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Preface

Holy Trinity Lutheran School exists only by the grace of God. Accordingly, the faculty, staff, and students of the school live in this grace at all times. There are times, however, when the Lord, in his wisdom, allows crises to occur even in the lives of Christians. 

In a perfect school setting, a principal and staff would concentrate solely on helping students master skills important for their future. However, other events may occur that could infringe upon the school day.
Natural disasters, student and faculty deaths, and other types of situations are a fact of life. How these events are managed becomes the responsibility of the school administrator and staff. This handbook outlines procedures to help a school prepare for such emergencies.

How sensitive a staff is about situations which might create a school disruption, and the ability to deal with the disruption, is a key to good building management. Too many times we are lulled into a belief that it couldn’t happen here.

The procedures contained here are not meant to be “all inclusive.” We will revise this procedure manual as needed. 
In the event that any incident were to occur which threatens the safety and order of the school and which demands an immediate response to prevent future trauma or other serious problems, the school administration shall have in place this Crisis Management Procedural Handbook. Correctly used, this handbook will help the school principal and staff plan for and defuse potentially dangerous disruptions of the school routine. Good planning will make the school a safer, more secure environment for both students and staff.

Procedures

Crisis Team

Holy Trinity Lutheran School will have a crisis team to plan strategy to handle various emergencies, including those outlined in this handbook.  The crisis plan that is established to cover each emergency situation must be filed in the school office.  
The Crisis Team could be made up of the principal, pastor, a teacher or two, or another staff worker (school secretary – if applicable).  

The Current Members of Holy Trinity’s Crisis Team Are:

· Pastor Klatt

· Principal
· Mr. Bare

· Mrs. Staab

Team Responsibilities
Before a crisis occurs, the team should organize, establish responsibilities, and develop contingency plans to deal with different situations.  Team responsibilities could include, but are not limited to, the following:


· Communications with staff, students, parents, and media. The principal, pastor, or designated faculty member may be asked to fill this role.  As soon as possible, the responsible team member should develop a brief statement of facts to be used by the person answering the telephone.

· Building security.

· First aid.

· Telephone procedures to receive and direct calls related to the emergency.  Locate phones in the building and, also, outside phone lines (cell phones) that can be used in case the building telephone system is inoperable.

· Maintenance of a “log” in which are listed the date, time, and nature of each incident, names of persons involved, and descriptions of the action taken.

· Designate an alternative location to move students and staff if necessary. 

In the event of any critical incident the Crisis Team, entire faculty, and staff shall proceed with prudence and Christian sensitivity. May God, in his loving concern for his Christian family here at Holy Trinity Lutheran School, guide us and protect us from any form of crisis situation.  If, in his infinite wisdom, he would allow a crisis to occur here, may he help us to act with love, compassion, prudence and wisdom. Remember to be calm, assess the situation, react with judgment, and faithfully trust God.

When a crisis occurs, the team should assemble immediately to assess the situation.  Certain question must be answered before appropriate plans can be implemented:  Are there injuries?  What is the extent of physical damage?  Are there dangerous situations that require immediate action?  Do the phones work? 

Having a contingency plan in place is not enough.  During the school year, the team will conduct at least one drill to see if every aspect of the plan works well.  Modifications may have to be made according to the assessment of the drill.  
Notifications
The final decisions for determining the nature of the emergency and requesting assistance is the responsibility of the school principal. Any problem will be relayed immediately to the pastor(s) and School Committee of Holy Trinity Lutheran School. Frequent updates should be made to these individuals as the situation changes. Good communication and the benefit of involving key decision makers will insure that the crisis is handled in the best way possible. (See Lockdown Procedures, Appendix #2)
Reaction Review

As soon as possible after the crisis, a comprehensive review of the situation needs to be made by the key persons involved. Weaknesses in the response need to be identified and recommendations for changes made to aid in the handling of future disasters.

Personal Security

Definition: 
A staff member or student has been assaulted and/or robbed on the school grounds, in the school building or at a school event.

Prevention Strategies:

Because of the concern for personal safety issues, the crisis team should develop plans to reduce the potential for injury, theft or robbery of staff members and students. The plan must strive to make the building as secure as possible within the constraints of the building structure and limitations due to staff and budget. The plan may include, but should not be limited to, the following suggestions:

1. 
All entry doors will always be kept locked during the school day unless the children are outside for recess. If outside then the north main entrance doors may remain unlocked. If this is the case then the outside recess supervisor is responsible for watching for who may be entering the building. The school building should be secured as much as possible during the school day. This would include all exterior doors. Teachers will be responsible for the safe keeping of all personal items in their classroom during the school day. All classroom doors should be locked when the teachers leave for the day.
2. 
Be aware of surroundings when arriving and leaving the building. Observe if suspicious cars or persons are present. Report suspicious persons to the principal or school office immediately.

3. 
The last person to leave the building should check if anyone else is in the building. If no one else is occupying the building, the last person in the building is in charge of checking that all doors are locked and lights are off.
4. 
Make certain that the doors are secured behind you after you enter the building.
Response Procedures

1. 
When an incident occurs, notify


• 
Police department


• 
Principal

• 
School Office
2. 
In the event of an injury, call 911. First aid procedures should be begun as quickly as possible.

3. 
Gather information from those who may have witnessed the incident.

4. 
Prepare a brief factual statement to be used to inform staff members of the 
incident.

5. 
If the incident warrants media coverage, call the principal, pastor or designated 
person to speak to the media.
Other Considerations
1.
Persons wishing to enter the building should enter only at the north main entrance of the school.

2.
Any staff member will refer any unusual request to enter the building to the principal.

3.
Non-school personnel should not be given unlimited and/or unsupervised access to the building.

4.
Teachers will report any suspicious pupil behavior to the principal.

5.
Staff Members will report any unusual packages to the principal.
When the crisis team has developed strategies to be used in a building, those personal safety precautions must be shared with and followed by all staff members.

Death of a Student, Faculty, or Staff Member

Definition: 
The death of a student, faculty, or staff member has been reported.

Considerations:  The following are items to be addressed by the school administrator (Principal) –

• 
Is the report of the death accurate?

• 
Location of the incident (at the school, a school-related event, non-school related location).

• 
To what extent is information of the death known by students and staff? The time frame of the death in relation to the current time will be of importance. Did the death occur within the last few hours and is unknown by student and staff or did the death occur one or two days earlier and is a widely known fact?

Response Procedures:

1.
Locate information that is as accurate as possible. The need here is for the basic facts.

• 
Has a death occurred?

