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Completed
	Action Checklist:


	
	· Connect with community emergency responders to identify local hazards.


	
	· Review the last safety audit to examine school buildings and grounds.



	
	· Determine who is responsible for overseeing violence prevention strategies in your school.


	
	· Encourage staff to provide input and feedback into the crisis planning process.  


	
	· Review incident data.


	
	· Determine the major problems in your school with regard to student crime and violence.


	
	· Assess how the school addresses these problems.


	
	· Conduct an assessment to determine how these problems—as well as others—may impact your vulnerability to certain crises.
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Action Completed
	Mitigation and Prevention Action Steps

	  
	  

	
	Know the school building.

	
	Conduct regular safety audits of the physical plant.  Be sure to include driveways, parking lots, playgrounds, outside structures, and fencing.



	
	Know the community.

	
	Mitigation requires assessment of local threats.  Work with the local emergency management director to assess surrounding hazards.  This includes natural disasters, industrial and chemical accidents, and man-made disasters.  Schools should be active partners in community-wide risk assessment and mitigation planning.  To help agencies work together they may want to develop a memorandum of understanding (MOU) that outlines each agency’s responsibility.


	
	Bring together regional, local, school leaders, and others.

	
	Given that mitigation/prevention are community activities, leadership and support of mitigation/prevention activities are necessary to ensure that the right people are at the planning table.  Leadership begins at the top.  Schools will have an uphill battle if state and local governments are not supportive of their mitigation efforts.



	
	Make regular school safety and security efforts part of mitigation/prevention.

	
	Consult the comprehensive school safety plan and its needs assessment activities to identify what types of incidents are common in the school.



	
	Establish clear lines of communication.

	
	Because mitigation and prevention planning requires agencies and organizations to work together and share information, communication among stakeholders is critical.  In addition to communications within the planning team, outside communications with families and the larger community are important to convey a visible message that schools and local governments are working together to ensure public safety.  



	Crisis Management


	Preparedness


	[image: image3.png]


Completed
	Action Checklist:


	
	· Determine what crisis plans exist in the district, school, and community.



	
	· Identify all stakeholders involved in crisis planning.



	
	· Develop procedures for communicating with staff, students, families, and the media.



	
	· Establish procedures to account for students during a crisis.



	
	· Gather information that exists about the school facility, such as maps and the location of utility shutoffs.



	
	· Identify the necessary equipment that should be assembled to assist staff in a crisis.
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Action Completed
	Preparedness Action Steps

	  
	  

	
	Identify and involve stakeholders.

	
	Identify the stakeholders to be involved in developing the crisis management plan (the people who are concerned about the safety of the school and the people who will be called upon to assist when a crisis occurs).  Ask stakeholders to provide feedback on sections of the plan that pertain to them.  For example, ask families to comment on procedures for communicating with them during a crisis.

During the process create working relationships with emergency responders.  It is important to learn how these organizations function and how you will work with each other during a crisis. 

It is essential to work with city and county emergency planners.  You need to know the kinds of support municipalities can provide during a crisis, as well as any plans the city has for schools during a crisis.



	
	Consider existing efforts.

	
	Before developing the school plan investigate existing plans.  How do other agencies’ plans integrate with the school’s plan?  Are there conflicts?

If the school recently completed a crisis plan, efforts may be limited to revising the plan in response to environmental, staff, and student changes.



	
	Determine what crisis the plan will address.

	
	Before assigning roles and responsibilities or collecting the supplies that the school will need during a crisis, define what a crisis is for your school based on vulnerabilities, needs, and assets.
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	Preparedness - Action Steps (Continued)


	
	Define roles and responsibilities.

	
	How will the school operate during a crisis?  Washington State Schools will organize based on the Incident Command System (ICS) to manage incidents.  ICS provides a structured way for delegating responsibilities among school officials and all emergency responders during crisis response.  The ICS plans needs to be established with all emergency responders and school officials before a crisis occurs.



	
	Develop methods for communicating with staff, students, families, and the media.

	
	Address how the school will communicate with all of the individuals who are directly or indirectly involved in the crisis.  One of the first steps in planning for communication is to develop a mechanism to notify students and staff that an incident is occurring and to instruct them on what to do.  It is critical that 
schools and emergency responders use the same definitions for the same terms.  The ICS system will ensure this occurs.

When notifying students an event is occurring FEMA recommends simply using plain language rather than codes.  Discuss with law enforcement the safest methods for disseminating information (cell phones, intercom, runners, etc.)  Remember, some electronic devices can trigger bombs.
Plan to communicate with families, the community, and the media.  Prepare template letters and press releases in advance so staff will not have to compose them during the confusion and chaos of the event.  It’s easier to tweak smaller changes than to begin from scratch.

