
 
  
  
  
  
  
  
  
  
  
  
  
  
  

 
JAMESVILLE-DEWITT SCHOOL DISTRICT 

  
  
  
  
  
  

BUILDING SAFETY PLAN 
 



POLICIES AND PROCEDURES FOR THE SAFE EVACUATION OF 
STUDENTS, TEACHERS, OTHER SCHOOL PERSONNEL AND 
VISITORS TO THE SCHOOL IN THE EVENT OF A SERIOUS 

VIOLENT INCIDENT OR OTHER EMERGENCY 
 
 

EVACUATION PLAN 
 
 
A building evacuation is announced when occupancy of the building itself poses a danger to the students/staff.  
Upon receipt of an order to evacuate, staff will take all necessary measures to prepare students for an evacuation.  
Students/staff will be evacuated by buses which will be sent to a safe location.  Students will not be permitted to go 
home.  However, they will be permitted to leave school if accompanied by a parent or guardian. 
 
A. In the event a building evacuation is necessary and the emergency is restricted within a building such as 

fire, fumes, systems failure or bomb threat, the occupants will evacuate to their designated areas on school 
grounds. 

 
B.    If a building must be evacuated and the emergency is not contained within that building, but more 

widespread such as chemical spills emissions, accidents, the occupants will evacuate. 
 
 
 

BUS LOADING PLAN 
 

 
 
All students will dismiss in a normal fashion.  The buses will arrive at the usual bus loading site if possible.  An 
alternate site will be chosen if conditions warrant.  Location of loading will be conveyed to the Facilities and 
Transportation Office before buses are dispatched. 
  
 
 

ASSISTED EVACUATION PLANS 
STUDENTS WITH SPECIAL NEEDS 

 
An assisted evacuation plan form should be completed for any child who has limited mobility and for any other 
child who would require assistance to leave the building in the emergency.  These forms can be obtained from the 
District Office. 
 
The plan should include alternatives for situations in which the person with primary responsibility is not available. 



  
SSCCHHOOOOLL  BBUUSS  BBRREEAAKKDDOOWWNN//AACCCCIIDDEENNTT  

  
  

AA..  AAcccciiddeenntt  --  TTrraannssppoorrttaattiioonn  SSttaaffff  
  
  11..  NNoottiiffyy::  

••  FFiirree  DDeeppaarrttmmeenntt  RReessccuuee  SSqquuaadd  ((991111))  
••  AAmmbbuullaannccee  ((991111))  
••  PPoolliiccee  ((991111))  
••  BBuuiillddiinngg  PPrriinncciippaall  
••  SScchhooooll  NNuurrssee’’ss  OOffffiiccee  

  
  22..  DDiirreeccttoorr  ooff  TTrraannssppoorrttaattiioonn  oorr  HHeeaadd  MMeecchhaanniicc  mmaayy  ddiirreecctt  rreeppllaacceemmeenntt  bbuuss  ttoo  rreemmoovvee    
    ssttuuddeennttss  ffrroomm  bbuuss  oonnllyy  aafftteerr  iinnssttrruucctteedd  ttoo  ddoo  ssoo  bbyy  EEmmeerrggeennccyy  MMeeddiiccaall  PPeerrssoonnnneell  oonn    
    tthhee  sscceennee..  
  
    IIff  tthhee  ssttuuddeennttss  hhaavvee  mmiinnoorr  iinnjjuurriieess,,  aass  ddeetteerrmmiinneedd  bbyy  tthhee  SScchhooooll  NNuurrssee  ffoolllloowwiinngg  tthhee    
    iinniittiiaall  aasssseessssmmeenntt  ooff  tthhee  EEmmeerrggeennccyy  MMeeddiiccaall  PPeerrssoonnnneell  oonn  tthhee  sscceennee  ooff  tthhee  aacccciiddeenntt,,      
    tthhee  ppaarreennttss  wwiillll  bbee  nnoottiiffiieedd  aanndd  aasskkeedd  ttoo  ttaakkee  tthhee  ssttuuddeennttss  ttoo  aa  ffaammiillyy  ddooccttoorr..  
  
