
 

  

 

 

 

Schoharie Central School District 
PROJECT: SAVE 

(SAFE SCHOOLS AGAINST VIOLENCE IN EDUCATION) 

District Emergency Response Plan 

Commissioner's Regulation 155.17 

INTRODUCTION 

Schoharie Central School District is a rural school district that houses approximately 880 students. The district 
facility consists of an Elementary School, grades K-6, and a Jr./Sr. High School, grades 7-12. There are also on-
site about 60 Pre-K pupils and 160 staff members. 

The philosophy that guided the planning process includes a unified commitment of district staff and community 
involvement and support. The plan calls for the assistance of community resources in the event of an emergency. 
In order to maintain efficiency during emergency situations, an on-going relationship has been fostered between 
the school community and the outside crisis resources. 

Schoharie Central SD has developed a district-wide school safety plan designed to prevent or minimize violent 
incidents and serious emergencies and to facilitate the coordination with local and county resources in the event 
of such incidents. The district-wide plan is responsive to the needs of both elementary and secondary schools 
within the district and is consistent with the detailed emergency response plans required at the school building 
level. School districts are at risk of a wide variety of acts of violence, natural and technological disasters. To 
address these threats, Schoharie Central SD has created a plan in accordance with the State of New York Safe 
Schools Against Violence in Education (SAVE) Law. This component of Project SAVE is a comprehensive 
planning effort that addresses risk reduction/prevention, response, and recovery with respect to a variety of 
emergencies in the school district and the buildings. 

The Schoharie Central School District supports the SAVE Legislation, and has tailored its safety plan to meet the 
specific needs of the district. The Superintendent of the school district encourages and advocates on-going 
district-wide cooperation and support of Project SAVE. 
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SECTION I: GENERAL CONSIDERATIONS AND PLANNING GUIDELINES
	

When creating the district-wide safety plan, the school district Safety Committee wanted to have many different 
stakeholders involved in the process of guaranteeing the safety of the district's students. Each member of the 
safety team represents a different perspective and interest in the safety of students, their families, staff members 
and the district. School safety issues were identified and diagnostic plans and procedures were developed 
through administrative, support staff, teachers, students, and community consultation and collaboration. The plan 
will be reviewed each year. 

A. Purpose 

The Schoharie Central SD Emergency Response Plan was developed pursuant to Commissioner’s Regulation 
155.17. At the direction of the Board of Education, the Superintendent appointed a School Safety Team and 
charged it with the development and maintenance of the Emergency Response Plan. 

B. Identification of School Team 

The Schoharie Central School District has created a District-wide School Safety Team consisting of, but not 
limited to, representatives of the School Board, students, teachers, administrators, parent organizations, 
school safety personnel and other school personnel. The members of the team and their positions or 
affiliations are as follows: Superintendent (or designee), Director of Facilities, Director of Transportation, 
Jr./Sr. High School Principal, Elementary Principal, Assistant Principal, Teacher, Secretary, School Nurse, 
School Social Worker, Guidance Counselor, Board of Education Trustee, Student and Parent. 
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SCHOHARIE CENTRAL SD - RESPONSIBLE PERSONNEL IN 2018-19 

David M. Blanchard, Superintendent of Schools 
Schoharie, New York 12157 
518-295-6679 office 

Sarah Blood 
School Business Administrator 
Schoharie Central School 
Schoharie, New York 12157 
518-295-6673 office

 Andrea Polikoski 
Elementary School Principal 
Schoharie Central School 
Schoharie, New York 12157 
518-295-6651office 

Dr. Kevin Calacone 
Jr./Sr. High School Principal 
Schoharie Central School 
Schoharie, New York 12157 
518-295-6601 office 

Amy Crewell 
Director of Transportation 
Schoharie Central School 
Schoharie, New York 12157 
518-295-6684 office 

Shawn Gathen 
Director of Facilities 
Schoharie Central School 
Schoharie, NY 12157 

Tim Murphy 
BOCES Health and Safety Officer 
518-464-5116 office 

C. Concept of Operations 

The Schoharie Central School District is a unified K-12 campus. This enables the district-wide school safety 
plan to be similar to the building-level safety plan. The elementary school, which houses K-6 students, is 
directly linked to the Jr./Sr. High School by a gymnasium addition. Protocols reflected in the district-wide 
school safety plan are congruent to those in the building-level plan. 
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Enlisting the help and involvement of the community was essential in establishing this plan. Local schools, 
fire departments, police, and childcare centers were contacted to discuss and evaluate information before 
implementation. 

In the event of an emergency or violent incident, the initial response to all emergencies will be by the School 
Emergency Response Team. The Superintendent will contact the facilitators who will notify and enlist the 
help of the Emergency Response Team. Facilitators will send “runners” to collect the team members and 
they will immediately begin diagnosing the situation and enacting all levels and positions of the plan to 
rectify the situation. 

Facilitators will send "runners" to collect the team members and they will immediately begin diagnosing the 
situation and enacting all levels and positions of the plan to rectify the situation. 

Once the Emergency Response Team is deployed, the Superintendent will notify local emergency officials as 
necessary, as well as the BOCES District Superintendent and the Commissioner of Education. County and 
state resources will also be utilized if appropriate, as stated in existing protocols. For security and/or law 
purposes, the County Sheriff's Department will be notified, counseling and emotional needs will be addressed 
by the County Mental Health Department, crises will be directed to the County Emergency Management 
Office, and the Health Department will be contacted for any medical or health related emergencies or 
concerns. 

D. Plan review and public comment 

Pursuant to Commissioner’s Regulation 155.17 (e) (3), this plan was made available for public comment 30 
days prior to its adoption. The School Board may adopt the district-wide and building-level plans only after 
at least one public hearing that provides for the participation of school personnel, parents, students and any 
other interested parties. The plan must then be formally adopted by the Board of Education. 

Full copies of the District-Wide School Safety Plan and any amendments will be submitted to the New York 
State Education Department within 30 days of adoption. Building-level Emergency Response Plans will be 
supplied to both local and State Police within 30 days of adoption. 

While linked to the District-wide School Safety Plan, Building-level Emergency Response Plans shall be 
confidential and shall not be subject to disclosure under Article 6 of the Public Officers Law or any other 
provision of law, in accordance with Education Law Section 2801-a. 

This plan will be reviewed periodically during the year and will be maintained by the District-Wide School 
Safety Team. The required annual review will be completed on or before October 1 of each year after its 
adoption by the Board of Education. A copy of the plan will be available in the Superintendent's Office. 

SECTION II: COMMUNICATION WITH OTHERS 

Schoharie Central SD has set up a broad range of communication devices in order to quickly respond to all 

emergency situations. Procedures include specific protocol for district crisis conditions that should be followed 
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to maintain order and efficacy in each individualized situation. Any responsible official may call 9-9-1-1 when 
the situation warrants. 

A. Incident Management Team/Building-level Emergency Response Team 

The Incident Management Team/Building-level Emergency Response Team (IMT/BLERT) will be 
responsible for carrying out the directives of the IC. The principal IMT/BLERT functions are listed below, 
along with the contact numbers for the people designated to fill them. Additional functions can be created and 
activated as needed.  The role of Incident Commander (IC) is to manage and coordinate the school district’s 
response to incidents affecting students, faculty, staff and facilities. In that capacity, the IC may direct 
personnel, take actions and implement procedures as necessary to resolve issues related to the incident. The 
following individuals are authorized to assume the position of District-level IC: 

Incident Commander: David Blanchard, Superintendent of Schools 
W: 295-6679 

1st Backup: Kevin Calacone, Jr./Sr. High School Principal 
W: 295-6601 

2nd Backup: Andrea Polikoski, Elementary School Principal 
W: 295-6651 

Operations: Sarah Blood, School Business Administrator 
W: 295-6673

 Backup: Kevin Calacone, Jr./Sr. High School Principal 
W: 295-6601 

Logistics: Shawn Gathen, Director of Facilities 
W: 295-6689 

Backup: Robert Bonaker, Assistant Superintendent for Business 
W: 295-6673 

Planning & Intel: Matthew Wright, Director of Curriculum and Pupil Services 
W: 295-6657 

Backup: Sarah Blood, School Business Administrator 
W: 295-6673 

Admin/Finance: Sarah Blood, School Business Administrator 
W: 295-6673 
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Backup: David Blanchard, Superintendent of Schools 
W: 295-6679 

Public Information: David Blanchard, Superintendent of Schools 
W: 295-6679 

Backup: Sarah Blood, School Business Administrator 
W: 295-6673 

Incident Log/Scribe: Debra Cardella, Secretary to the Superintendent 
W: 295-6679 

Backup: Barbara Smith, Business Office Secretary 
W: 295-6673 

Safety Officer: Shawn Gathen, Director of Facilities 
W: 295-6689 

Backup: Amy Crewell, Director of Transportation 
W: 295-6685 

Internal Liaisons: Kevin Calacone, Jr./Sr. High School Principal 
W: 295-6601 

Andrea Polikoski, Elementary School Principal 
W: 295-6651 

External Liaison: Sarah Blood, School Business Administrator 
W: 295-6673 
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INCIDENT COMMANDER (IC) 
Directs incident management activities 

Site Facility 
Check/ Security 
Admin./Custodians 

Operations Planning/Intelligence LOGISTICS FINANCE/ADMINISTRATION 

Public Information Officers 
Liaison between school and public 

Safety Officers 
Responsible for overall safety of all persons 

involved 
Liaison Officers 

Coordinating with outside/emergency 
agencies 

Search & Rescue 
Admin./Custodians 

Medical 
Sherry Roy/Suzan Weber 

Student Care 
Guidance, 

Sherry Roy/Suzan Weber 

Student Release 
Office Secretaries, 

Pam Guest 

Documentation 

Situation 
Analysis/Plans 

Supplies/ 
Facilities 

Staffing/ 
Staffing Status 

Communications 

Timekeeping 

Purchasing 

Support: Food, 
Sanitation 

Staging Areas 
(Volunteers & Supplies) 

Compensation/ 
Claims 

Technical 
Specialists 

Demobilization 

Runners 

School Floor Plan 
Campus Map 

Message Center 

Recovery Records 
Management 
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B. Notification and Activation (Internal and External Communications)
	

In the event of a violent incident, local law enforcement officers are contacted and notified of the 
circumstances by the Superintendent. 

EMERGENCY/AGENCY TELEPHONE NUMBERS 

FIRE DEPARTMENTS: 911 SCHOHARIE VILLAGE POLICE: 
Schoharie 295-7197 Office 295-8500 
Middleburgh 827-5277 Sgt. Robert Coons 295-8566 
Central Bridge 868-4641 Home 868-2567 
Esperance 875-6088 Cell 376-5262 

OFFICE OF EMERGENCY MANAGEMENT: POISON CONTROL CENTERS: 

Schoharie 295-2276 National Number 800-222-1222 
Middleburgh 827-5277 Ellis Emergency Room 243-4121 
Central Bridge 868-4641 Albany Medical Center 262-3773 
Esperance 875-6088 

AMBULANCE SERVICE: 911 SCHOHARIE COUNTY PUBLIC HEALTH: 

Schoharie 295-7197 Schoharie 295-8365 
Middleburgh 827-5277 
Central Bridge 868-4641 
Esperance 875-6088 

POLICE DEPARTMENTS: 911 

Sheriff’s Office 295-8114 

NYS Police -

Cobleskill 234-3131
	
Duanesburg 630-1700
	
Middleburgh 827-5988
	
Schoharie 295-7202
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In the event of an emergency, or impending emergency, the district will make every attempt to notify all 
principals/designees of facilities within the district so they may take appropriate action. 

SCHOOL PHONE NUMBERS 

School Bus Garage 295-6684 or 295-6685
	

Superintendent's Office 295-6679
	

Business Office 295-6673
	

Maintenance Department 295-6689
	

High School 295-6601 or 295-6602
	

Elementary School 295-6651or 295-6652
	

Athletic Department 295-6621
	

Special Education Office 295-6657
	

Guidance Office 295-6611
	

Parents, guardians, or parental custodians will be contacted in the event of an emergency, or impending 
emergency using a phone tree with the emergency contact cards provided by the students. In unusual 
circumstances, when appropriate, the district will use the media as necessary. 
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In the event of an emergency school closing or evacuation, all transportation personnel will be 
contacted. 

Educational agencies within the Schoharie area are notified of an emergency by telephone, NOAA 
Weather Radio, fax and/or e-mail, if appropriate. 

C. The safety plan contains descriptions of the arrangements for obtaining assistance during emergencies from 
emergency services organizations and local government agencies. 

D. The safety plan outlines procedures for obtaining advice and assistance from local government officials 
including the county or city officials responsible for implementation of Article 2-B of the Executive Law. 

E. The safety plan, as updated each year, is shared with the Schoharie Career and Technical School of Capital 
Region BOCES because that campus is located within the boundary of Schoharie Central School District. 

F. The safety plan, as updated each year, is shared with Village Police, County Sheriff, and NYS Police. 
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SECTION III: RESPONDING TO THREATS AND ACTS OF VIOLENCE 

A. Continuity of Operations 

In the event of an emergency, the Superintendent or designee will serve as Incident Commander. A member, 
of a local emergency response agency, may replace the School Incident Commander. After relinquishing 
command, the Superintendent or designee may be asked to serve in a support role as part of a unified Incident 
Command, if established, by the local emergency response agency. The school district has an established 
chain of command to ensure continuity of operations. 

B. Staff Obligations 

In the event of an emergency, all employees of the Schoharie Central District have a responsibility to protect 
and maintain the health, safety, and welfare of the district’s pupils. Staff members will be assigned to 
accompany and supervise pupils. In the case of an emergency, ordinary rules of work hours, work site, job 
descriptions and any other contractual provisions will be subject to state, county, or school district directives. 
Transportation staff members will be expected to report to work when alerted of the emergency. If a given 
driver is unavailable when the call is placed, the next named person on the emergency call list will be alerted. 

C. Situational Responses 

The safety plan outlines the policies and procedures for responding to implied or direct threats of violence by 
students, school personnel and visitors to the school. It also contains a list of appropriate actions for 
responding to acts of violence by students, teachers, other school personnel and visitors to the school, 
including consideration of zero-tolerance policies for school violence. 
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EMERGENCY RESPONSE PROCEDURES
	

FIRE DRILL PROCEDURES 

At least Twelve (12) fire drills will be held during the school year, some early in September and at intervals throughout the 
school year in order that practice in evacuation can be held for each of the nine periods of the day as well as during hall 
passing and cafeteria periods. 

1.		 Drills during regular class periods: Directions are posted on the bulletin board or wall of each room. Be sure they are 
there and are accurate. Please familiarize yourself and your students with procedures for each room in which you teach 
during the day. 

2.		 Drills during lunch period: Follow directions from classrooms if you are in a classroom when the alarm rings. If your 
group is in the cafeteria, use the exit nearest your table and keep students moving away from the building to make room 
for the people behind you. 

3.		 Drills during hall passing period: Use the stairs and exit nearest you when the alarm rings. Keep students moving away 
from the building. 

4.		 IN ALL SITUATIONS: If the exit doors are crowded, wait quietly in line. DO NOT RUSH! 

In case of blocked exits, turn and go to the nearest open exit. Drills with simulated blocked exits will be held during the 
year. Your quick thinking and your ability to keep students moving quietly will be needed for these drills. 

