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NORTHEAST USD 246 
BOMB/BOMB THREAT/EXPLOSION

DEFINITION:


An incendiary device present in the school or on the premises which may or may not have exploded, or the threat that there is such a device.
STEPS OF ACTION:
1.  If an explosion has occurred, the procedures for FIRE will be followed.

2.  If phone threat is made, obtain as much detail as possible. (See attached check list)
3.  Sound fire alarm. (Do not announce Bomb Threat)

4.  Phone 911

5.  Teachers evacuate building and take students to alternate site (shop bld., other schools, community bld., etc.).

6.  Teachers and supervisors collect all cell phones and electronic communication devices.  Do not use these devices.  They can be used to detonate bombs.

7.  Emergency officials will search building for bomb.

8.  Mobilize Bus Fleet.

9.  Following the search of the building a written explanation by the principal will be distributed to the parents.

ROLES:

Principal
*Supervise Evacuation.

And/or

*Notify Superintendent’s office.

Designee:
*After search is completed, release students and staff to return to building or home. 

Teacher:
*Evacuate students.



*Take roll.



*Report missing students to principal.

Other staff:
*Assist with evacuation.



*Assist with supervision of students.



*Report to Command Post to support as needed.
PHONE NUMBERS:
Emergency: 

911

Superintendent:  
347-4116    (extension 111)
NOTE:
  Do not make comment to the press; refer all press/media to the Superintendent
NORTHEAST USD 246
BOMB THREAT CHECKLIST

Exact time of call______________________________________________________

Exact words of caller________________________________________________________________________________________________________________________________

QUESTIONS TO ASK
1.  When is bomb going to explode?__________________________________________

2.  Where is the bomb?__________________________________________________

3.  What does it look like?________________________________________________

4.  What kind of bomb is it?_______________________________________________

5.  What will cause it to explode?___________________________________________

6.  Did you place the bomb?_______________________________________________

7.  Why?____________________________________________________________

8.  Where are you calling from?____________________________________________

9.  What is your address?_________________________________________________

10. What is your name?__________________________________________________

CALLER’S VOICE (Circle)

Calm

Disguised

Nasal

Angry


Broken

Stutter

Slow


Sincere
Lisp


Rapid

Giggling
Deep


Crying

Squeaky

Excited

Stressed
Accent


Loud

Slurred

Normal

If voice is familiar, who did it sound like?_____________________________________

Were there any background noises?_________________________________________

Remarks:___________________________________________________________

Person receiving call:___________________________________________________

Telephone number call received at:__________________________________________

Date:_______________________________________________________________

Report call immediately to:________________________________________________

(Refer to bomb incident plan)

CHEMICAL SPILL

DEFINITION:

Chemical spill in or near school building. Toxic fumes are identified as a potential problem.

SIGNALS:

If toxic fumes are identified as constituting an emergency, Emergency preparedness will notify school and determine appropriate steps.  Evacuation procedures may be necessary. (Fire drill procedures).

STEPS OF ACTION:

1.  Report spill if in school to the office.

2.  Principal will notify the Superintendent.

3.  Take appropriate steps as directed by Emergency preparedness.  This can include evacuation or moving all students inside in case of a chemical spill near school which gives off large amounts of toxic fumes.

4.  Have plan developed for evacuation of students to alternate location. 
5.  Notify Superintendent’s office.

ROLES:
Principal
*Report emergency to the sheriff’s office. (Call 911)
and/or

*Supervise appropriate steps for all personnel.

Designee:

Secretary:
*Make appropriate phone calls.

Custodian:
*Assist principal with personnel.

Teacher:
*Supervise student evacuation, when necessary.

PHONE NUMBERS:
Emergency:  911

Superintendent:  347-4116 (x 111)
NOTE:  Do not make comment to the press; refer all press/media to the Superintendent.

NORTHEAST USD 246
LARGE EVENT EMERGENCY
DEFINITION:


A meeting or program where large numbers of students and or adults are gathered in one place in the building.  Example:  Christmas music program, school carnival, athletic event, etc.

STEPS OF ACTION:
1.  Empty the building, using these procedures:

A.  State that an emergency exists to crowd. Stress the need to stay calm.
B.  Stress the need to keep exits open.

C.  Inform as to exit procedures.

2.  Call 911, indicating: place, type of emergency; injuries, if any; number of people involved; which entrances to be used.

3.  Mark the access to the building for emergency vehicles.

ROLES:
Principal
*Notify emergency services. Supervise emergency procedures.

And/or

*Use P.A. or alternate communication system to alert others who

designee:
  might be in the building.

Custodian:
*Mark entrance for emergency vehicles.



  Guide emergency vehicle to the appropriate entrance.

Designee:
*Lead students/audience in appropriate procedures.

PHONE NUMBERS:
Emergency:  911

Superintendent:  347-4116 (x 111) (347-4557)


NOTE:  Do not make comment to the press; refer all press/media to the Superintendent.

NORTHEAST USD 246
EMERGENCY USE OF SCHOOLS DUE TO COMMUNITY CRISIS

DEFINITION:

This incident involving hazardous materials or natural disasters would endanger certain 

areas of the community and would require the use of school facilities. (multi-purpose 

rooms, gyms, etc.)

SIGNALS:

Tell students/staff what has occurred and what use will be made of the building.

STEPS OF ACTION:


1.  Provide space as needed.


2.  Notify Superintendent.


3.  Notify students and staff of incident and any change in schedules.


4.  Provide assistance to incoming people.

ROLES:
Principal
*Liaison with other school and emergency officials

and/or

designee:

Secretary:
*Phone superintendent’s office.