  33..  IIff  tthhee  aacccciiddeenntt  ooccccuurrss  dduurriinngg  tthhee  sscchhooooll  ddaayy,,  aafftteerr  tthhee  ppoolliiccee//rreessccuuee  ppeerrssoonnnneell  hhaavvee  aalllloowweedd  tthhee  

ssttuuddeennttss  ttoo  lleeaavvee  tthhee  sscceennee  ooff  tthhee  aacccciiddeenntt,,  aallll  ssttuuddeennttss  sshhoouulldd  bbee  bbrroouugghhtt  ttoo  tthheeiirr  sscchhooooll..    TThheeyy  
sshhoouulldd  bbee  ddiirreecctteedd  ttoo  oonnee  llooccaattiioonn  aanndd  tthhee  sscchhooooll  nnuurrssee  sshhoouulldd  iinntteerrvviieeww//eexxaammiinnee  eeaacchh  ssttuuddeenntt..    
PPaarreennttss  ooff  eeaacchh  ssttuuddeenntt  sshhoouulldd  tthheenn  bbee  ccaalllleedd  aanndd  nnoottiiffiieedd  ooff  tthhee  aacccciiddeenntt  aanndd  tthhee  ccoonnddiittiioonn  ooff  tthheeiirr  
cchhiilldd..  

  
4. If the accident occurs as a bus is delivering students home from school, after the police/rescue 

personnel have allowed the students to leave the scene of the accident, all students should be 
brought to the nearest JD school.  They should be directed to one location and if a school nurse is 
available, (s)he should interview/examine each student.  If a nurse is not available, rescue 
personnel on the scene should examine each child and the administrator in charge should interview 
each student.  Parents of each student should then be called and notified of the accident and the 
condition of their child.  A bus will then deliver the students home.  If determined by the Director 
of Transportation and Principal, all students will be given Transportation Accident Notification 
Forms instead of notification by phone. 

  
  55..  IIff  tthhee  aacccciiddeenntt  ooccccuurrss  oonn  aa  ffiieelldd  ttrriipp  dduurriinngg  aann  eevveenniinngg  oorr  wweeeekkeenndd,,  tthhee  ssttaaffff  ppeerrssoonn((ss))    
    ((cchhaappeerroonnee,,  ccooaacchh))  oonn  tthhee  bbuuss  wwiillll  iinntteerrvviieeww  eeaacchh  ssttuuddeenntt..    TThhaatt  ssttaaffff  ppeerrssoonn  aanndd  tthhee    
    rreepprreesseennttaattiivvee  ooff  tthhee  ttrraannssppoorrttaattiioonn  ddeeppaarrttmmeenntt  wwiillll  ddeevveelloopp  tthhee  ssttrraatteeggyy  ttoo  nnoottiiffyy    
    tthhee  ppaarreennttss  ooff  eeaacchh  ssttuuddeennttss..  
  
