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Notification and Activation (Internal and External Communications) 
 

Describe the policies and procedures for contacting appropriate law enforcement 
officials in the event of a violent incident.  The district’s procedures might include 
maintaining a list of local law enforcement agencies, and the designation of the 
individuals authorized to contact the law enforcement agencies. 

 
Describe the system that has been established for receiving and disseminating 
information to educational agencies within a school district of a disaster.  The system 
could include the following forms of communication: 
 
   Telephone      Intercom 
   Fax/Email       Local Media 
   District Radio System   NOAA Weather Radio 
   Others, as appropriate 
 
The system may specify that in the event of an emergency, or impending emergency, 
the district will notify all principals/designees of facilities within the district to take the 
appropriate action. 

 
 
 

DISTRICT EMERGENCY TELEPHONE NUMBERS 

 

James I. O’Neill HS  Business Home 

Principal Louis Trombetta 845-446-4914 x2500 N/A 

Assistant Principal Robin Haberman 845-446-4914 x2501 N/A 

Building Custodian Chuck Herasimtschuk 845-446-9575 x2950 N/A 

 

Highland Falls IS  Business Home 

Principal Bethany Negersmith 845-446-4761 x3510 N/A 

Assistant Principal Adam Gerson 845-446-4761 x3520 N/A 

Building Custodian Jerry Falco 845-446-4761 x N/A 

 
 

Fort Montgomery ES  Business Home 

Principal Dr. Maureen Lamb 845-446-1008 x4510 N/A 

Building Custodian Francisco Vasquez 845-446-1008 x N/A 

 

Transportation  Business Home 

Director Wayne Robinson  845-446-4738 x1250 N/A 

Assistant  Amy Silver 845-446-9575 x1201 N/A 
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ALL EMERGENCIES 
 FOR FIRE, POLICE & AMBULANCE 

 DIAL 911 
 

ASSISTANCE FROM LOCAL GOVERNMENTAL OFFICIALS 

COORDINATION WITH LOCAL AND COUNTY AGENCIES 
 

 The School District has developed an emergency management plan along with 
specific procedures to follow should an emergency occur.  A copy of this plan is 
located in each of the building offices. 

 

AGENCY 
 

CONTACT PHONE 

State Police Dispatcher 845-782-8311 
Town of Highland Police Dispatcher 845-446-4010 
Village Police 
Town Government 

Chief 
Supervisor 

845-446-4911 
845-446-4280 

Village Government Mayor 845-446-3400 
Fire Department Chief 845-446-4911 
Orange Ulster BOCES District Superintendent 845-291-0010 
Hospital Nursing Supervisor TBA 
Ambulance Dispatcher 845-446-4911 
Risk Management Risk Manager 845-446-4911 
   
 

Other: 
 

 

Poison Control 1-800-222-1222 
Gas Leak 1-800-533-5325 
FBI 633-6000 
Orange & Rockland Utilities 986-1191 
Life Threatening Emergencies 911 
 
Should an actual emergency occur the District Emergency Officer or Incident 
Commander will contact the appropriate agency with the specific nature of the 
emergency and request assistance.  Questions concerning these emergency 
procedures should be directed to: 
 

   Dr. Debra Jackson    446-4738 Ext. 1301   
   Wayne Robinson    446-4738 Ext. 1250 
   Patrick Cahill      446-4738 Ext. 1103 
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CHAIN OF COMMAND FOR INCIDENT RESPONSE 

 

School Response Team Organizational Chart 

Incident Commander / Incident 
Liason 

 Building Principal 

Facilities & Security 

Lead Custodian 

Accountability / Internal 
Communications 

Lead Bldg. Secretary 

 

Counseling Services  

Students & Staff 

Social Worker 

Parent Communications 

Designated Building Teacher 

Medical 

Building Nurse 

School Team Recorder / 
Communicator / School 

Media Liason 

Bldg. Assist. Principal / 
Designee 

Media Liaison 

Superintendent 

District  Response Team 
Coordinator 

Director of Facilities 
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School Response Team Assignments 

 

Incident Response 
Team Position 

Fort Montgomery 
Elementary School 

Highland Falls 
Intermediate School 

James O’Neill High 
School 

Incident  
Commander / Incident 
Liaison 

Dr. Maureen Lamb – 
Building Principal 
O 845.446.1008 x 4510 
C  

Ms Bethany Negersmith - 
Building Principal 
O 845.446.4761 x 3510 
C  

Mr. Louis Trombetta – 
Building Principal 
O 845.446.4914 x 2500 
C 

Media Liaison* Dr. Debra Jackson 
O 845.446.4738 x1101 
C 845.392.6333 
 

Dr. Debra Jackson 
O 845.446.4738 x1101 
C 845.392.6333 
 

Dr. Debra Jackson 
O 845.446.4738 x1101 
C 845.392.6333 
 

School Team 
Recorder / 
Communicator / 
Media Liaison 

Lisa Galu 
O 845.446.1008 
 

Adam Gerson 
O 845.446.4761 x 3520 
C  

Robin Haberman 
O 845.446.9575 x 2501 
C  

District Response 
Team Coordinator 

Wayne Robinson  
O 845.446.4738 x1250 
C 845.476.5125 
 

Wayne Robinson  
O 845.446.4738 x1250 
C 845.476.5125 
 

Wayne Robinson  
O 845.446.4738 x1250 
C 845.476.5125 
 

Security & Facilities Francisco Vasquez 
O 845.446.1008 
C 845.709.4220 

Jerry Falco 
O 845.446.4761 x 3250 
C 974.260.9021 

Chuck Herasimtchuk 
O 845.446.9575 x2950 
C 845.742.0238 

Accountability / 
Internal 
Communications 

Dora Smith 
O 845.446.1008 x 4500 
 

Mary Papa 
O 845.446.4761 x 3500 
 

Dana Remaly 
O 845.446.9575 x 2502 
 

Counseling Services Charles Giardina 
O 845.446.4914 x 2645 

Charles Giardina 
O 845.446.4914 x 2645 

Charles Giardina 
O 845.446.4914 x 2645 

Parent 
Communications 

Margaret Moscatello 
O 845.446.1008 x 4700 

Trish Hannigan 
O 845.446.4761 x 3600 
C 

Nancy Kowele 
O 845.446.4914 x 2601 
C 

Medical Margaret Moscatello 
O 845.446.1008 x 4700 

Linda Wetzel 
O 845.446.4761 x 4700 
 

Susan Slapp 
O 845.446.4914 x 2700 
 

 

 Primary 1st Alternate 2nd Alternate 

Media Liaison*  Dr. Debra Jackson Dr. Andrea Tejador Patrick Cahill 
 
 
Note:  Should the primary incident commander not be available, the first progression will be to the 
immediate subordinate, followed by an equivalent position from one of the other buildings 
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District Response Team Organizational Chart 

 

District Response Team 
Coordinator 

Director of Facilities 

Administration / Finance 

Business Official / 
Desingee 

Transportation 

Transportation Clerk 

Operations & Sceurity  

B&G Staff 

Parent Center 
Coordinator  

Director of Informational 
Technology 

Communicator / 
Recorder 

B&G Clerk 
External Communicator 

Superintendent Secretary 
/Designee 
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District Response Team Assignments 

 

Incident 
Response Team 

Position 
Primary First Backup Second Backup 

District Response 
Team Coordinator 

Wayne Robinson  
O 845.446.4738 x 1250 
C 845.476.5125 
PTT 845.263.9895 

Patrick Cahill 
O 845.446.4738 x 1103 
C 845.392.8611 
 

Christine Armstrong 
O 845.446.4761 x 3610 
C 845.476.5282 
 

Communicator / 
Recorder 

Linda Adduce 
O 845.446.4738 x 1200 
 

Joann DiLorenzo 
O 845.446.4738 x 1100 
 
 

Moira Liardi 
O 845.446.4738 x 1101 
 

External 
Communicator 

Barbara Fleming 
O 845.446.4738 x 1300 
C 706.614.1840 
 

Stefan Klein 
O 845.446.4738 x 2902 
C 845.857.3749 
 

Andrea Tejedor 
O 845.446.4738 x 1901 
C 845.742.3651 
 

Administration / 
Finance 

Patrick Cahill 
O 845.446.4738 x 1103 
C 845.392.8611 
 

Guy Murtha 
O 845.446.4738 x 1102 
C  
 

Christine Armstrong 
O 845.446.4761 x 3610 
C 845.476.5282 
 

Transportation Amy Silver 
O 845.446.4738 x 1201 
C 845.590.3736 
 

Cathy Clark 
O 845.446.4914 x2503 
C  
 

Pam Deans 
O 845.446.4914 x2507 
C  
 

Operations & Security Peter Baker 
O 845.446.4914 x 1205 
C 845.742.1147 
PTT 845.742.1147 

