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DIRECTORY OF EMERGENCY TELEPHONE NUMBERS

EMERGENCY — 9-1-1
Phoenix Police Department ………………………………………………………... 602-495-5004
Phoenix Fire Department …………………………..….……….…….….………… 602-262-6297
Tempe Police Department...…................................................................................... 480-350-8311
Tempe Fire Department ……………………………………………………….…... 480-858-7200
Glendale Police Department ….................................................................................. 623-930-3000
Glendale Fire Department …….….….….….…….………………….….….…..….. 623-930-4400
Maricopa County Sheriff’s Office …......................................................................... 602-876-1011
Department of Public Safety (Highway Patrol) ….................................................... 602-223-2000
Federal Bureau of Investigation …............................................................................ 602-279-5511
Fire Department Alarm Room (for false alarm only) …........................................... 602-433-1271
Rural-Metro Ambulance …....................................................................................... 480-606-3886
COMMUNITY SUPPORT SERVICES
Poison Control …......................................................................................................1800-222-1222
Child Protective Services …................................................................................... 1-888-767-2445
EMPACT/Suicide Crisis Hotline …..........................................................................480-784-1514
Behavioral Health Crisis Line …............................................................................... 602-222-9444
Silent Witness (city wide) …..................................................................................... 602-261-8600
APS

(general to report outages) …......................................................................... 602-371-7171

Southwest Gas (to report gas leaks) ….....................................................................1877-860-6020
City of Phoenix Water Distribution Support Services (emergency leaks).......……. 602-261-8000
City of Glendale Water Department ......................................................................... 623-930-4100
City of Phoenix Fire Codes & Fire Prevention .........…............................................ 602-262-6771
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OFFICE CONTACTS
Main Operator ....................................................................................................... 602-454-1222
Business Services
Facility Manager – Muniyr Muhammad ..........................................267-750-9419
Educational Services
Principal – Samah Bkhaitan …………………………………………602-872-6480
Human Resources
Chair – Sr. Sekar Cortes ......................................………………......480-329-1328

WHAT IS THE A-TEAM?
Critical situations, those incidents that disrupt or have the potential to disrupt normal school
operations, are becoming more common as our community develops. It is vital that the
administration be aware of each of these incidents to provide support to the campus, respond to
questions from community members, or ensure the health/safety/welfare of our staff and
students.
Anytime a critical situation is occurring or developing, a brief email should be sent to A-Team
with information on the nature of the situation and current action being undertaken on campus.
The A-Team email group includes Grade 1 ~ 6 Homeroom Teachers, Department Chairs,
Division Leaders, Counselors, and Nurses. The expanded group should be used anytime a critical
situation is developing or when drills are being executed. It is vital that we are alerted to
situations which have altered normal school operations. Notify the A-Team when:
➢
➢
➢
➢
➢
➢
➢

Increased police activity in the area around the school
Allegations of a suspicious person or incident
During lockdown drill
A significant violent incident occurs on campus
Vandalism, break-ins or threats are discovered
Loss of electricity, water, or AC
Anytime normal operations are effected or could be affected by events
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RECOMMENDED SCHOOL EMERGENCY SUPPLY LIST
DESIGNATED ADMINISTRATION OFFICE
1. Additional extension cords
2. Flashlights
3. Batteries
4. Badges
a.

Crisis staff

b.

Visitors

c.

Wristbands / Triage Tags for injured

5. Clipboards with paper
6. Pencils and pens
7. Cellular phone
8. Two-way radios
9. Facilities Descriptions
a. Blue Prints
b. Water, Gas & Cable T.V. Shut Off locations
c. Electrical Control Box
10. Emergency plan notebook
11. Bottled water
12. CPR mask
13. Box of gloves (latex free)
14. Keys to all locks on campus
15. Neighborhood map/overhead site map/transportation pick up site map of options
16. First Aid Kit
HEALTH CENTER
1. First Aid Bag (per class)
2. Blood pressure cuffs
3. Stethoscope
4. Penlight
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5. Dressings
6. Ace Wraps
7. Slings
8. Gloves (latex free)
9. CPR mask
10. Blankets
11. Splints
12. Sterile Dressings
13. Tape
14. Cloth rags
15. Towels
16. Plastic bags for disposal
17. Bottled water
18. Wheelchair
19. Antiseptic (alcohol, peroxide swaps)
20. Student medication box and administration guidelines
21. Tylenol, Iburophen, Benedryl, Neosporin, burn cream
22. Goggles, tweezers
23. Small refrigerator for medicine
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CRISIS TEAM MEMBERS

Samah Bkhaitan ……………………………. Principal
Zayed Alsayed ………………………………. Safety Committee Chair
Khadidja Maouche …………………………. Nurse/Health Assistant
Muniyr Muhammad ……………………………… Facility Manager
Julia Hammond ……………………………... Montessori Director
Tammy Mai…….…….. ………………………..Counselor
Lama Zaino …………………………………. IT Department/ Office manager
Ahmad Hussain …………………………………… Security Guard
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PARENT NOTIFICATION

Parents will be given a review of the plan, specifically highlighting the responsibility of parents
and possible student pick-up locations in the event of an emergency. Parents will be given annual
notification of evacuation locations and information on the required quarterly lock-down drills.
Parents will also be invited to participate in planning, development and rehearsal of all Safe
School Plans. Plans should be available for public inspection in the school office, but not widely
distributed without approval.