*Help coordinate communication.

Custodian:
*Traffic control.

Teachers:
*Continue with possibility of adjusted schedules.

PHONE NUMBERS:

Emergency:  911

Superintendent:  347-4116 (x 111) 347-4557
NOTE: Do not make comment to the press; refer all press/media to the Superintendent.

NORTHEAST USD 246
FIRE

DEFINITION:


A fire in the building or on the premises requiring evacuation of the building.
SIGNALS & STEPS OF ACTION:

1.  Pull fire alarm.
2.  Phone 911
3.  Close all windows and doors.
4.  Teachers take class list of students

5.  Evacuate building using established evacuation

   (Each room is to have the evacuation plan posted near each exit.)
6.  Move to alternate site in case of inclement weather

ROLES:

Principal
*Supervise Evacuation.

And/or

*Establish command post

designee:
*Notify superintendent’s office.



*Assign roles as needed. (First Aid, search, communication, etc.)



*After fire, release students and staff to return to building or home.

Custodian:
*Shut off utilities. (Electricity, gas)

Teacher:
*Evacuate students.



*Close windows and doors.



*Take roll. 

Other staff:
*Assist missing and injured students to the principal.



*Assist with supervision of students.



*Report to command post to support as needed.

PHONE NUMBERS:
Emergency:  911

Superintendent:  347-4116 (x 111) 347-4557
NOTE:  Do not make comment to the press; refer all press/media to the Superintendent.

NORTHEAST USD 246
NATURAL DEATH/HOMICIDE/SUICIDE AT SCHOOL

DEFINITION:


Natural Death, homicide or suicide of an individual at school or school function.

SIGNALS:
1. Verify information, obtaining as many facts as possible.

2. Call emergency services, parent(s) or guardian(s).

3. Inform superintendent.

4. Maintain and secure area.

5. Affected classroom/hallway to be cleared of students.

6. Notify all staff informing them to let students know there is a medical emergency and to remain calm.

7. Inform Crisis Intervention Team.

8. Principal or designee meets with any sibling present.

9. When appropriate, principal announces death to students.

*Teachers hold students in current location.

*Teachers ensure students experiencing difficulty controlling emotions are escorted to designated quiet areas.

*Crisis Intervention Team visits classrooms.

ROLES:

Principal
*On-site spokesperson, call emergency services, call parent(s), call 

and/or

  Superintendent’s office, call district crisis team, notify staff. 

Designee

Custodian:
*Secure area.

Secretary:
*Assist principal as needed.

Crisis Team
*Will go to classes to explain the situation.  Will meet with the classroom member 

   affected.

PHONE NUMBERS:

Emergency:   911

Superintendent:  347-4116 (x 111) 347-4557
NOTE:  Do not make comment to the press; refer all press/media to the Superintendent.
NORTHEAST USD 246
NATURAL DEATH/HOMICIDE/SUICIDE OUTSIDE SCHOOL

DEFINITION:


Natural death, homicide or suicide of an individual outside of school.  This is not related to school function.

SIGNALS:

Not appropriate.

STEPS OF ACTION:
1.  Verify information, obtaining as many facts as possible.

2.  Inform superintendent.

3.  Alert building crisis intervention team.

4.  Call staff meeting (IF notified before beginning of school day).

5.  When notification is received during the school day…
*Principal or designee meets with any siblings present and assists siblings to parents.

*Principal announces death to students.

*Teachers hold students in current locations.

*Teachers ensure students experiencing difficulty controlling emotions are escorted to designated quiet areas.

6.  Crisis intervention team visits classrooms.

7.  Follow through…as appropriate.

ROLES:
Teachers


*Talk to students if plan of action warrants.

And building

crisis intervention team:

PHONE NUMBERS:
Emergency:  911

Superintendent:  347-4116 (x 111) 

NOTE:  Do not make comment to the press; refer all press/media to the Superintendent.

NORTHEAST USD 246
SERIOUS INJURY/ACCIDENT/ILLNESS

DEFINITION:

Emergency where one or many are sick or injured.  Immediate concern is to aid the injured or sick person(s).

STEPS OF ACTION:
1.  Contact emergency services.

2.  Contact building principal and stay with injured/sick person(s).

3.  Building office to:

A.  Contact parent/guardian.

B.  Contact Superintendent’s office.

C.  If people with first aid training are available, use them as appropriate. 
ROLES:
Principal
*Supervise care of person(s).


and/or

nurse:

Secretary:
*Contact emergency services, parents, and Superintendent’s office.

Custodian:
*Assist teachers and others in first aid unless there is a building mechanical problem.

Teacher

*Stay with others.

Other members 

*Help with first aid.

Of the team:

PHONE NUMBERS:
Emergency:  911

Superintendent:  347-4116 (x 111)
NOTE:  Do not make comment to the press; refer all press/media to the Superintendent.

STUDENT RUNAWAY/ABDUCTION

DEFINITION:


Student runs away from the school building during school hours.


Student is abducted by a stranger or family member.

SIGNALS:

Not appropriate.

STEPS OF ACTION:
1.  Notify school office.

2.  Contact police – emergency services (when appropriate).
3.  Contact parents.

4.  Contact Superintendent’s Office (when appropriate).

5.  Follow student or observe if appropriate.

6.  Gather identifying data for police.

ROLES:
Principal
*Follow or observe student if appropriate.

And/or

*Notify emergency services and parents.

Designee:
*Supply identifying information.

Custodian:
*Follow student with principal if appropriate.