BB..  EEmmeerrggeennccyy  DDrriillllss  oonn  BBuusseess  
  
  11..  TThhee  ddrriillllss  oonn  sscchhooooll  bbuusseess  rreeqquuiirreedd  bbyy  SSeeccttiioonn  33662233  ooff  tthhee  EEdduuccaattiioonn  LLaaww  sshhaallll  iinncclluuddee    
    pprraaccttiiccee  aanndd  iinnssttrruuccttiioonn  iinn  tthhee  llooccaattiioonn,,  uussee  aanndd  ooppeerraattiioonn  ooff  tthhee  eemmeerrggeennccyy  ddoooorr,,  ffiirree    
    eexxttiinngguuiisshheerrss,,  ffiirrsstt  aaiidd  eeqquuiippmmeenntt  aanndd  wwiinnddoowwss  aass  aa  mmeeaannss  ooff  eessccaappee  iinn  ccaassee  ooff  ffiirree  oorr    
    aacccciiddeenntt..    DDrriillllss  sshhaallll  aallssoo  iinncclluuddee  iinnssttrruuccttiioonn  iinn  ssaaffee  bbooaarrddiinngg  aanndd  eexxiittiinngg  pprroocceedduurreess    
    wwiitthh  ssppeecciiffiicc  eemmpphhaassiiss  oonn  wwhheenn  aanndd  hhooww  ttoo  aapppprrooaacchh,,  bbooaarrdd,,  ddiisseemmbbaarrkk  aanndd  mmoovvee    
    aawwaayy  ffrroomm  tthhee  bbuuss  aafftteerr  ddiisseemmbbaarrkkiinngg..    EEaacchh  ddrriillll  sshhaallll  eemmpphhaassiizzee  ssppeecciiffiicc  hhaazzaarrddss    
    eennccoouunntteerreedd  bbyy  cchhiillddrreenn  dduurriinngg  ssnnooww,,  iiccee,,  rraaiinn  aanndd  ootthheerr  iinncclleemmeenntt  wweeaatthheerr  iinncclluuddiinngg,,    
    bbuutt  nnoott  nneecceessssaarriillyy  lliimmiitteedd  ttoo,,  ppoooorr  ddrriivveerr  vviissiibbiilliittyy,,  rreedduucceedd  vveehhiiccuullaarr  ccoonnttrrooll,,  aanndd    
    rreedduucceedd  hheeaarriinngg..    AAllll  ssuucchh  ddrriillllss  sshhaallll  iinncclluuddee  iinnssttrruuccttiioonn  iinn  tthhee  iimmppoorrttaannccee  ooff  oorrddeerrllyy    
    ccoonndduucctt  bbyy  aallll  sscchhooooll  bbuuss  ppaasssseennggeerrss  wwiitthh  ssppeecciiffiicc  eemmpphhaassiiss  ggiivveenn  ttoo  ssttuuddeenntt  ddiisscciipplliinnee    
    rruulleess  aanndd  rreegguullaattiioonnss  pprroommuullggaatteedd  bbyy  tthhee  BBooaarrdd  ooff  EEdduuccaattiioonn..    PPuuppiillss  aatttteennddiinngg  ppuubblliicc    



    aanndd  nnoonn--ppuubblliicc  sscchhooooll  wwhhoo  ddoo  nnoott  ppaarrttiicciippaattee  iinn  tthhee  ddrriillllss  hheelldd  ppuurrssuuaanntt  ttoo  tthhiiss    
    ppaarraaggrraapphh  sshhaallll  aallssoo  bbee  pprroovviiddeedd  ddrriillllss  oonn  sscchhooooll  bbuusseess,,  oorr  aass  aann  aalltteerrnnaattiivvee,,  sshhaallll  bbee    
    pprroovviiddeedd  ccllaassssrroooomm  iinnssttrruuccttiioonn  ccoovveerriinngg  tthhee  ccoonntteenntt  ooff  ssuucchh  ddrriillllss..  
  
  22..  AA  mmiinniimmuumm  ooff  tthhrreeee  ssuucchh  ddrriillllss  sshhaallll  bbee  hheelldd  dduurriinngg  tthhee  sscchhooooll  yyeeaarr,,  tthhee  ffiirrsstt  ttoo  bbee    
    ccoonndduucctteedd  dduurriinngg  tthhee  ffiirrsstt  wweeeekk  ooff  tthhee  ffaallll  tteerrmm,,  tthhee  sseeccoonndd  bbeettwweeeenn  NNoovveemmbbeerr  11  aanndd    
    DDeecceemmbbeerr  3311  aanndd  tthhee  tthhiirrdd,,  bbeettwweeeenn  MMaarrcchh  11  aanndd  AApprriill  3300..  
  
  33..  NNoo  ddrriillllss  sshhaallll  bbee  ccoonndduucctteedd  wwhheenn  bbuusseess  aarree  oonn  rroouutteess..  
  
  44..  TThhee  sscchhooooll  aauutthhoorriittiieess  sshhaallll  cceerrttiiffyy  oonn  tthhee  aannnnuuaall  rreeppoorrtt  ttoo  tthhee  SSttaattee  EEdduuccaattiioonn    
    DDeeppaarrttmmeenntt  tthhaatt  tthheeiirr  ddiissttrriicctt  hhaass  ccoommpplliieedd  wwiitthh  tthhee  rreegguullaattiioonn..  
  
