PREFACE

A crisis is an immediate, time-limited, critical situation that creates an emotional impact and/or possible threat of danger for those involved.  When a crisis occurs, an overwhelming intensity of emotions may interfere with the ability to think clearly and make sound decisions.  

Understanding human response and being prepared to respond to a crisis with defined interventions and postventions, increases the safety and security of students and staff. This understanding and preparation also provides support in the aftermath to those who have been affected by the unexpected event.

This Critical Incident/Crisis Management Manual was prepared to assist schools in the planning and readiness activities needed before a crisis occurs. The manual contains the latest prevention, intervention and postvention research findings applicable to school settings, including information and materials from the National Association of School Psychologists (NASP) PREPaRE©curriculum.  The information included provides schools with a quick reference to the predetermined plan of action to follow when an emergency actually happens. Additionally, materials addressing human reaction to crises and postvention suggestions are included.

Edgecombe County Public Schools is grateful for the wide variety of material and resources available that were used to compile this manual.  Specific thanks go to personnel from Pitt County Schools and Cumberland County Schools who contributed a wealth of information on the topic of crisis management used in this manual.  

Contents of this manual were obtained from public domain material and may be reproduced.

Dr. Valerie Bridges
Superintendent
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EMERGENCY NOTIFICATION NETWORK

· Emergency Notification Network Flowchart

· ECPS Weather Tree

· District wide School Evacuation Sites 

ECPS DISTRICT CRISIS RESPONSE TEAM PHONE TREE
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ECPS WEATHER ALERT TREE

PRIOR TO EVENT – MEETING BETWEEN DAVID COKER, SUPERINTENDENT DR. V. BRIDGES, ASSOCIATE SUPERINTENDENT, ASSISTANT SUPERINTENDENT OF HR, DIRECTOR OF FINANCE 

& COMMUNICATIONS SPECIALIST

(WITH DAVID COKER COMMUNICATING WITH EDGECOMBE COUNTY EMERGENCY MANAGEMENT DIRECTOR, BUTCH BEACH, PRIOR TO MEETING)










                                                                                                        (VIA BLACKBOARD CONNECTED)


Procedures to Activate

         District-Wide Crisis Response Team

     1.
Principal/Designee will contact the Superintendent to request the District-wide Crisis Response Team.  The following types of information need to be provided by the principal or designee when requesting the District-wide Crisis Response Team:

A. Factual information regarding the event that has occurred:

1.
Particular issues, concerns that may be a factor in intervening;

2.
Extent of the classes, clubs, friends or other groups that may need to be worked with by team members;

3.
Siblings and the schools they attend, as they may also need the assistance of a team; and

4.
Location at the school for the crisis team to meet, such as the media center.

B.
A time for the team to meet with the principal or designee at the school to review plans prior to any intervention.

     2.
Following contact with the Superintendent, faculty and staff at the school have been notified of the situation that has occurred.

     3.
The Director of Student Support/Designee will convene the District wide Crisis Response Team, meet with the principal, and plan for the necessary intervention.

     4.   The District wide Crisis Response Team, upon arriving at the school, should first meet with the principal/designee to clarify goals and concerns for the day and plan for the necessary intervention. 

     5.  The Principal/Designee will coordinate team efforts at the school.  Duties include locating a   place for the team to work, assisting in determining how the team can be most effective (i.e., students, classes, clubs, etc. that should be an initial focus of intervention efforts) and preparing handouts for teachers.

CRISIS RESPONSE CHECKLIST FOR ADMINISTRATORS

 Checklist may be used as a guide to be used while working through a crisis event at your school.

1. Determine the facts surrounding the crisis event, the crisis level, and the potential impact. (See Fact Finding Questionnaire).  


2. Alert district administration:

Other schools likely to be affected by the crisis are notified.

Arrangements are made for additional district resources when necessary (e.g. law enforcement, support staff).

3. Inform front office staff of facts available for release.

4. Activate faculty phone tree.

5. Activate community volunteer’s phone tree, if necessary.

6. Identify medically trained personnel (ex. First-Responders), if needed.

7. Assemble and brief the local school crisis team and district-wide crisis team.  Request that team members carry out pre-planned responsibilities.

8. Designate rooms and space for counseling, media, and crisis coordination.  Additional space is needed to individually counsel students with more intense reactions.  Be cognizant of age differences within the school.  Younger students may require a setting separate from older students.

9. Determine method for notifying students (school-wide or individual class announcements).  The crisis response team may assist administrators in determining which method is best suited for the schools based on the age of the students, number of classes impacted, etc.

10. Assemble initial meeting(s) as soon as possible to brief faculty, crisis team members and community volunteers:

Distribute fact sheet if applicable 

Inform faculty when and how students will be notified.

Inform faculty where crisis counseling will be available.

Distribute suggestions for classroom activities.
If needed, designate individual to clean out student’s locker/desk.

(continued)

CRISIS RESPONSE CHECKLIST FOR ADMINISTRATORS
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10. Notify students.

11. Arrange for substitute teachers, if needed.

12. Identify family contact person to clarify factual information and liaison with the school, as needed. 

13. Write and send letter to parents if needed (see Sample Letters).                                         

14. Update crisis team and faculty throughout the school day.  It may be helpful to post a fact sheet in the teachers’ lounge and update as additional information becomes available.

15. Debrief with crisis team before they leave the school and with faculty at the end of the day. 

16. Discuss parent/community meetings, if needed.

17. Discuss memorial or remembrance.
FACT FINDING QUESTIONAIRE

1. What has happened?  _________________________________________________


___________________________________________________________________

2. When did the event occur?  _____________________________________________

3. Where did the event occur? ____________________________________________

4. Who is involved?  (Caution: Do not give out names of deceased or injured until the family has been notified.) _______________________________________________

___________________________________________________________________

5. What is being done by school and emergency personnel? _____________________

___________________________________________________________________

6. If students are to be released or excused early, what is the correct procedure?  ___________________________________________________________________

___________________________________________________________________

7. Will school be closed or classes held in another facility?  Where? _______________

___________________________________________________________________

8. Are any meetings planned for parents or community?  When?  Where? __________

___________________________________________________________________

9. What is being planned to help families affected by the crisis? __________________

___________________________________________________________________

General Information
A crisis can be defined as an intolerable situation, unstable condition, or sudden change that disrupts the normal operation of an individual, group, organization, or community and demands immediate attention and resolution.  School populations are often affected by crises that occur within the school as well as in the community at large.