PLAN REVIEW
This plan shall be revised before each school year. Each staff member will review this plan at the
beginning of each school year. Each guest teacher folder will contain a brief overview of the
emergency plan. Every member of the campus community – faculty, staff, volunteer, student –
should have a working knowledge of this plan so they can respond to any emergency or critical
event that may occur on campus.
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STATEMENT OF DUTIES
The expectation is for all staff members to remain at the scene of the crisis throughout the
duration of the procedures implemented, or until released by an administrator.
PRINCIPAL: Responsible for all pre-incident planning and preparedness for the school. In the
event of an emergency, they are the designated representatives who will assume overall direction
of disaster procedures at the school. The principal will follow directives and guidelines
established by the school to plan, communicate and assume overall direction of school
emergency procedures until local law enforcement or fire agencies assume command.

TEACHERS: Teachers will be responsible for the supervision of students. They will follow the
instructions and guidelines of the school plans, and the specific instructions from the principal.

MANAGER: Responsible for assisting the Principal in implementing the emergency procedures
at the school.

NURSE/HEALTH ASSISTANT: Responsible for providing temporarily medical assistance.

OFFICE STAFF: Responsible for assisting the A-Team to implement the emergency procedures
at the school.

COUNSELORS: Responsible for informing the students and handling their emotional distress if
applicable.

PARENTS/STUDENTS: Students should be aware of emergency procedures and follow the
directions of school personnel. Parents should assume full responsibility for the child’s
identification, supervision and protection when the student is dismissed from school as a result of
an emergency.
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ORGANIZATIONAL CHART
Principal or Designee
Directs steps/communication and stays in Incident Command Center
Works in conjunction with Police, Fire Personnel

Secretary
Implements Communication Directions

Manager
Stays in Incident Command Center; Provides technical guidance to police/fire officials
Checks Electrical/Maintenance; Conducts initial Damage Assessments
Assists with Relocation and Evacuation

Division Leader
Works with Control Center to Communicate with the Teachers
Each member of the Crisis Organizational Chart should know the location of, and have
access to, the intercom on in each classroom. In the event of a network outage, the intercom
may be the only open line of communication. Cell phones may or may not function,
depending on the type of event and law-enforcement procedures.

