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School Board Policy Statement

Bynum ISD is committed to the safety and security of students, faculty, staff, and visitors on its campus.  In order to support that commitment, the School Board has asked for a thorough review of Bynum ISD’s emergency mitigation/prevention, preparedness, response, and recovery procedures relevant to natural and human-caused disasters.

The Emergency Operations and Crisis Management Plan that follows is the official policy of Bynum ISD and operates within the framework of the Bynum ISD School Board policy. It is a result of a comprehensive review and update of school policies in the context of its location in Bynum, Texas and in the current world situation. We support its recommendations and commit Bynum ISD’s resources to ongoing training, exercises, and maintenance required to keep it current.

This plan is a blueprint that relies on the commitment and expertise of individuals within and outside of the Bynum ISD community. Furthermore, clear communication with emergency management officials and ongoing monitoring of emergency management practices and advisories is essential.
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EMERGENCY NUMBERS

Ambulance / Fire Department / Police Department: 911

Hill County Sheriff’s Office: 254-582-5313

Hillsboro Police Department: 254-582-8406

Hillsboro Fire Department: 254-582-2401

Texas Department of Public Safety: 254-759-7128/512-424-2000

Texas Department of Transportation: 254-582-5432/254-867-2700

Texas Abuse/Neglect Hotline: 800-252-5400

Texas Runaway Hotline: 888-580-4357

Texas Youth Hotline: 800-210-2278

American Red Cross: 254-776-8362

County Health and Environmental Department: 254-582-7331 

EMS – Communication: 800-442-6260

Hospitals

Hill Regional, Hillsboro: 254-580-8500

Providence Memorial Hospital, Waco: 254-751-4000

Hillcrest Medical Center, Waco: 254-202-8647

Walls Regional Hospital, Cleburne: 817-558-8080 

Lake Whitney Medical Center: 254-694-3165 

Missing Persons Clearinghouse: 800-346-3243/512-424-4074 

Poison Control Center: 800-222-1222 

Rape Crisis Hotline: 254-752-7233

Hillsboro Interfaith Ministry: 254-580-2717

Hill County Youth Collaboration: 254-582-5465  

Weather (recording): 817-29-2631

OTHER EMERGENCY NUMBERS

Bynum ISD Director of Maintenance: 254-623-4251 

Bynum ISD Director of Technology: 254-623-4251 
BYNUM INDEPENDENT SCHOOL DISTRICT

EMERGENCY MANAGEMENT CONTACT LIST

Brenda Speer, Superintendent: 254-623-4251 EXT 230

Amy Feller, Principal: 254-623-4251 EXT 225

Andy Ball, Assistant Principal/Athletic Director: 254-623-4251 EXT 224/266

Edward Sumrall, Counselor: 254-623-4251 EXT 214

Sandy McCurlie, Maintenance Director: 254-623-4251 EXT 273

Gay Ledsome, Nurse: 254-623-4251 EXT 231

Lori Youngblood, Business Manager: 254-623-4251 EXT 228

Sheila Beims, School Secretary: 254-623-4251 EXT 201

Gloria Langford, PEIMS Coordinator: 254-623-4251 EXT 227

The Bynum Independent School District reports emergency closings to the following media:

TV Stations

KXAS Channel 5 Dallas/Ft. Worth 

KWTX Channel 10 Waco

Radio Stations

WBAP 820 AM Dallas/Ft. Worth 

KHBR 1560 AM Hillsboro

BYNUM ISD CRISIS MANAGEMENT PLAN

Intent and Definition of Crisis Management

Intent - Crisis Management is a central component of comprehensive School Safety. The most important consideration in both Crisis Management and Safe Schools efforts is the health, safety and welfare of the students and staff. A comprehensive Safe Schools Plan places a strong emphasis on prevention using strategies which range from building design to discipline policies and programs which improve school climate.

Definition - Crisis Management is that part of a school division’s approach to school safety which focuses more narrowly on a time-limited, problem-focused intervention to identify, confront and resolve the crisis, restore equilibrium, and support appropriate adaptive responses.
Crisis Management Planning

A. Definitions

1. “Crises” shall include but not be limited to situations involving the death of a student, staff member, or a member of a student’s immediate family by suicide, substance abuse, illness, or accident. The superintendent and principal shall have the authority to determine what a crisis incident is and to convene the Crisis Management Team.

2. “Critical incidents” shall include situations involving threats of harm to students, personnel, or facilities. Critical incidents include but are not limited to natural disasters, fire, use of weapons/explosives, and the taking of hostages. Such incidents require an interagency response involving law enforcement and/or emergency services agencies.

3. The individual school “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, and minimize personal injury and/or damage to the facility.

B. Crisis Management Team

An Individual School Crisis Management Team shall be established at to meet the demands of crisis incidents. This campus will have a 4-5 member crisis team made up of a combination of principal, counselor, nurse, secretary, teacher, coach, custodian, etc. The crisis team members will not only have the skills to deal with crisis situations, but an interest with dealing with crisis. Some people have all of the necessary skills to handle crisis, but feel uncomfortable in those situations that their skills are not useful. This information will be considered when selecting the campus team. One team member will be assigned to meet the Emergency Response Teams when they arrive on the campus. One team member will also be assigned to greet and manage the media until the district’s spokesperson arrives. Additionally, the Police Department (or other person designated by the Police Chief), Mental Health Services, Fire Department, and County Emergency Rescue Services shall be asked to consult with the school team. 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 in the school’s written Crisis Management Plan.

BYNUM ISD CAMPUS CRISIS TEAM MEMBERS 
NAME


POSITION
Brenda Speer


Superintendent

Amy Feller


Principal

Andy Ball


Assistant Principal/Athletic Director

Edward Sumrall

Counselor

Sandy McCurlie

Maintenance Director

Gay Ledsome 


Nurse

C. Crisis Management Plan

Each school Crisis Management Plan will 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 principal or designee and is responsible for gathering and confirming all pertinent information about the incident and for informing the school division’s public information officer prior to any media release. The spokesperson will also designate a media reception area when deemed appropriate.
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. However, the plan 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 principal. 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 pre-approved fact sheet.

7. Critical Incident Management. Critical incident response will be in accordance with the agreements executed between the Bynum ISD and the Hill County and local Departments of Police, of Fire, and of Emergency Services.

8. Arrangement for support services. One individual from the Crisis Management Team will be designated to contact the school board office and to contact, as needed, other community resources such as Mental Health Crisis Services. The school board office will arrange for assistance as needed from additional school psychologists, school social workers, and other guidance counselors and to contact Mental Health Crisis Services. School arrangements should include the designation of meeting spaces, provisions to request on-call services to meet unexpected demand, and provision of long term follow-up.

9. Bring closure to the crisis. This activity will vary depending on the crisis. But it is imperative to recognize officially the end of the crisis and the beginning of the healing process.

10. Evaluation of the crisis plan. Response to each crisis incident will be reviewed and evaluated at the conclusion of each crisis. Crisis Management Team annually will evaluate the plan and its effectiveness and make modifications as needed.

D. Crisis Management In-service

The Emergency Operations and Crisis Management Plan shall be reviewed annually with the full school staff, including the school nurse, 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.

Crisis Management Team

Responsibilities

The Bynum ISD Crisis Management Team, under leadership of the principal, is responsible for the following:

1. Establishing a protocol for dealing with crises and critical incidents.

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 Crisis Management Plan.

7. Conducting periodic reviews and up-dating of the Crisis Management Plan; conducting related updated staff training.

Duties of Members of Crisis Management Team

Duties of members of the crisis management team are as follows:

A. The Principal will coordinate and supervise emergency management activities at the school. Assignments include:

1. Continuity of administration.

2. Development of a comprehensive school emergency management program.

3. Designation and training of a school Crisis Team.

4. Designation of an Emergency Operations Center or command post (may be changed by responsible county public safety officials.)

5. Monitor developing situations such as weather conditions or incidents in the community that may impact the school.

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

7. Direct emergency operations until public safety officials arrive on scene. Serve as a liaison to public safety personnel once they arrive on the scene.

8. Implement evacuation procedures and measures to control access to affected area.

9. Authorize the release of information to the public.

10. Coordinate use of building as public shelter for major emergencies occurring in the county.

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

12. Coordinate disaster assistance and recovery.

B. The Crisis Team is trained in intervention and postvention procedures. Team members include the superintendent, principal, counselor, school nurse, and maintenance director– assign the appropriate staff. The Team has responsibility to:

1. Develop and implement procedures for prevention, intervention and postvention at all grade levels.

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 for teachers and staff. Conduct drills.

5. Assist the Principal in controlling emergency situations.

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

1. Evacuation–Prepare classroom emergency kit. Direct and supervise students en route to pre-designated safe areas within the school or to an off-site evacuation shelter.

2. Student assembly–Maintain order while in student assembly areas.

3. Student accounting–Verify the location and status of every student. Report to the principal or designee on the condition of any student that needs additional assistance.

4. 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.

5. Remain with assigned students throughout the duration of the emergency, unless otherwise assigned through a partner system or until every student has been released through the official “student release process.”

D. Public Information Officer (PIO) – The school staff will release information to the parents and to the general public only through a designated PIO. This may be the Superintendent, principal or other designated individual. Duties include:

1. Identify a potential “news center” site away from emergency operations where media representatives can receive briefings.

2. Prepare public information kit including identification, maps, supplies, signs, forms, sample news releases, battery-powered radio, school information, etc.

3. Collect, verify and disseminate information to the media. Coordinate information with on-site command and the administration PIO prior to release. In cooperation with local public safety officials, considers establishing a Joint Information Center “JIC” to ensure coordination of information being distributed.

4. Establish regular time schedule for news briefings and periodic updates.

5. Provide information in appropriate format for the general public including a format for sensory impaired or non-English speaking persons, if needed.

E. Office Manager (Secretary) – The administrative secretarial staff has primary responsibility for emergency communications including exchange of information with school administration staff, community emergency responders (fire, police, EMS, emergency services coordinator) and internal communication within the school building. Primary responsibility for record keeping also lies with this position.

1. Establish procedures for emergency communications with school administration staff in compliance with school system plans.

2. Establish internal emergency communications including provisions for two-way communications with classrooms and with classes on the playground or other sites.

3. In an emergency, establish and maintain communications with school administration.

4. Establish and maintain communications with county emergency services coordinator, as needed in major emergencies.

5. Initiate and maintain incident log.

6. Receive and maintain student accounting forms. Take appropriate action to notify medical or search teams through 9-1-1.

7. Report status of school and students to school administration as specified.

F. Assistant Principal – All tasks related to student accounting and student release.

1. Establish procedures for assessing and reporting status of students in an emergency or any event that results in evacuation or relocation of students.

2. Provide instruction and practice to all teachers and staff in the student assessment and reporting process.

3. Place reporting forms and procedures in classroom “emergency kit.” Establish procedures for communicating with teachers.

4. In an emergency, receive reports from all teachers on the condition and location of every student.

5. Assign persons to investigate reports of any students missing, injured or ill, or otherwise not in compliance with student accounting reports.

6. Implement student release procedures.

G. Maintenance Director – Maintenance staff is familiar with the operations and infrastructure of the school building and are responsible for the stabilization of the building, controlling access, and securing the school facilities.
1. Inventory all hazardous materials, portable and fixed equipment, and utility lines in or near the school.

2. Establish procedures for isolating hazardous areas.

3. In an emergency, survey damage and structural stability of buildings and utilities and report to the principal.

4. Search the affected sections of the school for students or staff that may be confined or injured; however, do not put yourself or others at risk. This task may need to be accomplished by trained public safety professionals.

5. Implement building access control measures.

6. Secure student assembly areas.

7. Distribute supplies to student assembly areas.
8. Assist county officials in damage assessment.

9. Assist administrators in recovery procedures.

H. Librarian and staff, including volunteers, have responsibility for coordinating logistics (personnel and supplies). Duties include:

1. Pre-determine skills of staff, school volunteers, and interested parents or neighbors.

2. Establish record keeping and inventory systems.

3. Distribute supplies.

4. Register and assign adult and student volunteers.

5. Coordinate information about volunteers and donations with Public Information Officer.

CRISIS RESPONSE GUIDELINES

A District wide Crisis Management Team will be designated and staff development provided. The Team will be composed of the Superintendent, principals, directors, school nurse and other Bynum personnel (security and/or transportation, as appropriate). Listed below are some guidelines for responding to a crisis on campus. Not all of the steps are necessary in every situation, but are included as a guide.

Upon learning a crisis has occurred, the principal or designee should:

1. Notify the superintendent who will notify the School Board President and board members, if appropriate;

2. Notify other members of the District Crisis Response Team and determine which members of the District wide Crisis Response Team are needed;
3. Designate a member of the team to remain at central office to coordinate crisis response with the campus, if necessary;

4. Determine other kinds of assistance needed and designate District wide

Crisis Management Team members to meet those needs;

For Example:

a) Immediate notification to other teachers of students which may be particularly affected (ex. Siblings, close friends on the campus),

b) Representatives of BISD present at another site (ex. hospital, accident site),

c) Additional counseling personnel (ex. outside agencies, other districts),

d) Information to all campuses via direct line,

e) Information given to BISD switchboard personnel and directions for handling public inquiries, via a publicized phone number.

f) Transportation needs,

g) Food service needs.

5. Monitor progress of each member of the District wide Crisis Management
Team as they report back to BISD Crisis Communications Center as to the situation and any other assistance which might be needed;

6. Confer with the Superintendent and School Board President to determine if there is a need for an emergency Board meeting and/or press conference.

