




Crisis Prevention & Response Plan 
 

Raleigh County Schools 

Academy of Careers & Technology (304) 256 – 4615 (304) 256 – 4674 

390 Stanaford Road Beckley WV, 25801 

Law Enforcement Agency Beckley Police Dept. (304) 256 – 1700  Fire Department Beckley Fire Dept. (304) 256 - 1780 
 

CRISIS RESPONSE PLANNING TEAM 

Title Name Office Phone Alternative Phone Email 

Principal* Charles Pack 
Adrienne Brellahan 

(304) 256 – 4615 ext 306 
(304) 256 – 4615 ext 307 

(304) 890 – 2396 
(304) 860 – 6264  

cmpack@k12.wv.us 
adjordan@k12.wv.us 

School Counselor* Cathy Moore (304) 256 – 4615 ext 328 (304) 237 – 0659 cmoore@k12.wv.us 

Teacher #1 (Special Education)* 
(Also serves as Special Needs Coordinator) 

Sarah Rahal (304) 256 – 4615 ext 352 (304) 890 - 8111 srahal@k12.wv.us 

Teacher #2* David Richmond (304) 256 – 4615 ext 333 (304) 890 – 3510 drichmond@k12.wv.us 

Teacher #3 Chad Cox (304) 256 – 4615 ext 354 (681) 220 – 4734 chad.cox@k12.wv.us 

CIS Liaison Michelle Farmer (304) 256 – 4615 ext. 357  louressia.farmer@k12.wv.us 

Service Personnel* Steve Simmerman (304) 256 – 4615 (304) 575 – 0290  

Parent/Family Representative #1*     

Parent/Family Representative #2*     

Student (Grade 10 or higher)     

School Nurse (required if available) School Nurse (304) 256 – 4615 ext 352  jeannie.ramsey@k12.wv.us 

School Based Community Mental Health Professional Tracy King, FMRS Health 
Syestems (304) 256 – 7131 ext 1138   

School Resource Officer AND/OR Local Law Enforcement Beckley Police Dept. (304) 256 – 1700   

County Board Member Dr. Charlotte Hutchins (304) 256 – 4500  charhut@suddenlink.net 

Fire/Rescue Beckley Fire Dept. (304) 256 - 1780   

Local EMA Director John Zilinski (304) 255 – 0911  john.zilinski@raleigh911.org 

*REQUIRED MEMBERS 
• Parent/Family Representative must have a child attending the school. Preferably, one special education teacher should serve as a teacher representative. 
• An alternate composition for the Crisis Response Planning Team is the members of the Local School Improvement Council. If the LSIC option is used, please note the student shall be grade 10 or higher, per WV Code. 



CRISIS RESPONSE TEAM 

Title Name Office Phone Alternative Phone Email 

Principal Charles Pack (304) 256 – 4615 ext 306 (304) 890 – 2396 cmpack@k12.wv.us 

Asst. Principal Adrienne Brellahan (304) 256 – 4615 ext 307 (304) 860 – 6264 adjordan@k12.wv.us 

Head Custodian Steve Simmerman (304) 256 – 4615 (304) 575 – 0209  

School Nurse School Nurse (304) 256 – 4615 ext 352   

School Counselor Cathy Moore (304) 256 – 4615 ext 328 (304) 237 – 0659 cmoore@k12.wv.us 

School Resource Officer OR Local Law Enforcement Cpl. Johnny Wall (304) 256 – 4646 ext 7106 (304) 860 – 0784 johnny.wall@k12.wv.us 

Evacuation Coordinator/s Charles Pack (304) 256 – 4615 ext 306 (304) 890 – 2396 cmpack@k12.wv.us 

Reunification Coordinator/s Charles Pack (304) 256 – 4615 ext 306 (304) 890 – 2396 cmpack@k12.wv.us 

Transportation/Traffic Coordinator David Richmond (304) 256 – 4615 ext 333 (304) 890 - 3510 drichmond@k12.wv.us 

Other     
 

NOTES: 
1. For schools with more than one Assistant Principal include all and add as many rows as necessary. 
2. For schools that split the student population into more than one Evacuation/Reunification site, there must be a designated Coordinator for EACH site. Add as many rows as 

necessary. 
3. “Other” - Consideration may be given to a transportation official, central office personnel, instructional aides, emergency services trained individuals, etc. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  
SCHOOL MENTAL HEALTH RESOURCE TEAM 
In ADDITION to your School Crisis Planning Team, list additional persons who can help plan prevention activities and who will provide emotional support in response 
to a crisis. 