Paul Cutaia 
O 845.446.4914 x 1205 
C 845.742.1600 
PTT 845.741.1500 

Steve Chesmin 
O 845.446.4914 x 1205 
C 845.742.0236 
PTT 845.742.0236 
 
Steve Rose 
O 845.446.4914 x 1205 
C 845.239.0780 
PTT 845.239.0780 

Parent Center 
Coordinator 

Andrea Tejedor 
O 845.446.9575 x1901 
C 845.742.3651 

Debra Crowe 
O 845.446.4914 x2880 
C 845.494.3722 Any Building Assistant 

Principal 
 

 

  



SECTION III:  RESPONSE 
 

 

DISTRICT-WIDE SCHOOL SAFETY PLAN COMMISSIONER’S REGULATION 155.17   ADOPTED 07/12/01 

REVISED 11/04/2013 

22 

 

EMERGENCY RESPONSE - LOCKDOWN 
LOCKDOWN – Implemented when there is a threat inside the building.  (Always 
assume the intruder is armed) 
 
1. Call 911 and report your situation. 

 
2. Direct LOCKDOWN to be initiated 

 
a. Announce over the PA / Intercom or otherwise This is NOT a Drill, Implement 

LOCKDOWN Procedures 

3. Teachers and staff will implement the following actions as quickly as possible: 

a. Gather students from hallways and areas near your room into your classroom 
or office 

b. Lock classroom / office door(s)  

c.  Have students take a seat next to the wall away from the door window 

d. Take attendance 
i. Include additions.   
ii.  For missing students, note their last known location 

4. The following guidelines should be adhered to during the lockdown 

a. Do not cover windows.  Leave window blinds and lights as they are 

b. Do not allow anyone to enter or leave the classroom / office. 

c. Do not answer or  communicate through your locked door 

d. Do not answer a classroom telephone. 

e. Do not respond to a FIRE ALARM unless imminent signs of fire are observed. 

f. Do not talk within your area unless absolutely necessary. 

g. Do not respond to the intercom, public address system or other 
announcements 

NOTE: Lockdown will end only when released from your room by emergency 
responders or other authority, who will have a key to enter and inform you of the 
end of the lockdown. 
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EMERGENCY RESPONSE - LOCKOUT 
 

LOCKOUT – Implemented when there is a threat from outside the building.  All 
outside doors will be secured and entry to or exit from the building will be 
restricted.  All electronic access doors will be disabled. 
 
1. LOCKOUT will be announced over the PA / Intercom or otherwise. 

a. This is not a Drill, Implement LOCKOUT Procedures.  Repeat, this in not a 
Drill, implement LOCKOUT Procedures 

2. IF LOCKOUT is initiated due to a situation OR a potential incident discovered at the 
school THEN Call 911 and advise them of your situation 

3. IF LOCKOUT is due to information from police THEN keep police advised of any 
change in status of your building 

4. Ensure all exterior doors and windows are CLOSED AND  LOCKED 

5. Terminate all outside activities and have students and staff return to the building 

6. ONCE all staff and students are in the building, THEN entry to the building is gained 
only on a one-on-one basis and only through a locked and monitored door. 

7. The building incident commander (principal) should assemble the school and district 
response teams as necessary to achieve the following objectives. 

a. Ensure all staff and students are accounted 
b. Ensure school building entrances and grounds are monitored  
c. Set / adjust class schedules as necessary 
d. Staff notifications and updates 
e. Parent notifications and communications 
f. Media Notifications 
g. Adjust transportation for in-district and out-of-district students, if necessary 
h. Cancellation of school sponsored events, if necessary 

8. The Building Principal must authorize entry to the building by any individual(s) 
requesting entry during the lockout.  Entry should be a one on one basis only. 

9. Notify local law enforcement should any individual remain on campus after being 
refused entry 

10. WHEN the external threat is resolved, THEN the lockout may be lifted.  Notification 
may be through any means appropriate for the building. 

11. WHEN the incident is resolved AND the lockout is terminated THEN advise police of 
termination. 
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EMERGENCY RESPONSE – SHELTER IN PLACE 
 

SHELTER IN PLACE  – May be implemented when there is a threat due to 
projected weather or other on-going events where sheltering is the preferred 
initial protective action. 

NOTE: Shelter in Place information will be provided based on the situation for 
which this protective action is taken.  The location may be in the classroom, halls, 
auditorium as directed by the Building Principal. 

Note: Do NOT activate the fire alarm system; do NOT use portable radios or cell 
phones 

 
1. SHELTER IN PLACE will be announced over the PA / Intercom or otherwise. 

a. This is not a Drill, Implement SHELTER IN PLACE in the following location 
(provide the area for the students and staff to shelter dependent on the event 
in progress) 

2. IF SHELTER IN PLACE is due to a BOMB THREAT THEN  
a. Call 911 and provide information available.  IF the threat was received 

over the phone provide information from  the bomb threat response form  
b. IF the location of the bomb is known, THEN evacuate and isolate the area, 
c. IF the location of the bomb is unknown THEN Have teachers and/ staff 

scan their respective area for anything out of the ordinary.   
d. The building principal turnover incident command to the first responder 

and act as incident command liaison 

3. IF SHELTER IN PLACE is due to a weather related condition THEN  
a. Continue to monitor the emergency broadcast system and/or  weather 

information sources for weather projections. 
b. Ensure all exterior doors and windows are CLOSED AND  LOCKED. 
c. Terminate all outside activities and have students and staff return to the 

building 
d. Pull down window shades 
e. Call 911 if emergency assistance is required 

4. `The Incident Command Liaison (Building Principal) will  assemble the school and 
district response teams as necessary to address the specific situation.and maximize 
the safety of students and staff. 
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EMERGENCY RESPONSE – EARLY DISMISSAL 

 
EARLY DISMISSAL – this process is used to return students to home as quickly 
as possible due to on-going or projected incidents where relocation of students 
to their homes is the best possible alternative. 
 
NOTE: IF ALL school buildings are to be early dismissed, THEN the Incident 
Commander duties will fall to the High School Principal/designee 
 
1. The Building Incident Commander will assemble the school and district response 

teams to accomplish the following objectives: 
 

a. Establish dismissal time(s) for Students and Staff 
b. Staff notifications 
c. Parent notifications 
d. Media Notifications 
e. Transportation for in-district and out-of-district students 
f. Safe building evacuation routes as applicable 
g. Monitoring of weather conditions for changes, as applicable 
h. Safe conditions for dismissal (i.e. snow/ice removal, safe egress paths) 
i. Completion of attendance and/or accountability 
j. Cancellation of school sponsored events 

2. IF early dismissal will occur before lunch, THEN notify kitchen staff. 

3. Notify respective law enforcement and village officials for traffic and pedestrian 
controls. 

4. WHEN dismissal time is reached, THEN announce that students are dismissed and 
should proceed directly to their buses / cars as appropriate. 

5. Ensure that contract transporters notify the transportation department when all 
students have been returned to their assigned drop off location.  This includes 
in=district and out-of-district students 

6. WHEN all of a building’s students have been reported to have been returned to their 
home/drop off locations, THEN that Building’s Response Team may be  released 

7. WHEN ALL students have been reported to have been returned to their home/drop 
off location, THEN the Incident Commander may  terminate the event and dismiss 
the Response Teams 
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EMERGENCY RESPONSE – BUILDING EVACUATION 

Evacuation – This process will be used any time there is a need to remove students and 
staff from a building due to an uninhabitable condition, e.g. fire.  Building evacuation 
may be initiated by the fire alarm system or by page. 

1. UPON the initiation of a building evacuation, THEN ensure students and staff exit 
the building in an orderly manner via the path(s) indicated by the room diagram.   

2. Ensure that students and staff assemble in the room’s assigned area away from 
access roads AND that accountability is initiated 

3. IF conditions permit, THEN ensure that a building sweep is conducted. 

4. IF the building evacuation is due to a fire alarm, THEN attempt to determine the 
location of the alarm from the building’s fire detection panel. 

5. IF the building evacuation is due to any condition, other than fire, that makes the 
building uninhabitable THEN, 

a. Isolate the area if known 
b. Do not allow anyone to enter the area. 

6. The incident commander/liaison and school building response team will report to 
their outside assembly area and prepare to meet the emergency responders.  
Minimum information that should be included in the turnover is the  

a. Nature of event 
b. Area/Location of event 
c. Names of any missing individual 
d. Identification of any known hazards in the area/location of the event 

7. Notify the district team coordinator to have transportation mobilized to support 
sheltering, early dismissal or relocation decisions. 

