is to Shelter. This is a 
precaution focused on maintaining a safe environment while 
remaining indoors. Information to Shelter for a hazardous material spill 
may come from first responders via local law enforcement, fire officials, 
school administration or general media. 
 
Action Steps 
 
EXTERNAL: 
 

 Staff Will: 
• Assure windows and exterior doors are 
closed and locked. 
• Shut down all HVAC systems. 

 Office staff will be kept up-to-date by local law enforcement, fire 
officials or district administration.  

 Office staff will disseminate information that has been provided by 
law enforcement, fire officials or district administration. 

 
INTERNAL: 

 Isolate spilled/released material. 

 Report the hazard to appropriate school principal, or designee and 
district administration. 

 Identify and isolate potentially contaminated persons. 

 Notify 911, principal or designee, SRO/security. In coordination with 
appropriate authorities, determine the need to Evacuate or Shelter. 

 Initiate Lockout / Secure Perimeter Response Actions. 

 Be prepared to provide responders with Material Safety Data 
Sheets (MSDS). 

 Bilingual teachers/paraprofessionals will assist with the translation 
of information to non-English speakers. 
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Internal & External : 
 
 
 

 The principal or designee will notify all students, staff and visitors. 
This may be done via: 

• Intercom 
• Messenger 
• Telephone / cell phone 
• Two-Way Radio / Walkie-Talkie 
• Announce “Shelter: Students, staff and visitors, please 
move to (location 
within the school), if activities are going on outside please 
move inside 
the school to ______, and resume all activities.” 

 The principal or designee will check on the welfare of students, staff 
and visitors regularly and assist with any immediate needs. This 
can be done via: 

• Intercom 
• Messenger 
• Telephone / cell phone 
• Two-Way Radio / Walkie-Talkie 

 The principal or designee will provide information to the district 
administration, parents/guardians or any other media (PIO) as 
deemed appropriate. This may be done via e-mail, phone, text 
message or media release (PIO). 

 Initiate Controlled Release. 
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Teachers and Paraprofessionals are responsible to: 
 
 
 
 

 Remain calm — Listen, follow instructions and do not panic.  

 Make sure all students follow instruction. 

 Bring individuals that are outside into the school. 

 Close and lock windows. 

 Take attendance. Identify students who are missing as well as 
students who may not be assigned to the class but evacuated with 
the class. 

 Report missing or additional students to administration. Continue to 
follow instruction until the all clear is given or updated instructions 
are provided by the school administrator/designee. 

 Resume activity. 

 Bilingual teachers/paraprofessionals will assist with the translation 
of information to non-English speakers. 

 Stay inside until notified that the danger is over. 
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Additional Response Actions 
 
There are several Additional Response Actions that should be considered 
when a particular Response Action (Lockdown, Lockout/Secure Perimeter, 
Evacuation) is ordered. These Additional Response Actions include: 
 

• Parent/Guardian Notification 
 

• Controlled Release 
 

• Media Management 
 

• Death Notification 
 
Plans for these Additional Response Actions are to be practiced in order 
to result in an effective and coordinated emergency response. Danville 
Public Schools procedures for these Additional Response Actions are 
described in the following pages. 
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Parent /Guardian Notification  

 
In a crisis, it is critical to provide parents/guardians with accurate information 
pertaining to the crisis as quickly as possible. In some instances, ensuring the 
accuracy of information may result in a delay of information being released. 
Danville Public Schools will utilize its school division web site and AlertNow, rapid 
call auto dialer system to provide parents and guardians with information. More 
detailed written communications may be sent home with students as well.  
Danville Public Schools will cooperate with local media by releasing information 
in a timely manner. 

 
Parent/Guardian Responsibilities During a Crisis 
During a crisis, parents/guardians should be advised to remain close to a phone, 
computer or media source in order to receive the most accurate information in a 
timely manner. To facilitate this process, it is extremely important that 
parents/guardians maintain current contact information on file with the school. 
Many parents will feel the need to respond to the school at first notice of any 
crisis. This can result in unintended negative consequences. For example, when 
parents/guardians arrive at schools during a crisis, the school division is forced to 
reassign resources dedicated to student safety to help manage parents arriving 
at schools.  
 
Parent/Guardian Reunification with Student 
Although Danville Public Schools aims to reunite students with parents/guardians 
as soon as possible during times of crisis, this may not be able to occur during or 
even immediately following a school or community crisis. The school division will 
work in conjunction with police and fire agencies to determine when it is safe to 
reunite students and parents/guardians. In some cases, if the safest option is to 
keep students in schools while a crisis is being managed in the community, the 
reunification process could be delayed several hours in order to ensure students 
are not placed in a harmful situation. Once it has been determined that it is safe 
to allow reunification to occur, the details will be communicated to 
parents/guardians via the DPS web site and the DPS rapid call auto dialer 
system.  Parents/guardians can be prepared for the reunification process by 
bringing the items specifically requested by the website and/or the auto dialing 
system to the reunification site. A minimum requirement of photo identification 
will most likely be necessary at these events. This information will be shared with 
parents/guardians via the communication methods outlined previously. 
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Controlled Release 
 
The purpose of the Controlled Release is to establish a procedure and set of 
options for large scale events that can be utilized by Danville Public Schools in 
handling student to parent/guardian reunification from the school or from an off-
site location. Implementation considerations by school staff or Incident 
Commander have also been provided when an “off-site” evacuation has been 
ordered. 
 
In smaller scale events, when the full Controlled Release procedures are 
deemed not necessary, schools may find it helpful to modify standard dismissal 
procedures in order to maximize student and staff safety. Possible modifications 
to standard dismissal procedures include: 

• Time of dismissal (late or early). 
• Means of transportation (change in allowable means for safety reasons). 
• Availability of exits (use of some exterior doors or driveways rather than 
others). 
• Partial dismissal (dismissing different student groups at different times). 

 
Definitions 
 
Controlled Release: Procedure implemented by school districts for 
student/parent/guardian reunification if the school is evacuated or closed 
due to a hazardous situation (i.e., hazardous materials transportation accident, 
fire, natural gas leak, flooding, earthquake, school violence, bomb threat, terrorist 
attack or other local hazard). This process may occur on-site or off-site. 
 
Modified Dismissal: Releasing students from school in a way that differs from 
standard procedures in one or more ways, but that does not require the level of 
attention to student/parent/guardian reunification as a full Controlled Release. 
 
Reunification Site Director: Person responsible for implementing the procedure 
for the controlled release of student to parent/guardian at the designated site 
location. 

 
Preparedness Procedures for Controlled Release: 
 

1. Student emergency information rosters should be updated at least twice a 
year. 

2. Each class will have its current roster stored in every classroom in an 
area easily identified by both teachers and substitutes. 
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Controlled Release Procedures during a Crisis: 
 
In an emergency, schools must establish a safe area for parents/guardians to go 
to pick up students. This area must be away from the immediate crisis and the 
student’s assembly area. In a typical release the following steps will be followed: 
 
 

1. Schools will implement notification procedures to notify parents/guardians 
of the emergency. 

2. Parent/Guardian will report to the Parent/Guardian check-in area and give 
the name of the child. 

3. Picture I.D. will normally be required by the person in charge to ensure 
the person requesting the child is a match to the name on the emergency 
release card. 

4. The schools may choose to rely on students to confirm the identity 
of the person coming to pick them up and ask students brief follow-
up information rather than require identification to be presented. 

 
5. A runner will go to the student assembly area, or classroom and get the 

child requested by the parent/guardian or adult. The runner will escort the 
student back to the pick-up area. 

• Schools may use an alternate method of reunifying the student 
to the parent/guardian. Some methods include: grouping students 
either alphabetically by last name or by grade level and locating 
parents/guardians to the corresponding area to pick up the child; 
utilizing a line of sight approach where the student would be 
released from the assembly area and go to the location of the 
parent/guardian, while designated personnel watch them to 
ensure the student arrives safely to the destination. 

6. Parent/Guardian will be asked to sign a form indicating they picked up the 
child. The date and time will also be indicated on the pick-up form. 

7. If the child is in the first aid/medical treatment area, the parent/guardian 
will be directed to that area for reunification with the child.  

8. Counselors, when available, will be located close to the first aid area in 
the event counseling services are needed. 

 
Other Considerations for Controlled Release: 

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

2. Translators may need to be available at various checkpoints. 

3. Ensure special needs students and staff are assisted. Request help if 
needed. 

4. Some parents/guardians will refuse to cooperate with the   
student/parent/guardian controlled release process. This situation can be 
diminished, to some degree, if parents/guardians are informed about the 
Controlled Release procedures before the disaster or emergency occurs. 
Parents/Guardians should be reminded that the safety of the students is 
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the utmost priority in the school. It is a good idea to include this material 
in the student handbook distributed at the beginning of the school year. 

5. Parents/Guardians may be emotional when arriving at the school. Plan to 
make counseling available to deal with these issues. 

6. Other resources to utilize if necessary; Red Cross, victim advocates, 
Community Reach Center, district administrative staff, local/county 
emergency management personnel. 

 

Action Steps 
 

 Establish Command Post and Reunification Site Director. 

 Secure site and establish a student assembly area for arriving 
students and staff away from waiting family members. 

 Check identification of all non-uniformed personnel who arrive to 
assist. 

 Establish a Parent/Guardian check-in area for parents/guardians to 
sign-in and to check identification. 

 Establish a parent/student controlled release area where students 
will be escorted to meet the parent/guardian and sign out. 

 Establish a victim assistance area and direct staff to escort 
parent/guardian of any injured, missing or deceased student to the 
area for staff to provide notification in private away from other 
parents/guardians. 

 Establish a media staging area and notify the school media liaison 
of the location. 

 Implement the controlled release of students. 
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 Teachers and Paraprofessionals are responsible to: 
 

 Take the class roster, phone lists and emergency Go Kits. 

 Remain calm and keep students together. 

 Take attendance. Identify students who are missing, students who 
may not be assigned to the class. Deliver attendance list to the 
Reunification Site Director upon arrival. 

 Immediately report any injured or missing students to school 
administration. 

 Ensure special needs students and staff are assisted. Request help 
if needed. 

 Follow the instructions of the Reunification Site Director upon 
arrival. If requested, provide assistance with staffing the site. 

 Bilingual teachers/paraprofessionals will assist with the translation 
of information to non-English speakers. 
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Sample: Controlled Release Checkout Form 
 

Have photo identification out and ready to show school district personnel. 
 

(PLEASE PRINT CLEARLY) 

 

St ud en t  Nam e_____________________________________________________________________ 

 

St ud en t  Grad e_____________________ St ud en t  Cell Phone Num b er_________________________ 

 

Nam e o f  p erson  p ickin g up  st ud en t ___________________________________________________ 

 

Phone num b er  o f  p erson  p icking up  st ud en t _________________________________ 

 

Relat ionsh ip  t o  st ud en t  b eing  p icked  up _________________________________________ 

 

Pho t o  id en t if icat ion  m at ches n am e o f  p erson  p ickin g up  st ud en t ? Y o r  N 

 

 

Of f ice Use On ly  

 

 

St ud en t  Nam e____________________________________  St ud en t  Grad e_________ 
 

Student Release/Reunification Area (to be completed by school division staff) 
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Media Management 
 
In the event of a critical incident on school property that is being managed 
through the Incident Command System or through the Unified Command 
System, the designated Public Information Officer for the critical incident serves 
as a member of the command staff, reporting directly to the Incident Commander 
or Unified Command in place to handle the incident through an established Joint 
Information System. 
 

Media Definitions 
 
Call Center: Communication center established to manage incoming and 
outgoing information during an incident. 
 
Call Center Coordinator: Coordinates call center operators; must be familiar 
with the setup and operation of the call center system. This person works with 
the inquiries assistants and the communication center to establish a public 
call center for information only (not emergency gathering). 
 
Credentialed Media: Agents officially representing communications networks, 
including newspapers, radio, magazines, the internet and television, 
that disseminate information to the public.  Credentialed media agents are 
permitted access to designated areas as determined by the PIO. 
 
Data Gathering Coordinators: Assigned various projects by the Lead PIO, 
including but not limited to fact checking, information gathering and web 
searches. 
 
Incident Commander (IC): The individual responsible for incident activities, 
including the development of strategies and tactics and the ordering and release 
of resources. The IC has overall authority and responsibility for conducting 
incident operations and is responsible for the management of all incident 
operations at the incident site.  
 
Incident Command System (ICS): A standardized on-scene emergency 
management construct specifically designed to provide an integrated 
organizational structure that reflects the complexity and demands of single or 
multiple incidents, without being hindered by jurisdictional boundaries. ICS is the 
combination of facilities, equipment, personnel, procedures, and communications 
operating within a common organizational structure, designed to aid in the 
management of resources during incidents. It is used for all kinds of 
emergencies and is applicable to small as well as large and complex incidents.  
 
Inquiries Assistants: Positions dedicated to answering call center phones; 
tracks information for callers who need special attention. Staffing by non-
essential employees of the lead agency is preferred, but may be staffed by other 
administrative staff. 
 
Joint Information Center (JIC): A facility established to coordinate all incident-
related public information activities. It is the central point of contact for all news 
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media. Public Information Officials from all participating agencies should 
collocate at the JIC.  
 
Joint Information System (JIS): A structure that integrates incident information 
and public affairs into a cohesive organization designed to provide 
consistent, coordinated, accurate, accessible, timely, and complete information 
during crisis or incident operations.   
 
Lead Public Information Officer (PIO): Represents and advises the Incident 
Command on all public information matters relating to the management of the 
incident. The Lead PIO is a key staff member supporting the Incident Command 
Structure. The Lead PIO handles media and public inquiries, emergency public 
information and warnings, rumor monitoring and response, media monitoring, 
and other functions required to coordinate, clear with appropriate authorities, and 
disseminate accurate and timely information related to the incident, particularly 
regarding information on public health and safety and protection. 
 
Media Monitoring Coordinator: Follows and collects broadcasts, web postings, 
radio reports, newspaper stories to advise Lead PIO on the what information 
needs clarification, what potential false or leaked information exists, and what 
information seems to be leading the story’s focus. 
 
News Release Coordinator: Creates media releases for print and broadcast 
media; coordinates information and approvals with subject matter expert and 
Lead PIO; may have additional staff to perform tasks. 
 
Social Media/Web Coordinator: Creates web text, maps, flyers, social media 
text, etc.; coordinates information with subject matter expert and Lead PIO; may 
have additional staff to perform tasks. 
 
Unified Command (UC): An Incident Command System application used when 
more than one agency has incident jurisdiction or when incidents cross political 
jurisdictions. Agencies work together through the designated members of the UC, 
often the senior persons from agencies and/or disciplines participating in the UC, 
to establish a common set of objectives,  strategies and a single incident action 
plan. 
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Procedures assuming Unified Command (multiple agency incident 
response): 
 
The Lead Public Information Officer (PIO) assigned by the Incident Commander 
(IC)/Unified Commander (UC) shall be the critical incident spokesperson, 
representing the governmental agencies responding to or involved in the 
incident. Typically, PIO duties concerning a criminal act, fire, mass casualty, or 
hazardous condition on school property is the responsibility of the law 
enforcement agency or fire department whose jurisdiction encompasses the 
school. However, it is recognized that a critical incident can exceed beyond 
available resources or expertise, whereby, other resources may be requested 
from surrounding governmental agencies to establish a Joint Information System 
(JIS). 
In a large scale critical incident, attracting the attention of the local and national 
media, the PIO assigned to handle the critical incident will likely require a staff for 
the JIS. Recommended JIS staffing includes: 

• Data Gathering Coordinator 
• School District Public Information Officer 
• Media Monitoring Coordinator 
• Inquiries Assistant 
• News Release Coordinator 
• Social Media/Web Coordinator 
• Call Center Coordinator 
 

Duties of the Lead PIO: 
 

 The PIO’s primary responsibility shall be to act as a liaison with the 
media on behalf of the IC/UC concerning the critical incident. 

 Establish and select members for all assistant PIO support 
positions required to responsively handle JIS duties. Delegate 
duties as necessary to meet PIO responsibilities. 

 Select a work location to house a Joint Information Center (JIC) to 
meet the needs of the PIO assignment in support of the IC/UC. The 
location should allow for the following criteria:  Enough space for 12 
people to work, AC outlets or power strips approved with fire codes, 
access to a copier, access to the internet, access to a television to 
monitor information being broadcast, and access to a printer — 
color preferably (maps), located close to the command center. 

 Establish a 24-hour schedule for the timely release of information 
during a prolonged event. 

 The PIO shall act as a mediator in matters of disagreement 
between the media and IC/UC concerning the critical incident. 

 The PIO shall coordinate the activities of members of the news 
media at the critical incident, ensuring the staging area for the 
media has been established that best supports the needs of the 
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IC/UC handling the incident, while taking into consideration the 
needs of the media responding to or at the critical incident.  When 
possible, the placement of the staging area for the media should be 
a joint decision between the IC/UC and the PIO. 

 The PIO shall write media releases for review and approval by 
IC/UC and shall be responsible for distribution to the media. 

 The PIO shall arrange media briefings when directed by the IC/UC. 

 The PIO shall coordinate any request from the media for interviews,  
written or taped, with approval of the IC/UC from members involved 
in the critical incident. 

 
Release of Information to the Media 
 
All members of the media will be treated equally and fairly, and will receive 
accurate accounts of the critical incident. The critical incident will be 
considered in light of its particular circumstances. Factors to be 
considered prior to releasing information are listed below. 
 

 Will the release affect the IC/UC ability to supervise the critical 
incident or jeopardize an investigation? 

 Will the release be contrary to public interest? 

 Will the release promote pre-trial prejudice to the extent that a fair 
trial might be difficult or impossible? 

 The PIO will maintain a professional attitude and appearance when 
conducting an interview with the news media. 

 In-person media interviews involving a critical incident are 
preferable to telephone interviews. Personal contact helps to 
prevent poor communication and subsequent error, 
misinterpretation, or distortion of the intended message. 

