EMERGENCY RESPONSE PLAN
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REFERENCE GUIDE FOR THE FOLLOWING CRISIS MANAGEMENT SCENARIOS
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*Pray* *BE CALM * *REACT WITH JUDGEMENT *
LOCK DOWN – Level 1 – Minimal Security

In general, a Level 1 lockdown will occur when a situation outside the building or

within the community may impact the school

*In an emergency, anyone may use the page feature on the telephone by picking up the telephone, pressing the button to the right of the number keys, and speaking into the telephone*



LOCK DOWN – Level 1 – Minimal Security
LOCK DOWN – Level 2 – Partial Security
In general, a Level 2 lockdown will occur when a situation either outside or inside the building may impact the school

*In an emergency, anyone may use the page feature on the telephone by picking up the telephone, pressing the button to the right of the number keys, and speaking into the telephone*



LOCK DOWN – Level 2 – Partial Security
In general, a Level 3 lockdown will occur when a situation threatens the safety of the students and staff within the school.




Bomb Threat


Bomb Threat

Evacuation Procedures



Fire Emergency Plan

Anyone discovering a fire which cannot be fought with available hand extinguishers

should immediately do the following:



A.  Sound internal fire alarm.

B.  Exit building at the closest exit, cross the street, and evacuate to the    parsonage.

C.  Call fire department – 911



D.  Notify principal’s office of what is on fire and where



Fire Emergency Plan

Severe Weather Plan
Definitions:

· Severe Thunderstorm Watch;  Forecast of possibility of severe

thunderstorms, hail, or damaging wind.

· Severe Thunderstorm Warning:  A severe thunderstorm is approaching.

· Tornado Watch:  Forecast of possibility of one or more tornadoes.

· Tornado Warning:  A tornado is approaching.
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Staff





When a Level 1 is signaled through the telephone with, "Attention: Level 1, I Repeat Level 1":





Continue with normal schedule within building.  





Nobody is to leave or enter the building without approval.  This includes traveling students and staff.





All outdoor activities cancelled.  NO OUTSIDE CLASSES OR RECESS





If outdoors at the time of the Level 1 signal:





Enter the building immediately.  This will be indicated by the principal saying over the megaphone, "Level 1 – Please return to classrooms"  Repeat





Continue with normal schedule within building.

















Principal’s Office





Announce over the telephone, "Attention: Level 1, I repeat, level 1”.





Make sure that all staff and students are inside the building.  If not, announce to them to enter the building using the megaphone.





If not already in communication with police, call 911.





Check all outside doors to make sure that they are locked.





Go to each classroom to inform teachers of the situation.  Remind them that no one may leave the building without approval from the principal.  The normal schedule will continue within the building.





Notify staff when all is clear.





Debrief staff.








Staff





When a Level 2 is signaled through the telephone with, "Level 2. I Repeat, Level 2.":





Quickly check hallways and bathrooms for students.  Bring any students found into your classroom immediately.





Lock classroom doors.





Continue teaching, but do not allow students out of the room





Principal will check your door to make sure that you have been informed.  DO NOT unlock the door at this time.





If outdoors at the time of the Level 2 signal:





Either go to lot next to parsonage or back to classrooms dependant on the principal’s announcement.





If in the Gym or lunchroom at the time of the lockdown:





Assemble students on the bleachers or in their designated lunchroom tables. 





Remain until notified.








Principal’s Office





Announce over the intercom and the megaphone in the main school hall, "Level 2. I Repeat, Level 2."





If there are students outside announce to them, "Level 2, Please report to parsonage (or classroom depending on situation)"  Repeat





If not already in communication with police, call 911.





Check all outside doors to make sure that they are locked.  Check bathrooms to make sure they are clear.





Be sure all staff inside and outside of building are informed of lockdown by checking classroom doors to be sure that they are locked.





Assess situation and determine the safest course for inside and outside classes and procedures.





Notify staff when all is clear.





Debrief staff.








LOCK DOWN – Level 3 – Full Security





Principal’s Office





Blow air horn into the hallway to communicate to all that there is a Level 3 Lockdown.  If able, make sure teachers at other end of school are aware.





If there are students outside blow air horn out the doors.





If not already in communication with police, call 911.





Check all outside doors to make sure that they are locked.





Be sure all staff inside and outside of building are informed of lockdown.  





Assess situation and determine the safest course for inside and outside classes and procedures.





Notify staff when all is clear.





Debrief staff.








Staff





If you identify that a Level 3 is in order, blow your air horn into the hallway to communicate to all that there is a level 3 Lockdown.





When a Level 3 is signaled by an air horn:





Check hallways for students.  Bring any students found into classroom immediately.





Lock classroom doors.





Turn off lights.





Get all students out of sight – it should appear as if no one is in the room.





Call your part-time teacher if able.





Keep students calm and silent.





No one should leave the room until the principal comes to the door.





