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Emergency Operations Plan
Anchorage Public School


It is imperative that the total staff and school population be prepared for any and all emergencies.  It is the intent of this Emergency Operations Plan to cover any and all emergencies that may arise at Anchorage Public School.

Anchorage Public School is located in a region that is prone to a wide range of natural disasters. Among these are floods, tornadoes and other severe weather.  While earthquakes are less likely, it is still a possible threat. Additionally, given the close proximity of an active railway system less than 500 feet from our school, we must be prepared for an emergency of this nature.

This Emergency Plan will ensure that the children of this community will be reasonably protected in case of a natural or man-made emergency.  The welfare and safety of these children as well as employees, parents, and community patrons is the focus and rationale for the efforts in developing these procedures.

Each classroom has an Emergency Quick Reference Guide readily accessible in the event of an emergency.  This detailed Emergency Operations Plan provided in this handbook is confidential information and should not be shared with individuals not employed with Anchorage Independent School District … except where needed to instruct students, volunteers and visitors for their safety and to assist emergency responders in the performance of their duties.

Prior to the start of the school year all teachers shall:
1. Ensure exit routes are posted by the exit door of their classroom.
2. Ensure severe weather procedures are posted by the exit door of their classroom.
3. Place a copy of the class roster in the Emergency Backpack, keeping it updated throughout the school year as changes to roster occur.  Roster should include students’ emergency contact information, grade and a listing of individuals authorized in IC to pick-up each student.  Listing should additionally include any special medical instructions that are maintained in Infinite Campus.
4. Ensure Emergency Backpack is stocked with first aid supplies, working flashlight and color cards.
5. Ensure any special equipment required for assigned students is in place should students need to evacuate. 

Throughout the school year all teachers shall:
1. Control access of individuals to their classroom.
2. Keep classroom doors closed and locked during instructional time, unless doing so would impede emergency evacuation of the building by others, or unless assigned students are working in the proximity outside the classroom, whereby closing the classroom door would interfere with supervision of all assigned students.
3. Keep all lower level windows closed and locked when the classroom is empty.
4. Ensure any special equipment required for assigned students remains in place throughout the school year should students need to evacuate.
5. Replenish Emergency Backpack with supplies as needed and update Emergency Backpack class rosters and related information as changes to information occur.
6. Take the Emergency Backpack to all emergencies.

Prior to the start of the school year all administrators shall:
1. Ensure an Emergency Notebook is readily available that includes the following documents:
a. Alpha order roster of all students, including dismissal authorization information and emergency contacts.
b. Grade level printout of all special medical information for students.
c. Copy of Emergency Operations Plan.
2. Identify students who will need assistance to follow safety procedures or to exit the building during an emergency. Designate an appropriate administrator and/or assistant to assist the classroom teacher and the identified students and ensure proper equipment is in place in appropriate classrooms, if needed.
3. Provide teachers with instructions indicating exit route(s) and ensure that routes are posted by the door of each classroom. 
4. Provide all teachers/classrooms with an Emergency Backpack that contains color cards.
5. Designate a Site Administrator (SA) for each building zone and distribute information to all school staff
6. Review Emergency Action Plan with all staff.
7. Designate members of the Threat Assessment team.
8. Ensure Health Service Coordinator / School Nurse and a Health Service Coordinator / School Nurse Backup Designee understand responsibilities for bringing the following items to all evacuation and severe weather emergencies:
a. all medications in a Medications Emergency Backpack
b. student health binder
c. copy of Emergency Operations Plan 

Throughout the school year all administrators shall:
1. Take the Emergency Notebook to all evacuations and severe weather emergencies.
2. Update the Emergency Notebook information as changes to information occur.
3. At the conclusion of evacuations or severe weather emergencies, check on the well-being of all persons in designated building zones and call for emergency medical assistance if warranted.
4. At the conclusion of evacuations or severe weather emergencies, assist the maintenance director with inspecting school facilities and grounds to ensure the school campus is safe and secure.




	Anchorage Public School
 11400 Ridge Road, Anchorage, KY  40223 
(502) 245-2121    

	TELEPHONE NUMBERS


	Site Administrators (SA) 
Karen Solise                               (270) 303-1415
Kelly Haile                                  445-9810
Bart Roettger                             (859) 396-0252
Sara Wiles                                  523-7272
Kristy Clark                                269-0017
Jon Travis                                   836-8563
Jalen Phillips                             460-3144
Marie Allen                               803-5702

Office Staff - School
Karen Crawford                       767-1046
Susan Dilday                            (615) 300-3894
District Office                          245-8927

Emergency
Fire Department		     245-6755
Police Department                  244-0562
Ambulance Services/EMS	     911
Poison Control		     1-800-222-1222


	Off-Site Evacuation Locations
St. Luke’s Episcopal Church
SouthEast Christian Church

Local Hospitals
Baptist East	                   897-8100
Suburban			      893-1000
Norton Brownsboro Hospital 446-8000
       Norton Childrens’ Medical Ctr   446-5000 		

Utilities	
LG&E			     589-1444
Lou. Water Co.		     583-6610

Radio & TV Stations
WHAS Newsroom	                  582-7840
                                                   582-7238
WAVE 3 Newsroom	     561-4150
WDRB Newsroom		     585-0807
WLKY Newsroom		     893-7300

Transportation
       Miller Transportation	     368-5644
JCPS - Blankenbaker	     485-3162
       JCPS - Wilhoit                           485-8595
       JCPS - Jeffersontown	     485-3153
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BODY FLUIDS
GUIDELINES FOR HANDLING IN THE SCHOOL/WORK SETTING

The following guidelines are meant to provide simple and effective precautions against transmission of disease for all persons, including pregnant women, potentially exposed to blood or body fluids of any student. The guidelines are applicable regardless of the medical status of any individual.

I.     RISK OF CONTACT WITH BODY FLUIDS:
1.	The body fluids of all persons should be considered potentially infectious agents.
2.	The term “body fluids” includes, but is not limited to: blood, semen, drainage from scrapes and cuts, feces, urine, vomitus, respiratory secretions (e.g., nasal discharge), menstrual fluid, and saliva.
3.	Contact with body fluids presents a very low risk of infection, which is dependent on a variety of factors including the type of contact made with it.
4.  	With the exception of blood and urine, which are normally sterile, the body fluids with which one may come in contact usually contain many organisms, some of which may cause disease.	
5.  	Many agents may be carried by individuals who have no symptoms of illness.  These individuals may be at various stages of infection:
a.  	incubating disease,
b.  	mildly infected without symptoms,
c.  	chronic carriers of certain infectious agents, including HIV and hepatitis viruses.

Transmission of communicable diseases is more likely to occur from contact with infected body fluids of unrecognized carriers than from contact with fluids from recognized individuals because simple precautions are not always carried out.

II.  	PROCEDURES TO AVOID CONTACT WITH BODY FLUIDS:
1.  	Avoid direct skin contact with body fluids when possible.
2.  	Disposable gloves are in Emergency Backpacks and should also be available in at least the office of the principal, custodian, and health room. 
3.  	It is recommended that gloves be worn when direct hand contact with body fluids is anticipated (e.g., treating bloody noses, handling clothes soiled by incontinence, cleaning small spills by hand).
4.  	Hands should be washed afterwards.
5.	Contaminated materials should be appropriately disposed of according to the Maintenance Director’s instructions.

STOPPING BLEEDING 
APS believes in taking a proactive approach in dealing with the realities of life in the 21st century, which includes preparation for unthinkable situations like a tornado, earthquake, or even an active shooter. To be prepared in the event of an emergency, ​Stop the Bleed ​kits which include tourniquets, gauze and Quik Clot gauze have been placed in both AED cabinets which are located in the gym lobby and the front entrance vestibule and in a Bleeding Control kit stored in the cafeteria. Additionally, all emergency backpacks are equipped with the same items. In the event of a severe wound, bleeding control techniques can save lives. 
 
