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      Emergency Contact Information / Important Phone Numbers 
 
 
 
1. Fire 911  
2. Ambulance 911  
3. Police 911  
4. Non-Emergency – 901- 327-3811  
5. Child Abuse Hotline - 1-877-237-0004 
6. Environmental Protection Agency/Call Diocese/901-373-1274(Director of 

Facilities & Risk Management) 
7. Poison Information 1-800-222-1222 
8. EMA 901-458-1515 
 
External Response Team at Diocese of Memphis  
 

1. Superintendent of Catholic Schools / 901- 373-1221 
2. Director/Facilities & Risk Management / 901-373-1274 
3. Director of Human Resources /901-373-1257 
4. Director of Communications / 901-373-1252  

 
 
Each school should have a staff phone tree and a parent phone tree in place.  
 
Internal Response at the School Level 
 Principal of the School 
 Pastor of a Parish School 
 Internal Response Team Members 
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INTRODUCTION 

 
 

The Catholic Schools in The Diocese of Memphis are dedicated to a safe and orderly 
learning environment. This Emergency Handbook is intended to be a guideline to resolve 
unexpected or unplanned events that physically or emotionally threaten staff and/or 
students. The best preparation for an actual emergency, however, is knowledge in 
advance. Each school must publish a Crisis and Emergency Response Handbook which 
addresses crisis response for their school. All staff members are expected to review and 
know the information presented in this Emergency Handbook. All principals are expected 
to share the school’s Crisis and Emergency Response Handbook with appropriate drill 
and safety information with all teachers and students with whom they work.  
Please keep this information in a secure, accessible location. Principals must be sure that 
the location of the school’s Crisis and Emergency Response Handbook is shared with 
substitute teachers.  
 
 
RESPONDING TO UNEXPECTED CRISIS  
 

• Have plans to address and manage human needs and the media.  
• Maintain a regular school atmosphere as much as possible.  
• Return to a regular school atmosphere as soon as possible.  
• Control the message given to the public contacting the Diocesan Department of 

Communication.  
• Provide leadership to communicate and implement the plans.  
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CRISIS PROCEDURES 
 
DURING SCHOOL TIME CRISIS  
 
 1. Call 911 if appropriate. The principal convenes an IRT (incident response team) 

meeting and informs them of the nature of the crisis and the principal will contact 
the Superintendent.  

 2. If the crisis involves death, the principal will contact the family to verify the 
facts and to offer the school’s condolences and support.  

 3. The principal with the help of the IRT prepares a written statement.  
 4. The assistant principal alerts any medical or emergency services as needed.  
 5. The principal oversees the distribution of the written statement to the faculty 

and informs them of when it should be read to the students. (No P.A. 
announcements)  

 6. The school counselor or the assistant principal may set up counseling rooms as 
needed and may contact the ERT.  

 7. The principal will direct teachers on prep periods to go to classes being taught 
by substitutes.  

 8. Teachers will read the prepared statement at the designated time.  
 9. The IRT should circulate in the building to access student and staff response 

and to be available in case additional help is needed.  
 10. The IRT will report back to the meeting area after the statement has been read 

to report student and staff response.  
 11. The Superintendent, principal or assistant principal will deal with the media.  
 12. The principal will give a written statement to the designated secretary. This 

statement will include only the facts that are to be released to parents and other 
callers.  

 13. “Normal routine” will continue until the end of the regular school day.  
 14. A staff meeting may be scheduled at the end of the school day to assess needs 

and to communicate any new information.  
 15. The IRT will reconvene at the end of the school day to assess the situation and 

plan for the next school day.  
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DURING NON-SCHOOL TIME CRISIS  
 
 16. The principal should be contacted immediately, gather all pertinent 

information, and verify the facts and the principal will contact the Superintendent  
 17. If the crisis is death, the principal should contact the family to verify the facts 

and to offer the school’s condolences and support.  
 18. The principal will then activate the IRT telephone tree.  
 19. The IRT will meet at school as soon as possible to review crisis procedures 

and to determine a plan of action and to determine if the ERT (External Response 
Team) needs to be called in.  

 20. The IRT will divide up the faculty and staff names and contact them, 
informing them of a before school meeting on the first day of school after the 
crisis.  

