EMERGENCY PROCEDURES

-----------------  SCHOOL CRISIS PLAN

INTRODUCTION AND USE OF THIS GUIDE

     The ----------Schools have developed and published a vision, mission, and commitment to the learning community.  One of four fundamental beliefs is that “all students need nurturing, guidance, and live in an exciting, safe environment.”  This ready-reference guide has been prepared by the schools of -------------,---------, Ohio to direct the efforts of personnel in the effective management of emergency situations.  Years of work and experience on the part of school personnel and school safety committees have gone into the development of this guide.

     Each school works cooperatively with the -------- City Schools District Office and other government and community agencies to prevent, assess, manage, and follow-up on any threat to the safety of the students, faculty, or staff.  This guide is designed to contain the primary elements or steps necessary for effective intervention and follow-up for selected common emergencies that affect schools.

     Since the enumeration of all emergency situations that might occur in the future is not possible, this guide, along with the exercise of good judgement should help to ensure that emergencies would be managed effectively.  School faculty, staff, and appropriate government and agencies have access to this guide.  The school staff has been or will be well trained in the use of this guide.

EMERGENCY COMMUNICATIONS

-----------DISTRICT OFFICE ADMINISTRATION
                       
 TITLE                              OFFICE#             FAX#             HOME#                 PAGER#

OTHER ADMINISTRATORS

                        TITLE                              OFFICE#             FAX#             HOME#                 CAR#

                   OTHER NUMBERS                                                     ALL -------, Ohio Police, Fire, and
                                  PHONE#                     FAX#                                      EMS Dispatchers 9-1-1

                                                                                                                      PHONE#               FAX#

                                                                                                   Lorain County Emergency Management

322-8154 322-1272


HOSPITALS                   





UTILITIES



      PHONE#                      FAX#                                                PHONE#                FAX#

MEDIA CONTACTS

TV Stations            PHONE#                    FAX#                                                Radio Stations   PHONE#         FAX#

                                                                                                                              Newspapers

INDIVIDUAL BUILDING EMERGENCY NUMBERS

                                                         Office                                                              Home

     Building Principal------------

     Assistant Principal-----------

     Assistant Principal------------

     Assistant Principal------------

     Assistant Principal------------

     Assistant Principal------------

     Secretary-----------------------

     Custodian----------------------

Each school should maintain their own “phone chain” procedure for emergency purposes.

FIRE PROCEDURES

In the event of a fire within the school building- always leave as not to return.

1. Sound the fire alarm immediately to evacuate the building.

2. Notify the fire department by calling 9-1-1.  Provide important details including location, extent, what is burning, and possible breaks in gas or electric lines or other special hazards.

3. School safety responders will meet with arriving emergency personnel.  The first responder will carry a walkie-talkie and a set of master keys for all doors.  A floor plan and an accounting of students and staff will also be provided to the fire department.  Teachers are responsible for the students under their supervision and should take attendance, accounting for each child.  Children who are unaccounted for are to be reported to the principal/assistant principal immediately.

4. Evacuate the building according to the following procedures:

A.  Students will walk out of the designated exit in a quiet orderly manner.  Teachers should check the classroom and be    the last individual to leave.

       B.     No one will touch anything that looks suspicious.

       C.     Leave window and lights alone.

D. The classroom windows should be closed.  The classroom doors should also be closed but not locked by the last person to leave the room.

E. Teacher should do a visual of room for suspicious items prior to departure.

F. Staff should leave with personal items as if not returning, i.e. keys, purse.

G. Students not in the classroom when alarm sounds, report to their teacher’s designated area outside the building.  Designated staff will assure that all children are out of the building, checking areas such as restrooms, locker rooms, etc.

H. Teacher should have updated class lists.

I. Teachers will take class lists of students.  The designated secretary will take the student records and sign-out, attendance sheets and visitors log.

J. Students must go a safe distance from the building and must not stand in any driveway or other hard surfaced area where emergency vehicle may be.  No one should enter the building when the alarm is sounding.

