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INTRODUCTION

Providing an orderly plan for dealing with an emergency is part of the responsibility of school
officials for the management and overseeing of the District. Situations range from man-made

problems such as fires and bomb threats to nature-made blizzards or floods. Emergencies range
from highly dangerous, life-threatening situations to problems that are a mere inconvenience.

Through careful planning, however, the effects of an emergency are mitigated, property damage

is minimized and, most importantly, injury and death are avoided. Small problems remain small
and do not escalate into catastrophes. Finally, situations are addressed in a way that results in a

return to a safe school environment conducive to teaching and learning.

This manual is an aid to planning for contingencies. The word "contingency" is used here to

cover all situations ranging from a disaster such as a raging fire or severe flood to an annoying
problem such as a broken water line in a building. It is broader in meaning than either the words

"disaster" or "emergency." A contingency is a situation that occurs unexpectedly, has negative
consequences, and must be dealt with. The guiding principle for contingency planning is

protection of life first, then preservation of property, including restoration to normal activities.

When appropriate, mandates which influence planning and decision making are included.

While an emergency situation may require on-the-spot decisions to respond to fast-changing

developments during the emergency, there is a set of six procedures that are standard responses

to any emergency situation in schools. These six procedures are: Administer first aid, summon
expert help, follow the instructions of the expert, evacuate to a safe place, and take shelter inside

the building and early dismissal. Obviously, all six procedures will not work for every

emergency. Indeed, some of the procedures are part of the planned response to any school

emergency.

Let us define each of these six procedures:

Administering First Aid:

First aid is usually defined as treatment that will protect the life and comfort of the victim until

more expert help is secured.

Summoning Expert Help:

Clearly, in most emergency situations, the need for expert help is evident. Fires are fought by
firefighters, heart attack victims must be under proper medical care, etc.

Follow Instructions:

Once the expert help has arrived, those experts are usually "in charge." At that time, the

emergency procedure is to follow the instructions.

Evacuation to a Safe Place:

Many, but certainly not all, emergencies will require that the inhabitants of a building get out and
go somewhere else. Evacuating students from the school may mean only going outside, away
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from the building and waiting until the danger has passed. In some circumstances, however, the

nature of the emergency may demand that the students be transported and housed temporarily in

some other building.

Early Dismissal:

Similar to evacuation, early dismissal or "go home" is merely a procedure for getting students
out of the building and united with their families or with some responsible surrogates who have

been designated by the parents/guardians/caregivers to care for the child.

The time it takes to activate an evacuation and/or Early Dismissal Plan, of not only public
schools, but non-public schools is vital information in the coordination of emergency local,

county and state planning.

These plans need to be accessible in all buildings to the Building Administrator, secretary and
alternate persons who could take charge.

Take Shelter Inside the Building

This is the emergency response in situations where it is necessary to have students/staff remain in

their classrooms or work areas temporarily during an emergency or medical emergency until

things can be returned to normal or early dismissal can be arranged.

Definitions:

Trauma: means an emotional response to a deeply distressing or disturbing experience

such as, but not limited to, an act of violence, natural disaster, abuse, neglect, or loss.

Trauma-informed: means an understanding of trauma and how it affects the physical,
emotional, and mental health of students and adults.

Trauma-informed drills: means avoiding tactics in training or drills that may introduce or

activate trauma, such as the user of props, actors, simulations, or other tactics intended to

mimic a school shooting, incident of violence, or other emergency, or inclusion of

developmentally or age-inappropriate content. Drills may inadvertently prompt a negative

emotional or psychological response in staff or students because of previous exposure(s)
to trauma.

Page 4














































































































































































































































