The media can be very helpful in providing information to families and others in the community.  Be sure to work with local media before a crisis occurs.
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	Preparedness - Action Steps (Continued)


	
	Obtain necessary equipment and supplies.

	
	Provide staff with the necessary equipment to respond to a crisis.  Consider whether there are enough master keys for emergency responders so that they have complete access to the school.  Get phones and radios necessary for communication.  
Maintain a cache of first aid supplies, food, water, etc. for staff and students during the incident.  Prepare response kits for secretaries, school nurses, and teachers.  For nurse’s kit consider students emergency medications as well as first aid supplies.  



	
	Prepare for immediate response.

	
	When a crisis occurs, quickly determine whether students and staff need to be evacuated from the building, returned to the building, or locked down in the building.

Evacuation:  

Evacuation requires that all students and staff leave the building.  The evacuation plan should include a back up site as well as the primary evacuation site.  The evacuation plan should include backup buildings to serve as emergency shelters such as nearby community center, religious institutions, businesses, or other schools.  Agreements for using these spaces should be negotiated or reconfirmed prior to the beginning of each school year.  

Evacuation plans should include contingencies for weather conditions such as rain, snow, and extreme cold and 
heat.  While most students will be able to walk to a nearby community center, students with disabilities may have more restricted mobility.  Your plan should include transportation options for these students.

Reverse Evacuation:
If an incident occurs while students are outside, you will need to return them to the building quickly.  Once you are safely inside you may find the situation calls for a lockdown.
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	Preparedness - Action Steps (Continued)

	
	Lockdown.

	
	Lockdown is called for when a crisis occurs outside of the school and an evacuation would be dangerous.  A lockdown may also be called for when there is a crisis inside and movement within the school will put students in jeopardy.  All exterior doors are locked and students and staff stay in their classrooms.  Windows will be covered.
  

	
	Shelter-in-Place.

	
	Shelter-in-Place is used when there is not time to evacuate or when it may be harmful to leave the building.  Shelter-in-Place in commonly used during hazardous material spills.  Students and staff are held in the building and windows and doors are sealed.  There can be limited movement within the building.

  

	
	Create maps and facilities information.

	
	Washington State Mapping Program.  In a crisis, emergency responders will need to know the location of everything in the school.  Washington State schools are mapped by Prepared Response and/or Pierce Responder.  The digital maps generated by these two mapping programs includes information about classrooms, hallways, stairwells, location of utilities and shut offs, outside perimeters and other information necessary for quick and effective response.  In addition to the digital mapping, paper copies of maps can be helpful and should be considered as part of the comprehensive plan.  

  

	
	Develop accountability and student release procedures.

	
	As soon as the crisis is recognized, account for all students, staff, and visitors.  Emergency responders treat a situation very differently when people are missing.  Be sure to inform families of release procedures before a crisis occurs.  Accurate and practiced procedures for tracking student release and ensuring that students are only released to authorized individuals must be developed.

  

	
	Preparedness includes Drills and Exercises.

	
	Preparedness includes emergency drills and exercises for staff, students and emergency responders.  Tabletop exercises are very useful in practicing and testing the procedures specified in the school crisis plan.  Tabletop exercises involve school staff and others sitting around a table discussing the steps they would take to respond to a crisis.  Often, exercises and drills identify issues that need to be addressed in the crisis plan as well as problems with communication and response plans.  Drills and exercises will improve your crisis plan and better prepare the school to respond to an actual crisis.
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Completed
	Action Checklist:


	
	· Determine if a crisis is occurring.



	
	· Identify the type of crisis that is occurring and determine the appropriate response.



	
	· Activate the Incident Command System (ICS).



	
	· Ascertain whether an evacuation; reverse evacuation; lockdown; or shelter-in-place must to be implemented.



	
	· Maintain communication among all relevant staff at officially designated locations.



	
	· Establish what information needs to be communicated to staff, students, families, and the community.



	
	· Monitor how emergency first aid is being administered to the injured.



	
	· Decide if more equipment and supplies are needed.
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Action Completed
	Response Action Steps

	  
	

	
	Expect to be surprised.

	
	Regardless of how much time and effort was spent on crisis planning, the staff should know that there will always be an element of surprise and confusion when a school is confronted with a crisis.

  

	
	Assess the situation and chose the appropriate response.

	
	Your plan requires a very quick but careful assessment of the situation at hand.  Determine whether a crisis exists and if so, the type of crisis, the location, and the magnitude.

	
	Respond within seconds.

	
	When a crisis actually happens, make the basic decisions about what type of action is needed and respond within seconds.  An immediate, appropriate response depends on a plan with clearly articulated roles and responsibilities, as well as training and practice. 

  

	
	Notify appropriate emergency responders and the school crisis response team.