 21. Prepare a statement of facts.  
 22. The school counselor or assistant principal will set up a counseling room, if 

deemed necessary and will contact the ERT as needed.  
 23. The principal will give the statement to the faculty to be read to the students 

during the first class period on the first day of school after the crisis. (No P.A. 
announcements). The statement should include only the facts and inform students 
where the counseling room has been established and procedures for its usage.  

 24. The principal will plan and coordinate any schedule changes deemed necessary 
and will inform the faculty and staff of such changes.  

 25. Students will be required to receive a pass from their teacher and should be 
accompanied by a staff member to the counseling room. Members of the IRT and 
ERT will meet with the students in the counseling room and assign them to 
individual or group counseling sessions.  

 26. The principal will give the designated secretary a written statement with only 
the facts that are to be released to parents and other callers.  
27. The IRT will reconvene at the end of the first school day after the crisis to 
assess the situation and evaluate student and staff needs.
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  CRISIS PROCEDURES 
 
GENERAL PROCEDURES FOR DEALING WITH AN 
EMERGENCY/DISASTER/CRISIS 
  

In the event of an emergency/disaster/crisis, the principal or designee should 
follow these procedures:  

 A. Take immediate and necessary procedures to protect the health and 
safety of students and staff. Be prepared to move students and faculty 
to an alternate site if necessary.  

 B. Notify the appropriate response agency, such as the police, fire, 
ambulance Superintendent, etc.  

 C. Provide aid to the injured.  
 D. Activate the school’s Crisis Response Plan (as identified by the 

Incident Response Team flow chart).  
 E. Principal will notify a family member of each injured individual.  
 F. All media should be directed to the school Principal and the 

Catholic Schools Office. No one should be allowed to roam the halls. 
The Catholic Schools Office Representative will be dispatched to the 
site to assist with press conferences if necessary. Ask for credentials.  

 G. Establish a script for the switchboard operator at the Central Office 
(Public Information Officer) and for the designated individual at the 
school who will be answering the phone. If numerous phone calls are 
anticipated, establish a phone center where all calls are received by 
individuals who are equipped with scripts.  

 H. If students and/or staff are taken to the hospital, request that the 
hospital not release names to the media until parents or family 
members have been notified. Student medical information must be sent 
with the student if off site. 

 I. Maintain precise records of affected students and staff (see attached 
forms)  

 J. In the event that the emergency/disaster/crisis eliminates the use of 
telephone lines, the principal or the principal’s designee should 
monitor TV and/or radio stations for information and instructions.  
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 K. In the event that the school building must be evacuated, student 
medications which are dispensed through the office should be removed 
from the building by a designated individual. IRT should be activated 
at this time. 

 
 
 
ON-SITE INTRUDER 
 
In the event of an on-site intruder, the principal or designee, and emergency team 
should follow these procedures:  

 A. Take immediate and necessary procedures to protect the health and 
safety of students and staff. Activate lock down procedures 
immediately.  Be prepared to move students and faculty to an alternate 
site if necessary.  

 
Lock-down Procedures: 
 

1. Initiate lock-down by securing all 
students, teachers, facility, and staff. 

2. Notify appropriate response agency. 
3. If intruder is not in the building, IRT 

should inspect facility and determine 
safety of students, teachers, and staff. 

4. Once facility is secure, continue with 
response plan. 

5. If intruder is in the building, wait for 
emergency response agency and 
follow their instruction. 

 
 B. Notify the appropriate response agency, such as the police, fire, 

ambulance Superintendent, etc.  
 C. Provide aid to the injured.  
 D. Activate the school’s Crisis Response Plan (as identified by the 

Incident Response Team flow chart).  
 E. Principal will notify a family member of each injured individual.  
 F. All media should be directed to the school Principal and the 

Catholic Schools Office. No one should be allowed to roam the halls. 
The Catholic Schools Office Representative will be dispatched to the 
site to assist with press conferences if necessary. Ask for credentials.  

 G. Establish a script for the switchboard operator at the Central Office 
(Public Information Officer) and for the designated individual at the 
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school who will be answering the phone. If numerous phone calls are 
anticipated, establish a phone center where all calls are received by 
individuals who are equipped with scripts.  

 H. If students and/or staff are taken to the hospital, request that the 
hospital not release names to the media until parents or family 
members have been notified. Student medical information must be sent 
with the student if off site. 

