[image: image1.png]



PLAN & PROCEDURES

FOR
CRISIS

MANAGEMENT
REVISED AUGUST 2009

CONTENTS

Introduction
2

Overview
6

Administrator or Designee (A/D) Checklist
7

Crisis Management Team (CMT)
32

Crisis Management Team Services
31

The Preparedness Phase
3

The Response Phase
4

The Restoration Phase
5

   Accident: Bus or Car
14

   Assault/Fight
21

   Bomb Threat
11

       Bomb Threat Checklist
12

   Death/Serious Injury
26

       Checklist for Student/Staff Death
15

       Checklist for Death of a Student’s Parent/Guardian
16

   Fire Evacuation
19

        Evacuation Alternate Location
13

   Guns/Knives – Weapons
23

   Hazardous Materials
8

   Hostage Situation
10

   Intruder in Building
9

   Lockdown Procedure
28

   Shooting
22

   Suicide
17, 18

   Terrorist
24

       Terrorist Threat Phone Report
25

        Call ID Checklist
27

    Tornado
20

Media Procedure
29

Sample Letter to Parents
30

Emergency Phone Numbers
33

INTRODUCTION

Confident in the assurance that Christ is with us in every life situation, Martin Luther High School can respond to crisis with clear minds and caring hearts in ministering to the “whole” person.

A crisis can be defined as a crucial situation or difficulty, a turning point, or a decisive moment.  Crises are a part of personal and institutional reality with potential for danger as well as growth.  Through its Crisis Management Plan and Crisis Management Team, Martin Luther High School is prepared to intervene should a crisis occur.  A crisis may include any event which affects the school and may include, but is not limited to: natural disaster, threats to individual or group, death of a student or school personnel, fire, tornado, violent crime, accident, etc.

Crisis management includes three phases:

1. The Preparedness Phase – includes day to day readiness.

2. The Response Phase – includes providing emergency services at the time of the crisis.

3. The Restoration Phase – involves long and short-term services for community restoration. 

(Note: Recovery suggests everything returns to normal.  After a crisis, nothing is ever “normal” again.  Adjusting to that change of reality is what restoration is all about.

As Martin Luther High School responds to the crisis, the intention will be to:

1. Protect the health and lives of students, visitors, and school personnel.

2. Continue to maintain a positive Christian witness in our relationships.

3. Protect school property.

4. Communicate clearly too internal and external constituencies.

5. Use available resources to restore well-being on site.

6. Recognize human frailty and be willing and able to offer and accept forgiveness.

7. Endeavor to resume routines.

8. Evaluate the crisis, the response(s), and update procedures.

If a crisis occurs, the goal is to respond in a timely, appropriate and helpful manner, to provide internal communication, and to communicate with external agencies and individuals.

“Do not be anxious about anything, but in everything, by prayer and petition, with thanksgiving, present your requests to God. And the peace of God, which transcends all understanding, will guard your hearts and your minds in Christ Jesus.”                Philippians 4:6, 7

The Preparedness Phase

When a crisis occurs, we must be as prepared as possible to meet the crisis appropriately.  In order to be prepared, Martin Luther High School will:

1. Put a crisis management plan into place.

2. Create a Crisis Management Team (CMT).

3. Inform and educated Crisis Management Team (CMT).

4. Continue to develop and update appropriate protocol for crisis management.

5. Inform and educated all personnel about plan and protocol of crisis management.

6. Appropriately inform and educated parents and students about crisis management.

7. Bring facilities to an appropriate state of safety and readiness.

8. Continue to develop resources beyond the Crisis Management Team.

The following will be permanent member of the CMT:

David Bergt

Jodi Geistfeld

Becky Oerman

Robert Patrick

Tom Taylor

Others may be added as appropriate to a specific situation.  i.e.  Counseling, pastoral or medical personnel.  Each new school year, the faculty and staff will review this Crisis Management Plan and determine who will be the chairperson or co-chairpersons of the CMT.  Together they will determine the specific assignments for each area/crisis references in this Crisis Management manual.