As with any medical emergency, staff should immediately call 911 and notify the Health Service Coordinator / School Nurse and administrators. If the medical emergency requires bleeding control prior to the arrival of EMS or other medical personnel, staff have access to the tourniquets and gauze to control the excessive bleeding. Staff are encouraged to review the videos and instructional materials found at the following links as needed to refresh their training in the use of gauze and tourniquets to control bleeding:
 
●            https://www.bleedingcontrol.org/resources/videos
●             https://www.bleedingcontrol.org/~/media/bleedingcontrol/files/stop%20the%20bleed%20booklet.ashx

BOMB THREAT PROCEDURES

BOMB THREATS: Most bomb threat calls are very brief; the message is stated in a few words and then the caller hangs up.  Every effort should be made to obtain detailed information from the caller such as:
	1.	Where is the bomb located? (Building, Floor, Room, etc.)
	2.	When will it go off?
	3.	What does it look like?
	4.	What kind of bomb is it?
	5.	What will make it explode?
	6.	Did you place the bomb? Yes /No
	7.	Why?
8.	What is your name?

Teacher Staff Responsibilities/Procedures:

· Notify the principal’s office providing as much detail regarding the threat as possible.
· Do not attempt to move suspicious object(s).
· Follow General Evacuation procedures as announced by an administrator, taking note that the administrator may announce for classes to modify their evacuation route.
· Report any suspicious activity or behavior to administration.
· If evacuation to St. Luke's Episcopal Church is announced:
· Refer to Off-Site Evacuation Procedures.

         
Administrative Responsibilities/Procedures:

When a bomb threat is received, the procedures to take are as follows:
· Call Anchorage Police (244-0562) and dial 911.
· Notify the superintendent’s office.
· In conjunction with first responders, determine the validity of the threat.
· Determine whether to evacuate the building.
· When a need to evacuate has been determined, announce the need for General Evacuation Procedures, designating the evacuation area, such as the athletic field or the off-site location, through a  P.A. Announcement.   Caution students and staff to not pick up or touch any strange packages or objects.
· Modify evacuation routes based on the location of the device or alleged device.
· Check and verify that all persons have evacuated all areas of the building. 
· Contact the Superintendent’s Office to coordinate media requests for information.
· Work with the Superintendent’s Office to prepare written notification of the incident to parents.
· Return to the school building when the “All Clear” is given by proper authorities.
· Send an all-call to parents after the “All Clear” is given by proper authorities.



[bookmark: _heading=h.gjdgxs]Cardiac Emergency  
Cardiac Emergency Response Team Members
· Health Services Coordinator / School Nurse - Team Coordinator
· Principal
· Assistant Principal
· School Counselor
· Athletic Director       
· Director of Special Education
· Front Desk Secretary                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           

Automated external defibrillators (AEDs) – are available in the following locations:  
· Front Vestibule to the left of the Visitor Check-in Window
· Gymnasium Lobby to right of 3rd Grade Hallway Doors
· Cafeteria Girl’s Restroom
·  Portable AED in Athletic Director’s Possession during sporting events / In AD’s office when no events are being held (when AED is not checked out).

Each AED is maintained and checked in accordance with the AED’s operating manual; a maintenance  log is maintained in the office of the Health Services Coordinator.   
 
A resuscitation kit is connected to each AED carry case. The kit contains latex-free gloves, razor, scissors, antiseptic wipes, a CPR barrier mask, and an extra set of AED pads.  Within the AED wall cabinet there is also a bleeding control kit.

Training in Cardiopulmonary Resuscitation (CPR) and AED Use
The Athletic Director is responsible for coordinating staff training; the Health Services Coordinator/School Nurse is the medical contact for CPR and AED use.

Post-event documentation completed by Health Services Coordinator shall include the following:
(1) A contact list of individuals notified 
(2) Date, time, and location of the cardiac emergency and the steps taken to respond to the cardiac emergency. 
(3) The identification of the person(s) who responded to the emergency.
(4) The outcome of the cardiac emergency. This shall include but not be limited to a summary of the presumed medical condition of the person who experienced the cardiac emergency to the extent that the information is publicly available. Personal identifiers should not be collected unless the information is publicly available. 
(5) Debriefing with  responders and providing post-event support.  This shall include the identification of aftercare services such as crisis counselors.



Protocol
Sudden cardiac arrest events can vary greatly. All staff and Cardiac Emergency Response Team (CERT) members must be prepared to perform the duties outlined below. Immediate action is crucial in order to successfully respond to a cardiac emergency. 

The Protocol for responding to a cardiac emergency is provided to all staff members within the Emergency Operation Plan; additional copies are available with the District Safety Coordinator and Health Services Coordinator.
Follow these steps in responding to a suspected cardiac emergency:

1. Recognize the signs of sudden cardiac arrest and take action in the event of one or more signs which include the following:
· The person is not moving, or is unresponsive, or appears to be unconscious.
· The person is not breathing normally (has irregular breaths, gasping or gurgling, or is not breathing at all). 
· The person appears to be having a seizure or is experiencing convulsion-like activity. (Cardiac arrest victims commonly appear to be having convulsions).
· Note:  If the person received a blunt blow to the chest, this can cause cardiac arrest, a condition called commotio cordis.  The person may have the signs of cardiac arrest described above and is treated the same.

2. Facilitate immediate access to professional medical help:
· Call 9-1-1 as soon as you suspect a sudden cardiac arrest. Provide the school address, cross streets, and patient condition. Remain on the phone with 9-1-1. (Bring your mobile phone to the patient’s side, if possible.) Give the exact location at the facility, including which door to enter if applicable, and provide the recommended route for ambulances to enter and exit. Facilitate access to the victim for arriving Emergency Medical Service (EMS) personnel.  If someone is available, assign them to wait outside to flag down EMS responders and escort them to the exact location.
· Have someone contact the front desk secretary to summon members of the Cardiac Emergency Response Team (CERT) as soon as reasonably possible.  If after school hours, call the lead CERT member directly and provide location information.

3. Start CPR
· Begin continuous chest compressions and have someone retrieve the AED.

4. Use the nearest AED in accordance with device instructions:
· Note:  The AED will only deliver shocks if needed; if no shock is needed, no shock will be delivered.
· Continue CPR until the patient is responsive or a professional responder arrives and takes over.

5.  Transition care to EMS:
· Transition care to EMS upon arrival so that they can provide advanced life support.

6. Action to be taken by Office / Administrative Staff upon being informed of cardiac event:  
· Confirm the exact location and the condition of the patient.
· Activate the Cardiac Emergency Response Team and give the exact location if not already done.
· Confirm that the Cardiac Emergency Response Team has responded.
· Confirm that 9-1-1 was called. If not, call 9-1-1 immediately.
· Assign a staff member to direct EMS to the scene.
· Ensure others are directed away from the scene to provide necessary space for responders as well as privacy for the individual.
· Notify other staff:  school nurse, school safety coordinator, principal, athletic director (if incident occurs at an athletic event), etc..
· Consider delaying dismissal, recess, or other changes to facilitate CPR and EMS functions.
· Designate people to cover the duties of the CPR responders.
· Copy the patient’s emergency information for EMS if it is accessible before being transported by EMS.
· Notify the patient’s emergency contact (parent/guardian, spouse, etc.).
· Notify faculty and students, staff, employees, and sports attendees when to return to the normal schedule.
· Contact superintendent.



Anchorage Public School 
11400 Ridge Road 
Anchorage, KY  40223   _____________________________________________________________________

Emergency Phone # 911
Anchorage Police Dispatcher:  502-244-0562
Front Desk Secretary:  2200 or 502-245-2121x2200
Cardiac Response Team Leads:  615-300-3894 (School Nurse)
                                            502-460-3144 (Athletic Director)
                                                        502-445-9810 (Principal)
                                                        859-396-0252 (Assistant Principal)

Cross Streets:  Bellewood Road and Ridge Road	    _________________________________________________________________________

AED Location:  Front Vestibule
AED Location:  Gymnasium Lobby to Right of 3rd Grade Hallway Doors
AED Location:  Cafeteria Girl’s Restroom
Portable AED:   In Athletic Director’s Possession during sporting events / In AD’s office when no events being
      		    held (If not checked out).





ZONE and FIRE EXTINGUISHER CAPTAIN RESPONSIBILITIES

The Zone Captain is in charge of an assigned  specific zone within the APS facility. The Zone Captain must recognize the presence of an emergency, ensure the evacuation of his/her area, perform a sweep of the area to ensure all personnel have been evacuated, and report the status of the evacuation to the School Safety Coordinator.  