Have class roster available in the event of an evacuation.





Close blinds if able to.  Don’t go by the windows.





If outdoors at the time of the Level 3 signal:





Do not re-enter the school.  Go to the open lot next to the parsonage. 





Remain until notified.





If in the gym or cafeteria at the time of the Level 3 signal:





Move students to the conference rooms.





Follow same directions above as if you were in your classrooms





Remain until notified.





LOCK DOWN – Level 3 – Full Security





Staff





When the principal notifies you of a bomb threat:





Remain calm and do not tell the students.





Evacuate the building and meet at the parsonage. 





Make sure all students are accounted for.





Remain until notified.





The principal and school board alone will handle all media contact.





If you receive a bomb threat via phone call





Do not hang up the phone.


Listen carefully to everything that is said, including background noises.


Notify the principal





If you find a suspicious object





Do not touch or move this object.


Immediately notify the principal.


Evacuate the building.











      .





Principal’s Office





Walk to each room and notify the teachers directly. Instruct them to stay calm, do not tell the children, and evacuate to the parsonage.





If not already in communication with police, call 911





Ensure all individuals have evacuated the building.





Keep in contact with evacuation site frequently.





Determine when it is safe to return to the building





Debrief staff.





Notify parents of bomb threat





The principal and school board alone will handle all media contact.








Staff





Be aware of designated evacuation sites according to your location in the building:


Across L. Street


Outside the fence on L Street


Parsonage





When fire alarm is sounded and in classrooms:





Close classroom door and turn out light as students leave.  





Leave the building in an orderly manner without rushing or crowding.





Walk to evacuation site.





School staff and students should be out of the way of emergency vehicles.





Reassemble your class at evacuation site and check roll to be sure all students are accounted for.





Document any missing students.  Note on roster any students who are released to parents/guardians.





Return to your room/school only when you are instructed that it is safe to do so.





When fire alarm is sounded and in Church:





Left side of church evacuates through front room exit and right side evacuates out the rear of the church and out the church entrance.





When fire alarm is sounded and in fellowship hall:





Grades K, 1-2, 7-8 evacuate out the north doors and grades 3-6 evacuate out the church entrance.





Principal’s Office





Announce evacuation by setting off the fire alarm.





If not already in communication with police, call 911





Be sure all staff members inside and outside of building are informed of evacuation.





If able to safely, search the building for stragglers to make sure everyone is out, if safe to do so.  Advise 911 responders of the need to verify total evacuation if you cannot do so safely.





If students are to be released for the day from the evacuation site(s), establish a “checkout” area when possible and/or advisable.





Students should be released to parents/guardians.





Signal all clear and return to class when appropriate.





Debrief staff.





Evacuation Procedures





Principal’s Office





Announce evacuation by setting off the fire alarm.





If not already in communication with police, call 911





Be sure all staff members inside and outside of building are informed of evacuation.





If able to safely, search the building for stragglers to make sure everyone is out, if safe to do so.  Advise 911 responders of the need to verify total evacuation if you cannot do so safely.





If students are to be released for the day from the evacuation site(s), establish a “checkout” area when possible and/or advisable.





Students should be released to parents/guardians.





Signal all clear and return to class when appropriate.





Debrief staff.





Staff





When fire alarm is sounded…





Instruct your class to line up at the door single file.





Close classroom door and turn out light as students leave.





Leave the building in an orderly manner without rushing or crowding.





Walk to evacuation site.





School staff and students should be out of the way of emergency vehicles.





Reassemble your class at evacuation site in single file lines and check roll to be sure all students are accounted for.





Document any missing students.  Note on roster any students who are released to parents/guardians.





Return to your room/school only when you are instructed that it is safe to do so.





Principal’s Office





When inclement weather is approaching make sure that all students and teachers are in the school building proceeding with normal routines.





Monitor emergency radios, television, and/or computer for the latest severe weather information. 





When deemed necessary for safety, Announce over the telephone, "Severe Weather Plan."  Repeat





Be sure all staff members are informed that the Severe Weather Plan is in effect and are proceeding to safe areas.





Continue to monitor emergency radio and safe areas.





Signal all clear and return to class when appropriate.





Debrief staff.





Staff





When Sever Weather Plan has been signaled through the telephone with, "Severe Weather Plan":





Instruct your class to line up at the room exit.





Take your Emergency Response Guide with you.





Close classroom door and turn out light as students leave.





Proceed to designated safe areas. 


*Rooms 101-102 – girls locker room


*Rooms 103-104 – boys’ locker room


*Rooms 105-106 - tunnel 


(If students in part-time classrooms report to safe area of their homeroom)





Reassemble your class at safe area and check roll to be sure all students are accounted for.





Document any missing students.  Note on roster any students who are released to parents/guardians.





Return to your room only when you are instructed that it is safe to do so.





Severe Weather Plan











