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FOREWARD
PITTSYLVANIA COUNTY SCHOOLS
CRISIS MANAGEMENT PLAN

The safety of the students and staff in this school division is paramount to all other concerns. A well-
thought-out crisis management plan is a valuable instrument when preparing for unforeseen
emergencies and school crises. This crisis management plan has been developed to guide and assist
personnel of the school division in responding in an organized and effective manner when
unexpected events occur.

The most important consideration in our crisis management efforts is the health, safety and welfare of
the more than nine thousand students attending the twenty schools in Pittsylvania County. While our
schools are very safe places for students, violent acts across the nation have brought a heightened
awareness of having security measures in place in our schools and the need for a plan of action.

Pittsylvania County Public Schools Crisis Management Plan targets four areas:
1. Preparation for crises;
2. ldentification and intervention with students who may present a potential threat;
3. Response to events which impact the school, but do not present serious threat of harm to
students, personnel, or facilities; and,
4. Management of critical incidents which do involve threats of harm.

The plan also addresses the importance of interagency communication with local law enforcement
agencies and emergency services.

As part of the Crisis Management Plan, each school in Pittsylvania County has a crisis management
team consisting of a building level administrator, one or more guidance counselors, school
psychologist, nurse, one or more selected teachers, and School Resource Officer. The Crisis Team
provides training for staff and implements and adapts appropriate action from the Crisis Management
Plan to address the specific events of a crisis.

We are extremely fortunate to have a devoted staff and dedicated emergency management partners
concerned about the safety and welfare of the students and staff in our schools. By working together
we create schools where students feel secure and are able to achieve at high levels

Respectfully,

Mark R. Jones. Ed. D.
Division Superintendent
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SCHOOL BOARD ADOPTION STATEMENT

The School Board, at its August 10, 1999, meeting adopted the Crisis
Management Plan for Pittsylvania County Schools. Revisions to the Crisis
Management Plan are approved annually by the Pittsylvania County School
Board.
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e Crisis Management Policy
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Crisis Management Policy

A. Definitions

1. “Crisis incidents” shall include, but not be limited to, situations involving fire, natural
disasters, the use of weapons/explosives or the death of a student, staff member, or
someone in a student’s immediate family. The building administration shall have the
authority to determine what is a crisis incident and to convene the Crisis Management
Team.

2. 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.

B. Crisis Management Team

Individual School Crisis Management Teams shall be established at each school to meet the

demands of crisis incidents.

1. Membership: The Crisis Team shall consist of an immediately accessible core group
who has the knowledge and skills to act in any emergency and shall include the building
administrator (principal and an assistant principal), one or more guidance counselors,
school psychologist, nurse, one or more selected teachers, School Resource Officer, and
a person to record events/minutes of meetings. As needed, the Mental Health
Association, Department of Social Services, substance abuse counselors, DARE
officers/Pittsylvania County Sheriff’s Office, etc. may be asked to consult with the
school team. A roster of team members may be posted in each school’s administration
office.

2. Purpose: The Crisis Team shall implement and adapt appropriate action from the Crisis
Management Plan to address the specific events of the crisis. Roles and responsibilities
of team members and consultants will be established by the school’s team.

C. Crisis Management Plan
The Crisis Management Plan shall include provisions for pre-planning, intervention/response,
and post-emergency activities, including the establishment or designation of the following:

1. Explicit procedures for each crisis incident.

2. Crisis headquarters and command post outside the school facility in the event
evacuation is necessary.

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

4. Spokesperson to the media. This person will be the administrator or a designee and is

responsible for gathering and confirming all pertinent information about the incident
and for informing the school division’s Superintendent’s Office prior to any media
release. The spokesperson will also designate a media reception area when deemed
appropriate.
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Policy (continued)

5. 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 and various counselors designated to support groups such as students,
faculty, and parents.

6. Communication plan within the school and to the community. The best means of
communication may vary with the crisis. The plan, however, must provide for
communicating with teachers as soon as possible. When appropriate, well-informed
representatives should be ready to go into classrooms. Avoid giving news via assembly
or public address systems as results can be unpredictable when giving shocking news to
large groups of students. To ensure accuracy and avoid rumor, information to students
must come directly from internal memoranda or statements written specifically for that
purpose and approved by the administration. News is best given to students in class so
they can ask questions of a person they know. Questions from parents should also be
addressed from a pre-approved fact sheet.

7. Arrangement for support services. One individual from the Crisis Management Team
will be designated to contact the Superintendent’s Office and to contact other crisis
services (i.e., school psychologist, school nurse, community resources, school division
Administrator for Special Services). School arrangements should include the
designation of meeting spaces, provisions to request on-call services to meet unexpected
demand, and provisions for long term follow-up.

8. Bring closure to the crisis. This activity will vary depending on the crisis. It is
imperative, however, to recognize officially the end of the crisis and the beginning of
the healing process. This may include a review of the incident and the implementation
of the plan.

9. Evaluation of the crisis plan. The Crisis Management Team will annually evaluate
and make modifications as needed.

Crisis Management In-service

The Crisis Management Plan shall be reviewed annually with the full school staff and shared
with all itinerant staff, secretaries, cafeteria staff, custodians, and bus drivers. Schools are
encouraged to provide in-service on specific crisis related topics such as substance abuse code
violations, neglect and abuse, and suicide prevention.
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Administrator’s Checklist
for
Crisis Management Planning

The following checklist information is to be shared with the school’s staff before being submitted to
the central office. This checklist is to be completed on an annual basis. It is recommended that the
school’s administration have each staff member sign off for training completed in regards to the crisis
management plan.

___Review the school division’s Crisis Management Policy. New staff members should
receive training prior to the start of school (Section ).

___Oversee the placing of Crisis Management Information sheets in Teacher Handbooks p.
15

____Implement in-service training program for entire staff (Section | & Section V).

___Appoint a Crisis Management Team (Section II).

____Assign roles (Section Il and Section I11).

__Establish a clear chain of command (Section I11).

___Prepare the Crisis Management “Toolkit” (Section III).

___Prepare the Emergency Toolbox for the main office location (Section I11).

___ldentify a command post (Section I1I).

___ldentify community resources (Section V).

____Share school division warning codes with entire staff (Section 1V).

___Prepare students (Conduct drills to include earthquake).

___Develop plans for:
__Transportation
__Crowd control
__Student release
__Evacuation.

(Principal Signature) (Date Submitted)

DATE DUE: October 1
Submit to: Assistant Superintendent for Operations
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CRISIS MANAGEMENT INFORMATION SHEETS TO BE PLACED
IN TEACHER HANDBOOKS

® List of Crisis Management Team members and their primary locations within the building

® (Copy of the school’s “Chain of Command”

® Copy of the Designation of Staff Assignment/Activity Sties — page 32

® Copy of Students/Staff Who Need Special Assistance in Evacuation — page 33

® Copy of Evacuation Partner School/Facility Information — page 36

® Copy of Staff Skills Inventory Summary — page 31

e Copy of Faculty Internal Telephone Tree — page 55
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Establishing the Crisis

Management Team

e Three Levels of Response
e Roles and Responsibilities
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Three Levels of Response

The school Crisis Management Team is a highly effective organizational unit for dealing with a variety
of crises such as accidents, suicides, incidents of violence, and weather emergencies. Crisis
Management Teams in the school system operate at three levels: individual building, central office,
and community response teams. Well-functioning teams at each level provide a network that is capable
of taking action whenever a crisis arises.

