EMERGENCY PROCEDURES

The following procedures should be followed carefully when an emergency occurs. If situations prohibit the following procedures, the principal or adult in charge at the time must make the necessary decisions to assure the safety of the students to the very best of his/her ability.

NOTE: No student will be allowed to leave school during any of the emergency procedures unless the parent or guardian personally comes into the building, signs the student out, and takes the child into his/her custody. If the students are grouped outside the building and a parent or guardian wants to take them, they must write a short note explaining that they are taking custody of the child and give it to the adult in charge of the students. The note must have the time and date on it! (This includes before/after school hours.) Should these events take place shortly before dismissal time, dismissal will be delayed until the situation is deemed safe. 

Fire Procedures

In both a fire drill and real fire emergency, the fire alarm will sound. Follow all of the procedures listed below. Talk to your students to help keep them calm. Make sure they know the procedure and exit route so they could escape without your presence in an emergency. 

The teachers or staff members will make sure all windows are closed, all doors are shut, and all lights/electrical machines are off in their designated area. A check of the building will be made by the principal and vice principal to determine if it safe to return.

Everyone will evacuate the building in an orderly manner as quickly and quietly as possible.  They will use the escape routes posted in their rooms unless it is deemed unsafe. Each classroom teacher is to take his or her class roll and information sheets with him or her.

Gather and take roll at the far end of the parking lot closest to the door you exit. Have the students facing away from the building. Do not go near the building until it has been checked, and the principal or emergency personnel give the all-clear signal.

Immediately report any injuries and/or missing students/personnel to the principal or adult in charge at the time.  

Tornado Procedures
In both a tornado drill and real tornado emergency, the principal will call over the intercom and inform you that you are to take shelter.  Follow all of the procedures listed below. Talk to your students to help keep them calm. Make sure they know the procedure and exit route so they could escape without your presence in an emergency. Each classroom teacher is to take roll and information sheets with him or her.

When there is a severe storm approaching our area, you will be informed over the intercom; we must then be prepared to move the students and faculty to the safest place possible. Immediately and as quietly as possible, move your students to the B-wing and church hallways. The first classes to arrive should go to the far ends of the hallways to make room for classes that follow. Move away from all windows and glass. Protect your face, head and neck by crouching or sitting with your head down and your hands on the back of your neck. Small rooms, closets and bathrooms are the best place to go if there is no space left in the hallways.  Avoid large open areas like the gym or auditorium.

When the danger has passed, you will be given instructions by the principal or adult in charge as to what to do next.  

If the storm passes without damage to the building, you will be asked to return to your rooms and take roll there. Roll will be collected just like it is at the beginning of each day.

If the storm has caused damage to the building, you will be asked to evacuate the building. Everyone will evacuate the building in an orderly manner as quickly and quietly as possible.  Use the escape routes posted in the rooms unless it is deemed unsafe. 

Gather and take roll at the far end of the parking lot closest to the door you exit. Do not go near the building until it has been checked and the principal or emergency personnel give the all-clear signal.

Immediately report any injuries and/or missing students/personnel to the principal or adult in charge at the time.  

Earthquake Procedures

In the unlikely event of an earthquake, we will follow these procedures. At the first signs of shaking or rumbling, drop and cover by holding your hands on both sides of your neck to help protect your head area.  If you are near a desk or table, get under it.  If you are near any window/glass, turn away from it. Remain in place for at least sixty (60) seconds after the shaking and rumbling have stopped.

Evacuate the building in an orderly manner as quickly and quietly as possible. Use the escape routes posted in the rooms unless it is deemed unsafe. If at any time during the evacuation procedure the shaking starts again, immediately take cover as stated above. Each classroom teacher is to take roll and information sheets with him or her.

Gather and take roll at the far end of the parking lot closest to the door you exit. Do not go near the building until it has been checked and the principal or emergency personnel give the all-clear signal.

Immediately report any injuries and/or missing students/personnel to the principal or adult in charge at the time.  