 I. Maintain precise records of affected students and staff (see attached 
forms)  

 J. In the event that the emergency/disaster/crisis eliminates the use of 
telephone lines, the principal or the principal’s designee should 
monitor TV and/or radio stations for information and instructions.  

 K. In the event that the school building must be evacuated, student 
medications which are dispensed through the office should be removed 
from the building by a designated individual. IRT should be activated 
at this time. 

 
 
Internal Response Team at School Site  
 
Each school should have in place an Internal Response Team (IRT) that consists 
of that group of individuals within the school who have the responsibility of 
managing the crisis situation. Each member will become involved in training in 
order to understand his/her specific responsibilities. The Internal Response Team 
will include the following:  
 
School Principal (Incident Commander) 
 
The school principal is the primary overall manager of the crisis situation. This 
individual is responsible for activating the Internal Response Team and 
communicating with the Superintendent and students involved, parents of those 
students, faculty, office staff, custodial staff, and the media. The principal will 
plan and execute crisis training for staff and annual retraining of the Internal 
Response Team. Only the principal/pastor or superintendent should be official 
spokespersons for the school.  
 
Assistant Principal (if applicable- Liaison Officer)  
 
The assistant principal communicates with the emergency medical services, 
security personnel, students involved, and parents of those students. The assistant 
principal will plan and execute crisis training for staff and annual retraining of the 
Internal Response Team. The assistant principal will ensure the IRT is set up, 
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manned, and each team or station has the appropriate supplies, assist the counselor 
or take the counselor’s duties in his or her absence.  
 
School Secretaries (Public Information Officer) 
 
The school secretaries communicate with the students involved and the parents of 
those students. They contact the External Response Team (ERT). 
  
Teacher Representative (s)  
 
Teachers will be appointed to the Internal Response Team (IRT). They will 
communicate with the students involved and the parents of those students.  
 
School Counselor (if applicable)  
 
The school counselor will establish a counseling room at school or other location. 
The school counselor will arrange and direct services of other area counselors and 
the External Response Team. If the school counselor is not available, then these 
duties will defer to the assistant principal.  
 
School Custodian (Safety Officer) 
 
The school custodian will provide for shut-off of utilities, as needed, according to 
the nature of the damage to the building and/or as directed by fire/rescue 
authorities. The head custodian should maintain consistent communication with 
the principal throughout activities undertaken in the aftermath of a disaster/crisis. 
In addition, the head custodian will provide support, as directed by the principal, 
and recommend a plan/procedure for resuming normal school operations. 
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  CRISIS PROCEDURES 
 
NATURAL DEATH OF A STUDENT OR EMPLOYEE  
IMMEDIATE ACTION  
 

 1. Call 911 if the death occurs on campus.  
 2. Notify the family.  
 3. Notify the Superintendent.  
 4. Gather as much factual information as possible about the death.  
 5. Faculty member should be informed and advised about what to tell 

students. A script with factual information could be distributed for use by 
faculty members.  

 6. Contact Diocesan Communications Director regarding information for 
the media if the situation warrants.  

 7. Establish communication with the Mental Health Center.  
 
REFERRALS  
 

 1. Alert staff members to refer students to counselors(s) (close friends, 
classmates, family members) who are having problems coping.  

 2. Utilize staff of the Mental Health Center to conduct emergency 
prevention groups.  

 3. Provide individual counseling and support to students and teachers as 
needed.  

 4. Following the death, continue to be alert to the needs of students and 
faculty.  

 5. Contact parents/guardians of students experiencing difficulties.  
 
SPECIAL NOTE REGARDING DEATH DUE TO SUICIDE  
 
If the death of a student or employee is the result of suicide, follow these 
guidelines:  

 1. DO NOT allow peer counseling.  
 2. DO NOT have mass meetings or assemblies of students after the suicide.  
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 3. DO NOT have a memorial service or do anything that might glamorize 
or romanticize suicide.  

 4. DO NOT make announcements of the suicide over the intercom. 
Teachers should tell the students of the suicide in their classrooms. A script 
can be prepared for teachers to use.  

 
 
 
 
  SUICIDE THREATS 
 
DO:  

 1. Contact the family/parent/guardian/ principal.  
 2. Send another teacher or student to contact the guidance counselor 

immediately.  
 3. Remain calm. Stay with the student. Remember the student may be 

overwhelmed, confused, as well as ambivalent.  
 4. Get vital information if possible (name, address, home phone number, 

parent/guardian work number).  
 5. Clear other students from the scene. Direct them to another classroom or 

area.  
 6. Assure the student that he/she has done the right thing by talking to you. 

