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INTRODUCTION

EMERGENCY PLAN

	Central High School


PURPOSE

The Emergency Plan will provide basic guidelines are procedures to be followed in the event of an emergency.  All staff will be familiar with the plan and their individual responsibilities in the event of an emergency.

The Emergency Plan will be updated, reviewed, and revised annually.

CRISIS/CRITICAL INCIDENTS

A crisis is defined as any emergency situation, which severely impacts the normal operation of the school.  A crisis can be initiated as the result of a threat/action such as a bomb threat, hostage/barricade, accident etc., or a natural disaster.  In any such situation, administration and staff must be prepared to ensure the safety and care of the students, staff, and visitors.

CHAIN OF COMMAND

In the event of any emergency the principal will be the primary administrator responsible for:

· Directing/supporting the facilitation of the emergency response

· Communicating with the media

In the event of an emergency, the following is the chain of command for School:

1. Principal:   Fletcher James III

2. Second in Command:  AP Cathleen Rozanski
3. Third in Command:  IC Ray Williams
4. Fourth in Command: AP Phalena Washington
5. Fifth in Command: AP George Covington
6. Sixth in Command: Deputy Fulton
7. Seventh in Command: IC Victor Graves

8. Eighth in Command: 

Upon the arrival of emergency public safety personnel, the principal will relinquish control of the situation to the appropriate authority and serve as a resource.

To ensure leadership and direction in the event that the principal is not available the following Central Office personnel, upon arrival on the scene, will assume the principal’s duties from the designees listed above:

Executive Director:  Ms. Monica Goldson
Director of Security Services:  Emory Waters
EMERGENCY RESPONSE TEAM

The following school based staff are members of the Emergency Response Team:

	Name
	Title
	CPR 

Yes/No
	Emergency Training

Yes/No
	Location

	1.  Cathleen Rozanski
	AP
	No
	Yes
	Orange Hallway

	2.  Ray Williams
	I/C
	Yes
	Yes
	Security

	3.  Deputy Fulton
	SRO
	Yes
	Yes
	Security

	4.  Phalena Washington
	AP
	No
	Yes
	Front Office

	5. George Covington
	AP
	No
	No
	114

	6. Victor Graves
	IC
	Yes
	Yes
	Security


In the event of an emergency, team members will put on their ORANGE/RED vests immediately.

OTHER INDIVIDUALS WITH CPR/FIRST AID EMERGENCY TRAINING

	Name
	Title
	Location
	Type of Training

	1.  Miller, Jackie
	Nurse
	Health Room
	Advanced

	2.  Banks, Howard
	Mediator
	204
	Basic

	3.  Crystal Eneas
	Health/PE
	Gymnasium
	Basic

	4.  Carlton Kennedy
	Health/PE
	Gymnasium
	Basic


COMMAND POST

In the event of an emergency, the following location will be used as the command post:

Interior

	Main Office
	(Primary)

	Assistant Principal Office Orange Hall
	(Alternative)


Exterior

	Softball Field
	(Primary)

	Football Field, southern end
	(Alternative)


The command post will be staffed by:

	Fletcher James III
	(Principal/Designee)

	Daryl Dent
	(Building Engineer)

	Crystal Jones
	(Registrar)

	N. Prevo/ R. Herring
	(Secretaries)

	A. Randolph / T. Woodridge/  

L. Jones
	(Secretaries)


DISTRIBUTION
The Emergency Plan will be submitted to the following initial responding agencies annually:

	District III -Major Summers/Capt. Davis
	County/Municipal Police (District Station)

	Station 8-Seat Pleasant Fire Dept.
	Fire (District Station)

	Monica Goldson
	HSC

	Director Emory Waters
	Security Services


EMERGENCY OPERATIONS AND CONTROL

SECURE THE BUILDING

Secure the building is used if the danger is outside the building (example, police activity near the school).

· Announce “Secure- the-Building” by P.A.

· No students allowed outside of building and temporaries (no P.E., recess, etc.).

