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HHeerrrriicckkss  UUFFSSDD  

Emergency Response Plan 
 

Planning and Purpose 
 

 

The School Building Principal, under the direction of the Board of Education and Superintendent 

of Schools, has appointed a Building-Level School Safety Team charged with the development, 

implementation and maintenance of the Building-Level Emergency Response Plan. This 

Emergency Response Plan has been developed due to the realization of the need and importance 

of an effective response to emergency situations and to comply with the Commissioner of 

Education Regulation 155.17.  

 

We recognize that our Building Plan is one component of the District-Wide Comprehensive 

School Safety Plan. The Building-Level Safety Team will work closely with the District-Wide 

Safety Team to ensure that all practices and procedures remain current and are effective. This 

Plan seeks to respond to the types of natural or technological hazards that may occur through the 

maximum utilization of the school district’s personnel and resources.  
 

The intent of the Plan is to develop consistent responses to emergency situations experienced by 

the school district and to integrate the district’s emergency response with other emergency 

responses. The school building’s planning process is critical to a workable emergency response 

and has been developed to include the following: 

 

� Building Level School Safety Team 

� Emergency Response Team 

� Post-Incident Response Team  

� Volunteer Search Team 

� Incident Command System (Chain-of-Command) 

�  Early Dismissal, Evacuation and Sheltering Plans including Annual Building Test of 

 Emergency Response Procedures 

� Emergency Notification to Parents 

� Emergency Telephone #’s (internal and external) 

� School Building Information Report, Floor Plans & Resources 

� School Building Command Post (and alternate) 

� Emergency Procedures Notice and Training for Students and Staff 

� Annual Emergency Response Plan Review 

� Needs of Handicapped Students and Staff  

� Coordination with Local and County Emergency Response Agencies 

� Pre-Emergency Planning and Sequential Emergency Response 

� Hazard Analysis 

� Communication Systems 

� Public Information Officer and Alternate 

� Transportation 

� Emergency Response Kit 
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Emergency Planning Rationale: 

 

The New York State Education Department Commissioner of Education Regulation Section 

155.17 requires that each Building Level School Safety Team develop an Emergency Response 

Plan and update it by July 1 of each school year so it can be incorporated into the District-Wide 

Comprehensive Safety Plan. This will ensure the safety and health of students and staff and also 

ensure integration and coordination with similar emergency planning at the Municipal, County 

and State levels. Each School Principal will designate a Building Level School Safety Team 

to oversee the development, implementation, updating and testing of the Emergency Plan. 

The School Principal will coordinate with both internal staff and representatives from external 

agencies to meet required elements of the law. The initial response to all emergencies at the 

School Building-Level will be by the School Emergency Response Team. Once the School 

Principal activates the School Emergency Response Team the Superintendent of Schools will be 

notified and, if necessary, local emergency officials will also be notified. Protocols will be 

established to obtain assistance from County and State agencies if necessary. 

 

Plan Review and Public Comment: 
 

• The Emergency Response Plan will be reviewed periodically throughout the school year and 

be maintained by the Building-Level School Safety Team. 

• A summary of the Plan will be made available for public comment at least 30 days prior 

to its adoption as required by the Commissioner’s Regulation 155.17(e)(3). The Building-

Level Plan will become part of the District-Wide Comprehensive Safety Plan which will be 

formally adopted by the Board of Education. 

• The Building-Level Emergency Response Plan shall be confidential and not subject to 

disclosure to the general public. 

• Full copies of the Building-Level Emergency Response Plan will be supplied to both 

Local and State Police within 30 days of adoption. 
 

Plan of Action: 
 

In an emergency, time is a critical factor in the decision making process. Decision makers need 

to know if the Plans have current and accurate information (names, phone numbers, student 

information, building resources, etc.). Basic components include: 

 

• Integration of police, fire, emergency medical services, hospitals, gas and electric utilities 

and transportation. 

• Delineation of the roles and responsibilities of personnel at the emergency sites (Chain-of-

Command). 

• Notification of who should be contacted in an emergency and in what order. 

To account for the variable character of disaster emergencies and the extent of advance warning, 

there are three different plans of action to protect the health and safety of students and staff. 
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The three Plans are as follows: 

 

Go-Home Plan (Early Dismissal) 

⇒ The Go-Home Plan meets the need to return students to their homes and 

family as rapidly as possible. Schools need to have current plans which 

include names and telephone numbers of family and designated surrogates. 

Special students needs will also be identified and planned for appropriately. It 

is clear that at no time will elementary school students be returned to 

unoccupied, unsupervised homes. 

 

Shelter Plan (Shelter-In-Place) 

⇒ Shelter-In-Place, or stay where you are, is a decision to be made when the 

situation is safer inside than outside. For example, during conditions when the 

roads are closed for outside travel, or when they are extremely hazardous, 

sheltering is called for.  Generally, sheltering is for a short time – but 

conditions could warrant extended sheltering. Sheltering Plans should include 

provisions for at least 24 hours. School buildings should be surveyed to 

identify the safest area(s) for occupants. These areas should be reviewed 

during the school district’s Annual Visual Inspection required under the New 

York State RESCUE regulations. Some specific reasons for Shelter-In-Place 

may be: 

o Weather-related 

o Generic/Non-specific Bomb Threat 

o Specific Bomb Threat 

⇒ Lockdown is a special kind of sheltering plan that would require individuals to 

remain within the safety of their immediate area to protect them from 

immanent danger. An intruder may be one reason to invoke this type of 

response.  