Additional responsibilities of the Zone captain include knowing the whereabouts of all fire extinguishers in their designated area.   If an emergency exists requiring the use of a fire extinguisher, the fire extinguisher  Captain must grab the fire extinguisher and give it to the School Safety Coordinator or Zone Captain.   If unable to locate the School Safety Coordinator, the Zone Captain must be ready to operate the Fire Extinguisher if needed.   

Each assigned zone captain will assign a staff member each school year responsible for identifying and being able to operate one of the designated fire extinguishers located within the zone.  Note:   The Fire Extinguisher Captain will be assigned by the Zone Captain after agreeing to assist with the Zone Captain if an emergency takes place.  

Purple Zone Includes:  Room 115, 116, 117, 200, 207, 207A, 208, 209, 211, 212, 213, 214, 215, and Auditorium. 
FIRE EXT. LOCATIONS:
Room 114 (8th Grade Hall)
Room 200 (Secretary)
Room 212 (2nd Grade)
Room 214 ( 2nd Grade)
Room 209 (Nurse) 
Room 207 (Principal)
Auditorium Stage (West)
Auditorium Stage (East)
Auditorium Balcony

Yellow Zone includes:  Room 105, 106, 107, 108, 109, 110, 111, 114, 201, 202, 203, and 204,.  
FIRE EXT. LOCATIONS:

Room 105 (Downstairs exit to CO)
Room 107 (Art) 
Room 108 (Music)
Room 110 (Communications / SRO)
Middle School Hallway 
Room 204 (Speech) 





Green Zone includes:  Room 112, 113, 121, 122, 123, 221, 222, 223, 224, 225, 226, Cafeteria and Cafeteria Crew. 


FIRE EXT. LOCATIONS:

Room 113 (MS ELA next to small gym)
New Gym 
New Gym 
Old Gym 
Old Gym Electric Room 
4th /5th Grade Hallway 
3rd  Grade Hallway 
3rd  Grade Hallway
Kitchen
Kitchen
Cafeteria 
Cafeteria
Laundry Room 
Kitchen Storage Room 


The Blue Zone includes:  Room 118, 119, 120, 124, 125, 128, 216, 217, 218, 219, 220, 227, 228, 229, and 230. 

FIRE EXT. LOCATIONS:
Room 120 
Room 120 
3rd Grade Hallway
3rd Grade Hallway
New Gym 
New Gym 
Concession Stand
Boiler Room 
4th / 5th Grade Hallway 
Hallway outside Library
Library Computer Room 
Library 





The Peach Zone includes:  Room 100, 101, 102, 102A, 103, 103A, 104, and 104A.   

FIRE EXT. LOCATIONS:
Small Building Hallway
Small Building Hallway
Small Building Hallway
Small Building Furnace room 























EARTHQUAKE PROCEDURES

EARTHQUAKES:  There is no warning signal given to indicate an anticipated earthquake.  A rolling or shaking movement of the building or the ground presages an earthquake.  Destructive earthquakes are normally preceded by lesser tremors.

Teacher Responsibilities/Procedures:

· At first sign of Earthquake, or upon hearing a P.A. Announcement take the following precautions: 
· INSIDE the building direct students to:
· Get under a table, desk or other equipment available.
· Drop on knees with back to windows and knees together.
· Clasp both hands firmly behind the neck.
· Bury face in arms, protecting the head.  Close your eyes tightly.
· Stay there until the quake is over or instructed to leave.
· Students, teachers and/or administrative assistants with special needs should implement special duck and cover actions.  An example: mobility impaired students should know how (through practice) to get in doorways, lock wheelchair wheels and cover their head with a book, arms or hands.  If a student is unable to implement duck and cover actions on their own, the teacher should ensure that students are in position.
· OUTSIDE the building direct students to:
· Move away from buildings, structures, streetlights and utility wires moving to open space.  Remain there until further instructions are given. 
· AFTER  the earthquake is over:
· If it is evident that the building is damaged, an orderly fire drill shall be conducted to evacuate the building.  
· Students shall move to a location a safe distance from the building and remain there until given further instructions.  Refer to Fire Emergency Procedures.
· If emergency dismissal is determined refer to the Emergency Dismissal Procedures.

Administrative Responsibilities/Procedures:

· When an Earthquake has been indicated, announce the need for Earthquake procedures through a P.A. announcement.  Communicate position for students to assume.
· The custodian and/or maintenance personnel shall assist with the shutdown of the facility mechanical, electrical, water and gas systems as necessary.
· When the earthquake is over, and it is evident that the building is damaged, activate the fire drill alarm for the general evacuation of the building. 
· If the building is determined to be unsafe, begin procedures for an emergency dismissal and ensure that no one re-enters the building.


EVENT SPECIFIC 
SCHOOL SANCTIONED | NON-ATHLETIC | OFF CAMPUS

Procedures set forth in the APS Emergency Operation Plan are in place regardless of the location or purpose of a school sanctioned event.  When at a Kentucky public school or other school facility, APS safety protocol will default to that of the host institution.

GUIDELINES
1. All students have parent/guardian permission for trips.
2. All trips are adequately supervised.
3. All safety precautions are observed.
4. All trips contribute substantially to the educational program.
5. All trips allow equal access and reasonable accommodations, financial and other, for all interested students. 

TYPES OF TRIPS
· Day Field Trip
· Academic Field Trip
· Extracurricular Field Trip
· Overnight In-State Field Trip
· Overnight Domestic Field Trip
· Overnight International Field Trip


CHECKLIST
Teacher Procedures:  Before the Trip
· Consider risks (potential hazards, level of risk, risk mitigation plan)
· Become familiar with emergency procedures/protocols at the location of the event
· Gain consent 
· School District
· Guardian
· Fees
· Determine amount
· Collect
· Know your ratios
· 1 adult to 10 students
· Recruit chaperones: Make sure at least one paid staff member on the trip has medication training.
· Pack well:  Make sure you have the health and safety documents and material you will need.  Bring the following materials:
· Emergency Backpack; one per vehicle or group
· Care plans for children with special health needs
· Medications or equipment for children with special health needs
· Accurate roster
· Emergency contact information for families
· Plan to travel safely
· Busses
· Support vehicles
· Plan meals
· Plan for hygiene (example - restroom breaks)
· Plan accommodations
· Plan for easy visual identification of the group
· Review safety rules with students
· Communicate to guardians

Teacher Procedures:  On the Trip
· Use rosters
· Frequently count students
· Review safety rules
· Follow the plan for the day
· Communicate any changes to school/district
· Have a charged cell phone
· Be aware of medical needs
· Report any accidents at the time of occurrence
· Communicate with the school when departing the field trip location

Teacher Procedures:  After the Trip
· Check the roster when exiting the vehicles
· Check vehicle
· For students sleeping
· For trash and debris
· For open windows and doors
· Food and coolers are cleaned and put away
· Consent forms submitted to Records Clerk
· Reflect on the success of the trip

Administrative Responsibilities/Procedures:
· Monitor implementation of Teacher Procedures Before, On and After the Trip


FACULTY SAFETY/SECURITY PLAN

Teachers/staff are encouraged to make plans and preparations for their personal safety outside the normal school day both before the school year starts and during the academic year.  However, you should always act prudently when your own personal safety is concerned.  It is advisable to lock the door to your classroom while you are working if you are in the building alone.



FIRE EMERGENCY

Teacher Responsibilities/Procedures:

· Listen for the Central Alarm System, P.A. Announcement or a Verbal Alarm.
· Quickly close all windows.
· Take the class Emergency Backpack and exit the room. 
· Adults supervising children should exit the room last to assure that everyone is out of the room.
· Immediately and quietly take the exit route designated for the area of the building in which the employee is located and leave the building.  If the route is unsafe, take an alternate route to leave the building.
· Students and adults should move in an orderly manner, WALKING quickly and quietly to the designated exit.
· The teacher and administrative designee will be responsible for getting students with special needs to safety.
· Teachers should use color-coded cards (located in the Emergency Backpack) to indicate student count:
· Green- all students accounted for
· Yellow- we have an extra student
· Red- we are missing a student
· Immediately notify the Site Administrator (SA) of any missing students. Also, notify SA if your class exited the building from a different location than assigned.
· Remain outside until notified to return. If emergency dismissal or evacuation to another site is announced follow the procedures in the appropriate section.