 Should a problem arise between the PIO and media or information 
shared by the media is deemed important information to the critical 
incident, this shall be relayed to the IC/UC immediately.  
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Media Relations at the Scene of a Crisis Incident 
 

 The IC/UC shall determine whether to permit or deny permission for 
agents of the news media to cross police or fire lines to obtain news 
information. 

 No member of the news media shall be allowed in a crime scene if 
there is a possibility of evidence being damaged, destroyed, or 
altered. 

 At the scene of hostage situations, barricaded suspects, or other 
major crimes, members of the news media shall not be allowed 
access to any area that would disrupt police operations or would 
jeopardize any responding personnel to the critical incident or 
citizens. In these situations: 

• An attempt will be made to provide 
the media with an area of access as 
near to the scene as practical. When 
possible this will be determined jointly 
by the IC/UC and PIO. 
• Video and radio depictions of tactical 
police operations will be prohibited. 

 The news media will be granted reasonable access to areas at 
noncriminal scenes. When practical, consideration shall be given to 
the technical aspects required by the media for broadcast or 
publication. 

 There shall be no attempt to censor or prevent the media from 
recording the aspects of a non-crime scene. The responsibility for 
the broadcasts rest with the media. If an agent of the media is 
denied access to a certain location, he/she shall be given a 
courteous explanation of the reason for such denial. 

 Authorized agents of the media shall not be allowed access to 
private property unless granted permission by the property owner 
or his agent, or, without such consent, unless the agents are willing 
to assume responsibility for such acts and in any case only as long 
as access does not hinder police operations. 

 Agents of the news media should not be denied access to an area 
solely due to the possibility of death or injury to themselves. If that 
is the only consideration, the agent should be advised of the 
danger, and then allowed to make the decision whether to enter. 
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Information Not To Be Released (includes but is not limited to): 
 

 Sealed Records by a Court of Record. 

 Student information covered under FERPA 

 Information/inspection of records contrary to state statute. Identity 
of suspects who have not been charged. 

 The identity, testimony, or credibility of any prospective witness. 

 Identity of sex crime victims (general information is sufficient: race, 
sex, age). 

 Opinions, especially regarding suspects, evidence, or the incident. 

 Observations about the defendant’s character. 

 A statement, admission, confession, or alibi attributed to the 
defendant. 

 Information regarding investigative procedures, such as 
fingerprints, polygraph examinations, ballistics test, or laboratory 
tests. 

 The identity of any juvenile suspect or defendant. 

 Information received by the IC/UC from any other law enforcement 
agencies, without IC/UC concurrence. 

 Names of persons killed before notification of immediate family 
members.  

 The PIO should not volunteer for publication any information 
regarding a student or defendant’s prior record.  
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Death Notification 
 
Responsibilities for Death Notification: 

1. In the event of a death or suspected death of a student, employee, guest, 
or visitor on school property or in connection with a school activity, the 
school administration shall consult with law enforcement on procedures 
for the death notification.  Such consultation should be initiated by the 
school administrator without delay.  The consultation can determine chief 
responsibility for the notification and determine a reasonable and mutual 
course of action.  Such consultation at the school level should be done by 
the Superintendent (or designee), or with the Superintendent’s (or 
designee’s) knowledge and counsel. 

2. During the consultation it should be considered whether having a school 
representative present with law enforcement during the death notification 
when it is appropriate will present a unified and compassionate response. 

3. School administration is responsible for the immediate removal of student 
information from the school database system. 

 
In delivering a death notification, there are six objectives: 

1. To make a clear statement about death. 

2. To provide help with managing details.  

3. To assist in notifying other family members and friends.   

4. To obtain medical help, if needed.  

5. To assist the bereaved if they are in shock.  

6. To make referrals to other service providers who can help them. 

 
Release of the Deceased Person’s Information: 
 
Releasing of names will only occur through the coordinated efforts of the 
Superintendent, or PIO as assigned by the Incident Commander or through the 
Unified Command structure, once there is confirmation that appropriate 
notification to the immediate family has been made. 
 
Media inquiry into the death of a person on school property will be intense 
following a traumatic event. Coordinating the release of information to the media 
between the law enforcement PIO and the school division PIO is critical.
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Hazard Specific Response Guide 
 
The Hazard Specific Response (HSR) Guide describes key points to follow at the 
classroom and division level based on a specific hazard type. The HSR Guide is 
alphabetized by hazard and divided into the three columns. A description of the 
content of the three columns is listed below: 
 
(1) SRP* Options — This column provides the classroom level response to 
emergency events that may occur at school. The appropriate SRP option will be 
implemented based on the announcement of a specific Response Action (i.e., 
Lockdown, Lockout/Secure Perimeter, Shelter, and Evacuation). Classroom 
teachers should be trained in the SRP and follow the instructions listed in their 
classroom level guide. 
 
(2) Key Points — This column identifies the key points administrator’s should 
ensure are occurring in response to a particular hazard. 
 
(3) Additional Response Actions — This column lists the Additional Response 
Actions that may apply to the specific hazard. They may include: 
Parent/Guardian Notification, Controlled Release, Media Management, 
and Death Notification. Plans for these Additional Response Actions should be 
formalized and practiced in order to result in an effective and coordinated 
emergency response.  
 
Please note — no guide can address all possible situations — if an action is 
required, but not listed, act immediately with safety for all as the primary 
objective. 
 

*The Standard Response Protocol (SRP) was created by the “I Love U 
Guys” foundation, http://iloveuguys.org  

http://iloveuguys.org/
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ACTIVE SHOOTER 

 
SRP Options 

 
Key Points 

Additional Response 
Actions 

Lockdown — “Locks, 
Lights, Out-of Sight” 
 
 
Evacuate  
 
 
Self-Evacuation 

• Consider safety first. 
• Lockdown of all interior 
doors. 
• Announce “Lockdown: 
Locks, Lights, Out-of-
Sight.” 
• Do not be concerned 
with “exterior” doors. 
• Do not answer the door 
for anyone. Only law 
enforcement or school 
administration have 
authority to release the 
lockdown and will have a 
key to unlock classroom 
doors. 
• Have a contingency 
plan to deal with 
media inquiries. 

• Parent/Guardian 
Notification 
• Controlled Release 
• Media 

 
 
BLIZZARD OR SNOW WARNING / INCLEMENT WEATHER 

 
SRP Options 

 
Key Points 

Additional Response 
Actions 

Shelter • Follow instructions 
provided by the 
school administrator. 

• Parent/Guardian 
Notification 
• Controlled Release 
• Media 
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BOMB THREAT 

 
SRP Options 

 
Key Points 

Additional Response 
Actions 

Shelter 
 
Evacuate — on site: 
minimum of 1,000 
feet 

Bomb Threats by Phone: 
• Keep the caller on the line. 
Write down exactly what 
was said and note any 
speech characteristics and 
note any identifiable 
background noise. 
• Notify 911, principal or 
designee, SRO/Security 
Specialist. General Threat: 
• Staff may be asked to 
return to the school to 
search work areas and 
report anything suspicious to 
the school administrator. 
 
Threat in Writing 
• Preserve any written threat 
for law enforcement. If the 
decision is to evacuate: 
• Notify District 
Administration. 
• The evacuation must 
proceed as a fire drill; do not 
announce that it is a bomb 
threat. 
• Minimum of 1,000 feet. 
• Do not evacuate to the 
school parking lot as a 
further precaution. 

• Parent/Guardian 
Notification 
• Controlled Release 
• Media 
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FIRE 

 
SRP Options 

 
Key Points 

Additional Response 
Actions 

Exterior Fire 
Shelter 
Lockout / Secure 
Perimeter 
 
Interior Fire 
Evacuate 

• Notify 911, principal or 
designee, SRO/Security 
Specialist. 
• Follow facility 
evacuation response 
actions. 
• If evacuated, do not re-
enter school 
until released by fire 
officials. 

• Parent/Guardian 
Notification 
• Controlled Release 
• Media 

 
 
 
HAZARDOUS MATERIAL--HAZMAT 

 
SRP Options 

 
Key Points 

Additional Response 
Actions 

Shelter 
 
Evacuate — On Site 
 
Evacuate — Off Site 

• Notify 911, principal or 
designee, SRO/Security 
Specialist. 
 
Internal Exposure 
Threat 
• Isolate spill area. 
• Follow facility 
evacuation response 
actions. 
• Identify and isolate 
potentially 
contaminated people 
(students & staff). 
• If evacuated, do not re-
enter school until 
released by fire officials. 
 
External Exposure 
Threat 
• Close windows. 
• Shut off heating and air-
conditioning (HVAC). 
• Consider Lockout / 
Secure Perimeter 
response actions. 

• Parent/Guardian 
Notification 
• Controlled Release 
• Media 
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INTRUDER OR SUSPICIOUS PERSON ON CAMPUS 

 
SRP Options 

 
Key Points 

Additional Response 
Actions 

Lockdown — “Locks, 
Lights, 
Out-of-Sight” 
 
Lockout / Secure 
Perimeter 

• Notify 911, principal or 
designee, SRO/Security 
Specialist. 
• Contact 
intruder/suspicious 
persons in a non-
threatening cautious 
manner. 

• Parent/Guardian 
Notification 
• Controlled Release 
• Media 

 
KIDNAPPING 

 
SRP Options 

 
Key Points 

Additional Response 
Actions 

Lockdown — “Locks, 
Lights, 
Out-of-Sight” 
 
Lockout / Secure 
Perimeter 

• Notify 911, principal or 
designee, SRO/Security 
Specialist. 
• Provide physical 
description of suspect, 
vehicle, and direction of 
travel, weapon involved, and 
known injuries. 
• If staff or student witnessed 
the kidnapping or was the 
person that initially reported 
the incident, ensure that the 
staff or students are 
immediately available at the 
administration office to meet 
with law enforcement. 
• Ensure all “school 
information” concerning 
parental custody is 
available for law 
enforcement. • If evidence 
(suspect coat, weapon, 
note, blood, etc), use best 
judgment to secure these 
items. Leave the items alone 
and secure the area 
until law enforcement arrive. 
• Coordinate with law 
enforcement in the 
notification to parents/legal 
guardian. 

• Parent/Guardian 
Notification 
• Controlled Release 
• Media 
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SUSPICIOUS PACKAGE 

 
SRP Options 

 
Key Points 

Additional Response 
Actions 

Shelter 
 
Evacuate – Off Site 

• Notify 911, principal or 
designee, SRO/Security 
Specialist. 
• Do not touch 
device/package. 
• Evacuate people from the 
immediate area. 
• Review and follow the 
section under Bomb Threat 
as circumstances dictate. If 
the decision is to evacuate, 
follow appropriate response 
actions. • When a suspected 
or actual explosive device is 
located, decision-making and 
crisis management 
responsibilities shift from 
school administrator to 
emergency response 
agencies. Law enforcement 
personnel will take 
over control of the site at this 
point and will utilize unified 
command in which the school 
administrator may participate 
in decision-making. 
• If a suspected explosive 
device is discovered, or if an 
explosion actually occurs and 
structural damage indicates 
the need, gas and electricity 
should be turned off at the 
main valve or switch to 
minimize the possibility of fire 
or explosion. (Note: School 
administrators should know 
where all utility shut-off points 
are located.) 

• Parent/Guardian 
Notification 
• Controlled Release 
• Media 
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TORNADO 

 
SRP Options 

 
Key Points 

Additional Response 
Actions 

Shelter • Follow instructions 
provided by the school 
administrator. 

• Parent/Guardian 
Notification 
• Controlled Release 
• Media 

 
 
VIOLENT INCIDENT OFF CAMPUS 

 
SRP Options 

 
Key Points 

Additional Response 
Actions 

Lockout / Secure 
Perimeter 

Lockout / Secure 
Perimeter 
• School staff initiates 
Lockout /Secure Perimeter 
response actions. 
• Close blinds/window 
coverings.  
• All exterior doors locked. 
• Learning environment 
continues. 
• Lockout / Secure Perimeter 
may be cancelled by the 
school/district administrator 
after the violent incident off 
campus has been resolved 
and students and staff not at 
risk. Law enforcement is not 
required to cancel the 
Lockout /Secure Perimeter. 
• Have a contingency plan to 
deal with media inquiries. 

• Parent/Guardian 
Notification 
• Controlled Release 
• Media 
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VIOLENT INCIDENT ON CAMPUS 

 
SRP Options 

 
Key Points 

Additional Response 
Actions 

Lockdown — “Locks, 
Lights, 
Out-of-Sight” 
 
 
Lockout / Secure 
Perimeter 

• School staff initiates 
lockdown response 
actions. All interior doors 
locked. 
• Announce “Lockdown: 
Locks, Lights, Out-of-
Sight.” 
• Open blinds/window 
coverings, if safe. 
• Lockdown may only be 
cancelled by law 
enforcement. 
• Have a contingency 
plan to deal with 
media inquiries. 

• Controlled Release 
• Parent/Guardian 
Notification 
• Media 
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WEAPON ON CAMPUS 

 
SRP Options 

 
Key Points 

Additional Response 
Actions 

Lockdown — “Locks, 
Lights, 
Out-of-Sight” 
 
 
Lockout / Secure 
Perimeter 

• Notify 911, principal or 
designee, SRO/Security 
Specialist. 
• School administrator or 
SRO/Security 
Specialist may make 
contact with the subject 
immediately if it is in the 
best interests of 
students/staff. 
• Students/staff with the 
information about the 
weapon should be 
available to meet with 
law enforcement. 
• If the alleged weapon is 
not on the suspect, 
conduct an administrative 
school search of locker, 
backpack, or other areas 
the subject could hide a 
weapon. • Search of 
vehicle may involve law 
enforcement obtaining 
voluntary consent or 
warrant depending on 
circumstances. • 
Depending upon the 
nature of incident, 
Lockdown or Lockout / 
Secure Perimeter may be 
initiated. 

• Parent/Guardian 
Notification 
• Controlled Release 
• Media 
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Lockout Lockdown Shelter Evacuate 

In an Emergency 
Say it twice. Say it twice. 

 

Standard Response Protocol – Public Address Protocol 
 

Standard Response Protocol – Public Address Protocol 
 

Animal Outside 

Lockout! Secure the Perimeter 

Bomb Evacuate to the Far Field 
Shelter for Bomb! Drop, Cover and Hold! 

Earthquake Shelter for Earthquake! Drop, Cover and Hold! 

Fire Inside Evacuate to your designated site 

Fire Outside Shelter in Silence 

Hazmat Shelter for  Hazmat! And Seal 

Intruder Inside Lockdown! Locks, Lights, Out of Sight! 

Intruder Outside Lockout! Secure the Perimeter 

Kidnapping Lockdown! Locks, Lights, Out of Sight! 

Tornado Shelter for Tornado! Drop, Cover and Hold! 

Weapon Lockdown! Locks, Lights, Out of Sight! 

 



 76 

 



 77 

Area or Room Search Card 

 

Area being searched: 
 
Search pattern: 
 
Key search points: 

 All packages, boxes, briefcases, book bags, and bags were 
identified. 

 Desk 
 Bookcase 
 Filing cabinet 
 Heat ducts 
 Wastebaskets 
 Windowsills 
 Other ______________________________________ 
 Other ______________________________________ 
 Other ______________________________________ 

 

If a suspicious item is found: do not touch the item!  If a 
suspicious item is found: end your search, report to your 
superior or law enforcement, and secure the area! 
 
Document your find below. 
 
Suspicious item found: 
 
Description of the item found: 
 
 
Location of the item found: 
 
 
 
Signature ____________________________________________ 
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STUDENT RELEASE FORM

Have photo identification out and ready to show school district personnel. 
 

(PLEASE PRINT CLEARLY) 

 

St ud en t  Nam e_____________________________________________________________________ 

 

St ud en t  Grad e_____________________ St ud en t  Cell Phone Num b er_________________________ 

 

Nam e o f  p erson  p ickin g up  st ud en t ___________________________________________________ 

 

Phone num b er  o f  p erson  p icking up  st ud en t _________________________________ 

 

Relat ionsh ip  t o  st ud en t  b eing  p icked  up _________________________________________ 

 

Pho t o  id en t if icat ion  m at ches n am e o f  p erson  p ickin g up  st ud en t ? Y o r  N 

 

 

Of f ice Use On ly  

 

 

St ud en t  Nam e____________________________________  St ud en t  Grad e_________ 
 

Student Release/Reunification Area (to be completed by school division staff) 
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CHAPTER 4 

SITE-BASED PLAN 
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Danville Public School Site Specific Plan for: 

 
      

A. Leadership Roles 

 
Site Crisis Management Team Members By Role 

 
Crisis Management Team Role Name Contact Number 

Building Administrator             

Asst. Administrator/Designee             

Asst. Administrator/Designee             

Asst. Administrator/Designee             

Student Release/Family 
Reunification Facilitator 

            

Assistant to the Facilitator             

Assistant to the Facilitator             

First Aid Facilitator             

Assistant to the Facilitator             

Assistant to the Facilitator             

Emergency Operations 
Facilitator 

            

Assistant to the Facilitator             

Assistant to the Facilitator             

External Communications 
Facilitator 

            

Assistant to the Facilitator             

Assistant to the Facilitator             

Internal Communications 
Facilitator 

            

Assistant to the Facilitator             

Assistant to the Facilitator             

Training Facilitator             

Assistant to the Facilitator             

Planning and Documentation 
Facilitator 

            

Assistant to the Facilitator             

Building Maintenance 
Facilitator 

            

Assistant to the Facilitator             

Assistant to the Facilitator             

Assistant to the Facilitator             
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B. Areas of Shelter 

 On-campus site:       

 Primary off-campus site:       

 Secondary Off-Campus Site:        

C. Site Based Go-Kit 

 Location:       

 Person Responsible for Updating/Refreshing:       

 Designated movers to relocate Go-Kit in an evacuation: 
      

D. Assigned Roles 

 
Emergency Response, First Aid and CPR Providers 

 

Name Training Level of Training 
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Automatic External Defibrillation Team 
 

Name Team Assignment 

            

            

            

            

            

            

            

            

            

 
 

Foreign Language Interpretation Providers 
 

Name Language Capability 

            

            

            

            

            

            

            

            

            

            

 
 

Identified Trained Grief Counselors 
 

Name Title or School Role 
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Telephone Tree 
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Telephone Tree 
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Telephone Tree 
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E. Cellular Telephone Directory 
 

Note:  These numbers are for emergency use only.  Cellular telephone 
numbers are not to be shared from this file without the person’s 
permission.  List names in alphabetical order by last name first. 
 