The Response Phase

When a situation arises on campus, which requires the attention of our school staff, the initial protocol will be:

1. Awareness:  Person on the scene will initiate necessary emergency action; then call Administrator or Designate. (A/D)

2. Assessment: A/D and the CMT Chair will make the initial decision whether the event constitutes a crisis.

3. If the event constitutes a crisis, the CMT chair will gather as much information as possible and call a meeting of the CMT.

4. The CMT will initiate a crisis response plan.

5. Inform the appropriate internal and external constituencies about the crisis response plan.

“Be strong and courageous.  Do not be terrified; do not be discouraged, for the Lord your God will be with you wherever you go.”               Joshua 1:9

The Restoration Phase

The Restoration Phase goal involves long and short term services for community restoration.  Martin Luther High School, under the leadership of the CMT, will:

1. Monitor needs of students, families, faculty and staff.

2. Be prepared to recommend and/or provide volunteer and professional services for students, families, faculty and staff.

3. Evaluated the crisis management process.

4. Initiate new protocol is necessary.

5. Continue to keep our eyes on the cross and remember His promise. “And my God will meet all your needs according to his glorious riches in Christ Jesus.”  Philippians 4:19

“The Lord will rescue me from every evil attack and will bring me safely to his heavenly kingdom.  To him be glory for ever and ever.”   2 Timothy 4:18

Overview

The purpose of this manual is to provide faculty and staff a quick reference guide to use in a crisis.  It is the Martin Luther High School philosophy that a preplanned and organized approach is more effective in reducing difficulties following a crisis in a school.

The Crisis Management Manual included procedures that are designed to deal with a number of crises that could occur in the school.  These procedures do not cover every condition that might develop and it may not always be possible to follow every procedural step.

Administrator or Designee (A/D) Checklist for Responding to a Crisis

· Call Parent

· Call 911 for emergency service

· If it is necessary to send anyone to the hospital by ambulance, send a staff member along to serve as a liaison between hospital and school with instructions to relay information back to the school as soon as possible

· Verify information regarding crisis

· Activate Crisis Management Team

· Pray for insight and a calm spirit

Hazardous Materials:  Chemical Spill/Toxic Fumes

If spill/fumes occur outside the school building:

· Keep students inside

· Close windows

· Establish contact with police, fire and health department by calling 911.  Be prepared to tell them nature of spill.  Determine the 5 W’s (who, what, where, when, why)

· Be prepared to evacuated the building

· If students are outside, move upwind and don’t step in spilled material

If spill occurs inside the school building:

· Evacuate affected area

· Don’t step in spilled material

· Establish contact with police, fire and health department by calling 911.  Be prepared to tell them nature of spill.  Determine the 5 W’s

· Be prepared to evacuate the building

Pray for those involved in the mishap and for those working at containment and clean up.

Intruder in the Building

· The first person to notice intruder (person with a weapon or person who is upset or acting out of control) will notify Administrator or Designate (A/D)

· A/D will determine need to notify police of any emergency situation and call 911

· A/D will sound a preplanned alarm: “Create your own sentence” Or sound.  Intercom: All School Phones  [We are in Lockdown Mode]

· Alarm sounded means LOCK DOWN.  Lock the classroom doors.  Turn off your room lights. Shut window blinds.  Do not allow students to leave the classroom.  Be seated on the floor next to an interior wall away from windows and doors until further notice.  REMAIN VERY QUIET. No one is allowed into the room until the all clear has been given. 

· Teachers take an accurate count of students.  Inform office of students not in classroom (current location?)

· Staff communicates to office any information regarding intruder.

· When it is all clear the message from the office will include the following information. 

The Lockdown for (month, day, and year) is over. At this time teachers can resume their class room activities. 

Reassure your students and pray with them

Hostage Situation

· Call 911

· Don’t do anything to escalate the situation before the police arrive

· A/D will sound a preplanned alarm over the phone system.  “Mr. Rogers is here”

· Alarm sounded means LOCK DOWN. Lock exterior doors and lock the classroom doors.  Turn off lights.  Teachers should not allow students to leave the classroom and should direct them to be seated on the floor next to an interior wall away from windows and doors.  REMAIN VERY QUIET.  Students should only be allowed to leave the classroom when all-clear announcement is given or when directed to move to another location by police.