COMMUNICATION PROCEDURES
The person responsible for directing communication will always be the principal or designee
STAFF TO STAFF AND STAFF TO STUDENT COMMUNICATION
If the building systems are functioning, telephones, the intercom, e-mail and television
broadcasts will be used as appropriate.
If the building communication systems are not functioning, cellular phone will be used to call
outside and, if available, two-way radios will be used as needed.
If an evacuation occurs and the students and staff are contained on the campus grounds, twoway radios will be utilized to communicate from one station to the other. If the phones are out
and communication cannot occur, a cell phone will be used to communicate.
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PRIORITY ACTIONS
Steps to be taken in order of priority in any emergency situation
1. Provide for the safety and welfare of all concerned. Remain calm.
2. Determine the level of emergency by assessing the number and kind of injuries, property
damage and resources available or needed. Call 9-1-1 or non-emergency number for the local
police or fire department, if required. Be ready to tell dispatchers your phone number, the
address of the incident, specific details on the emergency, and any injuries.
Do not directly intervene in a crime in progress – observe and report only.
3. Administer first aid to the injured – if trained. Keep others calm.
4. Implement communication procedures. Notify the appropriate administrators via A-Team.
5. Be a good witness: Be aware of all aspects of a situation and be ready to discuss what you
observed with school or public-safety officials. Do not make any speculations, assign blame,
accept responsibility or comment to the media.
6. Evaluate the effectiveness of the emergency response following the incident. Follow up with
department and school administrators. Be prepared to complete a written report, if requested,
for the school or public-safety officials. Make personal notes immediately following any
emergency.
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ALARM SIGNALS FOR VARIOUS EMERGENCY CONDITIONS
Code words shall not be used
Lock Down (Situations may include Campus Disorder, Student Abduction/Hostage, Violent
Person/Intruder, Weapons, Drive-By Shooting) LOCK DOWN, COVER DOWN, QUIET
DOWN:
The following message will be read over the intercom by the principal or designee,
“Teachers & staff, we are now initiating the lockdown procedures. Please lock your door.
Teachers & staff, we are now initiating the lockdown procedures. Please lock your door.”
When the danger is over, the following message will be read over the intercom by the principal
or designee,
“Thank you, we are no longer in lockdown status. ACA will now resume our regular
schedule. Please unlock your door. ACA will now resume our regular schedule. Please
unlock your door.”
Building Evacuation (Situations may include short-term issues like an Explosion or Threat of
Explosion, Fire, Bomb Threat, Hazardous Material, Flood): The fire alarm will be activated
and the fire evacuation plan followed.
Building Evacuation/Close School/Shelter-in-Place (Situations may include long-term
problems like Hazardous Material, Flood, Fallen Aircraft, Storms, Utility Failure): The
announcement will be given over the intercom with specific directions to follow the plan for
this situation.
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SPECIFIC EMERGENCY SITUATION PROCEDURES
There are many types of emergency situations that could develop during the school day.
However, they all fall under one of these possible procedures would be implemented as a result
of the incident. These possible plans are as follows:
1) LOCKDOWN
Could include campus disorder, student abduction/hostage, violent person/intruder, weapons,
drive-by shooting, incident in surrounding neighborhood, could include hazardous material.
2) CAMPUS ALERT
Could include dangerous animal on campus/bees, suspicious neighborhood event, hazardous
weather or other event that does not require a halting of instruction and poses no direct,
immediate threat to staff or students. A campus alert should be used with caution.
3) EVACUATION OF CAMPUS BUILDINGS
Could include explosion or threat of explosion, fire, bomb threat, hazardous material, flood.
4) COMPLETE SCHOOL EVACUATION/CLOSE SCHOOL
Could include hazardous material, flood, fallen aircraft, storms, utility failure. May require
evacuation of the campus to a remote location.
5) OFF-CAMPUS EMERGENCY
Could include an incident during a field trip, police action, fire response or community
emergency.
6) SERIOUS INJURY ON CAMPUS
Could include potential for loss of life, limb or eye sight
7) SHELTER-IN-PLACE
Could include a hazardous materials or chemical event, or other catastrophic incident near or on
the campus that prevents students and staff from leaving for an extended period of time (3 hours
or longer).
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LOCKDOWN
1. The announcement over the intercom is made: “Teachers and staff, we are now initiating
the lockdown procedure. Please lock your door.” The campus should LOCK DOWN,
COVER DOWN, QUIET DOWN.
2. Teachers should lock their doors, cover the windows if possible, take note of who had left the
room prior to the incident and write down those names with intended destination (example –
Ahmed Ali left the classroom at 1:15 p.m. to use the restroom). The lights should be turned
off and students should sit on the floor, away from doors and windows. The goal is to make
staff and students “invisible.”
3. PE teacher will escort students to the nearest classroom-Music/Art classroom.
4. During a DRILL, teachers are not to allow students into the room once the doors have been
locked. Those students locked out of the classroom will be gathered by the Manager
sweeping the building and brought to a safe area. In an actual incident, teachers should take
extreme caution in allowing students to enter their room once the door has been locked, but
the primary consideration shall be the well being of students. However, a classroom of
students cannot be put at risk to provide shelter for one student. Campus “sweeps” should
not be conducted during most emergency lockdowns; campus administrators will use
discretion. Students should be trained where to go if locked out of a room (library,
bathrooms, far-end of field, anywhere they can hide).
5. Keep students in the classrooms until the specific announcement has been made over the
intercom. “Thank you, we are no longer in lockdown status. ACA will now resume our
regular schedule. Please unlock your door. ACA will now resume our regular schedule.
Please unlock your door.”
6. Teachers will be given further directives if more action needs to be taken.
7. Teachers will keep all emergency information with them by bringing the emergency
handbook.
8. An evaluation of the effectiveness of the plan will be administered to all staff following the
incident. After-incident care should be provided for all students and staff members who were
affected by the event.

When necessary, teachers have the authority for the safety of students
without waiting for directions from the principal or designee.
Common Sense should always prevail!
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CAMPUS ALERT
1. Announce over the intercom system: “We are now on Campus Alert, all students and
staff report to their assigned classrooms. We are now on Campus Alert, all students
and staff report to their assigned classrooms.”
1. Administration or campus Incident Commander notifies the A-Team.
2. Designated team locks all doors and gates and checks for sweeps for students if necessary.
3. Teachers check e-mail for details.
4. Teachers take attendance.
5. Everyone must report to the office via phone or e-mail. You must inform secretaries of your
location (if not in your own classroom), report all students are accounted for, or to report any
missing students.
6. P.E. teachers will escort students to the cafeteria or nearest classroom.
7. Keep students contained in the classroom until further notice.
8. Resume normal instruction.
9.

Keep students in class until the all clear signal is given: “We are no longer on Campus
Alert, repeat, we are no longer on Campus Alert.”
OR
PROCEED TO LOCKDOWN

When necessary, teachers have the authority for the safety of students
without waiting for directions from the principal or designee.
Common Sense should always prevail!
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BUILDING EVACUATION
The fire alarm will be activated.
1. Students will exit according to the emergency exit route map on the wall of the room they are
in. They will follow the directions of the teacher and go to the designated area for a building
evacuation. Teachers should know of alternative routes and evacuation locations to use, if
needed. The alternative route-Use the south gate at the field to evacuate; use the back parking
lot for dismissal.
2. In the event of a bomb threat, each teacher will report to the office for individual or unusual
packages or items that look out of place. Do not touch. Notify the office immediately if
such items are found.
3. The teacher will take their campus-designed emergency handbook with an up-to-date class
list; he or she will take attendance and notify the office if there are students missing with the
possible location of those students.
4. Students will remain under supervision of the teacher until the call is made for everyone to
reenter the building or until students are picked up by a parent or other legal guardian as
listed on the emergency card. Students can only be released to adults listed on the emergency
card and the office will page the students to be released.
5. Teachers will receive communication from their grade level/department chair who will be in
touch with the teacher liaison in the School Command Center.
6. If students are dismissed from the evacuation location, the office will check identification,
the student’s emergency card and sign the child out to the person who is authorized to pick
up. All other students will be kept at school/site until the authorized person picks up.
7. The secretary will post a written message on the ACA’s Internet and it will go out to each
family.
8. Office staff should be provided with a script to respond to inquiries and provide correct,
consistent information to parents.
9. An evaluation survey of the event will be given to all involved to make improvements for the
future.