⇒ Lockout usually means the threat is exterior to the building. All exterior doors 

are secured and no one would typically enter or leave the building. A posting 

should be placed at the front entrance indicating a lockout is occurring and 

give direction on where arriving individuals should move to. Usually, normal 

activities can continue in the building.  

 

Evacuation 

⇒ Evacuation to a safe place requires that a building’s inhabitants get out and go 

somewhere else. Evacuation may mean only going outside, away from the 

building and waiting for the danger to pass. In some circumstances, however, 

the nature of the emergency may demand that students be transported and 

housed temporarily in some other building. School Plans will include 

provisions for transportation and use of alternate sites. 

 

These are factors that affect the transportation of pupils in each school district (as well as 

those students who walk home). The problem of executing a fast and orderly Go-Home 

Plan during the day is certain to be a complex one. Some districts may take as little as 30 

minutes to get all children home while others may require two hours. The time it takes to 
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activate a Go-Home and/or Evacuation Plan of not only public schools, but also non-

public schools, is vital information in the coordination of emergency planning at the 

State, County and Local level. 

Identification of School Teams: 

 

1. Building-Level School Safety Team 

 

� The Building-Level School Safety Team will be selected by the Principal and 

include at a minimum representatives of teacher, administrator, and parent 

organizations, safety and other school personnel, community members, local law 

enforcement officials, local ambulance and other emergency response agencies, 

and any other representatives deemed appropriate. Some major functions of the 

team include: 

o Develop and update the Building-Level Safety Plan to reflect practices 

consistent with the District-Wide Safety Plan and Code of Conduct.  

o Develop, implement and evaluate Building-Level exercises and drills.  

o Conduct periodic safety audits and climate surveys. 

o Review VADIR data. 

o Recommend appropriate training for all building occupants. 

 

2. Building-Level School Emergency Response Team 

 

� The Building-Level School Emergency Response Team will be selected by the 

Principal with guidance from the Building-Level School Safety Team.  The 

Emergency Response Team may be a Sub-Team of the Building-Level School 

Safety Team. This Team will generally be a small group of less than five 

individuals who have critical functions in the building. The Team will include the 

Building Principal, Assistant Principal, School Nurse, Head Custodian, at a 

minimum, and others as deemed necessary. This team will take charge of a 

Building-Level emergency and work under the direction of the Building Incident 

Commander (usually the Principal). 

 

3. Building-Level Post-Incident Response Team 

 

� The Building-Level Post-Incident Response Team will provide post-incident 

psychological and medical aftercare if necessary. Often, this type of expertise 

may not be readily available at the building-level. For this reason, a district-wide 

Post-Incident Response Team will be available to handle the needs of the building 

when it grows beyond their capability. In addition, some incidents may expand 

beyond the capability of the school district and require the assistance of County 

and State Services. Relationships will be established with the Nassau County 

Department of Mental Health to access these services. This team will meet 

routinely and participate in all emergency exercises. 
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4. Building-Level Volunteer Search Team 

 
� Although not specifically required by the SAVE legislation, it is recommended that each school 

building establish a Volunteer Search Team. This Team will assist local emergency responders in 

their efforts to successfully search a building in instances such as a bomb threat. This team will be 

critical during a Shelter-In-Place response action. The involvement of building personnel is 

important since they will be more familiar with the building and be more likely to spot something 

unusual or out of place. Volunteers will never be asked to touch or handle questionable items. 

Volunteers will receive training prior to conducting a building search (see page 62, for  

training).
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HERRICKS PUBLIC SCHOOL 

 

 

To: The Radio Stations Announcing School Closings 

 

Since the Herricks Public Schools use your Snow Alert services, you should be 

aware that our Board of Education policy is as follows: 

 

 

When storm conditions are severe, schools will be closed for the entire day. 

However, because weather conditions sometimes improve within a short 

time, a delayed opening for our public schools will be called on days when the 

early morning weather is questionable.  Under this policy, Herricks Public 

Schools will open one or two hours later than usual. 

 

 

Therefore, during a snow emergency the first telephone call you receive from 

Herricks will advise of one of the following: 

 

o Schools will be closed for the entire day. 

o The opening of school will be delayed one or two hours. 

 

 

Should the delayed opining be called and storm conditions do not 

improve, you will receive an email;  advising that Herricks Public 

Schools will be closed for the entire day. 

 

 

This policy has been explained to your parent community through our school website. 

 

 

Additional information can be obtained from http://www.herricks.org  more 

info. 
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Prevention/Intervention Strategies 

 

Building Safety Personnel Training: 

Training for Emergency Teams and Safety Officers will include de-escalation techniques 

(see page 71, for de-escalation training). The specific type and schedule for such training 

will be determined by the District-Wide Safety Team. School Security Guards, whether 

in-house or contracted, will be required to meet the requirements of the New York State 

Security Guard Act. These requirements include pre-assignment training, in-service 

training and annual refresher training. All Security Guards will be required to show proof 

of completion of this training. 