Assure the student that help is coming. Tell the student that there are 
options available.  

 
DO NOT:  

 1. DO NOT minimize the student’s threat. Take it seriously.  
 2. DO NOT leave the student.  
 3. DO NOT lose patience with the student. Allow for silence. Give the 

student time to talk.  
 4. DO NOT argue with the student about whether suicide is right or wrong.  
 5. DO NOT promise confidentiality. Tell the student that you are required 

by state law to report the situation to parent/guardian. Also, tell the student 
that help is available and that you are going to start the process for getting 
help  
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SUGGESTED PROCEDURES IF THERE IS AN INTRUDER OR AN ARMED 
STUDENT HOLDING A CLASS OR A PERSON(S) HOSTAGE  
 

 1. Call 911. Give explicit information about the location of the armed person so 
that the person does not have a view of law enforcement coming into the building.  

 2. Activate lockdown procedures.  
 3. Evacuate surrounding classrooms if possible.  
 4. Staff should maintain visual contact with the classroom.  
 5. Contact the Superintendent.  
 6. The principal interacts with the police upon their arrival.  
 7. Activate the Internal Response Team at your school.  
 8. Prepare for the arrival of the media and establish a media command center away 

from the building.  
 9. Prepare an area to meet families that is away from the building.  

 
 
PLANNING FOR STRANDED STUDENTS  
DUE TO EMERGENCY SCHOOL CLOSINGS  
 
These guidelines are to be implemented when normal or emergency dismissal procedures 
have been executed and students remain at school who cannot, for whatever reason, leave 
the school premises with assurance or appropriate care.  
The following should be executed by all principals/designees in an effort to facilitate the 
appropriate disposition of students:  
 
PRE-EVENT PLANNING  
 
 1. Notify parents/guardians of your school’s plan for students who are stranded at 

school.  
 2. Develop telephone procedures to be used at the time of early or unusual 

dismissal.  
 3. Establish dismissal procedures which call for the principal, assistant 

principal(s), and/or designee to remain until all others have departed. Teachers are 
expected to remain until the principal feels that the circumstances will allow their 
dismissal.  

 4. When a parent/guardian picks up a student who has been stranded, the name of 
the student picked up and the name of the parent/guardian taking the student 
should be recorded. (see attached form) 

 5. Maintain media contact to keep abreast of the weather.  
 6. Contact the Superintendent for any help with the media.  
 7. Once all students are gone, release remaining personnel and secure the 

building(s).  
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GAS LEAKS 
 
If odor is detected in the building and the building is unsafe, the principal/designee will:  
 1. Evacuate the building.  
 2. Turn off gas.  
 3. Call Memphis Light Gas and Water  
 4. Call 911.  
 5. Attend to student and faculty safety.  
 6. Notify the Superintendent who will notify the Supervisor of Maintenance.  
 
SPECIAL NOTE: DO NOT TURN ON LIGHTS OR ELECTRICAL APPLIANCES AND 
NOTIFY THE OCCUPANTS OF THE BUILDING TO DO LIKEWISE.  
 
FIRE OR EXPLOSION  
 
The principal/designee will:  
 1. Initiate the regular fire drill procedures immediately.  
 2. Call 911. State the specific location of the fire or explosion.  
 3. Attend to student and/or faculty safety. Provide aid to the injured.  
 4. Notify the Superintendent who will contact IRT members to assist with the 
emergency and/or the dismissal of students.  
 
FIRE DRILLS  
 
According to school policy, the principal/designee will conduct fire drills as follows:  
 1. Fire drills shall be held at least once a month.  
 2. A record of all fire drills shall be kept on the premises and shall be available to 
the fire inspectors upon request.  
 3. The building fire alarm shall be operated during the drill to familiarize all 
occupants with the distinctive sound of the fire alarm.  
 4. Bell signals to signify the exit and reentry of the building during a fire drill 
should be established.  
  
SPECIAL NOTE: Teachers should take roll books with them during the drills in order to 
have an accurate account of all students present.  
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COMMUNICATING WITH THE MEDIA 
 

In any crisis situation, the media will likely contact the school first rather than the 
Central Administrative Office.  
 