•
Personal data: For an employee (staff or faculty member): age, number of children, names of spouse and children; For a student: age, names of parents and siblings (This should come from school files. Do not request this information from the family.)

2.
Convene the crisis team to assess the situation and implement the appropriate plan of action.

3.
Prepare a brief statement to be used later to inform staff members. This statement should be factual presenting only the basic facts of the incident. An example of this statement would be:

Please take a few moments to prepare yourself and your students and then share this information with your classes at 8:15 a.m.

Some students may need assistance. If you or any of your students need assistance, please contact the school office.

“Last night Mr. John Doe passed away. Mr. Doe leaves a wife, Jane, and two children, Jim and Joe. Currently the family is making arrangements for services. Information will be made to staff members as it becomes available.”

This statement should be prepared and ready for distribution as soon as possible. Do not distribute the statement at this time. It will be distributed in Step #10.

4.
Notify other key individuals that may have been close to the deceased, i.e. sub-
teachers, teachers’ aides, student teachers.

However, this information should be maintained as privileged until a statement is made to the entire staff.

5.
In the case of the death of a student, secure all personal items that may be in the 
individual’s desk.

•
This may be done by removal of items from the desk. (Parents may wish to visit the school later and remove the items themselves.) Do not remove the desk as some classmates may want to decorate the desk or use it as a memorial as an aid in the grieving process. 

•
The principal and an assistant should review with discretion the contents of the desk. 

•
Inform the school office to delete the student’s name from mailing lists so that correspondence is not sent to the home of the deceased.

6.
In the case of a death of a staff member, all personal items should be quietly 
collected and prepared for the family. 

•
These items may be placed in a closed container in the principal’s office. 

•
The principal and an assistant should collect and review these items with discretion.

7.
Contact the School Office:

a. Principal.  The principal should be provided with information concerning family members, length of employment and job duties, or, for a student, the schools attended, and the number of years attending Holy Trinity. In addition, review the method being planned to inform students and staff of the death. The statement should be written exactly as it will be presented to the staff, parents, and the media. It may be necessary to consult family of deceases to determine what info, if any, should be shared with the media.
b. Secretary.  Either the school principal or the school secretary (if applicable) would be designated as the person who would answer all calls received concerning the death.  The secretary would have the information in a prepared statement that is typed and in front of her so that the information that is disseminated is exactly the same and is accurate.

8.
Make arrangements to handle student and staff needs. Be prepared for a large number of students who will need assistance for emotional difficulty. Some students may need to contact parents to be dismissed from school. Some staff members may need to have classes covered for a short time or the remainder of the day. Contact and have the following individuals available as members of the designated crisis team:

•
Pastor(s)

•
Principal

•
Teachers

•
Other area pastors if necessary

•
Other Christian Counselors (Bachman and Associates) if necessary

9.
Meet with all members of the crisis team, as well as staff, and discuss the need to maintain a high level of visibility. Everything else becomes secondary; the needs of students become the only concern of these individuals. The staff’s visible presence will help students deal with the insecurity of the moment.

10.
The written statement should be personally hand delivered to all staff members by the principal or school secretary. Remember to include custodians or kitchen staff (if applicable). Do not place the statement in mailboxes and do not use the intercom system to make this statement.

11.
In the case of the death of an employee, the principal will contact the pastor and inform him of the incident. The principal and/or other designated representative of the Church will be the individual who will assist the family with Holy Trinity’s policies and benefits provided through the WELS. We would ask that all correspondence to the family be hand delivered to a family member.

12.
As information pertaining to funeral arrangements becomes available, make plans for the need to dismiss students and/or provide class coverage for staff members who will choose to attend the services. If funeral is in the afternoon, school will be dismissed at 11:30am and students will be dismissed to their parents to either go home or attend the funeral service under the parent’s direction. This information should be shared with staff members. Possibly a short faculty meeting at the beginning and/or end of the day will allow for this.

13.
As is appropriate, make contact with the family to offer assistance and prepare for any arrangements that will involve the school.

14.
Always be reminded and remind others to continue to pray for comfort for the family involved as well as comfort for others mourning the loss.
(See Appendix # 5 in the back of this handbook for Contact Info for Bachman and Associates Counseling Services.)
Suicide

Definition: A student or staff member is reported to have committed suicide.

Prevention Strategies:

Primary Intervention What can be done to stop a crisis from happening through eliminating hazards or modifying situation:
• 
to detect suicidal individuals
•. 
to assess the severity of their suicidal thoughts and/or actions

• 
to notify the family
• 
to secure needed supervision and services for the individuals

• 
to assure the school’s main function is to identify a course of action, not be a 
treatment facility

What to Look For
1. 
Verbal signs. “I wish I were dead - No one cares if I live or die - Things would be 
better if I weren’t here.” The faculty or staff member witnessing or recognizing a 
serious suicide threat should record:



a.
Who is involved?


b.
What was said/gestures?


c.
Where did this take place?


d.
When did your observation occur?


e.
Where is the individual now?
2. Behavior clues. Alcohol or drug abuse, previous attempts, giving away 
possessions, making a will, sudden change in behavior (e.g. quiet student 
becomes talkative, friendly student becomes quiet), significant drop in grades, 
risk-taking behavior resulting in accidents or injuries.
3. 
Situational clues. End of serious relationship, divorce or death of a parent, family 
financial difficulties, moving to new location (other stresses among family 
members).

4. Syndromatic clues. Social isolation, depression, disorientation, changes in 
sleeping and/or eating patterns, dissatisfaction (constant complaining, helpless or 
hopeless feelings).

How to Help
1. 
Listen and hear. Avoid false reassurances that “everything will be okay.” Never 
demean suicidal expressions. Don’t be judgmental or moralizing.
2. 
Be supportive. Communicate concern for the person.
3. 
Be sensitive. Take any suicidal complaint seriously even if expressed in a calm voice. When the person speaks of clear-cut self-destructive plans, the situation is usually much more serious.
4. 
Don’t be misled into ignoring suicide signals. Tell others. It may be necessary 
to betray a secret to save a life.
5. 
Encourage students to look out for each other and to seek help for a friend if that 
friend won’t seek it out on their own.

6. 
Stay with a suicidal person if there seems to be immediate danger. Enlist the 
assistance of whoever is needed. Do not try to handle everything alone.
Secondary Intervention Provides immediate assistance to an individual or group in handling a crisis with the purpose of minimizing the effects of the suicidal crisis.

Response Procedures

1. 
Contain the story and protect the privacy of the family. Do not refer to the death 
as a “suicide” and move to contain the story until it has been verified.