PHONE NUMBERS:

Emergency:
911

Superintendent: 347-4116 (x 111)
NOTE:  Do not make comment to the press; refer all press/media to the Superintendent.
NORTHEAST USD 246
TORNADO

DEFINITION:


Tornado Watch: Conditions are favorable for tornado or severe weather. 

Make staff aware, but take no action.


Tornado Warning: Tornado has been sighted

Take shelter immediately.

SIGNALS:


1.  Tornado watch and warnings will be indicated over local radio stations.


2.  Tornado warning signal (or drill) will be announced.

STEPS OF ACTION:

1.  Students and staff will proceed to assigned locations at the direction of the teacher.  Each room is to have a location assignment posted.

2.  Everyone should assume a safety position, head down, with hands covering their heads.

3.  Teachers are to close classroom doors after students exit into the hallways.

4.  Maintain quiet so that any necessary directions may be given.

5.  Teachers should take their class rosters with them during the drill and verify student count.

6.  No one will be released from a shelter until the principal announces an “all clear” except if to a parent/guardian.

ROLES:

Principal

or designee:
*Supervise the student body and maintain contact with all staff.

Secretary:
*To be posted near a phone in the office.



*Take daily attendance record to shelter.

Custodians:
*Report to the office.

Teachers:
*Supervise their own class.
PHONE NUMBERS:

Emergency:  911

Superintendent:  347-4116 (x 111)
NOTE:  Do not make comment to the press; refer all press/media to the Superintendent.

NORTHEAST USD 246
TRANSPORTATION (BUS) EMERGENCIES

DEFINITION:

Emergency situations that may occur while students are on a school bus

ACCIDENT (Collision / Rollover / Fire)

  STEPS OF ACTION:


1. Shut off and stop vehicle immediately; as close to accident as feasible.


2. Evacuate the bus and assure the safety of the children (assist the injured).


3. Notify authorities (911) and / or district personnel by radio.


4. Set up flashers / flares / reflectors.

5. Do not leave the scene. When help arrives, document the accident and get directions from your supervisor for drug & alcohol testing.

TORNADO WARNING

  STEPS OF ACTION:


1. Advise supervisory personnel of your location via radio or cell phone.


2. Pull off of roadway away from power lines, poles and towers.


3. Evacuate students to a nearby ditch or shelter in a protective posture... 
      (Be sure to get a headcount)


4. When threat is over, check for injuries and proper headcount.


5. Contact supervisory personnel and advise of your status by most convenient means.

BREAKDOWN

  STEPS OF ACTION:


1. Evacuate the bus if feasible. (Get a headcount)


2. Set up flashers / flares / reflectors.


3. Contact supervisory personnel or seek assistance as is feasible.

  POINTS TO REMEMBER:

· Always have a roster of all passengers in the vehicle.

· Learn and coordinate emergency shelters along your route.

· Use the KBESS booklet to find help when out of district.

ROLES:

  Bus Driver:
Assess situation; follow procedure; enlist aid of staff if available

  Staff:

Assist the driver with student supervision and other requested tasks.
PHONE NUMBERS:

Emergency:  911

Transportation Director:  347-4210 (w)  347-8497 (h)  249-7812 (c) 

Superintendent: 347-4116 (w)  347-4557 (h)
NOTE:  Do not make comment to the press; refer all press / media to the Superintendent.
NORTHEAST USD 246
UNWANTED INTRUDER/ (WEAPONS)

DEFINITION:


Person who has no business on the school premises.

SIGNALS:

“Take Your Seats”

All Clear Signal – “You may change classes now”

STEPS OF ACTION:

1.  Notify the office.

2.  Depending on the situation, the principal will notify authorities.

3.  If students are accounted for, lock classroom door, if possible. 

4.  Move students away from doors and glass.

ROLES:

Principal

and/or

*Determine student and staff needs.  Evacuate students to alternate site if appropriate
designee:
.

Secretary:
*Aid in communication with police and superintendent.

Custodians:
*Aid in evacuation as necessary.

Teachers:  
*Stay with and protect their students, provide first aid, and take roll.

Staff:

*Provide first aid, and assist during evacuation, if necessary.

PHONE NUMBERS:

Emergency:  911

Superintendent:  347-4116 (x 111)
NOTE:  Do not make comment to the press; refer all press/media to the Superintendent.

NORTHEAST USD 246 SCHOOL
UTILITY EMERGENCY

DEFINITION:



A gas line break, electrical power failure, or water main break.

SIGNALS:

Should building need to be evacuated, the procedure will be announced by intercom.  In the event of electrical failure, make a verbal announcement and a visual check of all school areas.

STEPS OF ACTION:
1.  Verify information.

2.  Evacuate the building, if necessary.

3.  Report utility emergency to Superintendent.

ROLES:
Principal
*Report emergency.

and/or

*Supervise evacuation (when necessary)

designee:

Secretary:
*make necessary phone calls.

Custodian:
*Assist principal with building.

Teacher:
*Supervise student evacuation (when necessary).

PHONE NUMBERS:
Emergency:  911

Superintendent:  347-4116 (x 111)
NOTE:  Do not make comment to the press; refer all press/media to the Superintendent.

CRISIS MANAGEMENT PLAN

NORTHEAST USD 246
1001 E SOUTH STREET
ARMA, KS  
I.  STATEMENT OF PURPOSE

This Crisis Management Plan has been developed at the direction of the Superintendent of schools.  The plan will guide and assist teachers and staff members of the school district in responding in an organized and effective manner when crises or emergencies occur.

The plan is to be augmented with emergency procedures, rosters, and other supplemental material developed at each school within the district, which are to be tailored to meet the particular requirements of that school.