After receiving input from the campus, the Crisis Management Team will meet to assess the effectiveness of District response and to modify BISD’s Crisis Management Plan as needed. As part of the BISD’s follow-up to a campus crisis, the BISD staff will make personal contact with campus personnel most closely involved with the crisis. These contacts can be coordinated through the Counseling Department.
TRANSPORTATION OPTIONS

In the event of a disaster or emergency, the Superintendent, acting under Board authority, may close the schools and arrange transportation for busing students.

OPTIONS:

l. Immediate closure of specified schools and transportation of the students either to their homes or to alternate locations.
2. Transportation to the district’s designated partner school (see Appendix E).
3. Holding of students at schools and provision of shelter at the school.

4. Acceleration of regular transportation schedule. (Run the regular routes but ahead of schedule with no deviations.)

STUDENT DISMISSAL PROCEDURES

Once the dismissal order is received from the proper school authority, the principal will:

1. Relay dismissal instructions to every classroom by the most rapid and efficient means.

2. Parents should be asked to make special arrangements for care in the event school is dismissed and parents are not at home. The media will be asked to make public announcements of the dismissal.

3. Review dismissal procedures already provided to parents to assure that it will be followed. The procedure should provide guidance regarding parents who have made special arrangements for care in the event parents are not at home.

4. Designated school personnel will inspect the entire structure once dismissal is completed to assure the building is empty and any precautions dictated by the disaster plans are taken.

5. School principal may request assistance from administration and/or appropriate emergency agencies to assure that students disperse from the school building to minimize hazards and reduce congestion.

6. All dealings with the news media and the public must be handled through the Superintendent's office.

SUDDEN LOSS OF UTILITIES IN SEVERE WEATHER

1. After assessing situation and talking with the proper authorities, determine if the school must be evacuated. Only the Person in Charge can make this call in consultation with the Superintendent.

2. Proceed to alternate site for your school.

3. If necessary, students will be sent home on by bus or parents can pick them up at the school or at the alternate location. Information on student pickup will be supplied by the Superintendent's Office and broadcast on radio and TV.
INCLEMENT WEATHER PROCEDURES

Listed below are procedures to be followed unless the safety of children or staff dictates other appropriate actions. When possible, a decision will be made by 6:00 a.m. to keep schools open, delay the opening, or close schools when there is a district-wide emergency, such as bad weather, making travel to and from school hazardous for students, parents and staff. The superintendent, through her office, will release this information.

1. If a severe storm or other weather-related emergency has been forecast and/or has hit the area, the Superintendent, or designee, will determine if
school will open for the day, open under a delay opening, or close for the day.

2. Listen to the radio stations and TV stations for early morning reports.

3. If a storm develops during the day, the Superintendent will determine the action to be taken and advise principals. The news media will be informed by the Superintendent's office of the procedures being followed.

When schools are to remain open:

a) All personnel are to report to their regular assignment if at all possible.

b) Any employee unable to report to his/her regular assignment should notify the central office.

c) Once opened, schools are not to be closed unless the principal receives a directive from the Superintendent. This directive will be made personally or by telephone. No schools are to be closed on the basis of a news media report.

When there is a delayed opening:

a) A delayed opening will be announced through the news media by 6:30 a.m.

b) A delayed opening will set all reporting times, bus schedules, etc., back one and one-half hours.
c) All personnel are to report to their regular assignments, if at all possible, no later than the one and one-half hour delay.
d) Any employee unable to report his/her regular assignment should notify the central office.

e) Those students who report to school are not to be released, sent home, or taken home unless the school receives a parent-initiated request.

f) Once opened, schools are not to be closed unless the principal receives a directive form the Superintendent.

When schools are closed, the entire school district will be closed. All offices and staff employees will make up the days lost in the same manner as classroom teachers. In order to make up any lost instructional days, holidays, non-duty days, teacher workdays, in-service days or an extension of instructional days may be used in order to meet the maximum number of days of instruction as required by TEA.

QUICK GUIDE TO MANAGING CRISES

Accidents at School

(Minor) Accidents at School

. . . On the playground. . . In the building or classroom. . . In physical education. . .

For minor accidents, injuries

Have students taken to the nurse.
Related information:

· All staff members have been provided with a one-page list of “emergency procedures” of what to do in case of an accident or injury on the playground, or in the building or classroom.

· Classroom emergency procedures are posted on the back of every classroom door.

· All staff members have completed Red Cross First Aid and CPR training.
· Posted in the main office, the gym office, and the clinic are a list of emergency telephone numbers.

· Post general procedures in the nurse’s office explaining when parents are to be notified of minor mishaps.

· As part of routine medical protocols established by School Health Services, each teacher has been provided information about any student in his/her classroom having special medical or physical needs and the procedures that the teacher may follow in the event of a medical episode. These conditions might include allergies, fainting, seizures, diabetes, etc.

Accidents To and From School

In the event of accidents involving an employee or student who is on the way to or from school, first determine whether or not help is on the way.

If help is not on the way: 
· Call police, fire, or rescue as indicated by nature of accident

· Notify Principal

· Notify Superintendent’s Office

· Notify Director of Community Relations

· Notify parents, spouse, or individual on emergency card.

If help is on the way:

· If not reached earlier, continue to try to notify parents, spouse, or named individual.

· If parents, spouse, or closest relatives are not available, discuss situation with an associate at the place of employment of the parents, guardian, spouse, or closest relative.

· Send a “calm” staff member to observe situation.

Aircraft Disaster

Aircraft crash into or near building: 
· Call police, fire or rescue as indicated by the accident

· Notify Superintendent’s Office

· Notify Maintenance Director
· Utilize emergency exit plan modified to maximize safety of students.
· Students and staff should be assembled in an area as far from the crash scene as possible and should be up-hill and up-wind from the crash.

· Provide for treatment and removal of injured building occupants.

· Account for all building occupants and determine extent of injuries.

Aircraft on or near school site but no damage to building:

· Call police, fire or rescue as indicated by the accident

· Notify Superintendent’s Office

· Notify Director of Community Relations

· All students and staff should remain in the buildings. Any students or staff outside should report immediately to their classroom or designated area until further instructions are received.

· No evacuations should occur unless subsequent explosions or fire endanger the building.
Allergic Reaction

Possible Symptoms:

General feeling of impending doom or fright, weakness, sweating, sneezing, short of breath, nasal itching, hives, vomiting, cough, restlessness, shock, hoarseness, swollen tongue, severe localized swelling.

First Actions:

· Assess situation, remain calm, make student/employee comfortable.

· Only move for safety reason.

· Send for immediate help and medication kit (in cases of known allergies).

· Follow medical protocol for student, if on file.

· Observe for respiratory difficulty and, if needed,

· Call rescue squad Telephone number: _______________

· Notify parent or guardian.

· Administer medication, by order of a doctor, if appropriate. Apply ice pack, keep warm.

· Record on an attached label time and site of insect sting and name of medicine, dosage and time, if appropriate.

Preventative/Supportive Actions:

· Encourage parents and guardians to list health situations on emergency card for their child.
· Encourage employees having health situations affecting them to alert building director and work associates of any difficulties and possible remedial actions.

Angry Parent
· Be courteous and confident

· Remain calm

· Do not touch

· Keep at a reasonable distance

· Listen

· Allow the opportunity to vent

· Meet in a neutral, protected location

· Leave door open or have another staff member join you

· Avoid blame — focus on what can be done

· Ask:

· “How can I help you get the services you/your child needs?”
· “How can we work together?”

· “What kinds of support can we put in place to help your child succeed?”

Assault by Intruder
Checklist

· Assess the situation.

· If continued danger, institute lockdown.

· Provide first aid.

· Question victim-make reasonable notes for potential court case:

· description of assailant

· report of events

· Contact police 
· Notify Superintendent.

· Instruct person answering the telephone to direct all requests to Public Information Office

· Complete police information for charges.

· Prepare a written memo for staff and parents.

· Schedule follow-up programs for staff and students.

· Call emergency staff meeting.

Specifics

1. Assess the Situation:

· Request police assistance when assailant(s) are outsiders.

· Determine the number of victims.

· Determine the amount of threat still pending - was this an isolated incident which is now over?

· Is there continued danger to the individuals already involved or to any other potential victims?

· Determine the need for first aid.

2. Move Others to Safety:

If the assailant has not been contained and continues to be a threat to others, institute lockdown.

3. Provide First Aid:

Provide first aid for victim(s) via nurse, nurse’s aide, trained staff member, or 911. Have someone at the entrance to meet and direct the ambulance staff to the victim and designate a staff member to accompany victim(s) in ambulance.

4. Question the Victim:

Make notes which can be shared with the police upon their arrival. These notes may be helpful in a court case.

5. Contact the Police:

Contact 911.
6. Notifications:

· The Superintendent’s Office should be contacted as soon as possible.

· The Public Information Office will handle all media and community inquiries into the event(s).

· The parents (or spouse) of the victim should be notified as soon as possible.

· Inform staff of situation as soon as possible. The Crisis Management Team will effectively deliver information to the other staff members so your time can be used for other decisions/actions.

· The Transportation Department can, in extreme emergencies, provide buses for early dismissal. 

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

· Basic information should be released as soon as possible by the Public Information Office, since siblings/neighbors will quickly learn of the disturbance.

· The Counselor may be needed to provide counseling support for students and staff in dealing with the trauma. This office may seek additional help from the County’s Department of Human Resources.

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

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

7. Telephone Answerer:

Prepare a statement for the individuals who answer the telephones to read. Instruct them that any further inquiries should be made to the Public Information Office. Give them the telephone number for the caller to use as a reference.

8. Police Information for Charges:

The police will need to be sure of details from you as well as from the victim. Assault/Battery are chargeable offenses.

9. Written Memo for Staff and Parents:

As soon as the immediate crisis/danger is over, the staff and parents will need to know, not only what occurred, but why you took the action that you did. Individuals with the correct facts can help to stop rumors and misperceptions.

10. Follow-Up Programs

School guidance counselors will arrange special counseling for students and staff.
11. Call emergency staff meeting.

Bomb Threat

Bomb Threat/Telephone Threats

The building director must evaluate the seriousness of bomb threats or other disruptive types of demonstrations using input from all sources; then, the director acts in such a manner that reflects the best safety interests of those under his/her charge.

Bomb and other threats may be originated in writing, in person, over the telephone or related through a second source.

Basic Documentation (see Appendix O)-The individual taking the call should:

· Keep the caller on the line as long as possible.

· Notify principal.
· Write down all the information obtained in the exact words. Use the record sheet immediately following these instruction pages; place copies of the bomb threat sheet at switchboard and other appropriate phone locations.

· Find out what time the bomb is due to go off.

· Document in writing, as soon as possible, other types of threat contacts including:

· Specific time message is received.

· Date and day of week.

· Exact wording of message.

· Estimation of sex, age, cultural background of person making call.

· Make note of background noises, tone of voice.

The building administrator or designee shall:

· Notify the authorities.

· Consider the safety of students and staff as the prime factor. If advised, direct students and staff to safe areas of the campus. Nothing is to be touched or altered; do not open desks or lockers.

Do not re-enter building until authorized:

· Alert staff of situation and implement building search procedure (see below).

· School activities should be continued as normally as possible in designated safe areas.

· The recommendation to close school will be made only after consultation between the superintendent, security officials and the Crisis Management Team.
Confidential building search procedures for use by staff only:

The principal and/or assistant principal will:

· Call Police Department.

· Call Superintendent’s Office.

· Call Maintenance Department.

· Notify school staff by pre-arranged signal.

The Signal:

A fire drill will be called about 15 minutes before threatened time, if known.

Following the signal, the staff will conduct a thorough search of assigned areas as outlined below. If anything is found, it should not be touched in any way. Get an adult to “watch it,” while you report it personally to the principal. Following the search, each staff member responsible for searching areas (all teachers and others) must send a note to the office reading, for example, “Brown-Clear.”

Responsibilities for search effort: all search efforts should be conducted quietly and quickly without alarming or informing pupils. Each teacher will search his own area, in addition to the following search responsibilities:

Custodial closets . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .Custodian 
Girl’s toilet . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Principal, assistant or designee

Boy’s toilet . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Principal, assistant or designee

Mechanical room . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . …Custodian 
Library, office and a.v. room . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Librarian

Food service area, dining room . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Cafeteria manager

Principal’s office and other areas . . . . . . . . . . . . . . . . . . . . . . . . . . . . .Office personnel

Outdoor storage . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .Custodian 
Checklist

· Listen carefully to the caller to gain as much information as possible. Notify the building administrator if the caller is in the building.

· If the call appears to be a prank call, ask teachers to survey their instruction area and nearby restrooms.

· If the call could be real, call 911 immediately.

· Evacuate the building. DO NOT USE PA SYSTEM OR TURN LIGHTS ON OR OFF.

· Notify Superintendent’s Office

· Follow established Policy regarding return to the building.

· If necessary, give contact transportation to arrange for early dismissal.

· Follow-up activities.
Bus Accident

Goals:

· Safety 
·  Mobilization

· Containment

· Assessment and follow-up

· Effective communication

Prevention:

Have a clear operation plan and be familiar with that plan. Maintain a bus accident folder including a list of each bus number, names and emergency telephone numbers of all occupants.

Intervention:

In the event that a bus accident occurs and the school has been contacted for assistance, the principal or designee determines and coordinates the appropriate responses. Interventions may include:

At the Scene

· Provide emotional support

· Be available and attend to the injured, as directed by emergency medical personnel.

· Be available and attend to the uninjured and account for all.

At the School

· Provide emotional support and coordination

· Provide emotional support and attend to the affected students

· Provide information to faculty.