2. 
Direct the person who brings the message not to repeat it to anyone. Explain that the information has not been verified. Even if it is correct, it is important that the announcement come from the principal in an appropriate and official manner.
3. 
Instruct secretaries (if applicable) and others in the office not to repeat anything 
that has been 
said or to give out any information until the report has been 
verified. Do not allow news of the incident to get out of hand.

4. 
Verify the fact that the reported death did occur. Do not refer to the death as a 
suicide. Do everything possible to verify the facts of the case. The Principal will 
make the call - to the police or coroner - if necessary. Hospitals usually will not 
give out information. Do not call the home.

5. 
If the death is verified, notify the school office.

6. 
Convene the school crisis team to assess the situation and implement the 
appropriate plan of action.

7. 
When a suicide is reported, hold a faculty meeting as soon as possible. If it has to 
wait until the end of the day, give notice of the meeting early. As soon as the facts 
are known, prepare a brief written announcement to be distributed to teachers, 
which they can read to students simultaneously throughout the school.

8. 
Refer all inquiries for information from outside the school to the principal, pastor, or designated media person. Determine who will be the media contact person.  Do not allow reporters to interview any student or staff member in the school or on the school grounds.
9. 
Contact resources (Pastor, WELS counselors, Bachman and Associates – Lake Elmo and Burnsville) to work with students, parent(s) and staff, if needed. Contact the school office for referrals if necessary.
    10. 
Do not glorify the death in any way. Do not fly the school flag at half-mast. Do  
not observe a moment of silence in school. Do not have a memorial service at the 
school. These actions may help minimize the possibility that other students may 
be tempted to imitate behavior and take their own lives.
     11.
Try to get things back to normal as soon as possible. Be sensitive to the fact that 
certain students may have been profoundly affected by the death. These students 
still need special help, but don’t let it become a “contagious action.” Minimize 
the possibility that other students may imitate behavior and take their own lives
(See Appendix # 5 in the back of this handbook for Contact Info for Bachman and Associates Counseling Services.)
Child Abuse

If you work with children or families, you are legally required to report suspected child abuse or neglect. The following guide is designed to help you better understand the mandated reporter statute and to outline appropriate actions you should take if you know or suspect a child is being abused or neglected. 

Who should report suspected child abuse or neglect?

If you are a professional who works with children and families, you are in a key position to help protect children from harm. Minnesota law requires professionals (including teachers and teaching assistants who work with children) to make a child protection report if they know of or have reason to believe: 

* You suspect that a child is being neglected or abused, or

* You have knowledge that a child has been neglected or abused within the preceding three years.

Minnesota laws provide mandated reporters with great personal responsibility:

If you suspect a child is being abused or neglected, you cannot shift the responsibility of reporting to a supervisor, or to someone else in the office, school, clinic or licensed facility. You alone are required to make the report to the responsible agency.

Anyone who reports child abuse or neglect in good faith is immune from civil and criminal liability. The reporter’s name is confidential. It is accessible only if the reporter consents, by court order, or by court procedure. Additionally, you may be prosecuted on a misdemeanor charge if you fail to report such a case.

Reporting suspected abuse or neglect is a serious matter that must not be taken lightly. The child protection worker, law enforcement agent, or licensing agency worker to whom you report may ask you to provide as many facts as possible so they can assess the child’s situation and determine the need for intervention. If the child protection report results in a court hearing, you may be asked to testify. Any inconvenience of reporting is offset by a simple fact: the action you take may very well save the life and spirit of a child and provide a family with needed support.

When to report suspected abuse or neglect

The law requires mandated reporters to make a report if they know of or have reason to believe a child is being neglected or abused, or has been neglected or abused within the preceding three years. Verbal reports must be made immediately (no longer than 24 hours). Written reports must be submitted within 72 hours (weekends and holidays are excluded). 

Where to report suspected abuse or neglect

Before reporting, it is best to consider whether or not the child is in immediate danger. 

1.) Immediate danger - If you know or suspect that a child is in immediate danger (such as a recent sexual assault or a serious physical assault) or the child is abandoned; contact your local law enforcement agency right away. Dial 9-1-1 in order to do this. Law enforcement officers can remove a child from a threatening environment to protect the child. 

2.) No immediate danger - If the child is not in immediate danger, as soon as you have reason to believe a child has been maltreated you should contact… 

* The Hennepin County Child Protection Service Agency at (612) 348-3552 if the alleged perpetrator is a parent, guardian, family child care provider, family foster care provider, or juvenile correctional facility staff person. 

* Your local law enforcement agency if the alleged perpetrator if someone outside the family and not a staff person at a facility. Examples of non-family, non-facility caretakers include athletic club staff and babysitters.

If you are unsure whether you should make a report, call the Hennepin County Child Protection unit at (612) 348-3552. The child protection staff will help you decide if a report should be made based on the information you provide.

Please involve your principal before you report the incident. Your principal can also be a confidant and advisor through this often times difficult situation. You don’t have to do this alone.

When a report is made…

Law enforcement agencies, child protection agencies, and other responsible agencies cooperatively assess and investigate reports of child maltreatment. These agencies are best prepared to help a child and family in need of support. They will assess or investigate the report of maltreatment. The child protection agency will offer services to safeguard the welfare of an abused or neglected child. Whether you initially report to your local law enforcement agency, county social service agency, or other responsible agency, it is possible that other agencies may contact you as they coordinate the investigation or assessment activities. 

What will be asked?

When you contact law enforcement, child protection or another responsible agency, the agency worker will need the following information: 

•
Your name and phone number, and your relationship to the family or child 

•
Where the child is now and whether the child is in immediate danger 

•
A description of when and where the incident occurred and what happened to the child 

•
A description of the injuries or present condition of the child

•
The names and addresses of the child, parents or caregivers 

•
A report of any witnesses to the incident and their names

•
Any additional information you have about the child, family or caregivers that may be helpful 

•
A description of what action the facility or school has taken in response to the incident, if the incident occurred in a licensed facility or a school 

•
Whether you know of any immediate family, relative, or community resources that would offer protection or support 

•
Your capacity and willingness to offer help to the family. 