Human Catastrophe (intruders) Procedures

Classroom and outside doors that can be locked are to stay locked at all times when students or teachers are not present. Never do anything that would prevent a door from being shut and locked quickly.  This does not include doorstops on classroom doors. It also does not include the main door right before or after school (the receptionist will be present at all times when the front door is propped open).  If any person sees someone that they do not recognize as being a parent/guardian, student, or staff member, report this to the principal or person in charge immediately.  This should also include anyone that looks like they could present a potentially violent situation.  The principal or person in charge with one other staff person close by will politely greet the intruder and identify themselves, ask their purpose for being there and show him/her how to correctly sign in at the front desk. If the reason given for being at the school is not legitimate, he/she will be asked to leave and escorted to the door.

If it is determined that potentially violent situation has entered the building or the intruder will not leave, we will come over the intercom and state a given code for a lock down (all teachers will be informed of the code at the beginning of each year. It will be changed whenever deemed necessary). The principal will call 911.  

Upon hearing the code, the teacher of each classroom is to look out into the hall to gather any students into the classroom and close the door making sure they lock it (if it is a locking door). They are then to turn out the lights and move the class to a corner of the room that is least visible from the door or a window. The students/staff are to crouch down as low as possible and stay in that position until the all clear is given.  In a real situation, this could be for a very long period of time. Under no situation is a student or adult to leave that environment until the all-clear code is given.  This will be a code word that only staff members will know. 

Students in the gym or lunch rooms at this time, if possible, should be moved as quickly and as quietly to the nearest locking room. The kitchen is a good option if it is determined to be safe.  If it is determined that exiting from these rooms cannot be done safely, the students are to hide behind something solid (turn over tables as barriers). 

If you are outside at the time of the lock down, you will be informed over the radios. The safest thing to do would be to go to one of the neighborhood houses (preferably the Arvey’s if you are on the playground or the Reeves’ if you are at the park). Do not go into the school for any reason unless you are contacted on the radio and told that it is safe. 

Do not pay attention to the fire alarm if we are in a lockdown. If told to evacuate the building (after the code word has been given), do so in an orderly manner as quickly and quietly as possible. Use the escape routes posted in your rooms unless it is deemed unsafe. Each classroom teacher is to take roll and information sheets with him or her.

Gather and take roll at the far end of the parking lot closest to the door you exit. Do not go near the building until it has been checked and the principal or emergency personnel give the all-clear signal. Immediately report any injuries and/or missing students/personnel to the principal or adult in charge at the time.  

Evacuation or Unexpected School Cancellation Procedures 

If it is determined that the school is no longer safe or needs to be permanently evacuated for any reason, the police will be called if they can help in any way possible. Radio stations and television stations will be contacted so they can inform parents of what to do in order to pick up their children. After this has been done, we will start calling the student’s parents and/or emergency contacts as quickly as possible.

Serious Injury

Immediately call 911.  A CPR/first aide certified person will take over for the teacher who is first on the scene if he/she is not CPR/first aide certified.  Other staff members will isolate the affected student/staff member.  The principal or vice-principal will be notified as soon as it is possible followed by the student’s parents. If it is determined that the student/staff member needs to be taken by ambulance and the parent is not present, a staff member will be designated to ride with him/her.  The staff member will stay with the injured person until a parent or legal guardian is present.

The principal or the vice-principal will talk to any eyewitnesses. If a student seems to be traumatized by the event and the principal or vice–principal do not feel like they are qualified to counsel, a psychologist/counselor will be recommended to their parents.

If it is deemed necessary, the principal will notify students, parents and staff about the event and its ramifications.

Death

In the event of a death of a school student or teacher at the school, the serious injury protocol will be followed at the time of the incident. 

A crisis team will be formed this may include the administration, a couple of ministers from the church, and a counselor. The principal will have a list of possible names for this committee. The staff will be notified and an emergency staff meeting will be called before the next school day to brief the staff as to procedures. 