Administrative Responsibilities/Procedures:

· When necessary, activate the fire alarm.
· Call 911.
· Check and verify that all persons have evacuated all areas of the building.
· Communicate “All Clear” message when it is safe to return to the building or communicate the need to proceed with either emergency dismissal through an Emergency Operations Center (EOC) or an evacuation to another site location.




INTRUDER/HOSTAGE/ACTIVE SHOOTER EMERGENCY

In order to have a safe and secure school for all students and staff, all employees should always be on alert for potential problem strangers and report it to the office.  It is the responsibility of all school personnel and students to assist in providing a safe learning environment. Visitors should sign-in at the office to acknowledge their visit and to receive permission to be about the building.  All visitors are expected to wear appropriate name tags.


Teacher and Staff Responsibilities/Procedures:

· If a staff member sees a visitor without a name tag, they shall either escort that person to the office or contact the office about the presence of the individual.  When possible, staff shall maintain contact with the unidentified person. In the event of immediate danger, call 911.  Additionally, if a staff member sees a visitor who appears to be lost or wandering, they should contact the office to inform them of the person, the nature of the situation, the location, and any other pertinent information.   While appropriate decorum is expected in approaching visitors, all non-employees are expected to comply with guidelines regarding sign-in and identification tags.
· Listen for the P.A. Announcement or a Verbal Alarm.
· Upon announcement of a lockdown:
1. Each teacher is to assure that their pupils are in the room.  
2. Staff that are not in classrooms at the time of the lockdown announcement should report to the nearest available classroom or staff office, look into the hallway and put any students remaining in the hall in the classroom or office.
3. ALL doors are to be closed and locked.
4. Turn off the lights in classrooms and offices.
5. While in the room, students and teachers should be away from the door and windows, sitting on the floor.
6. Windows and blinds in all rooms are to be closed, including blinds installed on classroom doors and interior-facing windows, where applicable.
7. All doors should remain locked; doors should not be opened for any reason. Authorized personnel have access to classrooms and offices so they will not have a need to request a door be opened. 
8. Personnel and students remain stationary, and quiet until an “All Clear” is given by  law enforcement.

Administrative Responsibilities/Procedures:

· Call Anchorage Police (244-0562) and dial 911. 
· Presence of an intruder will be indicated with a P.A. Announcement or notification by an administrator that there is reason to lockdown the classrooms. 
· Students not in classrooms will be taught to seek shelter in the first available safe location.
· Coordinate with emergency personnel upon their arrival.
· Coordinate with police to notify teachers when lockdown is cleared.

 MEDICAL EMERGENCY

Teacher Responsibilities/Procedures:

· Assess the situation.
· If injury or medical condition is life threatening, call 911.  After calling 911, report injury/medical condition to the school secretary who will contact the Health Service Coordinator / School Nurse and connect with first responders.
· Depending on the severity, provide immediate first aid.
· If injury/medical condition warrants medical attention, contact the Health Service Coordinator / School Nurse.
· Complete an incident/accident report and submit to the Health Service Coordinator / School Nurse.
· Coordinate with nurse regarding communication with the parent/guardian. 
· Note:  Emergency medications (epi pens, glucagon, etc. ) are located in the nurse's office. 

Health Service Coordinator / School Nurse Responsibilities:

· Coordinate with the teacher to contact parents/guardians to inform them of injury/medical condition and to advise as appropriate for follow-up services.
· Complete appropriate documentation and log parent/guardian contact in Infinite Campus (IC).
· Provide parent with student accident insurance forms if applicable.
· Notify school administrator if outside medical services are recommended or provided. 



PUBLIC ASSEMBLY EMERGENCY PREPAREDNESS

A public assembly is a meeting with an occupant load of three hundred or more persons that are gathered in one area or place in a building.
A.	Action to Be Taken Before Emergency Occurs:
1. Principal or designee will see that employees or other personnel serving at a public event are instructed and drilled in the duties they are to perform during an emergency evacuation.  Records of training shall be kept in the principal’s office and made available to any fire code official upon request.
2. Principal or designee shall be responsible for ensuring that the posted occupant load is not exceeded.
3.	Principal or designee shall check all exits before the public arrives to assure that all exits are clear and unlocked from the inside.
4.	Vaping, smoking or the use of matches and lighters shall not be permitted anywhere on school grounds.
5.	Flashlights shall be made available to employees in order that they may assist occupants in the evacuation in case the normal lighting and or the emergency lighting fails.
6. 	Prior to the beginning of an event the public address announcer will point out emergency exits and the need for aisles and exits to be kept open and/or written notice will be provided for emergency exits and aisles to be kept open. 
7.	Any fire will be reported by activating the alarm system.  An announcement on the public address sound system will be used to explain the problem.  Security and attendants will assist in providing an orderly exit.  Call 911.
8.	All assembly activities are supervised by the principal or designee.  Designated school personnel in attendance will:
	a.	Assist with crowd control.
	b.	Determine when occupant load is reached.
	c.	Be available for emergency situations.
	d.	See that emergency evacuation procedure is announced to the audience.
9.	Inspect fire alarm system and emergency lighting before the beginning of all scheduled events.
10.	The principal or designee shall provide traffic control before and after an event if deemed necessary.

B.	When Emergency Occurs:
1.	The principal or designee shall implement building evacuation procedures.
2.	Personnel who have been designated shall assist with flashlights during evacuation.
3.	Alert others who may have remained in the building that the building is to be evacuated.
4.	Call Anchorage Police (244-0562) and dial 911, if necessary.
5.	Guide emergency vehicles to proper entrance.
6.	In the case of a power failure, contact Louisville Gas and Electric at 589-3500.  Attempt to ascertain the length of time of outage.
7.	Implement your plan and keep people calm while moving toward lighted exits.
8.	Keep people informed to prevent any panic situation.
9.	Follow an emergency evacuation; internal security will be monitored by school personnel in accordance with the severity and nature of the event.

PUBLIC HEALTH EMERGENCY
School Levels of Response to a Pandemic Infectious Disease Event


[image: ]
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	[bookmark: _heading=h.7iz9rr1ibexz]Pandemic Infectious Disease Level of Response Chart

	World Health Organization Phases
	Federal Government Response Stages
	LMHW Response
	AISD 
Levels of Response

	INTER-PANDEMIC PERIOD

	1
	No new virus subtypes have been detected in humans.  A virus subtype that has caused human infection may be presented in animals.  If present in animals, the risk of human disease is considered to be low.
	0
	New domestic animal outbreak in at-risk country
	On-going Community Emergency Preparedness
	1
	On-going Operational Community & District Emergency Preparedness

	2
	No new virus subtypes have been detected in humans.  However, a circulating animal influenza virus subtype poses a substantial risk of human disease.
	
	
	
	
	

	PANDEMIC ALERT PERIOD

	3
	Human infection(s) with a new subtype, but no human-to-human spread, or at most rare instances of spread to close contact.
	0
	New domestic animal outbreak in at risk-country
	
	
	

	
	
	1
	Suspected human outbreak overseas
	
	
	

	4
	Small cluster(s) with limited human-to-human transmission but spread is highly localized, suggesting that the virus is not well adapted to humans.
	2
	Confirmed human outbreak overseas
	Maintain, update and disseminate HHS, CDC, and other public health data
	2
	Mitigation and Prevention

	5
	Larger cluster(s) but human-to-human spread still localized, suggesting that the virus is becoming increasingly better adapted to humans, but may not yet be fully transmissible (substantial pandemic risk).
	
	
	
	
	

	PANDEMIC PERIOD

	6
	Pandemic phase:  increased and sustained transmission in the general population.
	3
	Widespread human outbreaks in multiple locations overseas
	
	3
	Advance Precautions

	
	
	4
	First human case in North America
	Implement local community health emergency response plans
	4
	Surveillance, Reporting & Heightened Awareness

	
	
	5
	Spread throughout United States
	
	5
	Preparation for Possible School Closure

	
	
	
	
	
	6
	Public Health Emergency / School Closure

	
	
	6
	Recovery and preparation for subsequent waves
	Recovery
	7
	Recovery





Pandemic Infectious Disease Response Plan (PIDRP)
 
Level 1:  Ongoing Health Emergency Preparedness
 
Anchorage Independent School District (AISD) has established ongoing procedures to prevent the spread of infectious diseases.
 