· Designated personnel will monitor hallways and other areas of the building and direct student’s not in class to a safe area.

· Make a list of those being held hostage if you can.

· A/D is with police.  Media liaison is from CMT.

· Inform office staff as to appropriate information to give callers.

Lead your students in prayer; reassure them of God’s love and His gifts of faith, forgiveness, and eternal life.

Bomb Threat

Upon receipt of a bomb threat, the person receiving the call will make very attempt to:

1. Prolong the conversation.  DO NOT HANG UP THE PHONE (Use another phone to call the authorities.)

2. Use the Bomb Threat Checklist (next page)

· The person receiving the threat will notify the A/D

· Call 911

· The A/D will, in consulting with 911, decide whether to make a preliminary search, evacuated the building, or initiate a building lock down.

· Inform staff and students of the bomb threat and any immediate directions

· Ask staff to make VISUAL observation of their classroom/work area and inform them NOT to open cabinets, doors or move objects.  If anything suspicious is found, DO NOT TOUCH IT! The bomb can be almost anything from a bundle of dynamite to concealed or ordinary objects (briefcase, toolbox, pieces of pipe, etc.) You will be searching for something that doesn’t belong in the classroom/work area.

· Check absentee list and each absentee from class at the time the threat was received.  Account for all students: check halls and restrooms.

· A/D and/or CMT Chair will meet with the police/fire department and search team to decide on the procedure for checking the building.

· If at any time the threat is determined to be valid, faculty and staff will be notified.  Evacuate at least 300 feet from the building.  You will be directed to the east exit of the building and proceed to the southeast corner of the property.

· When building is reported to be safe, resume whatever schedule is needed for the rest of the day and debrief staff and students.

· If a written threat is received, copy the contents and protect the original message (plastic bag) to preserve fingerprints and other identifying marks.

· Use the Bomb Threat Checklist to gather helpful information.

Bomb Threat Checklist                     Time:_____________       Date:_____________________

DO NOT HANG UP!!!  Use another phone to call the police.


Record the exact words used by the caller:

Ask:

What time is the bomb set for? ____________________________________________________

Where is the bomb? ____________________________________________________________

What does the bomb look like? ____________________________________________________

Why are you doing this? _________________________________________________________

Who are you? _________________________________________________________________

Evaluated the voice of the caller:

__Man    __Woman  __Child   _______Age (approx.)  ___________Accent  ___Speech Impediment

__ Intoxicated   ____________Other

Background Noise:

__Music   ___Machine Noise ___Children __ Traffic ___Typing ___Airplanes ___Conversation

_____________________Other

Person receiving threat will immediately notify the A/D.

Call received by:_________________________________________________________

Evacuation –Alternate Location

Although it is highly unlikely, some crisis situations may require that school be evacuated and the students be relocated if emergency personnel determine that the building will be unsafe for some time.

St. James Lutheran Church in Northrop will provide a temporary short-term gathering site.

St. James Lutheran Church in Northrop will provide for a safe gathering site, waiting site, and reunion site when the situation/weather indicated such a place is necessary.

It will be imperative that no one leaves without a parent or guardian or the written permission (verified) of parent or guardian.  A written record of students present and who picks them up will be required.

· Keep the media informed of evacuation/relocation plans so parents will have accurate information. 

· Arrange for transportation to relocate students if necessary

· Make arrangements for the transportation of special needs students.

Prayer:  Lord, protect my going our and my coming in from this time forward and even forevermore.  Amen

Bus/Car Accident (School Event)

· Verify accident

· Obtain facts about accident: 5 W’s

Who?__________________

What?_________________

Where?_________________

When?_________________

Why?___________________

· Verify call to 911

· Account for all passengers.  Written list must be in office prior to departure off-site

· Provide necessary information for medical personnel. (Emergency student information should accompany any group off-site)

· Verify where victims have been transported

· Verify location of non-injured passengers

· Notify school secretary who will then:

*Notify A/D and Crisis Management Team

*Notify parents of injured students

*Notify parents of non-injured students

*Notify spouse/family of teacher(s)



* During school hours, notify all school faculty and staff.  Share how and when 



   Announcement will be made to students.