	
	Do not delay calling 911.  It is better to have emergency responders on the scene as soon as possible, even if the incident has even resolved by the time they arrive, than to delay calling and risk further injury and damage.  



	
	Evacuate or lockdown the school as appropriate.

	
	This should be one of the first decisions made.



	
	Triage injuries and provide emergency first aid to those who need it.

	
	Designate a location for EMS to treat the seriously injured.  The school plan should identify qualified staff to determine who needs emergency first aid.
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	Response - Action Steps (Continued)


	
	Keep supplies nearby and organized at all times.

	
	If you have to move to another location, remember to take your supplies.   


	
	Trust leadership.

	
	Trust will help calm the situation and minimize the chaos that may occur during a crisis.  Leaders need to project a calm, confident, and serious attitude to assure people of the seriousness of the situation and the wisdom of the directions being given.

  

	
	Communicate accurate and appropriate information.

	
	All information released to the media and public should be funneled through a single public information officer.  This will maximize the likelihood of presenting consistent and accurate information to the public.

Families should, at a minimum, know that a crisis has occurred and that all possible steps are being taken to see to the safety of their children.  At some point, families will also need to know when and where their children will be released.



	
	Activate the student release system.

	
	The earliest possible safe release of students is a desired goal.  Often student release will be accomplished before complete resolution of a crisis.

  

	
	Documentation.

	
	Write down every action taken during the response.  This will provide a record of appropriate implementation of the crisis plan.  Also necessary is recording 
damage for insurance purposes and tracking financial expenditures related to the incident.  Keep all original notes and records, these are legal documents.
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Completed
	Action Checklist:


	
	· Strive to return to learning as quickly as possible.



	
	· Restore the physical plant, as well as the school community.



	
	· Monitor how staff is assessing students for the emotional impact of the crisis.



	
	· Identify what follow up interventions are available to students, staff, and first responders.



	
	· Conduct debriefing with staff and first responders.



	
	· Assess curricular activities that address the crisis.



	
	· Allocate appropriate time for recovery.



	
	· Plan how anniversaries of events will be commemorated.



	
	· Capture “lessons learned” and incorporate them into revisions of the crisis plan and trainings.
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Action Completed
	Recovery Action Steps

	  
	

	
	Plan for recovery in the Preparedness Phase.

	
	District level counselors may want to train school staff to assess the emotional needs of students and colleagues to determine intervention needs.  Experience shows that after a crisis many unsolicited offers of assistance from outside the school community are made.  During the planning phase you may want to review the credentials of service providers and certify those that will be used during recovery.

  

	
	Return to the “business of learning” as quickly as possible.

	
	Experts agree that the first order of business following a crisis is to return students to learning as quickly as possible.  



	
	Schools and districts need to keep students, families, and the media informed.

	
	Let the families and other community members know what support services are being provided or what other community services are available.  Messages to the students should be age appropriate.  If letters are appropriate, be sure to consider cultural differences when preparing these materials to send home to parents.

  

	
	Focus on the building, as well as people, during recovery.

	
	Following a crisis, buildings and surrounding grounds may need repairing.  Conduct safety audits to determine what parts of the buildings can be used and plan for repairing those that are damaged.



	
	Provide assessment of emotional needs of staff, students, families and responders.

	
	Assess the emotional needs of all students and staff.  Have a school counselor, social worker, school psychologist, or other mental health professional determine those who need intervention.  Arrange for appropriate intervention by school or community based service providers.
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	Recovery - Action Steps (Continued)


	
	Provide stress management during class time.

	
	Trauma experts emphasize the need to create a caring, warm, and trusting environment for students following a crisis.  Allow students to talk about what they felt and experienced during the traumatic event.  



	
	Conduct daily debriefings for staff, responders, and others assisting in recovery.

	
	Debriefings help staff cope with their own feelings of vulnerability.



	
	Take as much time as needed for recovery.

	
	An individual recovers from a crisis at his or her own pace.  Recovery is not linear.  Depending on the traumatic event and the individual, recovery may take months or even years.



	
	Remember anniversaries of a crisis.

	
	School crisis planning guides suggest holding appropriate memorial services or other activities, such as planting a tree in memory of victims of the crises.  Remembering the anniversary of the crisis will stimulate memories and feelings about the incident.  



	
	Evaluate.

	
	Evaluating recovery efforts will help prepare for the next crisis.  The following are examples of questions to ask:

1. Which classroom-based interventions proved most successful and why?

2. Which assessment and referral strategies were the most successful and why?

3. What were the most positive aspects of staff debriefings and why?

4. Which recovery strategies would you change and why?

5. Do other professionals need to be tapped to help with future crisis?

6. What additional training is necessary to enable the school community and the community at large to prepare for future crisis?

7. What additional equipment is needed to support recovery efforts?

8. What other planning actions will facilitate future recovery efforts?
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