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Other Signatory 						Date 

Record of Distribution 

This security of this plan is restricted to those to whom it is disseminated. Only Conestoga Public School District officials may distribute copies or portions of this plan, with sensitive information removed, to the public or media. 


Purpose 

The purpose of the Conestoga Public Schools All-Hazards Safety and Security Plan is to provide information about how to respond to emergency incidents by outlining pertinent responsibilities and procedures for the Conestoga Public School District. This plan details the roles and responsibilities of school faculty and stuff, students, and stakeholders before, during, and after an incident and provides parents, guardians and community members with assurances Conestoga Public School District has established guidelines and procedures to prevent/ mitigate, prepare, respond, and recover from threats and hazards in an effective way. 

Scope of Plan 
The Conestoga Public School District Plan outlines the expectations of faculty and staff; roles and responsibilities; incorporates authority and references as defined by government mandates; and includes policies/procedures to promote safety and security within school buildings and school sponsored activities. 


Authorities & References 
This section provides the legal basis for emergency operations and activities, including legal statutes. Nebraska schools should adhere to the guidelines from the Nebraska Department of Education, for example: 
Bullying Prevention: Neb. Rev. Statute § 79-2, 137: Nebraska school districts to adopt a bullying policy on or before July 1, 2009 
Dating Violence Prevention: Neb. Rev. Statute § 79-2, 139-142 states that on or before July 1, 2010, each school district shall develop and adopt a specific policy to address incidents of dating violence involving students at school, which shall be made a part of the requirements for accreditation in accordance with section § 79-703. 
Nebraska Student Discipline Act (Neb. Rev. Statute § 79-254): Nebraska elementary and secondary schools are to assure protection of all students through due process and fundamental fairness.
Neb. Rev. Statute § 79-267: Student conduct constituting grounds for long-term suspension, expulsion, or mandatory reassignment; enumerated; alternatives for truant or tardy students. 
Rule 10 - Accreditation of Schools: http://www.education.ne.gov/safety/Rule_10/Rule_10_HomePage.html. 
Rule 59 - Regulations for School Health and Safety: http://www.education.ne.gov/legal/webrulespdf/RULE592006.pdf. 
Legal Issues in School Safety: 
Neb. Statute § 23-1204.03 states that schools have a duty to protect their students. 
Neb. Statute § 48-443 states that schools have a duty to promote injury prevention. 
Fire Inspection Checklist Educational Occupancies (Neb. Statute § 81-527-81-5, 157) provides guideline for fire drills, fire exists, fire standards and specifications. The National Fire Protection Association provides a Life Safety Code to adhere. 

Concept of Operations 
School personnel and students will be first responders during the initial stages of an incident. Someone on scene often takes the lead as the incident commander until help arrives. The (building principal or a designee) is responsible for activating this plan and any associated building emergency procedures. Personnel, equipment and other resources used for routine day-to-day activities may be redirected to support incident management during or following an emergency. Multiple agencies are involved in responding to school incidents including responders such as law enforcement, fire & emergency medical services, and emergency managers. During an incident a trained emergency responder will likely assume the role of incident commander until the danger has passed.

The National Incident Management System (NIMS) is a set of principles that provides a systematic, proactive approach guiding government agencies, nongovernmental organizations and the private sector as they work together to prevent, protect against, respond to, recover from and mitigate the effects of incidents, regardless of cause, size, location, or complexity, to reduce the loss of life or property and harm to the environment. This system ensures that those involved in incident response/recovery understand their roles and have the tools they need to be effective. According to Homeland Security Presidential Directive 5 and the U.S. Department of Education, school districts are among local agencies that must adopt NIMS if they receive Federal grant funds. 
Conestoga Public Schools recognizes that faculty, staff, and students will be first responders during an incident. Adopting NIMS enables school personnel and students to respond more effectively to an incident and enhances cooperation, coordination, and communication among school officials, first responders, and emergency managers. As such, the Conestoga Public School District: 
Adopts the use of Incident Command System; ICS-100 training is available to all school personnel and students who assume roles described in this plan. 
Adopts the use of the NIMS framework; The NIMS Awareness course IS-700 NIMS: An Introduction to NIMS is available to all school personnel and students who assume roles described in this plan. 
Commits to continuous training and exercising in support of this plan. 

A school incident command system will be adhered to within Conestoga Public School District to provide effective control of the school response to an emergency or disaster.

Incident Command – Directs activities using guidance provided by school officials 
Operations – Directs tactical response activities of school personnel 
Planning – Collects and disseminates information to evaluate, track and plan the response 
Logistics – Secures resources and personnel to support a response 
Finance & Administration – Oversees event documentation and financial activities 




School administrators, faculty and staff are vital to an effective emergency response.  They hold primary responsibility for providing safety and security in our schools.

