Principal or designee:

· Verify information.

· Call 911 (if necessary).

· Seal off high-risk area.

· Convene crisis team and implement crisis response procedures.

· Notify Superintendent.

· Notify students and staff (depending on emergency; students may be notified by teachers).

· Evacuate students and staff if necessary.

· Refer media to district spokesperson (or designee).

· Notify community agencies (if necessary).

· Implement post-crisis procedures.

· Keep detailed notes of crisis event.


Staff Responsibilities





Teachers:





Verify information.


Lock classroom doors, unless evacuation orders are issued.


Warn students, if advised.


Account for all students.  


Stay with students during an evacuation. Take class roster.


Refer media to district spokesperson (or designee).


Keep detailed notes of crisis event.