8. WHEN teachers have completed accountability checks, the names of any students 
or staff who cannot be accounted for must be immediately reported to the school 
response team accountability member, 

9. Maintain students in the assigned area away from the building and access roads 
until direction to either re-enter the building or to relocate to an alternate site is given 
by the incident commander. 
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EMERGENCY RESPONSE – RELOCATION 

RELOCATION – this process is used when there is a need to relocate students 
from their assigned building to an alternate location for safety purposes.  This 
process may be used to relocate students to an area / building more conducive 
for an orderly dismissal process to occur. 

NOTE:  If the building is evacuated due to a fire alarm, staff and students will 
evacuate the building and report to their normal assembly areas. 

NOTE: if relocation is due to an incident at Indian Point as directed by the County 
Executive, relocation will be conducted in accordance with the Radiological 
Emergency Response Plan. 

1. IF it is determined that a relocation is necessary THEN identify the area or alternate 
site location for relocation: 

2. Notify staff of the need to relocate and provide the alternate location.  Reference 
Appendix R, Radiological Emergency Response for guidance on staff assignments 
for relocation events.. 

3. Notify law enforcement agencies as necessary and request assistance at the 
alternate site for traffic and control, etc. 

4. IF transportation is required THEN establish transportation and relocation start 
times.  Notify transportation contractors. 

5. Notify school nurse(s) and instruct them to gather necessary student medications. 

6. Ensure alternate location staff are notified that their site will be utilized and to make 
the location ready to receive the students.  Dispatch school staff to assist in the 
preparation. 

7. Initiate the parent and media notification sequence as necessary, instructing parents 
to pick up their children at the alternate location 
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 MEDICAL EMERGENCY 
 
NOTE:  AEDs are located in the following areas.  Refer to APPEMDIX M: AED 
Protocol if the use of an AED is required. 
 
JOHS Main Lobby  HFIS Main Lobby  FMES Hallway by Multi-Purpose Room 
JOHS Gym    HFIS Gym Lobby 
 

1. UPON notification of an injury or need for medical attention, THEN notify 

a.  the nurse and  
b. The building principal 

2. IF outside medical assistance is required, THEN Call 811 and provide as much 
information as is available. 

3. The Building Principal will assemble the school and district response teams as 
necessary to accomplish the following objectives as necessary: 

a. Mobilizing additional medical assistance 
b. Providing  security and crowd control at the medical scene 
c. Establishing safe access and egress routes for emergency response vehicles 

i.e. police, ambulances, etc. 
d. Establishment of a School Team Command Center 

e. Effective interactions with the first response Incident Command 
f. Communications with staff 
g. Assignment of teachers and staff to act as counselors, security,etc. 
h. Accountability of students and staff. 
i. Parent Notifications 
j. Media Notifications 
k. Post crisis counseling  
l. Documenting the incident injured and injury(s)  

4. WHEN the medical emergency has terminated, the Building Principal will assemble 
the school and district teams and complete all necessary reports as determined fpr 
the incident. 

5. Upon completion of the required reports, the Building Principal may terminate the 
event and dismiss the teams. 

 
Necessary Resources:        Medical Emergency Response Kit 
     Communications Equipment (Radios, phones) 
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INTRUSION / HOSTAGE TAKING / KIDNAPPING 
 
SEQUENTIAL RESPONSE ACTIONS: 
 
NOTE: Verification should be made that there is an intruder in the building, on the 
grounds, or if a specific threat exists.  Do not wait for verification to call 911.  

 
1. UPON discovering an intruder or specific threat, CALL 911 and provide as much 

information as is available. 

2. Notify building occupants using the public address / intercom system to implement 
LOCKDOWN Response Guidelines. 

3.  Notify the Building Principal / designee 

4. Identify the Intruder if possible.  Always assume an intruder is armed and 
dangerous. Do not attempt to overtake the intruder/assailant. 

5. Incident Commander (Building Principal / designee) should activate the Building and 
District Response Teams to achieve the following objectives: 

a. Establishment of a School Team Command Center 
b. Maximizing the safety of staff and students in ALL buildings 
a. Effective interactions with the first response Incident Command 
c. Communications with staff 
d. Isolation of affected areas  
e. Accountability of students and staff. 
f. Parent Notifications 
g. Media Notifications 
h. Post crisis counseling  
i. Parent-student reunification 

6. A lock down of all rooms, including auditoriums and gymnasiums should take place 
immediately. 

7. The Building Incident Commander will meet with the First Responder Incident 
Commander and provide a turnover of the situation, providing as much detail as is 
available.  Once the turnover is complete, the Building Incident Commander will 
assume the role of Incident Command Liaison. 

8. The Incident Command Liaison shall interface with the Incident Commander and 
implement recommended actions to support achieving the goals and objectives set 
by Incident Command. 
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9. Based on concurrence from the Incident Commander, the Incident Command 
Liaison may update the building staff and students using the Public Address / 
Intercom system 

10. The District Team Coordinator should plan for the following: 
a. Notification of parent(s) and/or spouse of victim(s) 
b. Setting up a receiving area (isolated) for family members of any victim(s) 
c. Arranging for counseling services. 
d. Post crisis needs based on the severity of the incident 

11. WHEN Incident Commander determines the incident is safe to terminate. THEN the 
building response team should 

a. Tour the building with local law enforcement to inform staff and students to 
secure from the lockdown 

b. Direct staff to conduct and report student and staff accountability.   
 
12. When all students and staff have been accounted for, provide direction as to 

subsequent actions to be taken. 

13. Assemble Building and District Teams and formulate a recovery plan.  Implement 
the recovery plan. 

 
 
 
 
 Necessary Resources:        Rapid Response Crisis Kit 
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BOMB THREAT 
 

SEQUENTIAL RESPONSE ACTIONS: 

Note: Do NOT activate the Fire Alarm System; Do NOT use portable radios OR cell 
phones 
 

1. Upon receipt of a bomb threat by telephone, initiate the Bomb Threat Response 
Form.  Listen for identifying speech Characteristics: male or female; young or old, 
etc.  Fill out the response form as completely as possible and provide to the building 
principal 

2. Call 911 and provide as many specifics as are available 

3. Notify the Building Principal / designee) 

4. The Building Incident Commander/Liaison (Building Principal) should activate the 
building and district response teams to achieve the following objectives 

a. Establishment of a School Team Command Center 
b. Maximizing the safety of staff and students in ALL buildings 
c. Effective interactions with the first response Incident Command 
d. Communications with staff 
e. Isolation of affected areas  
f. Accountability of students and staff. 
g. Parent Notifications 
h. Media Notifications 
i. Post crisis counseling  
j. Parent-student reunification 

5. The Building Incident Commander will meet with the First Responder Incident 
Commander and provide a turnover of the situation.  Once the turnover is complete, 
the Building Incident Commander will assume the role of Incident Command Liaison. 

6. Notify all building occupants using the public address system to implement the 
SHELTER IN PLACE Response Guidelines. 

7. As directed by Incident Command (local law enforcement), continue with school, 
shelter in place, early dismiss or relocate staff and students. 

8. WHEN the building threat has been cleared by Incident Command, THEN prepare 
recovery actions to return students and staff to school. 

 
Necessary Resources:  Bomb Threat Response 
     Rapid Response Crisis Kit 
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BOMB THREAT RESPONSE FORM 
Be Alert!  Get Specifics!  Be Responsive! 

 
 
Person receiving call: __________________________________________________________________ 
 
Exact time of call: _____________________________________________________________________ 
 
Exact words of call 

 
 

 

Questions to Ask 
 
 

When is the bomb going to explode? 
 
 
Where is the bomb? 
 
 
What does it look like? 
 
 
What kind of bomb is it? 
 
 
What will cause it to explode? 
 
 
Did you place the bomb? 
 
 
Why? 
 
 
Where are you calling from? 
 
 
What is your address? 
 
 
What is your name? 
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Caller’s Voice (circle) 
Accent   Crying     Giggling   Normal 
Squeaky   Angry      Deep        Lisp 
Sincere     Stressed   Broken     Disguised 
Loud         Slow        Stutter      Calm 
Excited      Nasal       Slurred     Rapid 
If voice is familiar, whom did it sound like? 
 
Were there any background noises? 
 