· Staff members and students are free to move about inside buildings/temporaries.

· All building/temporary exterior doors are closed and locked.

· Persons in temporaries remain in locked temporaries.

· All staff will await further instructions.

· Notify Security Services (301-499-7000).

LOCKDOWN
Lockdown is used to describe enhanced security measures taken to protect against potentially violent intruders.  A –Lockdown indicates an emergency which requires that all areas of the building be secured.  The Bells will be turned off and remain off.

· Announce “Lockdown” by P.A.

· All staff will stay in classrooms or get to classrooms as quickly as possible, directing students into the closest classroom.  Staff will take roll.
· All staff will close classroom doors and building maintenance personnel will close exterior doors.

· Fire watch procedures will be initiated.

· All staff will await further instructions.

· Contact Security Services (301-499-7000)
REMAIN-IN-PLACE
Remain-in-Place is typically implemented at the request of public safety officials to limit impact on transportation infrastructure.  This response may be appropriate during large-scale events that require public safety entities to request limitations on vehicles and/or pedestrians.

· Normal end-of-day release will not occur until approved by competent authority.

· Staff members will monitor local media and messaging systems for updates.

· Contact Security Services (301-499-7000).

SHELTER-IN-PLACE
Shelter-in-Place procedures are used to temporarily separate people from a hazardous outdoor atmosphere, such as in a hazmat or WMD incident.
· Students and staff members moved into main building from temporaries, unless movement life-threatening due to outside environmental contamination.

· All windows and doors are closed, locked and sealed with towels and other materials that will hinder air flow.

· Elevators not used (elevator movement may pump outside air into building).

· Implement measures to shut down HVAC, exhaust and roof ventilators.

· No one allowed to enter the building until public safety officials arrive and give the “all clear”.

· Administrators will listen to local emergency management officials through media and emergency broadcast messages and follow directions of responding public safety officials. 
EMERGENCY NOTIFICATIONS

In the event of an emergency situation, the principal’s designee will immediately call 911 to initiate appropriate public safety response and will remain on the line.

Designee to:
 

· Call 911 (Stay on the line):  Deputy Fulton




· Call Security Services -- 301-499-7000: R. Williams




· Call Regional Office -- 301-636-8020:  A. Randolph

· Call Health Services – 301-749-4722:  Jackie Miller, Nurse

EMERGENCY CHECK LIST

	TASK
	RESPONSIBLE STAFF

	911 Called
	N. Prevo



	Appropriate code initiated
	R. Williams

	Notifications made


	R. Williams/Deputy Fulton

	Food Services, contact Director
	

	Emergency power/lighting
	D. Dent

	Emergency Response Team assembled
	C. Rozanski

	Special Needs/ESOL Procedures activated
	Burt/Cain

	Command post(s) established and staffed
	P. Washington

	Media Area staffed
	S. Arnold

	Parent Area Staffed
	D. Hogans; R. Herring

	Alternative site
	G. Covington

	Transportation needs

(if applicable)
	G. Covington

	Logical Support (if applicable)
	R. Williams


EMERGENCY PROCEDURES – SPECIFIC INCIDENTS

In the event of an emergency incident, the following guidelines/procedures will be initiated, as required:

BOMB THREAT

· Assess threat

· Refer to Administrative Procedure 6114.7 (Appendix)

BOMBING/EXPLOSION

· Call 911 – Call security services -- 301-499-7000

· Evacuate school – take roll at evacuation site

· Teacher/staff take roll at evacuation site

· Establish command post

· Activate Emergency Response Team

· Implement Emergency Plan

BUS/TRAFFIC ACCIDENTS

If the school is notified of a serious/fatal vehicle accident which impacts the school community:

· Notify Transportation -- 301-952-6570

· Call Security Services -- 301-499-7000

· Call Regional Office -- 301-636-8020

FIRE

· Activate Alarm

· Evacuate building according to Fire Drill Procedures

HAZARDOUS MATERIAL

· Call 911 – Call Security Services -- 301-499-7000

· Evacuate School 

· Teacher/staff take roll at evacuation site

· Establish command post

· Assemble Emergency Response Team

· Await Fire Department instructions

HOSTAGE/BARRICADE/ARMED SUBJECT

· Call 911 – Call Security Services -- 301-499-7000

· Initiate “Code Red”