Building Level Crisis Management Team

The building level team usually is led by the principal with an alternate leader designated in the
principal’s absence. Inaddition to teachers, the team might include a coach, guidance counselor, school
nurse, school psychologist, school resource officer, administrative assistant, school custodian, and local
law enforcement. The team typically has the responsibility for the following:

1. Familiarizing the school with the established protocol for dealing with crises.

2. Establishing a systematic approach for identifying, referring, and intervening with
students identified as at-risk for suicide or other destructive behaviors.

3. Orienting staff to procedures and training to fulfill designated roles, including
conducting drills.

4. Providing information to students, staff, and community on Crisis Management
referral procedures.

5. Providing assistance during a crisis in accordance with designated roles; providing
follow-up activities.

6. Conducting debriefing at the conclusion of each crisis episode to critique the
effectiveness of the building’s response to the Crisis Management Plan.

7. Conducting periodic reviews and updating the school’s responsibilities in regards to
the school system’s Crisis Management Plan; conducting related updated staff training.
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Central Office Crisis Network

In addition to the Crisis Management Teams at each school building, the crisis network should have
input at the central office level. This network might include the Superintendent or someone designated
by the Superintendent, Assistant Superintendent for Operations, Assistant Superintendent for Support
Services and for student services, school psychology supervisor, and social worker supervisor. It might
also include consultants outside the school system. The central office crisis network typically has the
responsibility for the following:

1. Authorizing resources for areas where they are most needed. For example, providing
more counselors to a school whose staff may be overburdened in dealing with a crisis.

2. Collecting and disseminating educational materials to schools for training crisis team
members and staff.

3. Establishing a central library of materials on violence, suicide, and other crisis
management issues for use by staff and students.

4. Sharing the plan with the community as well as with local fire, law enforcement, and
emergency agencies.
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Community Support Network

This component of the crisis network includes representatives from community and government
agencies. This network might include personnel from mental health and law enforcement agencies,
emergency medical personnel, and specialized resources such as domestic violence shelters, rape,
runaway, and victim advocacy services.

Schools should maintain periodic contact with community agencies and organizations and invite them
to participate in meetings with the school’s Crisis Management Team.

Page 20



Roles and Responsibilities

Roles and Responsibilities of the School Board Members in Event of a Crisis

Pittsylvania County Schools uses established protocols maintained in the Crisis/Emergency
Management Plan to govern actions of school personnel should a crisis occur. This plan is reviewed
annually by a committee consisting of parents, teachers, law enforcement, central office
administrators, and emergency management personnel. The Crisis/Emergency Management Plan is
approved annually by the Pittsylvania County School Board.

Schools will follow the crisis response protocol as listed in the Crisis/Emergency Management

Plan. The superintendent will contact all board members as soon as possible to explain the details of
the crisis and will work with staff to provide the Board with a formal statement. The role of the
school board members will be:

1 - Assisting with the deployment of a common message to constituents is one of the most crucial
roles members of the school board will have. This may require reading from a prepared statement or
referring questions to the superintendent. As the crisis evolves, board members may be involved with
the superintendent to update prepared messages.

2 - School board members should remain available during and after the crisis to meet with the
superintendent and/or additional staff members. Board members may also attend briefings made by
outside agencies.

3 - Support the crisis response protocol by authorizing resources as needed.

4 - School board members may also participate in postvention activities such as debriefing sessions as
needed.

5 - Established school board policies shall be followed should it become necessary to meet as a
school board.

Should a crisis occur that impacts a region of or the entire division, school board members will
follow the same steps as above.

Building Level Roles and Responsibilities

A. Principal or Site Administrator

The principal (administrator) will coordinate and supervise emergency management activities at the

school. Other assignments include:

1. Providing continuity of administration.

2 Designating and training a school Crisis Management Team.

3. Implementing in-service training for all staff members on an annual basis.

4. Designating and preparing emergency operations center or command post.

5 Monitor developing situations such as weather conditions, civil unrest, or incidents in the
community that may impact the school.
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7.
8.
9.

10.
11.

Keeping county officials, division staff, and school personnel informed of developing
situations and initiate emergency notifications and warnings.

Directing emergency situations.

Implementing evacuation procedures and measures to control access to affected area.
Coordinating use of building as public shelter for emergencies occurring within the school
division.

Assessing damage.

Coordinating disaster assistance recovery.

B. The Crisis Management Team

The Crisis Management Team is trained in intervention and postvention procedures. Team members
include the principal, counselor, teachers, school nurse, school psychologist, administrative assistant,
head custodian, school resource officer, and local law enforcement. The team has the responsibility

to:

1. Develop and implement procedures for prevention, intervention, and postvention at all grade
levels following the guidelines in the school division’s Crisis Management Plan.

2. Establish a systematic approach to identifying, referring, and assessing students at risk of
suicide or other behavior that would endanger themselves or others.

3. Disseminate information to students, staff, and community on referral procedures.

4. Provide training and practice drills for all members of the staff.

5 Assist the principal in controlling emergency operations.

C. Teachers

Teachers are responsible for implementing appropriate procedures to protect students. These
responsibilities include:

1.

2.

3.

Evacuation - Establish procedures for evacuation. Prepare “classroom emergency kit.” Direct
and supervise evacuation of students to designated safe area.

Student assembly - Grade or department chairpersons are responsible for maintaining order in
the pre-designated safe area with the assistance of other adults in the same area.

Student accounting - Verify the location and status of every student. Report to the

principal or designee on the condition of any student who needs additional assistance.
Establish a partner system to pair teachers and classes so that some teachers can assist with
other tasks such as first aid, search and rescue, or community relations.

Remain with assigned students throughout the duration of the emergency unless

otherwise assigned through the partner system or until every student has been released through
the official “student release process.”
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Building Level Roles and Responsibilities (Continued)

D. Office Personnel (Administrative Assistant)

The administrative assistant staff has the primary responsibility for emergency communications,
including exchange of information with the school division staff, community emergency responders
(fire, police, EMS), and internal communication within the school building. The office assistants also
have the primary responsibility for recordkeeping. Other responsibilities include:

1.