REVIEW THESE INSTRUCTIONS WITH YOUR HOMEROOM GROUP AND
	
WITH EVERY OTHER CLASS YOU SUPERVISE.
	

When the fire alarm sounds, the pupils pass in a single file using the exits listed below. These same routes are posted in 
each room. In fire drills, or any emergency situation, keeping the students calm and quiet is important. Students should 
leave the building rapidly and quietly. Teachers should be the last to leave the room. 

In the event of a power failure, which eliminates the electrical alarm, a verbal alarm will be used. All adults will respond by 
acknowledging the alarm and, whenever possible, passing it on. 

If you are not on duty when an alarm is rung or verbally given, please assist in any reasonable way possible for the safety of 
the students. 

PROCEDURES FOR SPECIFIC BUILDINGS/ROOMS ARE GIVEN AS FOLLOWS: 
(Example of specific fire drill instructions--they should be given for each room in each building). 

High School 
Room #5 

In single file, turn right, keep right. Go to end of hall. Turn right. Go down steps. Exit first door on left near room #12. Go 
away from building. 

Library: In single file, cross hall. Turn left, keep right, exit first door on right at bottom of ramp. Go away from the 
building. 
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ETC: FOR ALL BUILDINGS, ALL ROOMS (INSTRUCTIONAL AND NON- INSTRUCTIONAL) IN THE DISTRICT! 
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High School Fire Drill Procedures
	
Schoharie Jr./Sr. High School
	

Teachers & Staff
	

 When the fire alarm rings, all persons must exit the building to designated locations (in front of the High School on Main 
Street). Remedial teachers, special areas teachers, lunch aides are asked to exit the building according to the established fire 
exit directions for your current location. Please escort the class/students to their designated location, then proceed to your 
assigned location. 

 Each staff member is to bring the red Evacuation folder with them as they exit. This folder contains: 
1. Fire drill instructions 
2.		 Signs with student attendance sheets included. 

 Once you have exited the building, please complete an attendance sheet for all students in your group. Please check all 
students who are present. 

 Submit completed student attendance sheet to your Attendance Captain for your group. 

Attendance Captains 

 Please account for designated personnel on your Attendance Captain Report form. 

 Please check with your designated teachers for their student attendance sheet. 

 Submit completed attendance sheets and your report to the Principal/ Administrator stationed at the top of the hill.* 

 Please check daily attendance to be aware if the primary Attendance Captain is absent that day. 

Sweepers 

 1st Floor – Sweep 1st floor of old building and new wing, including library lobby, for any students/staff. 

 2nd Floor – Sweep 2nd floor of old building and new wing (2000) for any student/staff. 

 Report “all clear” to Administration. 

*In the event that the Principal is unavailable, the Assistant Principal will assume the responsibilities. 
In the event the Assistant Principal is unavailable, the Superintendent will assume the responsibilities. 
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SHELTER IN PLACE AND LOCKDOWN PROCEDURES
	

1.		 A SHELTER IN PLACE PROCEDURE is called when to leave the facility would endanger the health and 
safety of the students/staff. 

2.		 The circumstances for such a procedure may vary, but may include chemical or nuclear emissions, 
extremely poor weather conditions, or major traffic blockage. 

3.		 The procedures may involve some or all of the students, depending on the nature and location of the 
emergency. - Lockdown or Lockout

 4.		 For sheltering in place: 

a.		 The Principal will apprise the staff, especially the school nurse and cafeteria personnel, and the 
District Office. 

b.		 The Principal will have selected staff members and the custodians secure the building. 

c.		 If such a procedure necessitates remaining in school after regular hours, public notification from the 
Central Office will follow immediately. 

d.		 Parents will be advised as to preferred responses, but may come to the school's Attendance Office 
and request their child. 

e.		 Students/staff will remain inside the building until the Superintendent advises the building principal 
to take further action. 

f.		 High School students will report to homeroom at the end of period 9. All non-assigned teaching staff 
will report to the office for specific instructions. 

g.		 The Cafeteria Manager will be notified as to possible needs for feeding the students/staff. A supply of 
food required to feed about 1500 students/staff for three days must always be kept on hand. 

If it is indicated due to high winds or other conditions, that students need to be away from windows and areas 
with large roof spans, homerooms will be advised via the public address system to evacuate students to the 
lowest levels and interior halls. Homeroom teachers will take their attendance roles and be responsible for their 
assigned homeroom students. 

The staff will take the Parent Release Forms to a designated area and sign out any students as parents pick them 
up. 

16 



SHELTER IN PLACE
	

Shelter In Classroom Procedure
	

 Isolate all students, teachers and staff from external hazards by closing all windows and doors.
	

 Take attendance and notify office of anyone missing or added to your group.
	

 Remain in place until notified to resume normal operations.
	

Designated Shelter Site
	

 An announcement will be made to have all students return to their classrooms.
	

 Faculty and staff will be directed via the P.A. to move with their students to designated shelter site.
	

 Students should leave all their belongings in their classroom.
	

 Upon arrival, take attendance and remain in place until notified to resume normal operations.
	

LOCKDOWN 

Remain In Place/Clear Hallways
	

 Instruction stops.
	

 No phone calls to the office are permitted.
	

 Students, faculty and staff remain in lockable classrooms and offices.
	

 Close window blinds in room, leaving 4-6 inches open for police to view inside.
	

 Turn out lights and close all windows.
	

 Move students to a wall adjacent to hallway, where they cannot be seen through the door. Remain silent.
	

 Take attendance and await further instructions.
	

 Cell phone use and text messaging is prohibited.
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DUCK & COVER
	

NEVER use large rooms like gyms, cafeterias, or auditoriums. 

 If time allows, move to interior corridors on the lowest level away from glass and doors: 

1. Drop to knees with your back to center of hallway. 

2. Make your body as small as possible. 

3. Bury face in arms. 

4. Keep eyes closed and ears covered. 

 If time does NOT allow you to get to hallways, use room desk or furniture as a shield. 

1. Drop to knees with back to windows. Follow steps 2-4 above. 

 If outside and there is no time to come back in: 

1. Lie prone with face away from the source of the event. 

2. Cover head, face and as much skin surface as possible. 

3. Keep eyes closed and ears covered. 
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EMERGENCY EVACUATION
	

General 

1.		 A building evacuation is announced when to maintain the occupancy of the facility itself poses a danger to the 
children and staff. Such an emergency could include: 

a.		 fire evacuation 
b.		 mechanical failure of heating or plumbing system 
c.		 bomb scare 
d.		 threat of violence 

2.		 In the event such a building evacuation is called by the principal, students from the Schoharie Elementary School 
will evacuate to the following areas: 

OCCURRENCE LOCATION 
Fire Evacuation Outside or load into the buses 
Mechanical Failure Outside or load into the buses 
Bomb Scare Outside or load into the buses 
Chemical Spill Outside or load into the buses 

Steps 

a.		 Building principal or designee will phone the Superintendent to state the situation causing the 
evacuation. 

b.		 At the sound of the building evacuation signal, or alternative communication system (should the 
electricity be affected), the classroom teachers lead the students out of the building to the 
appropriate location or board buses lined up along the curb. 

c.		 Special area teachers and non-instructional employees will help whenever needed to chaperone or 
supervise students. 

d.		 Teachers should bring a class roster with them. 

e.		 The school nurse is responsible to bring the attendance record cards and all medications required 
with her. 

f.		 The building secretary should bring her class lists, addresses, and phone numbers of all the children. 

g.		 The custodians and principal will secure the building, checking to see that everyone is evacuated. 

h.		 When the students are transported home, a parent fan out sheet will be activated and the bus garage 
notified to dispatch the buses. 
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Elementary School Evacuation Procedures
	

Staff are expected to review the following evacuation procedures periodically with all students. 

 To begin the evacuation procedure, an announcement will be made to load the buses. 

	 K-6 students and faculty will evacuate to designated buses in the parking lot, by the bus 
garage. 

	 Staff will instruct children to follow basic safety procedures (walk quietly, listen for 
directions, etc.) 

	 Assigned staff members will sweep the building looking in all areas, to prevent anyone 
from being left behind. 

 Teachers will take attendance prior to the buses disembarking. 

	 Once the buses have been loaded and attendance taken, everyone will wait for 
instructions. 

Emergency Evacuation Procedures 

NOTE:  Student teachers, practicum students, and interns should accompany their cooperating teacher. 

The custodial staff will begin to secure the building.
	

Teachers will move their students to the appropriate area and supervise them closely.
	

Parents will be informed on when and where they can sign out their children, as appropriate.
	

Parents coming to pick up their children will report to the Student Release Area where staff will call for the 

students and parents will sign the Parent Release form for each child being picked up. 


All kitchen staff will be sure that the kitchen area is secured before reporting to the supervisor for 
assignment. 

The Principal, custodians, and other unassigned staff will be sure that the building is empty and secure the 
building. The Principal will call the Superintendent or his Designee and notify him that the high school has 
been evacuated. 

Jr./Sr. High School Emergency Evacuation to Buses 
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Staff are expected to review the following evacuation procedures periodically with all students. 

 To begin the evacuation procedure, an announcement will be made to load the buses. 

The buses for the evacuation of 7-12 students and faculty will be parked in the Bus Garage 
parking area. 

 Due to the complexities of student schedules, students are assigned to buses partially 
by grade and alphabetically. 

 Staff will instruct students to follow basic safety procedures (walk quietly, listen for 
directions, etc.) 

 Staff and students are to immediately walk to the buses. 

 Assigned staff members will sweep the building looking in all areas, to prevent anyone 
from being left behind. 

 One teacher will take attendance prior to the buses disembarking. 

 Once the buses have been loaded and attendance taken, everyone will wait for 
instructions. 
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Transportation Plan Details 

1.		 All available drivers needed, will be notified by the transportation supervisor to report in case of an 
emergency, and to report to the transportation office, unless otherwise directed. This usually will take 
approximately ½ to ¾ of an hour. 

2.		 Drivers reporting to the transportation office will be assigned a route. The supervisor will notify the 
school principals of the area, which should be dismissed first. 

3.		 The outlying areas will have preference because of the distance and terrain that must be covered. 

4.		 The supervisor will assist in loading the students and giving the drivers last minute instructions before 
departing on their route. 

5.		 Students who are outside of the school district, under district authorization (i.e. field trips, athletic 
events, non-public schools, BOCES) will not be returned to the school. They will be transported home 
or to a designated reception center as the emergency dictates. 

6.		 If the emergency involves transportation to a designated center, all students will be evacuated by district 
buses only. No student will be allowed to drive any vehicle while the emergency evacuation is taking 
place. 

BUS AND DRIVER AVAILABILITY FOR EMERGENCY EVACUATION 
17 66-Passenger Buses (1,254 Total Students)
	
10 22-Passenger Vans (0 Handicap; 176 Total Students)

 3 7-Passenger Suburbans
	
** On regular day: (18) full-size buses, (6) van, & (2) suburbans will be in the yard for most of the day. ** 

Drivers Working at SCS during school hours: Albert Wilber, Bryan Deffer, Cheryl Deffer, Clifford Haslun, 
Matthew Brown, Mike Guntert 

Drivers 5-30 Minutes Away: In order of distance: Karen Hotaling, Sharon Thompkins, Myrtle Bellinger, 
Judith Durland, George Wilber, Belinda Liddle, Frances Parsons, Albert Wilber, Holly Boss, George Wilber 
(S), Kyle Smart, Bryan Deffer, Deffer, Debra Pelepzuck, Duncan Schanz, Chris Hubbard, Thomas Quinn, 
Manuel Sousa, Clifford Haslun, Heather Palmatier, Tom Heath, Matt Brown, Nichole Singer 

Drivers 30-60 Minutes Away: Mathew Brown (D/M) 
** The District will contact area schools for drivers who may be immediately available. ** 

Evacuation/Relocation Sites

 Primary:		 Guilderland Central High School Gymnasium 
8 School Road 
Guilderland Center, NY 12084 
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(518) 861-8591 FAX: (518) 861-5874 

Guilderland High School Emergency Phone Numbers 

Guilderland High School Main Office: Day 861-8591 ext. 1000 Night Same 

SCHOHARIE EMERGENCY EVACUATION TO GUILDERLAND CENTRAL SCHOOL 

Turn left out of rear driveway onto Prospect St. 
Travel Prospect St. for .1 mile and then it will turn into Rickard Hill Rd. 
Travel east on Rickard Hill Rd. for 3.9 miles 
Turn left onto Pickett Hill Rd. and travel for .8 miles 
Turn left onto School St. and travel for .2 miles 
Turn left onto Rt. 443 and travel for .2 miles 
Turn left onto Rt. 146 and travel for 11.5 miles 
Turn right onto Maple Ave. and travel for .3 miles to stop sign 
Turn left onto Main St. (Rt. 146) 
Travel Main St. (Rt. 146) for 4 miles to traffic light by Getty Station 
Turn right and travel for .3 miles 
Turn left into the 2nd driveway for Guilderland High School 

Optional Route: 
Turn right out of SCS front driveway onto State Rt. 30 
Head north on Rt. 30 for 2.7 miles and bear left onto State Rt. 30A 
Travel Rt. 30A for .8 miles and turn right onto I-88 east 
Travel I-88 east for 10.9 miles to Exit 24 - Duanesburg 
Turn right at yield sign and then left at the stop sign onto Rt. 20 
Travel Rt. 20 east for 6.9 miles and turn right onto State Rt. 158 
Travel Rt. 158 for 2.2 miles to stop sign and turn left onto State Rt. 146 
Travel Rt. 146 for 1.3 miles east to traffic light at Getty Station 
Turn right and travel for .3 miles 
Turn left into the 2nd driveway for Guilderland High School 
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HAZARD RESPONSE ACTIONS 
AIR POLLUTION 

ANTHRAX/BIOLOGICAL THREAT 

AVIATION CRASH 

BOMB THREAT 

BOMB/EXPLOSIVE THREAT 

BUILDING STRUCTURAL FAILURE 

CIVIL DISTURBANCE 

CRIMES AGAINST PERSONS (Abuse, Assault, Hostage-Taking, Kidnapping, Robbery, etc.) 

EARTHQUAKE 

ELECTRICAL SYSTEM FAILURE 

ENERGY SUPPLY LOSS 

EPIDEMIC 

EXPLOSION 

FIRE/FIRE ALARM ACTIVATION 

FLOODING 

HAZARDOUS MATERIAL INCIDENT (OFF-SITE) 

HAZARDOUS MATERIAL INCIDENT (ON SITE) 

HEATING SYSTEM FAILURE 

HOSTAGE SITUATION 

INTRUDER 

LOSS OF BUILDING USE 

LOSS OF TRANSPORTATION FLEET 

MASS CASUALTY INCIDENT 

MEDICAL EMERGENCIES 

NATURAL GAS or PROPANE LEAK 

RADIOLOGICAL INCIDENT 

ROOF FAILURE/LEAK 

SCHOOL BUS ACCIDENT 

SEVERE WEATHER EMERGENCY 

SEWAGE SYSTEM FAILURE 
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AIR POLLUTION 
Call 911 for all emergenciesRESOURCES 

SCHOOL DISTRICT 
 School Cancellation Plan 
 Community Notification Plan 
 Media Plan 

COMMUNITY 
 County Emergency Coordinator 
 Local Hospital 
 NYS Department of Health 
 NYS ENCON 

Response Action Guidelines 

Upon being notified of a problem activate the incident command 
team and establish a command post. Assign a Liaison Officer to 
establish and maintain communications with NYS Department of 
Health and or NYS ENCON as appropriate. Notify the 
Superintendent. 