*Provide time for reaction and reassurance



* Plan for subs if needed



* Identify students/staff most affected



*Plan ongoing support of all those involved

Lead students in prayer for the caregivers and those injured, as well as thankfulness for those not injured.

Checklist for Student/Staff Death

Immediate actions to be taken by A/D:

1. Verify death

2. Obtain facts concerning the death(s)

3. Notify crisis team

4. Decide on time/place for a staff meeting

Follow-through actions to be taken by A/D in conjunction with the crisis team:

Lead Crisis Team in prayer.

1. Meet with all building staff

2. Identify students/staff most affected

3. Notify other schools affected

4. Develop a plan for the day(s).  Plan for subs if needed

5. Make announcements to students

6. Provide time for reaction and reassurance

7. Update information concerning the death(s)

“Be thou faithful unto death, and I will give thee a crown of life.”   Revelation 2:10

Checklist for the Death of Student’s Parent/Guardian

Suggestions:

· Verify death (spouse, parent, hospital, police, and mortuary.)

· Inform the student’s  teachers

· With verbal consent from family representative, the student will be notified by pastor or A/D

· Inform the student’s peers with prayer (classmates or schoolmates)

· A visit to the family by appropriate school personnel (teacher, counselor, A/D)

· Arrange for a remembrance from the school (food, card, and flowers)

· Arrange for appropriate students and staff to attend services

· Identify people available to help the teacher talk with the student’s classmates about the death and how to welcome the student back

· Assess counseling needs when he/she returns to school (counselor/family specialist/pastor)

· Plan and provide follow-up visit(s) with the family

· Provide for teacher support

· Coordinate with other persons that may be involved

“Yea, though I walk through the valley of the shadow of death, I will fear no evil; thy rod and thy staff will comfort me…Surely goodness and mercy will follow me all the days of my life, and I will dwell in the house of the Lord forever.”   Psalm 23

Potential Suicide Checklist

Suicide threats must always be taken seriously and intervention should be immediate.  If a situation is potentially life-threatening, student and staff need to recognize that the issue of confidentiality does not apply.

What to do:

Do not leave the individual alone.

Refer the individual to appropriate staff (A/D, counselor, family specialist/pastor) who will do the following:

1. Assess the degree of risk

· Ask the student directly if he/she is thinking of suicide

· Is there a plan, how specific is it?

· How lethal is the method?

· How available is the means?

________________________________________________________________________________

· Has there been a previous attempt?

· Ask about the feelings of anger and depression(crying, sleeplessness, loss of appetite, hopelessness)

· Ask about losses (death, family changes, peer relationships)

· Ask whether the student has made final arrangements (giving away possessions, saying goodbye)

Pray with student for assurance of God’s love and presence

2. Intervention Plan

· Contact student’s parent(s) or guardian(s) and plan with them how to help the student

· Pastors, family specialists, police and/or Department of Human Services may need to be involved if parents are unable or unwilling to help

· Refer parent(s) or guardian(s) to appropriate services from physicians, mental health professionals and/or community agencies (LFS)

· Police involvement may be required in situations where the student is assessed to be in immediate danger and parent cannot be located or are unable to help.  The sheriff may assist in transporting student to medical facilities.  (School personnel should avoid transporting students in private vehicles)

3. Follow up

· Complete the “Potential Suicide Checklist” form

· Check to be sure that the student has received (is receiving) appropriate services

· Plan for student’s transition back to school

· Verify ongoing contact with a counselor or family specialist

· Brief appropriate staff on student’s status

Continue to pray for student and student’ family

Exit Procedures in Case of Fire

Fire drills are held every grading period.