2.

No ok

Establish procedures for emergency communications with the school division staff in
compliance with the division emergency plan.

Establish internal emergency communications procedures including provisions for
two-way communications with classrooms and with classes on the playground or other sites.
In an emergency, establish and maintain communications with the school division’s central
office.

Establish and maintain communications with emergency services personnel, as needed.
Initiate and maintain incident log.

Report status of school and students to school division central office as specified.

Compile all information and reports gathered and file in the main office for future

reference.

E. Head Custodian

The custodial staff is familiar with the operations and infrastructure of the school building and is
responsible for stabilization of the building, controlling access, and securing the school facilities.
Duties include:

1.

2.
3.

ok~

Inventory all hazardous materials, portable and fixed equipment, and utility lines in or near the
school building.

Establish procedures for isolating hazardous areas.

In an emergency, survey damage and structural stability of the buildings and utilities and report
to the administration or command post.

Implement building access control measures.

Distribute supplies to student assembly areas as needed.
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GENERAL PROCEDURES FOR WORKING THROUGH A CRISIS

Preparing for Crises: Essential Activities

Each school should be prepared for any type of crisis to avoid chaos and further confusion. In setting
up a Crisis Management Plan, the following activities are important and should be considered for use
in such a plan:

1.

Decide who will be in charge during a crisis.

A crucial first step in crisis management planning is to decide who will be in charge during a
crisis. Assign one person to provide leadership during emergency situations, to organize
activities, and to disseminate information. Usually the person in charge is the principal or
assistant principal.

Designate a substitute in the event that the designated person is unavailable at the time of the
emergency. It is extremely important that all staff and students know who these people are.
Identification badges denoting such can be helpful.

Select the Crisis Management Team.

A second important step is to recruit members for the Crisis Team. Typically, the team will
consist of an administrator, nurse, psychologist, teachers, counselors, support staff
representative, and others with skills appropriate to the task to be performed. Sometimes
forgotten, but important in crises, are the school secretary and head custodian. Most, if not all,
of the team members must be present full time at the school or be able to respond immediately
to a phone call. The team may include itinerant teachers or community service agencies who
can be called, as needed.

Develop clear and consistent policies and procedures.

It is absolutely critical to develop policies and support procedures that provide all staff with
clear guidelines for tasks and responsibilities during crises and emergencies. This also ensures
that all staff will respond consistently in each situation. It is important to include policies and
procedures by which students will be released to their care givers.

Provide training for the Crisis Management Team and all other staff.

General Procedures (continued)
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10.

11.

12.

13.

Establish a law enforcement liaison.

For schools that do not have a school resource officer, a contact should be made with  the
sheriff’s department. One person from the school system is designated as the school division
contact. The school division person should be available to receive phone calls night or day to
report a crisis to the sheriff’s department and exchange information that is relevant to the
situation. This person, in turn, will contact key people in the schools.

Establish a media liaison and identify suitable facilities where reporters can work and
news conferences can be held.

Establish a working relationship with community health agencies and other resource
groups.

Set up “phone trees.”
Critical information needs to be communicated as quickly as possible to those in  need.

Plan to make space available for community meetings and for outside service
providers involved in crisis management.

Designate school sites and include potential alternative sites in the community when space is
not available at the school.

Develop necessary record-keeping forms and information sheets to assist in  the
management of crisis situations.

Compile the Crisis Management “Toolkit.”
Develop a plan for emergency coverage of classes.
A school division standard code is to be used for all crisis situations.

Pittsylvania County Schools will use, with permission, the Standard Response Protocol for K-
12 Schools as maintained by the | Love U Guys Foundation. The Standard Response Protocol
was developed with input from many safety practitioners and is action-based, defining each
physical response. When the actions are practiced and understood, they can be used almost
universally for any incident. Our current Crisis Management Plan has been updated with the
new terminology associated with the Standard Response Protocol. Section V of this
document contains pertinent pages of the Standard Response Protocol. The full protocol may
be accessed at https://iloveuguys.org/The-Standard-Response-Protocol.html.
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14.

15.

16.

17.

General Procedures (continued)
Develop a collection of readings.
A bibliography of books pertinent to crisis situations for students and staff should be
developed by the school’s media specialist. This should be maintained by principal and housed
in the school media
The school division’s attorney is to review crisis response procedures and forms.
Hold a practice “crisis alert” session.
Hold an annual in-service meeting on general crisis intervention.

Annual in-service meetings need to be conducted for all school staff. Such in-service should
include information on building procedures, suicide, rape, and natural disasters.
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CHECKLIST FOR CRISIS MANAGEMENT PLANNING

Define crisis for your school.
Decide who will be in charge during a crisis.
Select the Crisis Management Team.

Develop appropriate policies and procedures for handling crisis situations:
Before it happens. When it happens. Post-crisis follow-up.

Train the Crisis Management Team.
Establish a law enforcement liaison.

Establish a working relationship with community service providers and develop a
list of telephone numbers and contact persons.

Set up phone trees.

Make provisions for keeping telephone lines clear for emergency calls only, including
any public pay phones on campus.

Create or reserve space for service providers involved in Crisis Management and for
community meetings.

__Develop and print forms and letters to assist in Crisis Management.
____Compile the Crisis Management “Toolkit.”

____ Develop a plan for emergency coverage of classes.

__Share school division code with staff and other persons servicing the facility.
____Maintain collection of safety and crisis related materials.

____ Obtain legal review of crisis response procedures and forms.

____Hold a practice crisis alert.

Establish procedures for annual in-service of new staff and update-review for all
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staff. (Examples: Fire extinguisher training)

CRISIS MANAGEMENT PLANNING

STAFF SKILLS INVENTORY

Name: Room #/Location:

Please check any of the following in which you have expertise or training:

Emergency response:

____First Aid ___Search & Rescue ____Law Enforcement Source

___CPR ____CBRadio ____Ham Radio

___EMT ____Emergency Management ___ Critical Incident Stress
Debriefing

____Fire fighting Other:

___Mobile or Cellular Phone, Type:

Cellular Number:

___Bi/multilingual Language(s):
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STAFF SKILLS INVENTORY SUMMARY

Staff With Skills In Medical Care

Name Room # Training/Certification

Bi/Multilingual Staff Members

Name Room # Language(s)

Staff Members With Communications Training/Equipment

Name Room # Training/Equipment

Staff Members With Other Specialized Skills For Crisis Situations

Name Room # Skill(s)
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Designation of Staff Assignments/Activity Sites

Assignment Title/Name Site(s)

Decision Making/Control 1.Principal

2.4ss’t. Principal

Crisis Team 1.Coordinator

2.Sub. Coord.

Communications/Notification1.