K. The fire drill plan for evacuating the building is posted in each classroom and hallway.

5. Notify the superintendent at ---------.

6. Custodian will turn off gas, if possible.

7. Access roads will be kept open for emergency vehicles by the custodial staff under the direction of the principal/assistant principal and police personnel.

8. Always maintain safe distance away; 300-500 ft. away.

9. If a fire occurs near the school, the School Crisis Response Team will determine the course of action as to what occurs in the school.

10. Students and staff members will be allowed to return to the building at the direction of the principal only upon the approval of the fire department.

11. Decisions regarding school dismissal or other further actions are the direction of the superintendent.  

12. Principal will account for all staff and children.      

BOMB THREAT AND EXPLOSION PROCEDURES

DEFINITION: An explosive device either present or alleged to be present in the school or on the premises, which may or may not explode.

SIGNALS:  A special school code (“code blue”) for a bomb threat will be announced over the Public Address System.  Normal fire alarm procedure will be used unless special instructions regarding a change of fire procedures are announced.  If loudspeaker is interrupted, appropriate code will be announced over bullhorn.  Go to extended evacuation area.  500-1000 ft. from the building.

Steps of action for Bomb Threats:  PORTABLE RADIOS MUST NOT BE USED DURING A BOMB THREAT        

                                                            INCIDENT       

Turn off school bell system, any other device should be left alone.

STEPS OF ACTION FOR EXPLOSIONS:

1. Call 9-1-1

2. Evacuate building moving all personnel to the extended evacuation area unless special conditions warrant instructions.  Example:  Move to alternate site.

3. Notify Superintendents Office at --------

4. Secure area until authorities arrive.

5. Assist injured with authorities.

6. Send school safety responders to meet emergency first respondent to explain the situation.

7. If an explosion occurs prior to evacuation students should seek cover under their desks, if possible.  At all times they should cover their heads with hands or books and assume a kneeling face-down position on the floor until flying debris ceases.

1. If phone threat is made, obtain as many details, as possible.  Use checklist that follows.  Check list should be available by each phone.

BOMB THREAT CALL CHECKLIST

1. When is the bomb going to explode?

2. Where is the bomb located?

3. What does the bomb look like?

4. What kind of bomb is it?

5. What will cause the bomb to explode?

6. Did you (the caller) place the bomb?

7. Why did you (the caller) place the bomb?

8. What is your name?

9. What is your address (where do you [the caller] live)?

                       Sex of caller
Age
Race
Length of call

CALLER’S VOICE (Circle appropriate descriptors)

Calm


Laughing
Lisp


Angry

Crying

Rasp


Excited
Normal

Deep

Slow

Distinct

Ragged
Rapid


Slurred

Soft

Clearing throat
Nasal

Deep Breathing
Loud

Stutter

Cracking voice
Disguised
Accent


Familiar

If voice is familiar, who did it sound like?____________________________________________

BACKGROUND SOUNDS:
_____Street Noises
_____House noises

______Factory Machines
_____Crockery

_____Motor

_____Animal noises

______Voices


_____Office

_____Clear

_____PA System

______Static


_____Local

_____Long distance
_____Office machinery
______Booth


_____Other

THREAT LANGUAGE:
_____Well spoken
_____Foul

______Incoherent

            (educated)
_____Irrational
______Taped

_____Message read by threat maker

REMARKS:
Report call immediately to _________________________________Phone Number______________________

Fill out completely, immediately after bomb threat.  Date _________________

Call police and fire department and file bomb report with them.
TORNADO, SEVERE THUNDER STORM, HURRICANE PROCEDURES


Hurricanes are not likely to catch a school unaware since the National Weather Service provides advanced notice.  Tornadoes and sever thunderstorms can occur rather suddenly, therefore the following precautions and procedures should be used.

DEFINITIONS:

Tornado Watch: Conditions are favorable for tornado or sever weather.  Make staff aware, but take no action.

Tornado Warning: Tornado has been sighted- take shelter immediately.

SIGNALS:
1. Tornado watch and warnings will be indicated to school buildings over the tone alert radios in school offices.  Radio must be left on at all times.

2. Signal that warning (or tornado drill) will be by either:

a. The public address system or air horn.

b. If the electricity should be off, teachers will be notified by a runner or by a portable bullhorn announcement in the hallways.