	
	Before an event 
	During and Event 
	Returning to normal 

	For School Administrators 

	Provide plan and policy instruction to faculty, staff, and students 
Use multiple modes to communicate information about the plan 
Involve staff and students in practice drills procedures 
Dispense information updates to faculty and staff 
Provide frequent updates to staff and faculty about upcoming media 
Follow secure building procedures 
	Provide plan and policy instruction to faculty, staff, and students 
Use multiple modes to communicate information about the plan 
Involve staff and students in practice drills procedures 
Dispense information updates to faculty and staff 
Provide frequent updates to staff and faculty about upcoming media 
Follow secure building procedures 
	Be aware of common reactions to disaster and the potential to develop depression/anxiety symptoms 
Arrange for personnel or student participation in memorial, remembrance or anniversary events related to the disaster 
Provide referral information for in-house or community resources (e.g., Employee Assistance Program) 


	For Faculty 

	Provide information about facility policies to students and guests 
Lead students in drills, training, and exercises 
Regularly take attendance and ensure policies are posted in the classroom 
Secure classroom

	Direct students to follow procedures appropriately 
Maintain position as directed by incident commander, law enforcement, and/or fire/EMS responders 
Keep students calm 
Take attendance regularly 
	Watch for signs of depression, anxiety, or other reactions to disaster 
Review event evaluation information for recovery activities 
Refer students to counselor for referral information for community resources to assist students and families 

	For Staff 

	Secure the building regularly 
Follow safety and security procedures for equipment, chemicals, and student records 
Train and exercise the plan with faculty and students 
	Assist in directing students to follow procedures appropriately 
Ensure school visitors and guests are directed to follow procedures 
Assist faculty and administrators with reunification policies 
	Review event evaluation information for recovery activities 
Assist administrators with building reentry preparation as appropriate 










School Safety Plan

The school district is committed to providing and maintaining a safe work environment, and to taking reasonable precautions for the safety of the students, employees, visitors, and all others having business with this school district.  Every employee of the district should show concern for the safety of fellow employees, students, and members of the public. The Board of Education has adopted policies to support the safety and protection of students, staff, and all who visit the school campuses.  
Policy 3041: Crisis Team Duties
Policy 4019: Workplace Injury Prevention and Safety Committee
Policy 5052: School Wellness Policy

All employees are expected to comply with the minimum safety requirements detailed within this plan. Administrators and Building Principals may have additional components for their campuses, as needed.  All employees are required to review the School Safety Plan before the initial employment date and annually.  Employees will fill out and sign a copy of the Employee Review and Compliance Certification Form.

The safety of the people of Conestoga is our priority concern.  We care about the safety and well being of all Conestoga students and staff. 

Policy 3041
Safety & Crisis Team Duties
The Safety & Crisis team is responsible for planning for the safety and security of the school, staff, and students.  The teams will respond to and manage any safety or security incident that occurs in the school setting or which has the potential to disrupt the orderly operation of the school system.  
Membership on and Chair of Team 
The superintendent will appoint members to serve on the Safety & Crisis team.  
The superintendent will serve as the chair of the Safety & Crisis team.  The chair of the Safety & Crisis team shall have the responsibility of scheduling Safety & Crisis team meetings, documenting Safety & Crisis team actions and reporting to the board at least annually on the district’s All-Hazard School Safety Plan and other activities of the Safety & Crisis team. 
Meetings of the Safety & Crisis Team
The Safety & Crisis team will meet at least twice annually with representatives from local law enforcement and local fire and rescue personnel.  At these meetings, the team will coordinate with local agencies to prepare for and communicate about a variety or real world scenarios.    
The Safety & Crisis team will meet at such additional times as necessary to fulfill the duties given to it pursuant to this policy.  
School Self-Assessment 
The Safety & Crisis team shall conduct the self-assessment created by the Nebraska Department of Education as part of its School Safety and Security Standards.  This assessment shall be conducted for each school building.  The team shall report the results of this self-assessment to the superintendent and to the board of education.  
Either the superintendent or the chair of the safety committee will also report the results of the self-assessment to the Nebraska Department of Education.   
All-Hazard School Safety Plan 
The Safety & Crisis team will create an All-Hazard School Safety Plan.  The plan must be customized to the needs of each of the school district’s buildings.  The plan must include all of the components required by the School Safety and Security Standards adopted by the Nebraska Department of Education, and shall meet at least the minimum indicators set by those Standards.  
The Safety & Crisis team shall share a copy of the district’s All-Hazard School Safety Plan with local authorities and first responders.  
The chair of the Safety & Crisis team shall provide a copy of the district’s All-Hazard School Safety Plan to the NDE Security Assessor at least one-week prior to the assessor’s scheduled visit to the district.  
Standard Response Protocol (SRP) 
The Safety & Crisis team shall be knowledgeable about the Standard Response Protocol promoted by the “I love u guys” Foundation. 
The Safety & Crisis team will coordinate with members of the administrative team to arrange for all students, employees and other individuals who routinely use the district’s facilities to receive SRP training and guidance. 
The Safety & Crisis team will assess the need for SRP to be implemented at off campus locations where students may be present for school activities.
The Safety & Crisis team will confer with individuals knowledgeable about students, staff or patrons who may have special needs in order for those individuals to be able to understand and implement the SRP. 
Consultation With Building Principals 
The Safety & Crisis team shall confer with the principal of each building within the district to ensure that visible signage is present in each building which meets the needs of local emergency responders
The Safety & Crisis team will review the utility of non-required drills in light of the needs and unique circumstances present within each building within the district.  Non-required drills recommended by NDE include lock-down, lock out, evacuation, shelter and reunification process.  The Safety & Crisis team will consult with building principals to review both required and non-required drills.
Consultation with Threat Assessment Team 
The Safety & Crisis team will consult with members of the threat assessment team to determine if the district’s All-Hazard School Safety Plan has been appropriately implemented and if it should be modified or updated.  
Review of Training 
The Safety & Crisis team shall review the training which the school system provides for specified employees in required areas to comply with local, state, and federal regulations.
The Safety & Crisis team shall also review any non-required training which could be provided to appropriate staff to increase the safety and security of the school district and its students, staff and patrons.  If the team believes such non-required training would be beneficial, it shall recommend to the superintendent that the training be provided to the identified staff member at district expense. 
Communication with School Community and Stakeholders
The Safety & Crisis team will work continuously to improve communication with the school community and relevant stakeholders.  This communication shall include, but not be limited to, the communication strategies and protocols identified in the district’s All-Hazard School Safety Plan.  
Communication with the Board of Education
The Safety & Crisis team will report to the board at least annually on its activities.  This report may be included as part of the superintendent’s report at a regular board meeting.  