2.
Evacuation/Sheltering 1.
2.
Student Accounting/Release 1.
2.
Building Safety/Security 1.
2.
Information (Telephone 1.
and Walk-ins) 2.
Family Contact/Visitation 1.
2.
Coordinate assistance for 1.

N

emergency/medical response

=

Support counseling for

students/staff 2.

=

=
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Students/Staff Who Need Special Assistance in Evacuation

Name Location Assistance Needed
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Crisis Management “Toolkit”

The items listed on this page are to be placed on INDIVIDUAL PAGES and placed in a
NOTEBOOK labeled “Crisis Management Toolkit.” This page should be placed at the beginning
of the notebook and pages should be in the SAME ORDER as listed below. The items listed on this
page are to be placed along with the notebook in a plastic container with lid. This “Toolkit” is to be
located for easy access in the event of an emergency.
Page 54: Emergency Codes for Pittsylvania County Schools
List of Crisis Management Team members and their primary locations within the building
Copy of school’s “Chain of Command”
Page 32: Designation of Staff Assignment/Activity Sites
Copy of School’s Master Schedule
Page 33: Students/Staff Who Need Special Assistance in Evacuation
Page 36: Evacuation Partner School/Facility Information
Copy of School Emergency Evacuation Routes
Page 31: Staff Skills Inventory Summary
Phone lists:
Sherriff’s Department
Nearest Rescue Squad
General Emergency Number 911
Poison Control Center

Local Hospital
Phone number for evacuation site(s)

Bus Drivers’ emergency numbers

School Map with location of 1) exits, 2) school phones, phone jacks or other
telecommunications equipment, and 3) first aid Kits

Location of bullhorns, air horns, and/or megaphones:

Blueprints of school building(s), including utilities or location of blueprints:
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Key holder list/location of stored keys

Crisis Management “Toolkit”
Page 2

School Division Directory

Location of student emergency cards (INDICATE LOCATION ON TOP OF PLASTIC
CONTAINER)

Location of faculty/staff emergency cards (in alphabetical order):

_____ Crisis response equipment location (i.e., 911 pager, two-way radios)
_____ Copies of bus rosters (listed for each bus)

___List of students who ride private transportation

____ Facial tissues

_ Several legal pads and ball-point pens

____Atleast 4 magic markers

___Atleast 100 white peel-off stickers

Plastic orange vests for key people (i.e., traffic control)

The items listed above are to be placed on INDIVIDUAL PAGES and placed in a
NOTEBOOK labeled “Crisis Management Toolkit.” This page should be placed
at the beginning of the notebook and pages should be in the SAME ORDER as
listed.
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Evacuation Partner School/Facility

If it becomes necessary to evacuate the school building, the administrator, in consultation with the
Superintendent’s Office, may decide to transport the students and staff to another school or community
facility.

This partnership is designed to avoid the problems and liability of dismissing and sending young
children home early without proper supervision. This decision will be influenced by many related

conditions at the time of the incident including the time of day, season of the year, urgency of the
evacuation, and weather or civil conditions in the community.

Partner School/Community Facility Information

Name:

Location:

Second Location:

Principal:

Assistant Principal:

Telephone of Facility:

Fax Number for Facility:

Capacity:
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Off-Campus Activities

Field trips, athletic trips and other extracurricular activities are extremely important parts of the
educational experience for students. When students are away from the school building, the chances of
a crisis are greater, however, and school staff needs to be prepared. Procedures and practices which
are helpful in the event of an emergency include the following:

1.

Use of name tags/personal identification which should be visible at all times is
encouraged.

A route map and itinerary should be left at the school and a copy kept in the bus.

Students, staff, and chaperones should leave and return in the same vehicle. A
roster of riders in each vehicle should be left at the school before departure.

If possible, at least one adult should have a cellular phone. If a phone is taken
on the trip, the number should be left at the school.

For a longer trip or a trip to a crowded area, a yearbook or a collection of photos
should be taken on the trip for possible identification.
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Crisis Response

Verification of the Crisis:

When someone at the school receives information that a crisis has occurred, the administrator/designee
should be notified immediately. The information should not be shared with anyone else until it can be
verified.

Once the crisis is verified, the administrator/designee should decide what procedures are implemented
next. If the event occurs during the school day, the following steps should occur. Depending on the
event and if it occurs at night or on the weekend, a variation of the steps may be followed. In any
event, the steps should be followed prior to any public announcement or response:

1.

2.

Notify the Superintendent’s Office/designee of the event.

Convene the Crisis Management Team. This should be done without alarming the entire
school. A code should be set up to reduce the confusion.

Notify support personnel such as the psychologist, nurse or others as appropriate.

Assign Crisis Management Team members in the building to locate, gather, and inform
closest friends of the deceased/injured and provide support.

Prepare a formal statement for initial announcement to the entire school. Include a
minimum of details and note that additional information will be forthcoming. Also prepare
statements for telephone inquiries.

Decide on a time for an emergency staff meeting. Invite designated outside professionals to
join the meeting to help staff members process their own reactions to the situation.

Identify students, staff, and parents likely to be most affected by the news. These persons
should be targeted for additional support.

Determine if additional division/community resources are needed to “stand-by” to
effectively manage the crisis and notify them if appropriate.
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10.

11.

12.

Crisis Response (continued)

Assign team members in the building to:

a. Provide grief support for students in designated building areas. Try to have more than
one area available for this purpose. Have the adults on duty in these areas keep lists of
students they see. Make sure the parents/guardians of these students are notified
regarding the impact of the
event on their children.

b. Review and distribute guidelines to help teachers with classroom discussion.

C. Stand in for any substitute teacher in the building or for any staff member unable or
unwilling to deal with the situation during the announcement and subsequent discussion.

d. Coordinate and greet all auxiliary support services staff members and take them to
their assigned locations. Provide a sign-in/out sheet for them.

e. Distribute the developed list of community resources to all classes.

f. Assign a counselor, psychologist, community social worker, or other designated staff

member to follow a deceased student’s class schedule for the remainder of the day if
that will be helpful to teachers in those classes.

Station staff/student support members as planned prior to making the announcement.

Announce the crisis over the public address system or by delivering typed statement to every
classroom. Include locations of in-building support

Once these steps are completed, assigned staff members will perform the following:

a. Monitor grounds for students leaving the building without permission. Redirect them
to support services. If unable to intercept, notify parents/guardians expressing the
school’s concern.

b. Notify parents/guardians of students closest to the deceased/injured and ask them to
pick up their children at the end of the school day. Implement the evacuation plan
previously developed to plan for masses of parents who may pick up their children.