STEPS OF ACTION:


1. Sound tornado alarm.

2. Students in unsafe locations at the time of the drill will go to assigned locations at the direction of the teacher.  Teachers take class rosters with them.

3. Students and staff should proceed to their designated tornado safe locations and assume a position against the wall in a kneeling position, head down, with hands covering their heads.  Teachers are to close classroom doors after students exit into hallways.

4. Teachers should kneel behind their classes to be sure students are following the emergency procedure and to verify classroom count.

5. If damage or injury is sustained, use 9-1-1 to notify authorities and get help.

6. The all-clear signal will be a verbal or P.A. announcement by the principal or designee.

OTHER PROCEDURES:
1. Under no circumstances are students to be in rooms on the west side of the building, in the gym, cafeteria, portable classrooms,____________during a tornado warning or drill.

2. Locate an inner office for phones.

3. During a tornado watch, a weather spotter (custodian) is to be posted in a southwest area and should notify the office if a tornado is sighted.

4. The alert Monitor should be located within hearing distance of office personnel.

5. Designated employees should make sure all students are accounted for.

6. In the event of a tornado sighting, the school office will contact 9-1-1 and the Superintendents Office at ---------.

PROCEDURES IS A TORNADO ACTUALLY STRIKES THE SCHOOL:

1. The principal will determine when and if the building should be evacuated and to what extent it should be evacuated.

2. Notify the fire department, EMS, and Emergency Management as needed by calling 9-1-1.

3. Notify the Superintendents Office at --------------.

4. The School Crisis Response Team and other staff members will act according to their assigned roles and evaluate injuries, administer first aid, and take other appropriate actions.

CHEMICAL/TOXIC FUME OR SPILL

DEFINITION: The spilling of hazardous materials near or in the school could pose a serious threat to the safety of students and staff.  Immediate communication with local disaster preparedness, fire, and police is necessary.

SIGNALS: 

A. Tell students/staff what is occurring and why, or

B. Send a note to all staff outlining and explaining the emergency and whether school is to continue as usual, to shelter in place or place to evacuate to another location if necessary.

STEPS OF ACTION:

1. Identify threat to school.

2. Notify fire department.

3. Communicate with the superintendent and ---------City School Director of Operations.

4. Principal works with local authorities and superintendent to determine whether to shelter in place or evacuate the building.

EXTERNAL HAZARDS:
1. Spills or threats.

Principal needs to collaborate with fire department to determine whether to evacuate.
EARTHQUAKE PROCEDURES

DEFINITION: Trembling and shaking of the building and grounds, signaling movements in the earth’s crust.

SIGNALS: Make announcement over Public Address System.

STEPS OF ACTION: 

1. Protect face and head from flying debris with arms, books, coats, etc.  Take cover under table or desk.

2. Stay in this position until building tremors and/or flying debris ceases.

3. Await further instructions

4. If fire alarm sounds, evacuate a safe distance from the building.  If electricity is inoperative, bullhorn or other communication will signal evacuation.  If students need to move to alternate safe area- teachers will be notified by the principal.

5. Implement evacuation procedures.

6. Injuries and damage should be reported to local authorities by calling 9-1-1.

UTILITY EMERGENCY PROCEDURES

SIGNALS: Should building to be evacuated, follow fire drill procedure with a verbal announcement on the school P.A. followed by manually tripping the fire alarm.  In the event of electrical failure and need to evacuate, verbal announcement on bullhorn and visual check of all school areas would be conducted by principal, custodian, and other designated staff.

STEPS OF ACTION: Only TOP PRIORITY where threats to life or safety are listed here.