Examples of some crisis/emergency situations are:

· Accident ( i.e. bus wreck)

· Illness (i.e. heart attack)

· Suicide

· Natural disaster/severe weather (i.e. tornado)

· Hostage situation

· Death (student or staff member)

· Violent student outburst (endangering self or others)

 
Faculty/staff are reminded that this plan is concerned with emergencies that require a more organized response and not the everyday occurrences with which we routinely see in a school setting.

Examples:

· A police report might be filed.

· The incident affects many students.

· Media attention is a possibility.

In an effort to be better prepared to respond to a crisis, should one occur, our Crisis Team has prepared the following guidelines: Crisis team members are Terry Hopkins, Chonell Shaw, Tony Suggs, Leshaun Jenkins, Linda Draughn, Sharon Bailey, Hillary Boutwell. 
1. In the event of a crisis/emergency and depending on its type, the Crisis Team will assemble in the main office to carry out assigned duties. The following emergency numbers will be posted by all telephones:  

Emergency


911                            

Central Services

641-2600                                                 

Poison Control Center
1-800-542-6319
2. Staff member placing the initial emergency call will inform agency of the staff member designated to meet responders.

3. The designated building entrance will depend on the location of the crisis/emergency.  Staff member designated to meet responders will direct emergency personnel to the location.

4. All decisions involving notifying emergency personnel, evacuation, etc. will be made by the principal/designee.

5. Failure to carry out assigned duties of this plan will result in a written reprimand that will be placed in the staff member’s personnel file and will be reflected in staff member’s performance evaluation.

Command Center:  The school’s Command Center will be the Conference Room located beside the Principal’s Office.  Police and Central Services’ personnel will be notified of an emergency immediately.  The alternate crisis center will be insert location.
Phone Tree:  The telephone numbers of all personnel are available for use in the Crisis Response Box.  

Counseling:  If necessary, Edgecombe County Public Schools’ District-Wide Crisis Team will be notified.  Counseling centers will be set up in the counselors’ offices. 
FAX:  FAX capabilities are available for official use.  The FAX machine is located in the office work room.  Tarboro High School’s  FAX number is (252) 823-0865.
Emergency Drills:  

Fire drills are conducted monthly during the school year.  Teachers should close classroom windows and doors, take roll books and grade books with them, and follow the evacuation routes posted in classrooms.

Tornado drills are conducted once per year minimally.  One long bell or an announcement will signal this drill.  Teachers will follow the plan posted in classrooms.
Visitor Management:
As visitors come to your school, please emphasize that all office staff clearly obtain essential information prior to buzzing visitors in.  This communication protocol should include requesting:

· Visitors Name

· Visitors Purpose for Visiting

· ID Check of Visitors

 Insert School Name 
Crisis Response Plan

I. Faculty/Staff:  Upon becoming aware of an emergency/crisis, staff members should notify office of the situation.

NOTIFICATION: Either use the classroom call button or have another adult call the office to notify the school secretary of the situation.  If the situation arises outside or if the person(s) in need would be left alone, use the walkie-talkie channel 3, or send one student to the office to notify the secretary.  The student would remain with the secretary until the situation is resolved.

1. Staff members currently certified in First Aid  

        are Jamie Willoughby, Jeff Craddock, Ricky Babb, Reggie Bess.
2. Staff members currently certified in CPR are Terry Hopkins, Leshaun Jenkins, Jamie Willoughby, Sharon Bailey, Pippa Bryant. 
3. Staff members currently certified in CPI (Nonviolent Crisis Intervention) are: Linda Draughn, Pippa Bryant.
Please inform Leshaun Jenkins if you become certified in CPR, First Aid, or CPI during the school year.  (Certification in CPR and First Aid lasts for two years.)
II. Secretary (Jacqueline Pearce)
Upon becoming aware of an emergency/ crisis, the secretary should:

1. Have the student who reported to the office remain until the principal or designee arrives.

2. Notify the principal or designee of the situation.

3. Wait for further notification from the principal/designee.

4. Copy telephone numbers from EMERGENCY INFORMATION FORM.

5. Call EMS, if directed by principal or designee and give important facts:

1. Location of emergency (directions to school)

2. Telephone number from which the call is being made

3. Caller’s name

4. Details of the emergency (i.e. circumstances surrounding the emergency, number of people injured, condition of victim(s), assistance being given to victim(s)

5. DO NOT HANG UP UNTIL AFTER THE DISPATCHER HANGS UP.
· Send a custodian to meet EMS.

· Notify Superintendent/Central Services if appropriate.

III. Principal/Designee

Upon becoming aware of an emergency/crisis, the principal or designee should:

A. Report to the emergency scene.

B. Direct needed action, including notifying office to have secretary telephone EMS and parents.

C. Remain at scene until emergency/crisis is over.

D. Make information available to staff, students and parents.

1. Staff (before/after school meetings)

2. Students (intercom, classroom visits)

3. Parents, if necessary (telephone, Connect-Ed, written letter)

E. Media information will be issued by Central Services only.

F. Carrying out unassigned duties of this plan will result in a written reprimand that will be placed in the staff member’s personnel file and will be reflected in staff member’s performance evaluation.

Exposure Control Plan

An Exposure Control Plan is an important step in removing or reducing employee exposure to blood and other possibly infectious materials.  It is the way in which an employer creates a system to protect its employees from infection.

1. Check with your doctor to see whether you need any boosters to keep your immunizations up to date.

2. OSHA requires that an employer make the hepatitis B vaccination series available to all employees (at no cost to the employee) who are exposed to blood or other body fluids on the job.  It also requires post exposure evaluation and follow-up to all employees who have an exposure incident.  To further ensure protection, the office has at least one Spill-Clean-up Kit.
PRECAUTIONS

1. Wear disposable gloves when it is possible you will contact blood or body fluids.  This may happen directly through contact with a victim or indirectly through contact with soiled clothing or other personal artifacts.

2. Remove gloves by turning them inside out, beginning at the wrist and peeling them off.  When removing the second glove, do not touch the soiled surfaces with your bare hand.  Hook the inside of the glove at the wrist and peel the glove off.