Coordination with Emergency Officials: 

The Building-Level School Safety Team includes members of local emergency response 

services who will be instrumental in assisting the Team in annual review of the Plan and 

conducting drills and exercises to test the Plan. These tests may include tabletop exercises 

which will be coordinated with Local and County emergency responders and 

preparedness officials. The School Building Emergency Response Team will be critical 

in the coordination of these exercises. 

Annual Multi-Hazard Training for Staff and Students:  

The District-Wide Comprehensive School Safety Plan requires annual multi-hazard 

training for students and staff. The intent of this training is to make building residents 

aware of the specific response procedures in their buildings. All school building staff will 

be familiarized with the basic concepts of the Incident Management System (Incident 

Command). This type of training can be most successfully accomplished by members of 

the Building-Level School Safety Team who would be most familiar with the procedures 

they have established. The Team will utilize a train-the-trainer approach to train 

individual classroom teachers to relate this information to their class. Staff training will 

be incorporated into regular staff meetings.  

Identification of Sites of Potential Emergencies 

The District-Wide Comprehensive School Safety Plan requires each Building-Level 

School Safety Team to identify sites of potential emergencies including both internal and 

external hazards that may warrant protective actions such as the evacuation and sheltering 

of the school population. The Team has identified the following:  

• Major Highways and Intersections 

• Railroad Crossings 

• Adjacent to Airport 

• Hazardous Waste or Chemical Storage Facilities 

• Indoor Swimming Pools 

• Indoor Chemical Storage including Laboratories 

• Industrial Art Areas 

• Areas Subject to Flooding 
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Incident Management System (Incident Command) 

 

The school district has adopted an Incident Management System (IMS) which consists 

of procedures for controlling personnel, facilities, equipment and communication. The 

IMS will be implemented at the beginning of an incident and will end when management 

and operations are no longer required. This system is structured to expand with the needs 

of an escalating incident and fulfill the command and control requirements of each 

incident. The school district IMS is designed to respond to any type of incident and will 

improve student and staff safety by providing better accountability of personnel and use 

of available resources. 

 

Since command of an incident cannot be left to chance, it is the responsibility of the 

Incident Commander (IC) to implement the necessary functions within this system 

based on the demands of the incident. As the needs of the incident increase, the IC will 

further expand the system as necessary. It is clear that in response to any given incident 

only the IC can be in command and will be responsible for the following: 

 

� Assessing the situation and available resources 

� Determining an appropriate action plan 

� Monitoring the Plan’s effectiveness 

� Continually modifying the Plan to meet the needs of the situation 
 

IMS Components: 

 

� Common Terminology  
Standard terminology both internally and during communication with external 

agencies is essential for proper IMS function. Staff training should include 

information on terminology used in the IMS. 

� Modular Organization  
Generally, the IC oversees five main incident functions that may or may not be 

staffed, depending on the nature of the incident, as follows: 

1. Command 

2. Operations 

3. Planning 

4. Logistics 

5. Finance 

� Integrated Communication  
A common communication plan must be utilized. 

� Unified Command  
Due to the fact that many different agencies and personnel may respond to any given 

incident (police, fire, school, etc.) it is important that each entity act as one 

organization operating from one command post with each agency maintaining control 

over its own personnel. Under unified command, the senior command official from 

each agency will meet and work together at one location.  
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� Consolidated Action Planning  
Depending on the nature of the incident, the IC will establish a plan of action based 

on known risks and expected hazards (SOP - standard operating procedures) and 

decide whether a variation from the SOP is necessary due to specific conditions that 

may be existing. The plan should address: 

1. What do we need to know? 

2. What do we need to do? 

3. What are the strategies, tactics and support activities needed during the entire 

incident? 

� Manageable Span of Control  
Generally, one supervisor can manage from three to seven people effectively 

depending on the nature of the incident. During a crisis situation, too many people 

reporting to the IC or any lead supervisor can significantly reduce the effectiveness of 

the incident response. 

� Designated Incident Facilities  
It is important to pre-determine areas that will serve a specific purpose. The following 

need to be considered: 

1. Command Post – Since all incident operations will be directed from the 

command post it is important that it have expansion capability to support added 

personnel (other agencies) due to incident escalation. If due to the nature of the 

incident, the command post becomes unavailable an alternate site should be 

established. 

2. Staging Area – This is an area where additional resources (staff and equipment) 

are held awaiting assignment. The staging area is coordinated by a staging officer 

who maintains close contact with the IC. The staging area is located away from 

the command post. 

3. Rest Area – This is an area that affords protection from the weather where staff 

are sent to rest, eat and replenish themselves. It may be advisable to locate this 

area in close proximity to the staging area. 

� Comprehensive Resource Management 
Incident command must know at all times the current status and location of all 

resources at the incident scene in order to effectively manage the incident. There are 

three status conditions: 

1. Available – ready for assignment 

2. Assigned – performing active function 

3. Out of Service – not ready or available for assignment 

Changes in resource status should be reported immediately. 
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National Incident Management System (NIMS) 

 

NIMS uses a comprehensive approach and national framework for incident management.  

This framework involves a core set of concepts, principles, procedures, processes, 

terminology, and standards, which enables a number of public and private agencies to 

effectively manage incidents. 