Gas Line Break

1. Contact fire department and gas company.

2. Evacuate building.  Send staff and students to a designated safe area.

3. Shut off gas, if possible.

4. Notify ---------City Schools facilities coordinator.

5. Notify Superintendent of Schools.

Electrical Power Failure

1. Clear immediate area (evacuate building, if necessary).

2. Notify --------City Schools facilities coordinator.

3. Notify Superintendent of Schools

4. Notify Ohio Edison.

Water Main Break or Sewer Break

During or after school hours

1. Call appropriate water company.

2. If flooding occurs and pump is needed, call -------City Schools facilities coordinator.

3. Call custodian on school intercom system.

4. Notify Health Department.

STUDENT DISTURBANCE PROCEDURE

   
Unruly or disruptive behavior on the part of several students should be handled as follows:

STUDENT DISTURBANCES

1. If the behavior is not serious, attempt to have students return to their normal school routine.

2. Call law enforcement assistance if the disruption continues or if injury occurs.

3. If the behavior could result in injury or further disruption, try to get the disruptive students or their leaders isolated from the general student body.

4. Notify Superintendents Office at ---------

5. School Crisis Response Team members discern the basis for the problem and take action to address those concerns.

6. Notify parents.

7. Determine what disciplinary action to take, if any.

8. If the media gets involved, prepare a news release stating the facts-will come from the Superintendents office.

STUDENTS WALKOUT PROCEDURES

1. Assign administrative security.

2. Call Superintendents Office at ---------.

3. Advise Police Department.

STUDENT RUNAWAY

DEFINITION: Student runs away from the school building during school hours.  A stranger or family member abducts student.

STEPS OF ACTION FOR RUNAWAY:
1. Follow student if it seems appropriate (student runaway).

2. Call Police

3. Notify school office, and superintendents office.

4. Contact parents.

5. Notify classroom teacher.  (get description of students clothing for the day from teachers)

6. Provide law enforcement with picture of child and description and reasons child ran away.

7. Obtain a description of abductor.

8. Implement emergency procedures.

STUDENT ABDUCTION

STEPS OF ACTION FOR ABDUCTION: 

1. Call Police.

2. Notify school office, and superintendents office.

3. Contact parents or next of kin.

4. Notify classroom teacher.  (get description of students clothing for the day from teachers)

5. Provide law enforcement with picture of child and description.

6. Obtain description of abductor.

7. Implement emergency procedure.
STUDENT POSSESSION OF WEAPONS ON CAMPUS


Whenever anyone, except a law enforcement officer, is observed or reported to have a weapon on campus, the following precautions and procedures should be followed by the school administrators and/or staff.

STEPS OF ACTION:
1. Identify the person and his/her location in the building.

2. If there is a firearm, notify law enforcement and School District Office.

3. A “lock down” procedure may be used to secure building (depending on the situation) “Lock Down”, code word.

4. If possible, administrators or teachers should quietly ask the student to accompany him/her to the office ( More than one school official should accompany the student).

5. The administrator/teacher should wait until police arrive to approach student.

6. Evacuate students to safe area, if practical or necessary.

7. Monitor classroom with PA system if person is in the classroom.

8. If weapon is in locker, check locker; if weapon is found, then secure locker and wait for police to arrive.

9. Provide police with map of building if student is in a classroom.

10. Record name of person who reported seeing a weapon and provide information to police.

11. Call student’s parent and take steps for expulsion.

12. Assess the situation to determine follow-up steps.
MEDICAL EMERGENCIES

Whenever a student, staff member, or a visitor on campus is injured, the following procedures should be followed:

STEPS OF ACTION:
1. Assess area for safety before entry, contact Operations and principal.

2. Determine injuries and provide first aid, as necessary.

3. Summon appropriate building assistance (e.g., school nurse or others with advanced first-aid training).

4. Notify Emergency Assistance by calling 9-1-1.

5. Restore calm by having students either stay in class or return to class.

6. Notify School District Office.

7. Assess extent of situation by determining who was involved or committed to act.  Identify witnesses and secure area.

8. Follow emergency procedures for communication of information to staff and students, evacuation, (if necessary) and media plan.

9. Follow crisis response follow-up plan for necessary counseling or other trauma reduction activities.

10. Send proper EMA to hospital and or emergency person, and fax, to EMT.

11. Notify next of kin or parents.

HOSTAGE SITUATION PROCEDURES


If a situation should arise where one or more persons hold students or staff hostage on the campus or in the school, the following precautions should be considered.