Title Name Office Phone Alternative Phone Email 

School Counselor Cathy Moore (304) 256 – 4615 ext 328 (304) 237 – 0659 cmoore@k12.wv.us 

School Nurse School Nurse (304) 256 – 4615 ext 352   

Special Needs Coordinator (Special Education Teacher) Sarah Rahal (304) 256 – 4615 ext 352 (304) 890 - 8111 srahal@k12.wv.us 

Social Workers/School Psychologists Michelle Farmer, CIS Liaison (304) 256 – 4615 ext. 357  louressia.farmer@k12.wv.us 

District leaders Jennifer Colvin (304) 256 – 4500 ext 3355 (304) 207 – 3603 jcolvin@k12.wv.us 

Community Mental Health Representatives Tracy King, FMRS Health Systems (304) 256 – 7131 ext 1138   

Faith Based Representatives Dr. James Boyd, MBC (304) 255 - 1575 (304) 809 - 1533  

School Counselors (from other schools)     

Others? E.g. Prevent Suicide WV, WVDE, etc. (depending 
on scale and scope of incident) 

    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
STAFF, FACULTY, OR STUDENTS WITH MEDICAL OR MENTAL HEALTH TRAINING 
Name Title Certification Expiration Date 

John Lester Teacher CPR  

Robert Schmid Teacher CPR  

Chad Cox Teacher CPR, FirstAid, STB, HMO  

Heather Fogus Teacher CPR, FirstAid  

Andrea Martin Teacher CPR, FirstAid, STB  

Michele Harless Teacher CPR, FirstAid  

Shawna Lilly Teacher CPR, STB, Med Manager 5/2025 

Elizabeth Lawrence Teacher CPR 8/2024 

Coralee Hatcher Teacher CPR 8/2025 

Denise Thomas Teacher CPR 8/2024 

David Richmond Teacher CPR, STB, Med Manager 5/2025 

Heather James Teacher CPR, FirstAid, Med Manager 5/2025 

    

    

    

    

    

    

 

Adrienne Brellahan

Adrienne Brellahan

Adrienne Brellahan

Adrienne Brellahan

Adrienne Brellahan

Adrienne Brellahan



PRIMARY REUNIFICATION SITE 

Primary Site: 
WWHS Auditorium 

Phone: 
(304) 256 - 4646 

Address: 
400 Stanaford Road 
Beckley, WV 25801 

Room/Area Located at the Site: 
Auditorium 

Room/Area Located at the Site: 
Auditorium 

Reunification Coordinator Assigned to this Site: 
Charles Pack,  
Ryan Stafford,  
Adrienne Brellahan 

Phones - Mobile and Landline: 
(304) 890 – 2396 
(304) 256 – 4646  
(304) 860 - 6264 

Is Transportation Needed to this Site? Yes  

Number of Regular Buses Needed: 6 Number of Special Buses Needed: 1 

If the site is NOT a school (e.g. business, church, etc.), please ensure the following steps have been taken: 

1. County is required to provide reunification site information to BRIM. 
2. A signed MOU must be completed with the manager/owner of the site/facility used for reunification. 

 

• A Sample MOU can be found in the Safe Schools Toolkit. 
• Principals will notify parents of reunification site(s) at an appropriate time, to be determined by school administration and law enforceme 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 





SECONDARY REUNIFICATION SITE 

Primary Site: 
Beckley Stratton 
Middle School 

Phone: 
(304) 256 – 4616 

Address: 
401 Grey Flats Road 
Beckley, WV 25801 

Room/Area Located at the Site: 
Gymnasium 

Room/Area Located at the Site: 
Gymnasium 

Reunification Coordinator Assigned to this Site: 
Charles Pack, 
Yahon Smith, 
Adrienne Brellahan 

Phones - Mobile and Landline: 
(304) 890 – 2396 
(304) 256 – 4616 
(304) 860 – 6264  

Is Transportation Needed to this Site? Yes  

Number of Regular Buses Needed: 6 Number of Special Buses Needed: 1 

If the site is NOT a school (e.g. business, church, etc.), please ensure the following steps have been taken: 

1. County is required to provide reunification site information to BRIM. 
2. A signed MOU must be completed with the manager/owner of the site/facility used for reunification. 