When necessary, teachers have the authority for the safety of students
without waiting for directions from the principal or designee.
Common Sense should always prevail!
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Soft lock down
1. The announcement will be made Teachers and staff; we are now initiating the Soft lockdown
procedure.
2. Teachers will escort students to the designated area ( GYM) for evacuation and to take
attendance. The teacher will notify the School Command Center, either directly or through a
liaison, of any missing or injured students.
3. The teacher will remain with the students at all time and will receive communication from
Division leaders who will be in touch with the School Command Center.
4. Teachers will be responsible for releasing students to authorized adults (parent or emergency
card name) and will check identification and have the adult sign the release paper.
5. Teachers will keep all emergency information with them by bringing the emergency
handbook.
6. All staff will be asked to evaluate the procedure after the event for future improvements.

When necessary, teachers have the authority for the safety of students
without waiting for directions from the principal or designee.
Common Sense should always prevail!
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OFF-CAMPUS EMERGENCY
1. Teachers/sponsors gather students in a safe place and account for everyone.
2. Notify 911 for medical emergencies. If a student requires transport to a hospital, an adult
chaperone shall accompany the student while other chaperones remain with the group. At no
time shall students be left unsupervised.
3. Notify the school as soon as possible. If after normal working hours notify the school
principal or other administrator at home.
• What happened
• Are there injuries
• When did it happen
• Who is involved
• Where did it occur
• How can you be contacted (e.g., cellular phone, public phone, etc.)
5. The school will notify the A-Team.
6. The school will prepare and disseminate information.
7. Review the crisis intervention plan for future improvements.

When necessary, teachers have the authority for the safety of students
without waiting for directions from the principal or designee.
Common Sense should always prevail!
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Quick Reference

Emergency Response
1. Remain Calm.
2. Determine the seriousness of the situation.
3. Call 911 and secure everyone’s safety.
4. Notify Principal or designee, who will put the crisis plan into action.
5. Get assistance for victims.
6. Gather facts while maintaining confidentiality as appropriate.
7. Notify The A-Team.
8. Notify the families/siblings of the people involved.
9. Assemble the Crisis Team and plan procedure to follow.
(If evacuation, all Crisis Team Members will meet at the BREEZE WAY.
10. Remember not to talk with the media unless authorized.
11. Send informational letters home to parents if needed.

Quick Reference
Lockdown Procedures
1. Lock all interior/exterior doors and gates.
2. Cover windows, if possible.
3. Turn off lights.
4. Stay away from door and windows.
5. Cease instruction and maintain a calm, quiet environment.

Quick Reference
Off-Campus Emergency
1. Teachers gather students in safe place and account for everyone.
2. Notify school ASAP (after hours, call administration at home).
3. Give following information:
a. What happened?
b. Are there injuries?
c. When did it happen?
d. Who is involved?
e. Where did it occur?
f. How can you be contacted (i.e. cellular)?
4. Administrator to notify The A-Team.
5. Administrator, in coordination with district office, disseminates information.
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Emergency Response Protocol
ABDUCTION
WITNESSED
1. Call 911 and the A-Team.
2. Gather facts about the abduction and a description of the abductor from witnesses.
3. Notify parents.
4. Notify staff if possible, either through a meeting or memos – being cautious not to pass
on information to students.
5. Prepare a phone fact sheet and parent letter – these must be approved by the
administrator.
6. Provide counseling if needed.
7. If necessary, prepare classmates to be supportive when child returns to school.
8. Document all decisions and activities
9. Debrief with crisis team.

NOT WITNESSED
1. Verify that the child is missing. Conduct search of campus facilities.
2. Call 911 and the A-Team is child is not found on campus.
3. Notify parents.
4. Police or administration should question the child’s friends for information.
5. Follow steps 4-9 above.
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Emergency Response Protocol
AIRCRAFT EMERGENCY
Maintaining Safety
1.
The principal will determine which action, if any, should be implemented. Where
necessary, teachers will take immediate action for the safety of the students without
waiting for direction from the Principal.
2.

All students and staff will be kept at a safe distance allowing for possible explosion.

3.

Notify the Police and Fire departments by calling 911. Notify the A-Team.

Fallen Aircraft on the Building
1.
The teacher should instruct the students to drop to the floor and seek cover under desks or
tables (“drop and cover”). All students should immediately go under their desks, cover
their heads, and await the “all clear” signal from their teacher.
2.

When the noise from the aircraft crash stops, it is imperative that the building is
evacuated.