Authority 

Principal 
Incident Commander 

Contact the Buildings and Grounds Supervisor to turn off the 
HVAC System. Curtail all outdoor activities. Notify staff to 
keep windows closed. 

Operations Chief 
Incident Commander 

Continue to monitor the situation with the lead agency providing 
advice. 

Liaison Officer 

Consult with the lead agency to determine if one or more of the 
following plans need to be implemented: 
 School Cancellation Plan 
 Community Notification Plan 
 Media Plan 

Liaison Officer 
Incident Commander 
Planning & Intelligence 
Public Information 

Activate Aftermath and Recovery Plan. Resume normal 
operations once approved by County and State Officials. 

Superintendent and or 
Building Principal 
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ANTHRAX/BIOLOGICAL THREAT

Response Actions Guidelines (cont.)
 School Cancellation/Go Home Early Plan
 Community Notification Plan
 Media Plan
 Crisis Intervention Plan

ANTHRAX/BIOLOGICAL THREAT
Call 911 for all emergenciesRESOURCES 

Page 1 of 2
	

SCHOOL DISTRICT COMMUNITY 
 Crisis Response Plan  NYS Department of Health 
 Community Notification Plan  County Emergency Coordinator 
 Media Plan  Local Fire Department 
 School Cancellation/Go Home Plan  Local Rescue Squad 
 Lock Down Plan  Law Enforcement 

Response Action Guidelines Authority 

An anthrax threat can be made in the form of a letter, package, Staff 
container, or telephone call stating that there is anthrax at your 
location. Contain the threat to as few people and as small and 
area as possible. Secure the room, close any open windows, and 
do not let anyone enter until health officials arrive. Note: All 
occupants in the area of potential exposure must remain securely 
in place. 

Contact the building principal by telephone or intercom and Staff 
inform him or her of the threat. If there is access to an outside 
telephone line call 911. 

Do not allow anyone in the immediate area handle the object Exposed Individuals 
containing the threat. Individuals who came in direct contact 
with the threat must be advised not to eat, drink, smoke, or rub 
their eyes, ears, nose, or mouth, or place their hands near their 
face. 

Activate the incident command team and establish a command Incident Commander 
post. 

Order a building lock down to ensure that building occupants Incident Commander 
stay in their classrooms. 

Instruct the Head Custodian to turn off the school HVAC Incident Commander 
System. 

When Health Officials arrive follow their directions. At that Liaison Officer 
time they may advise the school to evacuate the building. Be Incident Commander 
prepared to implement one or more of the following plans: Planning & Intelligence 
 Off-Site Sheltering Plan Public Information 
 Student Release/Parent Reunification Procedures Authority 

Health Officials will establish decontamination procedures for Incident Commander 
the individuals who were potentially exposed and the space School Health Official/Nurse 
they occupied. Exposed individuals will most likely receive 
post exposure vaccination for anthrax. 

Incident Commander 
Law enforcement and health officials will advise if any 
additional precautions need to be taken. 

School Superintendent 
Initiate Aftermath Planning and prepare to resume normal 
operations as soon as possible. 
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More information, New York State Health Department, Bureau of Communicable Disease Control: 518-473-
1730 (day); 518-465-9720 (after hours). 

INFORMATIONAL LINKS
	
Center for Disease Control Frequently Asked Questions (FAQ)
	
http://www.bt.cdc.gov/agent/anthrax/faq/
	

Center for Disease Control Public Health Emergency Preparedness & Response 

http://www.bt.cdc.gov/
	

United States Postal Service Related Information
	
http://about.usps.com/publications/pub166/pub166fm_022.htm
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AVIATION CRASH 
RESOURCES 

SCHOOL DISTRICT 
 Fire Evacuation Plan & Procedures 
 School Cancellation Plan 
 Community Notification/Media Plans 
 Student Release Procedures 
 Sheltering Plans 
 Crisis Plan 

Call 911 for all emergencies 

COMMUNITY 
 Local Law Enforcement 
 Local Fire Department 
 Local Rescue Squad 
 County Emergency Coordinator 
 National Transportation and 

Safety Board (NTSB) 
1 

Response Action Guidelines 

Upon discovery or detection of an aviation crash on school or 
near school grounds activate the incident command team and 
establish a command post. Notify the Superintendent. 

Authority 

Principal 
Incident Commander 

Determine the area of school property affected by the crash. Safety Officer & 
Planning & Intelligence 

Move school occupants away from the crash site and away from 
any area that overlooks the wreckage or debris field. If there is 
any danger to building occupants evacuate to a safe location. 

Incident Commander 
Safety Officer 

Dispatch Liaison Officer to establish communications with the 
incident commander of the emergency response agencies. 

Incident Commander 
Liaison Officer 

Activate on-site medical staff and Crisis Response Team. Incident Commander 

In concurrence with the Superintendent and local emergency 
service officials, determine if one or more of the following plans 
need to be implemented: 
 Sheltering Plans 
 School Cancellation Plan 
 Community Notification Plan 
 Media Plan 

District Level IC, 
Planning & Intelligence 
and Public Information 

If damage to the building or injuries have been sustained, 
reference "Structural Failure" or Multiple Casualty" in the 
Building-level Safety Plan. 

When the operation has been concluded implement Aftermath 
and Recovery Plan. Resume normal operations as soon as 
possible. 

Incident Commander 

Superintendent and or 
Building Principal 
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BUILDING STRUCTURE FAILURE
	
RESOURCES 

SCHOOL DISTRICT 
 Bldg. Architectural Plans 
 Structural Inspection Reports 
 On & Off Site Sheltering Plans 
 School Cancellation Plan 
 Community Notification Plan 
 Media Plan 
 Crisis Intervention Team 

Call 911 for all emergencies 

COMMUNITY 
 Emergency Response Personnel 
 Building Codes Official 
 Structural Engineer 
 Insurance Representative 
 Neighboring School Districts 
 Off campus shelter sites 

Response Action Guidelines Authority 

Upon discover or detection of an actual or potential structural School Staff 
failure, notify the Building Principal. 

Activate the district incident command team and establish a Incident Commander 
command post. 

Evaluate the situation. If hazards are imminent evacuate to a Safety Officer 
safe location and determine if there are injuries. Incident Commander 

Identify any imminent hazards and take appropriate remedial Safety Officer 
action to mitigate as long as it is safe to do so. Barriers may Incident Commander 
be required to keep occupants out of harms way or to protect 
the building from further damage. 

In consultation with a buildings code official determine if a Liaison Officer 
structural engineer is need to survey the building. If portions Incident Commander 
of the building are safe implement on-site sheltering, school 
cancellation or other appropriate response. 

Activate Community Notification Plan and prepare for News Incident Commander 
Media Personnel. Public Information Officer 

Determine if School Crisis Intervention Team needs to be Incident Commander 
activated. 

Assess damage to property and determine whether to prepare Incident Commander, 
claims under policies of insurance or Federal or State Superintendent 
emergency relief programs. 

Activate School Aftermath/Recovery Plan. Incident Commander 

Once the building is cleared for occupancy, resume normal Superintendent & Building 
activities. Principal 
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BOMB THREAT 
Call 911 for all emergenciesRESOURCES 

SCHOOL DISTRICT		 COMMUNITY 
 Bomb Threat Incident Form  Police Agencies 
 Building Floor Plans  Local Fire Department 
 Building Sweep Team  County Emergency Coordinator 
 On-Site Sheltering Plan  Community Crisis Plan Resources 
 Off-Site Sheltering Plan 
 School Cancellation Plan 
 Community Notification Plan 
 Media Plan 
 Crisis Intervention Plan 

Response Action Guidelines		 Authority 

Upon receipt of a bomb threat by telephone use the bomb threat School Staff 
incident form to write down information from the caller. If the threat 
is written do not handle to preserve evidence. 

Notify the building principal.		 School Staff 

Call 911 and notify the Superintendent.		 Building Principal 

Implement ICS and establish a command post.		 Incident Commander 

Initiate lock down procedures.		 Incident Commander 

Conduct a visual sweep of all paths of egress in the building, Sweep Team 
sheltering areas, and around the exterior of the school. Preserve crime 
scene and evidence. Report findings to the Operations Chief. 

Determine if the school is to be evacuated or whether to shelter on Incident Commander 
site in a cleared and sanitized area. Note: Do not evacuate to parking 
lots or locations, which are not visibly free of suspect objects. It is 
suggested that evacuation locations be no less than 1000 feet from the 
building. 

If on site sheltering is selected implement the following: Incident Commander 
 Move students and staff in an organized/controlled manner. Do 

not make a general announcement to evacuate to the area. 
 Implement sheltering student care plan. 

When police arrive:		 Incident Commander or 
 Advise them of the situation and follow their instructions. Liaison Officer 
 Turn over control of the building to law enforcement. 

Implement community notification procedures and prepare media Incident Commander & 
plan. Public Information Officer 

Once emergency operations have concluded make determination to Incident Commander 
either resume classes, evacuate to an off-site shelter or implement go 
home procedures. 

Start aftermath planning for returning to normal operations. Superintendent 

32 



 

 

Page 1 of 2
	

BOMB/EXPLOSIVE THREAT 
Call 911 for all emergenciesRESOURCES 

SCHOOL DISTRICT		 COMMUNITY 
 Bomb Threat Incident Form  Police Agencies 
 Building Floor Plans  Local Fire Department
 Building Sweep Team  County Emergency Coordinator
 On and Off-Site Sheltering Plan 

 Community Crisis Plan Resources
 School Cancellation Plan 
 ICS Plan 
 Media Plan 
 School Emergency Response Team 
 School Post-Incident Response Team 
 NYSED School Bomb Threat Report Data Form 

Response Action Guidelines		 Authority 
Upon receipt of a bomb threat:		 School Staff 
	 If by telephone, use the bomb threat incident form to write down 


information from the caller. Press *57 to lock the phone number in 

with the phone company. Do not make any other calls from that 

phone until the police allow you to. 


	 If by written note, handle it as little as possible to preserve 

fingerprints.
	

	 If by mail/suspicious package, do not open/pull/squeeze/shake/ put 

under water. Do move people away, notify police, and activate 

plan.
	

	 NOTE: Contact person is to remain in Main Office until the police 
take a statement. This person should be telling the information for 

the first time to the police. DO NOT discuss the details it with 

others.
	

Notify the building principal or designated alternate. 

Notify NY State Police and the Superintendent of Schools. The 
Superintendent of Schools will contact the School Emergency 
Coordinator who will report to the site. 

Incident Commander 

Incident Commander 

Implement ICS and establish a command post. Incident Commander 

Incident Commander will determine which of the three appropriate 
response actions should be taken: 
 Sheltering students in an area which has been “sanitized and 

cleared” 
 Preclearance of the building and maintenance of security to 

ensure no suspicious objects have been brought into the building 
 Evacuation of building 
If a threat indicates an explosive is in a car/parking lot/outside area, all 
occupants are to remain inside the building and away from glass. 
Persons already outside should be moved further away to a location out 
of harm’s way. (NYS Police advise 1,000 feet). 

Before people are directed to move within the building, conduct a 
visual search of exit routes, evacuation areas to assure safe passage and 
refuge. Use the public address system. Do not mention “bomb scare”. 
Do not use fire alarm for notification. Report findings to the 
Operations Chief. 

Designated School Staff 
(AKA: Sweep Team) 

Incident Commander or 
Liaison Officer 
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Response Actions Guidelines (cont.) Authority 

Upon review of conditions, State Police or fire officials will 
determine when control of the building is returned to school 
officials. 

Incident Commander 

In consultation with Superintendent of Schools, determine 
whether to resume building operations or activate On-Site 
Sheltering or School Cancellation Plan as appropriate. 

Implement community notification procedures (staff, students and 
parents) and prepare media plan. 

Start aftermath planning for returning to normal operations. 

Complete the required New York State School Bomb Threat Report 
Data form as soon as possible following the conclusion of the bomb 
threat. Send the form to NYSED. Send a copy to the School 
Emergency Coordinator. 

Building Incident Commander 
& District-wide Incident 
Commander (Supt.) 

Building Incident Commander, 
District-wide Incident 
Commander (Supt.) 
and Public Information Officer 

Building Incident Commander, 
District-wide Incident 
Commander (Supt.) and 
Post Incident Response Team 

Building Incident Commander 
District-wide Incident 
Commander (Supt.) 
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CIVIL DISTURBANCE Call 911 for all emergencies
RESOURCES 

COMMUNITY 
 Law Enforcement Agencies 
 County Emergency Coordinator 
 Fire Department 
 Emergency Medical Services 
 Local Crisis Intervention Resources 

SCHOOL DISTRICT 
 Code of Conduct 
 Crisis Intervention Plan and Team 
 School Cancellation/Go Home Plan 
 Community Notification Plan 
 Media Plan 

Response Action Guidelines 

At the on set of an actual or potential civil disturbance 
initiate the school emergency system. Contact the Principal 
and provide the following: 
 Your name? 
 Nature of the incident? 
 The location of incident? 
 How many people are involved? 
 Are there any injuries or property damage? 

Notify local law enforcement agency by calling 911. 

Activate the district incident command team and establish a 
command post. 

Touch Nothing. Preserve crime scene. 

If the incident necessitates order a building lock down. 

When law enforcement personnel arrive provide them with 
facts related to the incident, and direct them to the location 
of the incident. 

Based upon the advice received from the commander in 
charge of the incident implement one or more of the 
following: 
 On Site or Off Site Sheltering Plans 
 Student Release Procedures 
 School Cancellation/Go Home Plan 
 Community Notification Plan 
 Media Notification Plan 
 Crisis Intervention Plan 

Consult with Law Enforcement, Emergency Coordinator, 
Crisis Team, and other appropriate parties prior to resuming 
normal activities. 

Activate Aftermath and Recovery Plan if necessary. 

Authority 

School Staff 

Principal or Designee 

Incident Commander 

Planning and Intelligence 

Incident Commander 

Liaison Officer 
Incident Commander 

Incident Commander 
Planning & Intelligence 
Public Information 

Incident Commander 

Superintendent 
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CRIMES AGAINST PERSONS 
Call 911 for all emergenciesRESOURCES 

SCHOOL DISTRICT 
 Crisis Response Plan 
 Community Notification/Media Plans 
 School Cancellation/Go Home Plan 
 Lock Down Plan 
 Child Abuse & Neglect Reporting Procedures 

COMMUNITY 
 Child Protective Services 
 Law Enforcement 
 County Emergency 

Coordinator 
 Local Fire Department 
 Local Rescue Squad 
1 

Response Action Guidelines 

Upon identification of suspected, threatened, potential or actual 
crimes against persons, (e.g. abuse, assault, hostage-taking, 
kidnapping, robbery) notify the Building Principal 

Authority 

Staff 

Notify Law Enforcement by calling 911. Principal 

Notify the Superintendent, implement the incident command 
team, and establish a command post. 

Incident Commander 

In the event of ongoing activity, seek to isolate the effected area, 
or reduce the severity of the event though appropriate risk 
reduction or crisis intervention tactics. 

Incident Commander 

When Law Enforcement arrives advised them of the situation 
and follow instructions that are given. 