  
  

Emergency Notification 
 

 
Procedures for providing emergency notification of persons in parental relation to a student/students specifically in 
our building: 
 

 
General public:  contact superintendent of schools for release of information to radio, TV, website 
 
Individual victims:  Incident command person will determine who and how to contact 
 
NNoonn--vviiccttiimmss::    ssttuuddeennttss  aanndd  aadduullttss,,  aass  pprraaccttiiccaall,,  wwiillll  bbee  aabbllee  ttoo  uussee  cceellll  pphhoonneess  iinn  tthhee  ccoonnttrrooll  ooff  ppeerrssoonnnneell  iinn  tthhee  
bbuuiillddiinngg  cchhaaiinn  ooff  ccoommmmaanndd  
  
  
  
  
  
  

DESIGNATION OF AN EMERGENCY RESPONSE TEAM 
 
 
 

EMERGENCY RESPONSE TEAM 
 
 

The Emergency Response Team will guide the building in formulating and updating its emergency response plans 
and assist in conducting drills and other exercises to test components of the plans. 
 
The building principal will designate a building emergency response team comprised of school personnel, local law 
enforcement officials, and representatives from emergency response agencies. 
 
 

 



 
DESIGNATION OF OTHER APPROPRIATE INCIDENT RESPONSE 

TEAMS, AS WELL AS A POST-INCIDENT RESPONSE TEAM 
 
 
 
Crisis Response 
 
CRISIS ACTION PLAN 
 

 
When a crisis or tragedy occurs that impacts faculty and students the principal and superintendent should be 
notified.   The principal or assistant principal will determine what information will be given to staff members.   A 
phone tree (updated yearly and available in the main office) will notify all staff of an emergency meeting to discuss 
how the crisis/tragedy will be handled.  

 
The Crisis Response Team (CRT) will meet at a designated time to develop a specific plan for dealing with the 
crisis.   The CRT will decide what to say at the faculty meting.   They will prepare a statement for all staff and the 
media if necessary.   They will identify students and faculty who may need assistance and identify rooms that can be 
used.   They will also identify people to staff each support room. 
 



EESSTTAABBLLIISSHHMMEENNTT  OOFF  IINNTTEERRNNAALL  AANNDD  EEXXTTEERRNNAALL  
COMMUNICATION SYSTEMS IN EMERGENCIES 

AND 
DEFINITION OF THE CHAIN OF COMMAND IN A MANNER 

CONSISTENT WITH THE NATIONAL INTERAGENCY INCIDENT 
MANAGEMENT SYSTEM/INCIDENT COMMAND SYSTEM 

 
 
 

 
Duties of the Incident Commander: 
 
1. The incident commander shall be responsible for overall management of the incident either through single 

command or through unified command. 
 
2. General management duties of the incident commander/unified incident command include: 
 
a. Establishing objectives and overall management strategy associated with the incident. 

 
b. Determining mission priorities, strategy and tactics for coping with the incident. 

 
c. Mobilizing the necessary support resources. 

 
d. Establishing a command post in a safe/secure and accessible location within the outer perimeter. 

 
e. Designating various locations as staging areas, triage areas, landing zones, etc., in accordance with this  
 plan. 
  
f. Organizing, briefing, and assigning personnel 
 
g. Maintaining a chronological log of actions and events 

 
h. Demobilizing personnel and equipment utilized in the operation. 

 
i. Conducting a post-incident debriefing and critique of the operation. 
 
 
Duties of the Building Principal: 
 
1. All building principals shall review this plan and their building specific procedures with their staff at the 

beginning of the academic year or whenever procedural changes are made. 
 