Last name First or called name Cellular number 
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Cellular Telephone Directory 
 

Note:  These numbers are for emergency use only.  Cellular telephone 
numbers are not to be shared from this file without the person’s 
permission.  List names in alphabetical order by last name first. 
 

Last name First or called name Cellular number 
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F. Evacuation 

 

1. Routes 

 
Employees are to exit the building in accordance with posted exit maps 
and signs.        

2. Assembly point 

      

3. Alternate Site/s 

      

4. Go-Kits 

 
Supervisors of each department shall create, stock, and maintain an 
emergency go-kit containing basic records, files, and information that 
provide for a continuity of service for a minimum one-week period.  Kits 
may include such items as floppy drives, sample forms, telephone trees, 
crisis management plan, heavy duty garbage bags (serve as weather 
protection, rain gear, ground cover, garbage disposal, document 
protection, etc.), basic first aid supplies, rosters of employees, employee 
information including special needs, etc.  Additional information on go-kits 
is available at the Homeland Security web site: www.ready.gov/ 
 

http://www.ready.gov/
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G. List of Vulnerabilities  

In the space below are listed any special vulnerabilities.  Examples 
include, but are not limited to: special populations of students or 
employees, proximity to businesses or industries that represent a potential 
hazard, traffic concerns. Lack of parking, and potential difficulty with 
reunification due to space or location. 
 

1.       
 

2.       
 

3.       
 

4.       
 

5.       
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H. Floor Plans or Site Maps 
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I. School Schedule and Bell Schedule including regular, 
early dismissal, and late arrival 
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CHAPTER 5 
QUICK REFERENCE 

GUIDE 
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1. ALLERGIC REACTION 
Students with life threatening allergies should be known to appropriate school 
staff. An emergency care plan should be developed. Staff in a position to 
administer approved medications should receive instruction. Children may 
experience a delayed allergic reaction up to 2 hours following food ingestion, bee 
sting, etc. 

 Check student’s airway. 

 Look, listen and feel for breathing. 

 If student stops breathing, start CPR. Call 9-1-1 (Alert: Some school 
phones require the use of a prefix, usually 9, for an outside call.) 

 Does student have an emergency care plan available? 

 Follow school policies for students with severe allergic reactions. 
Continue CPR if needed 

 Refer to student’s plan. 

 Administer doctor-and parent/guardian-approved medication as indicated.  

 Contact responsible school authority & parent or legal guardian 

 Symptoms of a mild allergic reaction include:   
 Red, watery eyes.  
 Itchy, sneezing, runny nose. 
 Hives or rash on one area. 

 Adult(s) supervising student during normal activities should be aware of 
the student’s exposure and should watch for any delayed symptoms of a 
severe allergic reaction (see above) for up to 2 hours. 

 If student is so uncomfortable that he/she is unable to participate in 
school activities, 

 Contact responsible school authority & parent or legal guardian. 

 Does the student have any symptoms of a severe allergic reaction which 
may include: 

 Flushed face? 
 Dizziness?   
 Hives all over body? 
 Seizures?  
 Blueness around mouth, eyes? 
 Confusion?  
 Difficulty breathing? 
 Weakness?   
 Drooling or difficulty swallowing? 
 Paleness?  
 Loss of consciousness? 

 

2. BIO-HAZARD THREATS 
Follow procedures established by local emergency responders (fire department, 
police or state emergency management officials). 
Implement the following procedures if schools receive any kind of bio-hazard 
threat (including anthrax and chemical agents) or if schools have a bio-hazard 
emergency. 
Should you receive such a threat or have an actual bio-hazard emergency, 
immediately call 9-1-1(Alert: Some school phones require the use of a prefix, 
usually 9, for an outside call.) or report the threat; call the appropriate contact 
person in the school division. 
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The persons immediately exposed to the potential agent MUST remain where 
they are. They should try to avoid inhaling or touching the substance. Try to 
contain the substance in the package in which it came. Don’t attempt to clean 
any spilled contents. Cover the spilled contents and the package or letter with 
anything handy—trash can, cardboard box or paper. Proceed with lock-down 
procedures. Use a code and explain that information will be forthcoming. Try to 
dispel alarm and panic by keeping information basic. All staff/students should 
remain in their respective areas until notified otherwise. Do not evacuate 
students outside or send them home until the emergency responders have done 
their investigation. If it is necessary to move or evacuate students and staff to a 
different location, the hazardous material (HAZMAT) team or other emergency 
responder will provide instructions to administrators as to how it will be done. If 
students and staff are moved/evacuated, remind staff to take their grade books, 
purses, and seating charts. 
Custodial/maintenance staff must shut down the heating and air handling units in 
the affected area. Keep the faculty, staff and students as informed as necessary. 
Work with emergency personnel who will provide the necessary and accurate 
information.  Debrief students and staff after the incident. 

 
PROCEDURE FOR HANDLING SUSPICIOUS OR THREATENING 
LETTERS OR PACKAGES 

 Do not open any letter or package until you have inspected it 
thoroughly. According to the Postal Service, some typical 
characteristics that ought to trigger suspicion include letters or parcels 
that: 

 Have any powdery substance on the outside. 

 Are unexpected or from someone unfamiliar. 

 Have excessive postage, handwritten or poorly typed address, 
incorrect titles or titles with no name, or misspellings of common 
words. 

 Are addressed to someone no longer with the organization or are 
otherwise outdated. 

 Have no return address, or have one that can’t be verified as 
legitimate. 

 Are of unusual weight, given their size, or are lopsided or oddly 
shaped. 

 Have an unusual amount of tape. 

 Are marked with restrictive endorsements, such as “Personal” or 
“Confidential”. 

 Have strange odors or stains. 
 
Contact the principal or supervisor who will call the appropriate public safety 
officials and describe the situation. The school division central office is to be 
notified also. 
If a suspicious or threatening letter is received, the Postal Service advises: 

 Handle with care. Don’t shake or bump the package. 

 Don’t open, smell, touch or taste the letter or package or its contents. 

 Isolate the suspicious item. 
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 Anyone in the immediate vicinity of the letter must remain in the area. 
Take steps to admit no additional persons to the area. The room and 
adjoining rooms should be secured. 

 The custodian / maintenance staff will shut off the HVAC system. 

 Depending on the advice of public safety officials, the building may need 
to be evacuated and/or quarantined. 

The Postal Service also recommends that if a letter/parcel is opened and/or a 
biological or chemical threat is identified: 

 Isolate it — Don’t handle it. 

 Evacuate the immediate area. 

 Wash your hands with soap and warm water. 

 Call 9-1-1 for police and fire department HAZMAT response (Alert: Some 
school phones require the use of a prefix, usually 9, for an outside call.) 

 Contact postal inspectors. 

 
3. BOMB 
Device Found 

1. Isolate the area. 

2. Handling of any suspected explosive device must be left to experts. 

3. Evacuate the building. Evacuate by room, starting with rooms nearest the 

device. 
4. Notify police or fire department by means other than cellular telephone 
 
Evacuation Procedures 
1. Use of fire drill procedures to evacuate a school immediately upon receipt of a 
bomb threat can be dangerous if an actual explosive device is involved and, 
unknowingly, students are evacuated past its location. 
2. If evacuation is needed, use personal contact. Evacuation must be as fast as 
possible. 
3. Members of the Bomb Threat Team may be used to direct evacuation away 
from possible bomb area. (Bomb Threat Team: This is a predetermined group of 
staff members assigned the task of aiding in a search and possible building 
evacuation.) 

 
4. BOMB THREAT 
 
Bomb Threat/Telephone Threats 
The building director must evaluate the seriousness of bomb threats or other 
disruptive types of demonstrations using input from all sources; then, the director 
acts in such a manner that reflects the best safety interests of those under 
his/her charge. Bomb and other threats may be originated in writing, in person, 
over the telephone or related through a second source. 
 
Basic Documentation - The individual taking the call should: 
• Keep the caller on the line as long as possible. 
• Notify principal/building director. 
• Write down all the information obtained in the exact words. 
Use the record sheet immediately following these instruction pages; place copies 
of the bomb threat sheet at switchboard and other appropriate phone locations. 
Bomb Threat Essentials and Considerations 
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Bomb threats are a significant problem to schools throughout the United States. 
Although more than 90% of bomb threats turn out to be pranks, school divisions 
must take each threat seriously because of the real potential for death and 
serious injury. 
In locations where bomb threats occur frequently, school officials should work 
with telephone companies to install technology that can facilitate attempts to 
trace threatening calls. In addition, since hoax calls are often perpetrated by 
students who are absent from school, the day's absentee list should be examined 
carefully for potential sources of such calls. 
 
Essentials 
All threats are taken seriously. The school division has procedures in place to 
deal with bomb threats: 

a. A checklist to guide the action of the individual who receives a threat 
over the telephone; 
b. Notification procedures (including law enforcement); 
c. Search procedures; 
d. Procedures for safely evacuating the building(s) as appropriate; and, 
e. Procedures for securing the crime scene. 

 
Evacuation: Pros and Cons 
There is no black and white line for determining when to evacuate the school; 
evacuation may not be the most appropriate strategy. When students see an 
immediate evacuation each time a bomb threat is received, they quickly learn 
that the best way to get out of class is to call in a bomb threat.  All bomb threats 
must be taken seriously and carefully analyzed. Factors to consider include: 

a. Have there been national bomb incidents lately? 
b. Have there been other hoaxes lately? 
c. Has a hostile student been suspended recently? 
d. Are there exams scheduled for today? 
e. Is there any unexplained student unrest? 
f. Are there any rumors circulating about a student threatening to harm 
others? 
g. How much information did the caller provide? How specific is the 
information? (In general, you can get more specific information out of a 
caller when it is not a hoax). 
h. How serious was the caller's voice? 
i. Are there any missing chemicals? 
j. Have there been any recent break-ins? 
k. Did the caller give repeated warnings? (This seriously escalates the 
degree of danger.) 
l. Are there surveillance video tapes to check? 
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SECRETARY/ADMINISTRATIVE ASSISTANT 

INTERIM EMERGENCY TELEPHONE RESPONSE SCRIPT 

 
[Before you pick up, smile.  A smile can be seen through the telephone line!] 

 

 For the safety of our school community, this call may be recorded or monitored. 

 

 ____________________ School, how may I help you?   

 

I am ____________________. 

 

[Caller asks a question regarding the current situation.] 

 

 Thank you for calling.  At ____________ School, 

 safety is our first concern. 

 

 Currently, an incident is under investigation. 

 

 A decision by the principal is pending. 

 

 The principal has access to every school safety and security resource available. 

 

 Please stand by a family telephone number that was provided to the school.  

Information or instructions will be delivered to you by our AlertNow automated 

telephone service. 

 

[Caller is persistent.  Wants information or wants to speak to someone else.] 

 

 Thank you for calling.  I do not want to give you inaccurate information.  Please stand 

by your phone for soon to be released information that is accurate and timely. 
[Optional…if necessary add…] 

 All other school personnel are following school safety protocols and are not available 

to receive calls at this time. 

 

[Caller continues to hold the line.] 

 

 Excuse me.  I must respectfully end this call so that all telephone lines are available to 

the AlertNow system.   

 

[Terminate call.] 
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BOMB THREAT CHECKLIST AND TELEPHONE PROCEDURES REPORT FORM 

 

Instructions:  Be calm, courteous, listen.  Do not interrupt the caller.   
Notify principal or SRO while caller is on the line. 

 

Caller’s Identity:  [] Male    [] Female    [] Adult    [] Juvenile    _____ Approximate Age 
 

Origin of Call:      [] Local   [] Long Distance   [] Phone Booth    [] Internal     Cellular  

 

VOICE CHARACTERISTICS SPEECH 

[] Loud [] Soft [] Fast [] Slow 

[] High Pitch [] Deep [] Distinct [] Distorted 

[] Raspy [] Pleasant [] Stutter [] Nasal 

[] Intoxicated [] Other [] Slurred [] Lisp 

 
 

LANGUAGE ACCENT 

[] Excellent [] Good [] Local [] Not Local 

[] Fair [] Poor [] Foreign [] Region 

[] Foul [] Other [] Race  

 

 

MANNER 

BACKGROUND 

[] Calm [] Angry []Factory Machinery [] Trains 

[] Rational [] Irrational [] Bedlam [] Animals 

[] Coherent [] Incoherent [] Music [] Quiet 

[] Deliberate [] Emotional [] Office Machinery [] Voices 

[] Righteous [] Laughing [] Mixed [] Airplanes 

  [] Street Traffic [] Party 

 
BOMB FACTS:  PRETEND DIFFICULTY WITH HEARING.  KEEP CALLER TALKING.  If caller seems agreeable 

to further conversation, ask questions like: 

 
1. When will it go off?  Certain hour _____________________________________ 

2. Where is it located?  Building __________________ Area __________________ 

3. Tell me about the bomb. 
4. Where are you now?  What is your name and address?  _____________________ 

__________________________________________________________________ 

 
5. How do you know about the bomb?  _____________________________ 

__________________________________________________________________ 

 
If the building is occupied, inform caller that detonation could cause injury or death.  Did caller appear familiar with plant or 

building by his description of the bomb location?  Record the message in its entirety and any other comments on paper. 

 
ACTION TO TAKE AFTER THE CALL:   

1. Notify principal. 

2. Be professional and keep the call confidential. 
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Action Alternatives to Evacuation 
• Conduct a low profile search of the exterior grounds and public areas of the building. 
• Conduct a comprehensive search having all staff search their work area, in addition to 

the grounds and public areas. 
• Search with partial evacuation. 
• Evacuate after searching. 
• Evacuate immediately after clearing exit routes and assembly areas. 
 
When conducting a search: 
• No two-way radios or cell phones should be used. 
• Searches should be systematic; conducted in levels: 

 First, search the floor and area up to waist high; 

 Second, search waist high to chin high; and 

 Third, search chin high to the ceiling. 

 Suspicious objects should not be touched. Law enforcement should be notified. 
 
Strategies to Discourage Bomb Threats 
• Do not release students but relocate them onto buses or into other facilities while the 
search is conducted. 
 

5. BUS/AUTO ACCIDENT ON TRIPS AWAY FROM THE SCHOOL DIVISION 
Precautionary Measures Before Leaving Division 

 School buses, by law, are required to carry first aid kits. Check to see if it is in 
place. 

 Take along a first aid kit on all field trips in all automobiles. 

 Take along a list of students in attendance. Include for each a home telephone 
number, names of parents, parents' work telephone, home address, and any 
health or medical information. 

 Take along a list of emergency phone numbers (listed below). 

 Take along a list of chaperones and teachers who are in attendance on the trip, 
their home addresses and home phone numbers, name and work telephone of 
spouse or nearest relative and medical and health information on each. 

 Follow School Board policy and administrative regulations on field trips. 
 
In the Event of an Accident 

 Remain calm. 

 If threat of fire exists, move children to safe place. 

 Call emergency vehicles/services: police, fire, ambulance, highway patrol for 
locality and begin administration of first aid. 

 Call your chief administrator or supervisor. 

 Do not issue statements to the press. If pressed for a comment by the media, 
state the obvious: ”There was an accident, which is currently being investigated 
by the authorities.  Commenting before the facts have been investigated would 
be irresponsible.” 
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6. CHEMICAL SPILL 
 (Inside the building) 

 Evacuate the area immediately. 

 Check the Material Safety Data Sheet (MSDS)* to determine the urgency of the 
situation. 

 Notify the building principal/supervisor/director as soon as possible. 

 The building principal/supervisor/director will call the fire department if deemed 
necessary for consultation. 

 Notify the appropriate authorities. 
 (Outside the building) 

 Ensure that all students are in the building and that they remain there. 

 Shut off all outside air ventilators. 

 If you are not alerted to the situation by division personnel, phone appropriate 
authorities. 

 Keep telephone lines clear for emergency calls only. 

 Release students to parents or designee only. 
 

7. DEATHS 
Death of A Student Or Staff Member 
GENERAL NON-EMERGENCY CRISIS RESPONSE CHECKLIST 

  Direct staff and others not to repeat information until verification is obtained. 

 Notify superintendent. 

  Convene Crisis Response Team and assign duties. 

  Notify building support staff, such as counselors, school nurse, psychologist, and 
social workers. 

 Inform closest friends of the affected person  and provide support. 

 Prepare formal statement or announcement. 

 Announce time and place of emergency staff meeting. 

 Identify other/additional students, staff, and parents likely to be most affected by 
news. 

 Assess need for additional community resources. 

  Assign trained staff or community professionals to: 
 Provide grief support to staff and others; 
 Review and distribute guidelines for classroom discussion to teachers if 

appropriate or necessary; 
 Stand in for absent/affected/substitute teacher; and 
 Distribute lists of community resources. 
 Make official announcement. 
 Hold emergency staff meeting. 

 As needed, assign team members and other staff to monitor grounds, notify 
parents, support staff, and feeder schools; provide support to staff; collect 
student belongings and withdraw student.  

 
8. DISASTER 
PROCEDURES IN THE EVENT OF DESTRUCTION OF PART OF/WHOLE 
SCHOOL BUILDING (e.g., tornado, plane crash, bomb) 
Checklist 

 Call 9-1-1. (Alert: Some school phones require the use of a prefix, usually 9, for 
an outside call.) 

 Obtain information on extent of damage. 

 Evacuate using fire alarm or move students to safe areas in building. 

 Assign one adult to supervise first responders in attending to injured. 
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 Assign staff member to assist rescue personnel. 

 Call Superintendent's Office and School Resource Officer. 

 Arrange for dismissal of students. 

 Handle all distribution of information to public through Public Information Office. 