Liaison Officer 

In cooperation with appropriate authorities, implement crisis 
response plan, community notification, and media response 
plans. 

Incident Commander 
Public Information 

If damage or injuries warrant refer to "Multiple Casualty" 
procedures in the Building-level Safety Plan. 

Incident Commander 
Planning & Intelligence 

Depending on the nature of the incident be prepared to 
implement one or more of the following plans: 
 Off-Site Sheltering Plan 
 Student Release Procedures 
 School Cancellation/Go Home Early Plan 
 Community Notification Plan 
 Media Plan 
 Crisis Intervention Plan 

Incident Commander 
Planning & Intelligence 
Public Information 

Initiate Aftermath Planning and prepare to resume normal 
operations as soon as possible. 

Superintendent or 
Principal 
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EARTHQUAKE 
RESOURCES 

SCHOOL DISTRICT 
 Earthquake Training & Awareness Materials 
 Drop & Cover Drill 
 Off Site Sheltering Plan 
 School Cancellation/Go Home Plan 
 Community Notification Plan 
 Student Release Plan 
 Media Notification Plan 
 Multiple Casualty Incident Plan (Page..) 
 Aftermath Plan 

Response Action Guidelines 

Provide guidance to students and staff during and earthquake. 
Indoors: Avoid large open areas; get under a desk or heavy table 
and hold on to the legs. Do not attempt to leave the building until 
the shaking stops. Outdoors: Get away from buildings, trees, 
poles, and overhead wires. 

After the shaking stops immediately evacuate to an open area. 

Establish an on-site command post and assemble the incident 
command team. 

Take a head count and determine if any students or staff is 
remaining in the building. Determine the locations of injured or 
trapped individuals. Do not attempt to provide first aid or move 
injured persons if it interferes with evacuation procedures. 

Attempt to notify Emergency Services Agencies to report damage, 
injuries, or hazards. If telephone service is not functioning attempt 
to gain access to a cellular telephone. 

Establish a medical first aid station. 

Check for fires or other physical hazards, (e.g. downed wires, 
broken gas, water or sewer pipes) and take appropriate precautions. 
Shut off valves and switches if it is safe to do so. 

Determine whether the building has sustained structural damage. 
Do not attempt to reenter a damaged building until it has been 
cleared for occupancy by a building codes official. 

Activate District Aftermath Plan. 

Call 911 for all emergencies 

COMMUNITY 
 County Emergency Coordinator 
 Local Red Cross Agency 
 Law Enforcement Agencies 
 Local Fire Department 
 Local Emergency Medical Services 
 Volunteer Personnel 
 Local Crisis Intervention Resources 
 NYS Department Of Education 
 School Architect/Structural Engineer 
 County Building Codes Official 

Authority 

School Staff 

School Staff & Students 

Incident Commander 

Operations Student Care Team 
Planning and Intelligence Team 

Logistics Communications 
Team 

Operations Medical Team 

Operations Damage Assessment 
Team & Building Operations 
Team 

Safety Officer 

Incident Commander 
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EARTHQUAKE 

Response Action Guidelines - Continue 

Provide emotional first aid and comfort to evacuated 
students and staff. Take precautions to protect evacuees 
from exposure. 

Implement On-Site sheltering, school cancellation, 
and/or community/media notification plans as required. 

Notify the BOCES Superintendent of the damages and 
actions taken by the district. 
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Authority 

Crisis Intervention Team 

Incident Commander 
Public Information Officer 

Superintendent 
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ELECTRICAL SYSTEM FAILURE
	

RESOURCES 
SCHOOL DISTRICT 
 Building Electrical Plans 
 Electrical Back-up System 
 School Cancellation Plan 
 Off-Site Sheltering Plan 
 Community Notification Plan 

Call 911 for all emergencies 
COMMUNITY 
 Electrical Engineer/Contractor 
 County Emergency Coordinator 
 Local Fire Department 
 Neighboring School Districts 
 Local Government Officials 

1 
Response Action Guidelines Authority 

Upon discovery or detection of electrical system failure, which 
may affect the health, and safety of the building occupants notify 
the Building Principal. 

Staff 

Contact the Head Custodian. Principal 

If a hazard exists in an area due to the electrical problem isolate 
that area as the danger zone. 

Principal 

Implement the school incident command team and establish a 
command post. 

Incident Commander 

Evaluate the cause of the problem and determine if it is off-site 
or on-site. Determine if critical life-safety systems (e.g., fire 
detection, smoke/heat detection alarms) have been compromised. 
If source of the hazard is off-site contact the local utility 
company to determine probable duration of outage. 

Operations Chief 
Safety Officer 

Determine if critical operation systems have been affected. 
These may include the following systems: HVAC, 
communications, refrigeration, computer, and electronic 
instrument controls. 

Operations Chief 

In consultation with appropriate school personnel, electrical 
contractor, and utility company representatives determine 
whether to curtail or cease building operations as appropriate. 
Provide the Incident Commander with the information that has 
been obtained. 

Liaison Officer 
Planning & Intelligence 

Determine whether to activate the School Cancellation and or 
Community Notification Plan. 

Incident Commander 
Public Information 

Implement appropriate remedial action. Coordinate with 
emergency services, utility officials, engineers, or contractors as 
appropriate. 

Incident Commander 
Liaison Officer 

Initiate Aftermath Planning and prepare to resume normal 
operations as soon as possible. 

Superintendent 
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ENERGY SUPPLY LOSS Call 911 for all emergenciesRESOURCES 
SCHOOL DISTRICT 
 Back-up Energy Plan 
 Community Notification Plan 
 School Cancellation/Go Home Plan 
 Media Plan 

COMMUNITY 
 Energy Supply Representative 
 Alternate Energy Supplier 

Response Action Guidelines 

Upon notification or determination of problem notify 
Superintendent and determine the extent to which the school 
can continue to operate. 

Activate the district incident command team and establish a 
command post. 

Contact prime supplier to determine availability of fuel and 
implement Back-up Energy Plan if feasible. 

Keep Incident Commander update on status of building 
conditions (temperature, comfort level, etc.). 

If necessary, implement plan for alternative school day or 
alternative building use schedule (e.g., shorter day, shorter 
class periods, no after school activities, etc.). 

Determine whether to implement School Cancellation/Go 
Home Plan. 

Implement Community Notification Procedures, and access 
the School Media Plan if students are to return home early. 

Activate aftermath/recovery plan and resume normal 
building activities once it is feasible to do so. 

Authority 

Building Principal 

Superintendent 

Incident Commander 

Planning & Intelligence 

Incident Commander 

Incident Commander 

Incident Commander 
Public Information Officer 

Superintendent and or 
Building Principal 
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EPIDEMIC 
Call 911 for all emergenciesRESOURCES 

SCHOOL DISTRICT 
 Crisis Response Plan 
 Community Notification/Media Plans 
 School Cancellation/Go Home Plan 

COMMUNITY 
 County Emergency Coordinator 
 Local Rescue Squad 
 NYS Health Department 
 Local Hospital 
 School Physician 
1. 

Response Action Guidelines 

Upon discovery or notification of a highly contagious disease 
contact the Principal 

Authority 

School Nurse or Staff 

Contact members of the school emergency response team and 
implement ICS. Establish a command post. Assign a Liaison 
Officer to establish and maintain communications with health 
officials. Notify the Superintendent. 

Superintendent and or 
Incident Commander 

If students and staff become ill while at school isolate them from 
the general population and make arrangements for medical 
assessment. 

Incident Commander 
School Medical Staff 

Consult with New York State Department of Health Officials to 
determine whether to implement one or more of the following 
plans as appropriate: 
 School Cancellation Plan 
 Crisis Intervention Plan 
 Community Notification Plan 
 Media Plan 

Liaison Officer 
Incident Commander 
Planning & Intelligence 
Public Information 

Activate Aftermath and Recovery Plan. Resume normal school 
operations after consulting with the Department of Health and 
the School Physician. 

Superintendent and or 
Principal 
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EXPLOSION 
RESOURCES 
SCHOOL DISTRICT 
 Crisis Response Plan 
 Community Notification Plan 
 Media Plan 
 School Cancellation/Go Home Plan 
 Fire Evacuation Plan 
 Student Release Procedures 

Call 911 for all emergencies 

COMMUNITY 
 Law Enforcement 
 County Emergency Coordinator 
 Local Fire Department 
 Local Rescue Squad 
 Local Government 
1. 

Response Action Guidelines Authority 

Immediately sound the building fire alarm system in the event of 
an explosion and evacuate the building in accordance with the 
fire evacuation plan. Ensure that everyone moves a safe distance 
from the building. 

Staff 

Call 911. Implement the incident command team, establish a 
command post, and contact the Superintendent. 

Building Principal 

If damage or injuries have been sustained, refer to "Structural 
Failure" or "Multiple Casualty" procedures referenced in the 
Building-level Safety Plan. 

Incident Commander 

Provide Emergency Responders with information about the 
location of injured persons, building damage, and special sources 
of hazard (e.g., hazardous materials, energy and power supply 
locations). 

Liaison Officer 
Planning & Intelligence 

Follow instructions provided by emergency personnel on the 
scene. 

Incident Commander 

Implement one or more of the following plans as needed: Incident Commander 
 School Cancellation Planning & Intelligence 
 Community Notification Public Information 
 Student Release 
 Crisis Intervention 
 Media 

Initiate Aftermath Planning and prepare to resume normal Superintendent and or 
operations as soon as possible. Building Principal 
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FIRE AND ALARM ACTIVATION 
Call 911 for all emergenciesRESOURCES 

SCHOOL DISTRICT		 COMMUNITY 
 Fire Evacuation Plan & Procedures		  Local Law Enforcement 
 School Cancellation Plan		  Local Fire Department 
 Community Notification/Media Plans		  Local Rescue Squad 
 Student Release Procedures		  County Emergency Coordinator 
 Sheltering Plans		  Insurance Company 
 Crisis Plan Representative 


1
	
Response Action Guidelines Authority 

Upon discovery or detection of smoke or fire activate the fire 
alarm system. If the alarm is activated from an unknown source, 
proceed as if there is a fire. 

Staff 

Evacuate the building using established fire evacuation 
procedures. Notify the Principal. 

Staff 

Establish a command post and activate the incident command 
team. Notify the Superintendent. 

Incident Commander 

Move all students and staff safely away from the building. 
Ensure that individuals do not congregate in areas where they 
may be at risk from responding emergency equipment. 

Safety Officer 

Upon arrival of Fire Department personnel inform their incident 
commander of the situation and follow any instructions that are 
given. 

Liaison Officer 

If damage or injuries have been sustained, reference "Structural 
Failure" or Multiple Casualty" in the Building-level Safety Plan. 

Planning & Intelligence 
& District Level IC 

Depending on the extent of the incident the school may have to District Level IC, 
implement one or more of the following: Planning & Intelligence 
 Crisis Plan		 and Public Information 
 School Cancellation/Go Home Plan 
 Sheltering Plans 
 Community Notification/Media Plans 

When the operation has been concluded implement Aftermath Superintendent and or 
and Recovery Plan. Resume normal operations as soon as Building Principal 
possible. 
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POTENTIAL FIRE HAZZARDS
	

A. Major workplace fire hazards are located in: 

Boiler Room 

Agriculture Department 

Industrial Arts Department 

Science and Art Departments 


B. Flammable storage cabinets are at these locations: 

Boiler Room 

Agriculture Department 

Industrial Arts Department Science Department 


C. Responsible Personnel: 

Director of Facilities- is responsible for maintenance of equipment and systems installed to 
prevent or control ignition of fires. 

Director of Facilities and Head Auto Mechanic- are responsible for controlling 
fuel source hazards. 

D. Housekeeping 

Schoharie Central School District will control accumulations of flammable and combustible 
waste materials and residues so that they do not contribute to a fire emergency. All flammables 
are kept in flammable storage areas except small amounts for immediate use. 
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FLOODING 

RESOURCES Call 911 for all emergencies 

SCHOOL DISTRICT 
 Emergency Weather Alter Radio 
 School Cancellation Plan 
 Shelter and Transportation Plan 
 Community Notification Plan 
 Media Plan 

COMMUNITY 
 County Emergency Coordinator 
 National Weather Service 
 Local Fire Department 
 County/Town DPW 
 Law Enforcement Agencies 

Response Action Guidelines 

During periods of flood watches or warnings establish a 
command post and activate the Incident Command Team. 

Authority 

Incident Commander 

Assign a person to monitor an emergency alert system 
radio, or to establish communications with the County 
Emergency Coordinator for weather condition updates. 

Incident Commander 
Liaison Officer 

Based upon Nation Weather Service and/or County Civil 
Defense advice, implement On-Site Sheltering or School 
Cancellation Plan. 

Incident Commander 

Implement the Community Notification Plan. Public Information Officer 

Determine if the Crisis Intervention Plan needs to be 
implemented. 

Incident Commander 

Upon consulting with the County Emergency Coordinator 
determine if Community Sheltering Plans or other actions 
involving the use of the school facilities, personnel or 
equipment need to be implemented. 

Liaison Officer 
Incident Commander 
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SCHOHARIE AREA EVACUATION ROUTES 
From EAST SIDE of Schoharie Creek 

From east (village) side of Schoharie Creek – Rickard Hill Route 

Rickard Hill takes you into Rt. 443, East of Gallupville.
	

Go up Rickard Hill Road and turn left onto Rt. 443 to Gallupville. 


This route is better than taking Rt. 30 to Rt. 443 and then to Gallupville because Rickard Hill Rd. gets high quickly and stays high, to 

where it hits Rt. 443. Turning left to go to Gallupville, the level drops down a few feet.
	

At Prospect St. and Rt. 30 – 598 ft
	

At Waterbury Road – 642 ft.
	

Where Prospect branches left – 727 ft.
	

Up hill, around curve – 945 ft.
	

At intersection with Colby Rd.– 1016 ft.
	

At intersection with Picket Hill Rd.– 1050 ft.
	

At intersection with Abrams Rd.– 1059 ft.
	

At intersection with Freeman Hill Rd.– 1000 ft.
	

At intersection with County Rt. 66 – 1007 ft.
	

At intersection with County Rt. 9 – 913 ft.
	

Where Rickard Hill meets with 443 – 939 ft.
	

Turning right onto Rt. 443 (away from Gallupville heading east), the elevation gradually climbs, reaching 1200 ft. near the Helderberg 

airstrip, and continues to climb reaching almost 1500 ft. at Rt. 85. 


Be sure to allow alternative traffic entry at the following points: 
Cotton Hill and Rickard 
Bradt Hollow Road and Dutch Settlement 
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HAZARDOUS MATERIALS INCIDENT (OFF-SITE)
Call 911 for all emergenciesRESOURCES 

SCHOOL DISTRICT COMMUNITY 
 Sheltering Plan  County Emergency Coordinator 
 School Cancellation Plan  Local Fire Department 
 Community Notification Plan  HAZMAT Personnel 
 Media Plan  NYS DEC Personnel 

 Emergency Services Personnel 

Response Action Guidelines Authority 

Upon being contacted by local emergency responders; Building Principal 
obtain advice as to the size, likely hazard and duration of 
the spill response. 

In consultation with Incident Commander in charge of the Building Principal 
spill scene determine whether to implement sheltering or 
evacuation procedures. 

Activate the school incident command team and establish a Incident Commander 
command post. 