●	Classrooms and offices are disinfected on school nights using electrostatic spraying technology.
●	Doorknobs, water fountains, handrails, and frequently touched surfaces are wiped down each school night with disinfectant solution.
●	All classrooms and select common areas are equipped with 70% plus alcohol based hand sanitizer so students, staff and visitors can add an extra layer of protection to their regular hand-washing routine.
●	Health Service Coordinator / School Nurse attends to the medical needs of students as they occur, with parents of students exhibiting a temperature contacted to take students home.  Students that are ill will be asked to wear a face mask if there are no preventing health conditions and will be isolated from other students in a comfortable, monitored and well ventilated area.
●	Students are instructed in measures to prevent the spread of germs.
●	Best practices for prevention of spread of infectious diseases is promoted through School News at least once annually.
●	Command structure is in place to work directly with the community's health departments to mitigate the adverse impact of an infectious disease event.
●	REACH Alert communication system is in place to send emergency communications to staff and parents.
●	Adequate stock of cleaning and health supplies is maintained.
●	Host an annual staff influenza immunization program for seasonal flu.
●	Avoid creating situations that promote spreading an illness, such as sharing eating utensils, drinking cups, etc.
●	All non-food deliveries are dropped off on the loading dock, to eliminate the need for delivery drivers to enter any buildings.
 
 
Level 2:  Mitigation and Prevention
 
World health officials are concerned that a specific infectious disease could mutate and possibly cause a global/local pandemic outbreak and/or that an infectious disease for concern of spread has been confirmed in other countries.

●  The superintendent, Health Service Coordinator / School Nurse and safe schools coordinator will initiate discussions as to the infectious disease 
world events and will initiate a review of the AISD Pandemic Infectious Disease Response Plan.
●  AISD will work with LMPHW and other state health authorities for declaring a public health emergency and 
identifying key health officials that will work with AISD to activate the levels of the AISD PIDRP.
●  Communication links between all supporting agencies will confirm that a heightened awareness is in effect and that 
the system is ready to respond if further developments warrant such a response.
●  A review of the district’s emergency response and PIDRP will be conducted for necessary revisions. This review will 
be ongoing with revisions in the plan posted by date.
●  Schoolwide health surveillance will be increased, and student absences will be monitored to better detect patterns 
related to a potentially pandemic infectious disease.
●  AISD will purchase additional health resources and supplies as required.
●  Student training on the prevention of diseases through hygienic disciplinary practices, such as washing hands 
thoroughly, covering mouth when sneezing/coughing, and receiving health care, will be emphasized.
●  Health Service Coordinator / School Nurses and staff will be informed in symptom recognition. Health Service Coordinator / School Nurses and staff will look for any known 
indicators and changes in behavior.
●  AISD superintendent and maintenance director will review housekeeping practices, policies, and supplies to 
determine the need for revisions and staff development on maintaining clean and sanitized school environments.
●  Handwashing by all staff and students with non-medicated soap will be promoted.  Alcohol-based hand sanitizer will 
be available for use where soap and water facilities are not readily available.
●  All non-food deliveries will be sprayed with disinfectant prior to bringing them inside the building.
●  Superintendent, Health Service Coordinator / School Nurse and safe school coordinator will identify locations on the school campus where a 
student or staff member who demonstrates symptoms of the potentially pandemic infectious disease can be safely 
placed while waiting for transportation home. The locations selected should be ones that minimize return 
ventilation/exposure to the larger facility and that is stocked with hand and respiratory hygienic products.  Students 
with no preventing health conditions will be instructed to wear a face mask.
●  AISD will institute the use of an active illness recognition and management program that encourages and expects 
employees and students to remain at home when they demonstrate respiratory illness symptoms, including fever with 
a cough, runny nose, body aches, and/or diarrhea.
 
Level 3:  Advance Precautions

The World Health Organization or the CDC reports a case of human-to-human transmission of a potentially pandemic infectious disease within the United States but not in the state of Kentucky.  Event planning is implemented when sustained person-to-person transmission has been identified outside of the immediate vicinity. A heightened alert, preparedness to respond, and surveillance are initiated and maintained until the district is notified by LMPHW.
●  A heightened level of awareness, coupled with additional precautionary measures, will be initiated by the 
superintendent through key staff members (principal, counselor, food service staff, Health Service Coordinator / School Nurse, custodial staff, 
maintenance director, safe schools coordinator, etc.). School staff will be directed to initiate additional precautionary hygienic measures to prevent the spread of the potentially pandemic infectious disease or other diseases and detect the possibility of related cases within our school and community.
●  The superintendent, Health Service Coordinator / School Nurse and safe schools coordinator will review the AISD PIDRP for possible full 
implementation by reviewing information coming from the state and local officials, the LMPHW and the CDC. As 
appropriate, daily updates, information, and briefings will be provided to key AISD staff with a review of roles and 
responsibilities in the event of an outbreak within the local community.
●  All USPS letter mail will be sprayed with disinfectant prior to distribution to staff mailboxes.
●  Parents/Guardians will be: 
· Provided with current information as to the level of concern related to the potential pandemic infectious disease cases occurring in the United States.
· Reassured that the AISD PIDRP is in place to further protect their children and the community in case of a local occurrence. 
· Provided with hygienic precautionary measures for school-age children.
· AISD will institute an increase in disinfectant processes in all buildings.
· AISD will consider whether there should be restrictions on out-of-county/state travel.



 
 
Level 4:  Surveillance, Reporting & Heightened Awareness
 
State officials and/or LMPHW notifies the district of suspected cases of a potentially pandemic infectious disease within the state of Kentucky.

●  Intensify monitoring processes to assist LMPHW in the detection of infectious disease incidents via the Health Service Coordinator / School Nurse.
Follow the established communication linkage (see flowchart) to transmit accurate information as related to the detection of potentially pandemic infectious disease incidents/cases.
· Confirm that the school is prepared to implement the district’s PIDRP and that the school is ready to implement isolation procedures for students and staff who demonstrate potentially pandemic infectious disease symptoms, including granting Sick-Day Leave and excused absences. Make arrangements for the immediate transportation to their homes via private vehicles if warranted. All staff coming into contact with infected individuals will take precautions and practice other hygienic measures to minimize their exposure to the potentially pandemic infectious disease.
· Inform parents/guardians and students as to the importance of good hygiene practices, the importance of staying home when sick, their important role as parents, and the seriousness of a major pandemic infectious disease outbreak.
●  Consider restricting and/or canceling out-of-county/state travel via district activities, conferences, etc.
●  Consider restrictions/limitations on public assembly activities.

[image: ]

Level 5:  Preparation for Possible School Closure

State government or local health officials will notify AISD if there has been a confirmed pandemic infectious disease case in Jefferson County or nearby areas.
· As directed by LMPHW, AISD will immediately relay accurate information as to the nature of the pandemic infectious disease to key AISD personnel and other community partners/agencies. Community and school personnel will endeavor to keep the public informed and calm as steps to treat and contain the outbreak are initiated. 
· The AISD superintendent, communications coordinator, Health Service Coordinator / School Nurse and safe schools coordinator will continue to implement plans to keep students, staff, parents, and the public updated with accurate information pertaining to the pandemic infectious disease incident. All key community and personnel will be kept informed through communications organized in response to a Level-5 pandemic infectious disease emergency. 
· Temperature scans of all visitors to the school will be conducted if warranted, with those recording a temperature of 104. degrees or greater denied entry.
· Ongoing contacts will be maintained between the state department of health, LMPHW, and key AIDS personnel in preparation for school closures and the possible mobilization of other resources, such as the distribution of food via the Food Service Department. 
· The school will be prepared to furnish contact lists of students to the LMPHW to trace possible contacts with infected students and staff. AISD will provide emergency contacts for each student and staff member if requested. Procedures will be established by administrators to expedite the process of contacting parents/guardians regarding possible exposure. 
·  AISD will consider restricting and/or canceling out-of-county/state travel via district activities, conferences, etc.
· Isolation plans will be implemented for all staff and students who demonstrate pandemic infectious disease symptoms by arranging transport home or to a health service center as soon as possible.
· Institute the most rigorous cleaning policies and practices, and instruct students as to precautions related to spreading the pandemic infectious disease.