(See Appendix # 3 at the end of this handbook for “Helpful Definitions of Abuse”)

Drugs

Definition: 
The unlawful attempt/intent to sell, trade, or distribute drugs/contraband to another individual. Subcategories:
1. 
Illegal drugs (A list of illegal drugs and their definitions can be found in 
Appendix # 4)
2. 
Prescription drugs

3. 
Over-the-counter drugs

4. 
Any item not intended for casual consumption or use that could produce an 

altered state of being.
Prevention Strategies:
1. 
Consistent, effective utilization of Drug Awareness Programs.
2. 
Communicate to students the school’s position that the possession, selling or attempted sales of any type of drug on school property or at any school-sponsored event will be treated as a serious offense. Any person found in violation of this school policy will be subjected to any of the following response actions:
a.  
contacting parent/guardian

b. 
suspension

c. 
arrest (contact law enforcement agencies if there is a student who is in possession of illegal drugs, prescription pill bottles with the wrong name on it, tobacco products, etc. If unsure dial 9-1-1 in order to consult an officer on a recommendation) 
d. 
expulsion

e. 
detention

3. 
Establish the routine with school personnel, bus drivers (if applicable), custodial 
staff, and faculty members to communicate their knowledge of whether drug 
items have been brought to school, and sales are being initiated.

4. Keep lines of communication open to students. If drug items have been brought to school, they will probably talk about it. It is important to have access to students who will be willing to share this information with staff.
Response Procedures/Investigative Techniques
1. 
Convene the school crisis team to evaluate the situation and implement the 
appropriate plan of action.
2. 
Assign staff to locations during passing periods/lunch periods, which will provide 
high visibility of authority figures. Until the suspected transactions cease, it is 
important to create the impression that adults are everywhere.

3. Start talking. Interview everyone individually who might have information about drug sales. Keep in mind that the primary concern is to get a handle on drug sale activity.  Therefore, if the situation is such that “deals” in exchange for cooperation need to be made to gain knowledge, do so.
4. If it becomes necessary to search book bags or personal storage spaces, do it. Be reasonable in the manner in which the search is conducted. Do the search in private. Ask ownership questions (i.e. Where did you get it? Who does it belong to?). 
5. If information leads to one suspect and that student is now being questioned ask the individual to perform a “pocket pull” in which they will be asked to empty the contents of their pockets. Have an adult witness present when having the individual perform the “pocket pull”. Check for items potentially being concealed in a fist or up a shirt sleeve.
6. Do not, under any circumstances, conduct a search that requires the removal of clothing other than outerwear such as coats, hats (caps), gloves, etc... If it is believed that the suspect has drug/drug paraphernalia hidden on his/her body, call the parents/school authorities. The school can perform a search or can request an officer from the New Hope Police to perform a pat down based on suspicion.
Other Considerations
1. 
Don’t deny the presence of drugs if they are, in fact, recovered in the school. 
Answer any inquiry honestly and include in the answer what actions were taken 
concerning the offense. Do not list names of individuals involved as there is a 
certain level of confidentiality in these matters that should be maintained.
2. 
Don’t keep recovered drugs in the school. Call the police and turn the item(s) over 
to them. Take officer’s badge number and name.
Gang Activities

Definition: 
A group of people together for questionable activities, so identified by appearance and/or behaviors.


Levels:

• Hard core

• Support people/peripheral group - business people who offer and provide gang-related services

• “Wannabes” - emulate gang activity/identify


Possible observable indicators:

· Hats, jackets, scarves (more often on “Wannabes” than hard core gang members).
· Colors
· Pendants
· Graffiti on books, notebooks, personal possessions (pitchfork, Star of David, six dots, six points, six point crowns,  five points, five point crowns)

Gang information website:
· More information on gangs can be found at the website http://www.gangsorus.com/.
Prevention Strategies

1. Control entrances to the school. There may be a posted statement to the effect that all who enter are subject to search.  All staff should be alert to the presence of strangers in or around the building, and such presence should be communicated to the office or other designated personnel. Adults and authority figures should be highly visible.

2. Give students respect and exhibit genuine concern. Many join gangs to gain respect from peers and to receive a feeling of belonging. The gang replaces family structure that is missing for many students.

3. Maintain a drug awareness program.

4. Support and/or initiate after-school and weekend extra-curricular activities. Such activities should be competitive and require practice.

5. Investigate community gang intervention programs that could benefit the school. Utilize experts in the law enforcement agencies to learn about gangs in the area. (As of 2/2013 known gangs in area include: Low End’s, Savage, YNT,  SUB,  BD) Effective methods of coping with gangs only result from awareness and understanding of the problem.

6. Provide outside speakers who can be role models for the students. Former gang members can be an excellent resource for prevention activities.
7. Encourage parent involvement in the school through parent organizations, parent meetings, and parent volunteer programs.

8. Keep lines of communication open to students. If information is given concerning gang activities, it is important to protect sources of information and/or witnesses because most gang codes require retribution.

9. Sponsor parent meetings with speakers regarding gang activities and community action in regard to gangs.

Response Procedures/Investigative Techniques

1. Convene the school crisis team to evaluate the situation and implement the appropriate plan of action.

2. Remove graffiti immediately.

3. Confiscate questionable clothing or objects that may identify groups or may intimidate others.

4. Contact parents if signs of gang activity such as clothing or graffiti are evidenced by a student.

5. Share information on gang activity with principal.

6. Initiate community gang intervention programs with the assistance of law enforcement agencies.

7. Report substantiated activities to proper authorities - school office and/or local law enforcement agencies.

8. Follow an established plan for reporting incidents to the proper authorities, parents and the general public. Prepare an official statement responding to the particular crisis situation. Designate an official spokesperson for the school.
9. Unfamiliar or suspicious individuals or activities, including students obviously under the influence, drug sales, or satanic symbols or accessories should also be reported to principal and/or police.

Bomb Threats

Definition: 
Any verbal or written communication that indicates than an incendiary/explosive device will/may be located and/or detonated on school property.
Prevention Strategies:

Have faculty and/or staff notify faculty and/or staff about foreign objects/objects of suspicious origin that are noticed. If such an item is detected, established response procedures should be followed.

Response Procedures:

The bomb threat will usually be made by telephone and will be brief. The person answering the phone should attempt to transfer the call to the school Principal or the next appropriate member of the Crisis Team. The person should ask the following questions in regards to the bomb threat:

1. Exact location of the bomb.

2. Time set for detonation

3. Description of explosive or container

4. Type of explosive

5. Reason for call or threat

The person receiving the call should note the following:

1. Date and time of the call

2. Exact language used

3. Gender of caller

4. Estimated age of caller

5. Peculiar or identifiable accent

6. Possible race of caller

7. Identifiable background noise such as music, trucks or other conversation.

The bomb threat should be reported to the school principal who should evaluate the call and make the decision of what prior planned procedure is to be initiated, or, if there is time, convene the school crisis team to evaluate the situation and implement the appropriate plan of action. No call or threat should be disregarded. Choices for administrative response, after documentation, are:
· To search without an evacuation

· To evacuate and search
1.
The School Principal or his designee shall evaluate the information received and 
judge the call to be either:


a) Possible FALSE bomb threat;


Note:  A bomb threat call where the caller hangs up without giving detailed 
information may usually be classified as a hoax or a prank to harass school 
personnel.

b) Possible REAL bomb in the building.