A. PROCEDURES  
 

 1. The Superintendent will notify the Director of Development and Public 
Information, and he/she will arrive at the scene immediately.  

 2. The Superintendent will designate an official spokesperson for the district, 
such as the principal, Director of Communications etc.  

 3. Set up a location for a media center, preferably outside the school building. 
(follow the IRT plan) 

 4. Because the district needs the help of the news media to keep the community 
and parents informed of events as they happen, do not alienate them by being 
abrupt or saying “No comment.” Rather than “No comment,” you might say “I 
can’t share that information with you at this time.” Another possibility to keep 
the media content is to tell them that you will let them know as soon as 
possible or specify a time for a news conference.  

 
B. IF YOU MUST ANSWER QUESTIONS BEFORE THE DIRECTOR OF 
DEVELOPMENT AND PUBLIC INFORMATION ARRIVES,  
REMEMBER  
 

 1. Be prepared. Prepare basic facts truthfully, clearly and concisely in writing 
for your own use when presenting information to the media. Give factual 
information only, not opinion.  

 2. Anticipate questions.  
 3. Before the interview. Stop, check your appearance, reread your notes and 

take a deep breath.  
 4. Be in control of the interview. Use short direct answers.  
 5. Do not identify students and/or staff by names or give out names of the 

victims until family members have been notified. Facts should include who, 
what, when, where, why and how. EXAMPLE Two of our students were 
assaulted by three unknown assailants on the south parking lot about 9:30 a.m. 
Their condition is unknown at this time. Students were transported to the 
hospital by ambulance. Parents have been notified. The incident is under 
investigation by local law enforcement officials. The next information will 
originate from the law enforcement officials.  

 6. Stay calm no matter what happens. Remain cool and courteous. You know 
more about the situation than the media, and you have the home-court 
advantage.  
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 7. Listen carefully. The reporter is asking questions, be specific and answer 
that question only.  

 8. If irrelevant questions are asked. Feel comfortable in responding that the 
question is not pertinent to the issue and move on to the next question.  

 9. Do not parrot a reporter’s question. Example: “How are you handling this 
terrible shock?”  

 10. Don’t respond, “We are handling this terrible shock by...”  
 11. Respond in your own words, “The students are on their regular schedules.”  
 12. If you do not know the answer to a question, say so. Always be honest. 

However, offer to let the person know as soon as possible. Then do so.  
 
INFORMATION CONTROL  
 

 A. Administrators will restrict all parents and others until police permit 
movement in or out of the building.  

 B. Emergency staff only may enter the building. No parent(s), regardless of 
how impassioned the plea, may enter the building.  

 C. The principal/designee will work with the police and the Director of 
Development and Public Information to coordinate reports to parents and 
to the media.  

 
NOTE: NO ONE OTHER THAN POLICE AND EMERGENCY STAFF MAY 
ENTER THE BUILDING REGARDLESS OF HOW IMPASSIONED THE PLEA.  
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MEDIA GUIDELINES 
 
 

Spokesperson:  
Alternate:  
 
Staff and Students  
 
Staff should not be interviewed regarding an emergency/crisis unless designated to do so 
by the principal. Students should not be interviewed without signed parent permission 
unless they are 18 years of age.  
 
Access to School Property  
 
School property is not public property. Members of the media need the permission of the 
principal to be on school grounds during the regular school day. If a problem develops, 
steps should be taken to remove the media.  
 
Public Information  
 
On request, a student’s enrollment (date of enrollment and date of withdrawal or 
graduation) may be verified. Lists of students’ names with or without personal 
identifying information will not be made available. Requests regarding information about 
school personnel should be directed to the principal.  
 
First Reports  
 
 • The superintendent should be notified immediately.  
 • In all cases, parents should be notified of the event or situation before any  
information is verified and/or released. If police officers have made a report,  
the media should be directed to check the police report.  
 
Liability  
 
Under no circumstances should any school personnel comment on the cause of the 
emergency or crisis situation or state who is to blame.  
 