II.  DEFINITION OF A CRISIS

A crisis is an event or series of events that impact the operation of a school and a well-being of the school community, necessitating an organized set of responses to preserve life and health, ensure safety, minimize property damage, and to meet the informational and other human needs of the general community.

A crisis may occur during school hours, and involve the physical plant, or occur off school property and outside of school hours.  Events as awesome as a tornado or earthquake, as commonplace and tragic as a fatal automobile accident, or as private and frightening as a despondent student contemplating suicide:  all are crises, and each calls for a differing level and intensity of response.  As a general rule, the degree of response should be limited to the level required to resolve adequately the problem.

Nothing in this plan should be construed as a substitution for the obligation to dial 911 for assistance when the situation demands it.

III.  RESPONSIBILITIES

A. 
The Superintendent has the overall responsibility for:
*official spokesman to the press.

*establishing and implementing the crisis management program.

*prescribing the training required for teachers and staff members and for members of crisis intervention teams.

B.
Principals are responsible for:

*establishing crisis intervention teams as prescribed by the crisis management plan.

*notifying the Superintendent of schools or designee of incidents originating within the school which require the implementation of the crisis management plan.

*insuring that supplemental material applicable to the schools is prepared and appended to the basic crisis management plan, and that this plan is available to all teachers and staff members.

*training teachers and staff members, and members of the crisis intervention teams prescribed by the crisis management plan.

*providing additional training for teachers and staff members, and training for students in the implementation of the crisis management plan as appropriate for the particular school or activity.

*assessing the extent of crises, determining the nature of response required, and activating the crisis management teams when necessary.

*coordinating with the district crisis intervention team leader the response to natural disasters or other crises which affect more than one school or which originate outside the school.

*requesting that the district crisis intervention team leader initiate the mobilization of community or other outside resources to assist in the resolution of crises.

*determining when to notify the parents of students involved in a crisis and informing the superintendent.  If the crisis has generated or can be expected to generate media or general public interest, the Superintendent should be notified immediately.

*advising the Superintendent or designee when a crisis which necessitated the implementation of the crisis management plan has been resolved.

*evaluating the response to the crisis, actions taken and results achieved, following the resolution of a crisis; coordinating the evaluation with the district crisis intervention team leader, and recommending amendments to the crisis plan.

C.  Building Crisis Intervention Team is responsible for:

*training or assisting in training other teachers and staff members in crisis intervention techniques under the direction of the principal.

*assisting the principal in assessing the natures of crises and determining the appropriate level of response.

*calling for assistance from the district crisis intervention team or community resources when appropriate.

*coordinating the evaluation of actions taken and results attained following the resolution of the crisis.

D.  All Teachers and Staff members of the District are responsible for:

*familiarizing themselves with the crisis management plan.


*recognizing crisis situations and taking immediate action.


*notify the principal when the potential for a crisis is apparent or a crisis has occurred.


*dial 911 when the situation demands it.


*protect lives and property, prevent injury and alleviate pain.

FOR YOUR BUILDING


CELL
WORK
HOME

Principals

Alan Roberts
249-9891
347-4115
347-8578

Ken Cleland
249-7481
347-4115
347-4696

Joe Broyles

347-8461
347-8856

Larry Hill

347-8461
231-8096
Central Office Representative(s):


Randy Rivers
687-2580
347-4116
347-4557

Marilyn Snider

347-4116
231-0158

Cindy Bedene (Board President)

235-3100
347-4143
Food Service

Evaughn Boswell

347-8461
347-8681

Jeanette Simon (High School)

347-4115
347-4578

Joyce Klinkon (Elementary)

347-8461
347-4177
Maintenance /Custodial / Transportation

Carl Goodwin
249-7812
347-4210
347-8497

Rob Robinson (High School)
687-1195
347-4115
764-3993

Hugh Lenne (Elementary)

347-3461
347-4299
Special Representative(s):

Norma Hiatt

347-8461
231-7548

Pat McKee

347-4115
347-4082
Community Representative(s):                                                                                                                      


Jon Wilks (SRO)
249-4467
724-8274
231-1534

Howard Camp (Police Chief)
911
347-4500

Karl Wicker (Mayor)

347-4125
347-8573

Ronald Edwards, MD

347-4711

Kansas Drug Testing, Inc. (Tim Harris)

877-599-5300
CRISIS REPORT
 1.  Nature of the crisis:

 2.  Date:_________________________________  


               
Time:________________________________

 3.  State where the crisis occurred:

 4.  List casualties:

 5.  List staff members involved and their response:

 6.  List students involved and their role and/or response:

 7.  List facilities involved and damage, if any:

 8.  List support services contacted:

 9.  Suggested follow-up activities:

10. Other significant aspects:

11. Recommendations for improvement/change of plan:

12. Building level debriefing was held at:

Date of Report:____________________________________________

Building principal__________________________________________

Building crisis team leader:____________________________________________
EMERGENCY PHONE NUMBERS

Crawford County Emergency Services
911
Superintendent: 
347-4116 (x 111)
Northeast High School Principal: 
347-4115 (x 112)
Northeast Elementary School Principal: 
347-8461 (x 201)
School Resource Officer (Jon Wilks)
1-620-235-6764 (pager)

Maintenance / Transportation Director: 
347-4210 (x 125)
Poison Control Center
1-800-222-1222
Crawford County Sheriff
724-8274
Arma Police
347-4500
Kansas Highway Patrol
1-620-431-2100