Note:  An individual having information regarding a bomb and communicating 
such information to a responsible school official should be willing to give full and 
unhurried information and to answer questions.

2.
After receiving a bomb threat call or having been notified of such a call the school 
Principal or his designee shall consult with available members of the Crisis Team.  
Collectively they shall decide on a course of action. No one else should be 
informed of the call at this time.
3.
Since bomb threat calls are likely to be made by a prankster, evacuating in every 
instance may simply encourage such individuals to repeat their calls or serve as an 
incentive to other would-be callers. The School Principal or his designee must be 
completely prudent when responding to a bomb threat call.
4.
No report of a "bomb in the building" should be ignored. The minimum response 
must be no less than an informal search of the building. The Principal or his 
designee must take whatever action he feels is appropriate in the best interests of 
the school and the students. (New Hope Police can be called upon to assist with 
search based on severity. Especially if there is info on the caller, etc.)
5.
If a decision to evacuate the premises is made, evacuate the building according to 
established fire drill procedure, subject to modification for inclement weather. 
These modifications might include moving children and staff to the church 
parsonage. This system should be clearly communicated and practiced at least 
once during the school year by the school staff. For those teachers who have been 
designated as “search personnel” an alternate staff person must be designated to 
accept responsibility for students. Evacuation distance should always be at least to 
the tree line at the far end of the property (to the north of the building) past the 
play set from the suspected device.
Notification procedures include:

· Contact the school office

· Contact the Holy Trinity pastor(s)
· Establish communications procedures for:

􀂾 
Staff

􀂾 
Students

􀂾 
Media 
(“We have received a bomb threat. Additional information may be obtained from the Pastor or Principal.”)

􀂾 
Community

Investigative Techniques/Procedures:

A search, if deemed necessary, must be carefully and properly made. It will be the responsibility of the school administrator (principal) to designate those individuals who will conduct the search. Those with master keys and/or other staff persons may be designated. As a general rule, searches follow two basic rules:

1. Start on the outside and work toward the inside.

2. Once inside, start from the lowest level and work up.

The people best suited to search any given area are those who work in that area, for they will have the least difficulty spotting any new or foreign object.

Exterior searching should begin at ground level with close attention given to piles of leaves or refuse, shrubbery, entrances, and parked vehicles. Particular attention should be given to window ledges, signs, building ornaments, and exterior lighting units.

Interior areas most likely to attract bombers are areas open to the public and areas containing service equipment. The search team should move systematically room to room, through the building. Detailed room searches are best carried out by following these suggested steps:

1. An audio check should be made, and any unusual sound should be investigated immediately.

2. Searchers should divide the room into approximate equal parts on the basis of number of objects or areas to be searched. These areas are searched by member of teams assigned to search them. When completed, they should switch areas and conduct searches again.

3. Each area should be searched by each team, first from waist level down, then from waist level up.

If/when a bomb or suspected explosive device is located, do not disturb it. The New Hope Police Department will be in charge of the disposal of the bomb. If evacuation has not been done, it should be ordered immediately. Windows and doors should NOT be opened, and the main power should be shut down. No radios or walkie-talkies should be utilized near bomb or explosive device. The main shut down area is located in the utility room in between the school and Child Care entrances. The room can only be accessed from the outside of the building.
Other Considerations:

1.) The building administrator (principal) must use their discretion as to what information to communicate to students based, in part, on the age of the student body. Try to keep students as calm as possible in order to avoid panic.
2.) If the Crisis Team together with sheriff and fire personnel finds an object which proves to be harmless and if in their search of the remainder of the building they find no safety hazards, students may return to their classes. No persons should return to the building until it is officially cleared.
Weapons

Definition: 
Any object that can reasonably be used to inflict bodily injury.

Subcategories:

Gun, knife, other

• Used in a threatening manner

• Used to cause bodily harm

• Concealed

Prevention Strategies:

1. Communicate to students the school’s position that the possession and/or carrying of any type of weapon on school property or at any school-sponsored event will be treated as a serious offense. Any person found in violation of this school policy may be subjected to any of the following response actions:

· Contacting parent/guardian

· Suspension

· Arrest (contacting law enforcement agencies)

· Expulsion

· Detention
2. Establish a routine with bus drivers (if applicable) and custodians to communicate their knowledge of whether weapons have been brought to school. These people will probably know before anyone else. Special attention needs to be given to trash bins, wooded areas near parking lots, restrooms, and any other hiding place students have discovered in the school.
3. Keep lines of communication open to students. If a weapon has been brought to school, they will talk about it. It is important to have access to students who will be willing to share this information with the staff.

Response Procedures/Investigative Techniques

1. Convene the school’s crisis team to assess the situation and implement the appropriate plan of action.
2. Assign staff to locations during passing periods/lunch periods, which will provide high visibility of authority figures to create the impression that adults are everywhere.

3. Start talking. Interview everyone individually who might have information about the weapon.
4. The primary concern is to get possession of the weapon, not to prosecute someone for possession of a weapon. Therefore, if it is necessary to make some “deals” in exchange for cooperation in order to gain information, do so.
5. If it becomes necessary to search book bags or personal storage spaces, do it. Be reasonable in the manner in which the search is conducted.
6. If information leads to one suspect and the subject is now being questioned, perform a “pat down” search of the individual by trained staff or contact the New Hope Police to perform the search. Do not ask the suspect to perform a “pocket pull” in the situation where a weapon is suspected.
7. Do not, under any circumstances, conduct a search that requires the removal of clothing other than outer wear such as coats, hats (caps), gloves, etc. If it is believed that the suspect has a weapon hidden on his/her body, call the parents/civil authorities.
8. If a student or adult displays or threatens immediate use of a weapon, call 911 immediately, and call school office. Do not attempt to physically disarm the person. Secure the area as much as possible. Try to maintain a calm situation and calm demeanor. Avoid panic. Make sure everyone is safe. Evacuate the area.
9. Make use of the school intercom system to get a non-threatening message to staff to secure their areas (lock their classroom doors). The coded message known to staff will be, “Mr. Keys, please come to the office.” over the intercom.
10. In event of injury to any individual, call 911 immediately. First aid measures should be employed as quickly as possible, if feasible.
Other Considerations

1. Don’t deny the presence of a weapon if one is in fact recovered in the school. Answer any inquiry honestly and include in the answer what actions were taken concerning the offense.
2. Don’t keep recovered weapons in the school. Call the police (or in some cases, the parents) and turn the item(s) over to them.
3. Try to establish why a weapon was brought to school. By establishing the possible motive for bringing the weapon(s) to school, a logical list of suspects will have been developed.
NOTE: 
The majority of weapons that are brought to school are not brought with the intent to use them.