TERTIARY REUNIFICATION SITE 

Primary Site: 
Memorial Baptist 

Church 

Phone: 
(304) 255 – 1575  

Address: 
1405 South Kanawha Street 

Beckley, WV 25801 

Room/Area Located at the Site: 
Gymnasium 

Room/Area Located at the Site: 
Gymnasium 

Reunification Coordinator Assigned to this Site: 
Charles Pack 
James Boyd 

Phones - Mobile and Landline: 
(304) 890 – 2396 
(304) 255 – 1575, (304) 809 - 1533 

Is Transportation Needed to this Site? Yes  

Number of Regular Buses Needed: 6 Number of Special Buses Needed: 1 

If the site is NOT a school (e.g. business, church, etc.), please ensure the following steps have been taken: 

1. County is required to provide reunification site information to BRIM. 
2. A signed MOU must be completed with the manager/owner of the site/facility used for reunification. 

  
 
 

 
 
 

  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 





OTHER EMERGENCY CONTACTS 
Board of Education  Local Government Agencies 

Main Number (304) 256 – 4500v Beckley City Government  (304) 256 – 1768  

Public Information Officer Ext 3334 Raleigh County Government (304) 255 – 9146  

Maintenance (304) 256 – 4565  Raleigh County Health Department (304) 252 – 8531  

Transportation (304) 256 – 4560  Emergency Management Agency (304) 255 – 0911  

Evacuation Sites Health & Human Resources Office (304) 256 - 6930 

WWHS Auditorium ( Primary) (304) 256 – 4646  County Humane Society (304) 253 – 8921  

Memorial Baptist Church (Secondary) (304) 255 – 1575  Comprehensive Behavioral Health Disaster 
Coordinator 

(304) 

Law Enforcement OR (800) 

Police Department (Beckley PD) (304) 256 – 1700  State Government Agencies 

Raleigh County Sheriff’s Office (304) 255 – 9300  Division of Highways (304) 256 – 6746  

West Virginia State Police (304) 256 – 6700  Department of Natural Resources (DNR) (304) 256 – 6946  

First Responders WV Bureau for Behavioral Health Disaster 
Coordination 

(304) 356-4788 

County EMS (304) 255 - 0911 WV Safe Schools Helpline (866) 723-3982 

Fire Department (Beckley FD) (304) 256 – 1780  WV Fusion Center (866) 989-2824 

Mental Health Provider Other 

Local Mental Health Provider (FMRS) (304) 256 – 7131  Railroad  

Utilities American Red Cross (304) 340-3657 

Mountaineer Gas (800) 834 – 2070  National Weather Service (304) 746-0180 

Appalachian Power (800) 956 – 4237  Poison Control Center (800) 222-1222 

Beckley Water Company (304) 255 – 5121  Disaster Hotline (866) 867-8290 

RCS Technology Dept. (304) 256 – 4741  Suicide Hotline (800) 273-8255 

  Prevent Suicide WV (304) 415-5787 
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This Mitigation/Prevention Checklist will reduce exposures to the school and should be referred to often to 
ensure a safe and secure environment
EXTERIOR OF SCHOOL

• Be aware of the surrounding neighborhood. If anything looks 
suspicious, report it to local law enforcement.

• Exterior doors should be properly numbered.
• Ensure all gates are secured.
• Ensure all external utilities are secure and protected.
• Ensure all roof hatches are secured and locked.
• All emergency exit doors, windows and hatches should be properly 

marked and visible from the outside of the building.
• Keep school grounds well-manicured and reduce blind spots or 

hiding areas by cutting down shrubs to no higher than 3 ft. and 
trimming trees up to 7 ft. 

• Doors and windows should be in good working order and locked 24/7 
except for the main entrance.

• Doors connecting the school to other facilities (e.g. county library, 
health clinic or college classrooms) should be kept locked if possible.

• Exterior doors should not be propped open with blocks or other 
objects.

• Outdoor lighting should be effective to illuminate areas of use 
during night hours. 

• All sides of the school and athletic facilities should be illuminated to 
reduce the risk of criminal activity on school grounds.

• Athletic facilities should be secured when not in use.
• All exterior cameras should be in good working order.
• The PA system should be in good working order and have the ability 

to be heard outdoors.
• School ventilation intakes should be properly secured from intrusion.
• Playground equipment should be in good working condition and 

a fall protection material should be placed on the ground below 
equipment.

• Dumpsters/garbage cans should remain away from the school. 
Garbage cans should be secured so they cannot be used to damage 
or enter school property.

• Parking lots should be well-lit, free of debris, and adequate parking 
spaces should be provided with signs for handicapped parking, 
visitors, teachers and students (if applicable).