 
Remarks: 

___________________________________________________________________________ 
 

Person receiving call: ___________________________________________________ 
 
Telephone number call received at: ________________________________________ 
 
Date: ___________________________________ 
 
Report call immediately to:__________________ 
(refer to bomb incident plan) 
 
Background Sounds (circle) 
Airplanes                 Street Traffic      Animals 
Office/Machinery    Trains                 Quiet 
Factory/Machinery  Voices                Music 
 
Threat Language (circle) 
Foul                Irrational          Taped 
Incoherent     Message read by threat maker 
Well spoken (educated) 
 
Remarks: _____________________________________________________________ 
 

 
Date: _______________________________________________________________ 
 
Name: ______________________________________________________________ 
 
Position: ____________________________________________________________ 
 
Phone Number: ______________________________________________________ 
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RESPONSE TO SITUATIONS OF POTENTIAL VIOLENCE IN SCHOOL 
  
NOTE: Notify the Director of Special Education whenever a CSE student is 

involved. 

 
GENERAL THREAT 
 
When a general threat is made to a large, unspecified group. the principal and/or 
designees will determine the course of action 
 
SPECIFIC / ACTUAL THREAT 

1. WHEN a staff member becomes aware of a student's threat or actual act of violence 
THEN the staff member will immediately notify the principal and/or designee’  

2. The principal and/or designee will notify appropriate members of the Building 
Response Team  

3. The Incident Commander (Building Principal / designee) will arrange to have the 
student(s) immediately escorted to the principal's office 

4. There shall be NO STOPS, NO EXCEPTIONS, NO QUESTIONS 

5. The student(s) will be attended by one or more adults, at all times. 

6. The crisis team will conduct a joint assessment of the student(s) and situation and 
determine the potential risk. 

7. Student's parents will be notified and required to participate in an immediate school 
conference 

8. IF a HIGH RISK DETERMINATION is made THEN 
a) Inform police immediately 
b) Mandate parents to have the Student receive an immediate psychiatric 

evaluation 
c) Notify potential victim(s) and potential victim(s)' parents 
d) Develop a safety plan with the potential victim(s) and potential victim(s)' parents 
e) Recommend other interventions/services if indicated 
f) Refer for discipline 

9. IF a LOW RISK DETERMINATION is made THEN 
a) Discuss with the student(s) and parent(s) the significance of the incident and 

possible intervention measures 
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b) Notify potential victim(s) and potential victim(s)' parents 
c) Develop a safety plan with the potential victim(s) and potential victim(s)' parents 
d) Refer for support services, peer mediation and/or outside services if indicated  
e) Refer for discipline if indicated 

10. Other staff as directed by the Incident Commander will simultaneously conduct an 
investigation of the incident and prepare a written report. 

11. At the conclusion or the potential incident of violence: 
1. A written summary shall be prepared by a designated staff person 
2. Involved personnel shall debrief 
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POTENTIAL VIOLENCE INCIDENT SUMMARY FORM 
 

Student's Name: __________________________________ Date: ___/___/___ 
DOB:  ___/___/___    Grade___________  
Name/Title of Person Completing Form:______________________________ 
Parents' Name:___________________________________________________   
Address:________________________________________________________ 
Home Phone: __________________ Work Phone: ______________________ 
 
Description of Incident: 
(Include date/time of incident, names/titles of all involved parties and their specific roles): 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
 
 

Actions Taken& Recommended Follow Up: 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
 

Notification (names, titles dates): 
Police: __________________________________________________________ 
Student's Parents: ________________________________________________ 
Potential victim(s) and potential victim(s)'  
Parents: ______________________________________________________ 
Others: _______________________________________________________ 
Referrals (names, titles, dates): ____________________________________ 
Psychiatric evaluation: __________________________________________ 
Community Services: ___________________________________________ 
In-school Services: _____________________________________________ 
Discipline specify): __________________________________________________ 
Other: ___________________________________________________________ 
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Imminent Warning Signs for the Potential of Violent Behavior 
 

1) Talks about violence and has a specific place. 

2) Talks about violence and/or expresses violence in writings and drawings 

3) Severe expressions of rage often for minor reasons  

4) Severe destruction of property. 

5) Tortures animals 

6) Frequently fights with peers and/or family members. 

7) Access to family or own firearms and capable of competent use. 

8) History of suicidal or other self-destructive behavior. 

 
 
 

Early Warning Signs for the Potential of Violent Behavior 

 

1) Social withdrawal/lacks commitment or connection to a group or persons 

2) Excessive feelings of isolation and being alone. 

3) Excessive feelings of rejection 

4) Often the victim of aggression, bullying or other violent acts 

5) Feelings of being picked on/persecuted. 

6) Low school interest/poor academic performance. 

7) Patterns of impulsive, chronic hitting, intimidation, and/or bullying behavior 

8) Regularly involved in behavioral discipline problems 

9) Behavioral difficulties at an early age -  the earlier the problems, the higher the 

likelihood of serious problems in adolescence 

10) Past History of violent and aggressive behaviors. 
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11) Patterns of impulsive, chronic hitting, intimidation, and/or bullying behavior. 

12) Regularly involved in behavioral/discipline problems. 

13) Behavioral difficulties at an early age - the earlier the problems, the higher the 
likelihood of serious problem in adolescence. 

14) Past history of violent and aggressive behaviors. 
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VIOLENT INCIDENT RESPONSE PLAN 
 

 

An act, perpetrated by a student, faculty member or unauthorized persons entering the 
school, which results in physical harm to an individual or potential of harm (hostage 
situation), is reported to the principal or designee. 
 

1. Notify staff by using the PA using the following suggested announcement 
a. This is NOT a Drill, Implement LOCKDOWN Procedures.  Repeat, this is 

NOT a Drill, implement LOCKDOWN Procedures 
 

2. Upon notification of a lockdown  
a. Immediately gather students from the hallways and near your room into 

your classroom or office 
b. Teachers should lock doors and windows of their classroom and students 

should back away from windows. 
c. Do not cover windows.  Leave window blinds and lights as they are. 
d. Students and teachers shall remain in the secured area until further 

directions. 
e. Teacher should immediately take attendance. and should report to a pre-

designated individual, the names of students who are not accounted for. 
f. Do not answer or communicate through your locked door 
g. Do not allow anyone into your secured area 

3. The principal/designee will initiate the following calls 
a. A single call can be made to 911. Give a brief description and state what 

services are needed. 
b. District Team Coordinator who in turn will make the following calls 

i. Other building principals   
ii. Bus Company  
iii. Other directors  
iv. Activate crisis response team via BOCES District Superintendent. 

4. Crowd Control - An appointed Assistant Principal and Nurse to go directly to 
scene to assess situation and to clear area. 

a. Nurse will have an emergency kit ready and accessible (location is known 
in case of substitute) 

b. Building Response Team (w/CPR knowledge and prior training) to assist 
at scene as well. 

5. Paraprofessionals/Staff need to do immediate sweep of hallways and have all 
students go directly into a pre-designated site (*not into nearest classroom 
because intruder could be accidentally placed in room with children). 
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6. If perpetrator is still at large: 
a. Act in a manner that will not put any more lives in jeopardy. 
b. Avoid any reckless and/or imprudent action. 
c. Obtain for police as much information as possible: 

i. Description/clothing 
ii. In what direction they were traveling 
iii. Profile - background information 

7. An announcement is made on the PA to instruct all available personnel where to 
go for assignments. 

8. Establish a Command Center in each building.  If the originally designated 
control center is in the area in which the incident is situated, another pre-
planned site is to be named. (Superintendent, Principal, Police, EMS, 
Representatives of Counseling Services.) 

9. Secondary staging areas need to be designated with the incident commander for 
staff assignments, fire, police and EMS, etc. 

10. Restrict access to the crime scene by 
a. Isolating the area 
b. Methodically evacuating the immediate area keeping potential             

witnesses available for law enforcement personnel. 
c. Limit access to only essential personnel. 

11. MEDIA/PRESS 

a. Develop relationship w/media prior to incident.  
b. No one speaks to press except the public information officer  
c. Establish an area in district for them to be able to access            

information.(Preferably the media area should be at the Board            
Office and not at the incident site.)   

d. Can be used to our advantage for communicating w/parents about staging 
areas to pick up their children, community advisories regarding traffic 
problem, etc. 

12. Parents  
a. Establish an area for parents to assemble for information 
b. Notify parents via available parent notification media. 
c. Instruct parents that students will be kept at school until the crisis is 

determined to be over. 
d. Instruct parents not to phone the school and tie-up the few telephone lines 

that will be needed for emergency use.(Good to have limited access 
number telephone #) (Fax machines can be utilized). 
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e. When it is considered safe to release students this THEN release students 
to authorized parent(s) or guardian(s). 

f. Logs will be kept noting who is released and to whom, notating the date 
and time 

g. Coordinate the pick up with local law enforcement  so that assistance may 
be provided as necessary 

13. Evacuate the schools as soon as it is deemed safe, 
a. Put into effect the Go-Home / Early Dismissal Plan. 
b. Prepare special needs students and personnel for evacuation 
c. IF students cannot be taken home, THEN prepare alternate relocation 

site(s). 
d. In the case of elementary school walkers or unaccounted for children, they 

may be bused to another school in the district. 