 Call emergency staff meeting. 
Specifics 
1. Call 9-1-1 for immediate help. (Alert: Some school phones require the use of a prefix, 
usually 9, for an outside call.) 
2. Damage: Inspect extent of damage and injuries. 
3. Evacuation: If there is no danger outside the building, use fire alarm to evacuate 

building.  Safe Areas: Identify areas away from problem area and route to be taken 
by classes in going to safe areas. Designate which classes/groups of students 
should go to which area. 

4. Attend to Injured: Assign free adults to attend to injured, with one adult designated as 
"in charge". 

5. Meet Rescue Personnel: 
 

Arrange for dismissal with Superintendent's Office and Transportation. Elementary 
schools may have to follow emergency closing procedures for students and should 
inform Extended Day personnel of plans for dismissal. Public Information Office should 
be notified of emergency 
 

9. DISASTER PREVENTING DISMISSAL PROCEDURE (Examples: hurricane, 

tornado, sniper, plane crash) 
Checklist 

 Call 9-1-1. (Alert: Some school phones require the use of a prefix, usually 9, for 
an outside call.) 

 Identify safe areas in building and direct staff to escort students to identified 
areas. 

 When situation is "clear," return students to class. 

 Arrange for dismissal if appropriate by calling Superintendent and Transportation. 

 Prepare memo/letters to inform staff and parents. 

 Distribute information to public via Public Information Office. 

 Call emergency staff meeting. 
Specifics 
1. Information may be received from a variety of sources: 

 Telephone call. 

 Superintendent's Office. 

 Radio or television. 

 Visual observation. 
Ascertain specifics such as extent of immediate danger, possible length of time danger 
may exist. 
2. Safe areas - Consider large areas at the interior of the building away from numerous 
windows and outside walls which have a reliable source of lighting. Designate which 
classes/groups of students should go to which area. Evacuate trailers to main building or 
safe area. 
3. Move students - Use the P.A., if working, or a system of notes sent by messengers, to 
inform teachers and other adults of the situation and where to bring students. 
4. Superintendent - Notify of plan being implemented; call police and maintain contact as 
necessary. 
5. All "clear" - Monitor situation to ascertain when danger is removed; direct teachers 
and other adults to escort students back to class when situation is clear. 
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6. If crisis interferes with normal dismissal, arrange with Transportation and 
Superintendent's Office to dismiss students following normal procedures. Elementary 
schools will want to inform Extended Day personnel in advance of dismissal. 
7. Information 

� Consider briefly summarizing the danger and its resolution for all students prior 
to dismissal by P.A. or preferably by informing teachers and having them explain 
to students. 
� Consider preparing a written memo to parents detailing the situation and how it 
was handled to be sent home with students or distributing it the following day. 
� Prepare written memo to staff summarizing the situation and how it was 
handled. 

8. Handle all distribution of information through the Public Information Office. 
9. Call emergency staff meeting. 

 
10. EXPLOSION/THREAT OF EXPLOSION 
There are three possible scenarios involving the explosion/threat of explosion. 
Determine which scenario applies and implement the appropriate response procedures 
described below. 
Scenario 1: Explosion on school property. 
Scenario 2: Credible threat of an explosion on school property. 
Scenario 3: Explosion or threat of an explosion in a surrounding area. 
 
SCENARIO 1: EXPLOSION ON SCHOOL PROPERTY 
1. Upon explosion all persons should DUCK, COVER AND HOLD. 
2. The Principal will consider the possibility of another imminent explosion and take 
appropriate action. 
3. After the blast, the Principal will initiate appropriate Immediate Response Actions, 
which may include SHELTER-IN-PLACE, SECURE BUILDING, EVACUATE BUILDING, 
or OFF SITE EVACUATION. Evacuation may be warranted in some buildings and other 
buildings may be used as shelter. 
4. If the explosion occurred within the school buildings, Principal will issue EVACUATE 
BUILDING action. Students and staff will evacuate using prescribed routes or other safe 
routes and proceed to the Assembly Area. Teachers shall bring the student roster and 
take attendance to account for students. Teachers shall notify Student and Staff 
Accounting Team of missing students. 
5. The Principal will call “9-1-1” (Alert: Some school phones require the use of a prefix, 
usually 9, for an outside call.) to provide the exact location (e.g., building, room, area) 
and nature of emergency. 
6. If necessary, the Principal will advise the Fire/Rescue Team to suppress fires and 
rescue personnel. 
7. The Maintenance and Utility Team Leader will notify the appropriate utility company of 
damages. 
8. The Principal will notify the Superintendent and the Office of School Operations and 
Safety of the situation. 
9. The Security Team Leader will post guards safe distance away from the building 
entrance to prevent persons entering the school buildings. 
10. The Principal will issue other instructions as needed. 
 
SCENARIO 2: CREDIBLE THREAT OF AN EXPLOSION ON SCHOOL PROPERTY 
1. Principal will initiate appropriate Immediate Response Actions, which may include 
DUCK, COVER, AND HOLD, SHELTER-IN-PLACE, SECURE BUILDING, EVACUATE 
BUILDING or OFF-SITE EVACUATION. 
2. If the Principal issues EVACUATE BUILDING action, evacuate the building using 
prescribed routes or other safe routes and proceed directly to the Assembly Area. 
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Teachers shall bring the student roster and take attendance to account for students. 
Teachers shall notify Student and Staff Accounting Team of missing students. 
3. The Principal will call “9-1-1” and School Police (number) to provide the exact location 
(e.g., building, room, area) and nature of emergency. 
4. The Principal will direct the Fire/Rescue Team to suppress fires and rescue personnel 
as appropriate. 
5. The Maintenance and Utility Team Leader will notify the appropriate utility company of 
damages. 
6. The Principal shall notify the Superintendent and the Office of School Operations and 
Safety of the situation. 
7. The Principal will take further actions as needed. 
SCENARIO 3: EXPLOSION OR THREAT OF EXPLOSION IN SURROUNDING AREA 
4. The Principal will order SHELTER-IN-PLACE . 
5. The Principal will notify “9-1-1” (Alert: Some school phones require the use of a prefix, 
usually 9, for an outside call.) to provide the exact location (e.g., building, room, area) 
and nature of emergency. 
6. The Principal will take further actions as needed. 
7. Remain in SHELTER-IN-PLACE until further instructions. 

 
11. FIRE 
 
FIRE ON SCHOOL GROUNDS 
In the event of a fire on school grounds, the following procedures should be 
implemented: 
1. Upon discovery of a fire, direct all occupants out of the building and report the fire to 
the Principal. 
2. The Principal will immediately issue the EVACUATE BUILDING action. Students and 
staff will evacuate buildings using the prescribed routes or other safe routes and proceed 
directly to the Assembly Area. Teachers will take student roster and take attendance to 
account for students. Teachers will notify Student and Staff Accounting Team of missing 
students. 
3. The Principal will call “9-1-1” (Alert: Some school phones require the use of a prefix, 
usually 9, for an outside call.) to provide the exact location (e.g., building, room, area) of 
the fire. 
4. The Fire/Rescue Team will suppress fires and initiate rescue procedures until the 
local fire department arrives. 
5. The Security Team will secure the area to prevent unauthorized entry and keep 
access roads clear for emergency vehicles. 
6. The Fire/Rescue Team Leader will assign a member of the Team to direct the fire 
department to the fire and brief fire department official on the situation. 
7. The Maintenance and Utility Team will notify the appropriate utility company of 
damages. 
8. The Principal will notify the Local Division Superintendent or Superintendent’s desigee 
9. If appropriate, the Principal will implement the Parent Alert System. 
10. For fires during non-school hours, the Principal and Local Division Superintendent 
will determine whether the school will open the following day. 
 
FIRE IN SURROUNDING AREA 
In the event of a fire in the surrounding area, the following procedures should be 
implemented: 
1. The Principal will initiate the appropriate Immediate Response Actions, which may 
include STAND BY, SHELTER-IN-PLACE, SECURE BUILDING, EVACUATE BUILDING 
or OFFSITE EVACUATION. 
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2. The Principal will notify “9-1-1” (Alert: Some school phones require the use of a prefix, 
usually 9, for an outside call.) to provide the location and nature of emergency. 
3. The Principal will activate the Security Team to keep access routes open for 
emergency vehicles. 
4. The Fire/Rescue Team Leader will work with the fire department to determine if 
school grounds are threatened by the fire, smoke, hazardous atmospheres or other 
conditions. The Fire/Rescue Team will maintain open communication with the fire 
department. 
5. If the Principal issues the EVACUATE BUILDING action, evacuate using prescribed 
routes or other safe routes and proceed directly to the Assembly Area. Teachers shall 
bring the student roster and take attendance to account for students. Teachers shall 
notify Student and Staff Accounting Team of missing students. 
6. The Principal will keep a battery-powered radio tuned to a local radio station for 
emergency information. 
7. In the event of a loss of water or other utilities, the Principal will refer to Loss of Utility 
Procedure. 
8. If appropriate, the Principal will implement Parent Alert System. 
9. The Principal will notify the Local Division Superintendent or Superintendent’s 
designee. 

 
12. HAZARDOUS MATERIALS 
Incident occurs in school: 

 Notify building administrator/office. 

 Call 9-1-1. If the type and/or location of hazardous material is known, report that 
information to 9-1-1. (Alert: Some school phones require the use of a prefix, 
usually 9, for an outside call.) 

 Evacuate to an upwind location, taking class roster. Teachers take attendance 
after evacuation. 

 Seal off area of leak/spill. Close doors. 

 Fire officer in charge will determine additional shelter-in-place or evacuation 
actions. 

 Shut off heating, cooling and ventilation systems in contaminated area to reduce 
the spread of contamination. 

 Building administrator notifies superintendent. 

 Notify parents/guardians if students are evacuated, according to division policy 
and/or guidance. 

 Resume normal operations when fire officials approve. 
Incident occurs near school property: 

 Fire or law enforcement will notify school officials. 

 Consider closing outside air intake, evacuating students to a safe area or 
sheltering students inside the building until emergency passes or relocation is 
necessary. 

 Fire officer in charge of scene will instruct school officials on the need for 
sheltering or evacuation. 

 Follow procedures for sheltering or evacuation. 

 If evacuating, teachers take class rosters and take attendance after evacuation. 

 If evacuation is not ordered, be aware of and remain alert for any change in 
health conditions of students and staff, especially respiratory problems. Seek 
medical attention if necessary. 

 Notify parents/guardians if students are evacuated, according to division policy 
and/or guidance. 

 Resume normal operations when fire officials approve. 
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 Extra staffing is necessary for students with special medical and/or physical 
needs. 

 
13. HOSTAGE, ARMED/DANGEROUS SITUATIONS 
PROCEDURE FOR ARMED HOSTAGE/DANGEROUS SITUATIONS 
Checklist 

 Contact the police (9-1-1). (Alert: Some school phones require the use of a 
prefix, usually 9, for an outside call.) 

 Institute lockdown procedures. 

 Notify Superintendent. 

 Instruct person answering the phone to direct all requests to Public Information 
Office. 

 Keep telephone lines open for police use (pay telephones as well). 

 Keep maps of the building and grounds available in more than one area of the 
facility (i.e., Main Office and Custodians' Office). 

 Identify individuals familiar with the building to assist the police in locating and 
isolating the intruder. 

 Prepare written memo for staff and parents. 

 Complete and submit Crisis Team Report. 

 Schedule follow-up programs for students and staff and review security plan. 

 Call emergency staff meeting. 
Specifics 
1. Contact the Police: Hostage-taking or endangering the safety of others are criminal 
offenses. 
2. Institute lockdown procedures. 
3. Notification: 

 The Superintendent's Office should be contacted as soon as possible. 

 The Public Information Office will handle all media and community inquiries. 

 Keep staff well informed. A Crisis Team, identified for the school, can effectively 
deliver information to the other staff members so your time can be used for other 
actions/decisions. 

 The Transportation Department will provide buses for evacuation of students to a 
safer location or to their homes. Transportation will notify the Superintendent of 
the need for this dismissal. 

 The students will be able to deal with the situation by being informed of the facts 
as soon as possible, rather than receiving their "facts" through rumors. 

 The other schools should be given the basic information as soon as possible 
since siblings/neighbors will quickly learn of the disturbance. 

 The parents of the school community will need to learn about the safety of their 
own children, to be informed where to pick them up if needed, and to learn the 
real facts to reduce the rumor factor. 

 After the crisis is over, the Public Information Office may wish to arrange a 
special press conference to give the media the same information that has been 
shared with the parents. 

4. Staff to Keep Students in Present Areas: Students should not be released for any 
reason until told to do so by the police. 
5. No personnel circulating: or the same reason as #4, all staff should be protected from 
involvement in the crisis where possible. 
6. Telephone Answerer: 
Prepare a statement to be read by the individuals who answer the telephones. Instruct 
them that any further inquiries should be made to the Public Information Office. Give 
them the telephone number for the caller to call. 
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7. Keep Phone Lines Open: The police and other public safety personnel will need 
access to the phones with highest priority. Even the pay phones need to be available to 
the police. 
8. Maps in More Than One Location: School maps will be most helpful to the police in 
locating the intruder and planning strategies for the apprehension. More than one area 
should house current maps in case the intruder has "holed up" in the area where the 
maps would usually be found. 
9. I. D. Persons Familiar with the Facility: Persons familiar with the entire building should 
be available to discuss the interior room arrangements, etc. These individuals should be 
available at the chosen school map location away from the scene. 
10. Written Memo for Staff and Parents: As soon as the immediate crisis/danger is over, 
the staff and parents will need to know, not only what occurred, but why you took the 
action you did. 
11. Serious Incident Report: Complete and submit Crisis Team Report within twenty-four 
(24) hours. 
12. Follow-up Activities: Guidance counselors, as well as Pupil Personnel Services, can 
provide counseling for students and staff. 
13. Call emergency staff meeting. 
 
PROCEDURES FOR HOSTAGE SITUATION/BARRICADED CAPTOR 
OVERVIEW: 
A hostage situation is any situation in which a person or persons is forced to stay in one 
location by one or more individuals. Weapons are usually in the possession of the 
hostage taker(s) and hostages are threatened with some degree of bodily harm should 
they not comply with the directives of the hostage taker(s). Certain demands are usually 
made of outside officials in return for the release of the hostages. All hostage situations 
are dangerous events. A hostage taker might be a terrorist, fleeing felon, disgruntled 
employee (past or present), spouse’s significant other, drug or alcohol abuser,  
emotionally disturbed person, trespasser, and on occasion, a parent, student or citizen 
who is usually angry about some situation and decides to resolve it by taking hostages 
and making demands to achieve some resolution. Likewise, the dynamics of a hostage 
situation vary greatly and no two incidents will be the same. 
 
PROCEDURES FOR HOSTAGE SITUATION IN SCHOOL 
BUILDINGS/FACILITIES 
Upon notification of a hostage situation within any activity, event, school, or building 
under the control of the public schools, the following procedures should be implemented. 
 
PRINCIPAL: The principal/administrative head or designated individual will assume 
command of the situation until the arrival of law enforcement officials at the scene. 
Security officers should work closely with the principal/administrative head/designee to 
ensure that this plan of action is safely achieved. School radios should be utilized when 
it is established that the hostage taker does not have one. If he does, radios should not 
be used. 
 
CONTAINMENT: Appropriate actions should be taken to isolate the hostage taker and 
the victims under his control. It is important that no additional individuals be exposed to 
the hostage taker. 
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EVACUATION: Using a pre-arranged signal, immediately evacuate the building and 
ensure that egress of students and personnel is done in a manner that they do not go 
near the area controlled by the hostage taker. All individuals should proceed to a 
prearranged location out of sight of the building so that the possibility of injury from 
gunfire is minimized. Students are to remain under the supervision of public school 
officials. 
 
RE-ENTRY: Ensure that no individuals enter or re-enter the building. 
CONTACT 9-1-1: Immediately have a staff member contact 9-1-1 and give all available 
information to the dispatcher who will relay the information to the law enforcement 
authorities. Ensure that the caller remains on the line with the 9-1-1 dispatcher until 
police actually arrive at the scene. This will ensure that accurate, detailed information is 
relayed to responding officers and school officials can respond to requests of the police 
department. (Alert: Some school phones require the use of a prefix, usually 9, for an 
outside call.) 
 
CONTACT OFFICE OF THE SUPERINTENDENT: Immediately have another staff 
member contact the Office of the Superintendent at 799-6400 and give all available 
information to that office. Ensure that the caller remains on the line with the Office of the 
Superintendent until such time as directed to terminate the call by that Office. 
 
LAW ENFORCEMENT AGENCY: Upon response of the law enforcement agency, 
control of the scene will be assumed by that agency. The principal or building 
administrator should initiate contact with the law enforcement agency and report to the 
Command Center when it is operational. It is important that the items such as building 
keys and detailed building plans be turned over to the police department. Important 
information such as camera and monitoring locations, hearing and broadcast devices, 
motion sensors, location of radios, availability of phones, et cetera, must be conveyed to 
the police department. Anecdotal information regarding the cause of the incident, identity 
of the hostages and hostage takers, and their location in the building is of great 
importance. The principal, custodial staff, and plant personnel who are knowledgeable of 
the building design need to describe the premises using the detailed building plans. 
 
RESPONSE BY PUBLIC SCHOOL OFFICIALS: The Superintendent, Assistant 
Superintendents, Public Information Officer, Director of Transportation, 
Director of Maintenance, and the Coordinator of Academic & Operational Services 
should respond to the Emergency Operations Center. 
 
MEDIA: The Director of Informational Services for the public schools and the Public 
Information 
Officer for the law enforcement agency will handle all press matters as well as the 
dissemination of 
information to students and parents at the scene. 
 
DIRECTOR OF TRANSPORTATION: The Director will, at the direction of the 
Superintendent or his designee, coordinate the utilization of school buses to evacuate 
students to another location or to their homes. 
 
DIRECTOR OF MAINTENANCE: The Director will interface with appropriate officials of 
the Police Department to ensure that all their needs are met with regards to the facility 
under siege. 
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NEGOTIATIONS: It is important to remember that it is the philosophy of the law 
enforcement agency to end a hostage situation through negotiating tactics. Often it is a 
lengthy process. An assault is only used when all indications are that the hostage taker 
will harm the hostages and lives will in fact be saved through such an assault. 
 