3. Discard gloves that are peeling, discolored, torn, or punctured.

4. Do not clean or reuse disposable gloves.

5. Avoid handling items such as pens, combs, or radios (yours or another person’s) when wearing soiled gloves.

6. Change gloves when you contact different victims.

7. Wear protective coverings such as a mask, eyewear, and gown whenever you are likely to contact blood or other body fluids that may splash.

8. Cover any cuts, scrapes, or skin irritations you may have with protective clothing and/or bandages.

9. Use disposable breathing masks.

10. Remove soiled protective clothing as soon as possible.

11. Clean and disinfect all equipment and work surfaces that may have been possibly soiled by blood or other body fluids.

12. Wash your hands thoroughly with soap and water immediately after providing care.  Use a utility or restroom sink, not one in the cafeteria.

13. Avoid eating, drinking, smoking, applying cosmetics or lip balm, handling contact lenses, and touching the mouth, nose or eyes in work areas where exposure to infectious materials may occur.

14. Place all disposable items that are contaminated and all soiled clothing in properly marked plastic bags for disposal or washing.  Contaminated (bloodied) items can be placed in a biohazard bag and disposed of in the trash as per the Director of Maintenance.
15. To disinfect equipment soiled with blood or body fluids, wash thoroughly with a solution of common household chlorine bleach and water.  Approximately ¼ cup of bleach per gallon of water is enough.  Surfaces, such as floors, must be cleaned of any soil you can see before using a bleach solution.
16. If you suspect you have been exposed to an infectious disease, wash any area (s) of contact as quickly as possible and report it to the school principal/designee.

DEATH ON CAMPUS

(NATURAL, ACCIDENT, HOMICIDE OR SUICIDE)
1. Principal/Designee will:

· Call (9) 9-1-1 and SRO (if on site) for immediate assistance.

· Inform the First Responder or School Nurse assigned to the building.

· Clear students and non-essential staff from the area.

· Hold bell and class change until situation stabilizes.

· Notify parent/guardian of deceased that there has been an emergency and direct them to the appropriate hospital.

· Notify the Superintendent and Public Information Officer.

· Notify counselors at schools in which siblings are enrolled.

· Inform staff and student body when appropriate.

· In collaboration with the Superintendent and the Public Information Officer, inform all parents by memo about the death, what the school is doing, and what reactions to expect from their child(ren) (see appendix).

· Hold a meeting as soon as possible to debrief faculty.

2. Public Information Officer will prepare a media statement and fact sheet for telephone inquiries.
DEATH OFF CAMPUS

(NATURAL, ACCIDENT, HOMICIDE OR SUICIDE)
1. Principal/Designee will:

· Verify information, contact SRO (if on site), convene school crisis team if needed, and activate local plan.

· Notify the Superintendent and Public Information Officer.

· Meet with faculty, if possible.

· Inform students when appropriate.

· In collaboration with the Public Information Officer, send letters to parents with information about the death, how the school is responding, and what reactions might be expected from their child(ren).
· Debrief crisis team and faculty after students are dismissed.

2.  Public Information Officer will prepare a media statement and fact sheet for telephone

     inquiries.
DEATH

 (PARENT, GUARDIAN OR 

SIGNIFICANT FAMILY MEMBER)

The death of a parent, guardian or significant family member will most often affect only a small number of students; however, there may be circumstances that cause the death to impact a significant portion of the student body.  These guidelines may be used if appropriate.

A designated school representative will:

· Contact the family to gather information.

· Convene crisis team if necessary.

· Share appropriate information with student’s classmates. 


In addition, school representatives may visit the home to express sympathy, and provide support to student(s) and classmate(s) when appropriate.

Special Note

The death of a parent, guardian or significant family member will most often affect only a small number of students; however, there may be circumstances that cause the death to impact a significant portion of the student body.  These guidelines may be used if appropriate.



SICKNESS

In the event of serious/critical illness of any student or staff member in Edgecombe County Schools, the immediate need is to assist the student/staff member.
1. Teacher will notify the office by intercom/phone or by a runner.

2. Principal/Designee will call emergency services 9-1-1, if necessary.
3. First Responder or School Nurse will administer first aid until arrival of emergency services.

4. Principal/Designee will immediately attempt to contact the parent/legal guardian or emergency contact and determine if the injured/sick student/staff member will be taken to the hospital.  If the injured sick is transported, the Principal/Designee will assign a faculty member to accompany rescue vehicle to the hospital.

5. Depending on the seriousness of the illness, one of the following procedures may be used to transport the student to the hospital.

· The parent may come to school and transport the student in his/her                       personal car.

· If parent is unavailable, rescue squad will be requested.

6. Principal/Designee will notify the Superintendent and the Public Information Officer.

SCHOOL ACCIDENTS AND MAJOR INJURIES

Principal/Designee will:
1. Call (9) 9-1-1 for emergency assistance.

2. Contact parent/guardian of injured student(s).

3. Assign a faculty member to accompany emergency vehicle if students are transported to hospital.

4. Notify the Superintendent and the Public Information 

      Officer.

5. Convene and implement crisis team procedures if needed.

6. Inform teachers and all students of the accident, when appropriate.  

7.  Submit a written Student Accident/Injury report to the Finance Department.
8.   Do not allow students to view medical triage.

9.   Direct ambulatory students away from the crisis site.
10. Keeping in mind confidentiality, provide accurate information to those answering the questions of other parents or the community.  
BUS ACCIDENT 

Principal/Designee will:

1. Verify the report with law enforcement and the Transportation Department, and will attempt to determine who was injured, extent of injuries and the hospital(s) where the students have been transported. (Note:  Information may be limited due to HIPAA Guidelines.)
2. Notify the Superintendent and the Assistant Superintendent for Human Resources.

3. Dispatch a school administrator and/or faculty member to accident site and/or hospital where students have been transported.

4. Secretary/Data Manager: Notify parents of students injured in the accident as to the hospital where students were taken and what faculty member is present there.

5. Counselors:  Notify parents of uninjured students when the students arrive at school.  Students should be allowed to speak to their parents to assure parents that they are okay.

6. Convene  school crisis team to assist at the school or hospital as needed.

7. Principal/Public Information Officer will prepare a fact sheet for telephone inquiries.

8. With assistance from the Public Information Officer, prepare a statement for the media.

9. Submit a written Bus Accident report to the Transportation Department and a written Student Accident/Injury report to the Finance Department.