2. The building principal remains with faculty and students to coordinate efforts and maintain order. 
 
33..  TThhee  pprriinncciippaall  sshhaallll  hhaavvee  tthhee  aauutthhoorriittyy  ttoo  aaddaapptt,,  aalltteerr,,  oorr  aabbaannddoonn  tthheessee  aaccttiioonnss  wwhheenn,,  iinn  hhiiss//hheerr  bbeesstt    

jjuuddggeemmeenntt,,  tthhee  ssaaffeettyy  ooff  tthhee  ssttuuddeennttss,,  ffaaccuullttyy,,  aanndd  ssttaaffff  mmaayy  bbee  bbeetttteerr  pprrootteecctteedd,,  oorr  wwhheenn  tthhee  nnaattuurree  ooff  tthhee  
eemmeerrggeennccyy  ddeemmaannddss  ootthheerr  aaccttiioonnss,,  bbaasseedd  uuppoonn  hhiiss//hheerr  aasssseessssmmeenntt  ooff  tthhee  ssiittuuaattiioonn  aatt  tthhaatt  ttiimmee..      IInn  ssuucchh  
ccaassee,,  tthhee  pprriinncciippaall  sshhaallll  ccoommmmuunniiccaattee  tthheessee  cchhaannggeess  ttoo  rreessppoonnddiinngg  eemmeerrggeennccyy  ppeerrssoonnnneell  aass  ssoooonn  aass  
ppoossssiibbllee..  



CCOOOORRDDIINNAATTIIOONN  OOFF  TTHHEE  SSCCHHOOOOLL  SSAAFFEETTYY  PPLLAANN  WWIITTHH  TTHHEE  
STATE-WIDE PLAN FOR DISASTER MENTAL HEALTH 

SERVICES TO ASSURE THAT THE SCHOOL HAS ACCESS TO 
FEDERAL, STATE AND LOCAL MENTAL HEALTH 

RESOURCES IN THE EVENT OF A VIOLENT INCIDENT 
 
 

Onondaga County Department of Mental Health Student  
Assistance Program Postvention Services 

 
 
Onondaga County mental health professionals supplement existing school personnel by providing on-site crisis 
intervention and supportive counseling to the students and school staff impacted by the incident.  Follow-up services 
identifying at-risk students and group counseling services are also provided.  Consultation is provided to the school 
districts, advising on the school’s responsibilities and tasks and appropriate action in specific circumstances. 
 
 

POSTVENTION OBJECTIVES 
 

A. STUDENT SUPPORT: 
 
• Counsel students individually, or in small groups, determined by the needs of the students. 

 
• Providing mental health or suicide assessments when needed  

 
• Contacting parents when indicated 

 
• Referring students who need ongoing support to the crisis manager in the school or other designated 

person 
 

• Providing outreach to students who are isolating in the hallways or other areas who do not come to a 
designated counseling area 

 
• Evaluating students who are referred by concerned staff, administration, family members or peers 

 
B. STAFF SUPPORT: 
 

• Counseling staff individually or in small groups, determined by the needs of the staff 
 

• Providing a counselor to be present in classrooms when requested by school staff 
 
• Aiding in the establishment of a support group when asked 

 
C. ADMINISTRATIVE SUPPORT: 
 

• Consultation with school administrations and student support team members on issues as variable as 
general postvention procedures as well as issues more specific to the occurring situation, such as 
memorializations 

 
• Help formulate the statement read to faculty and/students identifying the crisis 

 
• Other administrative support, as needed or requested 



  
PROCEDURES FOR REVIEW AND FOR CONDUCTING DRILLS 

AND OTHER EXERCISES TO TEST COMPONENTS OF THE  
EMERGENCY RESPONSE  PLAN 

  
  

TTRRAAIINNIINNGG  EEXXEERRCCIISSEESS  AANNDD  DDRRIILLLLSS  
  
  
TTrraaiinniinngg  pprrooggrraammss  ccaann  eennhhaannccee  oovveerraallll  sscchhooooll  eemmeerrggeennccyy  pprreeppaarreeddnneessss  bbyy  pprreesseennttiinngg  iiddeeaass  aanndd  rreessppoonnssee  tteecchhnniiqquueess  
ccoonnssiisstteenntt  wwiitthh  eemmeerrggeennccyy  ppllaannss..    EEvveerryyoonnee  wwhhoo  hhaass  bbeeeenn  aassssiiggnneedd  aa  ppoossiittiioonn  oorr  aarreeaa  ooff  rreessppoonnssiibbiilliittyy  iinn  tthhee  ppllaann  
sshhoouulldd  hhaavvee  aapppprroopprriiaattee  ttrraaiinniinngg..    TThhiiss  aapppplliieess  ttoo  bbootthh  ssttaaffff  aanndd  ssttuuddeennttss..  
  