• If possible, no parking should be allowed anywhere within 50 ft. of 
the school, especially in fire lanes.

• Student drop-off/pick-up should be monitored by an appropriate 
number of staff members before and after school.

• The school should adopt proactive off-premises procedures for field 
trips, sporting events and other events that occur off school grounds.

• Transportation staff, teachers and chaperons should be trained on 
emergency procedures and provided with a phone or radio to contact 
school officials if an emergency occurs.



INTERIOR OF SCHOOL
• All doorways and exits should be free from obstructions that would 

hamper or delay an effective Evacuation.
• All interior doors should be properly numbered or identified with a 

label.
• All emergency exit doors, windows and hatches should be clearly 

marked.
• All exit lights should be in good working order.
• The main office should be near the front entrance and proper 

signage should indicate the location of the office.
• Classrooms should be organized and clear of obstructions that 

would hamper or delay an effective Evacuation.
• All classrooms should be secured when not in use.
• All rooms should be equipped with GFCI electrical outlets within 6 ft. 

of sinks and water to reduce the risk of accidental electrocution.
• Paper hanging in the hallways and classrooms should be minimized 

to reduce the amount of combustible material in the school, 
especially in Evacuation egress areas.

• Universal Evacuation signage should be posted in every room at 
adult eye level, near the door and in hallways.

• An emergency procedures guide should be placed in all classrooms.
• All chemicals should be properly stored in their original containers. 

Chemicals should be secured when not in use.
• Food and chemicals should never be stored together in a refrigerator 

or other area.
• Computer/server rooms should be secured at all times and access 

should be limited. Appropriate ventilation and climate control 
systems should be installed in the server rooms.

• The auditorium should have universal Evacuation signage and 
properly illuminated exit lights.

• The gym should have universal Evacuation signage and properly 
illuminated exit lights.

• Only authorized personnel should have access to the kitchen.
• All cafeteria staff should be trained yearly on basic emergency 

procedures and proper food preparation safety procedures.

• All knives, box cutters, and other sharp instruments should be 
secured when not in use.

• A sign should be installed to indicate the location of the activation 
button for the fire suppression system and how to activate it.

• Boiler rooms & mechanical rooms should be clean, locked and 
organized.

• Utility shut offs should be properly labeled for shut-off.
• Material Safety Data Sheets (MSDS) should be stored in the boiler 

room /head custodian’s office, main office and kitchen area.
• The custodian should implement a maintenance logging system 

for preventive maintenance including heating ventilations and air 
conditioning (HVAC), fire suppression, fire extinguishers, smoke 
detectors, security alarm and AED devices.

• Hallways should be free from obstruction including furniture, musical 
instruments, large art displays, and any other item that could impair 
an effective Evacuation.

• Hallways should be properly numbered and/or identified.
• Missing and damaged ceiling tiles should be replaced.
• Restrooms should be clean and organized. School staff should make 

periodic checks to reduce the opportunity for property damage and 
criminal activity.

• Use of elevators should be restricted to school students and staff or 
visitors with special needs.

• ID cards should be worn by school staff at all times. This policy 
should be enforced.

• Visitors and vendors should report to the main office and sign in.  
Identification should be requested.

• Visitors and vendors should receive a pass that indicates exactly 
where they are going within the school.

• The Principal or designee should maintain organized key control 
policies and keep accurate records for the issuance of keys.

• The key cabinet should be locked at all times.
• Teachers should return their keys at the end of each school year.
• All employees that handle the mail should be trained on how to 

identify suspicious packages and envelopes..
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INTERIOR OF SCHOOL (continued)
• The school should keep an up-to-date CONFIDENTIAL list of students 

and staff with special needs that includes those with chronic 
health conditions and/or temporary disabilities (e.g. crutches, 
pregnancy, broken bones, etc.) Additional contingency plans should 
be established for persons with special needs including specialized 
health care. These contingencies include special Evacuation, 
Sheltering and Lockdown procedures. This list should also include 
students who are psychologically vulnerable who may be particularly 
sensitive to trauma.

• School Crisis Prevention and Response Plans MUST be reviewed and 
updated minimally on an annual basis. If no changes are needed, 
a memorandum acknowledging such must be filed with the county 
Board of Education.

• The school Crisis Response Team should work with local public 
safety agencies to find ways to reduce risks.

• All public safety agencies shall have access to the school’s Crisis 
Prevention and Response Plan and accurate floor plans of the school 
through the web-based database designated by the WVDHSEM.