EMERGENCY/NATURAL DISASTER

(SPILL OR LEAK OF GAS OR TOXIC SUBSTANCE)

1.  Notify Principal who will verify information.  

2.  Principal/Designee will:

· Call (9) 9-1-1 for emergency assistance if indicated, and the SRO (if on site)

· Use runners if gas leak or bomb threat is suspected.

· Evacuate the area if the situation warrants immediate attention. Caution: Use of intercoms, two-way radios, light switches, and cell phones may cause gas to ignite.  Otherwise, wait for instructions from the administration.

· Notify the Superintendent and Director of Maintenance.

· In conjunction with on-scene commander (i.e., fire chief, law enforcement, etc.), make decision regarding evacuation.

 3.  First Responder or School Health Nurse will estimate the extent of injuries 

      or potential physical danger and will provide medical assistance.

 4.  If students or staff are taken to hospital, Principal/Designee will:

· Keep track of where students and/or staff are transported.

· Have a staff member accompany rescue vehicle.

· Notify parent/guardian/spouse of incident and location where victims are transported.

  5.  Assigned personnel will ensure that any students leaving campus check out

       appropriately, noting where and with whom they are going.

FIRE

       The person discovering the fire will notify the principal’s office immediately.

1. The Principal/Designee will sound the fire alarm immediately.

2. All students and staff will evacuate the building using the fire drill evacuation plan.  Teacher will take roll and notify principal if someone is missing.

3. Teachers will close all windows and doors in classrooms and turn off the lights when leaving the room.  Teacher will leave the room last, having a designated student lead.

4. TEACHER/Designee will immediately notify the principal if someone is missing.  The principal will orchestrate search.

5. Principal/Designee will keep students and staff away from building until area is declared safe.

6. Principal/Designee will contact fire/emergency services at (9) 9-1-1 and tell operator where point of contact will be located to meet responding fire officials.

7. Principal/Designee will notify the Superintendent, the Assistant Superintendent of Human Resources and the Public Information Officer.

MILITARY CONFLICT OR NATIONAL INCIDENT

1. Principal/Designee will:

· Verify information and gather details.

· Share facts with faculty via memo or meeting.

· Discuss what has happened with students when appropriate.

· Hold an after-school meeting to debrief faculty.

2.
Staff will consult with counselor about students with family military connections.

3.
Teachers should limit media coverage of an incident in the classroom during the school day.

SEVERE WEATHER

(HURRICANE, FLOOD, SNOW/ICE)

Hurricane, flood, snow and ice conditions can usually be forecast sufficiently in advance for emergency action to be initiated before such conditions severely affect Edgecombe County Public Schools.  If conditions warrant advance cancellation of school operations, staff will receive notification through a ConnectEd Call and the public will receive notification through local radio and television announcements as well as a ConnectEd call.  Information may also be obtained by calling the Edgecombe County Public Schools Information Hotline at 252.823.5800.
It is not anticipated that any of these severe weather conditions will affect any school buildings but flash flooding, snowdrift accumulations or bridges known to ice quickly may affect some bus routes.  In such an event that severe weather conditions prompt the consideration of an early dismissal of school operations, the following plan will be implemented.

1. The appropriate school and county officials will notify the Superintendent of the anticipated or existing severe weather conditions impacting roads used as bus routes.

2. The Superintendent/Designee will decide whether or not to close school early.

3. The Superintendent/Designee will notify the associate/assistant superintendents and the principals.

4. The Public Information Officer will ensure that local radio and television stations are called and request them to notify parents that their children are being released early, as well as place a ConnectEd call to the affected students.

5. Principal/Designee will refer to the student’s emergency information data if there is a question about child supervision.

6. Bus drivers will follow regular routes unless notified otherwise by the principal.

7. Bus drivers will call their principals and the Transportation Department 641.2661 by phone if confronted with an emergency such as a flooded bridge, an impassable road or a disabled bus.

TORNADO
(WATCH)
1. Teachers will continue regular classroom activities until instructed otherwise.

2. Students will not be informed of the possible danger.

3. Principal/Designee will appoint staff members to serve as lookouts on all four sides of the building.

4. Principal/Designee will notify all bus drivers of the WATCH prior to departure or by cellular phone.

5. School will be dismissed at the normal time in the regular manner, and bus drivers will follow regular routes using due caution.

 




 WARNING

   (TORNADO SIGHTED)

1. The Superintendent/Designee or the appropriate county official will notify all principals.

2. Principal/Designee will notify staff immediately.

3. Principal/Designee will send Ricky Babb, Robert Wilson, Dawn Cuthrell, Ty Matson  to notify teachers with classes outside the building to move to designated safe areas.

4. All students and staff will immediately proceed to the designated areas (attach your school’s tornado drill plan), assume a crouched kneeling position, and cover the back of the head/neck with hands or coats to protect eyes and heads once in the hallway.  They will face away from the area with greatest potential for injury from flying glass.

5. All teachers will take roll and notify principal if someone is missing.

6. Students and staff will not return to their classrooms until the principal or designee declares it safe to do so.

7. The custodial staff will turn off all utilities (electricity, water and fuel). Insert specific assignments for custodians if needed.
SPECIAL NOTE

If there is no prior notice, but a tornado is sighted approaching your school

1. If time permits, students and staff will proceed to the interior hallway or interior room on the lowest floor that does not have an outside wall. (Attach the school’s Tornado Drill Plan/Map)
2. If time does not permit, students and staff will get into the safest area of the classroom (the inside wall farthest away from doors and windows).

3.   Students and staff will avoid windows, auditoriums, gymnasiums, or other structures

      with wide, free-span roofs.
IMPENDING LIGHTNING

(OUTDOOR EVENTS & ACTIVITIES)

1. All responsible parties (athletic directors, game officials, coaches, principals, school staff and team physicians) should know the evening’s forecast for possible thunderstorms.

2. If conditions are favorable or the days forecast includes the possibility of thunderstorms, the designated staff from the home team should monitor conditions.

3. An appropriate action plan should be developed prior to the start of the game between staff monitoring weather conditions and the game officials.

4. Immediately evacuate players, staff and spectators from stands if:

a. Thunderstorm warning for the area has been announced on radio or TV.

b. Lightning storm detector signals thunderstorm warnings.

c. Conditions are right for the development of a thunderstorm.

d. Lightning is within 6 miles of the playing field.