1. Notify --------Police and/or 9-1-1 and School Superintendent’s Office immediately.

2. Using either the intercom or messenger notify teachers to move classes of students or groups of students away from the hostage situation.  Isolate hostage area.  If appropriate use “lock down” code.

3. Gather all facts regarding the situation for the police.  Keep notes on times, any communications from the person holding the hostage, and other witness information.

4. Provide law enforcement with a floor plan of school and arrange for any assistance necessary with the school’s custodian.

5. Work with district office and law enforcement to determine next steps.  Notify appropriate families possibly offering transportation assistance).

6. Put media plans into effect.

7. Any other decision regarding hostage situation will be determined by law enforcement and superintendent’s office.

DEATH/SUICIDE PROCEDURES

DEFINITION:  Emergency where there is an apparent death or suicide or many are sick or injured.  Immediate concerns is to                                            

                            Aid the injured or sick students.

SIGNALS:  Use Public Address system.

STEPS OF ACTION:

1. Secure area.

2. Notify -------Police Department or 9-1-1.  Perform CPR, if possible.

3. Use universal precautions.

4. Do not leave victim unattended and secure the scene for investigators.

5. Remove others from area of victim. 

6. Notify family and make arrangements to meet at the hospital.  Do not give specific details over the phone.

7. Notify superintendent.

8. Activate crisis response plan.

9. Prepare for necessary counseling to occur as soon as possible after the incident.

10. Activate aftercare.

EXAMPLE-  What to Say:

(Person’s name) has been taken to (what hospital).  You will be given information at the hospital and you are needed at such hospital.

CRISIS RESPONSE:

FOLLOW-UP STEPS FOR ALL CRISIS LEVELS


For preparation to meet a crisis at any level, the follow items should be assembled and be available prior to the onset of any disrupting event.

1.    List of approved counselors or aftercare providers who can be called on for assistance.

2. Communication plan for faculty, students, and parents.  Death notification procedures, etc.., and the means to be used for communication.  For example, the Public Address system and phone numbers.

3. This emergency document with emergency procedures and phone numbers.

4. An assessment process ( who is going to investigate the incident and a means to assess who may need help).

5. The name and number of the district official that will assist the school in coordinated response.

STEPS OF ACTION FOR CRISIS RECOVERY

1. Investigate the crisis fully.

2. Determine who is affected physically and psychologically.

3. Determine the type and level of the response needed.

4. Activate resources and make a schedule to use resources to meet the identified need.

5. Maintain liaison with district office supervisors and help keep the faculty informed of actions taken.

6. Evaluate the response to determine if the identified needs were met by the counseling, debriefing, or activities that were used.

OFF CAMPUS EMERGENCY-PRE-PLANNING

Definition:  Emergencies that take place off school grounds while students are on a school-sponsored activity.

Pre-Trip Planning:
Preplanning is an essential element of trip preparation.  The following steps must be completed prior to the off campus trip:

1. Field Trip Request Form and Emergency Medical Authorization Form must be completed and approved.

2. Participant roster with bus assignment.  One copy left at school; one copy goes with bus driver and teacher.

3. Computer-generated address, phone number, and other emergency information for each student and each adult chaperone shall be carried on each bus as well as left at the school.

4. I.D. wrist bracelets will be used on the field trip.

5. Itineraries, routes, and schedules the bus will use in traveling to and from the destination.  (Leave one copy in school office.)

6. Computer-generated list of emergency contacts with telephone numbers for each.  These should include building principal (home and work), secretary (home and work), superintendent, communications services, and bus garage.  A complete packet of this information will be compiled for the building principal, each teacher going on the trip, and each bus driver.

7. Bus drivers will be trained in first aid procedures.

8. A contact person at the destination point will be identified, should be left with the building principal.

9. Trip planner is to be given to principal.

OFF-CAMPUS EMERGENCY- PROCEDURES
Definition:  Emergencies that take place off school grounds while students are on a school sponsored activity.  Includes personal injury or illness, automobile or bus accident.