CLOSURE: Upon the arrest of the hostage taker and the release of the hostages, the 
control of the school or building will be returned to the public schools. 
 
PROCEDURES FOR HOSTAGE SITUATION ON SCHOOL BUS 
Consideration must be given to the possibility of a hostage situation occurring on a bus 
operated by the public schools. If such an incident occurs, the following procedures 
should be implemented. 
 
BUS DRIVER: The bus driver must assume a position of heightened responsibility for 
the welfare of the students on the bus as well as his/her own safety. Sound judgment, 
good decision making, knowledge of school and police procedures in handling such 
incidents, and training are the items that will be of greatest assistance to you should you 
become a victim. Students must be made aware of the behavior that will be required of 
them so they will be safe and do not inflame an already volatile situation. 
The bus driver should accomplish the following tasks if they can be done in a safe 
manner: 

 Disable the bus or throw the keys away from the bus. This will eliminate the need 
to move the bus and will be helpful to the ____________ Police Department who 
will respond to the scene as soon as the location has been established. 

 Evacuate as many students as possible from the bus and direct them to move to 
a position out of sight of the bus. 

 Clear the area of as many students and others as is safely possible. 

 Notify the transportation radio dispatcher of as much information as possible 
regarding your situation and location. If allowed to maintain radio contact, do so. 
All radio transmissions must be disciplined. 

 
14. HOSTAGE: PROCEDURE FOR EMPLOYEE VICTIM 
A situation may arise in which you become a hostage. Other individuals, such as 
students, employees, and citizens may become hostages at the same time. Remember 
that each incident involving hostages is different. Variables such as hostage takers, 
hostages, motivation for the act, and location of the incident make each occurrence 
unique. Sound judgment, good decision making, knowledge of school and police 
procedures in handling such incidents, and training are the items that will be of greatest 
assistance to you should you become a victim. 
 
Responsibility: 
The major responsibility of individuals who have become hostages is to remain calm and 
act in a manner that will preserve their life, as well as the lives of other hostages. 
If, in fact, the other hostages are students, public school personnel have the additional 
duties of ensuring that these children are aware of the behavior that will be required of 
them so they will be safe and do not inflame an already volatile situation. Initially, you 
may be the person who is thrust into the role of negotiating with the hostage taker(s). 
Always remain calm and request that the situation end by the release of the hostages or 
the escape of the hostage takers from the area. At all times, remain neutral regarding 
the reasons given by the hostage taker(s) for taking this action. Your concern is safety 
and the release of the hostages. Further, responses of the hostage taker may be 
irrational or illogical, depending upon his/her mental condition and/or the stress of the 
situation. 
 



 110 

Law Enforcement Agency: 
Be prepared to wait, as the resolution of hostage situations traditionally takes time. Be 
assured that the public schools and the law enforcement agency are acting on your 
behalf, and are acting as quickly as possible. The law enforcement agency Crisis 
Negotiator will contact the hostage taker and begin the process of negotiating an end to 
the situation. If requested to talk to the negotiator, the public schools’ employee should 
do so. Answer all questions as fully as possible. At this point, the negotiator has the 
major responsibility to successfully end the situation. At the conclusion of the situation, 
the law enforcement agency will request that you talk at some length with a police officer 
so that all pertinent information can be recorded.  
 

15. INTRUDER/TRESPASSER 
Procedure for determining if a person is an intruder or /trespasser: 
(Intruder: an unauthorized person who enters school property.) 

 Politely greet the person and identify yourself.  Consider asking another staff 
person to accompany you before approaching the person. 

 Inform the person that all visitors must register at the main office.  Offer 
assistance in locating the office area and registering. 

 If person cooperates thank them for his or her cooperation. 

 If person is uncooperative, continue procedure. 

 Ask intruder the purpose of his/her visit. 

 If possible, attempt to identify the individual and/or vehicle. 

 If intruder’s purpose is not legitimate, ask him/her to leave. Accompany intruder 
to exit. 

 Notify building administrator or law enforcement. 
If intruder refuses to leave: 

 Notify building administrator and law enforcement if intruder refuses to leave. 
Give law enforcement full description of intruder. 

 Back away from intruder if he/she indicates a potential for violence. Allow an 
avenue of escape. 

 To the extent possible, maintain visual contact. 

 Be aware of intruder’s actions at this time (where he/she is located in school 
building, whether he/she is carrying a weapon or package). 

 Maintaining visual contact and knowing the location of the intruder is less 
disruptive than doing a building wide search later. 

 Should the situation escalate quickly, the building administrator may decide at 
anytime to initiate lockdown procedures. 

 
Checklist 

� Determine the whereabouts of the intruder/trespasser. 

� Isolate the individual. 

� Determine the extent of the crisis. 

� Make reasonable notes for potential court case. 

� Move other students and staff from area. 

� Contact police - 9-1-1. (Alert: Some school phones require the use of a prefix, usually 

9, for an outside call.) 

� Notify superintendent. 

� Instruct person answering the telephone to direct all requests to Public Information 

Office. 

� Complete and submit police information for charges. 
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� Prepare a written memo for staff and parents. 

� Complete Crisis Team Report. 

� Schedule follow-up activities for staff and students, including security plan review. 

� Call emergency staff meeting. 

Specifics 
1. Determine whereabouts of the intruder: Use school maps to assist police and staff 
members in locating intruder. 
2. Isolate intruder from rest of building and students. 
3. Determine extent of the crisis: 

 Trespass with no safety hazard may be dealt with through informing the intruder 
of the offense being committed. If trespasser refuses to leave, wait for police to 
arrest. If the trespasser has previously been warned (placed on notice), trespass 
charges may be filed without the arrest of the offender. 

 Trespass with threat to others' safety will require assistance from the police. 
Trespass charges should be filed. 

4. Make notes. Recording what has occurred can provide information important to the 
police and in subsequent court cases. 
5. Move other Students/Staff: 
Staff may be asked to keep their students in certain areas, or to keep them out of certain 
areas. 
Staff should move students as quietly and quickly as possible when directed to do so. 
6. Contact the Police: Trespassing is a misdemeanor or felony, depending upon the 
location of the intrusion. 
7. Notification: 

 The Superintendent's Office should be contacted as soon as possible. 

 The Public Information Office will handle media and community inquiries. 

 Keep staff informed of actions. A Crisis Team, identified for the school, can 
effectively deliver information to other staff members so that the administrator's 
time can be used for other decisions/action. 

 The Transportation Department can, in extreme emergencies, provide buses for 
early dismissal. The Transportation Department will notify the Superintendent of 
the need for this dismissal. 

 The students will be able to deal with the situation by being informed of the facts, 
as soon as possible, rather than receiving their "facts" through rumor. 

 Other schools should be given the basic information as soon as possible by the 
Public Information Office since siblings/neighbors will quickly learn of the 
situation. 

 The parents of the students in the community will need to learn the real facts, just 
as their children have learned them, to reduce the rumor factor. 

 After the crisis is over, the Public Information Office may wish to arrange a 
special press conference to give the media the same information that has been 
shared with the parents. 

8. Telephone Answerer: Prepare a statement for the individuals who answer the 
telephones to read. Instruct them that any further inquiries should be made to the Public 
Information Office. Give them the phone number for the caller to call. 
9. Police Information for Charges: The police will need to be sure of details from you as 
well as from others interviewed. Trespassing is a misdemeanor or felony, depending 
upon the location of the intrusion. 
10. Written Memo for Staff and Parents: As soon as the immediate crisis/danger is over, 
the staff and parents will need to know, not only what occurred, but why you took the 
action that you did. 
11. Crisis Team Report. Submit it within twenty-four (24) hours. 
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12. Follow-Up Activities. Pupil Personnel Services will provide counseling for students 
and staff.  The building security plan should also be reviewed. 
13. Call emergency staff meeting. 
 
Handling an Angry Parent (Strategies may be adapted to use with angry employees 
and patrons.) 

 Be courteous and confident. 

 Remain calm. 

 Do not touch. 

 Keep at a reasonable distance. 

 Listen. 

 Allow the opportunity to vent. 

 Meet in a neutral, protected location. 

 Leave door open or have another staff member join you. 

 Avoid blame -- focus on what can be done. 

 Ask: 

— "How can I help you get the services you/your child needs? 

— "How can we work together?" 

— "What kinds of support can we put in place to help your child succeed? 
 

 
16. KIDNAPPING or CHILDNAPPING 
 
DEFINITIONS 

1. Kidnap- to carry away a person by unlawful force or by fraud against his or her 
will 

2. Childnap- to unlawfully remove a child by force or fraud without the permission 
of the parent, court-ordered custodial parent, or legal guardian 

 
PROCEDURE FOR KIDNAPPING 
Checklist 

� Telephone police 

� Call Superintendent's Office 

� Notify parents of child 

� Identify team to work on the crisis while rest of school maintains routine 

� Obtain full description and pull out school picture 

� Search school building and grounds 

� If child napping, try to obtain description of suspect 

� When the child is found, contact Superintendent, notify teacher, fill out Crisis Team 

Report 

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

� Arrange for counseling for staff and students, if necessary. 

� Call emergency staff meeting 

 
Specifics 
1. Immediately after it has been determined that a child has been lost/taken, contact the 
Police. 
2. Call the Superintendent's Office to report the incident. 
3. Contact the parents of the child involved. Establish a communication plan with them, if 
it is necessary. 
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4. Identify a team to work on the crisis. Designate personnel to deal with phone 
communications, etc., and other administrative staff to assist as appropriate. If the 
incident occurs during the school day, classroom routine should be maintained. 
5. Locate the school picture of the child and obtain a full description of the child 
(including clothing) to assist the police. 
6. Conduct immediate search of school building and grounds. 
7. In cases of child napping, obtain from witnesses a description of the suspect. 
8. When a child is found, contact the Superintendent's Office, notify teacher and fill out 
the Crisis Team Report. 
9. Prepare a memo to staff outlining the situation. In the memo give appropriate and 
factual information which allows them to respond to students' questions knowledgeably. 
Prepare an appropriate memo to parents. 
10. Call emergency staff meeting. 
 
Preventative activities which may help avoid child napping situations are as 
follows: 

 School secretary should have at her desk a list of students who are not to be 
released to anyone except a particular parent or guardian. 

 Emergency cards of such students should be tagged. 

 Before releasing a child to anyone except a parent of guardian on the list, the 
school secretary should check with the custodial parent and/or guardian for 
approval; a record of the time and date of phone approval should be made and 
kept. 

 When parent telephones a request that a child be released from school, the 
identity of the caller should be confirmed (by a separate call to the parent or 
guardian, if needed) before the child is permitted to leave. In the event of any 
doubt, the message and phone number should be written down; a return call 
should be made after cross-checking the phone number with those on file in the 
child's folder or on the emergency card. 

 
17. MEDICAL EMERGENCY/HEART ATTACK/AED PROTOCOL 

In a medical emergency, there is a Med Alert Team trained and designated to 
handle the medical situation.  Minimum training to administer first aid on the Med Alert 
Team will include: Cardiopulmonary Resuscitation (CPR), Automatic External 
Defibrillation (AED) Training, and basic first aid.  A Med Alert Team captain directs the 
team.  Prior to an actual emergency, the captain is designated as the person of highest 
training and/or experience.  Team members are ranked in order of training and 
experience to direct the team in the absence of the designated captain.  The main 
purpose of the Med Alert Team is to assess the nature and seriousness of the medical 
emergency and implement the appropriate course of action.  School administrators are 
ad hoc members of the team but may not administer first aid beyond their level of 
training.  Guidance Counselors may be designated as team members to assist with 
crisis counseling, but they are not to administer first aid beyond their level of training. 
 
The Procedure will include: 
 

 An all-call is made over the school’s intercom; say it twice: “All members of 
the Med Alert Team assemble in _________ immediately.  Clear all 
hallways.  Bell schedule off.  Remain inside classrooms or current 
location until instructed.”  With this call is included the place of the medical 
emergency (i.e. room #, hallway, auditorium, etc.).   

 The Med Alert Team of responders reports to the appropriate site.  A primary 
team member and secondary team member are assigned to bring the AED to 
the designated location.  These members will also bring the first aid kit.  All 
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team members are to familiarize themselves with the location of the AED and 
other medical supplies. 

 All team members with supervisory duties for students will have someone 
designated by the building administrator to cover their duties in the event the 
team is alerted.  The assigned personnel should report immediately to his/her 
designated area for supervision duties in the absence of the Med Team 
member during the alert.  Such designees should be trained to respond to the 
all call: “All members of the Med Alert Team need to assemble in 
____________________ immediately.”  No further request should need to be 
made to initiate supervision. 

 The first person on the scene will report to the others on the Med Alert Team 
when they arrive.  The team captain will facilitate the work of the team as they 
follow prescribed protocols.  

 The Med Alert Team Captain or designee will call or direct someone to call 911. 
(Alert: Some school phones require the use of a prefix, usually 9, for an outside 
call.)  The preferred person to place this call is a building administrator. The 
Med Alert Team will designate a person to meet and direct the EMS to the 
emergency site.  

 The Med Alert Team and principal will determine how to respond to the 
emergency if more action is required.  Such action may include notifying 
parents or activating other parts of the school’s Crisis Management Plan. 
Always the Central Office will be notified when the Med Alert Team is alerted for 
an incident, and will be provided with all current information concerning the 
status of the alert.   

 
 NOTE:  the AED is a device that analyzes the heart’s electrical rhythm and, if 
necessary, prompts you to deliver a shock to a victim of sudden cardiac arrest.  
This shock, called defibrillation, may help the heart to re-establish an effective 
rhythm. 

 

17. Pandemic / Flu 
In planning for a pandemic, the first steps for a school division are to evaluate its current 
emergency management crisis plan and to ensure that a school division crisis team is in 
place. A checklist from the Centers for Disease Control and Prevention (CDC) is 
included in Appendix A. The CDC School District (K-12) Pandemic Influenza Planning 
Checklist provides a framework to begin an internal assessment. The school division 
should: 

 Identify members of the crisis team, including, but not limited to: community 
stakeholders, local businesses, local emergency response agencies, public 
health, mental health, faith-based organizations, parents, school administration, 
registered school nurse, school psychologist, school counselor, teachers, 
students, information and communication technology, food services, 
transportation, and environmental/facility services. 

 Appoint a pandemic influenza plan coordinator and co-coordinator. 

 School divisions will maintain a crisis response team to address the emotional 
needs of students, faculty and staff in the event of a pandemic threat or actual 
event that causes serious illness or death. 

 Make the practice of reviewing and updating crisis plans a priority in each school. 

 Partner closely with the local health director to establish communication 
procedures for surveillance of disease. 

 Require school administrators to become knowledgeable of the Virginia 
Department of Health Pandemic Influenza Web site: 
http://www.vdh.virginia.gov/PandemicFlu. 
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 Establish a chain of command and alternates, to include: an appropriate 
organization chart for the school division, clearly defined responsibilities, specific 
flow of power, and communication networks and methods. 

 School divisions’ human resource or personnel departments should develop a 
Pandemic Illness Personnel 

 Policy to address the following issues as they pertain to a period of pandemic in 
the community: 

 Sick leave. 
 Salary and benefits. 
 Staff absenteeism/shortages. 
 Payroll issues during prolonged closures. 
 Telecommuting. 

 School divisions’ instruction or curriculum departments should determine and 
plan ways to maintain continuity of student learning in periods of school closure 
or during prolonged student absences. Consider students who do not have 
access to the Internet or have computers. 

 
(1) Pandemic Influenza Crisis Team Responsibilities 

 Develop the preparedness and pandemic response plan using the World Health 
Organization (WHO) phases. 

 Identify school authorities responsible for activating the pandemic influenza plan. 

 Consider and provide sufficient and accessible infection prevention supplies: 
Soap, alcohol-based hand hygiene products, masks, tissues and appropriate 
receptacles. 

 Consider provision of sufficient school operation supplies (food, cleaning 
supplies, paper supplies) during a pandemic when schools are open. 

 Develop a process with the local public health director to report a substantial 
increase in absenteeism among students and faculty. 

 Develop an Incident Command System within each school to manage the 
pandemic influenza plan, including senior administration, health services, 
communications, safety, engineering, and security. 

 Identify methods to reduce the spread of the virus. 

 Plan for the care of students who are ill and determine when ill students may 
return to school. 

 Plan for continuity of operations and identify essential services. 

 Communicate the plan to division administrative staff, school staff, 
parents/guardians, students, and the community. 

 Provide information to families for development of individual family plans. 

 Plan for the delivery of educational services in the event that a significant number 
of staff become ill. 

 Plan for the orderly closure of school operations, ongoing instruction, and 
eventual school reopening. 

 Coordinate school closure with surrounding school divisions. 

 Plan for the care of international students in Virginia’s schools. 

 Plan for the use of school facilities by community partners during the pandemic if 
the schools are closed. 

 Plan the communication process for sharing information strategies, and decisions 
with local agencies and local government. 

 Test the plan. 
 
(2) Building Administration Responsibilities 
When the division pandemic influenza/crisis plan has been updated or developed, it 
must be communicated to: 
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 School administration and staff. 

 Parents. 

 Students. 

 Local agencies. 

 School community. 
 

(a) Communication to Employees 

 Review the school crisis plan, including the pandemic influenza plan, with all 
building employees. 

 In advance, provide up-to-date and reliable pandemic influenza information. 

 Communicate and educate faculty/staff on the basic ways to stay healthy and 
reduce chances of contracting influenza. 

 Share communication methods and processes. 

 Establish building procedures for providing information to the public and news 
media. 

 Test the building plan. 
 

(b)  Communication to Student/Parents/Guardians 

 Provide information about the division/school’s pandemic preparedness and 
response plan. 

 Provide rapid and accurate communications. 

 Disseminate information to parents about the potential impact of a pandemic on 
school functioning such as arranging for childcare and continuity of instruction 
should schools be closed. 