5. An announcement should be made that all individuals should immediately evacuate the area and find shelter.

6. Activities should not resume for a minimum of 30 minutes pending weather conditions.

7. Following the initial 30 minutes, designated staff will reassess at 15 minute intervals to determine if conditions are appropriate for the resumption of activities.


ABDUCTION / 

MISSING STUDENT
It is essential that all adults presenting themselves at school picking up a student have authority to do so.  They should be verified against any emergency data information.  If you have a custody question that cannot be resolved, call law enforcement and then notify the Superintendent.
With threat of abduction, the Principal/Designee will:
1. Call (9) 9-1-1 and SRO (if on site) for immediate assistance.

2. Place school in lockdown mode until law enforcement can assess the threat.

3. Contact the Superintendent and the Public Information Officer.

4. Call parent/guardian of child who is the subject of the threat.

5. Meet to debrief faculty at end of day, if deemed appropriate.

If abduction is witnessed, the Principal/Designee will:

1. Call   (9) 9-1-1 and SRO (if on site) for immediate assistance to provide facts about abduction.

2. Notify the Superintendent and the Public Information Officer.  

3. Call parent/guardian of abducted child.

4. Decide on a plan of action:

· Meet with faculty if possible.  Advise teachers about sharing the information with students.

· Visit classrooms if appropriate.

· Public Information Officer will prepare a statement for the media and a fact sheet for those answering phone inquiries.

· Send letter home to parents if concern exists about additional abductions.

If abduction is not witnessed, the Principal/Designee will:
1. Place school in lockdown mode until the threat can be assessed.

2. Verify that student is missing.  Have building searched using all available teachers and staff not assigned to classes; students are to remain in classrooms with their teacher until the search is complete.  Be sure to distribute, if needed, a school photo, description of clothing that the student was seen wearing, and physical traits such as age, weight, height, identifying marks, etc.

3. Notify law enforcement by calling (9) 9-1-1 and the SRO (if one is assigned).

4. Notify the Superintendent and the Public Information Officer.

5. Notify parents.

Public Information Officer will prepare a statement for the media and a fact sheet for those answering phone inquiries.

ASSAULT

State law and board policy requires principals to immediately notify law enforcement/SRO (if on site) in all cases of assault that result in serious personal injury, including rape and in those instances where a student, school official, employee or volunteer is assaulted. 

1. Staff on scene will exercise necessary physical constraints to stop the incident and notify administration.

2. School Health Nurse or First Responder will provide first aid if necessary, or call (9) 9-1-1 for immediate assistance.  If bodily fluids are present, follow Edgecombe County Schools Bloodborne Pathogen/Exposure procedures.

3. Principal/Designee will notify law enforcement.

4. Protect the crime scene. Principal/Designee will:

· Make note of circumstances and individuals present

· Identify assailants, victims and witnesses

· Isolate assailants

· Separate witnesses until police arrive for statements 

5. Principal/Designee will notify the Superintendent and the Director of Student Support.  

6. Principal/Designee will notify parents if student is involved as perpetrator or victim.

7. Designated staff member will accompany victim to hospital in the emergency vehicle, if appropriate.

8. Principal/Designee will debrief staff after school.

9. Public Information Officer will present facts to media and prepare a fact sheet for telephone.

                                         BOMB THREAT                                                                                                                         

A bomb threat may be received by various means but usually will be by telephone.  In the event a bomb threat is received at any school in Edgecombe County Public Schools, proceed according to the following plan:

1. Complete Bomb Threat Telephone Checklist immediately.

2. Record the exact time of the call and line number on which the call was received.

3. Notify the principal/designee.

4. Call (9) 9-1-1 for immediate assistance/SRO (if on site).

5. Contact the Superintendent and the Public Information Officer.

6. Call 1-877-451-1980 (Telephone Company Annoyance Call Center).

7. The principal/designee will send runners to notify teachers of precautionary procedures for the school. (See sample alert memo.)
Teachers

· Will remain calm and should not alarm students

· Will check their classrooms or work area for items that appear unusual or suspicious

· If an item is found, contact principal or police, advising them of the description and location (Do not use cell phones or other sources of radio transmissions.)

Custodial Staff

· Search all restrooms and open work areas that they are responsible for, for any items that appear to be suspicious

· If an item is found do not touch and notify principal or police.

· If nothing is found, remain available to assist search team to gain access to locked rooms, storage area, and electrical areas.

Evacuation

· Teachers will then direct their class in an orderly and quiet manner outside of the school to the THS Football Field.  (identify the designated area, such as a football field).
· If bad weather does not permit, transportation will be sent to transportation points designated by the principal to safely remove students from the area.

Search Team

· Principal or designee

· Custodians

· Faculty members designated by the Principal

· Police (providing assistance)

Locations

· If caller identifies a specific area, Search Team should search this location first looking for suspicious or unusual packages.
· Then search all designated areas inside and out that are accessible by the public or might have been targeted.
Search Technique

· Two -member team splits the room in 2 halves using floor to waist, waist to eyes, and eye level to ceiling.  Once complete, partners switch and search other half.  This method will ensure nothing was missed.

· If no packages have been found, the principal will decide to issue Code Green--meaning all is safe and students may return to their appropriate rooms

If a device is found:

· All students will be directed to a transportation point and transported to their (sister) school where the faculty will conduct appropriate measures to release children to parents.

· No vehicles will be moved from any parking lot on site until they have been checked and rendered safe.  This eliminates the possibility of secondary devices.

· At this time Police personnel will take over investigations by:

· setting and securing a perimeter

· establishing a command post

· notifying fire and EMS

· notifying an explosive ordinance disposal unit

Bomb Search Technique

Personnel designated to be search team members upon being activated to search will:

· Go to their designated location, if a two-member team, split the room into two halves

· If a one-person team, split the room in half for yourself, and do one half at a time.

· Using the floor to waist, waist to eye level and eye level to ceiling technique, start searching the room.  Once you have completed your half, switch with your partner and search their half of the room.  This method will ensure you have searched the entire room.

· There will be no radio transmissions during search procedures.  This includes cellular phones.

8. The principal will evaluate threat severity and determine appropriate action. If evacuation is called for (Code Blue), students and staff will evacuate the building immediately in accordance with the fire evacuation plan posted in each room with an evacuation:

· All teachers will take roll and notify the principal if someone is missing.