 

NIMS is an integration of best practices that have proven to be effective in a number of 

settings and incidents.  Although the system involves a good deal of standardization, it 

also provides a flexible and adjustable framework within which government and private 

entities at all levels can work together to manage domestic incidents, regardless of their 

cause, size, location, or complexity.  This flexibility applies across all phases of 

emergency response and crisis management:  prevention/mitigation, preparedness, 

response, and recovery. 

Components of NIMS: 

� Command & Management 
1. Incident Command System 

2. Multi-agency Coordination System 

3. Public Information System 

� Preparedness 
1) Planning; 2) Training and Exercises; 3) Standards and Certification; 4) Mutual 

Aid; 

5) Information and Publications 

 

� Resource Management 
1) Identify and type resources; 2) Certify and credential personnel; 3) Inventory, 

acquire, mobilize, track and recover 

� Communications and Information Management 

� Supporting Technologies 

� Ongoing NIMS Management 
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IMS Organization 

Organization emanates from the IC downward with responsibility for command placed 

initially on the first arriving administrator. The five main functions of the school district 

IMS are Command, Operations, Planning, Logistics and Finance. The command structure 

is as follows: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Incident 

Commander 

Operations 

Coordinator 

Planning 

Coordinator 

Logistics 

Coordinator 

Finance 

Coordinator 

Command Staff 

� Safety Officer 

� Public Information Officer 

� Liaison Officer 

Staging Officer 

Branch 

Director 

Sector 

Supervisor 

Group 

Supervisor 

Support 

Director 

Service 

Director 

Medical 

Food 

Ground 

Support 

Supply 

Facilities 

Claim 

Procurement 

Cost 

Time/Staffing 

Technical Specialist 

Documentation 

Situation 

Resources 

Communications 
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Activation of the Incident Management System (IMS) 

 

A large-scale emergency response presents a complicated and rapidly changing situation. 

Confusion can be eliminated by the use of an effective command system to coordinate 

resources and account for students and staff. The school district IMS will be initiated, and 

command announced, when more than one team is actively engaged in incident 

operations. However, it may be implemented anytime the IC feels his/her span of control 

has become saturated and the need for additional management exists.  

 

The size of the command structure will reflect the type and complexity of the incident. As 

complexity increases, positions within the school district IMS are assigned to manage 

primary support equipment and personnel. If one individual can manage the resources 

involved at the incident, no further organization is needed. Positions described within 

the school district IMS organizational chart are not necessarily people but indicate 

component functions that may have to be performed at the incident.  

 

Initial Command: 

 

The traditional school district titles and authority have no real significance within the 

IMS. Any individual may take on any role as long as that person has been trained in the 

use of the school district IMS. The first person arriving at an incident is designated as 

the initial IC. The initial IC will remain in command until command is formally passed 

to the next arriving senior or competent individual, or when he/she is relieved by a senior 

ranking administrator or the incident is terminated. 

 

Transfer of command will be confirmed face-to-face by both administrators. Typically, 

command will not be passed more than three times in order to limit disruptions and 

confusion (staff member to principal; principal to central administrator; central 

administrator to emergency response). 

 

Command Responsibility: 

The responsibilities of the IC are as follows: 
 

� Assume an effective command position 

� Size up the incident and issue an initial report to all administrators 

� Establish objectives and determine a plan of action; select strategy and assign tactics 

� Assigned individuals/teams as required to assignments to fulfill strategy 

� Activate additional sectors or positions within the IMS as IC span of control becomes 

saturated 

� Track the location and condition of all individuals/teams 

� Provide continuing command and progress reports until relieved by a senior person 

� Review and evaluate the plan of action and revise the plan as needed 

� Request and assign additional resources as necessary 

� Return staff and students to facility or initiate the Go Home Plan 

� Terminate command 
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Key considerations when sizing up an incident: 

 

1. What is the problem? 

2. Where is the problem? 

3. If a fire, where is it going? 

4. Who or what is in danger? 

5. What can I do to better protect staff and students? 
 

Objectives for controlling the incident: 

 

1. Evacuation 

2. Rescue of staff and students 

3. Sheltering on/off site of students and staff 

4. Relocation off site for students and staff 

5. Accountability of students and staff 

6. Parental notifications 

7. Media support 

8. Returning the facility to operations 

 

Initial Operations: 
 

The IC will select an appropriate commitment to overcome the problem usually falling 

into one of the following strategic modes: 

 

A. Offensive Mode – a situation which requires immediate action to help protect 

students and staff quickly. 

B. Defensive Mode – this type of situation requires the IC to assign resources to 

positions that would prevent the incident from occurring or escalating. 

C. Command Mode – this is a situation clearly beyond the control of the initial 

available resources. The IC will assume command for the purpose of evacuating and 

relocating students and staff. Upon arrival of emergency service personnel, he/she 

immediately relinquishes command. 

 

Confirmation of Command: 

 

Confirmation of command is a major part of the first IC function. The initial 

announcement will assure all that command is in place. Everyone arriving at the scene 

after command has been assumed will automatically fall into one of the following 

categories: 

 

1. Working under the Incident Commander 

2. Taking command if it is passed to them 

3. Formally taking command if the later arriving person outranks or is more qualified 

than the person in charge 
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Assuming Command: 

Assuming command of an incident operation that is underway can be more difficult than 

assuming command from the incident’s inception. The senior administrator should not be 

reluctant to assume command especially if the operation appears unsound.  