· Refer to Administrative Procedure 6115 (Appendix)

KIDNAPPING/CHILD STEALING

· Verify incident

· Call 911 – Call Security Services -- 301-499-7000

· Refer to Administrative Procedure 6115 (Appendix)

DEATH ON CAMPUS

(Accidental, Homicide, Suicide, Natural)

· Call 911 – Call Security Services -- 301-499-7000

· Secure Area – Place Administrator/Security or assign staff member to area if possible.

· Remove students/staff from area

· Initiate “Code Blue”

· Await police/fire arrival

STUDENT DEMONSTRATION

· Call Security Services -- 301-499-7000

· Call Regional Office -- 301-636-8020

· Attempt to identify and negotiate with student leaders

· Refer to Administrative Procedure 10201 (Appendix)

RIOT ON CAMPUS

· Call 911 – Call Security Services -- 301-499-7000

· Make PA announcements– secure classrooms – take roll

· Await further instructions

SHOOTING (Off Campus)

· Call Security Services -- 301-499-7000

· Assess impact on school community

· Implement Crisis Intervention Plan, if necessary (Appendix)

WEATHER RELATED EMERGENCIES

(Hurricane, Tornado, Flooding, etc.)

· Return students to main building from recess, temporary buildings, buses, etc.

· Evacuate second floor classes to the lower floor, near interior walls, when possible.

· Notify staff to close windows and blinds, move students near interior walls away from exterior windows.

· Monitor News broadcasts.

SHOOTING (On Campus)
· Call 911 – Call Security Services – 301-499-7000

· Call Regional Office – 301-636-8020

· Initiate “Code Red”

· Secure area of shooting, if possible

· Place administrator/security or assigned staff at area, if possible
UTILITY EMERGENCY (Water/Sewer)

· Call Maintenance Director and Supervisor -- 301-952-6500

· Call Regional Office -- 301-636-8020

· Await instructions

GAS LEAK (If gas smell in building)

· Call 911 -- Fire Department

· Turn off bells

· Use PA announcement to evacuate school.  Do not touch electrical switches.

· All staff and students must be evacuated as far from the building as safely as possible

· Await Fire Department arrival

STAGING AREAS

Primary Site

	On-scene command post:  
	Main Office

	Student evacuation site:  
	(SEE APPENDICES FOR EVACUATION SITES)

	Media containment site:  
	Lower Parking Lot

	Parent site:  
	Lower Parking Lot

	Medical staging area:  
	Traffic Circle / Auditorium Parking Lot

	Bus dismissal site:  
	Traffic circle and entry road


Alternate Site

	On-scene command post:  
	Softball Field / Lower Parking Lot

	Student evacuation site:  
	(SEE APPENDICES FOR EVACUATION SITES)

	Media containment site:  
	Lower Parking Lot

	Parent site:  
	Lower Parking Lot and Cabin Branch Road

	Medical staging area:  
	Softball Field / South end of Football Field

	Bus dismissal site:  
	Cabin Branch Road


ACCOUNTABILITY

STUDENT RELEASE PROCEDURES DURING EMERGENCY

· Students may be released only to a parent, legal guardian, or registered daycare provider

· Parent/guardian must sign a release form or roster for each student (see appendix)

· Release forms will be distributed at evacuation site

In any emergency, accountability of all students, staff, and visitors is critical.  In the event of an emergency the following accountability tasks will be accomplished at the evacuation site.  Rosters will be taken to the command post (rosters and kits are to be up-dated quarterly).