 
Adopted on: February 14, 2017
Revised on: October 10, 2017
Reviewed on: November 14, 2017





Policy 4019
Workplace Injury Prevention and Safety Committee

The school district is committed to providing and maintaining a safe work environment, and to taking reasonable precautions for the safety of the students, employees, visitors, and all others having business with this school district.  Every employee of the district should show concern for the safety of fellow employees, students, and members of the public.  The district shall have a workplace injury prevention and safety committee as required by Nebraska law.  A maintenance custodian, teacher elected by the staff, and superintendent or designee shall be members of the committee.

The committee shall adopt and maintain a written injury prevention program.  The committee shall participate in the development of safety education, training, and the establishment of safety rules, policies and procedures pursuant to this policy, the district’s written injury prevention program, or as otherwise provided by law.  Training for employees shall be conducted annually.  

The workplace injury prevention and safety committee shall maintain minutes of all meetings and file them in the district office.  The committee shall implement accident investigation, record keeping procedures, safety rules, safety and health training, and policies.  The district shall maintain records for at least three years, or longer if directed by the Department of Labor.

The committee shall meet at least once every three months or more frequently in the event of an employee complaint or of a job-related injury or death.  The workplace injury prevention and safety committee shall keep written minutes of all meetings, and provide a copy to the superintendent or designee who shall maintain the minutes in the district’s administrative offices for a period of at least three years, unless otherwise instructed by the Department of Labor.  

The workplace injury prevention and safety committee shall develop an injury prevention plan and present it to the board.  The plan should be developed and presented in the spirit of employees working together in a cooperative, non-adversarial effort to promote safety at the work sites within the district.

The superintendent or designee shall assure that the safety training for employees is reviewed annually or more frequently, if needed.  He or she shall provide the following, as set forth in the initial written Employer’s Injury Prevention Plan:

1.	Initial safety orientation on rules, policies, and job specific procedures for new employees or employees who are assuming new and different duties within the school district, if appropriate.  
2.	Job specific training for employees before they perform potential hazardous work.
	3.	Periodic refresher training and dissemination of information on an annual basis, or more frequently if so designated by the administrator, for employees regarding the injury prevention plan of the unit and safety rules, policies, and procedures pertaining to safety within the school district.  

In the event of a death in the workplace, the workplace injury prevention and safety committee shall forward to the Department of Labor within 15 working days a copy of any review of the matter made by the workplace injury prevention and safety committee.

The superintendent or designee shall establish or cause to be established record-keeping procedures to control and maintain all accident and injury records pertaining to accidents and injuries within the district or activities under the control of the district.  Such records shall be kept for at least three years, or longer if so advised by the Department of Labor.

The workplace injury prevention and safety committee will confer with the district’s crisis team and shall review the district’s All-Hazard School Safety Plan upon its adoption by the crisis team.   

Adopted on: March 11, 2008
Revised on: February 14, 2017	
Reviewed on: November 14, 2017






Policy 5052
School Wellness Policy 

The school district is committed to providing a school environment that enhances learning and the development of lifelong wellness.

Goals for Nutrition Education

The health curriculum will include information on good nutrition and healthy living habits. 

Teachers will incorporate information on nutrition and wellness into the classroom curriculum as appropriate.

Goals for Physical Activity

The physical education curriculum shall include instruction on physical activity and habits for healthy living.

Students will be encouraged to engage in physical activities throughout the school day.

The district encourages parents and guardians to support their children's participation in physical activity, to be physically active role models, and to include physical activity in family events.

Goals for Other School-Based Activities Designed to Promote Student Wellness  

Students will be provided sufficient time in which to eat school-provided meals.

The district’s lunchrooms will be attractive and well-lighted.

The district will allow other health-related entities to use school facilities for activities such as health clinics and screenings so long as the activities meet the district’s requirements and criteria for the use of facilities.  


Nutrition Guidelines

Food providers will take measures to ensure that student access to foods and beverages meet federal, state and local laws and guidelines.

Food providers will offer students a variety of age appropriate healthy food and beverage selections for elementary schools, middle schools and high schools.

Operational Responsibility  

The superintendent is responsible for coordinating the implementation of this policy and for monitoring the district’s progress in meeting the goals established by this policy.  The superintendent will periodically report to the board on the district’s progress in implementing this policy.