Transfer of Command: 

 

Transfer of information is essential before command can be assumed. The person in 

command must be able to give the new IC a current and complete status evaluation of the 

incident. 
 

Training for Incident Command/NIMS: 

Appropriate school district personnel will be encouraged to complete both IS-100.SC 

(Introduction to the Incident Command System for Schools) and IS-362 (Multi-Hazard 

Emergency Planning for Schools). Both training programs can be accessed on-line at 

www.nassauschoolemergency.org/training.  
 

Response 
 

General Guideline for Reporting an Emergency (calling 911): 
 

1. Identify yourself. 

2. Give the school location. 

3. Identify the nature of the situation. 
 

Assignment of Responsibilities: 
 

The school building will utilize the Incident Management System (Incident 

Command) as described above as its routine means of response to emergency situations. 

We realize that most emergencies will not require the full expanse of this system but will 

allow us to unfold and expand our response as each individual incident dictates. We also 

recognize that in most instances we will be transferring command to emergency response 

personnel upon their arrival. The School District Incident Commander transferring 

command to emergency response personnel will readily assume a subordinate role in 

support of the new IC and as dictated by emergency response personnel. Generally, the 

School Building Principal will serve as the Incident Commander. However, the nature of 

Incident Command dictates that the first person to become aware of an emergency could 

become the Incident Commander at that moment and remain as such until command is 

relinquished to the next higher building official. As part of their training, school 

personnel will be familiarized with the Incident Command concept.  The school building 

Chain-of-Command will be as follows: 
 

1. School Building Principal 

2. Assistant Principal or lead Teacher 

3. Head Custodian 
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School Building Command Posts: 

Depending on the nature of a response action, either an interior or exterior command post 

may be selected. At any given point in time, only one command post can be operational. 
 

• Command Post (Interior)    -    

Alternate CP      -   
 

• Command Post (Exterior)    -   

Alternate CP      -   

Public Information Officer: 
 

The Superintendent of Schools and the designated School District Public 

Information Officer will be the only official spokespersons with the media during an 

emergency situation. Parents and guardians will be notified through the news media of 

any situation that requires a school to be evacuated. The Public Information Officer will 

handle emergency notification of the media on behalf of the school district. The Public 

Information Officer is designated to provide assistance in compiling information on the 

emergency for release to the media and general public. The Public Information Officer 

will respond to inquiries from parents and guardians during an emergency. If necessary, a 

media center will be established to inform the media of the nature of the emergency and 

to give scheduled daily updates. The media center will be established as deemed 

necessary to keep the media informed but not interfere with the emergency response 

due to the nature of its location.  

 

During situations for which outside assistance is received from emergency service 

agencies, information regarding the situation will be coordinated with those agencies 

before being released to the media and public. Information regarding the activities of 

other agencies in response to the emergency will only be released with their special 

authorization. 

 

Media access to the emergency scene will be granted only by the ranking officer of the 

agency in charge of the response. School officials will abide by the wishes of the outside 

agency officials determined to be in control. 

 

• Public Information Officer   Dr. Jack Bierwirth (516) 305-8901 
 

• PIO Alternate     Building Principals 

 

Access to Floor Plans: 

The importance of easy access to school building floor plans, evacuation routes, school 

grounds, road maps and the immediate surrounding areas cannot be overemphasized.  

The ability of emergency services to obtain this information quickly and efficiently will 

have a major impact on the success of any response effort. Recognizing this, we have 

established a special section of this Plan (see page 32) to contain these documents.  We 

will continually update this information and look for improved ways to provide it. 
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Notification and Activation (Communication): 

During an emergency, internal and external communication systems are vital to an 

effective emergency response. As one or more systems become unavailable due to the 

emergency condition, the next most effective form of communication will be utilized. 

The school district’s communication system will utilize the following methods as deemed 

most suitable at that time:  

 

Telephones    Mobile Radio Systems/Cell Phones 

Alarm Systems   Mobile Message Transport  (By vehicle or on foot) 

Public Address System  FAX Machines/E-mail/Internet 

School Bus Radio   http://herricks.org   

The first person aware of an incident will report it directly to the School Building 

Principal. The School Building Principal will notify all building occupants of appropriate 

protective action to take. An alert (plain language) will be issued:  

 

ALERT    RESPONSE ACTION 

 

• Alarm Fire   -Evacuate 

• Shelter    -Proceed to Shelters 

• Evacuate    -Evacuate 

• Search    -Assigned Staff Conduct Pre-evacuation 

Search/Sanitize 

• Lockdown    -Lockdown (lock doors), move away from open 

view 

• Lockout    -Lock all exterior doors, limit entry 
     

Hazard Guidelines: 

The Building-Level Emergency Response Plan contains hazard specific responses for 

many different situations. The Hazard Specific Response Guide is located on page 79 

of the Plan. The Guide is meant for use in training staff on currently acceptable response 

procedures.  Response procedures will be updated by the School Building-Level Safety 

Team on a regular basis. 

 

Evacuation & Sheltering Procedures: 

• Sheltering 

School shelter areas will generally be large assembly areas such as gymnasiums and 

cafeterias. However, the School Building Principal (IC) may designate other areas based 

upon emergency conditions that exist. For example, cafeterias and gymnasiums may need 

to be avoided during tornados and severe storms that may make them structurally 

vulnerable, or during an exterior bomb threat where the potential detonation is in close 

proximity to the shelter site. 
 