Child Abuse and Neglect Hotline
1-800-922-5330

Crisis Resource Center of SEK (Safehouse)
1-800-794-9148

Electricity & Water – City of Arma
347-4125 or Arma Police
Gas Leak – Kansas Gas Service
1-888-482-4950

Hospitals
Girard: 
724-8291

Mt. Carmel
1-800-231-9355
Mercy (Ft. Scott): 
1-877-336-3729
Freeman (Joplin)
417-347-1111

St. John’s (Joplin)
417-781-2727

CR County Mental Health: 
231-5130
Doctors

Dr. Ronald D Edwards
347-4711

Medical Plaza of Arma
347-4033
Kansas Drug Testing Inc.
877-599-5300
Special Services Co-op
Director: 
1-800-281-2749
Psychologist: 
1-800-281-2749
Counselors

Northeast Elementary: 
347-8461 (x 217)
Northeast High School:
347-4115 (x 128)
Greenbush
724-6281
   Amanda Murphy Home
362-3721

   Amanda Murphy Cell
724-2768

   Jim Rodman Home
724-6402

   Jim Rodman Cell
724-3379

Alternative Sites In Case Of Evacuation

Northeast High School (good weather)
Football Field

Northeast High School (inclement weather)
Elementary Gym


Arma Community Center

Arma Catholic Church Hall

Northeast Elementary (good weather)
West Softball field

Northeast Elementary (inclement weather)
High School Gym


Arma Catholic Church Hall

Arma Community Center

MEDICAL PLAN

In school crisis situations involving medical emergencies, the following plan is suggested.  A structured plan identifying staff members and assigning responsibilities is essential and lifesaving in the event of a school crisis.  Please review the following suggestions and modify to meet the specific needs of the building.

USEFUL INFORMATION TO HAVE ON HAND


Current student health information and emergency release forms should be maintained in the office to provide emergency telephone numbers and other vital information.  These forms should be readily available.  

1.  
A primary first aid center should be designated with an alternate area in each building.

2.  
One staff member should be assigned to assist the medical personnel.

3.
First aid personnel will have priority access to telephone lines or other means of communication.

GENERAL CONSIDERATIONS

The following areas of concern must be considered and responsibilities assumed:

1.
Physical complaints should be evaluated first.

2.
Emotional problems may occur.  These cases will demand attention and a referral should be made to the school counselor/school psychologist or appropriate personnel.

GENERAL GUIDELINES FOR TEACHERS

DEALING WITH A CRISIS

The goal of crisis intervention is to provide immediate assistance to restore normalcy and minimize debilitating long term effects. Teachers can provide valuable assistance in meeting this goal. The following guidelines may need to be altered to meet the needs of specific situations.

1.
In case of a crisis, provide for the immediate safety of students.  If students need to be moved to a safer environment make sure that all students are accounted for (an accessible class roster/grade book is very important in emergency situations).

2.
Notify the office concerning the nature of the emergency.  Teachers should not leave the area, but send a responsible person to the office to get another adult, preferably an administrator, to the area.

3. 
Do not comment on the situation until the principal has verified the facts.  Encourage students to remain calm and inform them that the facts will be presented as they are verified.  This will reduce the opportunity for the circulation of rumors.

4. 
After receiving verification from the principal, acknowledge what has happened and report the facts in age appropriate terms.  This will help de-escalate the situation.
5. 
Model appropriate behavioral responses and allow for the expression of feelings.  It is important for students to understand that there is no one correct way to feel.

6.
Following the crisis, be alert for those students who are experiencing more extreme reactions and refer them to the appropriate counselor or school psychologist.  Be prepared to provide on-going support as the reactions may be long lasting.

7.
Provide appropriate information for de-briefing.

8.  
DON’T BECOME PART OF THE PROBLEM!  In any emergency situation, do not engage in any behavior which may escalate the situation or put anyone at higher risk.
MEDIA COORDINATION GUIDELINES

In order to provide accurate and timely information to the media, the following guidelines should be observed:

1.
Prior to any contact with the media, the first person to be notified by the principal should be the superintendent of schools.

2.
During periods of crisis, it is desirable to cooperate with the media in order to keep accurate information flowing to the public.  In all crisis events, the media must report to the superintendent’s office or designated area.  In general, members of the media should be admitted to the school grounds and granted reasonable requests.  However, it is often advisable to contain the media in one area or the school building rather than giving them free reign to children and patrons.  Filming and interviewing will be permitted only as directed.  If the presence of the media interferes with emergency procedures or adversely affects the operation of the school, they will be asked to leave the school grounds.

3.  
Staff members will inform the principal of the arrival of any members of the media.

4. 
The superintendent will inform and update the media as facts are verified.
DEATH AND BEREAVEMENT GUIDELINES

Informing Individual Students of a Death


In some circumstances an individual (student or staff) may receive their first awareness of the death of a loved one while at school.  The following guidelines may be helpful.

1.
The individual should be called to a quiet location.

2.
As needed or directed by the family, someone trusted and seen as an authority figure should break the news in a calm, simple and direct way.

3.  
Someone who is close to the individual (counselor or staff member) should stay with the individual during and after they receive the news.

4.
Questions should be answered simply and as directly as possible.  Platitudes or religious themes should be avoided if possible, and if offered by the informed, they should be accepted with no further comment.

5.
Some individuals may cry openly, others may sit quietly.  Both responses are appropriate and normal.  The individual should be allowed to share their thoughts and feelings without judgment.

6.
Some individuals may respond to physical contact, (i.e., an arm around their shoulder or a hug) but it should be remembered this may not be appropriate for everyone.