Adopted on: August 10, 2010
Revised on: September 8, 2015
Reviewed on: November 14, 2017
[bookmark: _GoBack]	


Responsibilities of School Personnel Under the School Safety Plan

District Safety Leader
The Superintendent will:
Appoint a District Safety Team and a District Crisis Team.
Appoint the Building Principals to designate their building’s Safety Advisory Team and Crisis Advisory Team.
Demonstrate a commitment to safety by endorsing the district safety and emergency management plan (which includes crisis plans) and enlist school board approval.
Provide resources for purchasing personal protective equipment and training employees to use safe behaviors.
Review accident reports.
Review inspection report.
Delegate the responsibility and authority for the program to each school principal.
Establish a structure and process for administering a district-wide safety plan.
Assist the principals in establishing a building Safety Advisory Team and a building Crisis Advisory Team
Review incident investigation reports for content and assist process, if needed.
Assist in developing an appropriate corrective action plan indicated by the incident investigation.
Monitor incident reports and records.  Provide timely reports to the Board of Education.
Establish routine, periodic inspections to monitor the districts and each school’s safety program effectiveness.  
Ensure that school employees receive the necessary training to conduct their job safely.
Conduct site safety assessment.

District Safety Team
The Team membership will consist of the Superintendent and Building Principals:

The functions of the district safety team are:
Formulate safety policies and recommend approval by the Board of Education.
Review unsafe conditions and practices, as reported by school or advisory safety teams.
Make site visits to schools.
Review corrective action plans and make recommendations, as appropriate.
Review school safety plans.
Conduct district-wide safety inspections on scheduled basis.


Building Principal
The building administrator is accountable for the success of the safety plan.  It is the responsibility of the building principal or their designee to implement the program at the location.  The principal is the most knowledgeable about the employees’ attitudes, work habits, and equipment use. The principal, as the safety director at the school level will serve the school in an advisory capacity and monitor the application of the safety plan. 

The Building Principal or their designee will:
Act as the facilitator for the school safety committee.
Track incidents using forms provided in the plan.
Make recommendations to the district safety committee.
Hold safety meetings.
Develop safety objectives.
Ensure that all full-time and part-time employees, including substitute teachers, have read the employee handbook concerning safety.
Complete accident reports, workers compensation reports, and accident investigation reports.
Conduct site safety assessment.
Ensure full participation of the school in drills and training.
10. Maintain effective liaison with local emergency services and law 
      enforcement. 

School Safety Committee
The school safety committee, facilitated by the superintendent, assists in developing the school safety program and monitors the process. 

General functions of the committee are to establish a safety plan at the school location to include the following:
Develop a school safety policy.
Develop and implement a training program including drills.
Inspect school equipment, school grounds and school buildings to determine safety needs. 
Identify hazards and take corrective action. 

When an employee accident occurs follow the following steps: 

Supervisors complete the Supervisory Investigation Form.
Form is given to Worker’s Compensation Central Office Secretary.
An online claim is filed with the current Worker’s Compensation with information given by the employee. 
The District will contact and provide encouragement to injured employees. 
The District will develop a process for tracking safety work orders. 
Ensure that policies and procedures are in place for efficient handling of incidents. 
Provide safety information to each employee. 
Train first aid providers and provide medical supplies for minor injuries not requiring the services of a doctor. 
Implement recommendations from the district safety committee. Listen to employees and follow up on suggestions. 
Review and update fire prevention and emergency procedures. 

Employees 
Each employee is expected, as a condition of employment, to work in a safe manner. He/she is also expected to exercise maximum responsibility for the prevention of accidents and the safe use of machinery and equipment entrusted to his or her care. 

Employee responsibilities include the following: 
Attend training sessions. 
Learn safe work procedures. 
Maintain good housekeeping in work area. 
Wear proper dress and use appropriate Personal Protective Equipment, as required by the job. 
Report unsafe conditions or unsafe acts to the supervisor. 
Report all accidents and injuries to immediate supervisor at once. 
Know fire prevention and emergency procedures designed for your area. 
Obey established rules of conduct and adhere to the safety plan. 
Be concerned about the safety of others. Refrain from horseplay or pranks while on the job. 
Identify and properly control hazardous materials within area of responsibility. 

Safety Procedures 

Inspection 
The district safety director will conduct periodic inspections of school facilities using the School Safety Assessment Instrument as a guide to detect and correct unsafe conditions and practices before injuries occur. 
Each school or facility will develop a safety checklist for each work area. 
After each inspection, a copy of the safety checklist will be reviewed with the building principal, and corrective action, if necessary, will be taken to correct any hazards as identified. 
The district safety director will review the result of safety and housekeeping inspections with school principals to determine corrective follow-up action. 
Results of safety and housekeeping inspections, reports of unsafe act and safety policies and procedures will be communicated to employees as needed. 

Techniques 
Regular safety and housekeeping inspections will serve to encourage employees to inspect their own work areas. 
The district safety director will determine the frequency for holding inspections, but will schedule at least two annually. 
The school safety committee will determine means of securing employee and student interest and encouraging cooperation in the Conestoga School District safety program. 

Inspection Procedures 
Inspection procedures will vary in accordance with the type of inspection required. The responsibility of the district is to ensure that all inspectors are familiar with federal standards, state laws and local ordinances affecting the safety and health of workers.
A safety checklist will be developed around the avoidance of the following eleven basic work hazards: 
Pinch points, shear points 
Flying objects 
Falling objects 
Electricity 
Gas/vapors 
Chemical/flammable 
Heavy objects 
Hot/cold objects and radiation 
Sharp and pointed objects 
Slippery surfaces 
Trip/fall hazards 

Safety Inspections 
The district safety director and risk management are authorized to enter, inspect, and investigate at any time, any work site or establishment to insure that all safety rules and regulations are being followed. Principals and department heads are expected to cooperate. 