 

 

19 

The School Building Principal (IC), in coordination with the Superintendent of Schools, 

School District Emergency Coordinator and Director of Facilities, will authorize the use 

of the school building as a shelter for the public or students from other schools. 

Responsibility for maintaining records when students are sheltered in another school will 

be assigned to the School Building Principal (IC) of both the evacuated and host school. 
 

• Evacuation 

The School Building Principal (IC), in consultation with other appropriate personnel, 

will issue an order to evacuate. As in normal school activities, teachers and staff will 

maintain responsibility for the welfare of students during an evacuation. Parents and 

guardians will be notified through the news media and/or other means of any situation 

that requires a school to be evacuated. The School District Public Information Officer 

will coordinate media notification. 

 

Responsibility for securing an evacuated building will reside with the School Building 

Head Custodian. The School Building Principal (IC) will insure the security of school 

records, special equipment, etc., that may be left behind. 

 

Before an evacuated building is re-inhabited, the School Building Principal (Incident 

Commander), in consultation with other appropriate school district staff and public 

officials (Fire Marshal, Health Department, Police Department, Local Emergency 

Management Office, etc.), will insure that no conditions exist that would prevent safe 

school operations. 

 

Emergency Evacuation of Disabled Persons: 

 

The purpose of this procedure is to provide guidance for the emergency evacuation of 

disabled students and staff from school buildings during emergencies and drills. 

 

• Emergency Procedures for Multi-Story Buildings 

⇒ Elevators will not be used for emergency evacuations or practice drills. 

⇒ Conduct classes and activities for the disabled on the first floor of multi-story 

buildings whenever possible. 

⇒ When classes and activities for the disabled are conducted above the first 

floor, designated teachers, staff members, and other persons responding to the 

emergency or practice drill will use the following evacuation procedures: 

1. Escort walking disabled from multi-level evacuation points to designated first 

level assembly areas outside the building when the alarm is sounded. 

2. Escort wheelchair-bound/immobile disabled to pre-determined stairwell 

landings when the alarm is sounded. Responding persons will remain at the 

stairwell landings that are designated evacuation points during evacuations or 

drills. 

3. The person in charge of each landing evacuation team will provide orientation 

to the other team members relating to proper lifting and carrying team 

techniques, evacuation routes and location of assembly areas. 
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4. Roll call will be taken at all assembly areas to insure that all persons are 

accounted for. 

5. The School Building Principal (IC) and/or outside agency responders will be 

contacted immediately and advised of any person not accounted for. 

6. Fire drills will be held as dictated by State and Local Regulation. 

7. The School Building Principal (IC) will contact the local Fire Department for 

their assistance in establishing building evacuation plans and procedures. 

They will be asked to attend practice fire drills. 

 

• Emergency Procedures for Single-Story Buildings 

⇒ Designated teachers, staff members and other persons responding to the 

emergency or practice drill will use the following evacuation procedures: 

1. Walking disabled and wheelchair-bound will be escorted from their 

evacuation points to designated assembly areas. 

2. Immobile disabled will be physically taken from evacuation points to 

designated assembly areas. 

3. Remaining procedures are the same as for multi-story buildings noted above. 

 

 

School Building Emergency Response Kit (Gotta-Go-Bag/Speed Bag): 
 

Gotta-Go-Bags are school emergency bags that are filled with supplies that you may need 

to have or take with you in an emergency. A minimum of two bags should be kept in 

each building. The bags should be kept in different locations in the school in the event 

that one location is not accessible. It is also a good idea to keep an additional bag at an 

outside location such as an evacuation site. There are school-level Gotta-Go-Bags and 

district-level Gotta-Go-Bags. The bags should be updated periodically, to make any 

necessary changes or replacements.   

 

Bomb Threat Response: 

 

Section 807 of the Education Law, Attorney General’s opinion, declares a bomb threat 

as a potential emergency with no time to debate whether the threat is genuine. A 

bomb threat, even if later determined to be a hoax, is a criminal action. The decision 

whether or not to evacuate is dependent upon information received in the threat, and how 

credible that information is. Alternatives include: 

1. Compartmentalization (Shelter-In-Place) – students remain in their present 

locations while school administration and authorities assess and investigate the 

threat. Variations of this concept include moving certain segments of the school 

population to sanitized areas based on new or developing information. In this 

instance, certain areas of the building, and routes to those areas, may be sanitized 

during the event. Pre-trained, volunteer staff members (search teams), should be 

utilized for this purpose. 