Steps of Action for Vehicular Accidents:

Upon the occurrence f an off-campus emergency, the school personnel will take the following steps:

1. The Bus Company Transportation Coordinator will notify the building principal of any bus incident.

2. Staff members in charge of field trip must notify the building principal.

3. The building principal or his/her designee will notify parents or guardians of injured students as soon as possible.

4. The building principal or his/her designee will notify parents and guardians of all involved students as soon as possible.

5. School principal or his/her designee will notify superintendent.

6. The principal should follow proper media procedures if appropriate.

Steps f Action for Other Emergencies Involving Students:

Upon the occurrence of an off-campus emergency, the school personnel will take the following steps:

1. Incidents should be immediately reported to the building principal by appropriate staff.

2. Principal or designee should gather all necessary information.

3. Principal will notify parents or guardians of any injured or involved students.

4. Principal or designee will notify the superintendent.

5. Principal will follow media procedures if appropriate.

CRIME REPORTING PROCEDURES:

AGAINST PERSONS/PROPERTY

Based upon an understanding with local law enforcement authorities, crimes on school grounds, at school events, or on school buses will be reported to the appropriate law enforcement agency.  Below is a partial list, of common offenses that should be reported.

a. assault and battery

b. extortion

c. bomb threat

d. possession, use or transfer of dangerous weapons

e. sexual offenses

f. vandalism (major)

g. theft, possession, or sale of stolen property

h. arson

i. furnishing or selling unauthorized substances, as defined by board policy

j. furnishing, selling, or possession of controlled substances (drugs, narcotics, or poisons)

k. distribution, sale, purchase, manufacture, or unlawful possession of a controlled substance

l. threatening to take the life of or inflict bodily harm upon a teacher, principal, or members of their immediate family or any other person.

m. Possession of a weapon

n. Child abuse

The basic enforcement procedures to be followed in instances of criminal conduct are:

a. When an administrator observes (or is notified of and verifies) an offense, the administrator will confer with the staff involved, effect the appropriate disciplinary action, and if appropriate, meet with the student

b. School officials should contact law enforcement authorities.

c. If warranted, the administrator should immediately remove the student from the school environment.  The administrator will notify a parent/guardian as soon as possible.

d. Staff will follow established due process procedures when applicable.

e. The administrator will keep a complete record of the incident for law enforcement.

f. Crime scene should be secured and evidence protected.

The administration may apply sanctions in cases of criminal conduct that may include, but are not limited to:

a. out-of-school suspension

b. assignment to alternative schools

c. expulsion

d. restitution of property and damages, where appropriate, should be sought by local school authorities

e. other sanctions as approved by the board

UNWANTED INTRUDER

Definition:  Person who has no business on the school premises.

General procedures- Staff to stop strangers and inquire as to their business in the building.  Contact office to be sure they have registered.  Remember:  All authorized visitors should be wearing “orange visitor’s pass.”

Signals:

· If code, “Lock Down” is given over P.A., teachers should use “lock down procedures.”
· If intruder is in the hall, staff calls office or escorts stranger to office.
· If in classroom, the teacher should use the intercom and panic button.
Steps of Action:

1. Identify intruder, if possible.

2. Ask unwanted intruder to leave the campus.

3. If the intruder is hostile or threatening, call for law enforcement.

4. If the intruder becomes violent, signal teachers who will lock doors.

5. Maintain surveillance of intruder while he/she is on campus.

6. Only evacuate building if directed by law enforcement authority.

NOTE:  The term “lock down procedures “is meant to imply that all staff remain in the confines of their appropriate room with the doors and windows closed and locked until such time as notice is given by the principal or his/her designee.

COMMUNICABLE DISEASES

PROPOSED EXPOSURE CONTROL PLAN

PURPOSE

The purpose of the exposure control plan is to minimize or eliminate school employees’ exposure to blood borne pathogens at work.  The plan will ensure all employees who are the most likely to be exposed to blood or other potentially infectious materials will receive necessary blood borne pathogens information and training.

Prudent actions employed by staff and students should focus primarily on steps that they can take to ensure their well-being.  These actions should focus on appropriate hygienic and sanitation practices.

Whenever possible, a student should be directed to care for his/her own minor bleeding injury.  This included encouraging students to apply their own bandages.  If assistance is required, bandages may be applied after removal of gloves if caregiver will not come into contact with blood or wound drainage.