3.

Follow the Building Evacuation protocol, making sure students and staff do not go near
the aircraft (use alternate routes of evacuation if necessary).

4.

All students will be maintained at a safe distance. Any missing students should be
reported to the Principal at once.

Fallen Aircraft Near the Building
1.

The teacher should give the “drop and cover” signal. All students should immediately go
under their desks, cover their heads, and await the “all clear” signal from their teacher.

2.

Students in rooms adjacent to the fallen aircraft will be moved to a safe distance within
the school to prevent injury from possible explosions. All students outside at the time of
the crash should be relocated to a safe distance from the crash site, preferably to
somewhere inside the school building.

3.

A headcount should be made to ensure that no students are missing or injured by the
aircraft crash. Classes will continue, but outdoor activities will be suspended until the
scene is deemed safe by fire department officials.

4.

The Principal will confer with the Manager about evacuation of school. If necessary,
follow Evacuation of School Grounds protocol. Do not evacuate to another building
unless it has received an inspection by a qualified person.
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Emergency Response Protocol
BOMB THREAT
ALL BOMB THREATS SHOULD BE TAKEN SERIOUSLY
DO NOT USE ANY RADIO COMMUNICATION DEVICES
SUCH AS CELL PHONES OR WALKIE-TALKIES
WHICH MAY TRIGGER AN EXPLOSIVE DEVICE.

1. If possible, the person receiving the threat should alert another person to notify the
principal, call the A-Team, and call 911 as determined by administration.
2. The person receiving the threat should remain calm and document exactly what is said
using the Bomb Threat Reporting form.
3. As determined by administration, evacuate the building by sounding the fire alarm.
4. Students and staff should think this is a regular fire drill. The staging area should be a
minimum of 100 yards away from the buildings, if possible.
5. Attendance should be taken to ensure that no students are missing or injured.
6. A designee should ask staff if they noticed any unfamiliar objects in their rooms.
7. Once the building has been cleared by the Police and/or Fire Department, use the P.A.
system to notify staff to return to the building.
8. If necessary, prepare a phone fact sheet and parent letter – these must be approved by the
administrator.
9. Call staff together as soon as possible and inform them of the situation.
10. Provide counseling, if needed.
11. Document all decisions and activities
12. Debrief with crisis team.
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BOMB THREAT CHECKLIST
In the case of a bomb threat, BE CALM, patient, and do not be angry. LISTEN carefully and DO
NOT INTERRUPT the caller. Keep the caller talking as long as possible, ask the caller to repeat
the message, etc. Listen to the caller’s voice, background noise and language.
EXACT WORDING OF THE THREAT:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
ASK:
What is your name? _____________________________________________________________
What time is the bomb set to go off?________________________________________________
Where is the bomb located? _______________________________________________________
What does the bomb look like? ____________________________________________________
Why are you doing this? _________________________________________________________

EVALUATE THE VOICE OF THE CALLER:
_____Male

_____Accent, type______________

_____Female

_____Speech impediment

_____Child, approx age _____

_____Intoxicated

BACKGROUND NOISES:
_____Music

_____Conversation

_____Children

_____Machine noise

_____Airplanes

_____Other_________________

What line /phone number did the call come in on?___________________________________
Pay attention to caller ID and phone number listed:__________________________________

Call received by_______________________________ Date______________ Time________
25