Level 6:  Public Health Emergency/School Closure

Federal and/or state officials or LMPHW mandate school closures.

· AISD will activate school closure procedures in consultation with state officials and/or LMPHW. Level 6 of the AISD PIDRP is initiated.
· School closure will be announced via staff & parent REACH alerts and school news, and will be posted on the main entries of the school and district office buildings.
· Plans will be implemented for continuing educational opportunities, such as AISD non-traditional instruction through correspondence via U.S. mail, instructional packet pick-up and online resources, to the extent possible.
· Throughout the closure, staff and parents will be kept informed of ongoing developments via staff & parent REACH alert system, school news emails and web page.
· In the event of a case occurring at a school location, the premises will be secured from outside non-essential contacts and visitors. 
· As directed by the Kentucky Department of Education (KDE) and in collaboration/consultation with state officials and/or LMPHW, the district offices may close to strictly guard against the spread of the infectious disease.
· AISD resources will be made available to other local agencies responsible for the implementation of the community’s response to a pandemic disease incident where feasible without endangering AISD staff as directed by federal/state agencies and/or LMPHW. The LMPHW and/or CDC will determine the appropriate personal protective equipment (PPE) for AISD to use when school facilities must be opened for the implementation of a community response.
· The superintendent will maintain minimum staff onsite for maintenance, essential functions and security purposes. 

Level 7:  Recovery

Federal and state officials notify AISD that the pandemic disease incident has abated and schools can be reopened. 
· School will reopen and upon the individual release by health officials, a person exposed to the pandemic infectious disease may return to work or school. School personnel should note the number of days that a person can remain infectious up from when he or she first displayed symptoms.
· The symptoms of grief and trauma related to the deaths of friends and family members will be addressed by the appropriate school and community support personnel for the period of time necessary for recovery. The district and community will mobilize the Crisis Recovery Team as needed to support the emotional health of families and children and their long-term recovery from the pandemic infectious disease incident.
· Schools will institute and maintain Level-3 rigorous cleaning policies and practices and instruct students as to precautions related to spreading the pandemic infectious disease.
· Debrief appropriate staff and students as required.
· Review and debrief the AISD’s response to the pandemic infectious disease emergency, critique its successes and shortcomings, and revise policies and procedures as necessary. 


RELEASING STUDENTS FROM SCHOOL

Teacher and Staff Responsibilities/Procedures:

· No child is to be released to leave school without authorization from the office.  Parents/guardians are required to request their child from the school office, sign the child out, and remain there for the child to come.  Only those persons who are listed as emergency contacts on the student information form signed by the parent/guardian, or designated through PikMyKid, are authorized to pick up a child from school. 

Administrative and Front Desk Secretary Responsibilities/Procedures:

Whenever a child is to be picked up at school, the following steps are to be taken:
· While the person waits, identify the child through the official listing in Infinite Campus (IC) or official IC printout that includes emergency flag information.  If the computer listing of the student in Infinite Campus is accompanied by a “Transportation Flag” or other emergency flag, that indicates there is a custody or a transportation restriction, adhere to those restrictions.  If there is no Flag, but there is any concern that a restriction may be in place, contact the principals or counselor for guidance prior to releasing the student.
· If there is no restriction or the restriction does not affect the release of the child, verify the identity of the person, confirm their authority to have access to the child and call the child to the office.  The person is then asked to sign the child out giving the date, time, child’s name and their name.  The person waits for the child to come to the office to leave.  If the child seems in any way confused or hesitant to leave, hold the child and call for either the principals or the counselor.  Otherwise, the child is released to leave.
· If the person asking for the child is restricted from access to the child or is not authorized to pick up the child, call for either the principals or the counselor.  Only those persons who are listed as emergency contacts on the student information form signed by the parent/guardian, or delegated through PikMyKid, are authorized to pick up a child from school.  The principal/counselor will then make those contacts necessary to release the child or will refuse to do so.  In the event of any difficulty during this that may cause concern, emergency procedures are to be initiated.  This may also include notification of appropriate law enforcement agencies.



SEVERE WEATHER EMERGENCY

Prior to a weather related emergency, communicate position for students to assume during such an event:  face the wall in the safe area, cross legs, sit flat on the floor and cover head and neck with folded arms, or down on knees, lean forward with head and neck covered by folded arms. This position is very uncomfortable and should be used for only a short time.

Teacher Responsibilities/Procedures:

· Listen for a P.A. Announcement or a Verbal Alarm.
· Take the class Emergency Backpack and exit the room. Adults supervising children should exit the classroom last to assure everyone is out of the room. 
· Quietly proceed to the assigned area of the building. Have students take appropriate position as directed by the SA.
· The teacher and administrative designee will be responsible for getting students with special needs to safety.
· Students are to remain silent and listen for further verbal instructions and for the “All Clear”.


Administrative Responsibilities/Procedures: 

· Provide each classroom a designated safe area.
· When severe weather has been indicated, initiate a severe weather emergency through a P.A. Announcement.
· Check and verify that all persons are in the designated safe areas.
· Communicate “All Clear” message when it is safe to return to the classroom or communicate the need to proceed with either emergency dismissal through an EOC or an evacuation to another site location.



THREAT ASSESSMENT TEAM

Annually the District School Safety Coordinator will designate members of a school safety and security threat assessment team (Threat Assessment Team) to include the school counselor and assistant principal.  

The purpose of a team is to identify and respond to students exhibiting behavior that indicates a potential threat to school safety or school security. Threat Assessment Team members, including any members who are not school District employees, are designated as “school officials” for purposes of the Family Educational Rights and Privacy Act (FERPA), and as such may access student records to the extent necessary in connection with the work of the team, in accordance with FERPA and Board Policy.

Threat Assessment Team activities and any responses undertaken or recommended by a team, do not negate or override applicable disciplinary procedures or action under Board policy or the Code of Acceptable Behavior and Discipline or legal reporting requirements.

These procedures offer a starting point when addressing possible school-violence, but are not intended to be a script or to be implemented in rote fashion. At all times it is expected that the Threat Assessment Team will use professional judgment in assessing and addressing potential threats to safety. It is essential to use “warning signs” and other materials responsibly. The processes described herein offer an opportunity to help maintain school safety by identifying and referring individuals who need help. They are not intended to encourage school-wide student profiling, labeling or stigmatizing of individuals.

Teacher and Staff Responsibilities/Procedures:

· In the event of immediate danger:
· Call 911 and follow Intruder/Hostage/Active Shooter Procedures.
· In the event “warning signs” are observed, but there is not an imminent risk:
· [bookmark: _heading=h.30j0zll]Immediately complete a Threat Assessment Referral Form and submit in person to the school principal.
[bookmark: _heading=h.1fob9te]
Principal Responsibilities/Procedures:

· In the event of immediate danger:
· Call Anchorage Police (244-0562), dial 911 and follow Intruder/Hostage/Active Shooter Procedures.
· [bookmark: _heading=h.3znysh7]In the event “warning signs” are observed or reported, but there is not an imminent risk:
· Activate appropriate members of the Threat Assessment Team.
· If warranted, report to law enforcement and administer school discipline procedures.
· Implement Action Plan developed by the Threat Assessment Team.




Threat Assessment Team Responsibilities/Procedures:

· Gather additional relevant information in a lawful manner.
· Appropriate member(s) of the Threat Assessment Team or their trained designee should interview the individual of concern.  In some instances this may be an outside mental health provider.
· If necessary, notify Anchorage Police (244-0562) and dial 911.
· Notify the Superintendent.
· Contact parents or legal guardians and obtain a release of information to exchange information between agencies if appropriate.
· Review warning signs, risk factors, precipitating events, stabilizing factors by completing Threat Assessment worksheet.
· Make recommendations to parents to seek appropriate mental health services.
· Determine the classification of the threat.
· Develop an action plan according to the determined level of risk.
· Document referrals, actions taken, follow-up plans, etc..
· Develop a plan to monitor student’s response to actions taken, a “return to school plan” and to review new information as it becomes available



TRAIN AND CHEMICAL MATERIALS SPILL EMERGENCY

Teacher Responsibilities/Procedures:

· Listen for P.A. Announcement or a Verbal Alarm.
· If it is determined that staying inside the building is needed:
· Close windows and doors and remain inside and wait for further instructions (verbal or intercom)
· If evacuation to an off-site location is announced:
· Refer to Off-Site Evacuation Procedures: Transportation Required
· If general evacuation of the building is announced:  
· Refer to General Evacuation Procedures.


