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Greenville Middle School

EMERGENCY ACTION PLANS FOR:

I. BOMB THREATS

II. FIRES

III. TORNADOES

IV. INTRUDER IN THE BUILDING
V. INTRUDER OUTSIDE OF THE BUILDING

VI. AED
This plan shall be annually reviewed in total by all staff.

ACTION PLAN FOR A BOMB THREAT:
The primary goal in regard to bomb threats is to protect human life.

All personnel, especially those at a telephone switchboard should enter detailed information on a “Bomb Threat Record Form” which should be kept near the phone.  Every secretary should be encouraged to respond calmly to a bomb threat call.  It is desirable that more than one person listen in on the call.

A.  Upon receipt of a telephone call by school personnel, wherein the caller reports that there is a bomb in the building, the following procedure is to be employed:

1. The person receiving such a call shall inform the caller, “I’ll connect you with the principal” (or designee if the principal is not present).  The person connecting the call should also continue to listen in.

2. Locate “Bomb Threat Record Form” and record as much information as possible.




3. When possible the principal will inform the caller that the building is occupied and cannot be evacuated in time.  (The caller may be willing to give more information) The school principal will question the caller and attempt to determine:

a. The location of the bomb

b. The appearance of bomb package

c. The time set for detonation

d. The type of explosive material

e. Any other pertinent information

The principal will also attempt to:

a. Keep the caller on the line as long as possible

b. Ask him to repeat the message

c. Record every word spoken by the person

4. If the caller refuses to talk to the principal or merely calls and hangs up, the person receiving the call shall immediately notify the principal and give the principal all the information regarding the call.

5.  The person who receives the call should also complete a “Bomb Threat Record Form”.
In any instance where the principal/designee feels that the “reported bomb in building” is valid the principal shall proceed as outlined below:

1. The building administrator/designee contacts Outagamie County Sheriff immediately by dialing 911.

2. Evacuation routes will have to be determined if bomb is found so as to lead people away from the bomb.  All students and district personnel shall leave the building when the order is issued.

3. The order for evacuating the building shall be “We have an emergency and need to evacuate the building immediately.”  (A decision whether students can go to lockers will be determined by the building administrator when the announcement is made)

4. The Central Office shall coordinate notification of other administrators, transportation and all release of information to the media.

5. After evacuation, controls must be established immediately to prevent unauthorized access to the building.  These controls may have to be provided by management until fire and police arrive to prevent re-entry into the building until the danger has passed.

6. Law enforcement personnel (not district personnel) shall coordinate the search for any explosive device.  School District personnel shall not be involved searching for explosive devices.

7. All staff shall remain on duty and supervise students until formally dismissed.

Greenville Middle School – Bomb Threat
1. Unless otherwise notified, teachers and students shall exit the building with their class using fire        exit procedures and accompany their classes to a safe area in the Greenville Elementary front parking lot.

2. Teachers shall make every effort to take class rosters with them prior to leaving the classroom.

3. Office staff shall make every effort to take school rosters with them prior to leaving the building.


4. 
Students are to stay as a class group.


5.
All instructional staff shall help supervise children.


6.
In cases of severe weather proceed to Greenville Elementary School Gyms.

7.
The principal/designee shall make all decisions to release students.

8. All staff shall remain on duty and supervise students until formally dismissed.

IN THE EVENT OF THE NEED TO EVACUATE BY BUS, UNLESS OTHERWISE DIRECTED, THE BUSSES WILL PROBABLY LINE UP WEST OF THE SCHOOL ON FAWN RIDGE.

ACTION PLAN FOR FIRE EVACUATION:
1. Unless otherwise notified, students and staff shall exit the building with their class using fire exit procedures for the area they are in and accompany their classes to a safe area away from the school.

2. Teachers shall make every effort to take class rosters with them prior to leaving the classroom.

3. Students are to stay as a class group.

4. All instructional staff shall help supervise children.

5. When, in the opinion of the building administrator/designee, the building is unsafe to reenter, students and staff will proceed to Greenville Elementary School.

6. The principal/designee shall make all decisions to release students.

7. The Central Office shall coordinate notification of other administrators, transportation (if necessary) and the release of information to the media.

8. All staff shall remain on duty and supervise students until formally dismissed.

IN THE EVENT OF THE NEED TO EVACUATE BY BUS, UNLESS OTHERWISE DIRECTED, THE BUSSES WILL PROBABLY LINE UP AT GREENVILLE ELEMENTARY SCHOOL.

ACTION PLAN FOR TORNADO EVACUATION:
1. Students and staff shall report to designated areas until there is an all clear announcement.

2. Teachers shall make every effort to take class rosters with them prior to leaving the classroom.

3. Students are to stay as a class group.

4. All instructional staff shall help supervise children.

5. Should evacuation be necessary, students and staff shall exit the building using the nearest safe exit.  If possible, one staff member should determine a safe exit prior to students leaving the tornado designated area.

6. When, in the opinion of the building administrator/designee, the building is unsafe to reenter, students and staff will proceed to Greenville Elementary School.

7. The principal/designee shall make all decisions to release students.
8. The Central Office shall coordinate notification of other administrators, transportation (if necessary) and the release of information to the media.

9. All staff shall remain on duty and supervise students until formally dismissed.

IN THE EVENT OF THE NEED TO EVACUATE BY BUS, UNLESS OTHERWISE DIRECTED, THE BUSSES WILL PROBABLY LINE UP AT GREENVILLE ELEMENTARY SCHOOL.
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CODE ORANGE
“Code Orange” is a signal to alert students and staff that a (n) intruder(s) is in the building and poses a threat to the health and safety of students and staff.  It can be assumed that the intruder(s) have weapons.  “Code Orange” is designed to get as many people as possible into a safer area.  A safer area is defined as a place (hopefully locked) that is out of direct line of sight in a hallway or large open area.  Incidents occurring during certain parts of the day may make it impossible to get all students into a locked area.