14. Pay particular attention to friends of deceased, and persons with recent losses or 
a history of suicide threats or attempts 

a. Set up support rooms/stations and call for back-up counselors, if needed. 
b. High School Sudden Adolescent Death plan to be made available and be 

adapted in each school. 

15. Hold faculty meeting as soon as possible. 
a. Debrief faculty/staff to help process feelings. 
b. Plan for anticipated reactions of students. 
c. Have articles available on signs and normal responses to grief 

16. Determine the most effective method to inform parents about the crisis/death, 
what the school is doing and what reactions to expect from their child. 

17. Prepare to hold community meetings, if necessary. 

18. Log activities and decisions (what worked/what didn't). 
 
 
 

AFTER THE CRISIS 
 
Assess the degree of support needed. 

Notify BOCES in order to activate County Crisis Plan (if necessary). 

Designate a person to handle crowd control. 

Gather staff together before dismissal for the day in order to provide an update.   
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Plan for deployment of support staff for the next day. 
 
Meet with Central Office (& Board members, if appropriate) to review incident and plan 
for the next day. 
 
Assign a district spokesperson to deal with the media. 
 
Assess the needs of community. e.g. community meetings to disseminate information,  
contacting PTO's to provide food and babysitting services for affected families. 
 
Provide an early morning debriefing meeting for the next day for all the support service 
providers and appropriate internal staff. 

Assign counselors to buildings. 

Assign staff members to visit hospitals; e.g. nurses. 

Provide a press release (if appropriate). 
Monitor needs as the day progresses and modify accordingly (e.g. If a student is critical 
and should die during the school day. 

Assess the need to bring in additional experts Determine need for ecumenical services. 

Determine need to designate individuals to attend funerals. 

Continually appraise key people of the status of the situation as it changes. 

Hold an end of day session with counselors and staff to assess needs for the next day. 

Repeat this process of holding meetings in the morning and at the end of the day. Hold 

meetings until it is determined that the crisis stage is over. Anticipate long-term effects 

on children, staff and community.  The initial crises may give you an inaccurate read of 

the needs of your district since people are in shock. 
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CIVIL DISTURBANCE 
 

SEQUENCIAL RESONSE ACTIONS: 
 
NOTE: If the disturbance affects all District buildings, then the High School 
Principal will act as the Incident Commander. 

1. Identify the Situation.  Verification should be made that there is indeed a 

disturbance in the building or on the grounds.  Always assume that weapons may 

be involved. 

2. Notify the Building Principal / designee 

3. Implement LOCKOUT procedures 

4. The Incident Commander (Building Principal / designee) shall assemble the Building 
and District Response Teams as necessary to complete the following objectives: 

a. Ensure all staff and students are within the confines of the building 
b. Staff notifications  
c. Law enforcement agency(s) notifications 
d. Isolation of affected areas, if possible. 
e. Development of class schedule change 
f. Parent Notifications 
g. Media Notifications 
h. Accountability of students and staff 

5. IF Incident Command is turned over to law enforcement  THEN the school incident 
commander will discuss all actions that have been taken or planned with the on-
coming Incident Commander and will assume the role of Incident Command Liaison  

6. WHEN the “all clear” is given AND accountability is complete, THEN the Incident 
Command Liaison may authorize the resumption of normal school activities as 
appropriate 

 
 
 

 Necessary Resources:   Parent Notification Plan 
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EXPLOSION / FIRE EMERGENCY 
 

 
SEQUENTIAL RESPONSE ACTIONS: 
 
1. Upon the occurrence of an explosion or notification of a fire in a facility, sound the   

building fire alarm immediately.   
 
NOTE: The actuation of the fire alarm will cause the alarm monitoring company to 
call emergency services. 

7. Notify the Building Principal  

8. Implement BUILDING EVACUATION procedures 

9. The Incident Commander (Building Principal / designee) shall assemble the Building 
and District Response Teams, as necessary, at the respective outdoor command 
center to achieve the following objectives: 

a. Ensure all staff and students are evacuated from the building 
b. Identification of the affected area, if possible 
c. Isolation of the area if possible 
d. Parent Notifications 
e. Media Notifications 
f. Accountability of students and staff 
g. First Aid / Medical treatment of any injured 
h. Determination of subsequent protective actions, i.e. Early Dismissal, 

Relocation, etc. 
i. Transportation requirements for relocation or early dismissal 
j. Ensuring building systems are placed in a safe condition, e.g. ventilation 

secured. 

2. IF the building evacuation is due to an explosion, THEN provide as much specific 
information as is available to local fire and emergency services at 911.. 

10. WHEN emergency services arrive, THEN the school Incident Commander will 
conduct a turnover of information with the first responder Incident Commander and 
act as the Incident Command Liaison. The turnover should include activities planned 
or in progress, status of accountability, location of the incident to include building 
plans (maps with building layout), locations of utilities shut down, etc 
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11. IF the FIRE alarm proves false THEN investigate to identify the cause of the false 
alarm. 

a. Initiate repairs for any defective equipment. 
b. Report any individuals suspected to the Building Principal 

12. ONCE the Fire Chief has declared the Building Cleared THEN the Building Principal 
may authorize re-entry to the building. 

13. IF re-entry to the building is not expected to occur within a reasonable time period, 
THEN the Building Principal will initiate Early Dismissal or Relocations procedure as 
applicable.   

 
Necessary Resources:   Rapid Response Crisis Kit 
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SCHOOL BUS ACCIDENT (OFF-SITE) 
 

SEQUENTIAL RESPONSE ACTIONS: 
  
1. Upon receipt of notification of an off-site motor vehicle accident involving a school 

bus, the following information should be gathered from the caller: 
a. Location of the incident? 
b. Number of injured persons, if any? 
c. Has Emergency Services been called? 
d. Has Local Police or Sheriff been notified? 
e. Are victims being transported to hospital? If yes, which hospital(s)? 

2. Notify the Building Principal / Designee 

3. The Incident Commander (Building Principal / designee) shall assemble the Building 
and District Response Teams, as necessary, to complete the following objectives: 

a. Parent Notifications 
b. Media Notifications 
c. Accountability of students 
d. First Aid / Medical treatment of injured, if any 
e. Transportation requirements needs, e.g. transport to school, shelter, etc. 
f. Need for counseling 
g. Notification of Contract Transportation Carrier 
h. Establishing Counseling Requirements 
i. Documentation of the accident  

4. Monitor the situation through Fire, Law Enforcement or contract transportation 
officials.  Dispatch a School Accident Scene Response Team as necessary (refer to 
the Accident Scene Response Team Guide). 

5. Document the following: 
a. Number of injured students and staff. 
b. Names of injured students and staff 
c. Hospital(s) to which injured will be transported. 

6. Maintain communication with Emergency Services and hospital for current status of 
accident scene and patient condition.  Relocate uninjured students to shelter if there 
is inclement weather as quickly as possible. 

7. WHEN the incident is terminated by emergency services and local law enforcement 
agencies, THEN implement recovery actions as necessary.. 

8. Request that the transportation contractor forward accident and accident 
investigation reports to the District for filing. 
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Accident Scent Response Team Guide 
 

1. Upon receipt of notification of an off-site motor vehicle accident involving a school 
bus, the following information should be gathered: 

f. Location of the incident?         

g. Date/Time of Incident?         

h. Number of injured persons, if any?       

i. Has Emergency Services been called?       

j. Has Local Police or Sheriff been notified?      

k. Are victims being transported to hospital? YES / NO,  

l. Which hospital(s) if “e” is YES?        

3. The accident scene response team should wear school district identification on their 
clothing. 

4. Monitor the situation through Fire and Law Enforcement officials at  the scene and 
gather/verify information regarding: 

a. Number of injured students and staff.       

b. Names of injured students and staff       

c. Hospital(s) to which injured will be transported.      
 
Accident Scene Response Team Roles / Assignments 
 
1. Supervisor – Interacts with on-scene incident commander.  Collects specific 

information for accident/insurance report(s) 

2. Transportation – collects critical information on vehicle ( Owner/Operator, Bus 
Number, Checks for valid DOT Inspection), and records names of students and 
Driver.  Communicates information back to District. 