· Call Mental Health for assistance, as needed

· Contact parents of students involved.

At the Hospital

· Provide emotional support for the injured and their families.

Follow-up:

· Send letter to parents (see Appendix I).

· Assess the response and arrange follow-up (see Appendix  G).
Bus/Auto Accident on Trips Away From Campus
Precautionary Measures Before Leaving District

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

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

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

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

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

· Follow School Board policy and administrative regulation on field trips.

In the Event of an Accident:
· Remain calm

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

· Call emergency vehicles/services: police, fire, ambulance, highway patrol for locality and begin administration of first aid
· Notify Superintendent
· Notify Director of Transportation

· Notify Principal

· Notify Principal

· Do not issue statements to the press. Refer press to the civil authorities in charge.
Chemical Spill

Inside the building

· Evacuate the area immediately.

· Notify the principal.

· The building principal will call the fire department if deemed necessary for consultation.

· Notify the Maintenance Director
Outside the building

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

· Shut off all outside air ventilators.

· If you are not alerted to the situation by district personnel, phone:

· Environmental Health & Safety

· Maintenance Director
· Keep telephone lines clear for emergency calls only
· Release students to parents or designee only
Childnapping/Lost Child

Checklist

· Telephone police

· Call Superintendent’s Office

· Notify parents’ of child

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

· Obtain full description and pull out school picture

· Search school building and grounds

· If childnapping, try to obtain description of suspect

· When child is found, contact Superintendent, notify teacher, fill out Crisis Team Report (see Appendix K)
· Prepare memo to inform staff and parents of incident and actions taken

· Arrange for counseling for staff and students, if necessary

· Call emergency staff meeting

Specifics

1. Immediately after it has been determined that a child has been lost/taken, contact the police.

2. Call the Superintendent’s Office to report the incident.

3. Contact the parents of the child involved. Establish a communication plan with them, if necessary.

4. Identify a team to work on the crisis. Designate personnel to deal with phone communications, etc., and other administrative staff to assist as appropriate. If the incident occurs during the school day, classroom routine should be maintained.

5. Pull the school picture of the child and obtain a full description of the child (including clothing) to assist the police.

6. Conduct immediate search of school building and grounds.

7. In cases of childnapping, obtain from witnesses a description of the suspect.

8. When a child is found, contact the Superintendent’s Office, notify teacher and fill out the Crisis Team Report (see Appendix K).

9. Prepare a memo to staff outlining the situation (see Appendix H). Give factual information, as appropriate, to allow them to respond to students’ questions knowledgeably. Prepare an appropriate memo to parents (see Appendix I).

10. If appropriate, arrange for counseling assistance for students and staff.

11. Call emergency staff meeting.

Preventative activities which may help avoid childnapping situations are as follows:

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

· Emergency cards of such students should be tagged.

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

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

Death

Death of a Student or Staff Member

· Contact Crisis Team members and have a team meeting as soon as possible.

· Notify Superintendent’s Office

· Prepare a fact sheet giving accurate, up-to-date information.
· Prepare a letter to faculty and parents (see Appendices I and J).
· Hold a faculty meeting as soon as possible. Review the procedures for the day, availability of support services, referral process for at-risk students.

· Contact family of the deceased. Preferably an administrator and Crisis Team member should visit the family at their home and offer assistance.

· Hold a faculty meeting at the end of the day to review the day’s events.

· Notify all bus drivers by written memo to be alert for students who show signs of emotional distress, along with a telephone number for drivers to use to reach a guidance counselor.

· Personal contact should be made with the driver of the bus which goes into the neighborhood of the student who has died. Supply a school staff member to ride the bus if that seems necessary.

Disaster

Destruction of Part/Whole of Building (e.g., tornado, plane crash, bomb)

Checklist

· Call 911.

· Obtain information on extent of damage.

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

· Assign one adult to supervise others in attending to injured.

· Assign staff member to assist rescue personnel.

· Call Superintendent’s Office.

· Arrange for dismissal of students.

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

· Call emergency staff meeting.

Specifics

1. Call 911 for immediate help.

2. Damage: Inspect extent of damage and injuries.

3. Evacuation: If there is no danger outside the building, use fire alarm to evacuate building.
4. Safe Areas: Identify areas away from problem area and route to be taken by classes in going to safe areas. Designate which classes/groups of students should go to which area.

5. Attend to Injured: Assign free adults to attend to injured, with one adult designated as “in charge.”

6. Meet Rescue Personnel: Have staff members direct rescue personnel to problem area and assist in providing access as needed by rescue personnel.

7. Have custodian available to assist rescue personnel.

8.  Superintendent: Notify of plan being implemented.

9. Dismissal: Arrange for dismissal with Superintendent’s Office and Transportation. 

10. Information: Consider briefly summarizing the situation for all students and adults prior to dismissal, by P.A. or preferably by informing teachers and having them explain to students. If time permits, prepare a written memo to parents detailing the situation and how it was handled, including plan for follow-up, to be sent home with students or distributed the following day. Call an emergency staff meeting after students leave to explain the situation and any plans for follow-up. Involve Public Information in all information being prepared and distributed and refer media and other calls from the general public to that office.

11. Call an emergency staff meeting.

Danger from Outside Preventing Dismissal/Evacuation (e.g., hurricane, tornado, sniper, plane crash)

Checklist
· Gather information.
· Call the police.
· Identify safe areas in building.

· Direct staff to escort students to identified areas.

· Call Superintendent’s Office.
· When situation is “clear,” return students to class.

· Prepare memo/letters to inform staff and parents.

· Distribute information to public via Public Information Office.

· Call emergency staff meeting.

Specifics

1. Information may be received from a variety of sources:

- telephone call

- superintendent’s Office

- radio or television

- visual observation

As certain specifics such as extent of immediate danger, possible length of time danger may exist.

2. Safe areas:

Consider large areas at the interior of the building away from numerous windows and outside walls which have a reliable source of lighting. Designate where students should go. Evacuate trailers to main building or safe area.

3. Move students:

Use the P.A., if working, or a system of notes sent by messengers, to inform teachers and other adults of the situation and where to bring students.

4. Superintendent:

Notify of plan being implemented; call police and maintain contact as necessary.

5. All “clear”

Monitor situation to ascertain when danger is removed; direct teachers and other adults to escort students back to class when situation is clear.

6. If crisis interferes with normal dismissal, arrange with Transportation and 

            Superintendent’s Office to dismiss students following normal procedures. 

7. Information:

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

8. Handle all distribution of information through the Public Information Office.

9. Call emergency staff meeting.

Fighting

Violence Between Two or More Students (Physical Fighting)
Goals:

· Safety

· Effective communication

· Mobilization

· Containment

· Assessment and follow-up

Prevention:

Have a clear operation plan and be familiar with that plan. Be alert to patterns of stress and agitation in students. Be familiar with information provided regarding managing a potentially dangerous person.

Intervention:

Intervening and managing physical altercations and/or fights require making a judgement call. There may be several goals at one time and individual circumstances will determine the priorities of your interventions.

Interventions may include:

· Disperse the crowd and ensure the safety of the students.

· Call for help and assistance in managing the incident.

· Focus on diffusing the fight.

· Attend to medical needs.

· Be knowledgeable about intervening with individuals who are dangerous. 

Postvention:

Assess the response and provide follow-up of situation (see Appendix K).
Fire/Arson/Explosives

Checklist

· Sound alarm; evacuate building.

· Call 911.

· Determine if there are any serious injuries.

· Call the Superintendent and Public Information Officer
· Arrange transportation for dismissal.

· Determine building status for return to classes.

· Follow-up activities.

· Call emergency staff meeting.
Specifics
1. Sound alarm. Evacuate building if serious threat of danger. Prior arrangements should be made for the evacuation of any students or staff members requiring assistance.
2. Call 911 and ask for required emergency services.

3. If there are injuries, notify necessary rescue personnel. Provide first aid through school personnel, such as school nurse, nurse’s aide, and athletic trainer.

4. Call Superintendent’s Office and notify of incident and actions taken.

5. In all probability, school will have to be dismissed and arrangements for transportation will have to be made. Students and staff will have to be informed. A portable bull horn should be available to make announcements to students and staff who have evacuated the building.

6. If the building is damaged, several different steps may have to be taken. Severe damage may necessitate another location for classes which will have to be scheduled through the Superintendent’s Office.

7. Prepare written memo for staff to and letter to parents (see Appendix I).
8. Call emergency staff meeting.

Gas Leak

Natural gas leaks, with odor in the building, may occur and bring danger of explosion. Natural gas rises and will often be outside because most gas lines are outside the building. Natural gas is mixed with Mercaptan to give it odor. The gas goes up and the odor goes down.

If a leak is in or near the building:

· Evacuate the building immediately, following your local building evacuation plan. Get students a safe distance from the building.

· Turn off the main gas valve. Location: 

· Phone Fire Department Telephone Number:
· Phone Facility Services Telephone Number:
· Phone Gas Company Telephone Number:
· If time permits, phone the Superintendent’s Office to alert that office of the current situation. 

· Keep students at a safe distance until the problem has been corrected.

Hostage
Armed/Dangerous Intruder

Checklist

· Contact the police (911).

· Instigate lockdown procedures; after police arrive, if the danger is confined, orderly evacuation away from the danger may occur.

· Notify Superintendent.

· When police arrive, in accordance with pre-planning, they assume control of incident and negotiations.

· No school personnel should circulate through building; after evacuation, no individuals should enter or re-enter the building.

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

· Keep telephone lines open for police use.
· Provide information to police about the building layout and what is known about the background of the hostage-taking.

Specifics

1. Contact the Police:

Hostage-taking or endangering the safety of others are criminal offenses.

2. Secure All Classrooms (Lockdown):

The more closely contained the intruder can be kept, the less the danger there is to others and the easier it is for the police to apprehend the individual.

3. Notification:

· The Superintendent’s Office should be contacted as soon as possible.

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

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

4. Staff to Keep Students in Present Areas:

Students should not be released for any reason until told to do so by the police.

5. No Personnel Circulating:

For the same reason as #4, all staff should be protected from involvement in the crisis where possible.

6. Telephone Answerer:

Prepare a statement to be read by the individuals who answer the telephones. Instruct them that any further inquiries should be made to the Public Information Office. Give them the telephone number for the caller to call.

7. Keep Phone Lines Open:

The police and other public safety personnel will need access to the phones with highest priority.

Even the pay phones need to be available to the police.

8. Provide Police with Maps of Buildings and Grounds:

Involve those with greatest knowledge of the facilities such as head custodian. Also provide any anecdotal information about reasons for the hostage-taking, precipitating events, etc.

9. I. D. Persons Familiar with the Facility:

Persons familiar with the entire building should be available to discuss the interior room arrangements, etc. These individuals should be available at the chosen school map location away from the scene.

Intruder or Trespasser
Checklist

· Determine the whereabouts of the intruder/trespasser.

· Isolate the individual.

· Determine the extent of the crisis.

· Make reasonable notes for potential court case.

· Contact police
· Move other students and staff from area.

· Notify superintendent.

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

· Complete and submit police information for charges.

· Prepare a written memo for staff and parents.

· Complete Crisis Team Report.

· Call emergency staff meeting.

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

Specifics

1. Determine whereabouts of the intruder: Use school maps to assist police and staff members in locating intruder.

2. Isolate intruder from rest of building and students.

3. Determine extent of the crisis:

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

4. Make notes. Recording what has occurred can provide information important to the police and in subsequent court cases.

5. Move other Students/Staff:

Staff may be asked to keep their students in certain areas, or to keep them out of certain areas. Staff should move students as quietly and quickly as possible when directed to do so.

6. Contact the Police:

Trespassing is a misdemeanor or felony, depending upon the location of the intrusion.

7. Notification:

· The Superintendent’s Office should be contacted as soon as possible.

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

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

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

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

· Other schools should be given the basic information as soon as possible by the Public

· Information Office since siblings/neighbors will quickly learn of the situation.

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

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

8. Telephone Answerer:

Prepare a statement for the individuals who answer the telephones to read. Instruct them that any further inquiries should be made to the Public Information Office. Give them the phone number for the caller to call.

9. Police Information for Charges:

The police will need to be sure of details from you as well as from others interviewed. Trespassing is a misdemeanor or felony, depending upon the location of the intrusion.

10. Written Memo for Staff and Parents:

As soon as the immediate crisis/danger is over, the staff and parents will need to know, not only what occurred, but why you took the action that you did.

11. Crisis Team Report (see Appendix K)
Submit it within twenty-four (24) hours.

12. Follow-Up Activities

The counselor will provide counseling for students and staff. The building security plan should also be reviewed.

13. Call emergency staff meeting.

Life-Threatening Crisis

(Major) Life-threatening Injury to Individual

When a life-threatening situation is perceived to exist, a building administrator or person in charge of a building or office should:

First Actions

· Call 911

· Apply first aid and life-sustaining techniques using trained persons on staff.

· Call parent/guardian immediately.

Perceived Crisis

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

· Identify situations in advance that may be perceived crises.

· Establish open lines of communication with students and staff.

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

Intervention:

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

· Don’t panic. Project a sense of calm and control.

· Gather detailed and accurate information about the perceived crisis.

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

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

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

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

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

· developing.

Postvention:

· Conduct stabilizing activities as soon as possible to project an atmosphere of normal conditions.

· Conduct follow-up and assessment activities with team members and other staff.

Poisoning

In the event of the poisoning or suspected poisoning of a student or an employee:

Immediate Actions:

· Call the rescue squad Telephone Number:

· Call the Poison Control Center Telephone Number:

· Administer first aid suggested by poison information center.