Most often weapons are brought to school for protection or for “show.”
Disruptions

Definitions: 
The School Committee recognizes the right of peaceful demonstrations providing that demonstrations do not infringe on the rights of others. The Committee will, to the full extent of its legal powers, insure that every student has an opportunity to attend school and receive an education without fear of harm or injury to person or property. If disruptions do occur, measures will be taken to safeguard students, school personnel and school facilities. Persons causing disruptions in or on school property will be prosecuted according to local city ordinances. Disruptions may be, but are not limited to, the following subcategories:
· Unauthorized entry: Persons, either juveniles or adults, including former school employees
· Employees, who are disturbing the orderly process of the school.

· Riots

· Protests

· Walkouts

· Unlawful assemblies

Prevention Strategies

1. Staff will be on the alert before, during and after school for unauthorized persons in the building.

2. The main entrance to school will be either locked or closely supervised.

3. Teachers will be advised to keep classroom doors locked.

4. School personnel will work closely with community representatives or resource groups to reduce the likelihood of disruptions or disorders at the school.

Response Procedures

1. Convene the school crisis team to evaluate the situation and implement the appropriate plan of action. In an emergency the final decision for determining the nature of assistance needed at a disturbance is the responsibility of the school principal.

2. The school’s administrator (principal) and school office should be notified immediately when an incident occurs. 
3. Faculty and staff will be informed by memos, intercom, direct contact, or emergency signals.

4. Isolate students from the disruption and direct them to classrooms or classroom settings. 
5. There may be need to call for a school lockdown. Lockdowns will be practiced at least 4 times per year so that students and staff are aware of their responsibilities.  (see Appendix #2)
6. The principal or a designee shall notify the following people:
· Principal if not present or is not the designee.
· Church Pastor
· School Committee Chairman

· Chairman of the Congregation

7. The school administrator (principal) should prepare a building emergency plan that includes, but is not limited to, the following assignments. The plan should be shared with all staff.
· Person who will give permission to those legitimately entering the school (Mr. Bare)
· Person to keep staff informed (Principal)
· Person who will talk to news media, parents and others who are in the building (Principal or Pastor Klatt). A place for news media representatives to remain should be identified (Fellowship Hall). Ideally, this room should be equipped with a telephone (Kitchen has a telephone).

· A room where discussions between school officials and a small group of representatives from dissident groups may take place (Fireside Room in back of church). Administrators are cautioned never to meet with large groups during such incidents.
8. Maintain a “log” in which are listed the date, time, and nature of each incident, names of the persons involved, and descriptions of the action taken.

Post Response Procedures

1. Make plans for the school schedule on the following day with persons and agencies involved.

2. As soon as possible prepare letters to parents explaining what has happened and why the appropriate response was taken.

Intruder(s) with Weapons

Definition: 
There is an individual(s), known or unknown by staff or students that has entered the building or has been seen near the building that is carrying or thought to be carrying a weapon.  This individual poses a potential or immediate threat to students or staff members.  
Preventive Strategies:

1. 
All entry doors will always be kept locked during the school day during the hours 
of 8:15am – 2:45pm. The school doors will be locked during after school care 

hours, also. The front entrance should be supervised at all times during the school 
day by school staff.

2.
All teachers will be on alert to properly supervise when a “stranger” (someone 
unfamiliar) is around outside or tries to enter the building. If the “stranger” is 
simply using the restroom then a male or female teacher or staff member may be 
called upon to supervise the visitor. If there appears to be any suspicious activity 
by the visitor then the principal should be notified immediately.

3.
Office staff will be alerted if there might be potential problems due to family life, 
upset students, parents, or teachers that could potentially pose a risk for others.
Response Procedures:

      1. Determine whether the threat is inside or outside of the building.
      2. Follow the “Lockdown with Warning” procedure if the threat is outside of the   

          building. Follow the “Lockdown with Intruder” procedure if the threat is inside the 

          building. (Emergency Lockdown Procedures are detailed in Appendix # 2 at the        

          end of the Crisis Management Procedural Handbook).

Post Response Procedures

1. Gather the crisis team for a brief meeting to discuss the situation and determine the procedures to follow.

2. Decide who is going to speak to the media and prepare a written statement. (Principal)
3. Inform the staff and school office who will be the person speaking to the media and be sure that any information given is exactly what has been determined by the crisis team.
4. Offer counseling (see appendix # 5 for contact info for Bachman and Associates counseling services) to any students that may be in need of it.

Natural Disasters and Physical Plant Failures

Definition:
A natural disaster is a calamity or catastrophe brought about by a natural occurrence such as a thunderstorm, tornado, earthquake, etc., which results in a disruption of the normal functioning of the facility. On the serious end of the continuum, there could be loss of life. Related to natural disasters could be unforeseen occurrences such as water line breaks, boiler explosions, gas line leaks, power failure, fires, etc., which may have the same effects as a natural disaster.

Contingency Plans:
The crisis team should develop contingency plans to deal with different possible disasters. The plans should deal with the following levels of disasters:

1. Inconvenience occurrences: Included are power failures, water line breaks, air conditioning failure, hazardous materials, etc.
2. Property destruction: Included is minor damage such as window breakage and roof damage, all the way to extensive structural damage.
3. Physical injury or death: Conceivably, this could occur on any of the above levels.