3. Student Liaison – Will be available for student needs, such as going to hospital 
with student(s). 

4. Security  – transports team to scene, serves team function as needed 
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Necessary Resources 

1. School ID Cards 

2. Bus Rosters 

3. Communication devices 

4. Safety vests 

5. Camera 

6. Pens / paper pads 
 
 
 
 
 

Time LOG      Date    
 
 

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                           

 

 

            /               

 Name    Print         Signature 
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SEVERE THUNDERSTORM  / TORNADO / HIGH WIND 
 

SEQUENTIAL RESPONSE ACTIONS: 
 
1. Monitor all National Weather Service severe thunderstorm and tornado watch 

or high wind warnings on Weather Alert Radio or local radio stations. 

2. Central Office will verify that all schools received the weather alert. 

3. IF a WATCH is Declared, THEN take the appropriate actions for a Thunderstorm 
or Tornado as listed below 

Thunderstorm Watch This means that weather conditions are such that 
thunderstorms could develop.  If you receive such a call, you should be alert 
to the possibilities of impending storms. 

Action:  Although no specific action is required, it is recommended that 
outside   activities be monitored. 

 

TORNADO WATCH – THIS ALERT SUGGESTS THAT CONDITIONS ARE SUCH THAT A 

TORNADO COULD OCCUR. 

ACTION: - CURTAIL ALL OUTSIDE ACTIVITIES.   

4. IF a WARNING is Declared, THEN take the appropriate actions for a 
Thunderstorm or Tornado as listed below 

 

Thunderstorm Warning – issued when a severe thunderstorm with winds 
greater than 58 mph is in the area or is possibly occurring in some sections of 
the county. 

 
Action:  All outside activities should be curtailed for the duration of the 
warning.  While this warning does not immediately necessitate moving 
students and staff to safe areas in the building as in a tornado warning, 
children should be moved away from windows.   

 
IF further precautions are necessary, THEN the Central Office will issue the 
directions. 

   
Tornado Warning- This alert is given when a tornado has been reported in 
the county. 

 
Action: -All students and staff should be quickly moved to the safe areas in 
the building until further notice.  Be sure to take a cellular phone with freshly-
charged batteries with you.  A class register should be taken as well.    

 
EMERGENCY RESPONSE CODES 

 
CODE RED – INTRUSION  

(Always assume the intruder is armed) 
 
1. Lock classroom/office door(s) immediately. 

 
2. Do not allow anyone to leave the room/office. 

 
3. Follow instructions on whether to allow anyone to enter the 

room/office. 

 
4. Stand by for additional instructions from administrative or law 

enforcement officials. 

 
5. Perform accountability check based on attendance roster(s). 

 
6. When all clear is given, resume activities as directed. 

 
 
 
CODE BLUE- EMERGENCY MEETING - “CODE BLUE  Room 
______” 
  
 SERIOUS MEDICAL EMERGENCY 
 

1. All designated administration and health staff report to _________ for a 

medical emergency at Room ________. 
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SEVERE THUNDERSTORM  / TORNADO (CONTINUED) 
 

5. Continue to monitor outside weather conditions, Weather Alert Radio and local radio 
stations.  When “warning” is rescinded or “all clear” is given; organize to resume 
normal activities if there is no damage to school property. 

6. IF any building(s) has sustained damage, THEN refer to “Structural Failure” section 
of the Emergency Management Plan. 

7. Notify the County Emergency Management Office of any damage.  
  
 Necessary Resources: AM/FM Radio 
    NOAA Weather Alert Radio 
    Television 
    Public Address System 
           Pre-designated Shelter Areas 

        
 
 
 
 
 
 
 

 
 
 

 
EMERGENCY RESPONSE CODES 

 
CODE RED – INTRUSION  

(Always assume the intruder is armed) 
 
1. Lock classroom/office door(s) immediately. 

 
2. Do not allow anyone to leave the room/office. 

 
3. Follow instructions on whether to allow anyone to enter the 

room/office. 

 
4. Stand by for additional instructions from administrative or law 

enforcement officials. 

 
5. Perform accountability check based on attendance roster(s). 

 
6. When all clear is given, resume activities as directed. 

 
 
 
CODE BLUE- EMERGENCY MEETING - “CODE BLUE  Room 
______” 
  
 SERIOUS MEDICAL EMERGENCY 
 

1. All designated administration and health staff report to _________ for a 

medical emergency at Room ________. 
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ANTHRAX / BIOLOGICAL THREAT 
 
 
SEQUENTIAL RESPONSE ACTIONS: 
 

1. IF an actual or suspected Anthrax / Biological Threat occurs, THEN the individual 
receiving the letter/package should do the following: 

a. Remain in the room/office where package is opened. 
b. Do not let any room/office occupants leave after package is opened. 
c. Do not allow anyone to enter the area. 
d. Use the intercom or in house communication system to inform the building 

administrator of the situation. 

2. The building principal/designee will call 911 and assemble the School and District 
Response Teams as necessary to achieve the following objectives: 

a. Establishment of a School Team Command Center 
b. Maximizing the safety of staff and students 
c. Effective interactions with the first response Incident Command 
d. Communications with staff 
e. Isolation of affected areas  
f. Accountability of students and staff. 
g. Parent Notifications 
h. Media Notifications 
i. Effective protective and decontamination actions 

3. Implement SHELTER IN PLACE and LOCKOUT procedures to limit movement of 
personnel within the buildings.  Do not initiate an evacuation until directed by the first 
response Incident Command 

4.  Post monitors at each building entrance door to prevent unauthorized entry/exit. 

5. WHEN directed by Incident Command, THEN implement EVACUATUION and 
EARLY DISMISSAL procedures as applicable. 

6. WHEN decontamination procedures are complete AND the Department of Health 
has approved the building for re-entry, THEN the District Superintendent will direct 
the school to be re-opened.                                                                                                                                                                                                                                               
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HAZARDOUS MATERIAL SPILL - ON SITE 

1. Upon discovery or detection of any spill of a hazardous material, petroleum or 
chemical  product, notify the following 

a. Building Principals or designee  
b. Local Fire Department (911) 

2. IF possible, THEN  
a. attempt to contain and or stop the spill 
b. attempt to divert the spill from any storm water catch basins  

3. The School Incident Commander (building principal) should assemble the school 
and district response teams to achieve the following objectives: 

a. Establishment of a School Team Command Center 
b. Maximizing the safety of staff and students 
c. Effective interactions with the first response Incident Command 
d. Communications with staff 
e. Isolation of affected areas  
f. Accountability of students and staff. 
g. Parent Notifications 
h. Media Notifications 
i. Notification of NYS DEC, if not done by the Fire Department of HAZMAT 

first responders  (New York State DEC spill hotline at 1-800-457-7362.) 
j. Effective safety, protective and decontamination/environmental cleanup 

actions 

4. Implement SHELTER IN PLACE procedures to limit movement of personnel within 
the buildings.  Do not initiate an evacuation unless directed by the first response 
Incident Command 

5. WHEN directed by Incident Command, THEN implement EVACUATUION and EARLY 

DISMISSAL procedures as applicable 

6. When deemed appropriate, notify staff and students to evacuate using the fire 
evacuation pre-plan.  Insure that evacuation route does not go through the spill area.  
Re-route evacuees away from spill area 

7. Fire Department / HAZMAT Officials will evaluate the problem. 

8. WHEN decontamination and or environmental cleanup procedures are complete 
AND the Department of Health has approved the building for re-entry, if evacuated, 
THEN the District Superintendent will direct the school to be re-opened  

 
Necessary Resources: Readiness Response Crisis Kit  Material Safety Datasheets 
     Spill Absorbent and Containment Material 
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HAZARDOUS MATERIAL SPILL - OFF SITE 
 

SEQUENTIAL RESPONSE ACTIONS: 
 
1. Upon being notified of an off site hazardous material spill or release, follow the 

directions of the County Emergency Management, Local Fire Chief. or Law 
Enforcement Agencies. 

 
2. Notify the Building Principal or designee. 

3. IF the hazardous material spill only affects one building, THEN that building’s 
principal will act as the School Incident Command Liaison. 

4. IF the hazardous material spill affects more than one building, THEN the High 
School Principal will act as the School Incident Command Liaison for all buildings 

5. The Incident Command Liaison should assemble school and district response teams 
as necessary to complete the following objectives 

a.  Establishment of a School Team Command Center 
b. Plan for the Implementation of possible recommended protective actions. 
c. Maximizing the safety of staff and students 
d. Effective interactions with the first response Incident Command 
e. Communications with students staff regarding Incident Command 

Decisions 
f. Accountability of students and staff. 
g. Parent Notifications 
h. Media Notifications 

 
6. IF a SHELTER recommendation is given, THEN close off all outside air intakes and 

curtail all outside activities. 
 

