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Cass-Clay Unified School Response
Emergency Response Flipchart > Classroom Edition
Revised: Summer 2019

This flipchart provides school staff with current best practices for responding to various incidents that may occur in the school setting.  It is important to note that these are recommendations from CCUSR.  Each district may have additional and/or stricter requirements than what is included herein.  

In an ideal situation, staff should expect to receive a response directive from a member of the Building Emergency Response Team (BERT), sometimes in conjunction with law enforcement or another first-responder entity.

However, staff can and should use their professional judgment to protect themselves and the students in their care.    
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Suggested Emergency Bucket Contents 
All items listed below are suggestions. Bucket contents will vary based on district threat assessments, standards, and finances.  

· Emergency Response Flipchart  
· Emergency folder or clipboard (for class lists, medical information, contact info, room search forms, other emergency response forms, etc.) 
· Floor plans with primary and secondary evacuation routes, all exits, Haz-Mat shelters and tornado shelters 
· Room Status Cards > 1 red / 1 green 
· Orange emergency vest > 1 for teacher 
· Vinyl gloves > 10 pairs
· Band Aids > 20 assorted (regular, knuckle, large and finger) 
· Transparent medical tape > 1 roll
· 2x2 gauze pads > 10
· Red biohazard bags > 2
· Hand sanitizer (no expiration/4oz) > 1 
· Germicidal disposable wipes (sani-cloth) > 1
· Black sharpie markers > 2
· Legal pad > 1
· Self-adhesive name badges > 25
· Black plastic garbage bags (for trash) > 1
· Duct tape > 1 roll 
· Window hammer
· Length of rope
· Tourniquet
· CPR mask 
· Fire extinguisher 
· Age-appropriate activities to pass the time (flash cards, books, worksheets, etc.) 
· _______________________________
· _______________________________In school safety, improvisation can save your life.  Think outside the box if your district has not made some of these items available.  
Example: extension cords can double as 
rope in an emergency!

· _______________________________
· _______________________________
· _______________________________




Definitions to Note
· Active Attendance > physically taking role of students by name, rather than counting off 
· “All Clear” > signal used by BERT to inform you that it is safe to resume normal activities 
· Building Emergency Response Team (BERT) > a group of school personnel that will direct the school’s response to the emergency incident until its conclusion or emergency responders assume control.  Your BERT is comprised of: ___________________________________________________________________________________ _________________________________________________________________________________________________________
· Staff members NOT with students at the time of an incident also become part of the BERT.  
· Command Post > an area established by the BERT or emergency personnel to direct the emergency response to an incident
· Primary Location: _______________________________
· Secondary Location: _______________________________ 
· Another CP may be announced, if the above locations are not available due to the incident  
· Rally Point > a short-term use location predetermined by the school where individual classrooms know to meet in the event of an evacuation.  It should be out of visible sight of the school.   
· Primary Location: _______________________________
· Secondary Location: _______________________________ 
· Room Status Cards > a mechanism to indicate the status of your room or area, used ONLY when prompted by a member of the BERT or law enforcement 
· Green = all accounted for; no injuries
· Red = missing student; additional student; injuries 
· Reunification Site > a location predetermined by the school district where students will be reunified with parents
· Primary Location: _______________________________
· Secondary Location: _______________________________   

Important Phone Numbers (Optional)
· Principal: 					_______________________________
· Assistant Principal(s): 			_______________________________
· Administrative Assistant: 		_______________________________
· School Counselor: 			______________________________
· Nurse: 					_______________________________
· School Resource Officer/Deputy:	_______________________________

Final Notes of Importance
· Each fall, and continually throughout the year, students should be educated on your expectations of them in the event of an emergency.  Information helps to alleviate fear.  
· If you perceive a threat approaching the building or inside the building, call the main office.  Depending on how the situation evolves from there, all staff should be empowered to initiate announcements for the safety of all students and staff. 
· PA/Intercom/All Call System Access: _______________________________  
· While enacting any emergency response, consider the validity of a fire alarm prior to responding; do you see fire or smell smoke?  
· Various departments (i.e. Science and PE) may require additional plans beyond what is included within this flipchart.  
· If the incident continues for an extended period of time, the classroom emergency buckets can be emptied and used as a latrine. 
Lockdown – Human Threat  
1) Close and lock all doors and windows.
2) Use environmental and personal items to barricade the door and further secure the room. 
3) Move all students out of sight and as far from doors and windows as possible within your classroom, based on the location and type of the threat.    
4) Do NOT continue classroom activities; stay as quiet as possible.   
5) Continually evaluate the options available to you to ensure the safety of yourself and your students based on the information available:
a. Evacuate.  See the Evacuation tab.  
b. Retaining control of your room if the door is breached.  See the Countering tab.  
6) Do NOT resume activities until your classroom door is unlocked and you are given the all-clear by the individual who unlocked your door.  


Hallway Closure
1) Close and lock all doors and windows; keep all students in the classroom until otherwise notified.
2) Continue classroom activities.  
3) When prompted by a member of the BERT or law enforcement, take active attendance and utilize the room status cards in your emergency kit to indicate the status of your room.  
4) Wait for further instructions.  
5) Do NOT leave your room until you are given the all-clear.  

Other Considerations 
· Students from the common areas should be allowed into classrooms, only when deemed safe to do so.  Otherwise, students caught outside of their room should seek shelter elsewhere in the building or evacuate to a safe place.    
· Information helps alleviate fear.  Keep your students up-to-date about the status of the incident. 
· If safe to do so, and time permits, cover all windows.
· Lights may be turned off, if doing so provides a tactical advantage.      
· Silence any technology in the room and do not use the telephone.   