Assign an individual to monitor conditions at the spill site. Liaison Officer 

Cease all outdoor activities if necessary. Safety Officer 

Close off all outside air intakes and close all windows and Safety Officer 
exterior doors. 

If evacuation is recommended, implement the School Incident Commander 
Cancellation Plan. 

Implement Community Notification Plan. Public Information 

Implement Media Plan. Public Information 

When advised that it is safe to do so by appropriate Superintendent 
response personnel, resume normal school operations. 
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HAZARDOUS MATERIALS INCIDENT (ON-SITE) 

RESOURCES Call 911 for all emergencies 

COMMUNITY 
 County Emergency Coordinator 
 Local Fire Department 
 Emergency Medical Services 
 HAZMAT Personnel 
 NYS DEC Personnel 
 NYS Department Of Health 

SCHOOL DISTRICT 
 Chemical Inventory & MSDS's 
 School Cancellation Plan 
 Sheltering Plan 
 Community Notification Plan 
 Media Plan 
 Toxic Exposure Procedure 

Response Action Guidelines 

Upon discovering or detecting any spill of a hazardous 
substance or petroleum product, notify the Building 
Principal. 

Activate the incident command team. Establish a 
command post. 

Contact emergency services at 911. 

Move Students and Staff from an area of potential danger 
to an area of safety. Ensure that everyone is accounted 
for. 

Have the HVAC system closed down. 

Consult with Emergency Personnel to determine an 
appropriate plan of action: 
 On or Off-Site Sheltering 
 School Cancellation/Student Release 
 Community Notification 
 Crisis Intervention Plan 
 Activate Media Plan 

Evaluate hazardous material release, with the assistance of 
Emergency Personnel and contact NYSDEC. 

Consult with DEC and develop a plan for cleaning up and 
disposing of the hazardous material. 

Arrange to clean and decontaminate the effected area. 

Activate Aftermath and Recovery Plan and resume normal 
operations once the effected area is cleared for occupancy. 

Authority 

School Staff 

Incident Commander 

Logistics/Communications 

Incident Commander 
School Staff 

Incident Commander 

Liaison Officer 
Planning & Intelligence 
Incident Commander 
Public Information 

Liaison Officer 
Incident Commander 

Liaison Officer 
Incident Commander 

Logistics Team 

Superintendent 
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HEATING SYSTEM FAILURE (LOSS OF BUILDING HEAT) 

Call 911 for all emergenciesRESOURCES 

SCHOOL DISTRICT		 COMMUNITY 
 School Cancellation/Go Home Plan  HVAC Contractor 
 Community Notification Plan  Back-up Portable Heating 
 Media Notification Plan System 
 Building Floor Plans for HVAC Systems  Media Outlets 
 Off-Site Sheltering Plan 1. 

Response Action Guidelines Authority 

Upon discovery or detection of a loss of heat, notify the Building 
Principal. 

Staff 

Notify the Head Custodian of the current situation. Principal 

Notify the Superintendent, implement the incident command 
team and establish a command post. 

Principal and or 
Superintendent 

Evaluate the problem and commence normal remedial response. 
If extreme cold weather conditions prevail, notify the incident 
commander to curtail building activites that may accelerate heat 
loss (e.g., close all windows and doors). 

Operations Chief & 
Planning & Intelligence 

Attempt to correct problem. If unable to correct, try to 
determine the anticipated time of recovery and notify the 
Operations Chief. The information shall be passed up the chain 
of command to the IC. 

Operations Chief & 
Planning & Intelligence 

Determine whether the School Cancellation/Go Home Plan 
should be implemented. 

Incident Commander 

If the decision is made to cancellation school contact the Public Information 
following: 
 Staff and students 
 Parents/Legal Guardians via phone calling tree or 

community notification procedures 

Implement off-site sheltering plan for students who can not be 
returned home and prepare for parental release, or transportation 
at the normal release time. 

Incident Commander 

Contact local radio and television media outlets and request 
public service announcements on current situation. 

Public Information 

Initiate Aftermath Planning and prepare to resume normal 
operations as soon as possible. 

Superintendent and or 
Building Principal 
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HOSTAGE SITUATION Call 911 for all emergenciesRESOURCES 
SCHOOL DISTRICT 
 Building Area Isolation Procedures 
 Community Notification Plan 
 School Cancellation/Go Home Plan 
 Media Plan 
 Crisis Intervention Team 

COMMUNITY 
 Law Enforcement Agencies 
 County Emergency Coordinator 
 Local Crisis Intervention Resources 

Response Action Guidelines 

Upon identification of a hostage situation notify the 
Building Principal and take steps necessary to isolate and 
secure the area involved. 

Authority 

School Staff 

Notify Emergency Services by calling 911 and follow their 
instructions. 

Principal 

Activate the district incident command team and establish a 
command post in a secure location. 

Incident Commander 

Based upon the advice received from law enforcement 
personnel in charge of the incident implement the 
following: 
 School Cancellation Plan 
 Student Release Procedures 
 Community Notification Plan 
 Media Notification Plan 
 School Crisis Intervention Plan 

District Level IC 
Planning & Intelligence 
Public Information 
Liaison Officer 

Activate aftermath/recovery plan and resume normal 
building activities when permitted to do so. Note that a 
portion of the building may be unavailable until law 
enforcement concludes their investigation. 

Superintendent and or 
Building Principal 
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INTRUDER 
RESOURCES Call 911 for all emergencies 
SCHOOL DISTRICT 
 Crisis Plan 
 Lock Down Procedures 
 Community Notification Plan 
 Media Plan 
 School Cancellation/Go Home Plan 

COMMUNITY 
 Law Enforcement Agencies 
 Local Crisis Intervention Resources 
 County Emergency Coordinator 
 Local Fire Department 
 Local Rescue Squad 

Response Action Guidelines 

Upon identification of an intruder in the building or on school 
grounds notify the building principal. Provide a description of, 
and location of the intruder(s). 

Authority 

School Staff 

Upon being notified of an intruder(s) order a building lock down, 
and notify law enforcement by calling 911. Provide the dispatcher 
with as much information on the incident as possible. Contact the 
District Superintendent. 

Building Principal 

Everyone is to remain secured in his or her room until the all clear 
signal is given. If it is at all possible do not jeopardize anyone's 
safety with confronting the intruder(s). 

All Staff 

If a hostage situation develops reference the guidelines for 
"Hostage" in the emergency management plan. 

Building Principal 

Attempt to make contact with law enforcement upon their arrival 
and follow their directions. 

Building Principal 

If law enforcement has secured the scene activate the district 
incident command team and establish a command post. 

Incident Commander 

Based upon the advice received from the commander in charge of 
the incident implement the following: 
 School Cancellation Plan 
 Student/Parent Reunification Procedures 
 Community Notification Plan 
 Media Notification Plan 
 School Crisis Intervention Plan 

Incident Commander 

Once the intruder(s) has been taken into custody meet with law 
enforcement for a debriefing and start aftermath planning for 
returning to normal operations as soon as possible. 

Principal and 
Superintendent 
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LOSS OF BUILDING USE 
Call 911 for all emergenciesRESOURCES 

SCHOOL DISTRICT 
 School Cancellation Plan 
 Community Notification/Media Plans 
 Sheltering Plans 
 BOCES Superintendent 

COMMUNITY 
 Regional School Districts 
 State Education Department 
 Portable Building Contractor 

Response Action Guidelines 

Upon being notified that a school building is uninhabitable 
notify the Superintendent, establish a command post, and 
activate the incident command team. 

Authority 

Principal 

Consult with BOCES Superintendent and the State Education 
Department on potential relocation of school programs. 

Superintendent 

Determine how many days of school will be canceled due to the 
loss of the building. Activate one or more of the following 
plans: 
 School Cancellation Plan 
 Community Notification Plan 
 Media Plan 
 Aftermath & Recovery Plan 

Incident Commander 
Planning & Intelligence 
Public Information 

If the loss occurred during normal school hours implement the 
above plus: 
 Sheltering Plans 
 Student Release Procedures 
 Go Home Plan 

Incident Commander 
Planning & Intelligence 
Public Information 
Liaison Officer 

Explore possible sites to conduct classes while the building is out 
of use. 

Planning & Intelligence 
Logistics 

Once an alternative site has been established plan the relocation 
of educational programs. 

Incident Commander 
Planning & Intelligence 

Contact the Transportation Supervisor to determine if changes in 
bus routes are necessary. 

Incident Commander 

Notify Staff, Parents, Students, and the Community of relocation 
measures. 

Public Information 

Activate Aftermath and Recovery Plan and resume normal 
activities when the building is available for occupancy. 

Superintendent and or 
Building Principal 
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LOSS OF TRANSPORTATION FLEET 
Call 911 for all emergenciesRESOURCES 

SCHOOL DISTRICT 
 School Cancellation Plan 
 Community Notification/Media Plans 
 Student Release Procedures 
 Sheltering Plans 

COMMUNITY 
 Regional School Districts 
 Transportation Contractors 
 Local Government Officials 
1. 

Response Action Guidelines 

Upon being notified of the extent of school buses that are 
disabled notify the Superintendent. 

Authority 

Transportation Supervisor 

If the situation warrants, establish a command post and activate 
the incident command team. 

Superintendent 
Incident Commander 

Incident Commander 
If notice is provided prior to the start of school make a decision 
on whether to cancel classes. Activate school cancellation plan. 

Planning & Intelligence 

Incident Commander 
If loss of transportation fleet is due to criminal activity contact 
your local law enforcement agency. 

Liaison Officer 

Logistics Chief 
If buses cannot be repaired immediately, arrange for alternate 
transportation through lease, contract, or an agreement with 
neighboring Districts or local governments. 

Logistics Chief 
If school is in session, provide alternate transportation through 
lease, contract, or agreement with neighboring districts. 

Incident Commander 
If sufficient transportation can not be obtained implement on-site 
student release procedures. Contact media outlets and request 
public service announcements and or activate parent notification 
procedures. 

Public Information 

Superintendent 
When the operation has been concluded implement Aftermath 
and Recovery Plan. Resume normal operations as soon as 
possible. 
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MASS CASUALTY INCIDENT 
Call 911 for all emergenciesRESOURCES 

SCHOOL DISTRICT COMMUNITY 
 School Cancellation Plan  Local Law Enforcement 
 Community Notification/Media Plans  Local Fire Department 
 Bloodborne Pathogens Plan  Local Rescue Squad 
 Sheltering Plans  County Emergency Coordinator 
 Crisis Plan  Local Hospital 
 Student/Parent Reunification Procedures 1. 

Response Action Guidelines Authority 

If it is safe to do so, uninjured students & staff shall move out of Staff 
harm's way and report on status of injured persons and injury 
causing event to the Principal. 

Call 911. Establish a command post and activate the incident Principal 
command team. Activate the Crisis Response Team. Notify the Incident Commander 
Superintendent. 

Gather information and evaluate the cause of the incident. Planning & Intelligence 
Dispatch Liaison Officer to establish communications with Incident Commander 
responding emergency agencies. Liaison Officer 

Determine whether staff can safely be deployed to intervene and Incident Commander 
minimize the effects of the incident (e.g., Can a fight be stopped, Safety Officer 
fire put out, gas shut off, provide medical assistance, etc.?) Planning & Intelligence 

Upon arrival of emergency personnel, provide information on 
the extent of damage, locations of injured persons and actions 
taken. Follow instructions of the incident commander in charge 
of the response. 

Determine if one or more of the following plans need to be 
implemented: 
 Sheltering Plans 
 School Cancellation Plan 
 Community Notification Plan 
 Media Plan 
 Student/Parent Reunification 

Coordinate with the Incident Commander in charge of the scene 
to assist in the identification of casualties, and establish 
procedures for determining treatment destinations of the injured 
parties. Implement procedures for notification of injured parties 
family members 

When the operation has been concluded implement Aftermath 
and Recovery Plan. Resume normal operations as soon as 
possible. 

Liaison Officer 
District Level IC 

District Level IC 
Planning & Intelligence 
and Public Information 

District Level IC 
Members of the Crisis 
Response Team 

Superintendent and or 
Building Principal 
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MEDICAL EMERGENCIES 
Call 911 for all emergenciesRESOURCES 

SCHOOL DISTRICT 
 Crisis Plan & Team 
 Community Notification Plan 
 School Cancellation/Go Home Plan 
 Media Plan 
 Bloodborne Pathogens Plan 

COMMUNITY 
 Emergency Medical Services 
 Local Health Care Facility 
 Local Hospital 
 County Emergency Coordinator 
 County Health Department 

Response Action Guidelines 

Identify the affected individual(s). Do not move any 
individual(s) if a head, neck, or back injury is suspected. 

Authority 

School Staff 

Summon the School Nurse and report the incident to the 
Building Principal. 

School Staff 

Notify the School Superintendent and activate the incident 
command team. 

School Principal 
Incident Commander 

Establish a command post and monitor the situation. Incident Commander 
Planning & Intelligence 

Determine if emergency medical service personnel need to 
be contacted. 

School Nurse 
Incident Commander 

If a contagious pathogen is suspected notify the County 
Health Department and follow their direction. 

Incident Commander 

In consultation with emergency medical personnel or Health 
Department, determine whether to implement the School 
Crisis Intervention Plan. 

Liaison Officer, 
Incident Commander & 
School Nurse 

Determine whether to implement School Cancellation/Go 
Home Plan. 

Implement Community Notification Procedures, and access 
the School Media Plan if students are to return home early. 

Activate aftermath/recovery plan and resume normal 
building activities once it is feasible to do so. 

Incident Commander 

Incident Commander
 Public Information 

Superintendent 
1. 
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NATURAL GAS OR PROPANE LEAK 

RESOURCES Call 911 for all emergencies 

SCHOOL DISTRICT 
 Building Evacuation Plan 
 Building Plans diagramming Gas Shut Off Valves 
 Community Notification Plan 
 Media Plan 
 School Cancellation Plan 
 Alternative Sheltering Plan 

COMMUNITY 
Local Fire Department 
Gas/Propane Supplier 
County Emergency 
Coordinator 
County Health Department 

Response Action Guidelines 

Upon suspicion of a gas leak notify the Building Principal. 

Authority 

School Staff 

Contact the Head Custodian to investigate the possible leak. Incident Commander 

Activate the incident command team and establish a command 
post. 

Incident Commander 

If it is determined that there is a gas leak, evacuate the building to 
a safe distance if the leak can not be controlled. 

Incident Commander 

Relocate the command post outdoors. Incident Commander 

In consultation with fire or utility personnel, determine whether to 
implement the School Cancellation Plan. 

Liaison Officer 
Incident Commander 

Implement Community Notification and Media Plan if necessary. Public Information Officer 

Activate Aftermath and Recovery Plan and resume normal 
operations when it is safe to do so. 

Superintendent 
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RADIODOGICAL INCIDENT 
RESOURCES 

SCHOOL DISTRICT 
 Crisis Response Plan 
 Community Notification Plan 
 Media Plan 
 School Cancellation/Go Home Plan 
 Lock Down Plan 

Page 1 of 2
	

Call 911 for all emergencies 
COMMUNITY 
 NYS Department of Health 
 County Emergency Coordinator 
 Local Fire Department 
 Local Rescue Squad 
 Law Enforcement 

Response Action Guidelines Authority 

In the event of either discovering or being informed of a 
radiological incident contact the building principal. Contain the 
threat to as few people and as small and area as possible. Secure 
classrooms, close any open windows, and do not let anyone 
leave the site until you are authorized to do so. 