Regular site inspections are the responsibility of the site administrator. 
Inspections may vary in type and frequency. Inspections may be conducted on an area basis, or an entire facility basis, or on a specific operation basis. 
The site administrator, the district safety director, and risk management may conduct them with or without advance notice. 
Scheduled inspections are conducted no less than twice yearly, by the district safety director. 
Equipment such as boilers and fire extinguishers will be inspected at required intervals as required by state law. 
Results should be submitted to the district safety committee. Personal protective equipment will be inspected constantly to make certain that it is in safe working condition. 
Intermittent inspections are conducted by site administrator or department supervisors and are held on irregular intervals. These inspections serve to determine the need for regularly scheduled inspections in a particular department or work area. 
Monitoring inspections are designed to observe equipment that is in continuous operation and are conducted by department supervisor. 
Special inspections are held when new equipment is installed or during construction of new buildings or during the remodeling of old buildings, or because some change has created new hazards. Special inspections are the responsibility of the site administrator or the department supervisor. 

Record Keeping 
The following records must be retained for a period of not less than one year: 
Injury and Accident Reports 
Accident Investigation Forms and Reports 
Inspection Reports and Follow Up Reports 
Training Records 
Safety Citations or Disciplinary Actions regarding unsafe practices 

Remember Always---DOCUMENT, DOCUMENT, DOCUMENT 
	Natural Hazards
	Tornado 
Earthquake 
Lightening 
Severe Wind 
Flood 
Wildfire 
Extreme temperature 
Severe Winter Storm

	Technological Hazards
	Explosion 
Release of toxin or hazardous material (gas leak, chemistry lab accident) 
Radiological release 
Dam failure 
Power failure 
Water failure

	Biological Hazards
	Infection disease (pandemic influenza, meningitis, hantavirus) 
Contaminated food outbreaks 

	Adversarial, incidental & human-caused threats 
	Fire 
Active shooter 
Criminal threats & actions 
Gang violence 
Bomb threats 
Domestic violence & abuse 
Cyber attacks 
Suicide 



Chart of Situation
Conestoga Public Schools
Contact Information


Facility:	Conestoga Elementary School
		Conestoga District Offices
Address:	104 E High Street, Murray NE 68409
Location:	4 blocks north of Hwy 1 on Latta Street in Murray, NE
Telephone:	402-235-2341 – Elementary Office
		402-235-2992 – District Office

Facility:	Conestoga Junior/Senior High School
Address:	8404 42nd Street, Murray NE 68409
Location:	2 miles west of Murray, NE on Hwy 1 at the 42nd street intersection
Telephone:	402-235-2271 – High School Office
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Policy #3041 

SCHOOL PERSONNEL POLICY AND PROCEDURE 

Policy: Shelter-in-place---- Hazardous Chemicals Outdoor 
Approval Date: 
Date Revised: 
Date Reviewed: 

PURPOSE: Shelter-in-place is called when there is a need for personal protection such as in the case of airborne chemicals or tornado. The shelter-in-place procedure provides a refuge for students, staff, and the public inside the school building during an emergency. Shelters are located in areas of the building that maximize the safety of occupants. Shelter-in-place is used when evacuation would place people at risk. Shelters may change depending on the emergency. Incident command should be initiated. All individuals are responsible for sheltering. Students with special needs that prevent individual responsibility should be provided with assistance. 

Goal: All students and building occupants should shelter in place within five (5) minutes of shelter-in-place announcement. 

POLICY: 

I. School Incident Commander/ Principal
Make the following announcement using the building public address system, two-way radio, telephone, or megaphone: Shelter for tornado! Move to designated areas and cover. OR Shelter for Hazmat! Shelter and seal!
If needed, order a REVERSE EVACUATION for students and staff outside to move inside the building. Use the building public address system, megaphone, two-way radio, telephones or runners to gather staff and students inside. 
If “Seal” is direct, staff should close all windows, doors, and ventilation 
Notify district office the school is SHELTERING-IN-PLACE. 
Designate staff to monitor radio, Internet, and other media for information on incident conditions that caused the SHELTER-IN-PLACE. 
Maintain contact and consult with public safety officials. 
Notify the District office of an incident. 
Be prepared to announce additional procedures due to changing conditions of the incident, such as DROP COVER AND HOLD or to announce an “All Clear.

II. Teachers 
Move students into designated safe areas such as inside rooms with no windows, bathrooms, utility closets or hallways without large windows or doors. 
Close classroom doors and windows when leaving. If “Seal” is directed, close all ventilation by covering vents if ventilation is not shut off. 
Have everyone kneel down and be ready to cover their heads to protect from debris, if appropriate. 
If outside, teachers will direct students into the nearest school building interior safe area or other appropriate shelter. 
For severe weather, if there is no time to get into a building or shelter, attempt to squat or lie low in the nearest ravine, open ditch or low spot away from trees and power poles. 
If movement into the building would expose persons to a hazardous chemical plume, teachers should move to designated outdoor assembly areas upwind or cross-wind from the spill. 
Move students from mobile classrooms to an interior safe area in a permanent structure if necessary. 
All persons must remain in the shelter until notified by the School Incident Commander/Principal or public safety official that it is safe to exit. 