C. Notify bus drivers, especially those who drive the buses usually traveled in by the
deceased/injured student, or who are experiencing the most severe shock.

d. Notify other schools regarding siblings or other students predicted to be strongly
affected.

e. Provide support to faculty and other staff members. Provide private support to
individual staff members who are greatly affected.

f. Do not collect the deceased’s belongings from his/her locker or other sites until family
members have been contacted and an agreed upon method of removal is established.

g. Officially withdraw a deceased student from the school attendance rolls.
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The Staff Meeting

A staff meeting should be held as soon as possible after a crisis. Elements of that meeting should
include:

1.

2.

Have a photo of the deceased/injured student available to familiarize staff with the student.
Review the facts of the crisis and dispel rumors.
Help staff members process their responses to the situation.

Describe the feelings that students may experience and suggest how teachers might handle
specific situations.

Provide guidelines for helping students who are upset.

Encourage teachers to allow for expressions of grief, anger, etc. in class. Emphasize the
acceptability/normalcy of a range of expressions. The guiding principle is to return to the
normal routine as soon as possible within each class and within the school. The structure of
routine provides security and comfort to all members of the school community.

Encourage staff to dispel rumors whenever possible and discourage any “glorification” of
the event (especially in suicidal death).

Request staff to meet thirty minutes early the next morning to review procedures and
debrief. If the crisis occurs on a Friday, call the meeting for the following Monday morning.
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General Crisis Response Checklist

___Direct staff and others not to repeat information until verification is obtained.
___Notify the Superintendent’s Office.

._Convene the Crisis Management Team and assign duties.

___Notify building support staff, such as counselors, psychologists.

___Inform closest friends of the affected student and provide support.
___Prepare formal statement or announcement.

____Announce time and place of emergency staff meeting.

___ldentify 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 teachers
___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 other schools; provide support to staff; and withdraw student from

school rolls. (DO NOT remove deceased’s belongings until family has been
contacted.)
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Response Checklist Document
(Use During Crisis Response to Monitor and Document Activities)

School: Date/Time Response Initiated

Description of Incident:

Crisis Management Team members present:

Task Who Completed Notes
Verify/gather additional information: yes no
Notify other Team members: yes no
Notify 911: yes no
Notify Superintendent’s Office: yes no
Identify most affected students/staff: yes no
Identify space(s) for crisis activities: yes no
Prepare public announcement(s): yes no
Inform faculty/staff: yes no
Method
Alter bell/schedule: yes no
Inform students as appropriate: yes no
Method
Notify parents as appropriate: yes no
Method
Schedule faculty meeting(s): yes no
Establish day 1 crisis support: yes no
Conduct Day 1 debriefing: yes no
Plan for Day 2 set: yes no
yes no

Keep on file in main office
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Crisis Requiring Limited School Involvement

In certain crisis situations, a school-wide response would be excessive and would negatively impact
operations of the school. In other situations, law enforcement involvement may limit the school’s
ability to respond to the incident.

Suicides and rapes or the attempts of these are examples of events that may require limited school
involvement. When suicide risk is present, or when attempted suicide or rape has occurred, a limited
response by trained school staff and/or the Crisis Management Team should be all that is necessary to
contain potential panic and reduce further risks. While these situations do not, of themselves, constitute
a school-wide crisis, inappropriate responses to these events can lead to chaos. In the case of a
homicide or riot, a limited school-based response may be all that is possible due to law enforcement
intervention.
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Crisis Occurring During Summer or Holidays

If a school administrator or other Crisis Management Team member is notified of a crisis during the
summer or a holiday, the response usually will be one of limited school involvement. In that case, the
following steps should be taken:

1. Institute the phone tree to disseminate information to the Crisis Management Team members
and request a meeting of all available members.

2. Identify close friends/staff most likely to be affected by the crisis. Keep the list and recheck
it when school reconvenes.

3. Notify staff or families of students identified in #2 and recommend community resources
for support.

4. Notify general faculty/staff by letter or telephone with appropriate information.
5. Schedule faculty meeting for an update several days before students return to school.
6. Be alert for repercussions among students and staff. When school reconvenes, check core

group of friends and other at-risk students and staff, and institute appropriate support
mechanisms and referral procedures.
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Summer/Holiday Crisis Response Checklist

___Institute the phone tree to inform the Crisis Management Team members.

___ldentify and make a list of students and staff members most likely to be
affected.

___Notify staff members or families of students identified and recommend
community resource people who can provide support.

___Notify remaining staff with appropriate information by letter or telephone.

___Schedule faculty meeting for an update before affected students return to
school.

___When school reconvenes, monitor students and staff members previously
identified.

__Make appropriate referrals for students or staff members who need additional
help with the situation.
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Crisis Management Team Report

School: Date of Report:

Student(s) Involved:

Parents/Guardians Involved:

Description of incident (include date, time, place):

Immediate intervention by Crisis Management Team:

Follow-up procedures (with students, student body, if appropriate, and staff):

Follow-up procedures with parents/guardians of student(s) involved:

Reviewed by Principal: Date:

(Signature)

Keep on file in main office
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Post-Incident Debriefing

Post-incident debriefing is a process that reviews the handling of the incident and how those
procedures may be improved. Benefits of post-incident debriefing include the following:

A complete systematic account of the incident and an evaluation of the effectiveness of school
procedures.

Evaluation of response times.

Evaluation of overall school, school division, and community crisis management plans.
Review of the effectiveness of practices and procedures.

Review of adequate equipment and technology.

Assessment of training needs.

The systematic process of debriefing should include review of the following:

Initial understanding of crisis.
Initial strategies and tactics.
Results of strategies and tactics.
Obstacles encountered.

What worked well and why.

Recommendations for improvements.
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Postvention

Postvention is a supportive activity for those affected by a crisis once the crisis is over. Such activities
may include debriefing sessions for those involved in the crisis and educational and support groups.
As postvention activities are planned, the scope of the crisis and the number of persons involved will
guide the type of activities needed. One goal of postvention is to enable people to resume normal
activities and not to dwell on the crisis.

Plan appropriate follow-up activities as needed for student and for staff as well Crises can trigger
problems in children who have heretofore not been identified as at-risk. Offering ongoing support may
avert further tragedy.

Persons at the school who are directing postvention activities should include all individuals who may
need the activity. In some instances, support personnel such as custodians, cafeteria personnel,
secretaries, bus drivers, etc., may be omitted but may need the activities as much as the teachers and
students who were directly involved with a situation.
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Follow-up To Crisis Situations

The following information may be useful in the days and weeks following a crisis. Long term
procedures should also be considered.

The Day After: Workday Two of Crisis Management

1.

2.

5.

Gather faculty and staff members and update them on any additional information/procedures.

In case of a death, provide funeral/visitation information if affected family has given
permission.