• Proper Evacuation procedures should be implemented and students, 
faculty and staff should participate in drills each year.

• Primary and secondary evacuation assembly areas should be 
designated.

• Sheltering areas should be identified and marked. All students and 
faculty should know where they are located.

• Sheltering areas should be in areas that protect school occupants 
from glass and flying debris and provide the best possible structural 
protection.

• It is recommended that schools consult best practice resources and 
the county school board to determine the appropriate number of 
school safety drills for their school. “Approaches to address active 
shooter incidents at schools must be specific to each school’s 
unique environment.” https://www2.ed.gov/documents/school-
safety/school-safety-report.pdf 

• Schools with school nurse offices and SBHCs that dispense 
medications should have a written procedure in place as to how 
and who is responsible for the control, storage and dispensing of 
controlled medications.

M
ITIG

ATIO
N
/PR

EV
EN

TIO
N























IN
C

ID
E

N
T

 C
O

M
M

A
N

D
 SY

ST
E

M
 - SIX

-ST
E

P
STEP 1 – SIZE UP THE SITUATION
Size up begins by answering some questions:

• What is the nature of the incident?
• What hazards are present?
• How large an area is affected?
• How can the area be isolated?
• What location would make for a good

staging area?
• What entrance/exit/safe routes would be

good for the flow of response personnel
and equipment?

Size up reports should include:
• The unit designation.
• A description of the situation.
• Obvious conditions (e.g. hazards).
• Initial actions taken.
• Obvious safety concerns.
• Assumption, identification and location of

Command Post.
• Request or release of resources.

STEP 2 – IDENTIFY CONTINGENCIES
Murphy’s Law applies to incident management.

• Nothing is as easy as it looks.
• Everything takes longer than expected.
• If anything can go wrong, it will.

STEP 3 – DETERMINE OBJECTIVES
Objectives are:

• Measurable.
• Used to monitor incident progress and

establish priorities.
• Based on size up and contingencies, what

do you want to do?

STEP 4 – IDENTIFY NEEDED 
RESOURCES

• What resources are needed?
• Do you have them?
• Where will you get them?
• How long will it take to get them?
• Special requirements?

STEP 5 – BUILD AN INCIDENT 
ACTION PLAN AND MANAGEMENT 
STRUCTURE

• Responsibilities
• Chain of Command
• Coordination

F -  Finance/Administration
L -  Logistics
O - Operations
P -  Planning/Intelligence

STEP 6 – TAKE ACTION
Possible actions for incident stabilization:

• Establishing command/ICS
• Requesting/mobilizing resources
• Setting up a staging area
• Isolating the area
• Treating/assisting the injured
• Setting up entrance/site/safe routes
• Issuing warnings
• Initiating Evacuation
• Establishing liaison
• Issuing notifications
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Effective Crisis Communications
To ensure a proactive crisis communication strategy will be implemented, 
these eight (8) steps should be taken:

1. Contact the Superintendent or designee and assemble the Crisis
Communications Team (CCT).
• The Crisis Communications Team should include the Public

Information Officer, Legal, Public Safety, Administration and others
with critical roles in crisis communications.

• PIO should implement an action plan to gather the information
and return the school back to normal operations as quickly as
possible.

2. CCT should collect and verify all information.
• Collect all pertinent information and verify it’s truthfulness. If

information cannot be verified, it must be clearly stated that the
information has not been verified or it should not be used at all.

• CCT should monitor all media channels (radio, television, internet,
print, etc.).

3. Assess the severity of the crisis.
• How will this affect the school and County?
• What damage has been caused so far?
• Can school continue to operate during the event?
• Will this event affect others in the community or is it isolated to

just the school system?

4. Notify school counselor/school mental health crisis team manager
about the severity of the crisis and how the mental health needs of
the students may be affected to assess mental health response needs.

5. Identify key individuals.
• Who is affected by this event? Students, parents/guardians,

faculty, staff, visitors, the community?

6. Implement a proactive communication strategy.
• The strategy should portray that the main goal of the county

school board is to strive to build a safe and secure environment
that creates a positive educational environment.

7. Develop/distribute communication materials.
• The PIO and CCT should work to design the correct message(s).
• Refer to Resources for Parents, Caregivers and School Staff in the

WV Guide: Addressing Mental Health in School Crisis Prevention
and Response: A Resource Guide for West Virginia Schools

8. Inform parents and the media.
• Inform parents/guardians and the media of the facts of the case

and the County School Board / Superintendent’s, Principal’s or
other school official’s response to the crisis.