Staff 

If the incident is discovered by school personnel establish 
communications and call 911. Contact the Superintendent. 

Principal or designee 

Activate the incident command team and establish a command 
post. 

Incident Commander 

If the source of contamination is on-site do not allow anyone to 
handle the contaminated object. Individuals who came in direct 
contact with the contamination must be advised not to eat, drink, 
smoke, or rub their eyes, ears, nose, or mouth, or place their 
hands near their face. 

Incident Commander 

Order a building lock down to ensure that building occupants 
stay in their classrooms. 

Incident Commander 

Instruct the Head Custodian to turn off the school HVAC 
System. 

Incident Commander 

When Health Officials arrive follow their directions. At that Liaison Officer 
time they may advise the school to evacuate the building. Be Incident Commander 
prepared to implement one or more of the following plans: Planning & Intelligence 
 Off-Site Sheltering Plan Public Information 
 Student Release/Parent Reunification Procedures 
 School Cancellation/Go Home Early Plan 
 Community Notification Plan 
 Media Plan 
 Crisis Intervention Plan 
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Page 1 of 2
RADIODOGICAL INCIDENT 

Call 911 for all emergencies 
Response Actions Guidelines (cont.) Authority 

Health Officials will establish decontamination procedures for Incident Commander 
the individuals who were potentially exposed and the space School Health Official/Nurse 
they occupied. 

Health Officials will advise if any additional precautions need Incident Commander 
to be taken. 

Initiate Aftermath Planning and prepare to resume normal School Superintendent 
operations as soon as possible. 
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ROOF FAILURE OR LEAK 
Call 911 for all emergenciesRESOURCES 

SCHOOL DISTRICT 
 Sheltering Plans 
 School Cancellation/Go Home Plan 
 Community Notification Plan 
 Media Plan 
 Indoor Air Quality Procedures 

COMMUNITY 
 Roofing Repair Contractor 
 School Architect or Engineer 
 BOCES Risk Management 
 Local Code Enforcement Official 
1. 

Response Action Guidelines 

Upon discovery or detection of a roof leak, notify the Principal. 

Authority 

Staff 

Notify the Buildings and Grounds Supervisor of the location of 
the leak. 

Principal 

Evaluate the problem and take steps to control the spread of 
water. If the situation is out of control contact the Principal. 
The Principal will then contact the Superintendent. Note: ensure 
that all staff & students in the affected area are moved to a place 
of safety. 

Maintenance Staff 

If the situation warrants, establish a command post and activate 
the incident command team. 

Incident Commander 

If the extent of the leak has or will jeopardize the structural 
integrity of the roof reference "Structural Failure" in the 
Building-level Safety Plan. 

Incident Commander 
Planning & Intelligence 

Evaluate the problem and initiate appropriate remedial action to 
restore a weatherproof barrier. Contact a roofing contractor if 
necessary. 

Operations Chief 
Planning & Intelligence 

When the barrier is restored, assure that materials are dried 
quickly to prevent the growth of mold and mildew. Remove all 
building materials that have been permanently damaged or can 
not be dried. 

Operations Chief 
Maintenance Staff 

Depending on the extent of the incident the school may have to 
implement one or more of the following: 
 School Cancellation/Go Home Plan 
 Sheltering Plans 
 Community Notification/Media Plans 

Incident Commander 
Planning & Intelligence 
Public Information 

When the operation has been concluded implement Aftermath 
and Recovery Plan. Resume normal operations as soon as 
possible. 

Superintendent and or 
Principal 
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SCHOOL BUS ACCIDENT 
RESOURCES 

SCHOOL DISTRICT 
 Crisis Response Plan 
 Community Notification Plan 
 Media Plan 
 Post Accident Drug & Alcohol Testing 

Policy and Procedures 
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Call 911 for all emergencies 

COMMUNITY 
 Local Fire Department 
 Local Rescue Squad 
 Drug & Alcohol MRO 
 Local & State Police 
 State Education Department 
 NYS Dept. of Transportation 
1 

Response Action Guidelines 

If there is an accident involving a school bus account for all 
students aboard. Check students for injuries. Do not leave the 
scene of the accident. 

Authority 

School Bus Driver 

Keep all students on the bus except in three cases: 
 Conditions exist that could lead to a fire 
 Danger of further collision 
 Danger of drowning 

Bus Driver 

If evacuation is necessary, relocate students to a safe location at 
least 100 feet from the bus and out of danger. 

Bus Driver 

Contact the Transportation Supervisor and request emergency 
assistance. If the radio does not work attempt to obtain access to 
a telephone and call for assistance. 

Bus Driver 

The Transportation Supervisor or designee will call 911 and 
request emergency services to the scene of the accident. Contact 
the Superintendent and inform him or her of the accident. 

Transportation Supervisor 

Incident Commander 
Establish a command center and implement the district incident 
command team. Dispatch personnel to the scene of the accident 
to establish a forward command post. Note: contact the school 
physician and request assistance at the scene. 

Liaison Officer/Planning 
In consultation with the emergency response IC on the scene, the & Intelligence and School 
district team will determine the level of response needed: IC 
 Activate Crisis Intervention Team 
 Activate Community Notification Plan 
 Activate Media Plan 
 Dispatch transportation for uninjured students 

Incident Commander 
If there are injuries dispatch a forward team to the health care 
facility(s) to meet with family members, and to obtain accurate 
information on the extent of the injuries. 
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SCHOOL BUS ACCIDENT
	 Page 2 of 2
	

Response Action Guidelines - Continue Authority 

Determine if post accident drug and alcohol testing of the driver Transportation Supervisor
is required. Determine if NYS DOT and NYSED post accident and or Superintendent
reporting is required. Note: Reference "Post Accident Reporting 
& Testing Guidelines" below 

Superintendent
Implement District Aftermath and Recovery Plan. Provide staff 
and students with accurate information pertaining to the 
accident. 

Post School Bus Accident Reporting and Driver Drug/Alcohol Testing Requirements 

NYS DOT Reportable Accidents 
Any accident involving a school bus, which results in any of the following: 
 Loss of life or injury of any passenger, employee or other person. 
 An accident caused by mechanical failure of the vehicle. 
 Interior intrusion of the vehicle by carbon monoxide, exhaust fumes and other noxious gases or smoke. 
 Internal or external smoke emanating from the engine or any other part of the vehicle. 
 Internal or external emissions of sparks, flames or fire. 
 Total estimated cost to repair damaged vehicles meets or exceeds $1,000.00. 
Note: No school bus can be repaired and or used for transportation until it is released by NYSDOT 

Reporting Information 
Report accident by calling NYSDOT at (518) 457-1010, or fax (518) 474-9963. 
In the event that any accident results in the loss of life or serious injury, or an injury requiring first aid or 
hospitalization at the time of the accident, shall be reported in writing to the NYSDOT with in 48 hours. The 
written report shall consist of the following: a copy of law enforcement Form MV-104F displayed on school 
letterhead. Reports can be mailed to the following address: 

New York State Department of Transportation, Carrier Inspection Section 
State Campus, 1220 Washington Avenue 
Albany, New York 12232 

The New York State Education Department Transportation Division shall be contacted at (518) 475-6541 
following an accident to obtain information on reporting requirements. 

Non-Reportable Accidents 
A non-reportable accident is any accident involving a school bus, which does not result in any of the criteria 
defined above (Reportable Accident). The school bus driver and other responsible parties, using the district 
incident report shall document all circumstances regarding a non-reportable accident. 

Post Accident DOT Drug & Alcohol Testing 
The United States Department of Transportation regulation P.L. 102-143 (Omnibus Transportation Employee 
Testing Act of 1991) and the School Board Of Education Policy on Drug and Alcohol Testing, requires drug 
testing, with in 2 hours, for each driver of a school bus following an accident that results in any of the following: 
 Loss of life 
 Personal injury 
 Issuance of a citation under State or Local Law, to the school bus driver, for a moving traffic violation 
 When one or more vehicles require towing from the accident scene 

Note: Contact the District Medical Review Officer (MRO) for direction concerning drug and alcohol 
testing. 
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COMMUNITY 
County Emergency Coordinator 
Local Fire Department 
Local Rescue Squad 
County/Local DPW 
Local & State Police 











1.

SEVERE WEATHER EMERGENCY 
Ice or Snow Storm, Flash Flooding, Thunderstorm, Heavy Rain, Tornado, Hurricane, etc. 
RESOURCES Call 911 for all emergencies 
SCHOOL DISTRICT 
 Crisis Response Plan 
 Community Notification/Media Plans 
 School Cancellation/Go Home Plan 
 Sheltering Plans 
 Weather Radio 

Response Action Guidelines Authority 

Upon notification of a National Weather Service severe weather 
advisory, notify the Superintendent. 

Principal 

Contact members of the school incident command team and 
implement ICS. Establish a command post. Assign someone to 
monitor weather conditions and report back to the IC on a 
regular basis. 

Superintendent and or 
Incident Commander 

Consult with the County Emergency Coordinator to determine 
whether to implement the School Cancellation Plan or Sheltering 
Plan's as appropriate. 

Incident Commander 

Heed the advice of the National Weather Service regarding the 
type of precautions and sheltering needed to prevent or minimize 
injury or property damage. Cease all outdoor activity and take 
shelter inside the building. Keep occupants away from doors 
and windows. Take shelter in hallways at the lowest level of the 
building. Do not shelter in large expansive rooms, such as 
cafeterias and gyms if high force damaging wind is in the 
forecast. 

Liaison Officer and or
	
Incident Commander 


Determine whether to activate the Crisis Response Team to Incident Commander 
handle emotional trauma and needs of occupants. Planning & Intelligence 

After the severe weather has subsided, assess the extent of 
damage or injuries, refer to "Structural Failure" or "Multiple 
Casualty" procedures in the Building-level Safety Plan. 
Contact the County Emergency Coordinator and determine 
whether the school will be utilized as a Red Cross Community 
Shelter. 

If Initiate Aftermath Planning and prepare to resume normal 
operations as soon as possible. 

Incident Commander, 
Safety Officer 
Planning & Intelligence 

Liaison Officer 

Superintendent and or 
Building Principal 
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SEWAGE SYSTEM FAILURE 

RESOURCES Call 911 for all emergencies 

COMMUNITY 
Local Government Officials 
Local Water and Sewage 
Department 
NYS Department of Health 

SCHOOL DISTRICT 
 Community Notification/Media Plans 
 School Cancellation/Go Home Plan 

1. 

Response Action Guidelines 

Upon discovery or detection of sewage problem, notify the 
Building Principals. 

Authority 

Staff 

Contact the Buildings and Grounds Supervisor and 
Superintendent. 

Principal 

Implement ICS and contact members of the school incident 
command team. Establish a command post. 

Incident Commander 

Evaluate problem and implement remedial response. If the 
problem is due to the water supply contact the local Water and 
Sewage Department or NYS Department of Health to determine 
the extent of the problem. 

Operations Chief 

Liaison Officer 

In consultation with either agency determine if school can stay 
open. If yes, secure all sources of water used for drinking and 
cooking, and notify staff and students of the situation. Make 
arrangements to obtain bottled water. If no, implement School 
Cancellation and Community Notification Plans. 

Liaison Officer 

Incident Commander 
Planning & Intelligence 

Contact local media outlets and request public service 
announcements to notify the public of the current situation. 

At the termination of the sewage emergency, start aftermath 
planning to resume normal operations as soon as possible. 
Notify Staff, Parents, and Staff of resumed normal operations. 

Public Information 

Superintendent 
Principal 
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TOXIC EXPOSURE 
Call 911 for all emergenciesRESOURCES 

SCHOOL DISTRICT 
 Crisis Response Plan 
 Community Notification/Media Plans 
 Chemical Inventory Database Reports 
 Material Safety Data Sheets (MSDS) 

COMMUNITY 
 Poison Control Center 
 Local Rescue Squad 
 Local Hospital 
 BOCES Risk Management 
1. 

Response Action Guidelines 

Identify person(s) that have been exposed and stricken and notify 
the School Nurse and Principal. 

Authority 

Staff 

Establish a command post and activate the incident command 
team. Contact the Superintendent. 

Principal 

If a large amount of toxic material is present clear the areas of 
the building that may be affected. Reference "On-Site 
Hazardous Materials Incident" in the Building-level Safety Plan. 

Incident Commander 
Planning & Intelligence 

Determine what caused the exposure and read the label and 
follow the instructions. Obtain the MSDS and call the Poison 
Control Center for advice. 

Planning & Intelligence 
School Nurse 

If conditions allow, comfort the effected individual(s) and 
administer appropriate first aid. If conditions warrant call 911 
and request medical assistance. 

School Nurse and other 
appropriate first aid 
givers 

Activate Crisis Response Team, and contact the parents/legal 
guardians of the exposed individual(s). 

Incident Commander 

Follow the advice of responding emergency service personnel if 
they are called to the scene. 

Incident Commander 

Depending on the extent of the incident the school may have to 
implement one or more of the following: 
 School Cancellation/Go Home Plan 
 Sheltering Plans 
 Community Notification/Media Plan 

Incident Commander, 
Planning & Intelligence 
and Public Information 

When the operation has been concluded implement Aftermath 
and Recovery Plan. Resume normal operations as soon as 
possible. 

Superintendent and or 
Building Principal 
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1.

WATER EMERGENCY 
RESOURCES Call 911 for all emergencies 

SCHOOL DISTRICT 
 Alternative Water Supply 
 Community Notification/Media Plans 
 School Cancellation/Go Home Plan 

COMMUNITY 
Local Government Officials 
Local Water Department 
NYS Department of Health 
Bottled Water Supplier 

Response Action Guidelines 

Upon discovery or detection of water system failure, notify the 
Building Principal. 

Authority 

Staff 

Contact the Buildings and Grounds Supervisor and 
Superintendent. 

Principal 

Implement ICS and contact members of the school incident 
command team. Establish a command post. 

Incident Commander 

Evaluate problem and implement remedial response. If the 
problem is due to contamination of the water supply contact the 
local Water Department or NYS Department of Health to 
determine the extent of the problem. 

Operations Chief 

Liaison Officer 

In consultation with either agency determine if school can stay 
open. If yes, secure all sources of water used for drinking and 
cooking, and notify staff and students of the situation. Make 
arrangements to obtain bottled water. If no, implement School 
Cancellation and Community Notification Plans. 

Liaison Officer 

Incident Commander 
Planning & Intelligence 

Contact local media outlets and request public service 
announcements to notify the public of the current situation. 

Public Information 

At the termination of the water emergency, start aftermath 
planning to resume normal operations as soon as possible. 
Notify Staff, Parents, and Staff of resumed normal operations. 

Superintendent 
Principal 
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SECTION IV: PREVENTION AND INTERVENTION STRATEGIES 

A. Program Initiatives 

The programs and activities implemented in the district have improved communication between students and 
staff. Reporting of potentially violent incidents has improved, yearly meeting of the high school student body 
by grade with the High School Principal and Assistant Principal to explain rules and opened the lines of 
communication. Some of these programs are: 

	 Retention Attention Program (RAP) - Risk identified students at the middle school level stay 
after school for extra help and mediation with their teachers. 

	 Peer Tutoring - Middle school students tutor elementary school students to help in areas of 
reading and writing. Students act as mentors for the elementary students. 