III. Custodians 
If “seal” is directed, shut off heating, ventilation, and air conditioning systems to stop the inflow of outside air into the building. 
Close all windows, doors, and ventilation. 
Shut off utilities as directed by School Incident Commander/Principal or public safety official. 
Turn off ventilation systems (heating, ventilation and air conditioning) as directed and if appropriate. 

Shelter in Place:
At times when there is an external threat to the school it may be necessary to seal the building against infiltration by chemical or biological agents.  This process is typically referred to as Shelter in Place.  To execute a Shelter in Place response a school should implement a hard or soft lockdown (depending on the nature of the threat) and take special action to prevent outside contaminated air from entering the building.  Some areas to address include:
Turning off HVAC systems to prevent spread of chemical or biological agents
Cover or secure outside fresh air intakes
Seal exterior doors and windows with plastic and tape (be sure to stockpile this material in strategic areas around the school)
Turn off building water feeds

If possible the school should stockpile food and water for an extended shelter in place period.  Elementary teachers should have a supply of water and snacks in their classroom along with some games to keep younger children occupied.

External Communications:
While most schools prohibit the use of cell phones during class, many permit students to carry them as long as they are not turned on.  However, during a lockdown some students may ignore the rule and call friends or parents resulting in added confusion or misinformation.  Teachers must keep a close eye out for students using cell phones or texting during a lockdown and all other emergencies. It may be a good practice to have teachers collect phones as a part of the lockdown protocol. 

As with all emergencies, the school must carefully release information through a trained media representative or public information officer.

Internal Communications:
Each classroom should have a means to communicate with the main office. Where this is not possible teachers should be able to use their cell phones and the office should maintain a list of teacher cell phone numbers.  

It’s important to alert the emergency response teams to special problems. One way is to use colored cards to indicate the room status.  These may be slipped under the door into the hallway or placed in an exterior window:
Green Card: Everyone is accounted for and safe.  No immediate assistance is needed
Yellow Card: Everyone is accounted for. Some minor injuries or concerns that require assistance but there are no immediate needs.
Red Card: EMERGENCY! Someone is unaccounted for or has serious injuries. We need help now!

 
Policy #3041 
SCHOOL PERSONNEL POLICY AND PROCEDURE 

Policy: Active Shooter  
Approval Date: 
Date Revised: 
Date Reviewed: 

PURPOSE: An active shooter or armed assailant on school property involves one or more individuals possessing a weapon on school property. Such intruders may possess multiple weapons. An Active Shooter will result in law enforcement and other safety and emergency services responding to the scene. 

Once law enforcement arrives, it is critical to follow the instructions of, and cooperate with, the law enforcement officer who will be the Incident Commander with jurisdiction over the scene. 

Goal: Ensure all students, faculty, and staff members are aware of procedures to minimize harm in the event of an active shooter emergency. 

POLICY: 

I. School Incident Commander/Principal 

Direct staff to call 9-1-1, give the name and exact location of the school, the nature of the emergency, number and description of intruders (if known), type of weapon(s), area of the school where last seen, actions taken by the school, and whether there are on-site security or law enforcement officers (e.g. DARE, School Resource Officer). Caller will remain on the line to provide updates.
After consulting with an emergency Incident Commander (police, fire or other emergency official), if applicable, determine the appropriate pre-designated relocation site(s). 
Determine appropriate procedure(s): LOCKDOWN; LOCKOUT; SHELTER-IN-PLACE and instruct students and staff to follow appropriate procedures. 
Secure a command post and retrieve the critical information and data about the school’s emergency systems, including communications, staff and students locations, detailed floor plans and other important information, documents, items, and supplies that are prepared and readily available for use during the incident. If the incident is occurring at the pre-designated command post, retreat to the alternate command post. 
Direct office staff to maintain contact with teachers reporting pertinent emergency information via [identify means- announcement, phone, email, texting – used by school]. 
Ensure that any buses en route to the school are redirected to a designated relocation site. 
Notify the District office and request activation of the communications plan for media and parent notification protocols. Refer media to: 
District Spokesperson Telephone Numbers (home, work, mobile) 
Law enforcement will direct staff and students outside the building to move immediately to pre-determined assembly area(s) and be prepared to EVACUATE to an off-site relocation center. 
NOTE: Law enforcement will take over incident command when present. 

II. Teachers and Staff 

Initiate LOCKDOWN procedure if instructed by School Incident Commander/ Principal or law enforcement Incident Commander. 
If you are the first to note indication of an armed intruder, immediately CALL 911, then notify the School Incident Commander/Principal and go to LOCKDOWN. 
Gather information about your classroom’s immediate situation. Account for all students or other individuals sheltered in your room. 
Law enforcement will secure the building and provide instructions for evacuation. 

III. OTHER PROCEDURES 

After the active shooter/intruder(s) has been subdued, the Incident Commander will ask law enforcement officers to evacuate each classroom to the relocation point for FAMILY REUNIFICATION. 
If staff or students are injured, emergency medical personnel will take control of the scene and direct services as appropriate. 
The Incident Commander will activate the communications plan to work with media and parent notification protocols, and direct parents to go to the reunification site. 
Teachers will EVACUATE the building using the designated exit routes and alternate routes to the assigned assembly areas only as directed by law enforcement. Teachers will take attendance and move to the buses for transport if necessary. 
The School Incident Commander will activate the crisis response team and active behavioral health recovery procedures and/or notify area mental health agencies to provide counseling and mental health services at the relocation site. 
The Superintendent or designee, in consultation with law enforcement officials, will determine when the school can resume normal activities and communicate the information to parents and the public. 