• Answer questions from these groups and keep a positive attitude
when addressing the public.

• Refer to Resources for Parents, Caregivers and School Staff in the
WV Guide: Addressing Mental Health in School Crisis Prevention
and Response: A Resource Guide for West Virginia Schools.

9. Participate in Post Incident Critique.
• Members of the CCT should participate with other emergency

responders and school administrators to discuss specific action
taken during the event.



Incident Commander’s Roles & Responsibilities: (e.g. Superintendent/
designee, Principal or Public Information Officer)

• Make sure local police and fire departments are aware of the
incident by calling 911.

• Alert all school occupants of the emergency.
• Prepare students for Evacuation, Lockdown or Shelter-in-Place.
• Remember people with special needs.
• Ensure students reach the assembly area.
• Contact the Superintendent or PIO.
• Form a Unified Incident Command Structure with local public

safety agencies and work together to stabilize and terminate the
emergency.

PIO Roles & Responsibilities:
• The PIO acts as the voice for the school(s).
• Develop and lead the Crisis Communications Team.
• Delegate roles and responsibilities to the Crisis Communications

Team.
• Update the Crisis Communication Plan on a yearly basis.

PIO’s Crisis Communication Checklist:
• Call 911 if needed.
• Contact the Principal and/or Incident Commander.
• Notify the Board of Education.
• Work with the school Crisis Response Team and Incident Commander.
• Collect all relevant facts.
• Establish contact with the media.
• Establish a Joint Information Center (JIC) if necessary.
• Develop a communication strategy.
• Write the press release or communication.
• Conduct a joint press conference and deliver the press release or

communication.
• Answer all questions with confirmed facts. Do not assume or

speculate.
• Continue to update the Board of Education Office.

Initial Call from the Media
• The Principal of the school will immediately contact the PIO and BOE.

Proactive Messages for PIO:
• Illustrate care and concern for the students, staff and the community.
• Show that the County BOE / School is committed to resolving the

problem as quickly as possible.
• Notify any victims’ families as quickly as possible and do not share

any information until they are notified.
• Work with public safety agencies to ensure the same, proper

message is being sent out.

• Stay positive and reassure all concerned that every possible means
is being taken to resolve the issue.

Working with the Media:
Remember that the media can act as a positive communications resource 
and they should be used as an ally before, during and after an event.

• Only discuss confirmed information. Never assume or speculate.
• Deliver a message that is honest, illustrates empathy, concern and a

dedicated effort to handle the situation with the utmost professional
manner.

• Utilize facts and figures to reinforce the message. Cite outside subject
matter experts and reports.

• Never use the words “no comment.” It appears as if the School/
BOE is hiding something or admitting guilt. Instead, explain that,
“the School/BOE is investigating the matter and we will share any
confirmed information as soon as we receive it.”

• Schedule updates telling media where and when they may receive
additional information.

• Direct the parents/guardians and community to take specific actions
if necessary (e.g. pick up children at a certain location, school is
closed, etc.).
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SCHOOL SPECIFIC INSTRUCTIONS FOR DRILLS 
FIRE DRILL: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
(STAFF & STUDENTS) When announcement is made or alarm sounded: 
• Take the closest and safest way out as posted (use secondary route if 
primary route is blocked or hazardous) 
• Take roll book for student accounting 
• Assist those needing special assistance 
• Do not stop for student/staff belongings 
• Go to designated Assembly Area 
• Check for injuries 
• Take attendance; report according to Student Reunification procedures 
• Wait for further instructions 
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BOMB THREAT: 

 
 

 



 
 
 
(STAFF & STUDENTS) When announcement is made or alarm sounded: 
• Take the closest and safest way out as posted (use secondary route if primary route is 
blocked or hazardous) 
• Take roll book for student accounting 
• Assist those needing special assistance 
• Do not stop for student/staff belongings 
• Go to designated Assembly Area 
• Check for injuries 
• Take attendance; report according to Student Reunification procedures 
• Wait for further instructions 
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WEATHER/NATURAL DISASTERS: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



 
 



 

 
 
 
 
 



 
 
 
 
 

 
 
 



SAFE AREA  

 
 
 
 
 
(STAFF & STUDENTS) 
When announcement is made or alarm sounded: 

• Take the closest, safest route to shelter in 
designated safe areas (use secondary route if 
primary route is blocked or dangerous) 