Preventative Measures:

· Post in the clinic information from Poison Control Center regarding emergency numbers.

· List in the clinic the names of building personnel who have special paramedic, first aid training, or other special life-saving or life-sustaining training.

· Provide staff information on possible poisonous materials in the building.

Power Failure / Lines Down

If there has been a power failure at a school, or if lines are reported down in the area of the school:

Power failure
· Notify Power Telephone Number:

· Notify Maintenance Section Telephone Number:

· Notify Maintenance Director 
Lines down in area
· Have an adult in the area of the downed lines to prevent children and other people from going near them.

· Notify Power Telephone Number:

· Notify Maintenance Section Telephone Number:

Rape

When a school is notified that a rape has occurred to a student or staff member, the Crisis Management  Team and the school must protect the identify and right to privacy of the rape survivor and the alleged perpetrator. News of the incident should be contained as much as possible. Appropriate response by school staff will be directed at minimizing the fear of fellow students and quelling the spread of rumors. As opposed to convening a Crisis Management Team meeting and alerting the student body, services provided to the victim and her/his family should be kept confidential and should be coordinated with outside providers, such as a rape crisis team or hospital emergency room.

RAPE ONLY BECOMES A CRISIS TO BE MANAGED BY SCHOOL STAFF WHEN ONE OR MORE OF THE FOLLOWING CONDITIONS EXIST:

· A rape occurs on campus.

· A member of the rape survivor’s family requests school intervention.

· The rape survivor’s friends requests intervention.

· Rumors and myths are widespread and damaging.

· Students witness police action or emergency services response.

When one or more of the above conditions exists, the following should be implemented:

· Direct the person providing the information not to repeat it elsewhere in the school.

· If the rape occurred on campus, notify the appropriate law enforcement office and/or local rape crisis team.

· If office staff members heard the report, tell then not to repeat or give out any information within or outside school unless they are specifically told to do so.
· Designate the Crisis Response Team member closest to the victim to talk to her/him about the types of support he or she and the closest friends need, and the person(s) the rape survivor would like to provide that support.

· Provide space in the school for the rape survivor and identified peers to receive support services.

· Provide necessary passes to release these students from class to receive services.

Rape is a crime of violence. For the rape survivor, it often is an experience of fear, loss of control, humiliation, and violence. Rape survivors may experience a full range of emotional reactions. It is extremely beneficial for rape survivors to seek emotional support regarding the assault. Monitor any school intervention in a rape incident with the following checklist:

RAPE RESPONSE CHECKLIST

· School involvement in incident due to:
· Rape occurrence on campus

· Survivor’s family requests school intervention

· Survivor’s friends request intervention

· Rumors and myths are widespread and damaging

· Students witness police/emergency services

· Information provider/recipients enjoined not to repeat information elsewhere.

· Steps taken to protect survivor’s identity and right to privacy.

· Law enforcement and rape crisis agency notified if appropriate.

· Crisis Response Team member closest to victim designated to talk with student and determine type of support and support provider desired.

· Rape survivor encouraged to seek additional support from community rape crisis agency.

· Space provided on site for rape survivor and identified peers to receive support services.

· School services coordinated as appropriate and legal with outside service providers.

· Action taken to quell rumors.

· All records related to rape incident and services provided stored in confidential file.

Shootings/Wounds/Attacks

Checklist

· Assess the situation

· Call 911

· Ambulance

· Use emergency signal-all students and staff are to stay in classrooms, secure the door, and stay on the floor.

· Establish a command post with several telephones available.

· Implement first aid procedures until rescue service arrives.

· Notify Superintendent’s Office.

· Keep a written log of events.

· Prepare a written memo for staff and parents (see Appendix I).

· Implement necessary follow-up activities.

· Call emergency staff meeting.

Specifics

1. Notify the police, and other necessary emergency staff.

2. Determine if the perpetrator is still on premises - determine number of victims and identify witnesses.

3. The emergency signal to staff and students should convey the seriousness of the situation. Follow-up announcements will be necessary to keep everyone informed. Prepare a general statement of the facts.

4. Establish a command post to handle the load of the Crisis Team and to direct the press and concerned members of the community to the Public Information Office.

5. Implement necessary first aid procedures through trained staff, school nurse, nurse’s aide, physical education department, and/or athletic trainer. Direct rescue personnel to injured and give any required assistance. Designate staff member to accompany victim(s) in ambulance.

6. Contact Superintendent.
7. Identify a place where a log of events is to be kept. Record all significant events, actions, and individuals that are involved.

8. Keep staff informed through a memo or emergency staff meeting. Parents may be informed through a letter sent home with students (see Appendix I).

9. Follow-up management should be well-delegated. Crisis counseling for students and staff may be needed, and security concerns should be considered. All staff will assist in restoring building to 
normal state. Reopen school as soon as possible.
10. Call emergency staff meeting.
Suicide
Youth suicides can devastate a school and community. Suicide threats and attempts are to be taken seriously. Students who talk about suicide quite often actually attempt it, and students sometimes make suicide pacts. For these reasons, administrators must be certain that they observe the following guidelines. The principal may remove a student from classes or from school premises for health, safety, or welfare reasons whenever the principal determines that an emergency exists for doing so, such as the student being under the influence of alcohol or drugs, being highly agitated, or suffering from any other condition which temporarily threatens his or her welfare, other individuals welfare, or the efficient operation of the school. Any student who is so removed from school premises and who is in a condition that threatens his own welfare or the welfare of others must be released only to the student’s parent, a representative of the parent, or other proper authority, including but not limited to, law enforcement officers and medical personnel. The Texas Family Code defines “neglect” of a child to include “the failure to seek, obtain, or follow through with medical care for the child, with the failure resulting in or presenting a substantial risk of death, disfigurement, or bodily injury…” If a student’s parent/guardian fails to seek follow-up help for the child, the principal should report the episode to Child Protective Services, but the student must be readmitted. If the student is in a Special Education Program, an Admission, Review, and Dismissal committee must be convened during a five-day time frame. The removal from school should be for as short a time as is reasonable under the circumstances, but in any event is limited to not more than five consecutive school days, even if no physician’s release is provided.
The school’s general response to a suicide does not differ markedly from a response to any sudden death crisis. However, some issues exclusive to suicide require specific attention.
School administrators must allow students to grieve the loss of a peer without glorifying the method of death. Overemphasis of a suicide may be interpreted by vulnerable students as a glamorization of the suicidal act, which can assign legendary or idolized status to taking one’s own life. The following “DOs” and “DON’Ts” will help school staff limit glamorization of suicide:

Do acknowledge the suicide as a tragic loss of life.

Do allow students to attend funeral services.

Do provide support for students profoundly affected by the death.

Do not organize school assemblies to honor the deceased student.

Do not dedicate the yearbook or yearbook pages, newspaper articles, proms, athletic events, or advertisements to the deceased individual.

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

How school officials treat students who have the potential to take their own life and those left to wonder why the suicide happened can go a long way toward healing the community.

Suicide Threats

Steps to be taken if a student talks/writes about or threatens suicide:

· Notify the principal.

· Contact the school health nurse, the counselor and the superintendent.

· Notify the parents.

· Request a physician’s written release which states that it is safe for the student to return to school. The physician must have a license to practice in the United States. The nurse will file physician’s releases.

· The nurse is to confirm that medical help was sought for the student by verifying parental response.

· If the student’s parent fails to seek help for the child, such neglect should be reported to Child Protective Services.

· Send work home to the student and/or allow make-up work so that grades and credits are not jeopardized.
When a suicide attempt or death occurs
·  Identify the crisis and circumstances surrounding the death or suicide attempt.

·  Notify the principal and counselor.

·  Notify police, the superintendent and the Crisis Management Team if necessary.

·  Notify the parent/guardian/spouse of the victim. Gather information about other siblings, close relatives, and the schools they attend. Ask parents how they would prefer these individuals be notified.

·  Have the school nurse file an accident report of the case and notify County Health Services.

·  Obtain all the facts: who, what, when, where, why and how.
·  If the suicide occurred within a classroom, keep the students together and away from the area. If it occurred in a public area, isolate that area from other students.

·  The principal and superintendent should meet with counselors and secretaries to draft a statement and develop a plan for notifying other staff members and the media (if appropriate).

·  Meet with staff and give them the facts about the crisis.

·  Contact appropriate outside agencies – local church leaders, crisis clinics, suicide support groups, national runaway hot line (800-621-4000) and other support groups in your community, if appropriate.

·  Provide time for classroom discussion and be sure teachers know how to deal with the grieving process.

·  Set aside specific rooms and identify personnel to address individuals who are having difficulty dealing with the crisis. If necessary, recruit counselors from other schools in other districts.
·  Inform the PTA president of the tragedy and the plan that is being implemented to handle the crisis.

·  Request a physician’s written release which states that it is safe for the student to return to school (in the case of an attempted suicide).

·  The school nurse confirms that medical help was sought for the student by verifying parental response.

·  If the student’s parent(s) fails to seek help for the child during an attempted suicide, such neglect should be reported to Child Protective Services.

·  Send work home to the student and/or allow make-up work so that grades and credits are not jeopardized (in the case of an attempted suicide).

·  Determine who will go to the family’s home, who will send flowers, and who will attend the funeral.

·  Plan appropriate memorial.

If the tragedy occurs on a weekend, holiday or off-campus
· Make sure that the principals and superintendent have a staff directory at home. Contact staff and notify of the crisis.

·  Schedule a meeting with administrators, crisis team and counselors on the first work day after the incident to address the crisis and attendant issues.
WARNING:

A suicide in the school community can heightened the likelihood, in the subsequent weeks, of “copycat” suicide attempts and threats among those especially vulnerable to the effects of a suicide. To prevent further tragedies, students considered to be especially susceptible to depression/suicide must be carefully monitored and appropriate action taken if they are identified as high risk. These efforts require a limited, rather than school wide, response.
Preventing Suicides
· Listen. An effort should be made to really understand the feelings being expressed behind the words. Allow the person to express his/her feelings.
· Notify the principal.

·  Notify the Hill County Sheriff’s Department.

· Contact the school nurse, the counselor and the superintendent.

· Ask directly if the individual has considered suicide. Try to discuss this openly and frankly.

·  Notify parent(s) and/or guardian(s) about concerns.

·  Request a physician’s written release which states that it is safe for the student to return to school.

·  Contact appropriate outside agencies – local church leaders, crisis clinics, suicide support groups, national runaway hot line (800-621-4000), and other support groups in your community, if appropriate.

·  The school nurse is to confirm that medical help is sought for the student by verifying parental response.

·  Ask a relative or friend of the student to work with the school counselor, if appropriate.

·  If the student’s parents fail to seek help for the child, such neglect should be reported to Child Protective Services.

·  Act definitely. Do something tangible and provide the student with an alternative course of action.

·  Be affirmative and supportive. Strong, stable mentors are necessary in the life of a distressed individual.

·  Do not be misled if the individual admits to seriously considering suicide and then makes light of the issue.

·  Be a non-judgmental listener who shows interest and support.

·  Send work home to the student and/or allow make-up work so that grades and credits are not jeopardized.
Vandalism

 
• Report all acts of vandalism to police.

• Photograph any willful and malicious destruction of school property (e.g., graffiti, broken windows, etc.).

• For minor damage, simply note the time, date, and type of damage for your records.

• Serious acts of vandalism may be hate crimes or gang-related.

• Clean up and repair the damage as soon as possible to avoid encouraging future acts of vandalism.

• Aggressively prosecute all vandals to convey that you will not tolerate this type of offense.

• Collect restitution by having the offender pay money or provide labor to clean and/or repair the damage he or she has caused.

Weapons Situation

Checklist

· Assess the situation.

· Notify police.

· Gather information.

· Isolate individual or suspect.

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

· Remain calm.

· Tell another administrator what the situation is.

· Use emergency signal to notify teachers of the threatening situation and have teachers keep students in classroom until all is clear.

· Notify Superintendent.

· Refer media questions to the Public Information Officer
· After immediate situation is resolved, hold emergency staff meeting before staff members leave for the day.

Specifics

1. Assess the situation.

2. Notify police. Provide as much information as possible. Be prepared to act as a resource and liaison between school and police. If necessary, have a map of the school available for police.

3. Gather as much detailed information as possible. Try to determine:

- Location, identity and detailed description of individual.

- Location and description of weapon.

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

4. Isolate individual or suspect. (If weapon is in a locker or elsewhere, prevent access to it.)

5. Confer with police when they arrive. They will advise you how they intend to proceed.

6. If interaction with the individual is imminent, do not use force or touch the person or weapon. Avoid sudden moves or gestures.

7. Remain calm. Try not to raise your voice -- but, if this becomes necessary, do so decisively and with clarity. Your tone and demeanor will strongly influence the outcome of the crisis.

8. Be certain that at least one other administrator (or designee) is aware of the situation, but limit information to staff and students on a need to know basis.

9. Notify Superintendent.

10. Use emergency signal to notify teachers of the threatening situation and have teachers keep students in classroom until all is clear.

11. Refer media questions to the Public Information Officer.
12. Call emergency staff meeting. It is important that staff members leave with accurate information about the incident and subsequent actions to be taken.