7. IFan EVACUATION is recommended, THEN implement EARLY DISMISS or 
RELOCATOION as directed 

 
8. Monitor the situation with local fire, emergency management or law enforcement 

agencies, and through the media.  (Dispatch a school district representative to the 
Off Site Incident Coordination Team, if requested) 

 
9. WHEN decontamination and or environmental cleanup procedures are complete 

AND the Department of Health has approved the building for re-entry, if evacuated, 
THEN the District Superintendent will direct the school to be re-opened  

 
Necessary Resources:   AM/FM Radio Television NOAA Weather Radio 
 



SECTION III:  RESPONSE 
 

 

DISTRICT-WIDE SCHOOL SAFETY PLAN COMMISSIONER’S REGULATION 155.17   ADOPTED 07/12/01 

REVISED 11/04/2013 

54 

 

FOOD POISONING 
 
 
SEQUENTIAL RESPONSE ACTIONS: 

1. Person suspecting food poisoning notifies the Building Principal/designee 

2. Building Principal notifies  
a. Head of Food Service  
b. School Nurse  

3. Building Principal activates the School Building Response Team and District 
Response Team as appropriate to accomplish the following  objectives 

a. Effective interactions with the first response Incident Command 
b. Provide medical attention to affected person(s) and contact parents of 

students needing emergency attention. 
c. Request emergency assistance, as necessary. 
d. Contact the Department of Health, if appropriate 
e. Close food service operation, if appropriate. 
f. Gather samples of suspicious foods (either in original container or clean 

container). 
g. Label food samples and refrigerate. 
h. Staff communications,  
i. Medial notifications 
j. Parent notifications 

4. Nurse or other health professional will examine and interview ill persons, record 
signs and symptoms, and collect specimens, if possible. 

5. Where possible identify individuals who ate common foods. 

6. Initiate Go Home / Early Dismissal Plan, if needed. 

7. UNTIL the Board of Health gives clearance DO NOT resume food service. 

8. The Superintendent notifies the District Superintendent and/or Commissioner of 
Education that the plan was activated as required under CR155.17. 
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INCIDENT AT INDIAN POINT NUCLEAR POWER PLANT  
 

SEQUENTIAL RESPONSE ACTIONS: 
 
1. Upon being notified of an offsite radiological material spill or release from Indian 

Point, follow the directions of the County Executive or County Emergency 
Management. 

 
2. Notify the Building Principals, 
 
NOTE: For this emergency, the High School Principal/designee will act as the 
Incident Command Liaison with the Orange County Emergency Operations 
Center. 
 
3. Building Principals should assemble their school and district response teams and 

prepare to implement Orange County Emergency Operations as directed. 

4. The Incident Command Liaison will refer to Appendix R: Radiological Emergency 
Response to direct required District procedural actions  

   
 
    
 Necessary Resources: Public Address System  
      AM/FM Radio 
      Television 
      NOAA Weather Radio 
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Orange County Radiological Emergency Response Plan 

Chain of Command  

 

 

 

 
 

 

 

 

Operations

Highland Falls-Fort Montgomery

School Principals

Transportation Coordinator

Wayne Robinson

Non-Public Schools

Nursery Schools

Day Care Center

School Branch Director

Dr. Debra Jackson

Superintendent of Schools

Highland Falls-Fort Montgomery CSD

South Junior High School

Host Area School

Ralph A. Pizzo

Superintendent of Schools

Newburgh Enlarged City SD

School Liaison

Emergency Operations Center - Goshen

Director of Human Services Branch

Commissioner of Social Services

Emergency Operations Center - Goshen

Area Commander

Orange County Executive

Edward A. Diana

Emergency Operations Center - Goshen

Teachers will accompany their class to school reception centers.  Children must be checked off on the roster 
at the reception center.  At the school reception center, students will be registered according to their 
classroom number or first period class schedule.   
 
School reception centers will remain open until all children have been pick-up.  A record will be maintained by 
the school reception center staff, as to when the child left, who pickup them up and what was their destination.    



SECTION III:  RESPONSE 
 

 

DISTRICT-WIDE SCHOOL SAFETY PLAN COMMISSIONER’S REGULATION 155.17   ADOPTED 07/12/01 

REVISED 11/04/2013 

57 

 

Procedures for Obtaining Advice and Assistance from Local Gov’t 
Officials 
 

Identify the procedures the district will use for obtaining advice and assistance from 
local government officials including the county or city officials responsible for 
implementation of Article 2-B of the Executive Law.  The types of procedures for 
obtaining advice and assistance from local governments during countywide 
emergencies could include the following: 

 
Superintendent/Designee in an emergency will contact emergency management 
coordinator and/or the highest-ranking local government official for obtaining advice and 
assistance. 

 
District Resources Available for Use in an Emergency 
 

Identify the district resources which may be available for use during an emergency, 
which could include the identification of resources, such as facilities, buses and trucks. 
 

Procedures to Coordinate the Use of School District Resources and 
Manpower during Emergencies 
 

Describe the district’s procedures to coordinate the use of school district resources and 
manpower during emergencies, including the identification of the officials authorized to 
make decisions and the staff members assigned to provide assistance during 
emergencies. 
 

Protective Action Options 
 

Describe plans for taking the following actions in response to an emergency where 
appropriate: (a) school cancellation, (b) early dismissal, (c) relocation, and (d) 
sheltering.  Examples of actions could include the following and be made in cooperation 
with local emergency responders: 
 
 

(a) School cancellation 

 Monitor any situation that may warrant a school cancellation  

 Make determination  

 Contact local media 
 

(b) Early dismissal 

 Monitor situation  

 If conditions warrant, close school 
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 Contact Transportation Supervisor to arrange transportation 

 Contact local media to inform parents of early dismissal – Incident 
Reporting Form 

 Set up an information center so that parents may make inquires as to the 
situation 

 Retain appropriate district personnel until all students have been returned 
home 

 

(c) Relocation (before, during and after school hours, including security 
during evacuation and evacuation routes)   

 

 Determine the level of threat – Building Principal / designee 

 Contact Transportation Supervisor to arrange transportation – designee 

 Clear all relocation routes and sites prior to relocation sites  

 Account for all student and staff population.  Report any missing staff or 
student to the Building Principal. 

 Make determination regarding early dismissal  

 If determination was made to dismiss early, contact local media to inform 
parents of early dismissal – Incident Reporting Form 

 Ensure adult supervision or continued school supervision/security 

 Set up an information center so that parents may make inquires as to the 
situation 

 Retain appropriate district personnel until all students have been returned 
home 

 
(d) Sheltering sites (internal and external)  

 

 Determine the level of threat  

 Determine location of sheltering as depending on nature of incident 

 Account for all student and staff population.  Report any missing staff or 
student to designee. 

 Determine other occupants in the building 

 Make appropriate arrangements for human needs 

 Take appropriate safety precautions 

 Establish a public information officer to provide information and current 
status of the situation to parents and other inquiring parties 

 Retain appropriate district personnel until all students have been returned 
home 
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School Response Team Responsibility 

Implement school based emergency 

response plan 

Provide for communication within the 

school 

Provide accurate information to the District 

Crisis Management Team 

Request assistance from District Response 

Team when needed 

Provide for student safety at the school site 

Provide counseling services for students and 

staff at the school site 

Provide school staff with the resources to 

manage students during an emergency 

situation 

Educate staff and students about safety plans 

and processes 

Provide opportunities to practice and drill 

emergency procedures 

Pre-plan strategies to address potential 

emergency events 

Provide parents with information about 

school safety and expectations for their 

behavior in emergency situations. 

Establish and maintain an effective parent 

notification communication system. 

Provide teachers and parents with 

information and training in dealing with 

crisis situations. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

District Response Team Responsibility 

Coordinate and implement crisis 

management plan support actions 

Support the efforts of school-based 

Emergency Response Teams to minimize 

traumatic impact on students and staff and 

return the district and site to educational 

normalcy. 

Resource allocation, 

 Human services 

 Transportation 

 Medical personnel 

 Security personnel 

 

Assist the coordination of school-based 

Emergency Response Team efforts when 

numerous or all sites are impacted by a 

single crisis event. 

Unified Command Interfaces 

 Emergency management personnel 

 Law enforcement personnel 

 Fire personnel 

 Medical personnel 

Manage aspects of an emergency response 

that are external to a site based crisis event 

Supervise 

 Dealing with media 

 Legal considerations 

 Specialized equipment, 

Communication management 

 Dealing with outside agencies 

Preplanning district wide strategies, 

 Coordinating staff training,  

Running and evaluating drills,  

Emergency Management Planning, 

Communications,  

Media interface 
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SCHOOL RESPONSE TEAM: 

 
A. Incident Commander's Responsibilities: 

 
1. Direct and lead the District Crisis Management Team (run the planning session, 

coordinate the plan implementation.)   