2. Pre-clearance – This option (typically utilized during Regents examinations or 

during other school-wide events) may only be implemented prior to the receipt of 
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an actual bomb threat. Pre-clearance of school buildings can be conducted if 

proper procedures are followed and security is maintained from the start of the 

school day and continually monitored throughout the day to ensure that no 

suspicious objects have been brought into the building by students, visitors or 

staff. If the school district can assure compliance with recommended guidelines 

for this procedure, then evacuation may not be necessary. School districts should 

make sure that they meet all requirements before choosing this option. The New 

York State Education Department Guideline for Pre-clearance of a School 

Buildings is as follows: 

o Staff must be assigned to do a walk-through of the buildings and grounds 

prior to the arrival of students in the morning to ensure that there are no 

suspicious objects in or around the building. 

o Staff completing the walk-through must report findings to the school 

principal. 

o Monitors must be assigned to walk around the outside of the building if 

state examinations are being administered. 

o A single point of entry to each building for students and staff must be 

established, and monitored by school personnel. 

o School staff must monitor all exits. 

o In the case of state examinations, students must not be admitted to the 

building more than 30 minutes before the start of that examination. 

o Students may only be admitted to the building after passing through a 

checkpoint to ensure that they are bringing with them only pre-approved 

items. 

o Student book bags and knapsacks must be inspected. 

o It may be appropriate to send a notice home prior to the event to clearly 

state that book bags will not be permitted for that particular event. 

o During state examinations, testing locations are to be clearly marked. 

o Students must only be allowed in the areas of the building where exams 

are being administered. 

o All lockers, including unassigned lockers, must have locks. 

o A reporting procedure must be in effect for sighting any unusual object or 

behavior. 

o Parking adjacent to buildings should not be allowed. 

 

3. Evacuation -  

⇒ Building Specific Bomb Threat - The specific school building will be 

evacuated as quickly and effectively as possible after a search of exit routes 

and evacuation areas has been conducted (search teams will be utilized for this 

purpose). All building occupants will be evacuated to a safe area and 

accounted for (it is assumed that damage and injury from an explosion can 

occur within an area of at least 1000 feet from the point of detonation). 

⇒ All District Bomb Threat - Bomb threats that are announced as district-wide 

(no indication of a specific location) will result in the evacuation of all school 

district buildings and potentially the activation of a combination Go-Home 

Plan and Evacuation to non-school building evacuation sites. 
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Shelter-In-Place Options 

 

� Shelter-In-Place (Generic/Non-specific Bomb Threat): 

1. Shelter-In-Place is announced by the Incident Commander. Instruct everyone to 

remain where they are and scan their respective area for anything out of the 

ordinary. 

2. Call 911 

3. Activate School Building-Level Safety Team and instruct them to scan common 

areas for anything unusual. 

4. If no devise is found, decide whether to continue school or evacuate. School 

district administration may consult with Police to make their decision. 

 

� Shelter-In-Place (Specific Bomb Threat): 

1. Shelter-In-Place is announced by the Incident Commander. 

2. Call 911 

3. Activate School Building-Level Safety Team. Instruct them to find an internal 

location to move the school population to. Scan and clear the location and a route 

to it. Move those in the affected areas to the established and cleared location. 

4. Assist emergency responders as necessary. 

5. The school district administration makes the decision regarding evacuation, 

continuation, or dismissal of school. 

 

� Bomb Threats in Outside Areas: 

⇒ If the bomb threat indicates that the explosive device is in a car, school parking lot 

or somewhere else outside the building, then students and staff will remain inside 

the building. All individuals outside the building will be moved inside or to a safe 

distance from the suspected bomb area. 

⇒ Students will be sheltered only in areas that have been “sanitized and cleared” 

(this will be coordinated with local law enforcement officials). 

⇒ Depending on the nature of the bomb threat call, special consideration will be 

given to building occupants in rooms on outside walls and window areas. 

Building occupants will be moved to areas that are free of glass. 

 

• Weather Conditions 

⇒ If administration has decided to evacuate due to a bomb threat weather conditions 

will generally not be a consideration unless the severity of those conditions make 

the outside threat greater than the potential bomb threat. In such instances, a 

Shelter-In-Place can be utilized. The school building will be evacuated 

immediately regardless of the weather. Since the possibility of inclement weather 

does exist, consideration will be given to procedures for addressing prolonged 

outdoor exposure (such as sheltering in school buses or outside vehicles, local 

homes, or movement to another site) or sanitizing and clearing of an internal 

building area. 
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• Immediate Police Notification 

⇒ A bomb threat is a criminal act and falls within the domain and responsibility of 

law enforcement officials. Local law enforcement officials will be notified 

immediately of any bomb threat. School personnel are not authorized to make 

any determinations related to bomb threats or suspicious packages without 

law enforcement involvement. 

 

• Police Investigation – Search Activities 

⇒ Law enforcement agencies are responsible for all investigations of criminal 

activities. Depending upon resources and circumstances, police agencies will 

determine the number of officers sent to look for a suspect device, remove the 

suspect device, and conduct follow-up investigative activities. 

 

• School Staff Search Involvement 

⇒ Police officials may request volunteer assistance from school staff due to their 

familiarity with the building and their ability to recognize what may be out-of-

place or unusual to the building. This does not include touching or handling 

suspect objects. School staff members are not required to be involved in 

emergency operations if it is not part of their duties. 

⇒ School staff should routinely report to building administration any suspicious or 

unusual objects seen in the school building or on school grounds. 

 

• Returning to a Building 

⇒ After consulting with law enforcement officials, the School Building Principal 

(IC), Superintendent of Schools, and Director of Facilities will make an informed 

decision about re-entry into the building (this is different from the legal authority 

of officials who declare a building safe for re-occupancy after a fire alarm). Based 

on information received from police, one of the following actions will be taken: 

◊ Re-enter the building and resume classes. 