Weapon-Wielding Student

· Evacuate the area

· Evaluate the perpetrator

· Isolate

· Negotiate

· Remain calm

· Get help

· Avoid heroics

· Don’t threaten

· Keep a safe, non-intimidating distance

· Avoid abrupt sporadic movements

· Look for a place to dive or jump

· Report incident to law enforcement

Weather

Tornado, Inclement Weather, Earthquake

Goals:

· Safety

· Effective communications

· Mobilization

· Containment

· Assessment and follow-up

Prevention:

· Post and practice mobilization plan.
Definitions:
1. Severe Weather Watch: Forecast of severe weather in area; normal activities continue; no school-wide announcement; principal or designee monitor the situation.
2. Severe Weather Warning: Severe and dangerous weather situation approaching. Be prepared.

Intervention:

· Principal alerts staff of impending situation. Call emergency numbers as needed; call superintendent., principal or designee.

· Evacuate classrooms according to plan; provide for handicapped.

· Move students quickly and quietly to designated area, underground shelter if available or interior hallways on first floor. Avoid windows, auditoriums, gyms, and any wide span or overhead structure. North and east walls are preferable to south and west walls. Sit in fetal position with face and head protected. Review “drop and tuck” command.

· Get word to all students and staff who are outside or who are in out-lying buildings.

· Check for and provide care for injured.

· Secure tool box. (designated duty)

· Account for all students/staff/others.

· Determine status for safe return to classes or dismissal. (principal or designee)

Postvention:

· Assess the response and prepare follow-up of situation (see Appendix K)

Crises Procedures
Code Blue: Level 1 (Lowest Level)

Possible Situations:

· Unconfirmed report of non-violent or unarmed individual on school campus

· Non-confrontational distraught employee, visitor or student

· Unknown person(s) on school campus

· Any other incident that would require campus administrative action

Level 1 Administrator’s Duties:

· Inform superintendent of situation and initiate district procedures

· Verify information on situation

· Contact law enforcement to assist with the search of the campus

· Remain in radio contact with main office and confirm location

· Work under the immediate direction of the principal or his/her designee

· Assist in locating the incident ----- contain and isolate if necessary

· Stay in radio contact with the superintendent and main office

· If warranted, start immediate lock down of the campus

Level 1 Main Office Employee Duties:

· Monitor radio for immediate assistance calls from the administrator

· Log location of search teams

· If requested by the administrator, notify classroom teachers

· Monitor line for vital calls and keep line open

· Be prepared to call 9-1-1 immediately if requested by search team
Level 1 Teacher Duties:

· Keep hard copy of class rosters for quick access

· Know the whereabouts of students at all times

· Be aware of immediate surroundings to include hallways 

· Be familiar with minimal first aid procedures

· Be prepared to provide leadership and activities for students during a period of enforced emergency containment

Level 1 Custodian Duties:

· Assist principal or designee if requested

· Use the radio to address the situation only

Level 1 Police Duties:

· Would handle the situation on a case-by-case basis as a non-priority call

Code Blue: Level 2 (Intermediate Level)

Radio Frequency: “All Call” to inform;

“Administration” Situation in Progress

Possible Situations:

· Any incident that may escalate from Level 1

· Unarmed distraught employee, student or intruder(s) barricaded on campus

· Large-scale vandalism in progress

· Suspicious vehicle on or near school campus

· Bomb Threat

· Imminent Severe Storm or Tornado threat

Level 2 Administrator’s Duties:

· Inform superintendent of situation and initiate district procedures

· Verify information on situation

· Contact law enforcement to assist with the search of the campus

· Remain in radio contact with main office and confirm location

· Locate and isolate the incident

· Barricaded individual or large-scale vandalism − INITIATE CAMPUS LOCK DOWN PROCEDURE

· Bomb Threat − take appropriate action depending on nature of situation
· Assist in locating the incident ----- contain and isolate if necessary

· Stay in radio contact with the principal and main office

· If warranted, start immediate lock down of the campus

Level 2 Main Office Employee Duties:

· Monitor radio for immediate assistance calls from the administrator

· Log location of search teams

· If requested by the administrator, notify classroom teachers

· Monitor line for vital calls and keep line open

· Be prepared to call 9-1-1 immediately if requested by search team

Level 2 Teacher Duties:

· Keep hard copy of class rosters for quick access

· Know the whereabouts of students at all times

· Be aware of immediate surroundings to include hallways 

· Be familiar with minimal first aid procedures

· Be prepared to provide leadership and activities for students during a period of enforced emergency containment

· Proceed with Lock-down Procedure − Move students away from windows, lock doors, take cover and be prepared to evacuate room if necessary

Level 2 Custodian Duties:

· Assist principal or designee if requested

· Use the radio to address the situation only

· Upon administrator’s order secure and lock closest campus entry door

Level 2 Police Duties:

· Obtain information needed to dispatch patrol unit

· Dispatch patrol unit

Code Blue: Level 3 (Critical Level)

Radio Frequency: “All Call” to inform;

“Administration” Situation in Progress
Information:

In a situation where a subject is causing mass casualties, human nature dictates that people is harm’s way will flee and or hide from the threat. It is highly recommended that people fleeing not be stopped or detained by untrained personnel. Allow these individuals to exit the threat zone. At this stage of the critical incident, the school faculty must be relied upon to help funnel the fleeing personnel and students to the safe zone if the “Lock Down” alarm is triggered. If a full-scale building evacuation is sounded it will be extremely difficult to control students from fleeing if they perceive a threat. In that case, it is highly recommended that training and discussion is used to help train the students in the proper procedures in the event they have fled from this type of critical incident.

Possible Situations:

· Any incident that may escalate from Level 2

· An armed, distraught employee, student or intruder(s) barricaded on campus

· Suspicious packages deemed to be explosives − Bomb threat validated

· Hostage situation / Terrorism

· Hostile school take over

· Suicidal Person

· Civil Disturbance

· Severe Storm or Tornado

Level 3 Administrator’s Duties:

· Call 9-1-1

· Identify safe zones and prepare to provide intelligence and concise information on situation

· Sound appropriate alarm signal to entire campus

· Initiate Lock Down procedures

· Inform district administrators of “Code Blue Level 3 Event” via “ALL

· CALL” frequency

· Remain in radio contact with main office and confirm location

· Proceed to Command Post location 
· Provide immediate assistance to assist with the preservation of life

· Assist in locating the incident ----- contain and isolate if necessary

· Stay in radio contact with the principal and main office

· Provide leadership

Level 3 Main Office Employee Duties:

· Call 9-1-1 if aware of incident or requested to do so

· Sound Code Blue signal if advised to do so

· Evacuate to safe zone

· Have on hand a complete list of staff and their phone numbers

· Maintain first aid equipment

· Monitor radio for immediate assistance calls from the administrator

· Log location of search teams

· Monitor line for vital calls and keep line open

Level 3 Teacher Duties:

· Keep hard copy of class rosters for quick access

· Know the whereabouts of students at all times

· If Lock Down or Evacuation is ordered, have backpack prepared and ready to deploy

· Proceed with Lock-down Procedure − Move students away from windows, lock doors, take cover and be prepared to evacuate room if necessary

· Be aware of immediate surroundings to include hallways 

· Be familiar with minimal first aid procedures

· Be prepared to provide leadership and activities for students during a period of enforced emergency containment

· Be aware of “panic” characteristics and calm students

Level 3 Custodian Duties:

· Assist principal or designee if requested

· Use the radio to address the situation only

· Upon administrator’s order secure and lock closest campus entry door

APPENDIX A

Designation of Staff Assignments/Activity Sites





Title/Name 



Operations Site(s)

Assignment: Decision Making/Control

1. Principal



Main Office

2. Assistant Principal


Main Office

Assignment: Crisis Team

1. Coordinator



TBD



2. Substitute Coordinator

TBD
Assignment: Communications/Notification

1. Public Information Officer

Main Office
2. Secretary



Main Office
Assignment: Evacuation and Sheltering

1. Counselor



TBD 

2. TBD



TBD
Assignment: Student Accounting and Release

1. TBD



Cafeteria/Gym
Assignment: Building Safety/Security

1. Maintenance Director/Law Enforcement  TBD
2. Assistant Principal/Counselor
Assignment: Information (Telephone and "Walk-Ins")

1. TBD



Library
2. TBD



Business Office
Assignment: Family Contact/Visitation

1. Counselor



Library
2. TBD



Conference Room
Assignment: Coordinate assistance for emergency/medical response

1. Nurse



Nurse’s Office
2. TBD



TBD

Assignment: Support counseling for staff/students

1. Counselor



TBD
2. Local Counselors/Ministers
TBD
APPENDIX B
Staff Skills List/Students and Staff Who Need Special Assistance

STAFF WITH SKILLS IN MEDICAL CARE

Name 




Room # 


Training/certification
1.

2.

3.

4.

5.

BI/MULTILINGUAL STAFF MEMBERS

Name 



Room # 



Language(s)
1.

2.

3.

4.

5.

STAFF MEMBERS WITH CELL PHONES

Name 



Room # 



Phone Number
1.

2.

3.

4.

5.

STUDENTS/STAFF WHO NEED SPECIAL ASSISTANCE IN EVACUATION

Grade/ Assistance Needed/Person Assigned to Assist (Must be updated each semester)
Main Building
1.

2.

Elementary Building

1.
2.

Science Building

1.

2.

Gym

1.

2.

GCS Annex

1.

2.

Library
1.

2.

Ag Building

1.

2.

Cafeteria

1.

2.

APPENDIX C

Crisis Control Center Emergency Kit

The following items are shall be maintained in the designated School Crisis Control Center and carried to any alternate site which may be designated:

1. Responsibilities checklist—who does what.

2. Keys to all doors in the school facility.

3. Floor plan that shows the location of all exits, all telephones and telephone wall jacks, computer locations, and all other devices that may be useful in communication during an emergency.

4. Blueprints of school building(s), including utilities.

5. Map of evacuation route(s).

6. Faculty/staff roster with:

a. list indicating those with first aid, CPR, and/or EMT training.

b. list of mobile/cellular telephone numbers.

7. Crisis response equipment (two-way radio, cellular telephones, fully charged battery operated bullhorn).

8. Phone lists:

a. Community Emergency Numbers

General emergency number - 911

Police Department/Sheriff

Rescue/Ambulance

Fire Department

Poison Control Center

Local Hospitals

b. School Numbers:

Central Office telephone and fax numbers

List of mobile telephones of staff

Extension numbers for school security, school health nurse, guidance services and other support staff.

c. Other Resource Numbers:

Home/work telephone numbers of parent networks, school volunteers, local clergy, and other resources previously identified.

9. Student roster including home and emergency phone numbers.

10. Master schedule.

11. Name tags and sign-in sheet for crisis response team members and community resource people.

12. Sample statements/letters for use in notifying faculty, students, and parents about crisis incident.

APPENDIX D

Crisis Checklist

Crisis Checklist

DAY 1

In the event of a serious accident, sudden death, or similar events:

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

_____ Notify superintendent.

_____ Convene Crisis Response Team and assign duties.

_____ Notify building support staff, such as counselors, psychologists, and social workers.

_____ Inform closest friends of the affected student and provide support.

_____ Prepare formal statement or announcement.

_____ Announce time and place of emergency staff meeting.

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

_____ Assess need for additional community resources.

_____ Make official announcement.

_____ Hold emergency staff meeting.

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

Day 1 Staff Meeting

At the first staff meeting during a school crisis:

a. Pass around a photograph of the deceased/injured student to familiarize staff with the student.

b. Review the facts of the crisis and dispel rumors.

c. Help staff members process their responses to the situation.

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

e. Provide guidelines for helping students who are upset.

f. Encourage teachers to allow for expressions of grief, anger, etc., in the home room or class in which the announcement is received or in other classes throughout the day. 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.

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

h. Request staff to meet 30 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.

DAY 2

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

_____ In case of 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 the most affected 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.

Immediately Following Resolution of the Crisis

_____ Convene crisis response 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

_____ Provide 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.

APPENDIX E

Partner School Information

Evacuation Partner School/Facility

If it becomes necessary to evacuate the school building(s), the Principal, in consultation with the Superintendent, may decide to transport the students and staff to another county school. The designated partner school is listed below. This partnership is reciprocal so that if an emergency occurred at the partner school, this school would host students from that school.

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.

The receiving school will use the gymnasium, cafeteria, library or other common area to house the evacuated students for the remainder of the school day. Bus schedules must be adjusted to accommodate these circumstances. Be prepared to let parents know the alternate site to which students have been moved, if necessary. These sites will be used in the event of structural damage or natural gas leaks or something else out of the ordinary that warrants moving all or some of the students off of the campus.
Partner School _____________________________________
Location of School __________________________________
Superintendent _____________________________________
Principal __________________________________________
Assistant Principal __________________________________
Telephone _________________________________________
Fax _______________________________________________
Capacity ___________________________________________
Location at Partner School Where Evacuated Students Will Be Sheltered _______________
APPENDIX F

Communication Guidelines and Media Tips

In emergency or disaster situations, DO NOT make any statements to the media

UNTIL the appropriate central office administrator has been notified. If pressed for information, simply state that you must appraise the central office of the situation prior to releasing any statement.

If a statement is made, follow these guidelines:

· Do not release the names of victims until families have been notified. Follow the FERPA (Family Educational Rights to Privacy Act) guidelines in releasing any other information.

· Be honest, only give facts. If they aren't available at the time then say the facts are being gathered and they will be released at a later time.

· Instruct all personnel to refer questions from the media to the district spokesperson.

· As part of the Crisis Plan, set up a designated area for the media, inform all personnel where the area is and have them send all media people to that area.

· Always get the reporter's name, the name of the newspaper or station they are working for, the telephone number for their work, a mailing address, and the questions they would like answered.
INTERNAL PROCEDURES

Keep your faculty, staff and students informed of the situation. Every situation will be different and the means of communication will be different for each one. Use your best judgment in consultation with your Crisis Management Team.
Communication with your internal audiences goes beyond the day of the actual situation - communicate before, during and after the crisis situation.