· Students and staff will not return to the building until it has been declared safe by the appropriate authority.

· School employees are not to release information to the press or news media   concerning the crisis.  All requests are to be directed to the Public Information Officer.

ALERT MEMO 
To:  
All Faculty and Staff

From:  ___________________________________

Date:  ____________________________________

Re:    BOMB THREAT
An alert has been issued effective at _____________________a.m./p.m. for the following reason:  





____








____








____







__________
______






____










____

1. Immediately secure all students into your classroom.  Remain there until further notice. 

2. Call rolls and notify office of any missing or added students.

3. Remain calm and keep students calm.

4. Survey area immediately for suspicious objects.  In case of a bomb threat, all staff must inform the front office that “all is clear” or “further investigation is needed.”  Report objects found immediately to front office.  You will be informed where to relocate.

5. DO NOT TOUCH SUSPICIOUS OBJECTS.
6. Be prepared to move quickly.  An evacuation signal could be sounded over the intercom.  Wait for further directions from the principal’s office.

BOMB THREAT TELEPHONE CHECKLIST


1. When is bomb going to explode?

2. Where is it right now?

3. What does it look like?

4. What kind of bomb is it?

5. What will cause it to explode?

6. Did you place the bomb?

7. Why?

8. What is your address?

9. What is your name?

10.  











____ 

       











____                       

Sex of caller: _____________ 
Race:  __________ 

 Age:  ____​____________

Length of call: ____________
Number/Extension at which call is received    

                                                                   __________________

Time: ___________________         Date: __________________

	             Caller’s Voice 
	Background   Noises

	_____
	Calm
	_____
	Nasal
	
	_____
	Street noises
	_____
	Factory machinery

	_____
	Angry
	_____
	Stutter
	
	_____
	Booth
	_____
	Office machinery

	_____
	Excited
	_____
	Lisp
	
	_____
	Voices
	_____
	Clear

	_____
	Slow
	_____
	Raspy
	
	_____
	PA system
	_____
	Static

	_____
	Rapid
	_____
	Deep
	
	_____
	Music
	_____
	Local

	_____
	Soft
	_____
	Ragged
	
	_____
	House noises
	_____
	Long distance

	_____
	Loud
	_____
	Familiar
	_____
	Motor
	_____
	Other:

	_____
	Laughter
	_____
	Deep breathing
	_____
	Animal noises
	
	

	___
	Crying
	_____
	Cracking voice
	Threat Language

	_____
	Normal
	_____
	Disguised
	
	_____
	Well spoken (educated)
	_____
	Incoherent

	_____
	Distinct
	_____
	Accent
	
	_____
	Taped
	_____
	Foul

	_____
	Slurred
	_____
	Clearing throat
	
	_____
	Irrational
	_____
	Message read by threat maker


Person Receiving Call:  _____________________________________________________















CIVIL DISTURBANCE/GANG ACTIVITY

Civil Disturbance/Gang Activity A civil disturbance is any set of circumstances that in the judgment of responsible school administrators would cause a disruption of normal school day operations in that it potentially jeopardizes the safety of the student body and staff.  This may include acts of terrorism, gang activity, major fights, riots, etc. Corrective measures must be different for disturbances that occur during the school day.  

1. Staff members will be alerted to the crisis by a prearranged code broadcast over the school intercom.

2. Students should remain with assigned teacher in class-sized groups.

3. Principal/Designee will notify the Superintendent and the Public Information Officer.  

4. The Principal will call (9) 9-1-1and SRO (if on site) for immediate assistance.

5. For disturbances that occur at school-related events after school hours: The persons causing the disturbance will be isolated, and law enforcement personnel will be brought into the area immediately by the principal.

ACTIVE SHOOTER ON CAMPUS
1. Principal/Designee will:

· Assess situation and call (9) 9-1-1 and SRO (if on site) for immediate assistance.

· Notify the Superintendent.

· Initiate the Code Red Lockdown Procedure.  Advise over intercom to keep all students in the classrooms and away from windows.  Hold change of class bell.

· Refer to and use Critical Incident Response Kit (black box) and procedures.

2. Teacher will initiate the red card system in the classroom only if an intruder/danger/injuries are in the room.

“Code Red.”  When a code red is announced, all rooms that are occupied will be locked to prevent a situation that may harm students and/or staff.  Blinds should be pulled down and opened, and students should lie on the floor along the walls away from doors and windows.  A code red will remain in effect until the administrator in charge makes notification of its cancellation.

· Teachers will place a red placard under their door only to notify personnel patrolling the hallways if an intruder/danger/injuries are in the room. 
· After law enforcement has assessed the general situation, you will be asked if “Billy is in the room?” 
· If the intruder is in the room, you respond, “Yes.”  This will verify where the intruder is located. 

· No means the intruder is not in the room. 

When and if possible, individuals in the annex will move to 110A and or 116A (Library Workroom). Individuals in the cafeteria will move to room 100 and 101, and individuals in the gym will report to the locker rooms.
“Code Green or All Clear” A code green will signal to all staff that the crisis has ended and that normal activities may be resumed. 

Hide 

Hide is essentially an extreme version of a routine lockdown procedure and the recommended action to take in a no-warning incident, versus a lockdown that is announced over an intercom. If evacuating is not possible, then you and your students should find a place to hide where the Active Shooter is less likely to find you. You may be at the school or sports field, or you may be on a field trip. Your hiding places should: 

· Be out of the Active Shooter’s view. 

· Provide protection if shots are fired in your direction.

· Be away from doors and windows as bullets can pass through these easily. 

· Not trap you, or restrict your options for escape if that is possible. 

To prevent an Active Shooter from entering your hiding place, you should: 

· Lock the door.

· Blockade the door with heavy furniture. 
If the Active Shooter is nearby: 

· Lock the door. 

· Silence your cell phone or pager.

· Turn off any source of noise, such as radios and televisions. 

· Hide behind large items such as cabinets and desks. 

· Remain quiet and ask those around you to also remain quiet.
If evacuation and hiding are not possible, then: 

· Remain calm. 

· Dial 911 if possible in order to alert police to the Active Shooter’s location. If you cannot speak, leave the line open and allow the dispatcher to listen to what is happening.  