 Provide parents tips for planning for a pandemic. 

 Provide a checklist as appropriate. See www.pandemicflu.gov/ 

 Provide culturally and linguistically appropriate communications, taking care to 
meet the needs of all students/families with special needs. 

 
b. Pandemic Influenza Outbreak Response 
Information regarding the occurrence of a pandemic in a community will be provided by 
the state and local health departments and others designated by the Commonwealth of 
Virginia. Virginia’s response to a pandemic will be guided by the World Health 
Organization (WHO) phase declaration. This response will include specific 
considerations during each phase of the pandemic regarding surveillance, vaccine 
delivery, administration of antiviral medication, and communications. Local school 
divisions must take action at each phase, particularly with respect to school-based 
containment measures. The following provides recommendations for activities in 
response to WHO phases. 

c. Interpandemic Period 
When cases of an Epidemic Respiratory Infection are occurring in countries other than 
the United States, but have yet to be reported domestically or in neighboring countries, it 
is recommended that the local school division take these actions: 
 

(1) Access Control 

 Develop a policy that enables school administrators to control access to the 
buildings. 

 Each school should have a plan to lock down certain entrances and exits and to 
monitor others, if necessary. 

 Identify a main entrance and an indoor screening area where students and staff 
will be screened prior to moving to classrooms or other areas of the building for 
each school. 
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 Develop a plan to close down or curtail bus transportation when necessary. 
 

(2) Surveillance, Screening and Triage 
During all stages of a pandemic flu outbreak, it will be essential to monitor and document 
the number of students and faculty who are absent and meet the definition of influenza-
like illness. Keeping track of these numbers will help school and health officials 
determine when and whether to close schools, whether the epidemic is increasing in 
scope and whether to declare an epidemic, making schools eligible to apply 
for reimbursement of ADA funds during increased absenteeism. 

 Building-level school health services personnel (registered nurses, licensed 
practical nurses, nursing assistants, or principal’s designee) will develop a plan to 
screen all students and staff. Younger children may be observed by health 
services personnel for cough. Older children may be asked the following 
question: “Do you have a new cough that has developed over the last 10 days?” 

 School health services personnel will provide staff and students who have a new 
cough with tissues. Surgical masks are not appropriate for all situations, but for 
specific health care settings (school health office). 

 School health services personnel will document screening data and review each 
week for analysis of trends. 

 The school nurse will evaluate individuals who have a new cough or fever 
(temperature ≥ 100.4) and place all individuals who have fever and a new cough 
on droplet precautions, pending further evaluation. 

 Students who have been identified as ill will be placed in an identified isolation 
room for sick children until picked up by parents. 

  Local school division health services staff have the authority to restrict 
individuals (staff and students) who have fever and a new cough from work, 
class, or any other group gathering. They also have the authority to send any 
student or staff home that they suspect may have a communicable disease that 
puts others in the school at risk. The legal authority is found in the Code of 
Virginia §22.1-272, Contagious and infectious diseases, and is accessible online 
at: http://leg1.state.va.us/cgi-bin/legp504.exe?000+cod+22.1-272. 

 Absenteeism will be monitored for any trends. School health staff will work with 
school administrators, social workers and attendance clerks to monitor absentee 
trends. Significant trends will be reported to the School Nurse Coordinator or 
School Health Contact Person, who will inform the Superintendent and the local 
health department. 

 Infection control posters will be placed at all school entrances and common areas 
to encourage all persons entering the school buildings to self-screen. Posters are 
available for downloading on the Virginia Department of Health Web site: 
http://www.vdh.virginia.gov/PandemicFlu/Schools.asp. Poster information will 
include health tips for protection against the spread of the flu and other germs 
and viruses. 

 The School Health Services Nurse Coordinator will monitor national, regional, 
and local data related to epidemic respiratory infections. Information will be 
posted on the Virginia Department of Health’s Pandemic Flu Web site at 
http://www.vdh.virginia.gov/PandemicFlu. 

 
(3) Infection Control/Precautions 

 All staff, students, and visitors will use droplet precautions (private room and 
surgical mask within 3 feet of ill person) for all contact with any individual who 
has a new cough and fever, until a diagnosis of a non-contagious respiratory 
illness, or an infection requiring a higher level of precautions is made. 

http://www.vdh.virginia.gov/PandemicFlu/Schools.asp
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 If students, staff or visitors display symptoms while at school, they should be 
provided a mask while awaiting transportation away from the facility. 

 School staff will ask persons who have a new cough to wear a surgical mask or 
use tissues to cover their mouth and nose when coughing, and to use proper 
hand hygiene during the time they need to be in the school building (Note: 
wearing a surgical mask is not a guarantee of protection in a general setting). 

 Wash hands thoroughly and often: use soap and water and wash for at least 20 
seconds. Use alcohol-based hand sanitizers when hand washing is not possible. 
It is advised that all classrooms have alcohol-based hand sanitizers available for 
use by students and staff. 

 Schools will advise all persons, including staff, students, and visitors, who have 
fever and cough to defer attending or visiting the school until their illness has 
been resolved. 

 If an isolation room is in use, a precaution sign will be placed on the door. 

 Schools will maintain adequate supplies of surgical masks, waterless hand rub, 
surface cleaners and disinfectants, and tissues throughout public areas, 
classrooms, and meeting rooms and in the school health offices. All surfaces will 
be cleaned and disinfected with an Environmental Protection Agency (EPA)-
registered household disinfectant labeled for activity against bacteria and viruses, 
an EPA-registered hospital disinfectant, or EPA-registered chlorine 
bleach/hypochlorite solution. Labeled instructions should always be followed 
when using any of these disinfectants. The Maintenance Facilities Department of 
each school division will provide this disinfectant to the schools in an 
appropriately labeled container. 

 Maintain appropriate inventories of supplies. 

 Protocols for waste disposal must be developed. 

 Schools will display hand-washing posters and cover your cough posters in high-
traffic areas and classrooms. Posters available at: 
http://www.vdh.virginia.gov/PandemicFlu/Schools.asp. 

 Provide frequent training for school staff in procedures and protocols. 
 
(4)Communication/Education 
School divisions will develop an effective and sustainable plan for communication and 
promotion of messages relating to epidemic respiratory infections to internal and 
external audiences. 

 Infection control measures will be reviewed with staff, annually, as well as 
strategies for communicating information to health services providers in the event 
of an epidemic respiratory infection. 

 Translation services for languages in the represented student population will be 
provided. 

 A variety of media may be used to communicate with the school community 
including: newsletters, take-home flyers, messages on school menus, Web sites, 
school TV channels, county TV channels, and phone hotlines. (Samples are 
provided in Appendix A of the Guidelines.) 

 
d. Pandemic Alert Period 
In the event that a case of pandemic influenza affects a community member or a close 
contact of a community member of your school division, activities will be modified to 
reflect increased risk of exposure and disease spread within the school community. The 
following recommendations should be addressed in the event that a case of pandemic 
influenza is suspected, or has been confirmed, but there is no documented community 
spread of the disease. Activities are cumulative through the phases, and therefore, those 
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activities from the Interpandemic Period should be carried over to this phase and 
supplement the recommendations below. 
 

(1) Access Control 

 Review the need to restrict the use of school facilities and group activities within 
school buildings. This decision will be made by the School Division 
Superintendent in consultation with the local Health Department Director. 

 Implement applicable portions of the access control plan created in the 
Interpandemic Period. 

 
(2) Surveillance, Screening and Triage 

 Infection control signs will be posted at all entrances, and in all common areas (in 
dormitories, libraries, gymnasiums, auditoriums, cafeterias, classrooms, 
restrooms). 

 Persons who self-identify with cough, fever or flu symptoms will be instructed to 
don surgical masks and should go to the school health office for clinical 
evaluation. 

 Health services personnel who suspect, after initial clinical evaluation, that a 
person may have an epidemic respiratory infection, will immediately contact the 
School Nurse Coordinator or Health Services Contact Person and the local 
health department. 

 Staff and students who have had contact with suspected patients must register 
with health services and be screened daily for fever or respiratory symptoms. 

 Surveillance will increase for individuals and groups as indicated by the Centers 
for Disease Control and Prevention and the local health department. Staff and 
students will be screened by use of questionnaires and physical assessment. 

(3) Infection Control/Precautions 

 Airborne, droplet, and contact precautions are required for all contact with any 
person who has screened as a possible influenza case, until an alternate 
diagnosis is made. 

 Droplet precautions will be required for any person who has a new cough and 
fever (100.4 or higher), but no risk factors for pandemic influenza, until a 
diagnosis of a non-contagious respiratory illness, or an infection requiring a 
higher level of precautions, is made. School Health Services personnel have the 
authority to exclude any individual with a new cough and fever until a diagnosis 
of non-contagious respiratory illness is made. 

 
(4) Communication/Education 

  Communicate, to the community, the criteria for school closure or curtailed 
operations. 

 Provide timely and accurate information to parents. 

 Post designated staff members at high-traffic areas, onsite, to answer questions 
and direct persons to the school health office for evaluation, as needed. 

 Local school divisions, in collaboration with the local health department, will keep 
the community informed and provide education about disease prevention and 
symptom surveillance through activities outlined in the interpandemic period. 

 
e. Pandemic Period 
When there is evidence of institutional transmission of pandemic influenza or if there is 
widespread human-to-human transmission in the local community, the school division 
will enter the highest level of alert, with restrictions on access to the facilities and 
buildings. At this level the school divisions will consider implementing the following 
actions: 
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(1) Access Control 

 All entrances to the schools will be locked except for the main entrance. 

 Entry into schools will be restricted to the following people: 
o Staff and students. 
o Parents/guardians of students. 
o Authorized emergency response personnel. 

 Cafeteria activities may be suspended or modified. 

 A plan should be developed for delivering meals to students if the cafeteria or 
group-style dining is closed. 

 Delivery of box or bag meals to the classrooms with the assistance of school staff 
may be necessary. 

 There may be some degree of suspension of activities, including sporting events, 
arts performances, and classes as determined by the local school division 
superintendent in consultation with the local health department director. 

 Gatherings of groups larger than normal class size may be limited during the 
school day (e.g., assemblies, recess). 

 Student spacing may be necessary. This refers to placing distance between 
individuals to reduce the spread of the virus between people. Education 
regarding student spacing should be provided to all staff, students and parents. 

 An appropriate room for isolation should have been designated and will be 
utilized at this time. 

 Access to this room should be strictly limited and monitored. 

 Bus transportation for students, on and off campus, may be consolidated or 
suspended. In some instances, staggered bus routes should be considered to 
decrease the number of students on each bus. 

 Bus drivers should be trained and authorized to use a screening process and 
infection control procedures. They should have the authority to deny boarding of 
sick students or to have students sit in a designated area on the bus and wear a 
mask. 

 A bus may be designated to transport sick students home. 

 Parents should be made aware of the policies for transporting students. 

 The decision to close a school division may be made as a means to prevent 
further spread of an epidemic, or in response to high student and/or staff 
absenteeism by the superintendent in consultation with the local emergency 
pandemic team and/or the local health department director. 

 The decision to close a school must always be communicated to the parents and 
community in a timely manner. 

 
(2) Surveillance, Screening and Triage 

 Students and staff who have a fever and cough will be asked to stay home. 
Absences should be reported to the school attendance office. 

 Those allowed into the school building will be screened for fever or cough and 
have their temperatures taken. Each person cleared to enter the building will be 
given something to indicate that they are free to enter the building (e.g., a sticker, 
a card, a stamp on their hand). 

 Students who are identified as having fever or cough will be instructed to don a 
surgical mask, use waterless hand rub, and go to a designated isolation area to 
be picked up by a parent/guardian. 

 Adults and students accompanied by an adult may be excluded from entry into 
the school and instructed to call their health care providers for advice and 
evaluation. 

 In a state-operated residential school, after clinical evaluation, a student who has 
fever or cough may be allowed to remain at the school with precautions unless 
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the student requires further medical evaluation. The superintendent, in 
consultation with the local health director, will develop the policy. 

 The name and phone number/address of all persons seen with fever and new 
cough will be recorded and reported daily to the local school division school 
nurse coordinator or school nurse supervisor. This information will be shared with 
the local health department. 

 If a person warrants medical evaluation, health services staff should alert the 
appropriate medical resource that a suspect case needs evaluation so that the 
referral center can make arrangements for infection control precautions. 

(3) Infection Control/Precautions 
 Adequate supplies of personal protective equipment, hand sanitizer and tissues 
will be maintained throughout each school in the division. The local school 
purchasing department will ensure the maintenance of stock. 

 Students and staff who have had contact with suspected patients should be 
screened daily for fever or respiratory symptoms by school health staff. 

 Wash hands often. Hand washing is the best protection against infection. 

 Cover your cough. Use the “elbow salute” for coughs and sneezes. 

 During seasonal influenza, get the flu shot. This is not protection from avian 
influenza but keeps individuals and the population in optimum health and 
therefore better able to resist an infection like avian flu. 

 Employees and students who have flu or flu-like symptoms should not come to 
school. 

 In a school residential setting, students with fever and cough should be isolated 
from other students including exclusion from all events (sports, classes, group 
meals) until a diagnosis is confirmed. If the student shares a room with other 
students, arrangements should be made for the student to be given a private 
room (for example, to remain in health services in a private patient room or in an 
empty dorm room). Arrangements should be made to provide the students with 
necessary items, including meals, water, and items for hygiene. 

 Student spacing strategies may be employed to decrease contact with students 
who may be infected but not exhibiting symptoms. 

 
Further… 

1. It is recommended that students’ desks be spaced three (3) feet apart. 
2. Discourage prolonged congregation in hall ways and lunch rooms. 
3. Stagger school schedules. 
4. Stagger bus routes, so there are fewer people on each bus. 
5. Limit group activities and interaction between classes. 
6. Cancel gym class, choir or other school activities that place individuals in close 

contact. 
 

Alter school cleaning routines by maintenance staff. 
1. Disinfect shared work areas, counters, restrooms, door knobs and stair railings 

more frequently during the influenza pandemic. 
2. The school health office and holding areas for ill children should be cleaned at 

least twice each day. 
3. Air conditioning system filters should be cleaned and changed frequently. 
4. Telephones should not be shared. 
5. Specialized cleaning solutions are not essential. Standard cleaning products 

are adequate (including soap and water) and can disinfect surfaces. The 
frequency of cleaning is most important. 

6. During the day, where operationally possible, increase ventilation to the facility 
to decrease spread of disease. Following each school day, the school should 
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be thoroughly ventilated and cleaned: opening all doors and windows or 
turning the air conditioning/heating systems up. 

(4) Communication/Education 

 Updates will be provided by the school division emergency pandemic team to the 
community, parents, students and staff on a daily basis or more often, as 
needed, on the progress of the pandemic and its effects. 

 If schools are closed, parents and students will be advised as to how classroom 
assignments are to be continued, completed and submitted for grading. 

 If schools are closed, parents and students will be notified about reopening 
procedures. 

 In the event of prolonged school closure or repeated school closures, parents 
and students will be notified about any changes that will occur in grading policies, 
testing and graduation requirements, in a timely manner. 

 Upon reopening, the emergency pandemic team will ensure debriefing of 
administration, staff, parents and students. Every effort should be made to have 
additional mental health resources available for the successful transition of 
students and staff back into the school setting and a normal routine. 

 Upon reopening, the school division should remain on heightened alert, replenish 
an adequate supply of all needed materials and be prepared for additional waves 
of disease. 

 

18. PERCEIVED CRISES 
Perceived crises are conditions or situations, often community-based, which are 
perceived as potentially affecting a large number of people. Examples of perceived crisis 
include racial events, school rivalry situations, events in which a group feels left out or 
not represented, introduction of new school procedures without adequate warning, real 
or perceived unsafe conditions such as toxic fumes or food poisoning, gang-related 
activities, or exposure to infectious diseases or other contagious conditions. It is the task 
of those in charge to defuse any irrational response. 
 
Prevention/Mitigation 

 Identify situations in advance that may be perceived crises. 

 Establish open lines of communication with students and staff. 

 Develop a procedure for dealing with the public and the media. 
 
Response 

 For any health condition, immediately contact the appropriate health authorities. 

 Don't panic. Project a sense of calm and control. 

 Gather detailed and accurate information about the perceived crisis. 

 If necessary, call a team meeting to assess the situation and make decisions on 
what actions to take. 

 Provide appropriate faculty, staff and those individuals or groups affected by the 
situation with specific information. 

 Designate someone who would act as a single point of contact for controlling 
rumors. Keep lines of communication open; a feeling that secrets are being kept 
can increase the sense of crisis. 

 Have trained individuals available to speak with small groups of students/staff. 

 Take all actions that you have determined necessary to prevent a more serious 
situation from developing. 

 
Recovery 

 Conduct stabilizing activities as soon as possible to project an atmosphere of 
normal conditions. 
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Conduct follow-up and assessment activities with team members and other staff. 
 

 
19. SHOOTINGS/WOUNDINGS/ATTACKS 
SAMPLE PROCEDURES FOR SHOOTINGS/WOUNDINGS/ATTTACKS 
Checklist 

� Assess the situation. 

� Call: 9-1-1 Police, School Resource Officer, Ambulance (Alert: Some school phones 

require the use of a prefix, usually 9, for an outside call.) 

� Initiate LOCKDOWN 

� Establish a command post with several telephones available. 

� Implement first aid procedures until rescue service arrives. 

� Notify Superintendent's Office. 

� Keep a written log of events. 

 
After the danger has passed: 

� Prepare a written memo for staff and parents. 

� Implement necessary follow-up activities. 

� Call emergency staff meeting. 