7.
Upon hearing the news, the individual should be informed about the next step to be taken.  Alternatives include, but may not be limited 
to, remaining at school with appropriate support, or leaving school accompanied by staff and/or family members. 

Informing Groups of Students of a Death


At times, large numbers of individuals may be affected by the death of a classmate or staff member.  The age of the students and the circumstances surrounding the death (or deaths), will determine some of the actions.  In general, the following guidelines may prove helpful.

1.
If possible, teachers and staff should be advised of circumstances before the students.  This information should be shared at an emergency staff meeting prior to school.  If this is not possible, teachers and staff should be given written information and be given an opportunity to deal, even momentarily, with their own shock and grief before dealing with the students.

2.
Upon receiving written communication from the principal, the teacher should inform the students of the death(s).  The exact form of the announcement will depend on the situation.  The students should be held in their current locations until further direction.

3.
Teachers should answer student questions as honestly as possible with the age of the student in mind.  A counselor, administrator or building team member may assist the teacher in providing more information and answering questions.

4.
Teachers should allow the opportunity for students to talk and share their emotions.

5.
If an individual is having extreme difficulty in handling his/her emotions, he/she may be excused from the classroom and taken to a designated area where they may talk privately with the counselor or other adult.

6.
The teacher will inform the students of the funeral arrangements by 
written communication from the principal/office.

Long Term Follow-up


Generally when a student’s death is involved, additional follow-up activities are needed.  It is, therefore, extremely important that the school (a) acknowledge the student’s death, (b) mourn the loss of the student, (c) realistically address the security needs of the students, and (d) assist students in developing healthy ways of coping with death.  The following guidelines may be helpful.

1.
A key person, such as a counselor, should be responsible for coordinating the intervention efforts.

2.
An outside consultant may be contacted for either direct involvement or consultation services.

3.
Faculty and staff should be notified of the intervention plan.  Consideration should be given to the needs of the students and staff.

4.
Classroom meetings should be held to allow students to identify feelings and to work through the stages of grief.  A teacher may request a team member to be present if they feel uncomfortable in facilitating these discussions.

5.
Individuals may need continued support.  Staff members may need 
help in identifying the behaviors students may exhibit while reacting to the grief process.

6.
A parent meeting and/or written information may be provided soon after the death to help parents respond to their children’s needs.

7.
Care should be taken to note the needs of staff members providing 
support to others.  Frequent debriefing sessions may be needed to provide additional support and to clarify objectives.

Stages of Grief and Recovery
The most commonly recognized stages of grief are as follows:

1.
Shock and initial denial.  Students may initially appear unaffected when actually they are in a state of shock and unable to accept the reality of death.  They may escape into fantasy as a means of coping.

2.
Anger.  Anger may be directed at other family members, the medical community, God (or other representation), friends, or the deceased person.  This may result in outbursts, negative statements (such as blaming) or other inappropriate behaviors.

3.
Bargaining and guilt.  Common bargaining and guilt responses include: “If only I had...” and “I promise to do...if the deceased will return”, statements.

4.
Depression.  Anger about the deceased may be internalized and result in depression.  The student may become so quiet and non-expressive that the depression may be misidentified.  The student may seek to punish himself physically and/or psychologically.

5.
Acceptance.  At this stage the student begins to accept the reality of death that cannot be altered by his/her own actions.  The student begins to re-focus energy into healthy thinking and actions.

Not all individuals experience each of these emotional responses in this order.  There is also a tendency to shift back and forth emotionally from one state to another and the length of the grieving varies with each individual.

There are essentially four tasks involved in recovery from a major loss.

1.
The first task involves accepting the reality of the loss.  It is important to encourage expression and to share ones feelings.  If memories are shared, remember to include both pleasant and unpleasant memories.

2.
The second task involved in recovery is expressing the grief and doing the grief work.  Again, it is important to encourage expression.  Often anger is expressed which is sometimes directed toward parents, self, or others.  Empathize with these feelings, respect the source and reassure that hurting is part of the grieving process and it will eventually subside.

3.
The third task involves adjusting to an environment in which the deceased is missing.  Again, explore feelings about this.  Some feel guilty about being happy at times as if they have betrayed the deceased.  All this may need to be addressed in order to get beyond 
it.  Some may withdraw, become immobilized, or feel helpless.  Their feelings can affect both social and academic spheres.
4.  
The fourth task is the withdrawing of emotional energy which was focused on the deceased and reinvesting it in other relationships.  School by its very nature can help in this regard.  School is a good environment in which to learn about new relationships, experience the process of making lasting friends and acknowledge and share feelings and memories.  School also presents a structured curriculum which supports the grieving process.

There are essentially five activities which need to be maintained by people going through a grieving process.

1.
It is important to maintain a nurturing supporting social network.  This is typically done through family, friends, or church.

2.
Maintaining adequate nutritional balance is important while going through grief.

3.
Adequate fluid intake is very essential.

4.
Maintenance of daily exercise is quite important and should be encouraged.

5.
Maintenance of daily rest, even if one cannot sleep, is important, and vital to provide the strength necessary to move through grief work.
STUDENT RESPONSE TO TRAUMA AND FIRST AID

PRE SCHOOL THROUGH SECOND GRADE

	Response to Trauma
	First Aid

	  1. 
Helplessness and passivity
	Provide support, rest, comfort, food, opportunity to play and draw



	  2. Generalized fear
	Reestablish adult protective shield.



	  3. Cognitive confusion (e.g., do not understand that danger is over.


	Give repeated concrete clarifications

	  4. Difficulty identifying what is bothering them.


	Provide emotional labels for common reactions.