The key with your internal audience is to use your Crisis Management Team to help communicate the message. Designate one member of the team to serve as the key campus spokesperson.
COMMON-SENSE GUIDELINES FOR WORKING WITH THE MEDIA

Whenever you are working with the media-print or electronic-you are to observe the following common-sense techniques. Beware of falling prey to the delusions listed. Remember, when you speak, YOU are your school and school district.

MEDIA COMMANDMENTS

· Direct all media inquiries to the Superintendent, Principal or Public Information Officer. This avoids confusion in times of a crisis and ensures consistency of information given to the media.

· If you don't want it printed or broadcast, don't say it!

· Say it in 30 seconds. Twenty seconds is even better. Try to get as close as you can to a newspaper headline. Ask yourself, "How is this going to sound on the radio and look on TV and in print?"

· Don't make smart aleck statements.

· Never say, "No comment." This sounds like "I refuse to answer on the grounds it will incriminate me." Instead, say, "I'll have a statement later." Then, do just that as soon as you get organized.

· Never wear dark glasses during a television interview.

· Don't be misled by "off the record" unless you want to entrust your career to the media.

· Never give reporters your personal opinion. Reporters view what you say as your school or school district's viewpoint.

· Avoid being outwardly hostile toward the media. Remember, the way you treat the media is often the way the media will treat you. The Golden Rule applies with the media, just as it does with the human race.

· Always convey to the reporter that you are trying to help him/her meet his/her deadline.

· Be organized! Be in charge! The media respects this. Often the presence of a newspaper reporter's notepad, a photographer's lens or an interviewer's microphone will cause chaos all by itself. This causes confusion as reporter jostle for a position to get your statement.

· Do not permit interviews with students or staff on the premises during a crisis, and do not permit videotaping inside the building except in the spokesperson's office or designated media room.

· Do not disclose information about any staff member or student. Such information should be released only at the discretion of the family (FERPA). Sometimes it is up to the city's police department to release information.

· Emphasize what the school and the district to contain and resolve the crisis are doing.

· Be proactive. Always get your story out first.

· Remember that the truth never catches up with the lie.

· A good statement in the original story is worth more than a half a dozen letters   to the editor.

· Dribbling out information keeps an embarrassing story alive.

· Record all sensitive media interviews. Assume all calls from reporters are being taped. This is simply standard operating procedure for the media. In all states, but Florida, recording conversations is allowed. Only one person needs to know about the recording. And, that person is the reporter.

· You don't have to respond immediately to a telephone call from a reporter.

· First, ask when their deadline is. Second, say you will call back with the   information in 15 minutes. Third, do just that!

· You never want to get the reputation you staff and don't call back

· Remember that you never want to force a reporter to go to a secondary and less reliable source for YOUR story.

· Be wary of still photographers. Think carefully about your body language.

· Especially avoid touching your nose, as this may indicate one of the following non-verbal messages: (1) "I am lying"; (2) "I'm not sure about what I'm saying"; or (3) "I'm afraid about how you'll react."

· Be alert for the waiting tactic. Most people can stand only 6.5 seconds of silence. Reporters know this and usually find you'll full that silence. That's when they get their real story. Remember, if you have said all you need to say, STOP!

· Be aware of newspaper deadlines. Causing a reporter to miss a deadline creates friction.

· Deadlines assume more importance than getting complete information.

· Reporters must go to print or on the air with what they have at deadline.

· If your story isn't part of your story at deadline, it's your fault!

· Be prepared for a media blitz.

· Use a chalkboard for statistics. Better yet, have handouts. Convey you are trying to help the media.

· Remember the media-like you-are simply trying to do the job their editors or news directors have assigned them to do.

· Take care of the local media first. First, your hometown, then the state, nation, and world. Remember that the "big boys" will go back to Austin or New York or Los Angeles, and you'll still have to deal with the "hometown" news teams.

· Never change your ground rules in the middle of the game. Don't play favorites.

· Don't assume the interview is over until the TV or radio crew drives away.

· Assume that the tape is always turning when they walk up, when they disassemble their equipment, and even when they drive away.

· Maintain a good balance in your media relations account. You get a penny when you do something good. You take out five dollars when you do something stupid.

· Always be 100% right in your confrontations with the media.

· Don't fight with the people who buy their ink by the tank car and their paper by the truckload.

· DON'T SCREW UP ON A SLOW NEWS DAY!

DELUSIONS

· I'm safe from "big-city reporters" (out-of -towners, out-of-staters)." They can and will influence your supporters.

· "The out-of-town media will treat me like the local media." Remember, treat all reporters the same-local, state, or national.

· "I can respond to the media in my own good time and in my own good way."

· Contrast the speed of the print and electronic media with the pace of your agency...your office.

· Give the media information as soon as possible.

· Follow up as soon as possible with additional facts as they become available.

· Shift into high gear or be left behind.

· "I can wing it."

· Be prepared!

· Use the people resources available to you: your staff, the director of information, your director, managers, etc.

· "I can retreat into the security of silence."

· The media sees this as a stonewalling and as evidence of a cover-up.

TIPS FOR CONDUCTING A NEWS CONFERENCE

· Don't wear expensive jewelry.

· Males wearing dark colors convey authority.

· Do not wear clothing with stripes.

· Females should not wear dangling earrings.

· Give out news release prior to the conference. Only one person should do the talking. Everyone else should stay away.

· Choose a spacious room. Think of the equipment TV crews bring. Have a lectern.

· If you schedule a conference for 10:00 a.m., begin it at 10:05 a.m.

· NOTE: A 10:00 a.m. news conference is excellent planning, as it allows reporters time to develop their story through careful interviews, data reviews, etc.

· Wipe sweat off your face before the conference.

· Schedule news conferences in the morning whenever possible. Start with "I have a short statement..."

· State at the outset how much time is available before the spokesperson's next obligation.

· You know it's over when the questions dwindle or become silly, and the crews begin packing their equipment.

· --- At that point say, "I'll take one more question." ---

· Then, say, "thank you very much" and leave!

· Do not answer any more questions as you leave no matter how loudly reporters shout. They had their chance.

· If you don't want to answer a question, say, "I can't answer that." Then state one of your main points in its place.

IMPORTANT SURVIVAL TIP

"Under pressure, the mouth speaks when the mind is disengaged."

---Henry Ford

APPENDIX G

Debriefing and Evaluation Form

DEBRIEFING OUTLINE

Debriefing during, and after, a crisis event allows the crisis team to process experiences. The purpose is not so much to gather information or interrogate as it is in a military sense, but to be able to vent feelings, boost morale, prevent burnout and foster teamwork.

· Set a short debriefing session at the end of each day and when the crisis seems to be resolved. A crisis situation is most intense soon after the event or when people first learn about it. A meeting may need to be called midday on the first day.

· Having lunch together would be a good time to relax a little and do some sharing.

· Give each participant an opportunity to describe the activities of the day. What was the role of each in containing and resolving the crisis?

· Allow stories to be told of personal tragedy and grief. Repeating the stories helps crisis workers deal with the trauma. Remember, the crisis team members will also be impacted by what is seen, heard, and felt.

· Explore what team members need from each other to make their jobs go more smoothly.

· Review what went particularly well and compliment, stroke and praise. Crisis work is a strain on the team members. People will be tired. Acknowledge their efforts and thank them.

· Decide where the problem areas were and how they can be corrected now or avoided in the future. Team members' responsibilities may need to be changed or the crisis plan itself revised based on this new information.

· Provide the follow-up services for those affected the most. Traumatic experiences can result in post-traumatic stress or have a continuing influence on a child's vulnerability to psychological problems.

CRISIS EVALUATION FORM
(To be used by District Team Members)

Date ____________________________ Evaluator ______________________

Building _________________________ Type of Crisis ___________________

How would you rate the response in each of the following areas? Some areas will not be applicable.

Crisis Management Team (campus team)

___Good___Needs Improvement___Not Applicable

Explain/Recommendations________________________________________________

_______________________________________________________________________

Building Administration

___Good___Needs Improvement___Not Applicable

Explain/Recommendations________________________________________________

_______________________________________________________________________

Building Support Staff

___Good___Needs Improvement___Not Applicable

Explain/Recommendations________________________________________________

_______________________________________________________________________

Transportation

___Good___Needs Improvement___Not Applicable

Explain/Recommendations________________________________________________

_______________________________________________________________________

APPENDIX H
Announcements

Initial Announcement of Crisis Event
Date:
To:

From:
Subject: Any crisis event
We have just been advised of a tragedy involving a member(s) of our school. I am sad to announce ___________________________ that has died/has been in a serious accident. As soon as we have more information, we will pass it on to you. People will be available in the building to help those of you who need extra support in dealing with this situation. Your teachers will advise you of the location and times available for this support. As soon as we know the family’s/families’ wishes regarding ____________________ we will share that information with you. We ask that all students remain in their classrooms and adhere to their regular schedules.
Student Suicide

To be read to the students by the classroom teacher.
Date
To: School Faculty

From: Principal

Subject: Student Suicide
John Doe committed suicide early Saturday morning. As a faculty we extend our sympathy to John's family and friends. We encourage all students to consider the tragic nature of this death and to realize that death is final. John's death is a reminder to us all that the act of taking one's life is not an appropriate solution to any of life's problems nor is it an act of courage. Please let your teachers know if you would like to talk to a counselor or other staff member. Funeral services for John will be announced when all plans have been finalized. Expressions of sympathy may be sent to (name and address).

Student Death from Accident or Illness of Which Students May Be Aware
Date:
To:

From:

Subject: Student death
As many of you may be aware, we are very sorry to announce that _________________________, a student in the 11th grade of our school, died on from injuries in a car crash. The funeral arrangements have not been completed. As soon as we learn the funeral plans, we will announce them. Those of you who want to discuss your feelings about ________________________’s death should obtain a pass from your teacher to go to the library. This help will be available throughout the school day. Let us have a moment of silence. . . Thank you for your cooperation today.

APPENDIX I


Sample Letters to Parents

Death of a Classmate
Date
Subject: Death of a classmate

Dear Parent(s),

We want to inform you that a member of the Bynum ISD family and a classmate of your child died this morning at 1:55 a.m. The student was a fourth grader this year. Your child's class was informed of this loss by our school counselor. Hopefully, they provided an avenue through which (student's name) classmates will be able to cope with his/her death. However, we want you to be informed so that you, too, can help your child handle this situation.

Your concern for the family at this time will be greatly appreciated.
Sincerely,
Name

Principal

****This letter will be translated into Spanish.

Student Death-Accidental
Date
Subject: Student death

Dear Parent(s),

I regret to have to inform you that on Friday, Apri1 10, 2000 a terrible accident occurred on the parking lot at school. This mishap resulted in the death of a first-grade student, __________ . Our heartfelt sympathy goes out to the family. Today, in class, the teachers and Bynum ISD staff spoke to the students about the accident and about their feelings. I am writing to ask you to be sensitive to any changes in your child's behavior. They might wish to talk with you about it.

Please listen. If you would like additional information, please contact the school office at 254-623-4251. I am also asking you to do several things for us here at school:

1. Be extremely cautious when near/around the school.

2. Be patient and courteous to other drivers when you leave your children in the morning and pick them up in the afternoon.

3. Make sure we have a current phone number where you may be reached. Please fill out the form below and return to school.
STUDENT__________________________GRADE  _________________________

WORK PHONE_____________________HOME PHONE ______________________

NAME & PHONE NUMBER OF FRIEND / NEIGHBOR______________________

Thank you for your cooperation.
Sincerely,
Name

Principal

***This letter will be translated into Spanish.
Student Suicide
Date
Subject: Student suicide

Dear Parent(s),

The Bynum ISD community was saddened to learn of the reported suicide of one of our students. The death of any young person is a loss which, in one way or another, diminishes each of us. The tragic circumstances of (student's name) death makes it perhaps more shocking and more difficult to accept. We have asked the assistance of the crisis team to help our school community deal with this loss. We are doing everything we can to help your child and our staff through this tragic experience. You may anticipate more questions and a need to talk about the suicide at home. (Student name) funeral will be held at (Name of Church/Synagogue), (Address), on Thursday at 10:30 a.m. If you have any concerns regarding your child's reaction to this loss,

___________________, the school nurse, and ______________, the school counselor, will be available to assist you.
Sincerely,
Name

Principal

***This letter will be translated into Spanish.

Death of a Teacher
Date
Subject: Death of a teacher

Dear Parent(s),

The school is deeply saddened by the death of (name of teacher) who was our K-6 Math teacher. (Name of teacher) was killed at her home on Saturday, April 13. Your child's class had the opportunity to talk to a Bynum ISD counselor today about some of their concerns. You may expect your child to want to talk to you about his/her feelings. Talking about feelings will help deal with this tragic event. The funeral will be Tuesday, April 16, at 11:00 a.m. at the (name of

church/synagogue), (address). ___________ Funeral Home, (address), is in charge of the service.

Please telephone the school counselor,_______________________, if you would like further help or assistance.
Sincerely,
Name

Principal

APPENDIX J

Sample Memos to Faculty/Staff

Student Suicide

Date: 
To: Bynum ISD Faculty and Staff

From: Principal

Subject: Student Suicide
We are asking you to discuss the death of (Name), an 8th grade student, with your class at the beginning of school. Some students will already be aware of his suicide. Others will be learning of his death from you. It is recommended that you give your class an opportunity to hear the following facts from you, to ask questions, and to discuss their feelings. You can expect some students to be angry and upset as well as sad. Please be sensitive to their feelings.