· Post directions for fire exit route in your room

· Fire procedures will commence with the sound of a continuous ringing of the bells

· Assign student(s) to close windows and turn off lights

· NO TALKING

· Line up in single file

· Walk, do not run; remain quiet and calm

· The first student in the line will hold the door open and then shut the door (classroom door, outside door)

· Go to your designated area, stand in line and wait for all clear or further instructions.

· Once outside, take a head count and report any missing students to the A/D

We ask that you discuss the exit route and alternate route for your classroom with your students

You are to wait for the secretary or A/D to signal returning to your classroom.  If the fire equipment arrives on the scene, move as necessary to remain safe.

If it is a drill, pray for appreciation of safety and thankfulness for a job well done.

If it a fire, pray for the safety of students, teachers, staff and the emergency responders.

Shelter Procedures in Case of Natural Disaster (Tornado)

Natural disaster drills are held in the fall and spring.  These drills are a part of our preparedness for natural disasters, especially tornadoes,

· Post directions for disaster exit route in your room

· Shelter/Tornado Drill procedure will commerce with the sounding of continuous intermittent ringing of the bells

· Assign student(s) to turn off lights

· NO TALKING

· Line up in single file

· Walk, do not run

· The first student in the line will hold the door open and shut the door  (classroom, outside door)

· Go to designated area and follow directions.  Boys go to boy’s locker room – girls go to girl’s locker room.  See School Handbook for more details.

· Once in position, take head count and report any missing students to the A/D


We ask that you discuss the exit route from your classroom with your students.

You are to wait for the all clear before returning to your classroom.

If we sustain damage/injury, a triage area will be identified and injured students will be moved there AFTER they have been assessed by designated personnel.  There will also be safe gathering, waiting, reunion areas identified for non-injured students and personnel.

Pray for God’s guidance and protection as we respond to the needs of the moment.

Assault/Fight

· Ensure the safety of students and staff first

· Notify A/D.  Call 911 if necessary

· Defuse situation, if possible.  Control the scene and demand that the combatants stop.  Clear onlookers.

· Notify CPR/first aid certified persons in school building in case of any medical emergency.

· Seal off area where assault took place

· A/D notifies police if weapon was used, victim has physical injury causing substantial pain or impairment of physical condition, or assault involved sexual contact (intentional touching of anus, breast, buttocks or genitalia of another person in a sexual manner without consent.  This includes touching of those areas covered by clothing.)

· A/D notifies parents/guardians of students involved in assault.

· Document all activities.  A/D obtains statements from combatants and witnesses and deals with situation according to school discipline policy.

· Assess counseling needs of victim(s) or witness(s).  Implement post-crisis procedures.

Shooting

If a person threatens with a firearm or begins shooting:

Staff and Students:

· If you are outside – go inside the building as soon as possible.  If you cannot get inside, make yourself as compact as possible; put something between yourself and the shooter; do not gather in groups.

· If you are inside – turn off the lights; lock all doors and windows; shut curtains, if it is safe to do so.

· Students, staff and visitors should crouch under desks without taking and remain there until an all clear is given by the building administrator or designee.

· Check the halls for wandering students and bring them immediately into your classroom, even if they are from another classroom.  Notify other teachers if you have students from their class in your room when it is safe to do so.

· Teachers take roll and immediately notify the A/D of any missing students or staff when it is safe to do so.

Administrator or Designee (A/D)

· Assess the situation as to:

· the shooter’s location

· any injuries

· potential for additional shooting

· Call 911 and give as much detail as possible about the situation

· Secure the school, if appropriate

· Assist the students and staff in evacuating from immediate danger to a safe area

· Care for the injured as carefully as possible until law enforcement and paramedics arrive

· Follow the media procedures

· Notify parents/guardians according to school policy

· Hold information meeting with all staff

· Initiate a grief counseling plan

Weapons

Staff or student who is aware of a weapon brought to school:

· Immediately notify A/D

· Tell A/D the name of suspected person who brought the weapon, where weapon is located, if the suspect has threatened anyone or any other details that may prevent the suspect from hurting someone or himself/herself

· If teacher suspects that weapon is in classroom he/she should confidentially notify a neighboring teacher.  Teacher should not leave classroom

Administrator or Designee (A/D)

Call police is a weapon is suspected, as viewed by a reasonable person, to be in school.