Potential Next Steps
· Next steps in a “lockdown-human threat” would typically be either returning to normal activities after being given the “all clear,” transitioning to a hallway closure, or evacuating the building.    




Countering a Human Threat (LAST RESORT) 
1) Move toward exits while making noise and throwing objects. 
2) Swarm and use your body weight to take down the threat. 
3) If control is regained, make all attempts to retain control until law enforcement or other responders arrive. 
4) If the weapon is loose in the room, keep everyone away from the weapon.  

Other Considerations 
· This does not need to follow CPI or restraint and seclusion guidelines.
· Ways to counter will vary based on the age and number of individuals in your room. 
· When engaging the human threat, focus on controlling their arms, legs, and their head.  































Shelter-in-Place 
1) [bookmark: _GoBack]Grab the classroom emergency bucket.  Have your staff ID and emergency vest on.   
2) Do not wait for other rooms to be ready; go when your room is ready.  When possible, join together with other classrooms in your area; try to have a staff member on each end of a group of students as you move.  
3) Proceed to the assigned Shelter-in-Place location: 
a. TORNADO: ___________________________; BACKUP: ___________________________
b. HAZMAT: ___________________________; BACKUP: ____________________________  
4) Secure the location by closing all doors, windows and vents.  
5) When prompted by a member of the BERT or law enforcement, take active attendance and utilize the room status cards in your emergency kit to indicate the status of your room.  
6) Wait for further instructions. 
7) Do NOT leave the shelter area until the door is unlocked and you are given the all-clear by the individual who unlocked your door.  

Other Considerations
· With shelter-in-place, the main objective is to protect students and staff from an exterior/environmental threat.  It is typically enacted in response to an incident having to do with severe weather or a hazardous materials spill.    
· Information helps alleviate fear.  Keep your students up-to-date about the status of the incident.  
· Assess students who may need medical or emotional attention.
· HAZMAT: Building maintenance should shut off the building’s air handler.  Duct tape and sheets of plastic can be used to add another layer of protection around doors and windows that do not have a tight seal; in many cases, simply using duct tape around door and window seams will suffice as an added barrier against exposure.      

Potential Next Steps
· Next steps in a shelter-in-place would typically be either returning to normal activities after being given the “all clear,” or transitioning to an evacuation of the building.  





Bomb Threat
1) If there is an explosion …
a. Have students duck and cover until the explosions cease. 
b. Evacuate ASAP.  See the Evacuation tab. 
2) If a threat is leveled and there is time to investigate its credibility…
a. Visually scan your room for any suspicious objects.  
b. Complete the Room Search Form; indicate “clear” or “unsafe” for each area checked. 
c. Tape the Room Search Form on the classroom door so it is visible.
d. If a suspicious object is found…
i. Grab the classroom emergency bucket.  Have your staff ID and emergency vest on.  
ii. Alert the office of what you found via landline or a runner.
iii. Leave your classroom door open; leave everything in the room as-is.
iv. Evacuate.  See the Evacuation tab.  
v. Wait for further instructions.  
e. If all areas are clear…
i. Wait for further instructions.  
ii. If you are asked to evacuate, but you deemed your room “clear,” close your classroom door and ensure the Room Search Form is still visible from the hallway as you leave.    

Other Considerations 
· The main objective is to protect students and staff from a possible explosion, and to aid in searching for suspicious objects.  
· All cell phones and radios should be turned off as soon as you are notified of a bomb threat.  
· Landline telephones and key fobs are OK to use.  
· Copies of the Room Search Form should be in the back pocket of this flipchart.  
Evacuation
1) Grab the classroom emergency bucket.  Have your staff ID and emergency vest on.   
2) Do not wait for other rooms to be ready; go when your room is ready.  When possible, join together with other classrooms in your area; try to have a staff member on each end of a group of students as you move.       
3) Proceed out the assigned exit: 
a. Primary: ___________________________ // Secondary: __________________________
4) Proceed to the rally point:
a. FIRE Primary: __________________________ // Secondary: _________________________
b. HUMAN THREAT Primary: ____________________ // Secondary: ___________________
5) When prompted by a member of the BERT or law enforcement, take active attendance and utilize the room status cards in your emergency kit to indicate the status of your room.  
6) Wait for further instructions.  

Other Considerations
· In an evacuation, the main objective is to safely move all students and staff away from the impacted area.  It is typically enacted in response to an incident that has caused the physical structure, air quality and/or the learning environment to become unsafe.  
· Information helps alleviate fear.  Keep your students up-to-date about the status of the incident.  
· Assess students who may need medical or emotional attention.    
· Consider alternative exit points (windows) and routes.  

Potential Next Steps
· Next steps in an evacuation would typically be either returning to the building after being given the “all clear,” or: 

Reunification 
1) Proceed to, and load, the buses as directed.  
2) Take active attendance again and notify a member of the BERT with any discrepancies.  
3) Exit the bus when and how directed. 
4) Wait for further instructions.  

Other Considerations 
· In reunification, the main objective is to safely reunite all students with their parents/guardians in a safe, orderly, efficient and legal manner.  It is typically enacted in response to an incident that has caused an evacuation of the school building, to such an extent that reentry that day is not possible.    
· Until released by Incident Command, a teacher’s only job is to stay with his/her students.  Review the teacher portion of the reunification plan in the back pocket of this flipchart for other information.      
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