Policy #3041 
SCHOOL PERSONNEL POLICY AND PROCEDURE 

Policy: Shelter-in-place ---- Tornado
Approval Date: 
Date Revised: 
Date Reviewed: 

PURPOSE: Shelter-in-place is called when there is a need for personal protection such as in the case of airborne chemicals or tornado. The shelter-in-place procedure provides a refuge for students, staff, and the public inside the school building during an emergency. Shelters are located in areas of the building that maximize the safety of occupants. Shelter-in-place is used when evacuation would place people at risk. Shelters may change depending on the emergency. Incident command should be initiated. All individuals are responsible for sheltering. Students with special needs that prevent individual responsibility should be provided with assistance. 

Goal: All students and building occupants should shelter in place within five (5) minutes of shelter-in-place announcement. 

POLICY: 

I. School Incident Commander/ Principal
Make the following announcement using the building public address system, two-way radio, telephone, or megaphone: Shelter for tornado! Move to designated areas and cover. OR Shelter for Hazmat! Shelter and seal!
If needed, order a REVERSE EVACUATION for students and staff outside to move inside the building. Use the building public address system, megaphone, two-way radio, telephones or runners to gather staff and students inside. 
If “Seal” is direct, staff should close all windows, doors, and ventilation 
Notify district office the school is SHELTERING-IN-PLACE. 
Designate staff to monitor radio, Internet, and other media for information on incident conditions that caused the SHELTER-IN-PLACE. 
Maintain contact and consult with public safety officials. 
Notify the District office of an incident. 
Be prepared to announce additional procedures due to changing conditions of the incident, such as DROP COVER AND HOLD or to announce an “All Clear.

II. Teachers 
Move students into designated safe areas such as inside rooms with no windows, bathrooms, utility closets or hallways without large windows or doors. 
Close classroom doors and windows when leaving. If “Seal” is directed, close all ventilation by covering vents if ventilation is not shut off. 
Have everyone kneel down and be ready to cover their heads to protect from debris, if appropriate. 
If outside, teachers will direct students into the nearest school building interior safe area or other appropriate shelter. 
For severe weather, if there is no time to get into a building or shelter, attempt to squat or lie low in the nearest ravine, open ditch or low spot away from trees and power poles. 
If movement into the building would expose persons to a hazardous chemical plume, teachers should move to designated outdoor assembly areas upwind or cross-wind from the spill. 
Move students from mobile classrooms to an interior safe area in a permanent structure if necessary. 
All persons must remain in the shelter until notified by the School Incident Commander/Principal or public safety official that it is safe to exit. 

III. Custodians 
If “seal” is directed, shut off heating, ventilation, and air conditioning systems to stop the inflow of outside air into the building. 
Close all windows, doors, and ventilation. 
Shut off utilities as directed by School Incident Commander/Principal or public safety official. 
Turn off ventilation systems (heating, ventilation and air conditioning) as directed and if appropriate. 

Shelter in Place:
At times when there is an external threat to the school it may be necessary to seal the building against infiltration by chemical or biological agents.  This process is typically referred to as Shelter in Place.  To execute a Shelter in Place response a school should implement a hard or soft lockdown (depending on the nature of the threat) and take special action to prevent outside contaminated air from entering the building.  Some areas to address include:
Turning off HVAC systems to prevent spread of chemical or biological agents
Cover or secure outside fresh air intakes
Seal exterior doors and windows with plastic and tape (be sure to stockpile this material in strategic areas around the school)
Turn off building water feeds

If possible the school should stockpile food and water for an extended shelter in place period.  Elementary teachers should have a supply of water and snacks in their classroom along with some games to keep younger children occupied.

External Communications:
While most schools prohibit the use of cell phones during class, many permit students to carry them as long as they are not turned on.  However, during a lockdown some students may ignore the rule and call friends or parents resulting in added confusion or misinformation.  Teachers must keep a close eye out for students using cell phones or texting during a lockdown and all other emergencies. It may be a good practice to have teachers collect phones as a part of the lockdown protocol. 

As with all emergencies, the school must carefully release information through a trained media representative or public information officer.

Internal Communications:
Each classroom should have a means to communicate with the main office. Where this is not possible teachers should be able to use their cell phones and the office should maintain a list of teacher cell phone numbers.  

It’s important to alert the emergency response teams to special problems. One way is to use colored cards to indicate the room status.  These may be slipped under the door into the hallway or placed in an exterior window:
Green Card: Everyone is accounted for and safe.  No immediate assistance is needed
Yellow Card: Everyone is accounted for. Some minor injuries or concerns that require assistance but there are no immediate needs.
Red Card: EMERGENCY! Someone is unaccounted for or has serious injuries. We need help now!
 


Policy #3041 
SCHOOL PERSONNEL POLICY AND PROCEDURE 

Policy: Family Reunification Protocol  
Approval Date: 
Date Revised: 
Date Reviewed: 

PURPOSE: The Family Reunification Protocol is used to ensure a safe and secure means of accounting for students and reuniting parents/guardians with their children whenever the school facility or grounds is rendered unsafe and a remote site is needed. 