Ask another CMT member to join you in questioning suspected student or staff member.

Isolate student from weapon, if possible. If the suspect threatens you with the weapon, do not try to disarm him/her.  Back away with your arms up.  Stay calm.

Accompany suspect to private office to wait for police.

Inform suspect of his/her rights and why you are conducting search.

Keep detailed notes of all events and why search was conducted.

Notify parent(s)/guardian(s) is suspect is a student.  Explain why search was conducted and results of the search.

Document the incident.

Terrorist:  Chemical or Biological Threat

Upon receiving a phone call that a chemical or biological hazard has been planted in school:

· Complete the “Chemical/Biological Threat Phone Report” and “Caller Identification Checklist” on the following pages.

· Listen closely to caller’s voice and speech patterns and to noises in background.

· Notify A/D

· A/D orders evacuation of all persons inside school building(s) or other actions

· If evacuation occurs, teacher should take class list

Upon receiving a chemical or biological threat letter:

· Minimize the number of people who come into contact with the letter by immediately limiting access to the immediate area in which the letter is discovered

· Ask the person who discovered/opened letter to place it into another container, such as a plastic zip-lock bag or another envelope

· Notify 911 and the Minnesota Duty Officer  800-422-0798

· Separate “involved” people from the rest of the staff and students for investigation purposes

· Move all “uninvolved” people to remain calm until local public safety officials arrive

· Ask “uninvolved” people to remain calm until local public safety officials arrive

· Ask “involved” people to minimize their contact with the letter or their surroundings, because the are is now a crime scene

· Limited decontamination and change of clothing for a person who opened or handled letter without any gloves may be appropriate.  Get advice of public safety officials.

Evacuation Procedures:

· A/D notifies student and staff if evacuation is deemed necessary.  Do not mention “terrorism” or “chemical or biological agent”

· Report any unusual activities immediately to the appropriate officials

· “Uninvolved” students and staff will be evacuated to a safe distance outside of school building(s).  After consulting with appropriate officials, A/D may move students to St. James Lutheran Church in Northrop.

· Teachers take roll after being evacuated noting any absences immediately to the A/D

· Student and staff “involved” in a letter opening or receiving a phone call will be evacuated as a group if necessary per consultation of the A/D and public safety officials.

· A/D notifies students and staff of termination of emergency. Resume normal operations.

· Notify parents/guardians, according to school policy.

Terrorist Threat Phone Report:

(To include threats related to the release of chemicals, disease causing agents and incendiary devices)

1. Date and time received:

2. Exact words of caller:

3. Remain calm and be firm.  Keep the caller talking and ask the following questions:

a. Where is the device/package?

b. What does the device/package look like?

c. When will if go off/detonate?

d. What will cause if go off/detonate trigger?

e. How do you deactivate it?

f. Why was it put here?

g. Did you place the device/package?

4. If the building is occupied, inform the caller that the detonation/release of hazardous substances could cause injury or death of innocent people.

5. If a call is received on a Caller ID equipped telephone, check the origin of the call and record the number.

Death/Serious Injury

If incident occurred in school:

· Call 911.  Do not leave the victim unattended

· Notify CPR/first aid certified persons in school building of medical emergency

· If possible, isolate affected student/staff member

· Initiate first aid if trained

· Do not move victim excerpt if evacuation is absolutely necessary

· Notify building A/D

· Activate CMT, Designate staff person to accompany injured/ill person to hospital

· A//D notifies parent(s)/guardian(s) of affected student

· Direct witness (es) to school psychologist/counselor.  Contact parents if students are sent to psychologist/counselor

· Determine method of notifying students, staff, parents

· Follow media procedures

If incident occurred outside of school:

· Activate CMT if needed

· Notify staff is before normal operating hours

· Determine method of notifying students and parents.  Announce availability of counseling services for those who need assistance

· Follow media procedures

Post-crisis intervention:

· Meet with school faculty/counselors

· Determine level of intervention for staff and students

· Designate private counseling areas

· Escort affected student’s siblings and close friends and other “highly stressed” individuals to counselors

· Assess stress level of staff.  Recommend counseling to overly stressed staff

· Follow-up with students and staff who received counseling

· Designate staff person(s) to attend funeral

· Allow for changes in normal routines or test schedules to address injury or death

Caller Identification Checklist

Caller’s Identitiy:_________________________________________________________

Sex/Age Group  _____Male   ______Female    _____Adult   ______Juvenile

Approximate Age:   _______years

Origin of call:  _____Local    _____Long Distance   _____Internal

Callers Voice:   _____Loud   ______Soft      _____Fast   _____Slow   _____Deep _____Squeaky



    _____Distant    _____Distorted   ______Sincere  _____Raspy ______Stressed


              _____Stutter  _______Nasal  _______Drunken ______Slurred ______Lisp

                         _____Disguised   _______Crying   _____Broken  ______Calm    _____Irrational

                         ______Rational    ______Angry   _______Incoherent  _______Excited   

                        ______Laughing   _______Righteous     _____________Accent

Background Noises:   _____Voices    _______Airplanes  _____Street Traffic  ______Trains

                                   ______Animals    _______Party  _____Factory machines _______Quiet

                                   ______Music     ________Horns ______Office Machines _______Bells

Familiarity:

_______Did Caller sound familiar?

_______Did caller appear familiar with the building or area by his/her description of the device location?

Name of person receiving call:_______________________________________________

Telephone number call received at:_____________________________________

Immediately after call hangs up, report threat to Administrator or Designate

Lock Down Procedures

One means of securing the school is to implement lock-down procedures.  Lock-down procedures may be issued in situations involving dangerous intruders of other incidents that may result in harm to persons inside the school building.

· A/D will issue lock-down procedures by designated procedure

· PA announcement may be coded or basic alert.   Lock-down is over when announced “The Lockdown for “date” is over”.  If not complete date, the lock-down is not over.

· Direct all students, staff, visitors into classrooms

· Lock classroom doors

· Cover windows of classrooms

· Move all persons away from windows and doors

· Allow no one outside of classroom until all-clear signal if given by building administrator. The all clear is as follows: The lockdown for (month, day, and year) is over. 

Media Procedures

The only means to inform the general public is by the mass media.  Therefore, it is important to ensure that the media receive prompt, accurate information.  Isolated quotes from individuals can be incomplete or misleading and should be avoided.

After calling appropriate emergency personnel and following safety procedures.

· The media contact person will be the A/D or the CMT Chairperson

· SEE INTERVIEW TIPS

· Inform office staff of the situation and how to handle phone inquiries

· Recommend that students and staff not talk to the media.  A possible response could be: “I know you want the most accurate information, so please contact our media representative, _______”.

· Do not allow media personnel in the building

TIPS FOR INTERVIEWS

· Be honest.  If you don’t know the answer, say so.  Tell the reporter you will get back to him/her with the answer as soon as you can.  If you make a mistake in an interview, say so.

· There is no such thing as “off the record”

· If you are in a room with a microphone or a camera, always assume they are turned on.

· Try to have a goal for the interview.  What do you want to accomplish?

· Prepare for the interview.  If you need more time, ask for it.

· Understand what you are gong to say so that you can talk about the topic knowledgeably.

· Anticipate the “worst question” you may have to answer and plan for that in advance

· Bridge a question from where you are in the interview to where you want to be

· Never say “no comment”. It make is sound like you have something to hide.

· Don’t use jargon.  You won’t have a translator.

“Let the words of my mouth….be acceptable in your sight, O Lord.”     Psalm 19:14

SAMPLE LETTER TO PARENTS

To:   Parents and/or Guardians of Martin Luther School Students

From:   Martin Luther High School Office

Re:   Emergency Procedures for Martin Luther High School

Martin Luther High School has developed a Crisis Management Plan that is designated to minimize danger to anyone occupying our school should an emergency occur.

Our main objective is to attend to the health and welfare of your student(s) in the event of a crisis.