 
Specifics 
1. Notify the police, and other necessary emergency staff. 
2. Determine if the perpetrator is still on premises - determine number of victims and 
identify witnesses. 
3. The emergency signal to staff and students should convey the seriousness of the 
situation. Follow-up announcements will be necessary to keep everyone informed. 
Prepare a general statement of the facts. 
4. Establish a command post to handle the load of the Crisis Team and to direct the 
press and concerned members of the community to the Public Information Office. 
5. Implement necessary first aid procedures through trained staff, school nurse, nurse's 
aide, physical education department, and/or athletic trainer. Direct rescue personnel to 
injured and give any required assistance. Designate staff member to accompany 
victim(s) in ambulance. 
6. Contact Superintendent's Office. 
7. Identify a place where a log of events is to be kept. Record all significant events, 
actions, and individuals that are involved. 
8. Keep staff informed through a memo or emergency staff meeting. Parents may be 
informed through a letter sent home with students. 
9. Follow-up management should be well-delegated. Crisis counseling for students and 
staff may be needed, and security concerns should be considered. All staff will assist in 
restoring building to normal state. Reopen school as soon as possible. 
10. Call emergency staff meeting. 

 
20. SUICIDES 
A school’s general response to a suicide does not differ markedly from a response to 
any sudden death crisis, and the SAMPLE DEATH PROCEDURES can appropriately be 
implemented. However, some issues exclusive to suicide require specific attention. 

 Direct staff and others not to repeat information until verification is obtained. 

 Notify superintendent. 

 Convene Crisis Response Team and assign duties. 
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 Notify building support staff, such as counselors, psychologist, and social 
workers. 

 Inform closest friends of the affected student and provide support. 

 Prepare formal statement or announcement. 

 Announce time and place of emergency staff meeting. 

 Identify other/additional students, staff, and parents likely to be most affected by 
news. 

 Assess need for additional community resources. 

 Assign trained staff or community professionals to: 

 Provide grief support to students; 

 Review and distribute guidelines for classroom discussion to teachers; 

 Stand in for absent/affected/substitute teacher; and 

 Distribute lists of community resources. 

 Make official announcement. 

 Hold emergency staff meeting. 

 As needed, assign team members and other staff to monitor grounds, notify 
parents, support staff, and feeder schools; provide support to staff; collect 
student belongings and withdraw student from school rolls. 

 
Avoid glamorizing the act. 

 Do verify the facts, and treat the death as a suicide. 

 Do acknowledge the suicide as a tragic loss of life. 

 Do provide support for students profoundly affected by the death. 

 Do emphasize that no one is to blame for the suicide. 

 Do not dismiss school or encourage funeral attendance during school hours. 

 Do consider establishing a fund for contributions to a local suicide prevention 
hotline or crisis center or to a national suicide prevention organization. 

 Do not organize school assemblies to honor the deceased student or dedicate 
the yearbook or yearbook pages, newspaper articles, proms, athletic events, or 
advertisements to the deceased individual. 

 Do not pay tribute to a suicidal act by planting trees, hanging engraved plaques, 
or holding other memorial activities. 

 
21. Terrorism 
a. General Information 
The terrorist attacks in September 2001 have brought to light the need for school crisis 
management plans to include strategies to protect students and staff in the event of 
subsequent attacks. Two key variables in responding to a terrorist attack are the nature 
of the terrorist threat and how much warning time that is available. In all cases of terrorist 
threat school officials should establish and maintain close communication with local 
public safety officials. 
 
b. Types of Terrorist Attacks 
The Federal Bureau of Investigation (FBI) categorizes terrorism in the United States as 
one of two types: domestic terrorism or international terrorism. 
 
Domestic Terrorism: Involves groups or individuals whose terrorist activities are directed 
at elements of our government or population without foreign direction. 
  
International Terrorism: Involves groups or individuals whose terrorist activities are 
foreign-based and/or directed by countries or groups outside the United States or whose 
activities transcend national boundaries. 
 



 125 

c. Weapons of Mass Destruction 
According to the Federal Emergency Management Administration (FEMA), the weapons 
of mass destruction (WMD) likely to be used by terrorists fall into four categories: 1) 
conventional, 2) chemical, 3) biological, and 4) nuclear. Some preliminary considerations 
are set forth below: 
 
d. Conventional Weapons 
Conventional weapons include bombs and other explosive devices. The goal is to place 
students and staff in a protected space and/or to increase the distance from the blast 
area. Possibilities include: 
Move to basement rooms, if possible. 
Move to interior hallways, away from windows, closing doors to exterior rooms. 
Students/staff assume “duck and cover” position. 
Shut off gas utilities. 
If school buildings themselves are targeted, evacuation to other schools or community 
spaces such as community centers or churches should be considered.  Release 
students to their parents / other authorized persons in accordance with emergency 
release procedures. 
 
e. Chemical Weapons: 
Chemical agents are poisonous gases, liquids or solids that have toxic effects on people, 
animals or plants.  Most chemical agents cause serious injuries or death. The goal is to 
limit exposure to contaminated air.  In the absence of gas masks which are not available 
in sufficient quantity and present other practical problems, get all students into buildings, 
close all windows and doors, and shut off heat, ventilation, and air conditioning (HVAC) 
systems. Ground level spaces are preferable to basement areas because vapors may 
settle and become trapped in basements.  Decisions to evacuate should be based on 
reliable information from public safety officials about the location of the chemical release 
and the direction and speed of winds carrying the agent toward or away from the school. 
If students are released to parents, procedures to minimize the penetration of airborne 
substances must be employed. 
 
f. Biological Weapons: 
Biological agents are organisms or toxins that have illness-producing effects on people, 
livestock and crops. They can be dispersed as aerosols or airborne particles. Biological 
weapons present a particular challenge because symptoms may not present for days or 
weeks following exposure. Schools must rely on medical expertise in the development of 
procedures for responding to biological attack. Consider the following: 
If an attack is identified while it is occurring, schools should get students into buildings, 
close all doors and windows, and shut down HVAC systems. Just as with chemical 
weapons, the goal is to prevent or reduce exposure to the substance. 
Release students to their parents / other authorized persons in accordance with 
emergency release procedures. 
Because many biological weapons are contagious, school will likely be closed after an 
attack, pending clearance by medical authorities. 
 
g. Nuclear Weapons 
Just as with conventional weapons, the goal is to place students and staff in a protected 
space and / or to increase the distance from the blast area. Such weapons present a 
threat of not only blast effect but also exposure to radiation. Possibilities include: 
Move to basement rooms, if possible. 
Move to interior hallways, away from windows, closing doors to exterior rooms. 
Students/staff assume “duck and cover” position. 
Shut off gas utilities. 
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Release students to their parents / other authorized persons in accordance with 
emergency release procedures. 

 
22. WEAPONS SITUATION 
SAMPLE PROCEDURE FOR WEAPONS SITUATION 
Checklist 

� Assess the situation. 

� Notify police. 

� Gather information. 

� Isolate individual or suspect. 

� Do not use force or touch the person or weapon. 

� Remain calm. 

� Notify another administrator what the situation is. 

� Use emergency signal to notify teachers of the threatening situation and institute 

lockdown procedures until all is clear. 

� Notify Superintendent. 

� Refer media questions to the Director of Community Relations. 

 
Specifics 
1. Assess the situation. 
2. Notify police. Provide as much information as possible. Be prepared to act as a 
resource and liaison between school and police. If necessary, have a map of the school 
available for police. 
3. Gather as much detailed information as possible. Try to determine: 

 Location, identity and detailed description of individual. 

 Location and description of weapon. 

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

4. Isolate individual or suspect. (If weapon is in a locker or elsewhere, prevent access to 
it.) 
5. Confer with police when they arrive. They will advise you how they intend to proceed. 
6. If interaction with the individual is imminent, do not use force or touch the person or 
weapon. Avoid sudden moves or gestures. 
7. Remain calm. Try not to raise your voice -- but, if this becomes necessary, do so 
decisively and with clarity. Your tone and demeanor will strongly influence the outcome 
of the crisis. 
8. Be certain that at least one other administrator (or designee) is aware of the situation, 
but limit information to staff and students on a need to know basis. 
9. Notify Superintendent. 
10. Use emergency signal to notify teachers of the threatening situation and have 
teachers keep students in classroom until all is clear. 
11. Refer media questions to the Director of Community Relations. 
12. Call emergency staff meeting. It is important that staff members leave with accurate 
information about the incident and subsequent actions to be taken. 
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23. Weather Emergencies/Disasters 

 
Developing a Severe Weather Emergency Plan for Your School 
 
Set Up an In-School Weather Information Center 
• Use a tonal alert National Oceanographic and Atmospheric Administration (NOAA) 
weather radio. 
• Locate the weather radio near the person responsible for enacting the plan. 
• Display a map showing local counties and towns; use to locate storms and track their 
movement in reference to your school 
 
Establish a Method of Alerting Teachers and Students 
• Use a PA system with back-up alerting device such as a compressed air horn or 
megaphone. 
• Provide wireless communication devices for detached buildings and gymnasiums. 
• Make arrangements for handicapped students or others needing assistance. 
 
Identify Tornado and High Wind Safety Zones Within the School 
• Get recommendations from an engineer or architect. 
• Locate areas of best protection: small interior rooms, bathrooms, windowless interior 
hallways (with short roof spans). 
• Stay away from areas of highest probability of failure: exterior walls and windows, 
rooms with large roof spans, upper level rooms, roof, interior glass, non-load bearing 
walls, mobile classrooms. 
 
Set Guidelines for Activating the Severe Weather Plan 
Thunder: Delay outdoor activities. 
Tornado or Severe Thunderstorm Watch: Postpone outdoor activities, move students 
from mobile classrooms and gymnasiums, post school personnel trained in spotting 
severe weather to watch the storms as they approach, move students from areas with 
skylights. 
Tornado Warning: Should your school be in the storm path, enact an immediate “call to 
action.” Before the storm arrives, begin moving students from unsafe areas, post a 
trained employee to act as a storm spotter. Move all students to tornado safe areas. If 
winds begin to pick up, have students and teachers drop immediately into the protective 
position. 
 
Plan for Special Problems 
• Consider what to do if classes are changing, students are at lunch, or the buses are 
about to leave as the storm threatens. 
• Make arrangements for disconnecting the gas and electricity. 
 
Practice the Severe Weather Emergency Plan 
• Conduct drills in September and March. 
• Coordinate drills with a severe weather education and awareness program. 
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a) EARTHQUAKE 
Earthquake Preparation 
Preparation - Identifying Potential Hazards 
In the event of earthquake, objects such as the following could cause serious injuries to 
students and staff: 

 Unsecured bookshelves. 

 Unsecured wall shelves. 

 Freestanding cabinets. 

 Unsecured television monitors and other equipment. 

 Rolling pianos. 

 Hanging plants. 

 Heavy objects stored in high locations. 
 
Some questions for the school safety team: 

 Are toxic, corrosive, and flammable materials (including lab supplies and 
chemicals) stored properly and securely? 

 Are warning signs posted in areas housing hazardous materials? 

 Are appliances (water heaters, space heaters, power tools, etc.) securely 
anchored? 

 Are fire extinguishers checked according to fire code requirements and secured 
against falling? 

 Are office cabinets secured against falling; do drawers have adequate latches to 
prevent contents from spilling? 

 Are "portable" buildings properly tied to foundations? 

 Are automatic gas shut-off valves installed? 

 Are light fixtures and ceiling fans adequately supported? 
 
Securing Evacuation Routes 
It is important to consider various emergency scenarios and to identify hazards that may 
exist – or which could occur -- along the designated evacuation routes. Although some 
of the hazards listed below are particularly relevant for earthquake situations, many of 
them apply for other emergency situations. Local fire officials may be able to assist in 
carrying out this assessment. 
� Do hallways and/or doors contain glass panels? Are these panels of safety (tempered) 
glass? 
� Do lockers, bookshelves and other storage units line the hallways? After an 
earthquake or storm, hallways may be cluttered with debris from ceilings, fallen light 
fixtures, broken glass, and toppled storage units. Students should be advised to 
anticipate these hazards. 
� Is lighting dependent on electricity rather than sunlight? If the lights fail in enclosed 
hallways or stairs, it will be much more difficult for students and staff to evacuate safely. 
Are emergency lights present and secured against falling? 
� Does your school have elevators? Elevators are extremely vulnerable to damage from 
earthquakes. Post signs near the elevators prohibiting their use in the event of fire and 
earthquakes. Make sure you have plans and procedures for helping mobility-impaired 
students and staff evacuate safely from all parts of the facility. 
� Do the exit routes pass under canopies? In an earthquake or strong storm, exterior 
canopies, roof-overhangs, porches, and supporting columns may collapse. Escape 
routes could be blocked or become hazardous. 
� Is the school building faced with parapets, balconies or cornices? Roof tiles, parapets, 
balconies, cornices and other structural elements may fall during an earthquake. These 
structures may be weakened and not fall immediately. 
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� Are gas, sewer and power lines located near the evacuation routes or near outdoor 
assembly areas? If the school must be evacuated, students and personnel should not go 
to areas where these hazards are located. There could be greater risk of harm to 
students and staff, and their presence could hinder repair crews. 
 
Neighboring Hazards 
The school team also needs to evaluate the neighborhood and areas adjacent to school 
grounds for potential hazards including businesses and factories. These hazards could 
affect evacuation routes or present additional hazards. Some neighboring hazards that 
may require specific planning include the following: 

 Facilities containing toxic, chemically reactive, flammable and radioactive 
materials. 

 High-voltage power lines. 

 Transportation routes of vehicles carrying hazardous materials. 

 Underground gas and oil pipelines. 

 Underground utility vaults and above ground transformers. 

 Multi-story buildings vulnerable to damage or collapse. 

 Water towers and storage tanks. 

 Storage facilities for agricultural chemicals. 

 
Earthquake Response 
 
When Inside School Buildings 
1. Personally execute Action DUCK, COVER AND HOLD ON upon the first indication of 
an earthquake. 
2. Try to avoid glass and falling objects. Move away from windows where there are large 
panes of glass and out from under heavy suspended light fixtures. (The same applies to 
other staff members.) 
3. When the earthquake is over, initiate Action LEAVE BUILDING. Special consideration 
should be given to exit routes as many older schools have heavy architectural 
ornaments over main entrances. 
4. Post guards a safe distance away from building entrances to see that no one re-
enters the buildings. Identify guards.  
5. Warn all personnel to avoid touching electrical wires which may have fallen to the 
ground. 
6. Notify the appropriate Division official. 
7. Notify the appropriate utility company of breaks or suspected breaks in utility lines or 
pipes. 
8. Inspect school buildings. When damage is apparent, contact superintendent and 
determine the advisability of closing the school. 
9. Initiate any other Action deemed necessary, or return to normal routine. 
 
When Outside on School Grounds 
1. Execute those Actions required under 4 through 9 above. 
At Times Other Than School Hours 
1. Inspect school buildings. When damage is apparent, contact the superintendent and 
determine the advisability of closing the school. 
2. If school must be closed, notify staff members and students. 
Notify the Division Office who will inform public information media as appropriate. 
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b) HURRICANE 
Hurricane Preparation 
Outdoors 
Protect windows and doors 
Protecting windows and doors is one of the most effective actions you can take to 
reduce your risk of wind damage. High winds and windborne debris can easily break 
unprotected windows and cause doors to fail. Once wind enters a building, the likelihood 
of severe structural damage increases, and the contents of the building will be exposed 
to the elements. The most reliable method of protecting windows and doors is installing 
permanent storm shutters. Alternatives include using temporary plywood covers, 
replacing existing glass with impact-resistant glass, and covering existing glass with 
a protective film. 
 
Remove trees and potential windborne missiles 
If the area immediately surrounding the school building contains trees, outbuildings, 
trash cans, or other materials that can be moved by the wind, the school structure will be 
more likely to be damaged during a hurricane or tornado. The wind can topple trees and 
can pick up smaller objects and drive them through windows and glass doors. All 
storage sheds and other outbuildings should be securely anchored, either to a 
permanent foundation or with straps and ground anchors. Smaller objects should also be 
anchored or moved indoors. 
 
Indoors 
Protect Records and Equipment 
To reduce vulnerability, determine which records, files, and materials are most 
important; consider their vulnerability to damage during different types of disasters (such 
as floods, hurricanes, and earthquakes); and take steps to protect them, including the 
following: 

 Raising computers above the flood level and moving them away from large 
windows; 

 Moving heavy and fragile objects to low shelves; 

 Storing vital documents (plans, legal papers, etc.) in a secure off-site location; 

 Regularly backing up vital electronic files (such as billing and payroll records and 
customer lists) and storing backup copies in a secure off-site location; and 

 Securing equipment that could move or fall during an earthquake. 
 
PROCEDURE FOR HURRICANES 
Hurricanes are events that can produce extremely high winds, tornadoes, and torrential 
rain (leading to mud slides and flash floods), and can drive storm surge onto coastal 
areas. 
Secondary hurricane events include: 

 Surge inundation 

 Rainfall flooding 

 High winds 

 Power outages 

 Tornadoes spawned by hurricanes 

 Hazardous material spills 

 Wind-borne debris 

 Fallen trees 

 Building damage 
 
Hurricane alerts include: 
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Hurricane watch 
A hurricane watch (HWA) is issued for a specified coastal area for which a hurricane or a 
hurricane-related hazard is a possible threat within 36 hours. 
 
Hurricane warning 
A hurricane warning (HWW) is issued when a hurricane with sustained winds of 74 mph 
(65 knots, 118 kph) or higher is expected in a specified coastal area in 24 hours or less. 
 
When a hurricane is imminent: 
Stay tuned to local radio, National Oceanic and Atmospheric Administration (NOAA) 
weather alert radio, or television for weather advisories and special instructions from 
local government. 
 
Upon issuance of a hurricane warning: 

 Send students home according to division procedures. 

 Cancel school as necessary. 

 Close schools in threatened area(s). 

 Prepare facilities for hurricane. 

 If a facility is designated as a shelter, prepare the shelter. 
 
Threat of Flooding 
Monitor NOAA Weather Radio All Hazards and emergency alert radio stations. Stay in 
contact with emergency management officials. 

  Review evacuation procedures with staff. 

  Check relocation centers. Find an alternate relocation center if primary and 
secondary centers would also be flooded. 

 Check transportation resources. 

 If division officials and emergency responders advise evacuation, do so 
immediately. 

 Teachers take class “go-kits” and rosters. 

 Teachers take attendance. 