Other Guidelines  
 
 • Report facts only (no assumptions, no rumors)  
 • Respond only to questions asked  
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 • Give factual information about what the school is doing to help resolve the 
situation (e.g. calling in community support, bringing in other school personnel, holding a 
student assembly)  
 • Media should not be allowed into a student assembly or individual or small 
group counseling sessions  
 • Photographs of students or staff may not be provided to the media  
 • Reporters know that their presence in the classroom is not allowed without 
permission. This standard applies to emergency situations as well as routine ones.  
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INCIDENT RESPONSE JOB DESCRIPTIONS 
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Operations Section: Site Facility Security (continued) 
 
 
 

• Vest, hard hat, work gloves, and whistle. 
• Campus two-way radio, master keys, and a clipboard with job description. 
• Bucket or duffel bag with goggles, flashlight, dust mask, yellow caution tape, 

and shut-off tools – for water and gas (crescent wrench) 
EQUIPTMENT/ 
SUPPLIES: 
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INCIDENT RESPONSE JOB DESCRIPTIONS
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Emergency 
Documentation 
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    Supply List for Individual School Emergency Plan (to be used for    
bulk purchases) 
 
5-7 Large plastic boxes for site stations (determined by the school) 
Master keys for each essential person on campus 
5-7 vests (determined by the school – key personnel) 
7-12 Hard hats (as determined by the school) 
2-way radios (one per person on staff plus key personnel) 
Emergency Weather Radio (extra batteries) 
AM/FM Radio (extra batteries) 
Batteries – flashlights, radios, radios, etc. 
Flashlights (one per person plus key personnel) 
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Extra light bulbs for flashlights 
Pens / pencils – 5-10 per box plus key personnel and emergency bags 
Paper – pads for key personnel, 3 per box 
Masking tape (2 per box) 
Duck Tape (3 per box) 
Scissors – 3 per box plus emergency bags 
First Aid Kits (one per emergency bags, one per box, one large for first aid station 
– see list in emergency section of book) 
3 - Laminated charts (headquarters, communication / check out, and student care) 
Student Roster (be sure it is current – emergency bags, key personnel, and each 
box) 
Release forms (boxes, Key personnel, extras in headquarters, communication, 
student care, safety) 
Communication forms (boxes, key personnel, extras in headquarters, 
communication, student care, safety) 
Area maps – all emergency bags, key personnel, all boxes) 
Secondary Site Map - forms (boxes, key personnel, extras in headquarters, 
communication, student care, safety) 
10 – Safety goggles (boxes, key personnel, S/R) 
10 – Safety masks (boxes, key personnel, S/R) 
10 - Yellow Caution Tape (boxes, key personnel, S/R) 
Shut off Tools – S/R and Safety 
Latex gloves - emergency bags, boxes, extras in headquarters, communication, 
student care, safety) 
10 whistle (key personnel, S/R teams, boxes) 
Lanyards (for keys, whistles, ID’s) 
10 – Grease pencils (key personnel, boxes) 
3 – Pry bars – (boxes, S/R) 
Work Gloves (boxes, S/R) 
First Aid (3 different types of kits – see Emergency supply lists) 
5-7 Tables (1 per site – extra to First Aid and Student Care) 
5-10 – Chairs (2 per site, extras to First Aid and Student Care) 
3-5 Cots (First Aid / Student Care) 
10 -15 – Blankets (First Aid and Student Care) 
Tarps (2 per box, extras to S/R, First Aid, Student Care) 
Bottled Water (2 gallons per box, 1 gallon per student for 2 days – use water 
heaters, etc.) 
Paper Towels (2 per box, extra for First Aid and Student Care) 
Trash Bags (2 large in each emergency bag, 5 per box, extras in First Aid, Student 
Care, S/R) 
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Coloring books, cards, paper, crayons, pens/ pencils for Student Care Box 
Toilet paper – 2 per box, extra in Student Care and First Aid 
Hand Sanitizer (one per box, emergency bags, extra in Student Care, First Aid, 
S/R) 
Snack food – protein bars, nuts, etc. - Check for student allergies (3 per student 
additional food from kitchen can be used in long term situations – Student Care 
box, extras in First Aid and S/R) 
File box for Release forms and First Aid – Communications, First Aid, and Student 
Care) 
Letter signs for identifying parent sign out – Communications 
Tissues (2 per box, emergency bags, extra in First Aid and Student Care) 
Rope – 50–200 ft.(all boxes, extra rope in Security, S/R, and Student Care) 
Light (battery operated w/ extra batteries and light bulbs) – all boxes, extra in 
Student Care and First Aid 
5 gallon buckets w/ trash bags – 3-8 Student Care/ extra for S/R 
Plastic Bags (different sizes – emergency bags, boxes, extra First Aid, S/R) 
 