(Name) died last night at 8:00 p.m. after hanging himself in his closet with a rope. He was found by his father and was rushed by ambulance and paramedics to the emergency room of the county hospital where trauma doctors and nurses were unable to revive him. He did not regain consciousness and died a half an hour after he arrived. The medical examiner has ruled his death a suicide. His parents would like you to know that they have donated some of his body organs so others may have a chance to live. 'We do not know why (name) chose to kill himself. Unfortunately, he did not realize what other options were available to help him with his problems. This solution was permanent and irreversible. Students may be excused from classes for (name) funeral if they bring a written excuse from a parent. Funeral arrangements are still pending. We will give you that information when we receive it. The family will be at the funeral home tomorrow evening if anyone wishes to pay his/her respects and extend sympathy.

The crisis team will be in the school building throughout today and the rest of the week. If you wish some assistance in discussing (name) death with your class, a team member will come to your classroom. Please identify any student you think needs further help dealing with this tragic event and send him or her to the counseling office. Today may be a very difficult one for you as well as our students. A crisis team member will be in the teachers' lounge if you wish to talk further about the suicide.
Student Death-Accidental
Date:
To: Faculty and Staff

From:
Subject: Accident on campus resulting in student’s death
We have had a tragic accidental death of a student in one of the classrooms this morning. You may have heard the commotion and seen emergency personnel enter the building. The children may be anxious and upset. Please only tell them there has been an accident and the police and firemen are here to help. Encourage them to express their fears and scary feelings. The sirens and ambulance may remind them of other accidents in their neighborhood or home. Reassure them that there is no danger to them. They are safe. Do not permit students to enter the hallway. Exit the building and reenter the east entrance to reach the cafeteria or gym. If your classroom is located in this wing, remain in class until you are notified further. We will give you additional information as soon as it is available.

Death of a Faculty Member
Date:
To: Faculty and Staff

From:
Subject: Death of a faculty member
You may be aware that one of our teachers, (Name), died last night at

9:54 p.m. She was attending church and became very ill. The paramedics were called and she was transported to Providence Hospital. She was unconscious and did not recover. The doctors assume it was a heart attack but the final ruling has not been made.

Would you please tell your students so they will hear the sad news from you and hopefully stop the spread of rumors? Some children may want to talk about their own experiences of deaths in their family at this time. Someone from the counseling staff is available to assist you in the classroom if you would like. They will also be in the library if any of your students needs to talk further. Teachers are welcome to come to the conference room any time today. Arrangements will be made to take your class in your absence.

APPENDIX K

Planning Surveys and Checklists

Staff Skills Inventory

(To be conducted annually)

Name/Room # ________________________________

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

Emergency response__________
First aid__________ 
Search and Rescue__________

 Emergency Management__________
CPR__________

Law Enforcement__________

Military Experience__________

CISD (Critical Incident Training)__________
EMT__________ 

Firefighting__________ 
Ham Radio__________
Stress Debriefing__________

Bi/multilingual Language(s):__________
Other skills (specify)__________
Do you have a mobile phone which could be used in an emergency? _____ Phone number:_____
Bi/multilingual Language(s)__________
REQUIRED REPORT

Crisis Response Team Report to Superintendent

(Due within 5 days of incident)

School 
Date of Report

Description of incident (include date, time, place):
Immediate actions by Crisis Response Team:
Describe assistance provided by Emergency Services:
Describe assistance provided by other community agencies/organizations:
Follow-up which has occurred/is occurring:

With students:

With faculty/staff:

With parent(s)/guardian(s) of student(s) involved:

With community:
Recommendations to improve responses to such crises in the future:
Principal 
Signature Date

* Attach a list of students directly involved in the incident including their grade levels and

parents’ names, addresses, and phone numbers.

Evaluation of Crisis Response Team Intervention
Date of Report:

The Bynum ISD Crisis Management Team seeks your input to help us assess the effectiveness of the intervention during the recent crisis at our school. We would appreciate your taking a few minutes of your time to complete this form as soon as possible and return it to the Crisis Management Team Coordinator.

Please indicate with an “X” the response which most closely reflects your evaluation of the following:
1. Speed of CMT’s response to the crisis:

__very delayed ___adequate ___very timely

2. Comprehensiveness of CMT’s response:

___very limited ___adequate ___exceptional

3. Effectiveness of team’s responses in meeting students’ needs:

___not helpful ___adequate ___very helpful
4. Assistance to teachers in the classroom:

___not supportive ___adequate ___very supportive

5. Quality of communication with the school faculty and staff:

___not informative ___adequate ___very explanatory

6. Support and guidance to individual teachers and staff:

___ineffectual ___adequate ___very empathic

7. Assistance to the administrative staff:

___limited ___adequate ___comprehensive

8. Amount of time allocated for intervention:

___insufficient ___adequate ___very sufficient

9. Support to families in need:

___lacking ___adequate ___outstanding

10. Communication of information to parents:

___minimal ___adequate ___thorough

II. Please circle the adjectives which best describe the students’ reactions to the CMT’s intervention:

Satisfied
Positive

Angry 
Negative

Ambivalent 
Receptive

Grateful 
Hostile

Relieved 
Apathetic
III. Please describe any significant reactions the students had to the CMT intervention which should be considered in future interventions.
IV. Please comment on any aspects of the intervention you found particularly helpful or areas which you think should be modified.

Signature (optional)
Return to: Crisis Response Team Coordinator

APPENDIX L

Training and Drills

Sample Agenda for School All-Staff In-service

I. Introductory background on development of School Crisis Management Plan

II. School Crisis Management Plan

A. Purpose of Plan

B. Overview of Plan

C. General review of roles and responsibilities

III. Typical impacts of crises

A. Shock; stages of grief

B. Restoring equilibrium

1. Importance of first 48 hrs.

2. Postvention

IV. Critical incident management

A. What are “critical incidents?”

B. Coordination with emergency services

V. Communications

A. Confidentiality

B. Rumor-control within the school

C. Communication outside school

1. With media

2. With parents and community groups

VI. Dealing with specific types of crises

A. Review of general procedures in the case of the expected death of a student or faculty member. Practice scenario

B. Review of general procedures in the case of accidental death. Practice scenario

C. Review of general procedures in the case of a suicide. Practice scenario

D. Review of general procedures in the case of homicide. Practice scenario

E. Review of general procedures in the case of bus accident with injuries. Practice scenario

F. Review of general procedures in a case of armed intruder in the school. Practice scenario

G. Review of general procedures in case of natural disaster. Practice scenario

H. Select additional incidents/scenario appropriate to the school. Closing discussion and questions

Scenarios for Use in Training

For each scenario, identify key issues and formulate a preliminary action plan.

1. A seven year old boy playing near a stairwell falls two stories inside the school. Classmates witness it. The child, seriously injured, is taken to the hospital by paramedics. Students are scheduled to be dismissed in 20 minutes.

2. A 12th grade student driving home after a football game one Friday night fails to stop at an intersection and the accident results in the death of a classmate’s mother. It is rumored that the boy was drinking.

3. A student at your school has contracted meningitis and is hospitalized in critical condition. Health Department authorities have initiated procedures for immunization of classmates. There are untrue rumors that a cafeteria worker who coincidentally was hospitalized the same day is a carrier.

4. A parent who has brought her child to school reports to the office that a house in the neighborhood caught fire early that morning and there were fatalities but she does not know who. The house is that of two students at the school.

5. A bus carrying elementary students home one afternoon stops at an intersection where students looking out the bus see a young male shot in a drive-by shooting. The young man is a cousin of a student on the bus.

6. It is a rainy Tuesday morning and, nearby, a truck has overturned releasing toxic fumes. The Sheriff’s Department has just ordered that your school be evacuated immediately.

7. You hear on the 10 PM news on a Sunday night that a 10th grade girl at your school is reported missing; she was not home when parents came home from a weekend trip. Minutes after the broadcast, a staff member calls and reports that there are rumors that foul play is suspected. You know that she and her boyfriend who is a senior had a loud fight in front of many students on Friday afternoon as buses were loading.

8. You are notified by police at 5:30 AM that a very popular teacher at your school commits suicide, leaving behind a spouse and two children, one of whom attends your school.

9. At a basketball tournament in a nearby city a member of the team collapses. Because of media coverage of the tournament, information about the incident is already being broadcast. The school has just been notified that the student died, but the family has not yet been reached. Students, including the student’s sister, who have heard it on the radio are coming to the office to ask what has happened.

10. You have just received a call from the local authorities that there is a tornado warning for the part of the county in which your school is located. There are students in all classrooms, 2 classes in the gymnasium, 1 class coming off the football field, and a busload of 5th graders arriving from a field trip. 
Planning Steps for School Crisis Drills

1. Utilize a paper and pencil activity where the crisis team is presented with five possible crisis situations and each team member records their hypothetical response.

2. Team members discuss their anticipated responses and select one scenario to simulate each semester with precautions taken to not unduly alarm staff and students.

3. It is important to inform the public of the need for crisis planning and the conduction of drills.

4. Avoid the use of dramatic props such as starter pistols and simulated blood.

5. Place a sign in the area where drills are to be conducted clearly designating that a drill is taking place and let all relevant agencies know in advance that it is a drill.

6. Practice drills that do involve moving staff and students to a safe location.

7. An objective staff member from another building of the central office should observe the drill and give feedback to the crisis team.

8. The crisis team should meet and review their activities with the emphasis placed on continual improvement.

Model Training Topics for Crisis Response Team

I. Introduction

II. Development of school Crisis Management Plan

A. Managing crisis

1. Preparation - before it happens

2. Crisis response - when it happens

3. Follow-up - postvention

4. Delegating

B. Communications

1. Rumor-control within the school

2. Media procedures

3. Communication with parents and community

C. Managing grief and loss

1. Stages of grief

2. First 48 hrs.

3. Memorials, anniversaries planning

D. Legal issues

1. In loco parentis

2. Confidentiality

3. Negligence/liability issues

E. Taking care of caretakers

1. Helping staff personally manage crisis

2. Self-care for team members

F. Community support and referrals

1. Identifying community support resources

2. Establishing and maintaining community linkages

III. Crisis Responses

A. Suicide

1. Review of crisis response for suicide

2. Prevention of “epidemic”

a. Myths and facts; warning signs

b. Identifying those at-risk

c. Procedure for intervention with potentially suicidal student

3. Follow-up activities

B. Other deaths - Review of crisis response and follow-up for each

1. Accidental/sudden death of student or staff member

2. Homicide

3. Anticipated death (following illness, declining health)

C. Critical incidents at school - shooting, stabbing, weapons, intruder.

1. Review of crisis responses for each

2. Interface with local law enforcement

3. Review of possible follow-up activities

D. Critical incidents (not at school) - rape, arrests, accidents, hate crimes or racial tensions

1. Review of crisis responses

2. Communication with involved authorities

3. Review of possible follow-up activities

E. Natural disaster - Floods, hurricanes, tornados, earthquakes

1. Review of crisis responses for each

2. Interface with local disaster relief agencies.

3. Review of possible follow-up activities

IV. Community Support Services

A. Emergency Assistance

1. Police

2. Fire/Rescue

3. Medical services

4. Mental health

5. Shelter/housing

6. Food/clothing

7. Child protective services

8. Emergency Family Services

9. Disaster relief

B. Counseling Services (nonprofit and community agencies)

C. Health Services/Clinics

1. Medical and dental

2. Substance abuse and Psychiatric

D. Hotlines

1. Crisis

2. Suicide

3. Rape

4. Child abuse (including sexual abuse)

5. Crime

6. Other community hotlines

E. Self-help

1. Alcoholics Anonymous

2. Ala-Anon/Alateen

3. Parent support

4. Other self-help

F. Bilingual/Refugee Resources

1. Translators

2. Programs/agencies

APPENDIX M

Informational Handouts

Possible Classroom Activities After a Loss

Supporting others

1. Discussing and preparing for funeral (what to expect, people’s reactions, what to do, what to say)

2. Encouraging mutual support

3. Discussing ways to copy with traumatic situations

4. Discussing the stages of grief

5. Encouraging students to keep a journal of events and of their reactions, especially in an ongoing situation

Honoring the deceased

1. Writing a eulogy

2. Writing stories about the victim

3. Placing a collection box in school for notes to the family

4. Designing a yearbook page commemorating the deceased

5. Composing and practicing a song in memory of the deceased

6. Supporting a cause the deceased supported.

7. Collecting and displaying memorabilia

8. Planting a tree, building a sculpture or painting a mural

9. Starting a new school activity such as a SAID unit if a child was killed by a drunk driver

Learning activities

1. Writing a reaction paper

2. Discussing historical precedents about issues related to crisis

3. Writing a “where I was when it happened” report

4. Investigating laws governing similar incidents

5. Conducting a mock trial if laws were broken

6. Debating controversial issues

7. Read books about loss

SAMPLE INFORMATION SHEET TO SHARE WITH PARENTS

Helping Your Child After a Disaster
Children may be especially upset and express feelings about the disaster. These reactions are normal and usually will not last long. Listed below are some problems you may see in your child:

· Excessive fear of darkness, separation, or being along;

· Clinging to parents, fear of strangers;

· Worry;

· Increase in immature behaviors;

· Not wanting to go to school;

· Changes in eating/sleeping behaviors;

· Increase in either aggressive behavior or shyness;

· Bed wetting or thumb sucking;

· Persistent nightmares; and/or

· Headaches or other physical complaints.