 Notify parents/guardians according to division policy. 
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c) LIGHTNING 
PROCEDURE FOR LIGHTNING 
Lightning is a powerful natural electrostatic discharge produced during a thunderstorm. 
Lightning causes more deaths annually than do hurricanes or tornadoes. To prepare for 
lightning, train all appropriate school personnel in Cardiopulmonary Resuscitation (CPR), 
Automated External Defibrillator (AED), and First Aid. Lightning victims can often be 
revived. In the event of a lightning threat: 

 Move students inside a permanent structure. 

 Stay tuned to local radio, NOAA weather alert radio, or television for weather 
advisories and special instructions from local government. 

 Cancel outside recess. 

 Conduct physical education classes indoors. 
 
In the event of lightning, stay away from: 

 Open doors 

 Glassed in areas 

 Radiators 

 Stoves 

 Metal pipes 

 Sinks 

 Plugged-in electrical appliances 
 
If in a vehicle, stay in the vehicle unless it’s a convertible. If the vehicle is a convertible, 
then find shelter elsewhere. 
 
If outdoors, and no permanent structure is available for shelter, lie as flat as possible in 
a ditch for best protection. 
Avoid: 

 Open doors 

 Highest object in area 

 Hilltops 

 Open spaces 

 Wire fences 

 Exposed sheds 

 Trees (stay twice as far away as the tree is tall) 

 Being in bodies of water 

 Using telephones or electrical equipment 
 
Develop a policy for students who walk home or drive their own vehicle: 
Keep students at school under supervision until the storm passes, walking is safe, or 
transportation is provided.  Alternate options include:  

 Dismissing students early, before an anticipated storm becomes severe. 

 Providing emergency transportation. 

 Developing policies for school cancellation, delayed school opening, or late 
dismissal when road conditions are unsafe. 

 
When an electrical charge is felt hair, stands on end and skin tingles.  Lightning may be 
about to strike you; drop to the ground immediately! 
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d) TORNADO 
PROCEDURES FOR TORNADO 
Each school should develop a tornado drill annually. Procedures for both Tornado Watch 
and Tornado Warning will be practiced. Each school should develop a map to determine 
areas of shelter to be used during a tornado emergency. Areas of large roof expanses 
(gyms and cafeterias), and areas with considerable glass should not be used as 
shelters. The safest shelter areas are interior windowless rooms and hallways that have 
load-bearing walls and are on the lowest possible level. Upon request, Risk 
Management and 
Security staff will assist school staff in conducting a building assessment. 
 
TORNADO WATCH - No funnel clouds have been sighted but weather conditions exist 
that are conducive to their formation. 
Principal 
• Advise teachers and staff via the P.A. system that a tornado watch is in effect. 
• Advise teachers to review the “drop and tuck” command and designated areas of 
shelter with students. 
• Designate staff to monitor NOAA and television broadcasts for additional information. 
• Bring students located outside of the building or in classroom trailers into the main 
building. 
• Advise the custodian or building engineer to be prepared to shut off the main gas 
supply valve in the event of a tornado warning. 
• Ensure that a plan is in place to assist special needs students and staff. 
• Use a  predetermined emergency signal such as an air horn.  (Do not use the same 
signal as used for a fire drill.  Also, assume electricity will be out.) 
 
"DROP AND TUCK" 
Protect yourself . . . 
Lie face down, 
Draw your knees up under you, 
Cover the back of your head with your hands. 
 
Teachers 
Review the “drop and tuck” command designated areas of shelter with students. 
Close windows and blinds. 
Be prepared to “drop and tuck” under desks if the immediate command is given over the 
P.A. system 
or if there is an immediate need to do so. 
Tornado Danger Signs 
Severe Thunderstorms - Thunder, lightning, heavy rains, and strong winds. 
Hail - Pellets of ice from dark-clouded skies. 
Roaring Noise - Like a hundred railroad locomotives; crashing thunderous sound. 
Funnel - Dark, spinning "rope" or column from the sky to the ground. 
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TORNADO WARNING - A funnel cloud has been sighted or indicated on radar. The 
approximate location and direction is usually broadcast during the warning. 
 
Principal 
• Advise teachers and staff of the tornado warning. 
• Advise all teachers to escort classes to their pre-designated areas of shelter. 
• Notify pre-designated staff to keep a look out in order to spot tornado funnels. 
Depending on their position, these staff may need a means to make immediate contact 
with the Principal if a funnel cloud is sighted. 
• Be prepared to give the “drop and tuck” command via the P.A. system if danger is 
imminent. Occupants may need to “drop and tuck” under desks if they have not yet been 
moved to areas of shelter in the school. 
• Delay bus departures. 
• Parents picking up students should be advised of the tornado warning and persuaded 
to stay with their child. 
• Have immediate access to the contents of the crisis management kit and distribute 
flashlights as necessary. 
 
Teachers 
• Escort students to the pre-designated areas of shelter. 
• Take a class roster and account for all students. 
• Ensure that students sit quietly against a wall on the floor and that they understand the 
“drop and tuck” command. 
• Close all fire doors and gates along the corridor to minimize injury from flying debris. 
 
Custodian/Engineer 
• Shut off main gas supply valve. 
• Be prepared to shut off all other utilities if necessary. 
 
Bus Drivers 
• Drive at a ninety-degree angle from the funnel cloud and seek shelter in the closest 
building if there is time. 
• If no building is available, highway underpasses can provide protection. Park the bus 
down wind so it will not be blown back to your position. Escort the students to shelter up 
under the underpass. 
• If caught in the open, escort the students to a low area such as a ditch, ravine, or 
culvert. 
• Have students lie face down with hands covering their heads. 
• Report in as soon as danger has passed. 
 
IF BUILDING IS STRUCK BY A TORNADO 
Principal 
• Ensure utilities are shut off. 
• Call 9-1-1 and give a situation report. 
• Determine who was injured and administer first aid. 
• Carefully evacuate damaged areas. 
• Notify: Superintendent. 
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Risk Management and Security 
• Take roll and conduct a search for missing students and staff, if safe to do so. 
• Account for and release students to parents only after a complete roll call has been 
reported. 
• Maintain a list of all injured students and staff. Keep an accurate record of the hospitals 
to which any were sent. 
• Establish a means to disseminate information to parents and media. 
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Appendix A: Standard Response Protocol Resources 
 
This appendix contains the following resources: 
 

 Principal’s Public Address Guide 

 Parent Resource Leaflet 

 Red Green Card 

 Classroom Poster- English Version 

 Classroom Poster- Spanish Version 
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Lockout Lockdown Shelter Evacuate 

In an Emergency 
Say it twice. Say it twice. 

 

 

Standard Response Protocol – Public Address Protocol 
 

 

Animal Outside Lockout! Secure the Perimeter 

Bomb Evacuate to the Far Field 
Shelter for Bomb! Drop, Cover and Hold! 

Earthquake Shelter for Earthquake! Drop, Cover and Hold! 

Fire Inside Evacuate to the Flag Pole 

Fire Outside Shelter in Silence 

Hazmat Shelter for  Hazmat! And Seal 

Intruder Inside Lockdown! Locks, Lights, Out of Sight! 

Intruder Outside Lockout! Secure the Perimeter 

Kidnapping Lockdown! Locks, Lights, Out of Sight! 

Tornado Shelter for Tornado! Drop, Cover and Hold! 

Weapon Lockdown! Locks, Lights, Out of Sight! 
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APPENDIX B: Use of Metal Detectors for School Safety and Security 

A. Generally 

Weapons or explosives of any kind are prohibited on school property, in school 
buildings, or at school related functions. Possession of weapons or explosives is a 
violation of School Board policy and will subject an individual to disciplinary action and 
possible criminal penalties. 

The administration possesses the authority to take all reasonable, necessary and proper 
measures provided by law and School Board policy and regulations to safeguard the 
students, employees and property of Danville Public Schools, including, but not limited 
to, the use of stationary, mobile or portable, and hand-held metal detectors. 

The purpose of the metal detector scan is to prevent and deter weapons and explosive 
devices from entering the schools. At all times, the degree and nature of the inspection 
are not to go beyond what is necessary to allow the school staff to discharge its 
responsibility. 

This document on the Use of Metal Detectors for School Safety and Security 
constitutes the written procedure or protocol for the use of magnetometers (metal 
detectors) to assist with school safety and security as authorized under the Danville 
Public Schools’ Standards of Student Conduct. 

B. Procedures 

Procedures governing the use of metal detectors are set forth below. 

1. The division Superintendent, one of the Assistant Superintendents, the Coordinator of 
Academic & Operational Services, or the principal of a school, in a non-delegable duty, 
shall approve the use of a metal detector at his or her school, school property or specific 
school activities. 

2. The decision to use metal detectors during the school day, on school property or at 
school related activities shall be authorized when such use shall be deemed to be a 
reasonable deterrent to the violation of School Board policy and a positive enhancement 
of school safety and security without undue disruption of the educational process, or 
when there exists reasonable suspicion to believe that weapons are in the possession of 
unidentified persons, including students, when there has been a pattern of weapons 
found at school or school related activities, when violence involving weapons has 
occurred at school or school related activities, or when there are threats or reports of 
impending violence which could involve weapons or explosives. 

3. Only school personnel trained in the use of metal detectors or law enforcement 
officers requested by the school principal, Coordinator of Academic & Operational 
Services, or division Superintendent or an Assistant Superintendent to conduct the 
screening shall be authorized to conduct metal detector screenings. Training for school 
personnel shall be arranged through Academic & Operational Services. 

4. When a metal detector is to be used in a particular school, signs shall be prominently 
posted to notify all persons that, as a condition of entrance into the school, as a 
condition of attendance or continuing attendance at the school event or school related 
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activity, or as a condition to remain on School Board property, they will be required to 
pass through, or submit to, a metal detector screening of their person and property. 

5. When a metal detector is being used, all designated students, staff members, and 
others who wish to enter the school or school related activity shall follow the directions 
issued by school personnel authorized to initiate the metal detector scans, including but 
not limited to using only the entries designated. 

6. Principals or their designees, the Coordinator of Academic & Operational Services, 
the Superintendent, or an Assistant Superintendent must be present to observe the 
scanning of students. Where there is more than one scanning site, designees shall be 
assigned at the direction of the principal or Coordinator of Academic & Operational 
Services, Superintendent, or an Assistant Superintendent to ensure use of the protocol 
for use of metal detectors in Danville Public School. This presence will further enable the 
principal to report accurately on the results and to provide an evaluation of the 
procedure. In addition, the presence of the principal/designee will have a calming effect 
on students who are the subject of the scan. 

7. All individuals entering the school building will submit to the metal detection scan. 
However, when necessary or deemed appropriate (e.g., inclement weather, 
emergencies, limited equipment or staff, delay of the school day, back-log of persons), 
the principal, Superintendent, Assistant Superintendent, or Coordinator of Academic & 
Operational Services may elect not to screen every person, or they may cancel the 
screening for that day. In such cases, the principal, Superintendent, Assistant 
Superintendent, or Coordinator of Academic & Operational Services will determine the 
number of persons to be screened using one or both of the following alternatives: 

a) screen a specific ratio of individuals (example: every 2nd, 4th, or 7th 
individuals); 

b) allow a number of individuals to enter without being screened; then resume 
screening all individuals or a specific ratio of persons as noted above.  

8. Under no circumstances may school officials select a particular individual(s) to be 
searched, unless there is a reasonable suspicion to believe that the individual(s) is in 
possession of weapons or explosives. 

9. If a metal detector activates on an individual, the individual activating the device shall 
be asked to remove metal objects from his or her person and walk through or be 
scanned a second time. After the removal of other metal objects and a third activation by 
the metal detector, the individual will be taken to a predetermined site out of general 
public view.  Such a predetermined site should be selected and arranged to offer 
enhanced safety and security, and an appropriate measure of privacy. 

10. Any activation of metal detection equipment used in conjunction with a scan of a 
person or property constitutes reasonable suspicion of the violation of a School Board 
policy.  School personnel shall have the right to conduct a search of the person and 
property and may seize any contraband defined by School Board policy or school rules.  
School personnel shall have the right to confer with law enforcement officers at any point 
to determine if the standard of probable cause exists that a violation of a crime has been 
committed.  If it is determined that probable cause does exist, school personnel may 
request that law enforcement take control and authority of the situation.  All searches 
conducted by school personnel shall be reasonable and commensurate with the level of 
threat posed by the situation. When an object which could have activated the metal 
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detector is removed from a person, school personnel shall cease the search. The person 
shall pass through the metal detector once more and the search shall be continued only 
if the metal detector again indicates the presence of metal. 

11. Reasonable searches may include the removal of any outerwear when the removal 
of such does not directly reveal the person’s undergarments.  Further, reasonable 
searches may include removal of the shoes, socks, scarves, and any headgear. 
Reasonable searches may include the pat-down search of arms, legs, pockets, and 
waistbands.   

12. Strip searches of students are not permitted. For purposes of this policy, "strip 
search" of a student shall have the same meaning as set forth in § 19.2-59.1 of the Code 
of Virginia, including, but not limited to, having a student remove or arrange some or all 
of his/her clothing so as to permit a visual inspection of the undergarments of such 
person. School officials may require a student to remove coats, jackets, hats, shoes, and 
shirts or sweaters which are worn over other shirts. Such a search will be conducted in 
private, by a school official of the same sex as the student and in the presence of 
another school official of the same sex as the student. Searches of this nature will not 
constitute strip searches. More extensive searches of students will be referred to a law 
enforcement officer. If any briefcase, knapsack, purse, parcel or other package causes 
the activation of a metal detector, school personnel shall inspect the same for any 
weapons concealed therein. 

13. All property removed from a person as a result of this procedure and not defined as 
contraband shall be returned to the person. Property removed from a person that is 
defined as contraband, even though it may not have been capable of activating the 
metal detector, shall be confiscated in accordance with School Board policy or school 
rules. Any contraband seized by school personnel pursuant to this regulation may be 
admissible in any subsequent criminal proceeding. The person in violation of the rules 
and regulations of the Student Code of Conduct as set forth by Danville Public Schools, 
or in violation of school rules as set forth in the student handbook shall be disciplined in 
accordance with the rules and regulations of the School Board. 

14. Any student or employee who refuses to cooperate with school personnel performing 
their duties under this policy or law enforcement officers conducting metal detector 
screenings at school(s), on school property or at school related activities, may be subject 
to discipline in accordance with the rules and regulations of the School Board of Danville 
City Schools and required to leave school property. Any person who refuses to 
cooperate with school personnel performing their duties under this policy or police 
officers shall be required to leave school property. 

15. Nothing in this regulation shall limit the authority of school officials in accordance 
with School Board policy to conduct an administrative inspection of school storage 
spaces provided to students nor to search a student, their personal property or lockers 
upon reasonable suspicion that a particular person is in possession of contraband in 
violation of state or federal law and the rules and regulations of the School Board of 
Danville Public Schools. 
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References:  
 

1. Standards for Student Conduct, Danville Public Schools, Section One, Search 
and Seizure…. 

 
School authorities may use metal detectors for both random and reasonable suspicion 
searches.   
 
http://web.dps.k12.va.us/dps/dps_policy/Student_code_of_Conduct.pdf 
 

2. § 19.2-59.1 of the Code of Virginia 
 
For purposes of this section, "strip search" shall mean having an arrested person 
remove or arrange some or all of his clothing so as to permit a visual inspection of the 
genitals, buttocks, anus, female breasts, or undergarments of such person. 
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APPENDIX C: Go-Kit Suggestions 
For the School For the Department or Classroom 

 Lists of Students: alphabetized lists, by 
grade, by class, schedules 

 List of students with special needs marked 
confidential 

 List of school personnel with emergency 
information 

 Clipboards 

 Hard Copy of the Crisis Management Plan 

 Master Key/s for Law Enforcement Use 

 Alarm codes 

 First Aid Handbook 

 First Aid Kit 

 Vests, hats, or other identification for 
leaders 

 Battery-operated flashlights 

 Battery-operated radio 

 Extra batteries 

 Utility turn off procedure list 

 Megaphone 

 Whistles 

 Forms for controlled release of students 

 Paper and pencils 

 Pencil sharpener 

 Legal pads and pens 

 Labels or other name tags 

 Poster boards for signs (neon) 

 Black markers 

 Telephone directories for school division 
and city 

 Multipurpose tools- pliers, wrench, knife, 
nail bar, hammer 

 Medical gloves 

 30-33 gallon garbage bags—1 per person 

 Work gloves 

 Waterless hand cleaner 

 Paper towels 

 Tissues- bathroom, facial 

 Caution Tape (200 ft. roll) 

 Breathing masks 

 Duct Tape, masking tape, scotch tape 

 Plastic sheeting- black can be used to 
create toilet screening or triage area 

 T-posts- plastic ones are light, inexpensive, 
and easy to erect 

 Thumb tacks and small nails 

 Street maps, aerial maps, school maps 
 Prescription medications carried from the 

Clinic at the time of the crisis 

 Classroom rolls, rosters 

 List of students with special needs in 
confidential envelope 

 Clipboard 

 Teacher’s section of the Crisis 
Management Plan 

 Evacuation Route or Routes 

 Basic First Aid Guide 

 Basic First Aid items: gloves, gauze pads, 
band-aids 

 Paper, pencil, and pen 

 Red and Green Cards 

 Hat or vest for teacher ID 

 Whistle 

 Balloons or inflatable ball 

 Cards: Uno, Ono 99, Old Maids,  
Skip-Bo, Phase 10, Fish 

 Plastic bags 

 Garbage bags—can become ground cover, 
rain gear, coats, collect garbage, or line 
the latrine 

 Toilet Paper or tissue 

 Waterless hand sanitizer 

 Battery-powered flashlight 

 Duct Tape 
 

 

Tips 

 Classroom go-kits can be as simple as a 

plastic grocery bag hung on the 

doorknob 

 5 Gallon buckets saved from 

construction sites make great go-kits 

that the students can decorate (easily 

become toilets in an emergency) 

 Portable camping toilets are available 

at discount stores for under $50—some 

under $25 

 

 