	  5. Lack of verbalizations (selective mutism, repetitive non-verbal traumatic play, unvoiced questions)

	Help to verbalize general feelings and complaints.

	  6. Attributing magical qualities to traumatic reminders.

	Separate what happened from physical reminders such as the place where the trauma occurred.

	  7. Sleep disturbances (night terrors and nightmares; fear of going to sleep; fear of being alone, especially at night)

	Encourage them to let their parents know.

	  8. Anxious attachments (e.g., clinging to parents)
	Provide consistent caretaking (e.g., assurance of being picked up from school).


	  9. Regressive symptoms (thumb sucking, enuresis, regressive)

	Tolerate regressive symptoms in a time-limited manner.

	 10. Anxieties related to incomplete understanding about death; fantasies of “fixing up” the dead, expectations that a dead person will return.
	Give explanations about the physical.


THIRD THROUGH FIFTH GRADE

	Response to Trauma
	First Aid

	  1. 
Preoccupation with their own actions during the event; issues of responsibility and guilt.


	Help to express their secretive imaginings about the event.

	   2.  Specific fears, triggered by traumatic reminders.


	Help to identify and articulate traumatic reminders and anxieties; encourage them not to generalize.

	  3. Retelling and replaying of the event (traumatic play)
	Permit them to talk and act it out; address distortions, and acknowledge normality of feelings and reactions.



	  4. Fear of being overwhelmed by their feelings (of crying, of being angry)

	Encourage expression of fear, anger, sadness, in your supportive presence.

	  5. Impaired concentration and learning.
	Encourage to let teachers know when thoughts and feelings interfere with learning.



	  6. Sleep disturbances (bad dreams, fear of sleeping alone)
	Support them in reporting dreams; provide information about why we have bad dreams 


	  7. Concerns about their own and others’ safety 
	Help to share worries; reassure with realistic information. 


	  8. Altered and inconsistent behavior (e.g., unusually aggressive or reckless behavior, inhibitions)
	Help to cope with the challenge to their own impulse control (e.g., acknowledge, “It must be hard to feel so angry”).



	  9. Somatic complaints
	Help identify the physical sensations they felt during the event and link when possible.



	 10. Hesitation to disturb parent with own anxieties 
	Offer to meet with children and parent(s) to help children let parents know how they are feeling.



	 11. Concern for other victims and their families.
	Encourage constructive activities on behalf of the injured or deceased.



	 12. Feeling disturbed, confused, and frightened by their grief responses; fear of ghosts 
	Help to retain positive memories as they work through the more intrusive traumatic memories.



ADOLESCENTS (SIXTH GRADE AND UP)

	Response to Trauma
	First Aid

	  1.   Detachment, shame, and guilt.
	Encourage discussion of the event, feelings about it, and realistic expectations of what could have been done.



	  2.  Self-consciousness about their fears, sense of vulnerability; fear of being labeled abnormal.
	Help them understand the adult nature of these feelings, encourage peer understanding and support.



	  3.  Post-traumatic acting out behavior, (e.g., drug use, delinquent behavior, sexual acting out)
	Help to understand the acting out behavior as an effort to numb their responses to, or to voice their anger over, the event.



	  4.  Life threatening reenactment, self destructive or accident prone behavior.
	Address the impulse toward reckless behavior in the acute aftermath; link it to the challenge to impulse control associated with violence.



	  5.  Abrupt shifts in interpersonal relationships.
	Discuss the expectable strain on relationships with family and peers.


	  6. Desires and plans to take revenge.
	Elicit their actual plans of revenge; address the realistic consequences of these actions; encourage constructive alternatives that lessen the traumatic sense of helplessness.

	  7. Radical changes in life attitudes which influence identify formation.


	Link attitude changes to the event’s impact.

	  8. Premature entrance into adulthood (e.g., leaving school or getting married) or reluctance to leave home.


	Encourage postponing radical decisions in order to allow time to work through their responses to the event and to grieve.


Identifying Suicidal Behavior and

Appropriate Responses



Adolescent depression and suicide are major mental health problems.  Suicidal behavior can be exhibited in varying degrees, from a subtle threat of self-destructive behavior to an actual self-inflicted injury or death.  All suicidal behavior should be taken SERIOUSLY and responded to quickly and in a professional manner.



While the circumstances surrounding the situation must always be considered in organizing a response, some general guidelines are as follows:

PREVENTION



School personnel should be aware that suicide is the second largest killer of youth.

WHAT TO LOOK FOR
1.

Symptomatic clues: Social isolation, depression, disorientation, changes in sleeping and/or eating patterns, dissatisfaction (i.e., constant complaining, helpless-hopeless feelings)

a.
Observations:  Body language may suggest excessive unhappiness.  Student may remain in group, but is emotionally detached.

b.
Oral and/or written expression: “I wish I were dead,” “No one cares whether I live or die,”  “Things would be better if I 



weren’t here,” “I can’t do anything right.”  Poetry, essays, and 



art work may also reflect these feelings.

2.
Behavior clues:  Previous attempts, giving away possessions, making a will, sudden changes in personality, significant drop in grades and/or lack of interest in extra-curricular activities, risk-taking behavior resulting in accidents or injuries, preoccupation with issues surrounding death, sudden change of friends, and alcohol or drug abuse.

3.
Situational clues: End of a serious relationship, divorce or death of a parent, family financial difficulties, unplanned pregnancy, moving to a new location, effects of unemployment, and substance abuse among family members.

4.
Other significant clues:  Family history of suicide or suicidal behavior and changes in personal hygiene, recent attempted or completed suicides by others, anniversary dates of deaths, access and/or possession of drugs (prescribed, over the counter, or illegal) and/or weapons (guns, knives, ropes.)