Additional Notes:
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Emergency Response Protocol
BUILDING DAMAGE
1. As per administrative decision, initiate lockdown or evacuate students depending on the
situation.
2. Call the A-Team, Facilities, and 911 if necessary.
3. If evacuation is called, all students and staff should be kept at a safe distance.
4. Attendance should be taken to ensure that no students are missing or injured.
5. If administration or Police/Fire decides the building is sound and safe, return to building
and resume normal schedule.
6. If Police/Fire decide the building is NOT safe to reenter, call the A-Team and Facilities to
decide next steps to provide the best student care.
7. If necessary, prepare a phone fact sheet and parent letter – these must be approved by the
administrator.
8. Call staff together as soon as possible and inform them of the situation.
9. Provide counseling, if needed.
10. Document all decisions and activities
11. Debrief with crisis team.
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Emergency Response Protocol
DEATH
At School: Natural, Accident, Homicide, or Suicide
1. Call 911 for emergency assistance.
2. Call the A-Team.
3. Clear students from the area, or block off the area.
4. Notify parents, in consultation with Police/Fire officials.
5. Convene the school crisis team. Send someone to the hospital (if the person is
transported) to meet with the family and friends who may be there.
6. Alert counselors to assist if necessary.
7. If you know siblings, notify the administration and/or counselor.
8. Inform the staff and students as needed, memos may be sent to the teachers or crisis
counselors may visit classrooms to convey the information.
9. Prepare a fact sheet for telephone inquiries and a letter to inform parents about the death
– both must be approved by the administrator
10. Document all decisions and actions taken.
11. Permit students to leave only with parental permission. As always, check identification
and release students only to those indicated on the emergency cards.
12. Hold a faculty meeting as soon as possible to inform staff, allowing them to process
feelings and plan for the anticipated reactions of students.
13. Debrief with school crisis team and plan for follow-up counseling for students and staff.
14. Relay additional information (funeral arrangements, etc.) as it becomes available. As
always, respect the traditions of various cultures and wishes of the family.
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Emergency Response Protocol
EVACUATION
1. As determined by administration, either activate the fire alarm or announce over the PA
system: “Everyone must now evacuate the building. Everyone must now evacuate
the building. Please assemble according to fire drill procedures. Stay away from the
school buildings.”
2. Call the A-Team, and 911 if necessary.
3. Determine if the pre-planned route is usable; otherwise use alternate route.
4. Evacuate the most exposed or threatened people first, if not a full school evacuation.
5. Everyone should evacuate AWAY from the threatened area – THIS SHOULD BE
MENTIONED IN THE ANNOUNCEMENT.
6. Have support personnel available throughout campus to ensure proper procedures are
followed and evacuation is carried out as safely and as quickly as possible, staying away
from threatened area.
7. Teachers must account for all students.
8. Maintain open communication between support personnel and command area.
9. No one is to return to the building until the all clear announcement is made.
10. When safe, administration deemed will announce that all staff and students should return
to the building and resume normal schedules.
11. Teachers should account for all students once they have returned to their classrooms.
12. Document all decisions and actions.
13. Call the A-Team and notify them that the evacuation is over.
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Emergency Response Protocol
FIGHT/ASSAULT ON CAMPUS
1. A staff member near the situation should announce his/her presence and discourage further
action between combatants.
2. The students should be identified and reported or escorted to the office.
3. Provide medical attention and document injuries.
4. As determined by an administrator, if injuries are severe calls 911 and the A-Team.
5. Notify parents.
6. A school representative should remain with the injured and if necessary, accompany them to
the hospital if parents are not present.
7. Gather facts from witnesses.
8. Administrators will follow discipline protocol and dispense appropriate consequences.
9. Notify staff if necessary.
10. If necessary, prepare a phone fact sheet and parent letter – these must be approved by the
administrator.
11. Provide counseling if needed.
12. Document all decisions and activities
13. Debrief with crisis team.
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Emergency Response Protocol
FIRE
1. Sound the school fire alarm.
2. Call 911 and the A-Team (A-Team members will notify Facilities, Transportation, etc).
3. Evacuate students away from the fire.
4. If possible, turn off main gas valves. The manager will notify the utility company of a
break or suspected break in utilities.
5. Only small fires should be fought with a fire extinguisher.
6. Keep access road open for emergency vehicles.
7. Prepare a phone fact sheet and parent letter – these must be approved by the
administrator.
8. Document all decisions and actions taken.

AFTER THE FIRE
The building should be inspected prior to reentry. If it has been determined that the building is
safe, students and staff may do so in an orderly fashion.
If the building has been determined UNSAFE, call the A-Team and ask for support in contacting
parents for student pick-up. Please follow all student release procedures and check identification
and emergency card information, unless parent has given permission over the phone stating
otherwise.
Debrief with crisis team and provide counselor support for students and staff if necessary.
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Emergency Response Protocol
FLOODS AND FLOODING
1. As per administrative decision, call the A-Team and Facilities and secure the area. Call
911 if necessary.
2. If the building experiences minor flooding in a portion of the school, the affected
classrooms will evacuate to another part of the building, as determined by administration.
3. If evacuation is called, all students and staff should be kept at a safe distance.
4. Attendance should be taken to ensure that no students are missing or injured.
5. If administration or Police/Fire decide the building is sound and safe, return to building
and resume normal schedule.
6. If Police/Fire decide the building is NOT safe to re-enter, call A-Team and Facilities to
decide next steps to provide the best student care.
7. Facilities must be called to make sure water and environmental (mold) concerns are
addressed.
8. If necessary, prepare a phone fact sheet and parent letter – these must be approved by the
administrator.
9. Call staff together as soon as possible and inform them of the situation.
10. Document all decisions and activities.
11. Debrief with crisis team.
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Emergency Response Protocol
HAZARDOUS MATERIALS
Dangerous exposure to hazardous materials can come from sources both within and outside the
school. An accident within a science lab and a spillage of custodial cleaning materials are
examples of internal sources of hazardous material exposure. External sources can include
industrial spills, agricultural materials, or accidents involving commercial vehicles. Such
incidents can affect the school even when the contamination site is several miles away.

Internal Contamination Sources
1. Call the A-Team and Facilities.
2. Depending on the situation (students becoming ill), it may be necessary to call 911.
Furthermore, the Fire Department requests that 911 be called when there is a large
chemical spill (large volume of chemical, or material tracked across a large area) or when
a mixing of chemicals had occurred.
3. Evacuate the building.
4. The Manager should shut off HVAC (ventilation) systems.
5. Notify Facilities to coordinate clean up of the spill.
6. If necessary, prepare a phone fact sheet and parent letter – these must be approved by the
administrator.
7. Call staff together as soon as possible and inform them of the situation.
8. Document all decisions and activities.
9. Debrief with crisis team.