◊ Relocate the building occupants to another facility. 

◊ Re-enter the building within a set time. 

◊ Have an early dismissal.      

• Notification Requirements 

⇒ School Superintendents must notify the BOCES District Superintendent as 

soon as possible whenever the School Building Emergency Response Plan is 

activated and results in the closure of a school building. The BOCES District 

Superintendent is to notify the State Education Department of all school building 

closures not related to routine snow emergencies. 

⇒ Schools receiving bomb threats are required to document each incident on the 

Violent and Disruptive Incident Report (VADIR) Form. On the form, item 2 

(category of incident, #14, bomb threat) should be used for this purpose. The total 

number of such incidents for each school building will be documented on the 

Summary of Violent and Disruptive Incidents Form (July 1 – June 30) and be 

reported annually to SED electronically through the On-Line BEDS IMF 

Application. 
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•••• Criminal Behavior 

⇒ The school district will periodically disseminate information to students and staff 

informing them that reporting a false bomb threat is a crime that may result in 

imprisonment and/or civil penalties. 

 

• Telephoned Bomb Threat 

⇒ Obtain as much information as possible (refer to the FBI Bomb Threat Call 

Checklist on page 35).  If a written bomb threat is received, handling should be 

kept to a minimum to avoid damage to the evidence. 

 

• False Reporting Prevention 

⇒ The school district will consider the following strategies to discourage false 

reporting of an incident designed to threaten life and property: 

◊ Installing a Caller ID System on school telephone lines. 

◊ Arrangements with the telephone company for trap/trace of telephoned bomb 

threats. 

◊ Installing video cameras in places where public telephones are located. 

◊ Instructing students and staff to immediately report the presence of strangers 

in the building and unusual or suspicious objects. 

◊ Establishing a policy where all “lost time” due to disruptive hoaxes will be 

made up. 

◊ To insure testing integrity, developing contingency plans for bomb scares 

during times of academic examinations. 

◊ Training all school personnel who would generally be the first receiver of a 

telephoned bomb threat. 

 

Emergency Drills  

 

At least once every school year, each school building will conduct a test of its 

Emergency Plan in cooperation with Local Emergency Management Officials when 

possible. Transportation and communication procedures will be included in the test. 

Parents or guardians will be notified in writing at least one week prior to such a drill. All 

students and staff will receive written information about the school’s emergency 

procedures each school year. 

 

• Sheltering Drill (including Shelter-In-Place/Lockdown/Lockout) 
Upon notification of an impending or actual emergency or drill, the School Building 

Principal (IC) will direct students and staff to designate assembly areas or to remain in 

classrooms as appropriate. Designated areas are defined in this plan. The test of the 

sheltering plan will include the following components: 

 

⇒ Alerting and warning 

⇒ Communications 

⇒ Staff procedures 
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⇒ Movement of students to designated areas within the school building 

⇒ Securing classrooms and the building 

⇒ Potential evacuation procedures from shelter sites 

 

•••• Evacuation (Early Dismissal)  
Due to the double trip requirements for transportation, students who would normally ride 

on a later bus will gather in the assembly area designated in the Shelter Plan. They will 

stay there until their assigned bus has returned from its first trip. Staff personnel in the 

assembly area will supervise students in assigned areas of the assembly room. Students 

will be released to their assigned buses when such buses are announced as available. 

Normal bus schedule will be followed for the early dismissal plan but moved up for the 

fifteen minute drill period, or in the event of a real emergency, immediately after the 

decision is made for an early dismissal. The test of early dismissal plans will include the 

following: 

 

⇒ Alerting and warning 

⇒ Communication 

⇒ Resources 

⇒ Staff procedures 

⇒ Transportation 

⇒ Public information 

⇒ Evacuation procedures 

 

Security of Crime Scene 

 

Securing and restricting the crime scene is of prime importance in order to preserve 

evidence from being disturbed or destroyed in cases of violent crimes on school property. 

As such, the following procedures will be practiced: 

• The School Building Principal (IC) will be responsible for crime scene security until 

relieved by law enforcement officials. 

• No items will be moved, cleaned, or altered without prior approval from appropriate 

law enforcement officials. 

• While security of the crime scene is important, it should in no way interfere with the 

rescue and aid of injured persons. 

Recovery 

 

The aftermath of a severe act of violence or other emergency can have a major effect on 

the well-being of students, school staff and the entire school community. Generally, the 

School Building Post-Incident Response Team will enlist the services of pre-identified 

School Building medical counselors and mental health experts. If in-building resources 

are inadequate or need to be supplemented, district-wide medical and mental health 

resources will be utilized. When the response effort grows beyond the scope of school 

district resources, County and State agencies will be utilized. The Nassau County 
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Department of Mental Health (571-3355) will work closely with the school district to 

access disaster mental health services at the County and State levels as necessary. 

The School Building Post-Incident Response Team has developed the following 

procedures for post-incident response: 

Short Term: 

• Providing mental health counseling for students and staff. 

• Assuring building security. 

• Restoring the facility to full operations. 

• Providing a post-incident response critique. 

• Others (List) 
 

Long Term: 

• Providing mental health counseling (will monitor for post-traumatic stress behavior) 

• Continue to assure building security. 

• Provide mitigation to help prevent recurrence and impact. 
 