HOW CAN I HELP

STEP 1:

Listen and hear.  Of vital importance to a person in an emotional crisis is to have someone available who will listen and hear what they are saying.  Avoid false reassurance that, everything is O.K. and never demean suicidal expressions.  Don’t be judgmental or moralizing, and don’t act horrified.  Suicide is an uncomfortable topic, but we must face it with open, honest communication.

STEP 2:


Be supportive.  Communicate genuine concern for the person.

STEP 3:

Be sensitive to the relative seriousness of their thoughts and feelings.  Inquire directly about thoughts of suicide. Clarify by asking the following questions:  Have you considered this before?  Do you have a plan?  What is your plan? Do you have a method?  When and where might this take place?  Take any suicidal complaints seriously even if expressed in a calm voice.
STEP 4:

Trust your own judgment, if you believe someone is in danger of suicide, act on by your beliefs.  Don’t let others mislead you into ignoring suicidal signals.

STEP 5:


Take Action

1. 
 Tell others - Share your knowledge with the counselor, principal, and/or school psychologists.  Don’t worry about breaking a confidence.  You may have to betray a secret to save a life.

2.  
Stay with the suicidal person - Don’t leave a suicidal person alone if you think there is immediate danger.  Stay with the person until help arrives.  Call whoever is needed; do not try to handle everything alone.

3.
Confirm and document that the parent(s) and/or appropriate agencies have been notified.

4.
Participate, when requested, in appropriate follow-up activities.

PROCEDURES FOR NOTIFYING PARENTS OF SUICIDAL BEHAVIOR

  1. 
 Parents must be notified; a conference at school is preferable to telephone notification.

  2. 
Two school staff members should be involved, as should both parents (if at all possible), and a cooperative effort to help the student should be emphasized.

  3.
Parents should be made to understand the severity of the situation and should be provided with suggestions to increase supervision, reduce the availability of lethal weapons, and assist their child.

  4.
The student should be included in all or part of the conference.

  5.
Parents may be requested to sign a form acknowledging that they have been notified that their child is exhibiting suicidal behavior.

  6.
A referral to a mental health professional in the community who has access to hospitalization is almost certainly needed.

  7.
A release of information form should be signed, so that communication between the community mental health professional and the school can take place.

  8.
Follow-up services at school should be discussed and an appointment made with the student.

  9.
Parents should be requested to keep the school informed about the outside treatment.

10.
Assistance at school should be provided to the student, no matter what the reaction of the parents is, in accordance with local and state guidelines.

VERIFICATION OF EMERGENCY CONFERENCE


I, or we, ___________________________________the parent(s)

of __________________________(student), were involved in a conference with school personnel on ______________________(date).

We have been notified that our child is exhibiting suicidal behavior.  We have been further advised that we should seek some psychological/psychiatric consultation immediately from the community.  We have been provided with a list of community services.  The school district has clarified its role and will provide follow-up assistance to our child to support the treatment services from the community.

___________________________________  ___________________

Parent or Legal Guardian                                         Date

___________________________________  ___________________

Parent or Legal Guardian                                         Date

___________________________________  ___________________

School Staff Member - Title                                     Date

___________________________________  ___________________

School Staff Member - Title                                     Date

SUICIDE

Staff Follow-Up


It is important for every school to have a clear cut policy and set of procedures in place in the event of a completed suicide.  If a plan is developed and faculty is knowledgeable of the plan before a tragedy occurs, it provides the staff with some structure and an opportunity to be proactive rather than reactive in the aftermath of a suicide.  A completed suicide may affect a single individual or large groups.  Whatever the ages or circumstances the building principal must be prepared to respond positively to the shock, grief and emotional reactions that follow the announcement of death.


Generally, when a student has completed a suicide, much follow-up activity is needed.

1.
The building principal and the building crisis team should be responsible for coordinating the intervention efforts.

2.
Emergency faculty meetings should be held.  Faculty and staff should be notified of the intervention plan.  Consideration should be given to the needs of the students and staff.

3.
Classroom meetings should be held to allow students to identify feelings of sadness and loss and to help them work through the stages of grief.  A focus of the meeting might include sharing memories.  A teacher may request that a team member be present if they feel uncomfortable in doing this.

4.
Suicide is a very delicate matter and memorials to students must be carefully considered.  Memorial activities should be reviewed by the building crisis team.  A physical memorial (plaque, tree, etc.) is not recommended.  It may mystify or glorify the event.  Large assemblies and funeral services are not recommended to be held in school facilities.  A one time event what provides some closure and a sense of having done something meaningful is appropriate (i.e., fund raising activity to support a worthy cause such as suicide prevention).  Students, particularly those close to the victim, should be consulted regarding this matter.

5.
Periodic follow-up over time with friends of the victim and other students identified as high-risk is essential for prevention of contagion.  It may take some students several days or weeks just for the shock to wear off.  The staff needs to acknowledge the shock and assume a stance of anticipatory waiting and show a willingness to talk about the suicide when the students are ready.

6.
A parents meeting might be schedules soon after the death in order to help parents know how to respond to their children’s needs.  The principal and a member of the building crisis team may visit the victim’s family at home.  The family may need assistance in identifying additional sources of support such as: local mental health facilities and appropriate support groups.

7.
The deceased’s personal belongings should be removed from the school and returned to the family.  The student’s name should be 
removed form demographic lists, school records, mailing lists, athletic lists, programs, etc.

8.  
Individual students may need continued support.  Staff members may need help in identifying those students based on observation. 