The following should help your child:

· Talk with your child about his/her feelings about the disaster. Share your feelings, too.

· Talk about what happened. Give your child information he/she can understand.

· Reassure your child that you are safe and together. You may need to repeat this reassurance often.

· Hold and touch your child often.

· Spend extra time with your child at bedtime.

· Allow your child to mourn or grieve over a lost toy, a lost blanket, a lost home.

· If you feel your child is having problems at school, talk to his/her teacher so you can work together to help your child.

Please reread this sheet from time to time in the coming months. Usually a child’s emotional response to a disaster will not last long, but some problems may be present or recur for many months afterward. Your community mental health center is staffed by professionals skilled in talking with people experiencing disaster-related problems.

GUIDELINE FOR BYNUM ISD STAFF

When a Student Dies: Guidelines for Classroom Discussion

1. Review the facts and dispel rumors.

2. Share your own reactions with the class and encourage students to express their reactions in a way appropriate for them, noting that people react in many ways and that is okay. Possible discussion: What was it like for you when you first heard the news?
3. Inform students of locations for grief support; reassure students that any adult in the building is available for support. Possible discussion: How can you students help each other through this?
4. Listen to what students have to say. It is important not to shut off discussion.

5. Talk with students about their concerns regarding “what to say” to other bereaved students and the family of the deceased. If applicable, share information about the deceased’s culture (beliefs and ceremonies) which will help students understand and respond comfortably to the affected family. Possible discussion question: If you were a member of (the student’s) family, what do you think you would want at a time like this?
6. If the student died of an illness and it is appropriate to do so, discuss the illness. This is especially useful for younger children who may need to differentiate between the illness of the child who died and any medical problems of others the child knows.

7. If a suicide occurs, discuss facts and myths about suicide.

8. Allow students to discuss other losses they have experienced. Help them understand this loss often brings up past losses; this is a normal occurrence.

9. Encourage students to discuss their feelings with their parents/families.

Keep in Mind —

A “regular” day may be too hard for grieving students. Offer choices of activities.

GUIDELINES FOR BYNUM ISD STAFF
When a Grieving Student Returns

First Words

· The student probably feels like he/she is from a different planet when returning to school.

· There is very little you can say wrong, so let them talk to classmates.

· At least say, “hello,” “welcome back,” “I’m glad to see you,” or something similar.

· The brave might even say: “I missed you,” “I’m so sorry to hear about your ______’s death.”

· Even braver friends might even make statements like “It must be incredibly tough to have your ______ die.”

· Another option: write a brief note.

· If your student or classmates cry, that is okay; you did not cause the grief and you can’t make the person feel worse. Offer comfort and a tissue.

Helping the Student Adjust to the Class

· Offer to provide past notes.

· Offer to provide notes for comparison for the next week or so (your student’s attention span will probably vary for several weeks).

· Give the classmate your phone number to call if having problems with homework.

· Ask the student if you can call to check on how homework is going.

· Ask another student to be the student’s helper for a week.

Some Don’ts

· Don’t shun or allow other students to shun the returning student. Speak to the student.

· No cliché statements (e.g., “I know how you feel” when nobody knows the unique relationship the classmate had with the deceased).

· Don’t expect the person to snap back into their “old self.”

· Don’t be surprised if the student seems unaffected by the loss, everybody has his/her own way of grieving.

· Don’t be afraid to ask appropriate questions about the deceased, like “what did you and your ______ enjoy together?” (people never tire of talking about the people they grieve).

· Just because the student may seem to be adjusting to school again, don’t assume the grieving has stopped, nor the need for comfort and friendship.
GUIDELINES/HANDOUTS FOR STUDENTS

Helping a Grieving Friend

First Steps

· If you learn of a grieving friend outside of school hours, call and go over as quickly as you can, if possible; or at least call.

· If you learn of a grieving friend during school, try to see the friend or send a note until you are able to talk.

· Your presence is all that is needed; if you wish to take a flower or anything meaningful, that’s all right, too.

· Offer physical comfort

· Don’t be afraid to cry with your friend.

· Do not try to take away the pain from your grieving friend.

Communication

· Talk about the deceased person (grieving people really like telling stories about the deceased, “Do you remember the time. . .”).

· No cliché statements (e.g., “He’s better off now since he now has no pain”).

· Don’t be afraid you will upset your friend by asking or talking about the deceased; they are already very upset and should be.

· Just sitting with your friend may be all that’s needed at times; don’t be afraid of silence, the griever will most likely fill it talking about the deceased.

· Offer suggestions only when advice is asked.

· Listen, no matter what the topic.

· Do not tell the griever to feel better since there are other loved ones still alive.

· Call to check on.

Attending a Visitation at the Funeral Home or Attending a Funeral

· If you have not ever been to a funeral home or a funeral, expect to feel nervous.

· Go with a friend or ask a parent to accompany you, if you wish.

· If this is the first time you’ve seen the grieving friend, simply offer your condolences; just saying “I am so sorry about _____’s death” will open a conversation, or simply point out something special to you about the deceased.

· If the visitation or funeral is open casket, view the physical remains if you want; you do not have to.

Later Involvement

· Ask your grieving friend to go places, do activities together (it’s all right if he/she initially resists).

· If invitations are turned down, keep inviting.

· Call to check on and talk to.

· Continue to talk about the deceased from time to time.

INFORMATION FOR HELPING GRIEVING PARENTS
This information should be helpful when interacting with the parents of a deceased friend. Always respect the wishes of grieving parents. These suggestions must fit the parents’ needs and requests.

First Steps

· In the vast majority of cases the parents very much want to see the friends of their deceased child; they find it comforting.

· If you were a close friend of the deceased and you know the parents, the go visit them at their home.

· If you were a friend but had not met the parents (yet they know who you are), you might still visit the home.

· Other friends might wait until the visitation, such as held at a funeral home, or wait until the funeral.

· Regardless of the depth of your relationship with the parents, let them hear from you either by a call or a note.

Communication

· When you visit, do not worry about what to say; your presence is all that is needed. If you wish to take a flower or anything meaningful, that’s all right, too.

· Don’t be afraid you will upset the parents by asking or talking about the deceased; they are already upset.
· Don’t be afraid to cry with the parents.

· Just sitting with the parents may be all that’s needed at times; don’t be afraid of silence, the parents will most likely fill the silence talking about their deceased child.

· Offer physical comfort.

· Listen, no matter what the topic.

· If you were a really close friend, the parents might be pleased for you to even visit the deceased friend’s room.

· Ask what you can do for them; ask other relatives what you might do to help.

· Do not try to take away the pain from the grieving parents.

· No cliché statements (e.g., “he’s better off now since he now has no pain”).

· Talk about the deceased person (grieving people really like telling stories about the deceased, “do you remember the time...”).

· Offer suggestions only when advice is asked.

· Do not tell the parents to feel better since there are other children and loved ones still alive.

GUIDELINES AND INFORMATION FOR STUDENTS

When Your Teacher Loses Someone
Feelings

· Expect you and your classmates to experience different feelings, ranging from shock, sadness, vulnerability (“this could happen to me or someone I know”), to detach or nothing. All are okay.

· Some in your class may even laugh because they are nervous hearing or talking about grief and death. This may be their way of handling it, so don’t become angry.

· Don’t be surprised to catch yourself asking how this might affect you, your grades, or your relationship with your teacher.

· It’s okay to think about other people who have died.

What To Do

· Talk with somebody (a friend or parent) about what has happened. This helps make the situation seem more real and keeps you from holding everything in.

· Try to get the courage to communicate with your teacher.

Communicating With Your Grieving Teacher

Your teacher probably has a lot to do and cannot take calls from students.

· Send a card (buy or make)

· Write a note (and you don’t have to have fancy stationery). Just write “I’m sorry” or “I’m thinking about you” or “I hope you are okay.”

· Others may write more, even share their own experiences with grief. One student even composed a poem!

· There is nothing you can say that could make your grieving teacher feel worse.

· You are not going to remind a grieving person that he/she has had somebody die.

· Your teacher may never throw your card/note away, that’s how important your communication will be. Your parents probably still have notes they’ve received.

Flowers and Donations

They are not necessary. If you really want to do something, maybe you and some friends could pitch in together. Or maybe the class wants to do something as a group. It just takes one person to organize this.

What If You See Your Teacher Out in the Community

If you see your teacher at the grocery store, a part of you will want to hide. How will that make your teacher feel? Speak to your teacher! You don’t have to say much. “How are you doing?” or “We miss you at school” is enough.

What About Funerals and Memorial Services

You have to respect the wishes of grieving people. Some teachers may welcome students. Others may not feel ready to cope with you yet. Some may feel uncomfortable with you around and their being “out of control.” We have to understand and respect their needs. Also, 120- students take up a lot of space. Sometimes there is no chance to talk with the family. Other times you can’t leave the building without dong so. If given the opportunity, speak. Again, just say “I’m sorry” or something brief. Have your first several words chosen to lessen your fear.

Visitation at a Funeral Home

If students are invited, go but take someone with you. Unless you have lots of experiences with visitation, you are going to feel scared and weird. If you go, speak simply as described above.

When Your Grieving Teacher Returns

Getting Ready

· Plan some type of simple welcome back signal from the class to your grieving teacher. Consider:

· a card signed by all the class;

· a small banner from “second period”; or

· some flowers from a parent’s yard, if in season; or a small, inexpensive bouquet

· If you have not communicated with your teacher, it’s not too late to have a note ready just from you. It could be waiting in the teacher’s mailbox on his/her return to school.

· Realize that the same teacher who left will return. Your teacher may initially seem a little distant or preoccupied but this should not last too long.

· Your teacher may have very poor concentration for a while after returning to work. He/she might repeat things. You may have to repeat your questions.

· Do not expect tests and homework to be returned as quickly as before; poor concentration, low motivation, and fatigue are typical grief reactions.

On the Big Day

Expect to feel nervous. Your teacher will feel the same way.

Your teacher also will probably feel like he/she is from a different planet.

A part of you will say to sneak into the classroom without being seen. You might even justify these feelings by not wanting to upset your teacher. How would your teacher feel if no one spoke? How would you feel if you had been away from school for a while and no one spoke to you when you returned? When you first see your teacher say something simple like, “Welcome back.” The class also could even let a very brave volunteer speak for the class to formally welcome your teacher back. Or the volunteer could present the card. Show your good behavior; use your best listening skills. Help your teacher out; it will be a tough day. Smile!

Some teachers will return quickly to teaching; others will discuss their grief. There is no single right way.

What If Your Teacher Cries?

You do not have to anything but be patient. Your class could have a brave volunteer designated to offer comfort by saying something simple, such as, “We’re supporting you.” The student closest to the tissue box should take the box to the teacher. This shows the class cares and says it’s okay to cry. At the end of class students might individually offer brief words of comfort or encouragement (“it’s okay to get upset” or “I’m glad you are back”). Your teacher may be embarrassed by crying, but crying can be very helpful. If your teacher is having a really bad day, let your guidance counselor or other staff member know.

Some Things That Can Be Helpful for Crisis Team Members and Other School Staff

· Take time to relax and do things you find pleasant. Getting away for a few hours with close friends can be helpful.

· Stick with your regular routine for a while; avoid making changes, even if it appears to be a positive change.

· Get regular exercise or participate in a regular sport; activity soothes anxiety and helps you relax.

· Keep your days as simple as possible; avoid taking on any additional responsibilities or new projects.

· Tap sources of assistance with your workload — have students, instructional assistants, or volunteers help grade papers, take care of copying, or help with other time-consuming tasks.

· If symptoms of stress persist beyond a few weeks or are severe, seek professional help.
APPENDIX N

School Forms

Student Emergency Release Form

I/We request that:

Student Name ____________________
Student Name ____________________
Student Name ____________________
be released to me/us

Print your name(s) ______________________________________________________
Relationship to student ___________________________________________________
Our intended destination is ________________________________________________
Location, including address _______________________________________________
Signature: _____________________________________________________________
Telephone Number:______________________________________________________

******************************************************************************

To be Completed by School Release Team

___Requester on emergency sheet – Student Released

___Requester NOT on emergency sheet but student released to him/her; the student knew the requester and felt comfortable being released to the requester. Parent had signed appropriate release space.

Time of Release______________________________

Date of Release_______________________________
Signature of Approval__________________________
APPENDIX O

BombThreat Form

Bomb Threat Report Form

Make numerous copies and keep them at switchboard or main telephone for immediate use by operator/secretary.

Questions to Ask Caller’s Voice

1. When is bomb going to explode? 
___Calm ___Nasal ___Angry ___Stutter

2. Where is it right now? 
___Excited ___Lisp ___Slow ___Raspy

3. What does it look like? 
___Rapid ___Deep ___Soft ___Ragged

4. What kind of bomb is it? 
___Loud ___Clearing Throat ___Laughter ___Deep Breathing

5. What will cause it to explode? 
___Crying ___Cracking Voice ___Normal ___Disguised

6. Did you place the bomb?

___Distinct Accent ___Slurred ___Familiar

7. Why? 
8. What is your address?

9. What is your name? If voice is familiar, who did it sound like?

Exact wording of threat:
Background Sounds

___Street Animal Noises

___PA System 
___Static

___Voices 
___Music

___Motor 
___House Noises

___Machinery

___Booth 
___Long Distance

Time _______________________________________ 
Date _______________________________________

Well spoken (educated)? ______________________
Sex of caller _________________________________

Culture/Language Spoken/Accent_______________
Approximate Age _______ Child/Student? _______Adult? _________

 Length of call _______________________________
Was message read/scripted by threat maker?________________
Remarks:
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