External Contamination Sources
Notification of external contamination sources may come from a variety of sources, including the
Police, Fire Department or broadcast news. If contacted by an external governmental agency, it
is best to coordinate the school response with that agency. Two course of action are likely:
evacuation and shelter in place
1. If it is unsafe to remain in the building (per Administration or First Responder decision),
evacuate the building.
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2. Do not return to the building until it is deemed safe by the Fire Department or other
agency.

Emergency Response Protocol
HOSTAGE SITUATION
1. Initiate lockdown.
2. Call 911 and the A-Team.
3. Assess situation and be ready to give documentation to first responders.
4. Have multiple copies of the building floor plans for Police.
5. Administrators should remain available to law enforcement and negotiators.
6. Once the situation has been defused and it is safe, cancel lockdown and resume normal
schedule.
7. If necessary, prepare a phone fact sheet and parent letter – these must be approved by the
administrator.
8. Call staff together as soon as possible and inform them of the situation.
9. Provide counseling if needed.
10. Document all decisions and activities.
11. Debrief with crisis team.

34

Emergency Response Protocol
INJURIES/ILLNESS
On Campus
1.

Call 911 for emergency assistance. Notify nurse/health assistant, if available.

2.

Assess injuries.

3.

Remove uninjured students from the accident site.

4.

Notify the A-Team.

5.

Notify parents of the nature and extent of their children’s injuries, and specify where their
children are located.

6.

Convene the crisis team, if necessary.

7.

Arrange for the counseling of witnesses and close friends of the injured.

8.

Notify siblings of the injured and counselors.

9.

Inform teachers and all students of the accident. Do not use public address system. Send a
memo or a member of the crisis team to the classrooms.

10.

Ask teachers to refer distressed students to the counselor.

11.

Provide accurate information to those answering the questions of other parents or the
community.

12.

Visit injured students at the hospital.

13.

Debrief with the crisis team.

14.

Log all activities and decisions.

Off Campus
1.

Verify information.

2.

Notify The A-Team.

3.

Notify the local school crisis team.

4.

Follow steps #8 through #14 under “On Campus.”
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Emergency Response Protocol
MOTOR VEHICLE / BUS ACCIDENTS
Do not move an accident victim unless absolutely necessary. Neck or spine injuries are common
in automotive and motorcycle accidents. Moving a victim could be fatal and can increase injury.
Wait for trained medical personnel to arrive on the scene UNLESS the vehicle is burning or there
is immediate danger. If fire or other danger exists, drag the injured victim out of danger.
1. Call the A-Team.
2. If it is safe to approach the vehicle or bus, reduce the chance of fire by turning off the
ignition.
3. Be alert for the smell of gasoline. If needed, have someone get a fire extinguisher.
4. If anyone complains of injury, call 911.
5. If necessary, assist the injured; ask them where they are hurt. Check to see if anyone is
not breathing and look for people with severe bleeding. Provide first aid as needed until
first responders arrive.
6. Direct traffic and all uninvolved people away from the accident.
7. Do not move a victim unless absolutely necessary! If needed, due to fire or imminent
danger, remove the victim from the scene. Do not remove the helmet of an injured
motorcyclist.
8. Search the area for victims who may have been thrown from the vehicle or bus.
9. For a bus incident, if safe, instruct all students to stay on the bus. There is less chance of
a second accident occurring if students are not wandering. If not safe, evacuate students
through the emergency exits and stay clear of all roadways.
10. For a bus accident, verify and account for all students.
11. If necessary, prepare a phone fact sheet and parent letter – these must be approved by the
administrator.
12. Call staff together as soon as possible and inform them of the situation.
13. Provide counseling if needed.
14. Document all decisions and activities.
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15. Debrief with crisis team.

Emergency Response Protocol
SHELTERING IN PLACE
Airborne toxic materials can move downwind so rapidly that there would be no time to evacuate
residents. For short-term releases, often the most prudent course of action for protection is to
remain inside with the doors and windows closed and the HVAC ventilation systems are shut off.
An airborne cloud will frequently move past quickly.
Sheltering in place may be a sensible course of action when the risks associated with an
evacuation are outweighed by the benefits of sheltering in place. In order for this to be effective,
the affected population is advised to follow the guidelines listed below:
1. Announce over the PA system: “We are now Sheltering in Place; We are now
Sheltering in Place”.
2. Call A-Team and Facilities.
3. Close all doors to the outside and lock all windows. Seal gaps under doorways with duct
tape, if possible, and sheets of plastic or other materials which may be available.
4. The Manager should set all HVAC ventilation systems to 100 percent re-circulation.
Where this is not possible, all ventilation systems should be turned OFF.
5. Seal any gaps around window type air conditioners, exhaust fume grills, exhaust fans,
range vents, dryer vents, etc. with tape and any type of sheeting (plastic, aluminum foil,
wax paper, etc). All rooms should be checked!
6. Close as many interior doors as possible.
7. If an outdoor explosion is possible, close drapes, curtains, and shades over windows.
Keep students away from windows if possible.
8. If you suspect that gas or vapor has entered your structure, hold a wet cloth or paper
towel over your nose and mouth.
9. Observe all students and staff for adverse reactions.
10. Render first aid as needed.
11. The secretary on staff should be listening to the Emergency Alert System Channel on the
radio or television for information regarding the incident (KTAR-AM 620).
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12. The civil emergency response personnel will decide when it is safe for you to leave or
evacuate the building; an announcement will be made on the PA system.