TTrraaiinniinngg  ccaann  eennttaaiill  sshhoorrtt  bbrriieeffiinnggss  oorr  pprreesseennttaattiioonnss  rreellaatteedd  ttoo  aannyy  aassppeecctt  ooff  pprreeppaarreeddnneessss..    TThhee  ttrraaiinniinngg  sshhoouulldd  
ccoonnvveeyy  tthhee  iimmppoorrttaannccee  ooff  eevveerryyoonnee’’ss  rroollee  iinn  iimmpplleemmeennttiinngg  aann  eeffffeeccttiivvee  sscchhooooll  eemmeerrggeennccyy  rreessppoonnssee..  
  
TTrraaiinniinngg  wwiillll  bbee::  
  
  11..  pprroovviiddeedd  ffoorr  sscchhooooll  ssttaaffff  wwhhoo  hhaavvee  bbeeeenn  aassssiiggnneedd  ssppeecciiffiicc  rroolleess  aanndd  aarreeaass  ooff  rreessppoonnssiibbiilliittiieess  iinn  tthhee  

EEmmeerrggeennccyy  PPllaann;;  
  
  22..  ccoonndduucctteedd  aannnnuuaallllyy  ttoo  iinnssuurree  sscchhooooll  ssttaaffff  aanndd  ssttuuddeennttss  uunnddeerrssttaanndd  eemmeerrggeennccyy    
    pprroocceedduurreess  aanndd  iinncclluuddee  aannyy  cchhaannggeess  ttoo  sscchhooooll  ppllaannss;;  
  
  33..  ccoooorrddiinnaatteedd  wwiitthh  llooccaall  eemmeerrggeennccyy  sseerrvviicceess  pprroovviiddeerrss  ttoo  rreecceeiivvee  iinnffoorrmmaattiioonn  oonn  ppoolliicciieess    
    aanndd  pprroocceedduurreess  ffrroomm  tthhee  eemmeerrggeennccyy  sseerrvviicceess  ccoommmmuunniittyy..  
  
AA  ssppeecciiffiicc  ffoorrmm  ooff  ttrraaiinniinngg  iiss  eemmeerrggeennccyy  ssiimmuullaattiioonnss..    TThhee  sscchhooooll  ddiissttrriicctt  wwiillll,,  iinn  ccooooppeerraattiioonn  wwiitthh  llooccaall  eemmeerrggeennccyy  
mmaannaaggeemmeenntt  ooffffiicciiaallss  ccoonndduucctt  oonnee  aannnnuuaall  eexxeerrcciissee  oorr  ddrriillll  ttoo  tteesstt  tthhee  eemmeerrggeennccyy  ppllaann..    TThheessee  eexxeerrcciisseess  mmuusstt  
ssppeecciiffiiccaallllyy  tteesstt  sshheelltteerriinngg  aanndd  eeaarrllyy  ddiissmmiissssaall,,  aass  wweellll  aass  tthhee  ccoommmmuunniiccaattiioonnss  aanndd  ttrraannssppoorrttaattiioonn  ssyysstteemmss  ttoo  bbee  uusseedd  
iinn  eemmeerrggeenncciieess..    PPeerriiooddiicc  eexxeerrcciisseess  aanndd  ddrriillllss  wwiillll  aallssoo  eennssuurree  tthhee  sscchhooooll  ssttaaffff’’ss  aabbiilliittyy  ttoo  eeffffeeccttiivveellyy  rreessppoonndd  ttoo  
eemmeerrggeenncciieess  aanndd  rreevveeaall  sshhoorrttccoommiinnggss  iinn  tthhee  eemmeerrggeennccyy  ppllaann..  
  