Response Procedures:
1. Assessment: When a crisis occurs, the team should assemble immediately to assess the situation. Certain questions must be answered before appropriate plans can be implemented. Are there injuries? Extent of physical damage? Are there dangerous situations that require immediate action? Do the phones work?
2. Contact Help: 911 should be the first number called in the event of a fire or an incident that has resulted in injuries. If there are injuries, be prepared to provide emergency first aid until emergency medical help arrives. Determine beforehand who will make the necessary phone calls to summon help. Locate all phones in the building and also, outside phones that can be used in case the building system is inoperable.
3. Disable utilities in the event of structural damage. Before a disaster strikes, locate the main gas and water shut off valves and the main electrical disconnect. (See Appendix # 7 for main gas, water, and electrical shut off locations and procedures) Also, if occupants are in danger of further harm with the utilities functioning, then they should be disabled. For example, a tornado strikes causing a gas line to rupture; the main gas valve should be turned off to prevent the possibility of fire.
4. Provide protection and care for the occupants. Care for the injured until help arrives. Evacuation may be necessary. Take all necessary steps to insure the health and safety of the building occupants.
5. Establish parental contact team. Parents will come to the site to determine the welfare of their children. Be prepared to direct vehicle traffic and to receive parents or relatives. A processing procedure should be established to document which children have been picked up and by whom. If there are injuries or deaths, be prepared to give the needed support and comfort. The police and emergency medical staff should be available to assist.
Fire & Tornado Drills
Evacuation Drill/Fire Drill Procedures 
1. When the fire alarm is activated all students shall exit the room single file and follow the designated evacuation route according to the map of the fire route exit that is posted in every room. The students will remain calm, quiet, and move in an orderly fashion following the fire exit route.
2. Teachers shall take their cell phones with them as they exit the room/building which contain phone numbers of school parents. 

3. Teachers will ensure that all windows are closed, all lights are turned off, and the door is closed as they exit the classroom. 

4. Each teacher shall have their class line up in a single file away from the building across the parking lot near the basketball hoops. Teachers remain with their classes.
5. Re-enter the building only when given permission by Principal or Designee.
6. Fire drills will be conducted once a month throughout the school year. Please refer to the Disaster Plan Map for the area in Appendix # 6 for fire exits.

Tornado Drill Procedures 
1. The principal will announce over the intercom system of the telephones the following tornado (storm) warning announcement: “YOUR ATTENTION PLEASE: HENNEPIN COUNTY IS UNDER A TORNADO WARNING.  ALL STUDENTS, FACULTY, AND STAFF MUST PROCEED IN AN ORDERLY FASHION TO THE INNER SCHOOL HALLWAY AND RESTROOMS AND ASSUME THE SAFETY POSITION.”

2. Close all windows to classrooms, and turn off all lights when exiting the room. 

3. All classes will exit their rooms in single file and proceed to the designated severe weather shelter area that is located in the inner hallway and in the school restrooms. Students should remain quiet as they do this. Close the classroom doors upon leaving the classrooms. Each teacher shall take roll to make sure all students are accounted for. Individuals shall stay away from all windows and doors. Students must be seated on the floor, in the safety position (on their knees with their heads facing down and with their arms covering the heads).
4. All personnel must remain in the inner hallway until the Principal or his Designee dismisses them.

5. Tornado drills will be conducted a minimum of one per school year. Please refer to the Disaster Plan Map for the “Severe Weather Shelter” area in Appendix # 6.



Appendix #1: Sample Parent Notification Letter from Principal
Dear Parents:

As part of Holy Trinity Lutheran School’s Safety Plan, in conjunction with the New Hope Police Department, we will be conducting an emergency lockdown drill during the week of ____________.

All students and staff will remain in the building and practice these safety procedures.  We expect the drill to last approximately ten minutes (maximum), however, during the drill no one will be allowed to enter or exit the building.  If you have a pressing appointment or feel that this may cause some inconvenience, please call the school office at 763-533-0600 ext. 201 ahead of time.  Thank you for your cooperation.

In Christ,

Mr. ____________________, Principal

Appendix #2: Emergency Lockdown Procedures
Lockdown procedures will be used in situations where harm may result to persons inside the school building. Examples include a shooting, hostage incident, intruder, trespasser, or when determined to be necessary by the staff of the school or daycare. Lockdown procedures may also be initiated in non-threatening circumstances to keep people from areas where there may be a medical emergency or disturbance. The lockdown will be announced using the page function on the telephone system (Press “All Call Page”, release and then talk). There are two specific types of lockdowns.

Lockdown with Warning – The threat is outside the building. The school may have been notified of a potential threat outside the building.

· The school principal or person in charge will announce “lockdown with warning” several times using the page function on the phone.

· Classes which are outside the building should return to the building right away. Move students to a secure location.

· Exterior and interior doors will be locked.

· Clear hallways, restrooms, and other rooms that cannot be secured.

· The individual announcing the lockdown will be responsible for checking areas that have no phone service.

· Close window shades. Keep students away from windows.

· Continue with classroom activities.

· Do not pass from room to room until directed to do so by announcement.

· Control all movement. Do not allow students to leave your classroom.

· The individual announcing the lockdown will be responsible for announcing the “all clear” by personally visiting each room in the building.
Lockdown with Intruder – The threat is inside the building. The following procedures need to happen rapidly yet calmly.
· The school principal or person in charge will announce “lockdown with intruder” several times using the page function on the phone.

· Immediately direct all students, staff, and visitors into the nearest classroom or securable space.

· The children which are outside the building should not re-enter the building. Keep children together, on property, yet away from the building. Any children in the fenced in play area on the north side of the day care, however, should be brought back into the secure building. The person announcing the lockdown will be responsible for verifying people outside the area of phone service are aware of the lockdown.

· Lock all classroom doors. Once your classroom door is locked, do not open it for anyone under any circumstances. Do not respond to anyone at your door.

· Exterior doors will not be locked unless they are already locked prior to the lockdown.
· Lock classroom windows (if applicable)

· Move people away from windows and doors.

· Turn off lights. Keep out of sight.

· Keep everyone quiet.

· Take attendance and note any missing children (children who may have left the room). Do not allow students to use the classroom phones or cell phones.

· Ignore fire alarms unless you actually can see a fire.

· In a drill setting the “all clear” will be announced by the individual who announced the lockdown. The “all clear” will be announced by a visit to each room in the building.
· In a non-drill setting the “all clear” will be announced by a personal visit to each room by the individual who announced the lockdown or by uniformed law enforcement. Under no circumstances will the “all clear” be given over the phone system during a lockdown with intruder threat.
Appendix # 3: Helpful Definitions About What is Considered Child Abuse
The following definitions are offered to help you better understand what law enforcement, child protection, and other responsible agencies are required to assess. Further details are included in the relevant statutes.

Neglect is the failure by parents or caretakers to provide a child with necessary food, shelter, clothing or medical care. Neglect also includes failure to ensure that a child is educated, although this does not include a parent’s refusal to provide the child with nervous system stimulant medications. This refers to stimulant medications commonly used to treat Attention Deficit Disorder and Attention Deficit Hyperactivity Disorder. Neglect also may occur when the person responsible for the child’s care fails to protect the child from conditions or actions that seriously endanger the child’s physical or mental health when reasonably able to do so. In addition, neglect includes failure to provide for appropriate supervision or child care arrangements after considering the child’s age, mental ability, physical condition, length of absence or environment. 