• Occupants of portable classrooms shall move 
to the main building to designated safe areas 

• Take roll book for student accounting 
• Take attendance; report according to 

Reunification and release procedures 
• Assist those needing special assistance 
• Do not stop for student/staff belongings 
• Close all doors 
• Remain in safe area until the “all clear” is 

given 
• Wait for further instructions 

 

SHELTER IN PLACE  

 
 
 
 
 
(STAFF & STUDENTS) 
When announcement is made: 

• Students are to be cleared from the halls 
immediately and to report to nearest available 
classroom or other designated location 

• Assist those needing special assistance  
• Take attendance; report according to Student 

Reunification procedures 
• Do not allow anyone to leave the classroom 
• Stay away from all doors and windows 
• Wait for further instructions 

DROP, COVER, AND HOLD  

 
 
(STAFF & STUDENTS) 
When the command “drop” is made: 

• DROP – to the floor, take cover under a 
nearby desk or table and face away from the 
windows 

• COVER – your eyes by leaning your face 
against your arms 

• HOLD – on to the table or desk ledge, and 
maintain present location/position 

• Assist those needing special assistance 
• Wait for further instructions 
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EARLY DISMISSAL 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



MEDICAL:  

 
 
 
 
 
 
 
 



 
 



 
 
 
(STAFF & STUDENTS) When announcement is made: 

• Students are to be cleared from the halls immediately and to report to nearest available classroom or other designated location 
• Assist those needing special assistance  
• Close and lock doors (NO NIGHTLOCK) 
• Students remain in seats and continue working quietly 
• Wait for further instructions 
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SCHOOL SPECIFIC INSTRUCTIONS FOR DRILLS 
ACTIVE SHOOTER/ARMED INTRUDER: 
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Full Lockdown



ALICE LOCKDOWN  
 
 
(STAFF & STUDENTS) When announcement is made: 
• Students are to be cleared from the halls immediately and to report to 
nearest available classroom or other designated location 
• Students are taught to hide and barricade in closet or restroom if no open 
room found 
• Assist those needing special assistance  
• Close and lock all doors and windows, close curtains. 
• Install NightLock (by teacher during drill and by the teacher or student 
during actual threats) 
• Lights out, quiet and away from doors and windows 
• Drill ends by administrator announcement/Actual threat ends when 
Police/EMS use unlocking tool to open rooms 
• NightLock is never to be removed by staff in actual threat situation 
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PRECAUTIONARY LOCKDOWN: 

 



 
 
 
 
(STAFF & STUDENTS) When announcement is made: 
• Students are to be cleared from the halls immediately and to report to 
nearest available classroom or other designated location 
• Assist those needing special assistance  
• Close and lock doors & windows (NO NIGHTLOCK) 
• Students remain in seats and continue working quietly  
• Wait for further instructions 
• After announcement ending lockdown, school operates as normal 
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LOCKDOWN: 
 
 

STANDARD LOCKDOWN 

 
 



ALICE LOCKDOWN 
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STANDARD LOCKDOWN  
 

 
 
 
 
 
 
(STAFF & STUDENTS) When announcement is made: 

• Students are to be cleared from the halls 
immediately and to report to nearest available 
classroom or other designated location 

• Assist those needing special assistance  
• Close and lock doors & windows (NO 

NIGHTLOCK) 
• Students remain in seats and continue 

working quietly  
• Wait for further instructions 
• After announcement ending lockdown, school 

operates as normal 
 

ALICE LOCKDOWN  
 

 
 
 
(STAFF & STUDENTS) ALICE LOCKDOWN (STAFF & 
STUDENTS) When announcement is made: 

• Students are to be cleared from the halls 
immediately and to report to nearest available 
classroom or other designated location 

• Students are taught to hide and barricade in 
closet or restroom if no open room found 

• Assist those needing special assistance  
• Close and lock all doors and windows, close 

curtains. 
• Install NightLock (by teacher during drill and 

by the teacher or student during actual 
threats) 

• Lights out, quiet and away from doors and 
windows 

REVERSE EVACUATION  
 
(STAFF & STUDENTS)  
When the announcement is made: 

• Move students and staff inside as quickly as 
possible 

• Assist those needing special assistance 
• Report to classroom 
• Check for injuries 
• Take attendance; report according to Student 

Reunification procedures 
• Wait for further instructions 
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• Drill ends by administrator 
announcement/Actual threat ends when 
Police/EMS use unlocking tool to open rooms 