Identify students in need of follow-up support and, in accordance with the school’s crisis
response plan, assign staff members to monitor vulnerable students:

a. coordinate any ongoing counseling support for students on campus;
b. announce ongoing support for students with place, time, and staff facilitator; and
C. notify parents of affected students regarding community resources available to students

and their families.
Convene Crisis Management Team for debriefing as soon as possible:
a. discuss successes and problems; and
b. discuss things to do differently next time.

Allow staff opportunity to discuss feelings and reactions.

Long-term Follow-up and Evaluation

1.

2.

Provide a list of suggested readings to teachers, parents, and students.
Amend crisis response procedures as necessary.

Write thank-you notes to out-of-building, district, and community resource people who
provided (or are still providing) support during the crisis.

Be alert on crisis anniversaries and holidays. Often students will experience “anniversary” grief
reaction the following month or year on the date of the crisis or when similar crises occur that
remind them of the original crisis. Holidays, too, often are difficult for students who have
experienced loss.
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Checklist For Follow-up
To Crisis Situations

__Gather faculty and staff for update.

___If acceptable to family, provide funeral information.

___ldentify students requiring additional support and assign staff to monitor.
___Debrief with the Crisis Management Team.

__Provide opportunity for staff to discuss feelings and reactions

___As appropriate, provide a list of suggested readings to teachers, parents, and students.
____Amend crisis response procedures as necessary

Monitor crisis anniversaries.
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Communications

Communications Guidelines

School Division Emergency Code
Using Technology for Communication
Communications With The Media
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Communications

Communication is a critical part of crisis management. School staff members and students must be
told what is happening and what to do. Parents of students and families of staff members must be
informed about the situation, including the status of their child or family member. Timely contact with
the central office, law enforcement and other emergency services is necessary for effective response.
Updated information must be transmitted to those involved. The media must also be kept informed
and should be handled by one individual to reduce conflicting or confusing information being
transmitted to the community.

Communication Guidelines

As soon as the crisis is identified, plans for proper communication must be developed and implemented.
Only necessary factual information should be shared. When possible, information should be provided
both orally and in writing to reduce the chance of miscommunication or the spreading of rumors. If
incorrect rumors are started, efforts should be made to disseminate the proper information.

Some strategies which may be helpful include the following:

1. Identify and notify internal groups including administrators, teachers, students, custodians,
administrative assistants, teaching aides, cafeteria workers, bus drivers, and any itinerant
staff. It is critical that they have accurate information prior to leaving school. They can help
correct any misinformation present in the community.

2. Clerical staff who answer the telephone at the school and at the central office must know which
information can be shared and which information cannot be shared. They must be kept informed
of inaccurate information which is circulating so they can also help correct any misinformation.

3. Use of key communicators in the community can also help to correct misinformation. School
administrators and the Superintendent should maintain a listing of persons in the community
who may be able to help in this process.

4. The media should be used to help control rumors. They should be provided frequent updates
and asked to provide this information to the public.

5. After the crisis is over, public meetings may be helpful to share accurate information. This
allows community members to ask questions and receive accurate information.

6. Depending on the emergency, the administrator may choose to send a notice to all parents.
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Internal Telephone Tree

The following is an example of the possible make-up of an internal telephone tree. It is important that
all persons who service the school be included in the tree. For example, any aides assigned to the main
office should be included in the secretarial staff listing and aides assigned to a specific class or grade
level should be included in that department or grade level’s list. Itinerant personnel and part time staff
should be considered when appropriate.

VAV VERRVEVEVE
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Using Technology for Communication

Each school has several types of technology that may be available during an emergency. The
administrator should review the available technology with the Crisis Management Team so they, the
team, will be familiar with the resources prior to an emergency.

1.

Telephone: While the telephone is the most widely used communications tool in the school,
it should not be depended upon solely in an emergency. For many crisis situations, telephone
will be available, however. The Crisis Management Team should have a copy of all school
division telephone numbers.

The Crisis Management Team should mark the location of all standard jacks on the floor plan
which is located in the “emergency toolkit” for the school.

Intercom System Instructions: Instructions for the use of the intercom system should be
posted near the controls in the office area. It is recommended that a few reliable students also
be taught to use the intercom system in the event an adult is not available to make an emergency
announcement. When the intercom system also includes the capacity for classroom
communication to the office, the directions should be posted near the classroom connection and
a few students taught how to use that system.

Bullhorns and Megaphones: If the school has either a bullhorn or megaphone, the usual
location should be noted in the “emergency toolkit.” Crisis team members should also know
the location and how to operate the bullhorn or megaphone.

Walkie-talkies: All staff members should be trained in the operation of walkie-talkies even if
they do not routinely carry one. Batteries should be checked often and replaced as needed. If
equipment is on rechargeable batteries, those should be charged on a regular basis. They should
be used for general information or to locate individuals. Sensitive or confidential information
should not be delivered via walkie-talkies.

Computer Telecommunications: If computers have e-mail capacity or Internet access,

these may be used to send and/or receive information. Crisis Management Team members
should be familiar with the school division’s e-mail system and have an active e-mail.
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Technology for Communication (Continued)

6. Fax Machines: The fax machine may be used to send and/or receive information quickly and
may be very useful when an emergency occurs away from the school. Student data, medical
information or any other information may be sent quickly with better accuracy. Any staff with
students on a trip away from campus should have the school’s fax number.

7. Cellular Telephones: Cellular telephones may be very helpful in an emergency situation
especially if the regular telephone system is not working due to a power outage. Information
transmitted via cellular telephones should be general in nature. Sensitive or confidential
information should not be transported via cellular telephones since the service is not secure. If
at all possible, on off-campus trips, at least one adult should have access to a cellular telephone.

8. Emergency Codes and Alarm Systems: One code for the entire school division should be
used. The school division code for emergencies should be shared with all individuals servicing
the school division. In addition, Crisis Management Team members should be trained in the
use of the alarm code, alarms, and intercom systems.

9. Air Horns: The administrator should have and the Crisis Team should know the location of air
horns to be used if the alarm system is not operating or use outside of the building where the
alarm system cannot be heard.

Voice and Hand Signals

Signals not involving the use of technology should also be determined and shared in the event that all

technology is unavailable. Staff and students should be trained regarding the signals and the

instructions to be followed with each signal.

Examples include the following:

Waving arms - waving arms back and forth over head means to follow in the direction led by the
teacher.

Palms down - moving arms up and down with palms toward the ground will signal students to get
down on the ground wherever they are at the time.

Palms out - pushing palms out, moving arms forward and back, will signal the students to stop where
they are and to stand absolutely still.

Waving arms side-to-side - moving arms side-to-side in front of body will signal students to move
away from the center of the playground and to take shelter toward the edge of the playground.
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Communications With The Media

The school principal will notify the Division Superintendent or designee for direction in working with
the media during a crisis.

Guidelines for the individuals working with the media are as follows:

Contact the Superintendent’s Office to inform the central office of the current situation, emerging
developments, and to clear statements.