General
1. “TEACHER’S WE HAVE A CODE ORANGE, PLEASE MOVE YOUR CLASS TO THE APPROPRIATE AREAS” is announced over the P.A.  Very little, if any, information will be given over the P.A.

2. The first response is to stay where you are and secure that area.

3. Stay in your secure area until “All Clear” is announced over the P.A.

Procedures

Classrooms
1. If possible, lock your classroom door and unlock a window and open slightly.

2. If possible, cover the window in the door so vision into the room is obscured.

3. Move students against the wall(s) adjacent to the door.  This will protect students from random weapons fire through the door.

4. If, because of the construction of the room, you cannot get against the wall, have students lay on their stomachs with their heads away from the door.

Other Areas Within the Building
1. Get out of sight or even get outside the building.

2. If possible, lock the entry doors into the area.

3. If possible, obscure vision into your area

4. Students in the hallways should immediately try and get out of sight.  Staff are instructed to not open or unlock any door after it has been shut.  Police will unlock door when all is clear.  Assume it is unsafe until police or school administration come to your room and unlock the door.
5. Cafeteria/MultiPurpose Room/Gym – Make a decision and do it!  Cafeteria Options: Staff Room, Kitchen Area, or if possible, outside the building using back entrances Gym and Multipurpose Room:  It will probably be safer to exit out the Multipurpose room and Gym outside doors.  Move at least a block away from the school out of line of sight of the school.

6. Playground:  Move at least a block away from the school out of line of sight of the school.

Office/Staff Procedures
1. If possible call – 911.  It is Ok that 911 gets called by several individuals.

2. Seek a safe area.

Other Recommendations Include the Following:

Other Immediate Action
1. Care for injured, but do not expose yourself to danger.

2. Close drapes/curtains/blinds ONLY if safe to do so.

3. Turn out lights if it is safe to do so.

4. Be ready to move instantly (know possible evacuation routes).

5. Have an accurate account of children (if possible take class record book with you if the class is evacuated).

Actions During Resolution of Emergency
1. Care for students.

a. Deal with panic/hysteria/stress reactions

b. Provide psychological first aid.

c. Provide for needs of handicapped students.

2. Follow instructions of police and principal.  (Police are in charge; principal and other staff support their efforts.)

a. Be prepared for police to suddenly appear.

b. Be ready to move, follow special instructions.

3. If you and your students are taken hostage

a. Stay calm.

b. Don’t be a hero.

c. Follow instructions of captor.

d. Cooperate, be friendly if possible; don’t argue with or antagonize captor or other hostages.

e. Inform captors of medical or other needs.
f. Be prepared to wait; elapsed time is a good sign.

g. Don’t try to escape; don’t try to resolve situation by force.

h. Be observant and remember everything you see or hear.

i. If a rescue takes place, lie on the floor and await instructions from rescuers.

4. Be prepared for the unexpected; think of possible courses of action for various contingencies.

Actions to Take Following the “All Clear” Signal
Assume there is still a danger!  Do not leave the area you are in until a police officer or school official personally comes to your area.
1. Check yourself and your students for injuries.

2. Account for all students.  Stay put and wait for instructions.

3. As accurate information becomes available, explain to students what has happened and what will happen next.  Allow them to ask questions, express feelings, etc.

4. Monitor children who were directly involved or direct witnesses and identify them for police investigators.

5. Preserve any physical evidence (don’t touch if possible) and notify police about it.

6. Stay with your students until they are reunited with their parents.

a. Debrief officials and receive instructions for recovery/follow-up activities.

b. Take advantage of personal support services.

Media
1. Only the Superintendent of Schools or his/her designee will communicate with the media.  

If you are asked to be interviewed, politely decline and indicate the superintendent will answer questions.

CODE RED
“Code Red” is a signal to alert students and staff that outside the building there is a threat to the health and safety of students and staff.  “Code Red” is designed to get all people into a safer area.  A safer area is defined as locked area inside the building.

General
1. “TEACHER’S WE HAVE A “CODE RED”, PLEASE MOVE YOUR CLASS TO THE APPROPRIATE SAFE AREAS” is announced over the P.A.

2. The first response is to get all students and staff into a safe and secure area.  Staff shall check all hallways and bathrooms for students and get them to a safe and secure area.
3. Stay in your secure area until “All Clear” is announced over the P.A.

4. Continue with normal educational instruction as appropriate.

5. Please be aware that a Code Red can turn into a Code Orange.

Procedures

Classrooms/offices
1. Lock entrance doors.

2. Staff is instructed to not open or unlock any door after it has been shut.

3. Be ready to move if needed (know possible evacuation routes).

4. Have an accurate account of children (if possible, take class record book with you if the class is evacuated).

Actions during Resolution of Emergency – follow Code Orange as appropriate
CODE BLUE
Code Blue is a signal to staff that there has been a life or limb threatening accident/injury/illness on the GMS campus.  An Automatic Electronic Defibrillator (AED) is located in the GMS cafeteria.  Anytime there is a life or limb threatening accident/injury/illness on GMS campus the AED needs to be secured and taken to the scene.  Staff holding certification for an AED response may respond to a Code Blue.  Teachers, with students in their classroom that respond to a Code Blue shall contact another teacher to monitor their class.
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