Hand Washing

Proper hand washing methods should be utilized by ALL STAFF members to protect themselves from types of infectious materials.

Personal Protective Equipment

Personal protective equipment will be provided and used to protect employees from the hazards of contact with infected material.

Gloves are required for all tasks in which an individual may come into contact with blood or other potentially infectious materials.  Such tasks include cleaning body fluid spills, emptying trashcans, handling sharp objects/containers, handling contaminated broken glass, cleaning contaminated equipment and handling contaminated laundry/clothing.  This also includes assisting with any minor wound care, treating bloody nose, handling clothes soiled by incontinence, blood, diaper changing and cleaning up vomit.

Waste Handling and Disposal

Contaminated Waste and Biohazard Waste are both wastes which must be handled and disposed of with special precautions.

Labels or color codes will be used on containers for storage of hazardous items to increase awareness of the dangers OSHA requires the use of “BIOHAZARD” signs on such material.

Work Practice Controls

Thorough cleaning using an antiseptic cleaner provided by the school district shall be done in the event hand-washing facilities are not readily available.  If this alternative method is used, hands must be washed with soap and running water as soon as possible.

Any surface contaminated with blood or other potentially infectious materials must be cleaned after each use.  Materials to be used are soap and water, and then the area or item should be rinsed with an approved disinfectant product.

Student or staff must not pick up needles, syringes, broken glassware, and other sharp objects that might be found on school property.  Any other these type items found on the property must be disposed of in an OSHA approved biological hazard container that is appropriately labeled or color-coded.

All wastebaskets used to dispose of potentially infectious materials must be lined with a plastic bag liner that is changed at least daily.

Maximum protection with gloves, face/eye protection and gowns are required whenever splashes, splatter, or droplets of blood or other potentially infectious materials may be generated and eye, nose, or mouth contamination can be reasonably anticipated.

Eating, drinking, applying cosmetics, and handling contact lenses are prohibited in the work area where there is risk of occupational exposure.

NOTE:
Students should NEVER be allowed to assist in the cleanup of bodily fluids.

MEDIA PLAN

PHILOSOPHY

_____________ schools provide access to all public information through cooperative efforts among representatives of the media and school personnel, while considering the responsibilities of both agencies.

The primary objective for effective media utilization is to inform the public of all relevant information during a school emergency.

GENERAL GUIDELINES

1. The principal and the __________ office spokesperson will be the designated person(s) to work with the media.  All media requests will be directed through them.

2. At no time will students be interviewed without parental approval.  When requests for student interviews are granted, the interview will be completed with minimum loss of instruction time, minimum interruption in the learning environment, and approval from the _____________ office.

3. The _____________ or the school will assign a convenient location for the media, which will meet the requirements of both the media and school personnel.

4. The __________ school spokesperson will prepare notes for speakers involved in a news conference and will prepare written statements for the press.

5. The ___________ school spokesperson will prepare and distribute a fact sheet which contains relevant information pertaining to students and personnel, location, history, etc., and the emergency.

6. The ____________ school spokesperson will prepare provide the media personnel with media guidelines established by the school.

STEPS OF ACTION:

1. Have all transactions with the media handled by the building principal – all other staff should refer the media to the principal.

2. Set a calm tone from the beginning – do not answer questions until the media group is quiet.

3. Speak calmly and slowly

4. Always start with expression of condolences or concerns for victims and their families.

5. Do not place blame for the incident.

· “The incident is under investigation by the police/fire _______ department”

· “That question will have to be referred to the police/fire___________ department”

6. State that appropriate follow-up services are being provided for students, staff, and parents by internal and external resources.

MEDIA CONTACTS:

The _____________ school will maintain a list of all local newspapers, radio stations, and television stations.  This list will contain the names of contact persons, telephone numbers, and FAX number where applicable.  When an emergency occurs, these contact will be notified and plans will begin to accommodate their need to gather information about the emergency.

MEDIA EMERGENCY KIT:

· Copy of  the school emergency plan

· Current list of all media contacts

· Name tags for media personnel

· Copy of Freedom of Information Regulations