** Be sure all paper products are stored in plastic bags*** 
This is a compiled list of supplies for individual schools and should be modified as needed.  The 
supplies listed above will provide the necessary supplies and materials for a school with 
approximately 150 students following the flow chart list in this book with five (5) stations using 
the IRP as part of the emergency management plan.  
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CAMPUS EMERGENCY ASSIGNMENT WORKSHEET 

 
This worksheet will help ensure that you have coverage of all critical positions during a school emergency.   Ensure that 
each position is assigned as early as possible in the school year and that all positions are assigned even if you think that it 

will not be necessary to fill the positions during an actual emergency.  To guard against the absence of key personnel 
when an emergency threatens, it is strongly recommended that back-up personnel also be assigned and that key personnel 

are cross-trained in critical job requirements. 
 

 
POSITION STAFF ASSIGNED BACK-UP PERSONNEL NOTES 
    
Incident 
Commander 

Principal 1. 
2. 

 

Safety Officer Safety Person 1. 
2. 

 

Public Infor. 
Officer 

 1. 
2. 

 

Liaison Officer  1. 
2. 

 

Operation 
Section Chief 

 1. 
2. 

 

Search and 
Rescue 

 1. 
2. 

 

Student Care  1. 
2. 

 

Medical (first 
Aid) 

 1. 
2. 
3. 

 

Security  
(Site Facility 
Check/security) 

 1. 
2. 

 

Planning  
Section Chief 

 1. 
2. 

 

Documentation  1. 
2. 

 

Situation 
Analysis 

 1. 
2. 

 

Logistic 
Section Chief 

 1. 
2. 

 

Supplies  1. 
2. 

 

Communications  1. 
2. 
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  Student Release Form 
 
***To be carried by the runner and when completed returned to the    *** 
 
Please print 
     Student Release Request 
 
Student Name  _________________________________________________________________ 
 
Teacher  ____________________________ Grade  __________ Date  ______________ 
 
Requested by  _____________________________________ Phone  ___________________ 
 
(completed by the requester) 

__________________________________________________________________ 
    ID Request Verified     
 
Proof of ID  _____________________ Name on Emergency Card  (yes or no) ____________ 
 
(completed by the gate staff) 
     
 _________________________________________________________________ 
    Student Release Status 
 
Student sent:    ___ with runner ___ absent ___ first aid station ___  missing 
 
(Completed by the teacher) 

    
_________________________________________________________________ 

    Student / ID Request Verified 
 

Proof of ID  _____________________ Name on Emergency Card (yes or no) ____________ 
 
(Completed by gate staff w/ student present and form completed) 
 
 
 __________________________________________________________________ 

Student Release Signature Required 
 
Requester Signature  ________________________________ Date  _____________ 
 
Destination  ______________________________________          Time  _____________ 
 
(Completed by gate staff w/ signature and ID verification required) 
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Emergency Time / Situation / Response Report 
 
 
 
TIME SITUATION RESPONSE INITIAL 
 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
To be completed as documentation of actions taken on site. 
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Site Status Report 
 
 
TO:  _________________ FROM:  _______________ LOCATION:  
______________________ 
 
DATE:  _________   TIME:  ________    PERSON IN CHARGE AT SITE:  
___________________ 
 
Message via:   2-way radio  _____   Telephone  _____   Messenger  ______ 
 
EMPLOYEE/ STUDENT STATUS 
 
 Absent Injured # sent to 

Hosp./med. 
Dead Missing Unaccounted 

(not on site) 
#Released 
to Parents 

# Being 
Supervised 

Students         
Site Staff         
volunteers         
 
 
STRUCTURAL DAMAGE Check damage/ problem and indicate location (s). 
 