Emergency Response Protocol
SUICIDE ATTEMPT
At School
1. Call 911 for emergency assistance – DO NOT LEAVE PERSON ALONE.
2. Call the A-Team and notify parents.
3. Clear students from the area, or block off the area.
4. Convene the local school crisis team. Send someone to the hospital if the person is
transported to meet with the family and friends who may be there (unless a parent or
guardian is present).
5. Alert counselors.
6. Inform the staff and students as needed, memos may be sent to the teachers or crisis
counselors may visit classrooms to convey the information.
7. Prepare a fact sheet for telephone inquiries and a letter to inform parents about the
attempt – both must be approved by the administrator.
8. Document all decisions and actions taken.
9. Permit students to leave only with parental permission. As always, check identification
and release students only to those indicated on the emergency cards.
10. Hold a faculty meeting as soon as possible to inform staff, allowing them to process
feelings and plan for the anticipated reactions of students.
11. Debrief with school crisis team and plan for follow-up counseling for students and staff.
Off Campus
1. Verify information and call the A-Team; convene the school crisis team.
2. Hold a faculty meeting as soon as possible to inform staff.
3. Inform the students as needed, crisis counselors or administration may visit classrooms to
convey the information.
4. Prepare a fact sheet for telephone inquiries and a letter to inform parents about the
attempt – both must be approved by the administrator.
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5. Document all decisions and actions taken.

Emergency Response Protocol
DANGEROUS ANIMALS OR INSECTS
1. Do not approach the animals or insects.
2. Clear the area of all students and other personnel.
3. If necessary, call 911 and request Animal Control (or Police if appropriate). Never touch
a suspicious animal or insect. For non-emergency issues, notify Facilities.
4. Send any injured people to the nurse as needed. If injuries warrant further care, call 911
for an ambulance; call the A-Team and parents.
5. Depending on the severity of the incident, a letter may be sent to parents explaining the
situation. This letter must be approved by the administrator.
6. Document all decisions and actions taken.
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Emergency Response Protocol
SUSPICIOUS, DANGEROUS OR VIOLENT PERSON ON CAMPUS
1. Assess situation; if safe, ask for identification or reason for being on campus, if person
refuses to leave, call 911. If not safe to approach individual, call 911.
2. As per administrator’s determination, initiate lockdown.
3. Call the A-Team.
4. Once the person is under control or is off campus, cancel lockdown and resume normal
schedule.
5. Notify staff if necessary, or wait to meet with them after school.
6. If necessary, prepare a phone fact sheet and parent letter – these must be approved by the
administrator.
7. Provide counseling if needed.
8. Document all decisions and activities.
9. Debrief with crisis team.
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Emergency Response Protocol
TECHNICAL AND UTILITY FAILURES
1. Call the A-Team and Facilities. Use analog phone if necessary.
2. As per administrative decision and if necessary, call 911.
3. Plant Manager should check all utility shut off valves and ventilation systems.
4. If water is affected, Facilities must be contacted to make the necessary arrangements for
water usage and need.
5. For electricity or network outages, be prepared to use the campus analog phone, cellular
phones or other communication methods. Assistance may be requested through the
Dysart Communications Office to coordinate communications needs with local
Community Emergency Response Teams.
6. If electricity is affected, depending on administrative decision, contact the A-Team and
decide if the outage is severe enough to dismiss students early or close the school.
7. If necessary, prepare a phone fact sheet and parent letter – these must be approved by the
administrator.
8. Call staff together as soon as possible and inform them of the situation.
9. Document all decisions and activities.
10. Debrief with crisis team.
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Emergency Response Protocol
Earthquake
Earthquake Procedures Inside
1. DROP to the ground. For those students and staff who are physically unable to drop to
the ground, they should remain seated and cover their heads with their arms and hands.
2. COVER under or near desks, tables, or chairs in a kneeling or sitting position.
3. HOLD onto table or chair legs. Protect eyes from flying glass and debris by using your
arm to cover your eyes.
4. Remain in the DROP position until ground movement ends. Be prepared to DROP,
COVER, and HOLD during aftershocks.
5. School staff should check for injuries and assess the general safety of the room.
6. Report any hazards to the school A Team.

Earthquake Procedures Outside
1. Move away from overhead hazards such as power lines, trees, and buildings. DROP to
the ground and COVER the back of the neck with your hands.
2. Do not enter buildings until it is safe to do so.
3. School staff will check and report injuries.
4. Report any hazards to the school A Team.
5. Report to the School Administrators Office or pre-designated location as instructed.
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Medical emergency safety position

Safety Position during School lockdown
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POST CRISIS EVALUATION SHEET

Date of Crisis

Staff Member

Type of Crisis

Evaluation of Procedure

Recommendation for changes/improvements

What went well?
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EMERGENCY RELEASE OF STUDENTS
#

DATE

TIME

STUDENT'S NAME

RELEASE
SIGNATURE
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ID

STAFF SIGNATURE
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