In most emergencies your student(s) will remain and be cared for at the school.  In the rare event of an emergency affecting the school that prohibits re-entry to the building (such as a broken gas or water main, a fire or toxic chemical spill) students will be re-located to St. James Lutheran Church- Northrop.

In the best interest of safety, we ask that you follow these procedures if you hear of any school emergency:

1. TURN ON YOUR RADIO.  We will keep the media informed of any emergency.

2. PLEASE DO NOT TELEPHONE THE SCHOOL.  We have limited phone lines.  These MUST be used to respond to the emergency.

3. PLEASE DO NOT COME TO THE SCHOOL.  Wait for information via media/school office as to when and where you may pick up your child (ren).  Any emergency involving your child’s school may mean emergency vehicles and workers must be able to get to the building.

The school may be evacuated and the students may be relocated if emergency personnel determine that the building will be unsafe for some time.  We will provide for safe gathering sites, safe waiting sites and safe reunion sites that the situation/weather indicates such a place is necessary.

IT WILL BE IMPERATIVE THAT NO ONE LEAVES ANY SITE WITHOUT A PARENT OR GUARDIAN OR THE WRITTEN PERMISSION (VERIFIED) OF PARENT OR GUARDIAN.  A written record of students present and who picks them up will be required.

Crisis Management Team (CMT) Services

· Become well-trained and knowledgeable about all three areas of crisis management: prevention, response and resolution

· Organize appropriate preparation of faculty, staff, students, parents, and support entities (pastors, counselors, medical personnel, Fire & Rescue, police, etc.)

· Keep prevention (attention, attitude, process, programs) a top priority

· Meet with staff to formulate an action plan

· Assist everyone in being “prepared” to carry out action plan

· Assist in handling media coverage

· Facilitate staff meeting(s) to provide information related to the crisis

· Support school staff

· Help teachers process information with students

· Work with students individually or in groups

· Be available for contact with parents

· Provide helpful, factual information to parents

· Review processes of crisis management and refine as necessary

Crisis Management Team (CMT)

The Crisis Management Team is a supportive service, which can help schools assess, plan and intervene in crises affecting staff and students.  A preplanned organized approach has been shown to be effective in reducing the emotional and social impact of a crisis.  The Crisis Management Team has been trained to assist in crisis management, especially in directing crisis resolution activities.

To contact the Crisis Management Team on weekdays, call 507-436-5249 from 7:30 a.m. – 4:00 p.m.

To contact the Crisis Management Team at any other time, call the Administrator or Designee (A/D). If the A/D is unavailable, call any team member.

David Bergt  
238-2303

Jodi Geistfeld
435-2191

Rebecca Oerman
776-7870

Robert Patrick
238-2558

Tom Taylor
238-4763

Emergency Phone Numbers

Fire, Ambulance, Police, Hospital

Ambulance


911

Local Police (non-emergency)

238-4481

Local Fire


911

Local EMS


911

Minnesota State Highway Patrol – Mankato (non-emergency)
507-389-1171

Fairmont Community Hospital

238-8100

Referrals

Crime Victim Services

Statewide
800-422-0390

Crisis Management Team (CMT)
See earlier section in this manual

DEM (Division of Emergency Management)
Statewide (24 hr)
800-422-0798

Disaster Assistance:

      American Red Cross

Local
235-9553

       

Statewide
888-404-2236

     Arson Hotline

Statewide
800-723-2020

     Poison Control Center

Statewide
800-764-7661



National
800-222-1222

     Hazardous Material (leak or spill)

          Report to MN Duty Officer
Statewide (24 hr)
800-422-0798



National       Voice/TT
800-424-8801

Public Utilities

Electricity

Alliant Energy
893-3116

Natural Gas

Minnesota Energy
800-303-0752

Water 

City of Northrop

PO Box 228 •315 Martin Luther Drive •Northrop, MN 56075


PH. (507)436-5249	  FAX (507)436-5240


www.martinlutherhs.com





Martin


	 Luther  High  School








A choice worth making...








PAGE  
- 35 -