Administrative Responsibilities/Procedures:

· When a Train Emergency has been indicated, announce the need for Train Emergency procedures through a P.A. Announcement.
· Call Anchorage Police (244-0562) and dial 911 to contact the fire department.
· Follow fire/police recommendation for appropriate response; remaining in building, general evacuation, or off-site evacuation and follow appropriate procedures for the response.



EVACUATION:  ON-SCHOOL PREMISES

Teacher Responsibilities/Procedures:

· Unless it is obvious evacuation is necessary, wait for communication from administration before exiting.  
· Take the class Emergency Backpack and exit the room; adults supervising children should exit the room last to assure that everyone is out of the room.
· Exit the building according to the Fire/General Evacuation plan. Be aware of exits that can be used if the normal exit is blocked for any reason.
· Exit Routes/Disaster Locations are posted by each classroom door to indicate emergency procedures. Each classroom is supplied with an Emergency Backpack, which includes this plan.
· Report to designated Safe Zone and complete the Student Accountability Check with Site Administrator.
· If directed, move to the Emergency Operations Center (EOC) and stay in class sections. The Site Administrators will communicate next steps and perform their responsibilities.

Administrative Responsibilities/Procedures:

· Notify staff and students of evacuation through intercom or verbal announcement.	
· Contact appropriate emergency personnel.
· If needed, establish EOC on school athletic field
· Designate EOC location with an orange flag and verify that all persons have evacuated all areas of the building.
· Communicate one of the following:
· All Clear when it is safe to return to the building 
· Emergency Dismissal through an EOC 
· Evacuate to St. Luke's or another off site location 




EVACUATION:  OFF-SCHOOL PREMISES - Walking Distance

Location:  	St. Luke’s Episcopal Church 
				1206 Maple Lane
				Anchorage, KY  40223

Teacher Responsibilities/Procedures:

· Listen for P.A. Announcement or a Verbal Alarm.
· Take class Emergency Backpack and move classes to General Evacuation Safe Zones.  
· Students line up in double file, and proceed to designated off site location (St. Luke's) at the direction of the Site Administrator adhering to the following routes:  
· Purple & Yellow Zones travel via Ridge Road
· Green, Blue & Peach Zones travel  via Bellewood Road
· Remaining staff members will check the building and exit following the students.
· Classes stay in a group with their teacher.
· If there is a student with disabilities in the classroom or area during an emergency (or drill), the teacher and administrative designee will be responsible for getting the student to safety. 
· Once assembled at an off-school site, each teacher should again take a head count and report to the principal.  Missing students will be reported to the Site Administrator.
· No one will be allowed to return to school without permission from the Anchorage Fire/Police Chief.

Administrative Responsibilities/Procedures:

· If an off-site evacuation is determined necessary, the administration will announce this on the intercom and specify which off-site location will be utilized.
· Site Administrator will coordinate setting up the Emergency Operations Center (EOC) at St. Luke's Episcopal Church Elementary.
· Superintendent will coordinate efforts with the emergency agencies.




EVACUATION:  OFF-SCHOOL PREMISES - Require Transportation

Location:		SouthEast Christian Church
				920 Blankenbaker Parkway
				Louisville, KY 40243

Teacher Responsibilities/Procedures:

· Listen for P.A. Announcement or a Verbal Alarm.
· Take class Emergency Backpack and move classes to General Evacuation Safe Zones.  
· Teachers will account for all students and communicate with Site Administrator
· Students will board school buses adhering to the following:  
· Purple & Yellow Zones board buses from Bellewood Road
· Green & Blue Zones board buses from Back Carpool
· Remaining staff members will check the building and exit following the students.
· Classes stay in a group with their teacher.
· If there is a student with disabilities in the classroom or area during an emergency (or drill), the teacher and administrative designee will be responsible for getting the student to safety. A handicap accessible bus will be in the Back Carpool. 
· Once assembled at an off-school site, each teacher should again take a head count and report to the principal.  Missing students will be reported to the Site Administrator.
· No one will be allowed to return to school without permission from the Anchorage Fire/Police Chief.

Administrative Responsibilities/Procedures:

· If an off-site evacuation is determined necessary, the administration will announce this on the intercom and specify which off-site location will be utilized.
· Site Administrator will coordinate setting up the Emergency Operations Command Center (EOC) at SouthEast Christian Church.
· Superintendent will coordinate efforts with the emergency agencies.



EMERGENCY OPERATIONS CENTER - (EOC)
The EOC will be on the soccer field under an orange flag when evacuation is necessary, unless it is determined and communicated that another location is more appropriate given the circumstances.

1.	This is the Command Post. All emergency supplies will be brought to this assembly area.  Signs will be posted for student checkout, medical assistance, and information accumulation and dissemination.
2.	Students will be dismissed to parents using the master student roster in the Emergency Notebook.  The school bookkeeper, technology coordinator, front desk-secretary and district office secretary are responsible for the following:
· summoning students to the via two-way radio (a school staff floater will escort students from their class section to the Sign-Out Area)
· verifying by means of student roster that the adult is authorized to pick-up the requested student
· verifying the identity of the adult picking up any students by means of photo identification if necessary
· ensuring that all adults cleared to pick-up a student sign them out at their time of departure; the authorized adult will be required to sign a student out next to their name on the master student roster.  The master roster will be split into two to three sections, by alphabet, to allow for operation of two to three sign-out stations by first letter of last name of student.
· When possible, students may be dismissed by any staff member from the PIkMyKid Kidio Reunification app.

4.	Because of damage to transportation routes or possible injuries to parents, it may be necessary to provide up to 72 hours shelter and care to some students. The offsite location will be posted on the school doors if this becomes necessary and will be communicated via REACH Alert.
5.	When site evacuation is necessary, the Site Evacuation Team will decide where students will go. Information will be left at the school and communicated via REACH Alert.

The Directors of Operation at the Emergency Operations Center will be the Superintendent, Principal and the Assistant Principal.      

Teacher Responsibilities/Procedures:
Immediately after the imminent threat subsides (in any emergency situation - fire, severe weather, intruders, train derailments), teachers should note their following responsibilities:
1.	Determine as well as possible the extent of any injuries.
2.	Determine need to call for medical assistance.
3.	Take roll and report class status, including status of assigned staff, to the Operations Director located at the EOC.  Account for all students and adults.
4.	Stay with class to supervise, inform, and reassure students throughout the duration of the emergency.
5.	Assist the school counselor in emotional response activities.

Directors of Operation Responsibilities/Procedures:
1.	Provide instruction to employees regarding procedures to be followed in the event of an emergency.
2.	Assist and instruct employees during an emergency evacuation or other necessary action.
3.	Assist Maintenance Director in shutting down mechanical and electrical equipment as necessary.
4.	Assist the secretary in setting up telephone communications as needed after reporting to appropriate authorities.
5.	Log communications, decisions, and actions; post current status information; and prepare a report following the emergency.
6.	Be prepared to meet neighbors, parents, rescue personnel and the press with directions and information.

Maintenance Director Responsibilities/Procedures:
1. Conduct hazard assessment prior to an emergency and damage assessment after an emergency. 
2. Assess potential hazards along evacuation routes to alert teachers and adults to use caution.
3. Shut down mechanical and electrical equipment as necessary.
4. Secure building immediately following an evacuation.
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EMERGENCY DISMISSAL:  FROM ANY LOCATION

Teacher Responsibilities/Procedures:

· Teachers will use the class roster from their Emergency Backpack and/or PikMyKid Kidio Reunification app for information on dismissal of students.
· Students will be released only with adults listed on the emergency forms or designated within PikMyKid Kidio Reunification app.
· Teachers are to record students who are released and their destination and report to the Operations Directors.

Administrative Responsibilities/Procedures:

· Announce the need for emergency dismissal.
· Ensure that all students are safe and have been signed out by an authorized person.