	
	TASK


	STAFF MEMBER

	
	Student/Staff rosters
	Ms. Prevo / Ms. Herring

	
	Bus routes/rosters
	Mr. Covington/Mrs. Randolph 

	
	School phone directory
	Ms. Prevo / Mr. Sugar/ Ms. Herring

	
	Site plan – floor plan
	Bldg. Super Mr. Dent

	
	Emergency kits
	Maintained by emergency team members

	
	Building keys
	Bldg. Supervisor- Mr. Dent


SPECIAL NEEDS STUDENTS

It is critical the emergency procedures and information include special needs students and staff.  The following staff will ensure special needs students and aides are familiar with emergency procedures and ensure that the procedures are implemented in an emergency.

	Visually impaired:
	CRI Staff

	Hearing impaired:
	CRI Staff

	Physically impaired:
	CRI Staff


	Special Needs Student Coordinator:
	Mr. Burt


EMERGENCY KITS

Emergency kits will be maintained and up-dated quarterly, and will include the following items as a minimum:

	   X
	Cellular telephone w/ principal

	   X
	Emergency team lists

	   X
	Parent directory by student

	   X
	Bus routes and numbers

	   X
	Pads, paper, pens, pencils, markers and masking tape

	   X
	Flashlight/batteries

	   X 
	Board of Education Telephone Directory

	   X
	Staff Telephone Directory

	   X
	Floor plans

	
	Agreements with off-site facilities

	
	Bullhorn (if available) in vault

	   X 
	Crisis Intervention Plan

	   X 
	Vests to identify Emergency Team

	   X
	Release Forms


MEDICAL KITS

Medical kits will be stocked and maintained by the school’s individual health professional, which will satisfy the needs of the student and staff population, and will be up-dated quarterly.

Student/staff medications must be maintained in a transportation container.

EMERGENCY PLAN MAINTENANCE (Checklist)

	   X
	Reviewed, revised, and updated
	

	
	
	Principal Signature and Date

	

	
	Semi-annual staff training
	

	
	
	Principal Signature and Date

	

	
	Substitutes
	

	
	· Will be familiarized with the Emergency Plan upon assignment

	
	
	

	
	Facility Users
	

	
	· Will be familiarized and comply with the Emergency Plan upon signing the Use of Facility Contract


	Organization
	Representative
	Date



	            HSC                                               
	      M. Goldson                 
	

	            Security                         
	      Director
	

	            CHS
	      C. Rozanski
	

	
	
	


	
	Agreements* with organization/facilities for use during emergency.


	Organization
	Representative
	Date



	
	
	

	
	
	

	
	
	

	
	
	


*Letters/agreements in the Index

POST INCIDENT PROCEDURES

	
	
	Date

	
	Staff debriefing
	

	
	Administrative debriefing
	

	
	Counseling/Crisis Intervention Plan implemented
	

	
	Parent debriefing
	

	
	May be a letter sent home with student
	

	
	Public safety debriefing/critique
	

	
	Appropriate reports filed
	


Samples in Appendices:

	
	Parent Letter

	
	Release Forms

	
	Press Release

	
	Rosters

	
	Emergency Bus Routes


TRAINING SCHEDULE

	Training Sessions
	Person Responsible
	Timeline



	Executive Council
	Director of Security
	Sept/Oct



	Regional Staff and Principals
	Director of Security

Planning Team
	Oct/Nov



	School Based Teams
	Principal
	Nov/Dec



	School Based Professionals & Support Staff
	Principal

School Based Team
	Dec/Jan



	New Employees and Substitutes
	Principal
	Quarterly



	All students

(As Appropriate)

     Fire Drill

     Evacuation Drill

     Code Drill

     Special Needs Drill
	Principal
	Monthly

Sept & Feb

Sept & Feb

Sept & Feb




Emergency Plans Addendum No. 1

CHEMICAL AND BIOLOGICAL THREATS

Purpose:  Since the 9-11-01 attacks, there has been a Heightened Security Awareness and the development of a Homeland Security Advisory System.  Also, there have been introduced and identified New Threats of Weapons of Mass Destruction (WMD’s).  These plans are intended to familiarize the Administration and Staff with the Homeland Security Advisory System, Definitions of Weapons of Mass Destruction, and the implementation of Shelter-in-Place  Emergency Plans in our schools and facilities in case of a Terrorist Attack.  