2. Make final strategy decisions based on data, input, and information from team 

members. 

3. Develop action plans as necessary. 

4. Assign team members roles based on experience, training, situation, and availability.   

5. Facilitate the development and implementation of a district-wide emergency plan.  

Monitor and modify the emergency plan throughout the day.   

6. Support the efforts of Crisis Management Team members.   

7. Receive periodic updates regarding events, and communicate with site team 

facilitators.   

8. Conduct formal and informal team meetings throughout the day to assess progress, 

brief team members, debrief (at the end of the day,) and plan next day's actions. 

 

Notes: The Incident Commander (IC) is usually the building principal or his or her designee. 

This is the essential role in the formation of the District Crisis Management Plan. The Incident 

Commander needs to listen carefully to team members, process the information effectively and 

act decisively. 

 

Notes: Information is the key to staff effectiveness. The clearer, more frequent the updates, the 

greater the effectiveness of the staff in managing the emergency situation. Staff at all levels of 

the school district must hear and understand the same information. 

 

 

B. Media Liaison Responsibilities: 
 

1. Acts as the official spokesperson for the school site in an emergency situation. 

2. Establish a possible “news center” site  

3. Consult with Incident Commander to coordinate information releases. 

4. Open and maintain a log of actions and communications 

 

C. Team Recorder/Communicator Responsibilities: 
 

1. Keeps the complete records of the Crisis Management Plan.   

2. Records the selected primary and secondary crisis and assigned roles.   

3. Records agreements and decisions made by the Incident Commander and team 

members.   
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4. Prepares a Crisis Management Plan report daily for distribution to team members and 

School Emergency Response Teams.   

5. Collects and maintains School Emergency Response Plans records in preparation of a 

formal report.  

6. Observes Crisis Management Team and provides feedback about group and 

individual behaviors.   

7. Provides Incident Commander with feedback about his/her facilitative technique.    

8. Assists the Incident Commander in planning the Sub-Plan Report Out sequence.   

9. Keeps the team on task during crisis analysis and the Response Procedure.   

10. Provides descriptive feedback periodically to team members   

11. Helps facilitate and share observations at the debriefing session.  

 

Notes: Acts as Incident Commander in the absence or incapacitation of the Building Principal 

 

Notes: This role is essential to the effectiveness of the District Response Team and School 

Emergency Team efforts. The records kept, document that the district's decisions and actions 

were the result of following preplanned protocols and strategies based on acceptable and 

recommended crisis management practices. 

 

D. Facilities & Security Responsibilities: 
 

1. Secures building entrances and exits. 

2. Maintains emergency equipment (walkie-talkies, back-up lighting, etc.) 

3. Interfaces with local police, fire and rescue agencies 

4. Provides safety assessments regarding building entry, tasks, etc. 

 

E. Accountability / Internal Communicator’s Responsibilities 

 
1. Coordinates staff and student accountability efforts 

2. Document accountability of staff and students and reports accountability status to IC. 

3. Communicate with District Team Communicator regarding actions / assistance 

required of the District Team by the Incident Commander. 

4. Assists School Response Team Recorder/Communicator with logs and records.   

5. Maintain School Response Team Response Kit (Procedures, radios, phones, 

flashlights, bus rosters, etc.) 

 

F. Counseling Service's Responsibilities: 
 

1. Provides for the emotional and psychological well being of the students by providing 

and supporting post critical incident counseling services to School Emergency Team 

personnel.   

2. Authorizes and provides for the security of all student records at the district level.   
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3. Provides assistance to Student Crisis Center's established at schools and off school 

settings.   

4. Provides mental health professionals dealing with student trauma with training, 

instruction, support and resources.    

5. Provides student debriefing services to School Emergency Response Teams and to 

mental health personnel. 

6. Provides for the emotional and psychological well being of the staff by providing and 

supporting post critical incident counseling services to School Emergency Team 

personnel.   

7. Provides a process for district staff to communicate concerns about themselves or 

fellow staff members to the Crisis Management Team.   

8. Monitors district staff reaction to an emergency and communicates to the Incident 

Commander any need for support of any staff member.   

9. Assist in the preparation of information to be shared with all district staff.   

10. Provide School Emergency Team requests for additional staff in emergency 

situations. 

 

Notes: The Counseling Services coordinates psychological services personnel in the district and 

with community support services. 

 

G. Parent Communicator's Responsibilities: 
 

1. Provides accurate, uniform, and pertinent information for communication to parents 

and other community members during initial stages of an event.   

2. Will prepare statements which can be communicated to parents by various means 

available to the Building (i.e. notification system, website, emails, etc.) 

3. Establishes telephone number that parents may use to obtain information, if directed 

by the IC. 

 

Notes: When events involve all buildings, parent notifications should be sent out by the District 

Response Team so that a uniform message is sent to all parents. 

 

H. Medical’ s Responsibilities: 
 

1. Administer appropriate first aid / triage as needed.   

2. Interface with EMTs. 

3. Document/log staff and/or student injuries.  Ensure Student’s Emergency Card 

accompanies student if student is removed from campus for further medical 

treatment.  

4. Track staff or students transported to off-site hospitals.  

 

Notes:  Medical should maintain first aid supplies and be prepared to mobilize as necessary. 
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DISTRICT RESPONSE TEAM 

 

A. District Response Team Coordinator’s Responsibilities: 

 
1. Assign district operations and maintenance personnel to specific sites in emergencies. 

2. Assess damage to district facilities and provide recommendations to Incident 

Commander.   

3. Directs district site to be secured in an emergency. 

4. Establishes and coordinates a single point of entry to the grounds of the district site. 

5. Provide internal personnel identification system. 

6. Interface with local police, fire and rescue agencies. 

9. Provide assistance to School Emergency Response Teams (Expertise and personnel)  

10. Conduct formal and informal team meetings throughout the day to assess progress, 

brief team members, debrief (at the end of the day,) and plan next day's actions. 

11. Verify that all event closing tasks have been accomplished. 

12. Provide on-site emergency clean up and repairs following an emergency event  

 

B. Communicator / Recorder Responsibility: 

 

1. Keeps logs of requests for assistance / actions made by the IC. 

2. Communicates requests for assistance / actions to the District Team Coordinator. 

3. Maintains District Team Response Kit (Procedures, radios, phones, flashlights, bus 

rosters, etc.) 

4. Records District Team Position Roster 

5. Records location / actions of dispatched team efforts to accomplish requested tasks. 

 

C. External Communicator: 

 
1. Assists the District Team Coordinator and Administration / Finance /Planning with 

external communications as requested. 

2. May assist the Media Liaison with external communications as requested. 

3. Keeps / maintains log of requests for external assistance. 

 

D. Administration / Finance / Planning Responsibilities: 

 
1. Arrange and provide for procurement and cost analysis related to the event. 

2. Maintain financial records, track and record staff hours. 

3. Assist the IC with the collection, evaluation, documentation, and use of information 

about the development of the incident and the status of resources. 

4. Assist IC in writing action plans. 
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E. Transportation’s Responsibilities: 
 

1. Assess transportation needs and provide recommendations. 

2. Mobilize district and contract transportation personnel and vehicles for evacuation of 

campus or deployment to emergency sites. 

3. Inform/update adjacent districts (West Point, GUFS) of events and status of student 

dismissal/evacuation. 

 

F. Operations & Security Responsibilities: 
 

1. Secures district site in an emergency and monitors and manages entry. 

2. Establishes and maintains a single point of entry to the grounds of the district 

site until police presence is established. 

3. Maintains emergency equipment (walkie-talkies, badges, backup lighting etc.). 

4. Interfaces with local police, fire and rescue agencies 

5. Provides assistance to School Response Teams (Expertise and personnel) 
 

G. Parent Center Coordinator Responsibilities: 
 

1. Provides for and manages communication systems or physical site for concerned 

parents to go to get information in emergency situations. (Best done away from 

school buildings.)   

2. Provide for counseling services for parents when necessary. 

3. Develop and provide information packages for parents dealing with children's trauma.   

4. Compile a listing of community mental health services available to residents of the 

district.   

5. Communicates information to parents about post-traumatic stress disorder, school 

actions, counseling services and future plans of action by the school district. 

 

Notes: An offsite Center for Parents is preferable in most emergencies. It is good to keep non-

essential personnel away from the school due to security reasons. A parent center may be set up 

in the school when the event impacts relatively few families. 

 
































































































































