The committee’s first duty will be to determine how to notify the students and parents based on the event. They will also let parents know what types of counseling will be available to the students who are in need of assistance. Rooms will be designated as private counseling rooms. Students who are in need of assistance will be escorted to and from the counselors. Assessments of the teachers stress levels will be done by one of the committee members and counseling will be recommended to overly stressed staff. Follow ups will be done with all students who received counseling.  Decisions will be made as far as the funeral and attendance. Changes will be made to the daily routines or test schedules to give the necessary grace to those dealing with the death of a friend or colleague. 

Media will be referred to the principal who will be given a statement to read from the committee. Otherwise, speaking with the media will be discouraged. 

Suicide Attempt

If injury or death occurs, follow the procedures in those respective areas. Notify the school principal and the Division of Child Mental Health Services. Notify the parents and talk to them about qualified counselors and determine a course of action based on the student’s need. 

Calm the suicidal person and isolate him/her from other students. Stay with the student until a qualified person is there to help, (counselor, principal, or a person from the Division of Child Mental Health Services). Do not leave the suicidal person alone! If the parents arrive first, try to convince them to seek out professional help immediately or if a qualified counselor is on the way, let the parents know and strongly suggest they wait and meet with the counselor.

A crisis team will be formed; this may include the administration, a couple of ministers from the church, and a counselor. The principal will have a list of possible names for this committee. The staff will be notified and an emergency staff meeting will be called before the next school day to brief the staff as to procedures. 

The committee’s first duty will be to determine how to notify the students and parents based on the event (this step may be deemed unnecessary). They will also let parents know what types of counseling will be available to the student who are in need of assistance. Rooms will be designated as private counseling rooms.  Students who are in need of assistance will be escorted to and from the counselors. Assessments of the teachers stress levels will be done by one of the committee members and counseling will be recommended to overly stressed staff. Follow ups will be done with all students who received counseling.  

Weapon

Notify the principal or vice-principal immediately if a weapon is suspected or known to be in the possession of a student or staff member. Be very detailed as to who brought the weapon, where the weapon is located, if there have been any threats made, etc. Do not leave your classroom or the site that the weapon is believed to be. If you cannot get to the principal or vice-principal, discretely send someone who can do it for you. If the suspect threatens you with the weapon, do not try to disarm them. Back away with your arms raised and remain calm.

The principal will make a determination as to the severity of the situation. If it is deemed necessary for the safety of those present, he/she will call the police.  If the situation is not seen as a threat to anyone, the principal will confront the student and confiscate the weapon. If a search of an object (backpack, locker) is necessary, the student will be informed as to why you are searching. Detailed notes of the event and the reasons for the search will be kept. If the item is on the person and he/she will not give it up, the student will be detained until a search can take place with the parents present.

If the police are called, the situation will be monitored until the police arrive.  The situation will be turned over to the police upon their arrival until it is considered safe.  

Bomb Threat

When the bomb threat is received. The person taking the call should ask where the bomb is located, when the bomb will go off, what materials are in the bomb, who is calling and why the caller is doing this. Listen closely to the caller’s voice, speech patterns, and background noises. After hanging up, immediately dial *57 to trace the call.  Notify the principal.

The principal will pull the fire alarm to evacuate the building. He/she will call the church side so they understand that this is not a drill. The principal will then call 911.  Students and staff will then be taken to the park in order to be as far away from the building as possible and still organized.  Teachers will take roll and anyone who is missing or is extra, will be reported to the principal. No one is to reenter the building until fire or police personnel declare the building safe.

If it is necessary to send students home or move students to a different location, we will inform parents by the following means:

· RenWeb will be used to email all of the parents immediately

· Teachers will call their student’s parents

· If parents cannot be reached emergency contacts will be called

· If this fails, we will continue to call frequently and a staff member will be assigned to care for the child until a parent or emergency contact can be reached