Goal: Guardians and students should be safely reunified within two (2) hours following the “all-clear” signal from law enforcement. 

POLICY: 

I. School Incident Commander/Principal 

After consulting with an emergency Incident Commander (police, fire or other emergency official), determine the appropriate pre-designated relocation site(s).
Notify a contact person at the relocation site(s) to prepare for arrival of students.
Designate a Reunification Site Commander. 
Request the District Office to send personnel to staff the reunification site(s). 
Follow pre-determined parental notification procedures such as phone trees, local media channels, automated alert system, and/or cell or text messaging. 

II. Reunification Site Commander 

Establish a command post at the reunification site. 
Organize public safety and mental health/crisis response staff who will be reporting to the reunification site and to the site where parents/guardians are gathering. Use them to calm waiting parents/guardians and explain that an orderly process is required for the safety of the students. 
Check identification of all non-uniformed personnel who arrive to assist. 
Secure a holding area for arriving students and staff away from waiting family members. 
Set up an adult report area for parents/guardians to sign-in and to check identification. 
Set up a student release area where students will be escorted to meet their parent/guardian and sign out. 
Set up a mental health 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. 
Set up a media staging area and notify the school media liaison of the location. 
Keep evacuees on buses or in a holding area separate from parents until they can be signed out to waiting parents/guardians. 
Only release students to authorized persons after checking proof of identity and signing a student release form. 
Instruct parents/guardians to leave the site to make room for others once they have signed out their student. 

III. Teachers 

Provide a list of evacuated students to the reunification site staff upon arrival.
Ensure special needs students and personnel are assisted. Request help if needed. 
Follow the instructions of the Reunification Site Commander or designated staff and/or assist in staffing the site. 

IV. Standard Reunification Process 

Establish a guardian check-in location for parents and guardians.
Note: Instruct your public information officer to communicate with parents/guardians and notify media about the reunification process and locations. 
Keep students in a staging area beyond the field of vision of parents or guardians. Students should be monitored by their teachers. 
Note: Keeping students busy during this process, which is often lengthy, can be difficult. Showing a movie or small group activities will help to prevent anxiety. 
Assign personnel to greet parents and guardians and guide them to the check- in area, where they will provide their identification, which will be cross-checked with the guardian dismissal list identifying to whom students may be released. 
Assign personnel to be “runners” to retrieve students from the staging area and to take them to the designated reunification point. 
Note: It is important to control for line-of-sight to prevent anxiety or students going home with other individuals. 

School Crisis Team Activation: This annex describes the role and activation of a school crisis team, which delegates roles and duties during and after emergency incidents. 

Threat & Hazard Specific Additions 
This section should include policies for specific threats or hazards. Existing school plans and policies should be included here, such as your tornado or fire policies. Below is a list of potential threats & hazards examples you may wish to include: 

Additional policies may include in this plan: 

Communication & Warning: This annex describes the internal and external communication during emergencies and disasters, and emergency protocol communication before and after emergencies. This annex includes plans to address media, community information sharing, and communication equipment use. 

Continuity of Operations Plan (COOP): This annex describes how a district will continue essential functions during and after an emergency or disaster such as facilities maintenance, teaching / learning, and business services. 

Recovery: This annex describes how schools will recover from an emergency including academic recovery (when to open/conduct school), physical recovery (documenting school assets, utilities), fiscal recovery (relief funding, returning to work), and psychological/emotional recovery (psychological first aid, counseling). 

Public Health, Medical, or Mental Health: This annex describes how a school will coordinate and address emergency medial, public health, and mental health counseling issues with community services and stakeholders including placement of medical supplies, counseling support, and/or epidemic response. 

Security: This annex focuses on the routine actions a district will implement to secure schools from threats and hazards, both internally and external


RECOVERY PROCEDURES

	Immediate Actions 
	Time Completed
	Initials
	Item is N/A

	Develop a short term Continuity of Operations plan in consultation with superintendent.
	
	
	

	Make announcement that the emergency is over.
	
	
	

	Account for all students, staff, visitors etc…
	
	
	

	Protect students from the media and avoid student interviews without parents present.
	
	
	

	Resolve parent notifications and reunification with students
	
	
	

	Allow staff to contact family.
	
	
	

	Maintain positive relations with the media.
	
	
	

	Determine what resources are needed to repair physical aspects of facility.
	
	
	

	
	
	
	

	Ongoing Actions
	
	
	

	Crisis team will meet to determine needs of school.
	
	
	

	Be aware and address rumors as needed.
	
	
	

	Meet with all staff when students are gone to discuss student psychological needs.
	
	
	

	Obtain reports and interviews from key staff.
	
	
	

	Review reports for adequacy before signing off.
	
	
	

	Provide psychological screening for all affected staff.
	
	
	

	Arrange for a crisis team to be at the school for students.
	
	
	

	Maintain contact with superintendent.
	
	
	

	
	
	
	

	Continuity of Operations
	
	
	

	Determine resumption of normal school activities
Date
Time
Procedure (full-day or half-day)
Provide information for rumor control.
	
	
	

	Designate areas for Emergency Student/Staff Services counseling.
	
	
	

	Meet again with all staff and faculty after end of day to review the well-being of students and staff.
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