Remind all staff that only the division superintendent or designee is authorized to talk with news
media.

Advise all school staff of media procedures.

Deal up-front with reporters. Be honest, forthright and establish good communication with the
media before problems or a crisis occurs.

Do not try to stonewall the media or keep them from doing their job.

Prior to meeting with the media, attempt to anticipate the questions and have answers for the
questions.

Be prepared to tell the media you cannot answer certain questions and when possible address the
questions in opening remarks or statement.

When possible, prepare a statement to be approved by the administration and issue that statement
to the media. Make certain the statement is accurate and does not violate any confidentiality of
those involved.

Attempt to keep any statements as concise as possible and keep remarks on the facts of the crisis.
Reduce the emotionalism to reduce further confusion. Answer the question and stop. Do not
attempt to further explain.

Release only facts that can be proven. If a question is asked and the answer is not certain, offer to
find out the answer but do not speculate. For questions that cannot be answered, explain that the

question cannot be answered at this time, but reduce the use of “no comment” as much as possible.

If any opinions are provided, make certain it is the unified position to reduce conflicts and
questions.

When appropriate, provide a space for the media to meet.

Communications With The Media (Continued)
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When answering questions for the media, be sure you understand the question. Ask for clarification
prior to answering.

Do not assume or expect comments that are made “off the record” to be kept confidential.

Instruct all staff to refer all inquiries about the crisis to the individual(s) handling the media
communications.

Keep a log of all incoming and outgoing calls, personal contacts and statements and
announcements made.
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Communications Checklist

A copy of all school division telephone numbers is available. This listing should also include all
fax numbers and any cellular numbers necessary.

____Acopy of the phone tree is available.

____The location of all telephones is marked on the floor plan as well as any additional
phone jacks not in daily use.

___Instructions for the use of the intercom system are posted.

___Batteries for any walkie-talkies are checked quarterly and walkie-talkies
are recharged daily.

___Crisis Management Team members have been trained in the use of the alarm system.
____Air horns or megaphones are located in the toolkit for warnings.

___The administrator has developed and trained the staff in the use of voice or hand signals.
___The school division has developed a code to notify staff of emergencies within the buildings.

____The administrator and/or Crisis Team has determined and developed necessary communication
techniques for notifying parents as appropriate.

___The administrator has assigned or accepted the responsibility for communicating with
the media.

____If the media is contacted or contacts the school, the administrator or a member of the
Crisis Management Team has notified the Superintendent’s
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Communications

Sample Announcements

TO:
FROM:

DATE:

We have just been advised of a tragedy involving one of our (teachers, staff members, students). |1
wanted to notify you so that you would know the accurate details and could better assist your child in
understanding this situation. The details are as follows:

(provide accurate details without compromising the privacy of the person or family involved.)

A notice was read to all students regarding this situation. Students were also told that they should
contact the teacher if they wanted to talk to a counselor or other staff member.

Arrangements have been made to have people available in the building to help students and staff who
need extra support as we work through this situation. If you have any questions, please contact me. |
do ask your support during this time and to let me know if any special assistance is needed for your
child.

(Any letter or announcement should be developed according to the situation, but should be kept as
general as possible with an attempt to reduce the crisis versus increasing the concern.)
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Communications

Sample Letter to Parents for Bus Accident

Dear Parents,

There was an accident involving a school bus on . There were known
(day and date and time)
injuries to some individuals. The students on Bus # witnessed the aftermath of the accident.

The students from the bus involved were asked by the administrator if they were injured in any way
and their parents were then contacted. Your child, because of being on Bus # , may show
delayed reaction to the accident. Please be alert over the next several days to symptoms of delayed
reaction, including:

e adesire to be alone, unusually quiet;

e |oss of appetite;

e problems with sleeping, nightmares;

e difficulty with concentration;

e cCrying;

e angry outbursts, short temper;

e headaches, upset stomach;

e and/or depressed, sad.

Your child may also exhibit some physical complaints. Please contact to fill out
an accident report. The school will offer support services for

(Principal’s Name)
students needing help dealing with the accident. We will also provide counseling services to parents
in helping their children to cope. Please do not hesitate to call if you have any questions or concerns.
(Give school phone number.)

Sincerely,
Principal
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00000

LOCKDOWN EVACUATE

HOLD SECURE
THE STANDARD RESPONSE PROTOCOL

A critical ingredient in the safe school recipe is the uni-
form classroom response to an incident at school.
Weather events, fires, accidents, intruders and other
threats to student safety are scenarios that are planned
and trained for by school and district administration and
staff.

Historically, schools have taken a scenario-based ap-
proach to respond to hazards and threats. It's not un-
common to find a stapled sheaf of papers or tabbed
binder in a teacher’s desk that describes a variety of
things that might happen, and the specific response to
each event.

SRP IS ACTION BASED

The Standard Response Protocol is based not on indi-
vidual scenarios but on the response to any given sce-
nario. Like the Incident Command System (ICS), SRP
demands a specific vocabulary but also allows for great
flexibility. The premise is simple: there are five specific
actions that can be performed during an incident. When
communicating these actions, each is followed by a “Di-
rective.” Execution of the action is performed by active
participants, including students, staff, teachers and first
responders.

e Hold is followed by “In your Room or Area. Clear the
Halls” and is the protocol used when the hallways
need to be kept clear of people.

e Secure is followed by “Get Inside, Lock Outside
Doors” and is the protocol used to safeguard students
and staff within the building.

e Lockdown is followed by “Locks, Lights, Out of
Sight” and is the protocol used to secure individual
rooms and keep students quiet and in place.

e Evacuate may be followed by a location, and is the
protocol used to move students and staff from one
location to a different location in or out of the building.

e Shelter is always followed by the hazard and a safety
strategy and is the protocol for group and self-protec-
tion.

These specific actions can act as both a verb and a
noun. If the action is Lockdown, it would be announced
on public address as “Lockdown! Locks, Lights, Out of
Sight.” Communication to local responders would then
be “We are in Lockdown.”

SRP K12 2023 | Version 4.1 | 06/15/2022

SHELTER
ACTIONS

Each response has specific student and staff actions.
The Evacuate action might be followed by a location:
“Evacuate to the Bus Zone.” Actions can be chained. For
instance, “Evacuate to Hallway. Shelter for Earthquake.
Drop, Cover and Hold.”

BENEFITS

The benefits of SRP become quickly apparent. By stan-
dardizing the vocabulary, all stakeholders can under-
stand the response and status of the event. For stu-
dents, this provides continuity of expectations and ac-
tions throughout their educational career. For teachers,
this becomes a simpler process to train and drill. For first
responders, the common vocabulary and protocols es-
tablish a greater predictability that persists through the
duration of an incident. Parents can easily understand
the practices and can reinforce the protocol. Additionally,
this protocol enables rapid response determination when
an unforeseen event occurs.