EMERGENCY DISMISSAL: FROM OFF-SCHOOL PREMISES

Background Information & Designations
· Student database can be accessed remotely over the Internet.
· Two designated staff members bring their private vehicles to all off-site emergency evacuation events in order to provide individual student transport away from the evacuation site should the need arise.  Transport of any student out of the emergency evacuation site requires approval by a school administrator (superintendent, principal, assistant principal, special education director, school counselor, or finance officer).
· Only the superintendent and finance officer or their designee are authorized to speak with the media.
· The assistant principal is designated as the lead communicator with law enforcement and emergency personnel.  The principal is her back-up.
· All school personnel are required to wear photo identification badges at all times which will identify them to emergency personnel, evacuation site employees/volunteers and parents.
· The school district has an emergency notification system which allows for enrolled employees, parents, guardians and nannies to receive emergency notifications via text, email, landline call and/or cell phone call.  Messages are delivered within just a few minutes, sometimes within seconds.  Messages can be sent from either a computer or laptop with Internet access or from an operable smart phone.  Only the Anchorage Police dispatcher, principal, assistant principal, finance officer or superintendent are authorized to approve a message being sent to parents and/or employees.  The superintendent, principal and technology coordinator are able to utilize the system to send messages.
· The superintendent, technology coordinator and principal bring laptops and appropriate chargers with them to all evacuation events.

Evacuation Procedures
· Through practiced evacuation procedures, students collect by class section once they are a safe distance from the school.  The lead teacher of each class section takes roll.  Two-way radios are used to locate any missing students and/or to confirm that a missing student was absent from school at the time of dismissal.  If any students are determined to be ‘missing’ law enforcement and parents are notified.
· In the event of an emergency evacuation requiring students to be transported outside of the city of Anchorage, and beyond St. Luke’s Episcopal Church, students will be transported by JCPS school buses to alternate locations deemed appropriate.  In the event that JCPS is also in an emergency situation and cannot provide transportation, private transport will be acquired.  
· A school administrator immediately contacts JCPS and/or private transport companies and the designated evacuation facility to inform them of the situation and to coordinate student transportation and timing of student arrival.
· Students will be organized on buses by class sections when the evacuation took place. Lead teachers will conduct a roll call, using their class lists, to ensure that all students from their class are on the bus.  *Each kindergarten through fifth grade section will be accompanied by at least two adults, including one certified teacher.  *All sixth through eighth grade class sections will be accompanied by at least one certified teacher.  *No class section will exceed 20 students.
· Upon arrival at an off-site evacuation location, students will exit buses and be organized within the facility by class section, with assigned staff members remaining with the students throughout the evacuation period.  
· Emergency notification system will be used to communicate messages to parents and/or staff as needed throughout the evacuation event.
· Upon arrival the Health Service Coordinator / School Nurse attends to ensuring that any students with medication needs receive the appropriate dosages of medication at the appropriate time.  She additionally ensures that any students needing food during the time period of the evacuation receive appropriate nutrition.  In the event of an extended evacuation requiring students to be fed, the Health Service Coordinator / School Nurse will coordinate with those distributing food to ensure that students with allergies do not receive items that could cause them to have a reaction.
· Students will be dismissed to parents using the master student roster in the Emergency Notebook.  The school bookkeeper, technology coordinator, front desk-secretary and district office secretary are responsible for the following:
· summoning students to the via two-way radio (a school staff floater will escort students from their class section to the Sign-Out Area)
· verifying by means of student roster that the adult is authorized to pick-up the requested student
· verifying the identity of the adult picking up any students by means of photo identification if necessary
· ensuring that all adults cleared to pick-up a student sign them out at their time of departure; the authorized adult will be required to sign a student out next to their name on the master student roster.  The master roster will be split into two to three sections, by alphabet, to allow for operation of two to three sign-out stations by first letter of last name of student.
· When possible, students may be dismissed from the PIkMyKid Kideo Reunification app.
· No students will be released to parents until staff have adequately attended to completing a safe evacuation of all students in order that students may be signed out in a safe and orderly manner.
· School finance officer will police the sign-out area to ensure that administrators are summoned as needed to escort any individuals offsite that are not authorized to gain entry.  Those individuals that will be authorized to gain entry include evacuation site personnel/volunteers, school staff, emergency personnel, parents and law enforcement.  Parents will remain in the sign-out area and students will be escorted to them.

Teacher and Staff Responsibilities/Procedures:

· Teachers and staff will accompany their students to any emergency evacuation location and will provide supervision to their students as they are dismissed through the Sign-Out Area described above.  This description has been placed in bold text for ease of reference.

Administrative Responsibilities/Procedures:

· Announce the need for emergency dismissal.
· Ensure that all students are safe and have been signed out by an authorized person.

*In the event that staff members are unable to accompany the student evacuation due to injury, class sections will be combined and adult supervision ratios will be adjusted proportionately.
APPENDIX
Schedule for Emergency Operations Training | Practice

	 Month
	 Event - Audience
	 Person 
 Responsible

	 July
	· Building Walkthrough - First Responders
· Offer CPR Training - CERT Members & Fall Athletic Coaches 
· Rehearse Response to Cardiac Event - Fall Athletic Coaches
· Fire Drill - All Staff
	District Safety Coordinator
Athletic Director

Athletic Director

District Safety Coordinator

	 August
	· Emergency Operation Plan - All Staff
· Earthquake, Fire, Lockdown, Weather Drills - All Staff
· Emergency Backpacks replenished
· Automated External Defibrillators Inspected/expired supplies replaced
· Publish Terroristic Threatening Letter - school community
· Publish S.T.O.P. Tipline article in School News - school community
	District Safety Coordinator
District Safety Coordinator

District Safety Coordinator
Health Service Coordinator / School Nurse

District Safety Coordinator

District Safety Coordinator

	 September
	· Active Shooter - All Staff
· Fire Drill - All Staff
	District Safety Coordinator
District Safety Coordinator

	 October
	· Offer CPR Training - CERT Members & Fall Athletic Coaches 
· Rehearse Response to Cardiac Event - Winter Coaches
· Automated External Defibrillators Inspected/expired supplies replaced
· Fire Drill - All Staff
	Athletic Director

Athletic Director

Health Service Coordinator / School Nurse
District Safety Coordinator

	 November
	· AISD Safety Committee Meeting - committee members
· Fire Drill - All Staff
	District Safety Coordinator

District Safety Coordinator

	 December
	· Automated External Defibrillators Inspected/expired supplies replaced
· Fire Drill - All Staff
	Health Service Coordinator / School Nurse
District Safety Coordinator

	 January
	· Earthquake, Fire, Lockdown, Weather Drills - All Staff
	District Safety Coordinator



	 February
	· Offer CPR Training - CERT Members & Fall Athletic Coaches 
· Rehearse Response to Cardiac Event - Spring Coaches
· Automated External Defibrillators Inspected/expired supplies replaced
· Fire Drill - All Staff
	Athletic Director

Athletic Director

Health Service Coordinator / School Nurse
District Safety Coordinator

	 March
	· Fire Drill - All Staff
	District Safety Coordinator

	 April
	· Review Emergency Operation Plan - Safety Committee, Health Service Coordinator / School Nurse, School Council, Principal
· AISD Safety Committee meeting - committee members
· Automated External Defibrillators Inspected/expired supplies replaced
· Fire Drill - All Staff
	District Safety Coordinator


District Safety Coordinator

Health Service Coordinator / School Nurse
District Safety Coordinator

	 May
	· Fire Drill - All Staff
· Emergency Backpacks inspected
	District Safety Coordinator
Classroom Teachers

	 June
	· Approve Emergency Operation Plan - Board of Education
· Attend District Safety Coordinator Training - DSC
· Automated External Defibrillators Inspected/expired supplies replaced
· Fire Drill - All Staff
	District Safety Coordinator

District Safety Coordinator
Health Service Coordinator / School Nurse
District Safety Coordinator

	General
	· Coaches and sponsors will be trained on pertinent responses from Emergency Operation Plan
	Extracurricular Activities Coordinator / Athletic Director



Note:  In absence of an Athletic Director, the Superintendent assumes those responsibilities.  
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