	 "Be Cool" Anger Management Workshops - These workshops are facilitated by the 
guidance counselors and are offered to identified students who have exhibited or who 
potentially exhibit explosive outbursts. 

	 Mediation - Offered on an open-door policy by the guidance counselors to assist students in 
conflict situations. 

	 Project Save - This 2-hour workshop is presented to all staff and faculty members to help train, 
identify and prevent potential conflicts and violence within the school. 

On an on-going basis, programs are developed and reviewed as needs arise. 

B. Training, Drills and Exercises 

	 Violence Training - Faculty and staff members receive training once per year to help them 
recognize potentially violent situations. This is a 2-hour training workshop designed to 
identify these attitudes and behaviors and how to de-escalate or modify them once they are 
recognized. 

	 HAZCOM Training - Annual Multi-Hazard Training for All Staff - Annual multi-hazard 
training is a mandatory exercise for all staff members. The training is provided by School 
Support Services of the Risk Management division of BOCES. Right to Know and Project 
SAVE training are mandatory two-hour sessions provided on Superintendent's Conference 
Day. Also fire drills, lock-down drills and go-home early drills are conducted annually. 

	 Incident Command/Tabletop Drills - A tabletop drill is performed every year to test the 
preparedness of the Emergency Response Team. This exercise takes place in the fall with all 
members present. The facilitators had the team members a type-written scenario and members 
are required to react as they would if it were a real-life case. Each team member performs 
their duty(ies) as they normally would, contacting and utilizing any resources they need. 

	 Early Dismissal Drill: The District participates each year in the “Go-Home-Early”drill, as 
prescribed by the Capital Region BOCES. 

	 Staff and Student Information: In keeping with this section, information about emergency 
procedures shall be provided each school year no later than October 1st. 
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A free, web-based course regarding the Incident Command System is offered by NYSEMO 

100 at: http://www.dhses.ny.gov/oem/training/ics-courses.cfm <not active 

	 AED/CPR/1st Aid Training - This training is offered to all interested school employees at 
least once a year. 

AED/CPR/1st Aid Certified Employees (2015-16) 

Administrators: 

Teachers: 	B.Almy, S.Barton, A.Bush, T.Drinon, M.Francis, J.Gould, N.Hallenbeck, 
C.Hartmann, D.LaBadia, P.Lomax, 
J.Luniewski, D.Marbot, B.Newberry, D.Russell, K.Scofield, J.Sorady, 
V.Stewart 

Non-Teaching Staff: 	S.Gathen, K.Gannon, F.Lamont, S.VanGasbeck,
 S.Roy, S.Weber 

	 Safety Response Materials Distributed - Emergency Quick Response Cards, “Grab and Go" 
Bag Lists, and other school safety related materials are distributed to the staff annually. 

C.		Implementation of School Security 

Hall monitors are strategically placed throughout the building to secure areas and promote a safe atmosphere. 
They are required to be visible to students at all times in order to de-escalate potential violent behaviors. 
They are also required to monitor all visitors and ensure their compliance to the district's sign in/sign out 
policy. All visitors must check in at the main office and receive a visible visitor's badge before being 
permitted access to the classrooms or hallways. Hall monitors, support staff, and all faculty members must 
look for this badge to ensure the safety of the school. If a badge is not visible, staff member must redirect 
visitor to the Main Office. 

Video surveillance equipment is used on bus transportation only. Doors are locked, except for main entrances 
and occasional random use of drug sniffing dogs. School Building Security policies and procedures are 
continuously updated. 

Job openings are posted with job description and applications are taken. Potential candidates are interviewed, 
references are checked, and fingerprints are taken to lead to a thorough background investigation. Training is 
provided under the auspices of the respective administrators. 

D. Coordination with Emergency Officials 
A designated member of the emergency response team will contact local emergency officials on a yearly 
basis. If necessary, a meeting will be arranged to discuss any new strategies or changes. School District will 
relinquish to the appropriate state or county agency the use of school transportation vehicles and facilities in 
accordance with county emergency preparedness plans or directives. 
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SECTION V: RECOVERY 

In the event of a state-wide event, the Post-Incident Response Team has developed procedures for dealing with 
the aftermath of an incident. 

A. Short Term 

 Mental health counseling for students and staff will be provided by the School Social Worker 
 Facility restoration for returning to normal operating conditions 
 Building security check by Transportation Manager/Head Custodian 
 Post-incident response critique 

B. Long Term 

	 Mental health counseling to monitor for post-traumatic stress behavior, to be provided by 
Schoharie County Mental Health 

 Mitigation: Emergency Response Team meets and assesses the procedures to determine if 
adjustments are needed in the Emergency Response Plan. 
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SECTION VI: REFERENCES 

A.Inventories 

Fuel Capacity and Storage 

Elementary School #2 Heating Oil 10,000 gallons 

Jr./Sr. High School #2 Heating Oil 10,000 gallons 

Facility Propane 3,200 gallons 
Diesel Fuel 4,000 gallons 
Gasoline 2,000 gallons 

Maintenance Vehicles 

(3) Suburbans, Snow Plow (1) John Deere Bucket Loader 
(1) Ford Rack Truck, Snow Plow (3) Riding Mowers; Cub Cadet, Ferris, Jacobsen 
(1) Chevy Dump Truck, Sander 

First Aid Supplies 

Elementary School Nurse's Office 

Jr./Sr. High School Nurse's Office 

Food Supplies 

Elementary Cafeteria 

Jr./Sr. High School Cafeteria 

GENERAL RESPONSE GUIDE
	
Schoharie Central School
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Cancel School Prior to Start
	
	 The school superintendent, after consulting with the 

transportation director and other school superintendents, 
will notify the media (School Closing Network) that school 
will be canceled or delayed. 

	 The school superintendent will then use the School News 
Notifier (SNN) to alert subscribers to the delay or 
cancellation of school. 

	 The superintendent will then notify staff via the established 
telephone tree of the delay or cancellation of school. 

	 The superintendent, or his designee, will place an 
announcement in the “School Closings” section of the 
website. 

a. 

Lockdown 
	 The IC or public safety will order a lockdown. 
	 All students/faculty/staff will remain in lockable 

classrooms and offices. 
	 Teachers & staff to check hallways and move students to 

the nearest classroom. 
	 Close and lock classroom and office doors and windows. 
	 Close blinds in room leaving 4-6 inches open for police to 

view inside. 
	 Turn out lights in classroom. 
	 In room, move students to wall adjacent to hallway, where 

they cannot be seen though the door. 
	 Take attendance. Names of missing students and/or 

additional students from halls to be noted. Report it to IC 
or police if they initiate contact during lockdown or when 
lockdown is over. Remain silent. 

	 Students & others outside are to remain outside and, if 
possible, should move away from the building. 

 Await further instructions (DO NOT CALL OFFICE). Do 
not end lockdown until IC or police give the direction. 

 Once the lockdown has ended, return to assigned rooms, 
take attendance and report anyone missing to the IC. 

1. 

Early Dismissal
	
	 The superintendent, or his designee, will consult 

with the transportation director and the food service 
director regarding the need to conduct an early 
dismissal. 

	 If the decision is made to dismiss early, the 
superintendent will notify the administrators and 
supervisors within the district to prepare their 
buildings and staff members to dismiss students 
early. 

	 The superintendent, through the School Closing 
Network, will notify the media. 

	 The building administrator at the elementary level 
will activate the telephone notification process for 
contacting the parents/guardian of elementary 
school children as to the dismissal and 
transportation times. 

	 The superintendent will notify the subscribers of 
the School News Notifer (SNN) of the early 
dismissal 

	 The superintendent, or his designee, will place an 
announcement in the “School Closings” section of 
the website. 

Evacuation 
This is NOT a Fire Drill Plan. The Evacuation Plan is to be used 
when a school needs to be vacated AND moved to a new location. 

	 A directive to evacuate can be issued by IC or 
public safety authorities. 

	 All people will leave along assigned routes. 
	 Remain calm. Keep students calm. 
	 Take class rosters. 
	 Close all doors behind you (DO NOT LOCK). 
	 Evacuate to the Primary Evacuation Site OR the 

Secondary Evacuation Site as directed. 
	 100% accountability of students, faculty and staff 

will be completed. 
	 All persons will remain in a safe area under the 

control and authority of the school district until 
receiving IC’s VERBAL NOTIFICATION. Do not 
assume the bell is a signal to return. 

Relocation 
• A directive to relocate can be issued by the IC only (All public safety requests for relocation must go through the IC.) 
• The IC will determine the location where students and employees will be moved. 
• Moving procedures are the same as for evacuation. 
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GLOSSARY AND TERMS 

Action Plan (Incident Action Plan): An oral statement or written document that contains the overall incident strategy as well as 
specific tactical actions and supporting information for the next operational period. If written, the plan may have a number of forms as 
attachments such as traffic plan, safety plan, communications plan, map, etc. 

Activation: The act of bringing a standby or reserve component and/or system into operation. 

Administration/Finance Section: The section responsible for all incident costs and financial considerations. Possible positions in an 
expanded ICS organization include Time unit, Procurement unit, Compensation/Claims unit and Cost unit. 

Air Pollution: The presence of foreign substances in the atmosphere, which pose a serious threat to human life. 

Agency: Any department, division, commission, authority, government, corporation, independent establishment, or other entity of State 
or local government. In ICS, agencies are identified as jurisdictional agencies, assisting agencies or cooperating agencies. 

Agency Representative: An individual assigned to an incident from an assisting or cooperating agency who has been delegated 
authority to make decisions on matters affecting that agency’s participation at the incident. Agency Representatives report to the Liaison 
Officer. 

Aide: An individual assigned to provide general or specific support to scene managers. 

Area Command: An organization established to oversee the management of multiple incidents that are each being handled by one ICS 
organization or to oversee the management of a very large incident that has multiple Incident Management Teams assigned to it. Area 
command has the responsibility to set overall strategy and priorities, allocate critical resources based on priorities, and ensure that 
incidents are properly managed (with strategies being followed and objectives being met.) 

Base: The location at which primary logistics functions for an incident are coordinated and administered. There is only one base per 
incident. (Incident name or other designator will be added to the term base.) The command post may be consolidated with the base. 

Cache: A pre-determined complement of tools, equipment and supplies stored in a designated location that are available for incident 
use. 

Chain of Command: A series of management positions in order of authority. 

Chemtrec: The Chemical Transportation Emergency Center. A public service of the Chemical Manufacturers Association that 
provides immediate advice for those at the scene of an emergency involving chemicals and then contacts the shipper for more detailed 
assistance and appropriate follow-up. The service is available 24 hours a day by dialing number 1-800-424-9300. 

Chief: The ICS title for individuals responsible for command of functional sections: Operations, Planning, Logistics and 
Administration. 

Chief Executive: 1. A County Executive or County Manager; 2. In a county not having a County Executive or County Manager, the 
Chairman or other presiding officer of the county legislative body; 3. A mayor of a city or village, except where a city or village has a 
manager, it shall mean such manager; 4. A supervisor of a town, except where a town has a manager, it will mean such manager. 

Civil Disturbance: An individual or collective action causing intense interference with the peace, security and normal functioning of a 
community. 

Crisis Counseling: Assistance provided to victims of disasters by trained personnel to help allay fears brought on by the incident. 
Usually provided by Social Services and Mental Health Professionals. 

Command: The act of directing, ordering and controlling resources by virtue of explicit legal, agency or delegating authority. 
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Command Post (CP): The location at which the primary command functions are executed. The CP may be consolidated with the base 
or other incident facilities. 

Command Staff: Consists of the Information Officer, Health & Safety Officer, Liaison Officer. A school district may expand the 
number of positions as needed. Typically, this might include an Incident Log/Scribe and Agency Representatives. Individuals filling 
command staff positions report directly to the Incident Commander (except Agency Representatives, who report to the Liaison Officer) 
and may have assistants as needed. 

Communications Unit: An organizational unit in the Logistics section responsible for providing communication services at an incident. 
A communications unit may also be a particular facility such as a trailer or mobile van used to provide the major part of an incident 
communications center. 

Control Center: An area designated within a school facility from which key officials will operate an emergency. 

Damage Assessment: Procedure to assess and describe the nature, and estimate the dollar value of damages resulting from an 
emergency or disaster. 

Deputy Incident Commander: The IC may have one or more Deputy ICs. Deputies must always be as qualified as the person for 
whom they work, in the event they need to assume the IC position. Deputy IC performs tasks as requested by the IC; can perform the IC 
function in a relief capacity; and can represent an assisting agency that may share jurisdiction or have jurisdiction in the future. 

Disaster: The occurrence of widespread or severe damage or injury to health, social structure, or processes, or the loss of life or 
property, resulting from natural or man-made causes. 

Disaster Preparedness Commission (DPC): A body created under Article 2B of the New York State Executive Law to encourage and 
promote appropriate planning and management of emergencies both at the state and local levels. Its membership consists of the heads 
of 17 state agencies and 3 appointees of the Governor. 

Early Dismissal: Returning students to their homes or other appropriate locations before the end of the normal school day. Also 
referred to as a "Go Home" activity during an annual drill. 

Earthquake: A vibration or breaking of ground caused by the sudden release of strain energy within the earth. 

Educational Agencies: Public and non-public elementary and secondary schools, public and private nursery schools, approved private 
schools for the education of pupils with handicapping conditions. 

Emergency: A situation, including but not limited to a disaster, that requires immediate action, occurs unpredictably, and poses a threat 
of injury or loss of life to students or school personnel or of severe damage to school property. 

Emergency Broadcast System (EBS): A network of commercial radio and televisions stations that provides emergency information to 
the public during and actual or impending emergency. 

Emergency Operations Center (EOC): A facility with the necessary plans, procedures and equipment from which essential 
emergency functions can be directed, controlled and coordinated on 24-hour basis. 

Emergency Operations Plan (EOP): A document containing the operational procedures to be used during an emergency. 

Emergency Services Organization: A public or private agency, organization or group other than a governmental agency, which 
provides police, fire, medical, ambulance, rescue, housing or other services for the relief of human suffering, injury or loss of life or 
property as a result of an emergency. 

Energy Supply Loss: Interruption in the supply and/or distribution of energy. 

Epidemic: The occurrence of disease to an unusual number of individuals or proportion of the population. 
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Evacuation: The moving of students for their protection from a school building to a predetermined location in response to an 
emergency. 

Explosion: A rapid and violent expansion of matter emitting noise, heat and/or particles. 

Flash Flood: A sudden, violent flood, typically occurring during or after a heavy rain or the melting of a heavy snow. Flash flooding 
may also occur during or after hurricanes, \tropical storms and other severe water bearing weather. 

Flood Warning: A warning that flooding is imminent or in progress, and that people in the affected area(s) should take necessary 
precautions immediately. 

Flood Watch: An alert that (flash) flooding is possible. Those in the affected area(s) are urged to be ready to take additional 
precautions if a flood warning is issued or if flooding is observed. 

Function: In ICS, this refers to the five major activities: Command, Operations, Planning, Logistics and Finance/Administration. The 
term is also used when describing the activity involved such as the planning function or the operation function. 

Gas Leak: The presence of vapors from certain gaseous fuels (natural gas, liquefied petroleum (LPG) propane) in areas of a building in 
which high concentrations could cause an explosion if an ignition source is present. 

Hazard Area: A geographically identifiable area in which a specific hazard presents a potential threat to life and property. 