Check 
() 

Damage / Problem Location (s) 

 Gas Leak  
 Water Leak  
 Fire  
 Electrical  
 Communications  
 Heating / cooling  
 Other: 

 
 

 

 
 
MESSAGE:  (include kind of immediate assistance require; can you hold out without 
assistance / how long; overall condition of campus, neighborhood & street conditions; 
outside agencies on campus & actions; names of injured, dead, missing and accounted for 
ASAP) 
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  Site Status Report 
 
 
 

UPDATE REPORT (to be completed after make change or every 2  hours) 

 
Name  _____________________ Time  ___________ Location  ___________________ 
 
_______ Number of Children remaining at school 
_______  Number of staff members remaining to care for children 
_______  Assistance required:   ___ water    ___ food     ___ blankets    ___ # people to 
help 
 
NOTES: 
 
 
 
 

UPDATE REPORT (to be completed after make change or every 2  hours) 

 
 

Name  _____________________ Time  ___________ Location  ___________________ 
 
_______ Number of Children remaining at school 
_______  Number of staff members remaining to care for children 
_______  Assistance required:   ___ water    ___ food     ___ blankets    ___ # people to 
help 
 
NOTES: 
 
 
 
 

UPDATE REPORT (to be completed after make change or every 2  hours) 
 
 

Name  _____________________ Time  ___________ Location  ___________________ 
 
_______ Number of Children remaining at school 
_______  Number of staff members remaining to care for children 
_______  Assistance required:   ___ water    ___ food     ___ blankets    ___ # people to 
help 

71 
 



 
 
 

UPDATE REPORT (to be completed after make change or every 2  hours) 
 
 

Name  _____________________ Time  ___________ Location  ___________________ 
 
_______ Number of Children remaining at school 
_______  Number of staff members remaining to care for children 
_______  Assistance required:   ___ water    ___ food     ___ blankets    ___ # people to 
help 
 
NOTES: 
 
 
 
 

UPDATE REPORT (to be completed after make change or every 2  hours) 

 
 

Name  _____________________ Time  ___________ Location  ___________________ 
 
_______ Number of Children remaining at school 
_______  Number of staff members remaining to care for children 
_______  Assistance required:   ___ water    ___ food     ___ blankets    ___ # people to 
help 
 
NOTES: 

 
 

UPDATE REPORT (to be completed after make change or every 2  hours) 
 
 

Name  _____________________ Time  ___________ Location  ___________________ 
 
_______ Number of Children remaining at school 
_______  Number of staff members remaining to care for children 
_______  Assistance required:   ___ water    ___ food     ___ blankets    ___ # people to 
help 
 
NOTES: 
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UPDATE REPORT (to be completed after make change or every 2  hours) 

 
 

Name  _____________________ Time  ___________ Location  ___________________ 
 
_______ Number of Children remaining at school 
_______  Number of staff members remaining to care for children 
_______  Assistance required:   ___ water    ___ food     ___ blankets    ___ # people to 
help 
 
NOTES: 
 
 
 
 

UPDATE REPORT (to be completed after make change or every 2  hours) 

 
 

Name  _____________________ Time  ___________ Location  ___________________ 
 
_______ Number of Children remaining at school 
_______  Number of staff members remaining to care for children 
_______  Assistance required:   ___ water    ___ food     ___ blankets    ___ # people to 
help 
NOTES: 
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  Emergency Situation / First Aid Response Report 
 
 
 
Student’s 
Name 

 
Time 

 
Injury 

Treatment  
(action Taken) 

 
Allergies? 

 
Initial 

  
 

    

  
 

    

  
 

    

  
 

    

  
 

    

  
 

    

  
 

    

  
 

    

  
 

    

  
 

    

  
 

    

  
 

    

  
 

    

  
 

    

  
 

    

  
 

    

 
To be completed as documentation of actions taken on site. 
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  Emergency Situation / First Aid Response Checklist 
 
 
 
Call 911 
 
Is the person responding to questions, ex: What is your name? 
         Are you in pain? 
         Point to where the pain is. 
 
Check for external bleeding ex: any blood noted on the face and extremities or clothing? 
 
If there is bleeding cover area with a firm pressure bandage. 
 
Cover all wounds with a clean cloth or bandage. 
 
Check if the person can move arms and legs without pain. 
 
Ask if there is someone you can notify for the person. 
 
Keep asking simple questions of the person because some people will go into shock after being aware that 
they are in a dangerous situation. 
 
If the person is in shock immediately check if 911 was called on the meantime elevate the legs of the 
person enough to have the feet higher than the head and keep the person covered with a coat or blanket. 
 
Make notations on the Emergency Situation / First Aid Response Report of any actions taken. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

75 
 


	DURING NON-SCHOOL TIME CRISIS
	INFORMATION CONTROL