Child neglect differs from child abuse, though the results of abuse and neglect may be similar. Both can lead to physical injury, emotional harm and even death. Neglect is what a parent or other caretaker does not do rather than what he or she does. The following are conditions of neglect that must be reported:

•
Inadequate food, clothing, shelter or medical care

•
Abandonment

•
Exposure to threatening or endangering conditions

•
Educational neglect

•
Prenatal exposure to certain controlled substances

•
Inadequate supervision

•
A physical injury resulting from hazardous conditions not corrected by the parent or guardian

•
Failure to provide for a child’s special needs

•
Exposure to, or involvement in, criminal activities.

Physical abuse is defined as: 
•
Any physical injury, mental injury or threatened injury, inflicted by a person responsible for the child’s care, to a child other than by accidental means 

•
Any physical or mental injury that cannot reasonably be explained by the child’s history of injuries

•
Any aversive or deprivation procedures, or regulated interventions, that have not been authorized under the law for use in facilities serving persons who have mental retardation or related conditions. 

Physical abuse does not include reasonable and moderate physical discipline of a child administered by a parent or guardian that does not result in injury. Minnesota Statutes, section 626.556, subdivision 2(c), 1-13, lists actions that are not reasonable and moderate when done in anger or without regard to the safety of the child. 

Children who are physically abused sometimes have bruises, welts, burns, bite marks, cuts, fractures, swelling or lost teeth. While internal injuries are seldom detectable without a medical exam, anyone in close contact with children should be alert to multiple injuries, a history of repeated injuries, new injuries added to old injuries, and untreated injuries. Other indicators of physical abuse that should be reported include: 
· Significant threats indicating there is substantial risk of physical abuse or mental injury. 
· An injury that appears to be non-accidental in nature  
· A physical injury resulting from hazardous conditions not corrected by a parent or guardian
Sexual Abuse means the subjection of a child to sexual contact by a person responsible for the child’s care, a person with a significant relationship to the child, or a person in a position of authority. Sexual contact includes fondling, touching intimate parts, and sexual intercourse. Sexual abuse also includes the use of a child in prostitution or in the production of sexually explicit works, or knowingly allowing a child to engage in the activities described in this paragraph. Sexual abuse also includes threatened sexual abuse. Since the sexually abused child may lack the outward symptoms of physical abuse, sexual abuse can be difficult to identify. A child often does not know how to express or explain what has happened to them and may be afraid, confused or ashamed. A child may not be developmentally capable of understanding or resisting the contact. Possible indicators of sexual abuse include a sudden change in behavior and signs of emotional disturbance.

Appendix # 4: List of Examples and Definitions of Illegal Drugs
Ecstasy: Also referred to as MDMA, Ecstasy is a partial derivative of amphetamine and possesses effects similar to other drugs within the classification. Users of Ecstasy will feel a heightened sense of euphoria and an increased feeling of emotion, as well as sensitivity.

Cocaine: When in powder form, cocaine is snorted or ingested by the user. Cocaine is a stimulant that leaves the user feeling more alert, talkative, strong and confident. Cocaine is extremely addictive and is a popular street drug. In a crystallized form, Cocaine is referred to as Crack; when solidified, the Cocaine is smoked by the user. Highs from crack are typically very short and powerful in nature. Crack cocaine is cheaper than the powderized form and highly addictive. 

Hallucinogens: Also referred to as psychedelic drugs, hallucinogens create a range of perceptual distortion and various psychological symptoms. When a user is under the influence of these drugs, mushrooms, LSD or peyote for example, the individual will observe vibrant colors, transforming shapes and enhanced visions. 

Amphetamines: Amphetamines and methamphetamines are stimulants commonly abused by young people at parties or raves. These types of illegal drugs enhance the user’s energy levels, allowing the individual to stay up all night. Aside from recreational use, these forms of stimulants can be used to medicate individuals stricken with attention-deficit disorder. 

Rohypnol: This type of illegal drug is a tranquilizer similar to Valium or painkillers but approximately 10 times more potent. This classification of drugs is extremely addictive; Rohypnol is commonly abused either for its intoxicating, sedative or numbing characteristics. 

Steroids: These types of drugs are used as supplements to increase performance in athletics. 

Heroin: This type of opiate is extremely addictive, relatively cheap and popular in urban environments. Heroin is fast acting and poses a number of deadly health risks. Because street heroine may contain a number of impurities, the drug can obstruct blood vessels that are crucial for the brain, liver, lungs and kidneys. Heroin may be taken via a pill form or injected straight into the veins.

PCP: A synthetic drug, that comes in a white powder. PCP is easily dissolved in water or alcohol and is typically ingested via pill form. Users of PCP will experience severe distortions and heightened senses as well as vibrant illusions or images.

Marijuana: This popular drug comes from the leaves of the cannabis plant. Marijuana is smoked through a variety of instruments, such as a pipe, joint or bong. The typical effects of marijuana leave the user feeling relaxed and talkative. These effects typically plateau for roughly 90 minutes then taper off.

Others include: Ritalin, Adderall, Oxycodone (oxy), Dextromethorphan (DXM), Codeine – cough medicine, Diet Pills, Liquid Cough Medicine
Appendix # 5: Contact Information for Bachman and Associates Counseling Services
Contact Info for Bachman and Associates Counseling Services:

Lake Elmo office

8669 Eagle Point Boulevard

Lake Elmo, MN 55042

(651) 379-0444
Burnsville office

1500 McAndrews Road West Suite 201

Burnsville, MN 55337

(952) 892-8495
Appendix # 6: Map of Disaster Plans
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Appendix # 7 – Main Gas, Water, and Electrical Shut off Locations and Procedures
Gas Shut off – Is located on the left side of the main entrance of the church building. Take bottom lever and pull down and turn 90 degrees. Also, take the Lever on the Right and turn to the right 90 degrees. This will ensure that the main gas line is shut off.
Main Electrical Shut off – Is located in the “Sprinkler Riser Room” found in between the main entrances of the Child Care and the School. As you enter the room, the main electrical shut off is on the right. Pull both large levers to the “down” position to shut off the main power supply to the School and Child Care buildings.
Main Water Shut off – Is located in the “Sprinkler Riser Room” found in between the main entrances of the Child Care and the School. As you enter the room, the main Water Shut off is on the left. Turn lever to the left 90 degrees in order to shut off the main water supply.
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