High Wind: A condition normally indicating that sustained winds of 40 mph or greater are expected to persist for one hour or longer, or 
that wind gusts of 58 mph or higher, regardless of duration, are expected. 

Hurricane: A warm-core tropical cyclone in which the minimum standard surface wind is 74 mph or more. When a hurricane loses 
strength -- as measured by its wind speed -- it is reduced to "tropical storm" status. This usually happens after the storm hits land. 

Hurricane Warning: A warning that one or both of the following dangerous effects of a hurricane are expected in a specified coastal 
area in 24 hours or less: 

*		 sustained winds of 74 mph 
*		 dangerously high water or a combination of dangerously high water and exceptionally high waves (storm surge), even 

though expected winds may be less than hurricane force. 

Hurricane Watch: An alert for specific areas that a hurricane or incipient hurricane conditions may pose a threat to coastal and inland 
communities within 36 hour. 

Hazardous Materials Leak: The accidental release of elements or compounds, which, present such properties as flammability, thermal 
instability, toxicity, corrosiveness and/or combustibility. 

Incident: An event that poses a threat or potential threat to students, school personnel or school property. Action by school personnel 
will be required to prevent or minimize the danger to life and/or property. 

Incident Action Plan (or Action Plan): An oral statement or written document that contains the overall incident strategy as well as 
specific tactical actions and supporting information for the next operational period. If written, the plan may have a number of forms as 
attachments such as traffic plan, safety plan, communications plan, map, etc. 

Incident Commander (IC): The individual responsible for the management of all incident operations at the incident site. During an 
incident, the IC is located at the Command Post (CP). Although other ICS functions may be left unfilled, there will always be an IC. 
There is only one IC on any incident. The IC retains responsibility for all ICS functions until the specific function is activated. The 
Incident Command may be carried out in two ways: Single Command or Unified Command. 

Incident Command Post (ICP): The location at which the primary command functions are executed. The Incident Command Post may 
be grouped or placed side-by-side the incident base or other incident facilities. 
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Incident Finance/Administration: The Finance/Administration Section is responsible for keeping track of incident-related costs, 
personnel and equipment records, and administering procurement contracts associated with the incident or event. 

Incident Log/Scribe: This is not an official ICS term, but is a function that must be carried out during an incident. The Incident 
Log/Scribe is charged with keeping a written log of all incident events and updating appropriate command post personnel on significant 
developments. This function is crucial as it serves as a basis of documenting the information needed to effectively manage an incident 
and to prepare after-action reports and claims needed for the district to resume normal operations. The information captured by the 
Incident Log/Scribe also serves as the cornerstone for analysis and training that will aid the district’s response to future events. The 
responsibilities of the Incident Log/Scribe are to: Maintain a command post journal, including minutes from command post briefings; 
Periodically distribute a “situation report” to command post personnel; Refer pertinent information to Public Information Officer; 
Maintain and display an updated map of the incident location. 

Incident Logistics: The Logistics Section is responsible for providing adequate services and support to meet all incident or event needs. 
This is done under the direction of the Logistics Section Chief. The Logistics Section Chief has responsibility for six principal activities 
at an incident: 1) Communications, 2) Medical support to responders, 3) Food for responders, 4) Supply, 5) Facilities, and 6) Ground 
Support. A deputy Logistics Section Chief may be assigned. Example: Logistics orders resources; Operations uses those resources; 
Planning keeps tracks of those resources. 

Incident Management Team (IMT): The Incident Commander and appropriate Command and General Staff assigned to the incident. 

Incident Objectives: Statements of guidance necessary for the development of appropriate strategies and tactical direction. Incident 
objectives should be based on realistic expectations of what can be accomplished when all allocated resources have been deployed 
effectively. They must also be achievable, measurable and flexible enough to allow for alternatives as conditions warrant. 

Incident Operations: The Operations Section is responsible for directing the tactical* actions to meet incident objectives and directs all 
resources. This is done under the direction of the Operations Section Chief. There is only one Operations Section Chief for each 
operational period. The Operations Section Chief may have deputies; using deputies from other agencies often helps in the coordination 
of actions. Example: Logistics orders resources; Operations uses those resources; Planning keeps tracks of those resources. 

*Tactical: small-scale actions serving a larger purpose; carried out with a limited or immediate end in view. 

Incident Planning/Intelligence: The Planning Section is responsible for the collection, evaluation, and display of incident information, 
maintaining status of resources, and preparing the Incident Action Plan and incident-related documentation. Maintains resources status. 
This is done under the direction of the Planning Section Chief. The Planning Section Chief may have a deputy. The Planning Section 
may be organized into four unit-level positions: Resources Unit, Situation Unit, Documentation Unit, and Demobilization Unit. One of 
the most important functions of the Planning Section is to look beyond the current and next operational period, and anticipate 
potential problems or events. Example: Logistics orders resources; Operations uses those resources; Planning keeps tracks of those 
resources. 

Inner Perimeter: A geographically identifiable area in which a specific hazard presents a potential or an actual threat to life and 
property. 

Intrusion: The entry into areas of the facility by unauthorized individual(s). 

Jurisdiction: The range or sphere of authority. Public agencies have jurisdiction at an incident related to their legal responsibilities and 
authority for incident mitigation. Jurisdictional authority can be political/geographical (such as local, state or federal boundary lines) or 
functional (such as police, fire, health department, etc.). See multi-jurisdiction. 

Jurisdictional Agency: The agency that has statutory responsibility for incident mitigation. 

Liaison Officer: A member of the Command Staff responsible for coordinating with representatives from cooperating and assisting 
agencies. There is only one Liaison Officer on any incident. Very large incidents may require the use of assistants. 

Local Emergency Management Office (LEMO): A unit of local government responsible for the coordination of response actions in 
time of emergencies. 
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Local Emergency Planning Committee (LEPC): A county level organization charged with developing the hazardous materials 
component of the county emergency plan with particular emphasis on the Superfund Amendment and Reauthorization Act. 

Local Government: Any county, city, village, town, district, municipality, Indian tribe or authorized tribal organization, rural 
community or unincorporated town or village. 

Lockdown: Protecting students, faculty and staff from an internal or external threat by excluding or isolating that threat, such as 
securing classrooms and exterior doors to keep a violent person from entering. All activities inside and outside of the building are 
curtailed until the lockdown is over. 

Lockout: Used for lesser emergencies than a lockdown. All outside doors are locked, including the front door. Anyone let in or out has 
to be allowed in or out. Curtail all outside activities (playground, gym, filed trips). All activities within the building are conducted as 
usual. This procedure allows a school building to limit interruptions. Some examples of this may be used: 1. When a group is 
demonstrating in front of the building 2. Whenever any school building in the district is in a lockdown, 3. Other times when activity 
within the building is safe but a potential danger needs to be kept outside. 

Major Disaster: Any emergency which, in the determination of the President, causes damage of sufficient severity and magnitude to 
warrant major disaster assistance under the Disaster Relief Act of 1974, as amended. 

Mass Casualty Incident (MCI): A major casualty incident where the emergency medical resources of the local jurisdiction and mutual 
aid areas are overwhelmed due tot he number of casualties and/or damages to the medical facilities. An MCI requires a more extensive 
mutual aid response and/or the use of extensive state/federal medical resources. This is in comparison to a multiple casualty incident, a 
localized emergency, wherein the local medical resources are available and adequate to provide for the field triage, stabilization and 
treatment. 

Multi-agency Incident: An incident where one or more agencies assist a jurisdictional agency or agencies. May employ a single or 
unified command. 

Multi-jurisdictional Incident: An incident requiring action from multiple agencies that have a statutory responsibility for incident 
mitigation. In ICS, these incidents will be managed under a unified command. 

Mutual Aid: A formal or informal agreement with other agencies or school districts to provide assistance during emergencies. For 
school districts, the mutual aid is usually provided through contact with the Superintendent of Schools. 

National Oceanic and Atmospheric Administration (NOAA): A division of the U.S. Department of Commerce. 

National Weather Service (NWS): An office within NOAA. Maintains offices at various locations in each state. Provides 
notifications of severe weather to the public through various means e.g. NOAA Weather Radio. 

New York State Police Information Network (NYSPIN): A computer based statewide information network, which serves police 
agencies throughout the state. Severe weather watches and warnings are provided directly from the National Weather Service to 
NYSPIN. 
Occupational Safety and Health Administration (OSHA): A federal agency mandated to administrator safety and health statutes in 
the workplace. In New York State, the Labor Law duplicates OSHA requirements for the public sector. 

Officer: The ICS title for the personnel responsible for the Command Staff positions of Health & safety, Liaison and Information. 

Operational Period: The period of time scheduled for execution of a given set of operation actions as specified in the Incident Action 
Plan. Operational periods can be various lengths, although usually not over 24 hours. 

Operations Post: The location at which the primary operational functions are coordinated and administered. It should be located at or 
near the scene of the incident. Each agency involved can establish an operations post, or they can choose to co-locate with another 
agency. 

Operations Section: The section responsible for all tactical operations at the incident. Includes branches, divisions and/or groups, task 
forces, strike teams and single resources and staging areas. 

76 



 

 

 
 

Outer Perimeter: Traffic control points designated to limit and control access to the incident area. 

Planning Section: Responsible for the collection, evaluation and dissemination of tactical information related to the incident, and for 
the preparation and documentation of incident action plans. This section also maintains information of the current and forecasted 
situation, and on the status of resources assigned to the incident. Includes situation, resource, documentation and demobilization units as 
well as technical specialists. 

Public Information Officer (PIO): A member of the Command Staff who is the central point for dissemination of information to the 
news media and other agencies and organizations. Only one PIO will be named to an incident, including those incidents that are multi-
jurisdictional. The PIO may have assistants as needed, and the assistants may also represent other agencies or jurisdictions. 

Radio Amateur Civil Emergency Service (RACES): An organization of licensed amateur radio operators dedicated to providing 
communications services during emergencies. 

Radiological Incident: An occurrence involving release of radioactive material, which may require community, public and/or private 
protective action. 

Relocation: Vacating facilities so they can be used as emergency centers. 

Resources: Personnel and equipment available or potentially available for assignment to incidents. Resources are described by kind and 
type. 

Safety Officer: A member of the Command Staff responsible for monitoring and assessing safety hazards or unsafe situations as well as 
for developing measures for ensuing personnel safety. The Safety Officer may exercise emergency authority to directly stop unsafe acts 
if personnel are in imminent, life-threatening danger. Only one Safety Officer will be named to an incident. The Safety Officer may 
have assistants as needed, and the assistants may represent other agencies or jurisdictions. 

Section: The organizational level with responsibility for a major ICS functional area of the incident. They are Operations, Planning, 
Logistics and Administrative/Finance. The section is organizationally between branch and Incident Commander. 

Shelter-In-Place: Keeping students, faculty and staff in school buildings and providing them with shelter when it is deemed safer to 
remain inside rather than return home or be evacuated. 

Span of Control: The supervisory ratio of three-to-seven individuals for each supervisor, with five-to-one being optimum. 

Staging Areas: Locations set up at an incident where resources can be placed while awaiting a tactical assignment. The Operations 
section manages staging areas. 

State Emergency Management Office (SEMO): The staff arm of the New York State Disaster Preparedness Commission. It 
coordinates emergency planning and training as well as emergency response on behalf of the Commission. 

Strike Team: Specified combinations of the same kind and type of resources with common communication and leader. 

Thunderstorm Warning: A warning that a severe thunderstorm is imminent or in progress, and that people in the affected area(s) 
should take necessary precautions immediately. 

Thunderstorm Watch: An alert that a severe thunderstorm is possible. Those in the affected area(s) are urged to be ready to take 
additional precautions if a severe thunderstorm warning is issued or if such a storm is observed. 

Task Force: a combination of single resources assembled for a particular tactical need, with common communications and leader. 

Tornado: A violent rotating column of air forming a pendant, usually from a cumulonimbus cloud, and touching the ground. It usually 
starts as a funnel cloud and is accompanied by a loud roaring noise. On a local scale, tornadoes are the most destructive of all 
atmospheric phenomena. 
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Tornado Warning: A warning of an existing tornado or of one suspected to be in existence. People in the affected area(s) should take 
immediate shelter. 

Tornado Watch: An alert of the possibility of a tornado. People in the affected area(s) should be prepared to take immediate shelter if 
a tornado warning issued or if a tornado is observed. 

Unified Area Command: A unified area command is established when incidents under an area command are multi-jurisdictional, See 
command and unified command. 

Unified Command: In ICS, unified command is a unified team effort which allows all agencies with responsibility for the incident, 
either geographical or functional, to manage an incident by establishing a common set of incident objectives and strategies. This is 
accomplished without losing or abdicating agency authority, responsibility or accountability. 

Unity of Command: The concept by which each person within an organization reports to one and only one designated person. 

Weather Radio: The NOAA Weather Radio system, with New York State related programming transmitted from local NWS facilities 
in Albany, Binghamton, Buffalo, Burlington (VT), Elmira, Erie (PA), Kingston, New York City, Riverhead, Rochester, Scranton (PA), 
Syracuse and Watertown. 

Winter Storm: Snowstorms; blizzards; ice storms are encompassed in this category. Usually predicted by the National Weather 
Service. 
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Faculty & Staff Emergency Quick Response Card 

Lockdown (Internal Threat) 
Faculty: 

• Move any students from outside your door, into your class. 
• Lock classroom door. 
• Move students out of sight of door window. 
• Remain silent, await instructions. 

Other details: 

-Once you have done the above, do not unlock your classroom door. When event is over, door will be unlocked by the 
police or district staff. 

-Iffire alarm goes off during a lockdown, unless you see fire or smell smoke, ignore the alarm. 

-Outdoor classes - stay outside. Go to your outdoor waiting area until instructed by police or district staff. 

Lockout (External Threat) 

• Outdoor activities prohibited. 
• Custodians/monitors confirm that all exterior doors are locked. 
• Normal activities continue within the school. 
• Enter and exit school at principal 's discretion. 
• Main office, post sign at main entrance: 

"We are in a precautionary lockout. 
Please do not knock on the door or attempt to enter the school. 

For further information, please call HS Office at 295-6601 or ES Office 295-6651" 

Fire Alarm 
Exit the room according to the map by the door. 

• Tum lights off and close door 
• Bring class roster and red/green cards 
• Students are walking and silent 
• Once you have taken attendance step to the front of your class to communicate attendance info to 

supervisors-you need to be easily identified. 
• If all students are present, raise the green card. 
• If a student is missing, you cannot confirm their location or you have extra students, raise your red card. 

A supervisor will come to you with assistance. 
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Faculty & Staff Emergency Quick Response Card 

Shelter in Place 
(Medical Emergency, Bomb Threat, Environmental) 

Faculty: 

• Move any students from outside your door into your class. 
• Lock classroom door. 
• Continue teaching. 
• Be prepared to report names of any missing or extra students. 
• Remain in classroom {do not change classes) until instructed by Main 

Office. 

Duck and Cover (Severe Weather) 

Faculty: 

• Move students to a hallway area on the first floor with little or no exterior 
glass. 

• Avoid large rooms like gyms and cafeterias. 
• Instruct everyone to Duck and Cover. 
• Verify Attendance. 
• Await Instructions. 

Please note - even if a funnel cloud has not been sighted, if conditions are severe 
enough to damage the building, Duck and Cover should be initiated. 
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