Run 

Typically, students and staff should only deviate from the practiced lockdown procedure when instructed by law enforcement officers or other first responders that it is safe to do so. However, in an extreme case when there is no other option and the threat is imminent and unavoidable, the situation may dictate that you “run.” If it is safe to do so, you should seek to evacuate the premises, telling your students which route to take, where they should go, and moving them well away from the school to a safe location. You should be sure to: 

· Have an escape route and plan in your mind before you start to move. 

· Ensure you account for all of the students, having a teacher’s aide lead the students out, while you check the last student out of the room or area, if possible. 

· Leave your belongings behind, telling students to do the same. 

· Prevent individuals from entering an area where an Active Shooter may present a threat. 

· You should warn people to stay away without endangering yourself or your students. 

· Keep your hands visible if police officers are outside. 

· Follow the instructions of any police officer. 

· Make no attempt to move wounded people. 

· Call 911 when you are safe. 

· Listen for special instructions over the intercom.
Fight

As the very last resort, and only when your life or the lives of those around you are in imminent danger, you may decide to attempt to disrupt or incapacitate the Active Shooter by attacking or distracting them.  Some options may include: 

· Throwing items and improvising weapons such as a chair, a phone, laptop, tablet, stapler, file, book or another easily accessible object. 

· Briefing the students to escape while you are attacking or distracting the Active Shooter.
INTRUDERS OR IRATE PERSONS ON CAMPUS

Intruders are unauthorized visitors on your campus who are trespassing or loitering on school property and will not comply with a reasonable request to vacate premises when asked to do so.

Staff will notify office immediately if a person on campus is suspected of posing a threat.

Principal/Designee will:

· Assess situation and contact SRO if on site or call (9) 9-1-1 for immediate assistance.

· Immediately initiate the Code Red lockdown procedure to deny intruder access to school.

“Code Red.”  When a code red is announced, all rooms that are occupied will be locked to prevent a situation that may harm students and/or staff.  Blinds should be pulled down and opened, and students should lie on the floor along the walls away from doors and windows.  A code red will remain in effect until the administrator in charge makes notification of its cancellation.

· Teachers will place a red placard under their door only to notify personnel patrolling the hallways if an intruder/danger/injuries are in the room. 
· After law enforcement has assessed the general situation, you will be asked if “Billy is in the room?” 
· If the intruder is in the room, you respond, “Yes.”  This will verify where the intruder is located. 

· No means the intruder is not in the room. 

When and if feasible, individuals in the annex will move to 100A and / or 116A (Library Workroom). Individuals in the cafeteria will move to 100 and 101, and individuals in the gym will report to the locker rooms.
“Code Green or All Clear” A code green will signal to all staff that the crisis has ended and that normal activities may be resumed.
Maintain direct observation of intruder until law enforcement arrives.

Partial Lockdown

At times, a Partial Lockdown may be necessary.  This may be the result of a reported incident / civil disturbance in the local community with the potential to pose a risk to staff and pupils in the school. 

Alert to staff: ‘Partial lockdown’

Immediate action:

· All outside activity should cease immediately, students and staff return to building.

(There needs to be a means of communicating the alert to all staff.)
· All staff and students remain in building and external doors and windows locked.
· Free movement may permitted within the building dependent upon the circumstances.
· Teaching and normal work processes may continue until an “All Clear” is given.

· Increased supervision and monitoring of all entry/exit points by available staff should be put in place to the extent possible to prevent people from entering or exiting the building.

All situations are different, once all staff and students are safely inside, school administration will conduct an ongoing risk assessment based on advice from district administration and/or law enforcement. This can then be communicated to staff and students. ‘Partial lockdown’ is a precautionary measure but puts the school in a state of readiness (while retaining a degree of normality) should the situation escalate.
VIOLENT BEHAVIOR OF A STUDENT
1.  Person observing behavior will notify principal/designee and remove other 

      students from area. 

2.  Principal/Designee will:

· Notify SRO if on site or call (9) 9-1-1, if necessary, for immediate assistance.

· Contact parents to come to school immediately to determine a plan of action and remove student from campus.

· Contact the Superintendent or the Public Information Officer,  

       if appropriate.

3.  If blood or other bodily fluids are present, staff will follow Edgecombe County Schools Bloodborne Pathogen Exposure and Control procedures.

WEAPONS

A weapon is defined as any firearm, BB gun, stun gun, pellet gun, mace/pepper spray or gas, or other harmful chemical, air rifle, air pistol, bowie knife, dirk, dagger, firecracker/firework, club, slingshot, leaded cane, switchblade knife, any pocket knife (open or closed), blackjack, metallic knuckles, razors, razor blades (except cartridge razors used solely for personal shaving), and any sharp-pointed or edged instrument or object that can reasonably be considered a weapon by its appearance or use except instructional supplies, unaltered nail files and clips and tools used solely for preparation of food, instruction, and maintenance (G.S. 14-269.2).  

The first priority of the principal is to protect the students and staff.  There are three categories to assess when weapons are involved:

· The student is suspected of possessing a weapon.

· The student has a weapon in his/her possession and is not communicating a threat to harm himself/herself or others.

· The student has a weapon in his/her possession and is communicating a threat to harm himself/herself or others.

A. Procedures to follow when a student is suspected of possessing a weapon:

1. Principal/Designee will receive the report of suspicion.

2. Principal or SRO will remove student from class and escort student to office.

3. Principal/Designee will refer to Edgecombe County Schools Board Policy 

       # 4205 Due Process for Search and Seizure.

B.      Procedures to follow for the student who is not communicating a threat but possesses a weapon:

1. Principal/Designee will call SRO if on site or (9) 9-1-1 to determine how to proceed based on the safety and security of students and all personnel involved.

2. Principal or SRO will remove student from class and escort student to office.

3. Principal/Designee will determine appropriate actions and consequences in accordance with board policy.

· Adhere to Edgecombe County Schools’ “Code of Student Conduct.”

· Document all actions.

· Notify student’s parent/guardian immediately.

4. Principal will release authority to law enforcement.

C.  
Procedures to follow for the student who is communicating a threat to do bodily harm while possessing a weapon:


1. Principal/Designee will call SRO if on site or (9) 9-1-1 to determine how to proceed based on the safety and security of students and all personnel involved.

2. Principal/Designee will remove students and staff from the affected area and prohibit anyone from entering except law enforcement.