• NightLock is never to be removed by staff in 
actual threat situation 
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OTHER (REGIONAL/GEOGRAPHICALLY SPECIFIC) 
HAZ-MAT 



 
SHELTER IN PLACE  
 

 
 
 
 
 
 
 
 
(STAFF & STUDENTS) When announcement is made: 

• Students are to be cleared from the halls immediately and to report to 
nearest available classroom or other designated location 

• Assist those needing special assistance  
• Close and tape all windows and doors and seal the gap between bottom 

of door and the floor(external gas/chemical release) 

 
EVACUATION  
 

 
 
 
(STAFF & STUDENTS) When announcement is made or alarm sounded: 

• Take the closest and safest way out as posted (use secondary route if 
primary route is blocked or hazardous) 

• Take toll book for student accounting 
• Assist those needing special assistance 
• Do not stop for student/staff belongings 
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• Take attendance; report according to Student Reunification procedures 
• Do not allow anyone to leave this classroom 
• Stay away from all doors and windows 
• Wait for further instructions 

• Go to designated Assembly Area 
• Check for injuries 
• Take attendance; report according to Student Reunification procedures 
• Wait for further instruction 
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POWER/WATER OUTAGE 

 
 
 
 
 
 
 
 
 



 
 
(STAFF & STUDENTS) When announcement is made: 
• Follow instructions provided by Principal 
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EMERGENCY INFORMATION 
A. EVACUATION/FIRE  
 
 
(for use when condi/ons outside are safer than inside) 
When announcement is made or alarm sounded: 

• Take the closest and safest way out as posted (use 
secondary route if primary route is blocked or 
hazardous) 

• Take toll book for student accoun<ng 
• Assist those needing special assistance 
• Do not stop for student/staff belongings 
• Go to designated Assembly Area 
• Check for injuries 
• Take aEendance; report according to Student 

Reunifica<on procedures 
• Wait for further instruc<ons 
 

B. REVERSE EVACUATION  
 
 
(for use when condi/ons inside are safer than outside) 
When the announcement is made: 

• Move students and staff inside as quickly as possible 
• Assist those needing special assistance 
• Report to classroom 
• Check for injuries 
• Take aEendance; report according to Student 

Reunifica<on procedures 
• Wait for further instruc<ons 

C. SEVERE WEATHER SAFE AREA  
 
 
(for use in severe weather emergencies) 
When announcement is made or alarm sounded: 

• Take the closest, safest route to shelter in designated 
safe areas (use secondary route if primary route is 
blocked or dangerous) 

• Occupants of portable classrooms shall move to the 
main building to designated safe areas 

• Take roll book for student accoun<ng 
• Take aEendance; report according to Reunifica<on and 

release procedures 
• Assist those needing special assistance 
• Do not stop for student/staff belongings 
• Close all doors 
• Remain in safe area un<l the “all clear” is given 
• Wait for further instruc<ons 

 

D. SHELTER IN PLACE  
 
 
(for use in external gas or chemical release) 
When announcement is made: 

• Students are to be cleared from the halls immediately 
and to report to nearest available classroom or other 
designated loca<on 

• Assist those needing special assistance  
• Close and tape all windows and doors and seal the gap 

between boEom of door and the floor (external 
gas/chemical release) 

• Take aEendance; report according to Student 
Reunifica<on procedures 

• Do not allow anyone to leave this classroom 
• Stay away from all doors and windows 
• Wait for further instruc<ons 

E. LOCKDOWN 
 
 
SOFT LOCKDOWN 
(for use to protect building occupants from poten/al dangers 
in the building, medical emergencies, clearing common areas, 
etc.) 

• ENTER nearest room, LOCK doors & windows 
NO NIGHTLOCK 

• REMAIN quiet and CONTINUE work 
 
 
ACTIVE SHOOTER 

• RUN if it is safe to do so 
• HIDE if it is not safe to run –  

INSTALL NightLock device 
• COUNTER/FIGHT only as a last resort –  

Disrupt or incapacitate the shooter 
 

F. DROP, COVER, AND HOLD  
 
 
(for use in earthquake or other imminent danger to building 
or immediate surroundings) 
When the command “drop” is made: 

• DROP – to the floor, take cover under a nearby desk or 
table and face away from the windows 

• COVER – your eyes by leaning your face against your 
arms 

• HOLD – on to the table or desk ledge, and maintain 
present loca<on/posi<on 

• Assist those needing special assistance 
• Wait for further instruc<ons 
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