  

DDRRIILLLLSS  
  
AAtt  lleeaasstt  oonnccee  eevveerryy  sscchhooooll  yyeeaarr,,  tthhee  sscchhooooll  ddiissttrriicctt  wwiillll  ccoonndduucctt  aa  tteesstt  ooff  iittss  eemmeerrggeennccyy  ppllaann  ffoorr  sshheelltteerriinngg  aanndd  eeaarrllyy  
ddiissmmiissssaall..    SSuucchh  ddrriillllss  wwiillll  nnoott  ooccccuurr  mmoorree  tthhaann  ffiifftteeeenn  ((1155))  mmiinnuutteess  eeaarrlliieerr  tthhaann  nnoorrmmaall  ddiissmmiissssaall  ttiimmee..    
TTrraannssppoorrttaattiioonn  aanndd  ccoommmmuunniiccaattiioonn  pprroocceedduurreess  sshhaallll  bbee  iinncclluuddeedd  iinn  tthhee  tteesstt..    PPaarreennttss  oorr  gguuaarrddiiaannss  sshhaallll  bbee  nnoottiiffiieedd  iinn  
wwrriittiinngg  aatt  lleeaasstt  oonnee  wweeeekk  pprriioorr  ttoo  ssuucchh  ddrriillll..  
  
SShheelltteerriinngg  DDrriillll//CCooddee  CC::  
  
UUppoonn  nnoottiiffiiccaattiioonn  ooff  aann  iimmppeennddiinngg  aaccttuuaall  ssiittuuaattiioonn  oorr  ddrriillll,,  BBuuiillddiinngg  AAddmmiinniissttrraattoorrss  sshhaallll  ddiirreecctt  ppuuppiillss  aanndd  ssttaaffff  ttoo  
ddeessiiggnnaatteedd  aasssseemmbbllyy  aarreeaass  oorr  ttoo  rreemmaaiinn  iinn  ccllaassssrroooommss  aass  aapppprroopprriiaattee..      AA  CCooddee  CC  ddrriillll  wwiillll  bbee  ccoonndduucctteedd  aatt  lleeaasstt  oonnee  
ttiimmee  eeaacchh  sseemmeesstteerr..  
  
EEmmeerrggeennccyy  MMaannaaggeemmeenntt  DDrriillll::  
  
SSttuuddeennttss  wwiillll  aasssseemmbbllee  iinn  tthhee  aarreeaass  ddeessiiggnnaatteedd  iinn  tthhee  SSHHEELLTTEERR  PPLLAANN..    TThheeyy  wwiillll  ssttaayy  tthheerree  uunnttiill  tthheeiirr  aassssiiggnneedd  bbuuss  
aarrrriivveess..      SSttaaffff  ppeerrssoonnnneell  iinn  tthhee  aasssseemmbbllyy  aarreeaa  wwiillll  ssuuppeerrvviissee  ssttuuddeennttss  iinn  aassssiiggnneedd  aarreeaass..      SSttuuddeennttss  wwiillll  bbee  rreelleeaasseedd  ttoo  
tthheeiirr  aassssiiggnneedd  bbuusseess  wwhheenn  ssuucchh  bbuusseess  aarree  aannnnoouunncceedd  aass  aavvaaiillaabbllee..    NNoorrmmaall  bbuuss  sscchheedduulleess  wwiillll  bbee  ffoolllloowweedd  ffoorr  tthhee  
EEAARRLLYY  DDIISSMMIISSSSAALL  PPLLAANN,,  bbuutt  mmoovveedd  uupp  ffoorr  eemmeerrggeennccyy  iimmmmeeddiiaatteellyy  aafftteerr  tthhee  ddeecciissiioonn  iiss  mmaaddee  ffoorr  aann  eeaarrllyy  
ddiissmmiissssaall..  