3. Principal/Designee will notify the Superintendent and the Public Information Officer, and establish a command post near the affected area.

4. Principal/Designee will determine appropriate actions and consequences in accordance with board policy.

· Adhere to Edgecombe County Schools “Code of Student Conduct.”

· Document all actions.

· Notify student’s parent/guardian immediately.

Edgecombe County Public Schools

Media Visits to School Campuses – Protocol and Procedures

The Board of Education and the Superintendent have established policies and district administrative procedures for coordinating media visits to school system properties.  Consistency is essential in maintaining the district’s relationship with all media representatives regardless of the nature of the agency, the story, or the event.  Media visits to district facilities are encouraged as part of the Board of Education’s established public information program; however, all staff members are expected to follow proper procedures during media contacts as described below.

· The Superintendent has assigned to the Community Relations office the responsibility of working closely with the media in providing information to the community about the schools and district programs.  This office coordinates media coverage for the district and keeps the Superintendent’s office informed.  

· Principals and other district personnel should contact the Community Relations office prior to inviting media representatives on campus, allowing photographs or filming, participating in media interviews, or granting media interviews with staff or students. 

· Students, whose parents have filed an objection to the release of Directory Information, may not participate in any media interviews.  The school principal is responsible for honoring these exclusions.  Participation in media interviews is voluntary and may not be required. 

· Media representatives are visitors to our schools.  They should report to the school’s office for permission from the principal before moving about the campus.  They should sign the guest register and receive a visitor’s identification badge.  An appropriate district/school employee should escort media representatives at all times. 

· Principals or the designated staff member should notify the Superintendent’s office and/or the Community Relations office immediately when an event occurs that requires the presence of law enforcement and/or could generate media attention.  Prompt notification is essential and expected. 

Reference:  ECPS BOE Policy 2100 Visitors to Schools

Reference:  ECPS BOE Policy 4700 Maintenance, Review, and Release of Student

 Records; III Directory Information  

Reference:  Family Education Rights and Privacy Act

Reference:  Safe Schools Plans

Reference:  Crisis Communication Plans
Student-Parent Reunification Procedures
· Requesting adult fills out Student Release Form for each child that they are picking up. Area should be alphabetical grouping to organize parent requests.  Forms should be available for parents outside of the request area.  Volunteers should be available to assist.
· They then give it to the staff member and show identification.  (If more than one child is being picked up, the younger student should be claimed first

· Staff verifies identification, reviews Student Emergency Contact Card in binder and/or PowerSchool, and verifies that the requester is listed.  (Also checks request against custody/contact restrictions list.)

· Staff instructs requester to proceed to the Student Release Gate while the runner goes to retrieve the student from the assembly area.  (Release gate should be some distance from the request gate.)
· All portions of the form should be completed before the student is released at the Release Gate.

Materials Needed at the Evacuation Site:
· Student Emergency Forms (in a binder alphabetized by grade level/class where attendance is taken):  Data Manager
· Student Release Forms

· Student Attendance Rosters for the Current Day; PS Access
· Pens/Pencils

· Signage (ex. Media, Parent Request Station, Student Release Gate, Student Assembly Area, etc. (alphabetized to organize parents), 

· Bullhorns

· Empty File Boxes

· Clipboards

· Staplers

Personnel:
· School Office Staff (to access PowerSchool)
· Runners/Volunteers (to retrieve students once clearance is provided)
· Available Staff (to work the Request and Release Stations)
8/2018

Student/Parent Reunification Form
Please Print

	Box 1

To Be Completed By:

Parent/Guardian at Request Point
	Student’s Last Name:

Student’s First Name:

Grade:                     Date of Birth:

Teacher (if known):

Name of Adult Picking Up Student:

Relationship to Student:                            Phone:

	Box 2

To Be Completed By:

Request Point Staff
	Adult Name in PowerSchool or Emergency Contact Card (check one) 

___Yes ____No

Check the following once completed:

____Photo ID/Driver’s License Checked by Staff at Request Point

Name/Initials of Request Point Staff Member:

	Box 3

To Be Completed By:

Assembly Area Staff (student holding area)
	Check one:
____Sent with Runner                      ____First Aid Room

____Absent (check attendance roster) _____Missing

Other Notes:

Name/Initials of Assembly Staff Member:

	Box 4
To Be Completed By:

Release Point Staff
	Name of Adult Picking Up is Same as Box #1:     _____yes ____no
____Photo ID/Driver’s License Check by Release Point Staff

____Picture Taken of Student with Adult    ____yes

Name/Initials of Release Point Staff Member:

	To Be Completed By:
Parent/Guardian at Release Point
	Parent/Guardian Signature:
Phone Number:

Date:
Time:


PRINCIPAL NOTIFIES SUPERINTENDENT & ACTIVATES PHONE TREE AT HIS/HER SCHOOL





Dr. Valerie Bridges


252-883-3044


252-641-2669





Abbey Futrell


252-382-1854


Charlene Pittman


W:  252-641-2653 C:  252-883-2258 


Susan Hoke (PIO)


W:  252-641-2678 C:  252-314-8868-H:252-823-6575








SHANNON HAMM


W:  252-827-2116 C:  252-883-1442 


IF NOT AVAILABLE CALL:  JOHN COOPER





JEROME WILLIAMS


W:  252-641-2691 


C:  252-343-3035  








LORI JONES


W:  252-641-2616 


C:   252-531-6001  


H:  252-753-6208








JOHN COOPER


W:  252-641-1617 


C:   252-883-1441  


H:  252-977-1413








ANNA NOWICKI


W:252-641-2613


C: 252-230-0907


H: 252-749-5373





Olivia Whitford


C:  252-675-7886








	Stephanie Gay


W:  252- 823-3562


C:   252-883-1432 


H:  252-287-7760








JEROME WILLIAMS


252-343-3035





Dr. Valerie Bridges


252-883-3044


252-641-2669





SUSAN HOKE


W:  252-641-2678 


C: 252-314-8868 


H:  252-823-6575 





Ms. Abbey Futrell


252-382-1854


Ms. Charlene Pittman


W:  252-641-2653 C:  252-883-2258 


LAURIE LEARY


W:  252-641-2628 C:  252-955-4797 H:  252-823-4460  





ECPS STAFF





MEDIA OUTLETS





                               




















                      








Questions to ask:
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