A. Homeland Security Advisory System – There are five (5) levels of Probability of a Terrorist Attack on the United States. The levels of probability are defined as;


Code RED - SEVERE - Severe Risk of Terrorist Attacks.

Code ORANGE - HIGH - High Risk of Terrorist Attacks.

Code YELLOW-ELEVATED-.Significant Risk of Terrorist Attacks.

Code BLUE - GUARDED-General Risk of Terrorist Attacks.

Code GREEN - LOW - Low Risk of Terrorist Attacks.

The level of the Advisory System is determined by the Director of Homeland Security and broadcasted via all available Media channels, i.e., Radio, T.V., Press.

B. Weapons of Mass Destruction – are classified as; 

Biological
Nuclear
Chemical
1. Biological Agents – three (3) classifications;

Bacteria and Rickettsia:

“Anthrax”
Viruses:

“Small Pox”
Toxins:

Botulinum

Biological Agents – Characteristics;
· Have delayed effects

· Undetectable by 5 senses

· More toxic than chemicals by weight

· Range of effects

· Does not penetrate unbroken skin

· Dissemination as an aerosol (inhalation threat)

Biological Agents – Routes of entry;
· Inhalation – Airborne

· Ingestion – Food or Water

· Dermal – Cuts or Abrasions in the Skin

Nuclear Agents – Most likely delivery device will be an Explosive Dispersion Device;



“Dirty Bomb”
Nuclear Agents – Routes of Entry;
· Inhalation – Airborne

· Ingestion – Food and Water

· Absorption through skin

Chemical Agents – Characteristics;
· Immediate to delayed response

· Usually detectable by senses

· Unusual odors/vapor clouds

Chemical Agents – Routes of Entry;
· Inhalation – Airborne

· Absorption through skin

Chemical Agents – Threats;
· Experts agree of the three (3) Weapons of Mass Destruction classes …preparation for a Chemical Attack will be a preparation for all WMD’s.
· Protect Against:

· Inhalation

· Skin Adsorption

2. Preparedness:

· For Threats of Exterior Chemical Exposure – SHELTER-IN-PLACE!
SHELTER-IN-PLACE;
· Another tool of your school’s Crisis Management Plan.

· A valuable protection tool to minimize the exposure of the threatened public to a dangerous chemical

· Shelter-in-place utilizes a structure and its indoor atmosphere to temporarily separate people from a hazardous outdoor atmosphere.

· People will still be in the endangered area, but will be more protected by the barrier created by the shelter and the short-term protection of its indoor atmosphere.

· For expedient protection from an external threat.

· Evacuation would place the children and staff into an external hazardous atmosphere.

HOW TO SHELTER-IN-PLACE:

· The notice to Shelter-in-place may come from:

· Public Safety Officials

· School Board Security or Administration

· Local staff who notices unusual odors/vapor clouds.

· Make the announcement over the PA to Shelter-in-Place.
· Have all staff and children proceed into the main building if outside or in temporary buildings.

· Close all doors and windows.

· Shut down the school’s Heating, Ventilation & Air Conditioning (HVAC) system, exhaust and roof ventilators.

· This will create a neutral pressure and help prevent outdoor air from entering the facility.

· Do not use elevators during a Shelter-in-Place event.  The use of elevators may help “pump” outside air into the facility.

· If possible, minimize the introduction of outside air by placing towels or other materials in front of exterior door thresholds, windows and supply vents.

· Separate any exposed people from the rest of the school population and have them decontaminate with soap and water.

· If possible, provide alternative clothing (PE clothes) for exposed people and bag contaminated clothing in sealed plastic bags.

· Place a sign on front door making notification of Shelter-in-Place Emergency and do not open door until public safety officials arrive.

· Listen to local emergency management officials by staying tuned to local media and emergency broadcast channels.
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