 
 

STAY IN PLACE/SHELTERING PROCEDURE 
 

 
A Stay in Place/Sheltering Procedure is called when leaving the facility would endanger the health and safety of the 
children/staff.  An instruction to shelter students and staff will require assurance that all staff and students remain 
inside school buildings.  The procedure may involve some or all of the children depending on the nature and 
location of the emergency.  During sheltering for certain types of air pollution problems, chemical spills or 
radiological emergencies, windows should be closed and ventilation systems should be shut down.  Radiological 
emergencies or hazardous chemical spills can pollute food and water supplies.  In such cases, ingestion of food and 
water should be prohibited until school officials receive authorization and instruction from appropriate health 
officials. 
 
In the event the Superintendent of Schools advises the building administrator to have students/staff stay in place, the 
following procedures will commence: 
1. The building administrator will apprise the teaching staff, the school nurse, the custodial staff and the 

cafeteria staff. 
 
2. Upon notification/occurrence of an emergency situation or execution of a drill, the building administrator 

shall instruct students and staff to report to *designated shelter areas or to remain in classrooms as 
appropriate. 

 
 
 

EARLY DISMISSAL 
 
 

An early dismissal is announced in the event of a system failure such as heating/plumbing/electrical failure that 
renders the building unsuitable for instructional purposes.  Early dismissal may be a viable option for other 
emergency situations as decided by the Superintendent.  The Transportation Department will be notified when and 
where to send buses.  Early dismissal will follow normal dismissal procedures unless situation warrants otherwise.  
Alternate dismissal procedures and/or loading areas will be selected by the building principal or designee, as the 
emergency dictates. 
 
•“Emergency Situation Cards” will be sent out to all elementary parents at the beginning of each school year to 
obtain the following: 
 
 1. Permission to send child home early in the event of emergency. 
 
 2. Any conflict of scheduling that may arise for working parents. 
 
 3. Name and telephone number of employer(s) at which to contact parents in the event of early 

dismissal. 
  
 4. Alternate plans for the child’s welfare if neither parent can be informed of early  
  dismissal. 
 
 5. Special students’ needs identified and appropriately planned for. 
 
 
• Each building nurse will maintain a copy of the Emergency Situation Cards for each student. 

  
  



FFiirree  DDrriillllss  
 
 

1) Legal Requirements 
 

Instruction and training in fire drills must be provided in all public and private schools.  These fire drills 
must be held between September 1 and December 1 of each year.  Two additional drills during summer 
school must be held in buildings where summer school is conducted. One of these must be held during the 
first week of summer school.  Students also must be instructed at one of the drills about procedures to be 
followed if a fire occurs during a lunch period. 
 
Every school year, three fire drills must also be held on each school bus, and include, for example, practice 
and instruction in the location of and operation of the emergency door, fire extinguishers, first aid 
equipment, and windows as a means of escape in case of fire or accident. 
 
At least one-third of the drills shall make use of the fire escapes on buildings.  Moreover, fire drills must be 
conducted during construction projects to familiarize students and staff with temporary exits and revised 
emergency procedures whenever temporary exits and revised emergency procedures exist. 
 
In addition, instruction in fire and arson prevention must be given to all students for at least 45 minutes in 
each month school is in session.  The course of instruction must relate to the protection of life and property 
against loss or damage as a result of criminally initiated or other preventable fires.  The course must also 
include materials to educate children on the dangers of falsely reporting a criminal incident or impending 
explosion or fire emergency involving danger to life or property or impending catastrophe. 

 
 
 

SCHOOL CANCELLATION 
 
 
School cancellation could be announced in the event of prolonged system failures, severe weather, or other 
conditions that cause a return to school to be unsafe as decided by the Superintendent.  School cancellation will 
follow the same procedures as in the case of snow days/severe weather using the media, i.e. local radio stations. 
 
 
 
 
 



 

PPOOLLIICCIIEESS  AANNDD  PPRROOCCEEDDUURREESS  FFOORR  SSEECCUURRIINNGG  AANNDD  
RESTRICTING ACCESS TO THE CRIME  SCENE IN ORDER TO 

PRESERVE EVIDENCE IN CASES OF VIOLENT CRIMES ON 
SCHOOL PROPERTY 

 
 
 
 
 
 
  