The protocol also allows for a more predictable series of
actions as an event unfolds. An intruder event may start
as a Lockdown, but as the intruder is isolated, first re-
sponders may assist as parts of the school “Evacuate to
a different building,” and later “Evacuate to the bus
zone.”

TACTICAL RESPONSES

SRP also acknowledges that some school incidents in-
volve a tactical response from law enforcement, and
suggests consultation with local law enforcement regard-
ing expectations and actions.

SEQUENCING THE ACTIONS

As you read through the Action Sections, you'll see that
the actions can be sequenced as situations change and
information is gathered. See page 29 for examples of
how this can, and has, been done.
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HOLD

IN YOUR ROOM OR AREA.

There are situations that require students and staff to
remain in their classrooms or stay out of access areas.
For example, an altercation in the hallway may require
keeping students out of the halls until it is resolved. A
medical issue may require only one area to be cleared,
with halls still open in case outside medical assistance is
required.

There may be a need for students who are not in a class-
room to proceed to an area where they can be super-
vised and remain safe.

PUBLIC ADDRESS

The public address for Hold is: “Hold in your room or
area. Clear the Halls.” and is repeated twice each time
the public address is performed. There may be a need to
add directives for students that are not in a classroom, at
lunch, or some other location where they should remain
until the Hold is lifted.

“Hold in your room or area. Clear the Halls.
Hold in your room or area. Clear the Halls.”

An example of a medical emergency would be:

“Students and staff, please Hold in the cafeteria or your
room. We’re attending to a medical situation near the
office.”

When it's been resolved:
“Students and staff, the Hold is released. All clear.

Thank you for your assistance in making this Hold work
smoothly.”

PUBLIC ADDRESS - RELEASE
A Hold Action can be released by Public Address.

“The Hold is released. All Clear.
The Hold is released. All Clear.”

INCIDENT COMMAND SYSTEM

The School Incident Command System should be initiated.
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HOLD

In Your Room or Area

ACTIONS

Students and teachers are to remain in their classroom
or area, even if there is a scheduled class change until
the all-clear is announced.

Students and staff in common areas, like a cafeteria or a
gym, may be asked to remain in those areas or move to
adjoining areas like a locker room.

Students and staff outside of the building should remain
outside unless the administration directs otherwise.

It is suggested that prior to closing the classroom door,
teachers should sweep the hallway for nearby students.
Additionally, teachers should take attendance, note the
time, and conduct classroom activities as usual.

In a high school with an open campus policy, communi-
cate as much detail as possible to students who are
temporarily off-campus.

RESPONSIBILITY

Typically an administrator is responsible for initiating a
Hold. However, anyone should be able to call for a Hold
if they observe something happening that would require
this action.

PREPARATION

Student, teacher, and administrator training.

DRILLS
Hold should be drilled at least once a year, or as man-
dated by state requirements.

CONTINGENCIES

Students are trained that if they are not in a classroom
they may be asked to identify the nearest classroom and
join that class for the duration of the Hold.

EXAMPLES OF HOLD CONDITIONS

The following are some examples of when a school
might initiate a Hold:

e An altercation in a hallway;
e A medical issue that needs attention;

e Unfinished maintenance operation in a common
area during class changes.
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SECURE

GET INSIDE, LOCK OUTSIDE DOORS.

The Secure Action is called when there is a threat or
hazard outside of the school building. Whether it's due to
violence or criminal activity in the immediate neighbor-
hood, or a dangerous animal in the playground, Secure
uses the security of the physical facility to act as protec-
tion.

PUBLIC ADDRESS

The public address for Secure is: “Secure! Get Inside.
Lock outside doors” and is repeated twice each time the
public address is performed.

“Secure! Get Inside, Lock outside doors.
Secure! Get Inside, Lock outside doors.”

“Students and staff, the school is currently in the Secure
Action due to [cause] in the neighborhood. No one is
allowed in or out of the building at this time. Stay inside
and continue with your day.”

PUBLIC ADDRESS - RELEASE

A Secure Action can be released by Public Address.

“The Secure is released. All Clear.
The Secure is released. All Clear.”

“Students and staff, the Secure is released. All clear.
Thank you for your assistance with making this Secure
work smoothly.”

ACTIONS
The Secure Action demands bringing people into a se-
cure building and locking all outside access points.

Where possible, classroom activities would continue un-
interrupted. Classes being held outside would return to
the building and, if possible, continue inside the building.

There may be occasions when students expect to be
able to leave the building - end of classes, job commit-
ment, etc. Depending on the condition, this may have to
be delayed until the area is safe.

During the training period, it should be emphasized to
students as well as their parents that they may be incon-
venienced by these directives, but their cooperation is
important to ensure their safety.

ADDING A LIFECYCLE TO THE SECURE
PROTOCOL

As a situation evolves there may be more information
available to guide decision making. With the Secure Pro-
tocol, there is the option to transition from the initial re-
sponse of “No one in or out” to some access control.
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SECURE

Get inside Lock Outside Doors

NO ONE IN OR OUT
The initial directive and practice during the Secure Action
is to retain students and staff within the building and pre-
vent entry into the building.

CONTROLLED RELEASE

An unresolved, but not directly evident, situation at the
end of the school day may warrant a Controlled Release.
During a Controlled Release, parents or guardians may
be asked to pick up students rather than have them walk
home. Buses may run as normal, but increased monitor-
ing of the bus area should occur. There may be addition-
al law enforcement presence.

MONITORED ENTRY

When there is a perceived threat but it's not immediate,
entrances may be attended by security or law enforce-
ment and anyone entering the building is more closely
monitored. Students and staff walking between buildings
or going to the parking lot might be escorted with
heightened awareness.

SGHOOL IS SEGURED

MONITORED ENTRY AND CONTROLLED RELEASE

ESCUELA BAJO PROTECCION

ENTRADA VIGILADA Y SALIDA CONTROLADA
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SAMPLE OUTWARD

MESSAGING TO PARENTS

This is a guide for outward messaging after

a Hold action was used in the school. Usu-

ally, it is sent after a Hold is cleared. Howev-

er if the Hold goes on for an extended peri-
od of time or it is happening close to release time, make
sure to let the families know. Have a central digital plat-
form that your public information team can easily update,
and people can go to for information.

Variables in the message are in italic type.
Current Hold during the school day

Email

Subject Line: Safety Notification - Hold Currently Activat-
ed at [School Name]

Dear Parent or Guardian,

[School Name] has been placed in Hold due to [state the
reason for the Hold].

As a precaution, students and staff are asked to remain
in their classrooms in order to keep the hallways empty.
Classroom learning will continue throughout the Hold,
but students will not 