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TEMPORARY SHELTER AGREEMENT FOR STUDENTS 
 

For 
 

Parker Public Schools 
335 W. 1st Street 

 
 

HOLD HARMLESS AGREEMENT 

 
In consideration of the use of the Parker Community Building. 

 
 
 
For a temporary shelter for students during a school district determined emergency, 
Parker Public Schools agree to defend and hold harmless the city of Parker and the Parker 
Community Building for any injuries or property damage arising out of such use.  The coverage 
is to be in effect while students are at your location. 
 

Parker School employees while on your premises will supervise the students. 

You will be notified by the school district before any students are brought to your facility. 

Phone Number to Call: 297-4453 or 297-3114 

Contact Person:  Adam Jans 

 

 

 

          Date    

 

 

 

Superintendent of Parker Public Schools     Date 
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STATEMENT OF THE SUPERINTENDENT 

 

 

Creating a safe school where students can learn and teachers can teach free from threat 

and intimidation means we must be prepared for a crisis.  The information on the 

following pages is a quick reference guide designed to help staff members deal with 

emergencies that may arise in our school. 

 

In any crisis, your first concern must be the safety of students and staff members.  The 

decisions you make and the things you do in a crisis must be based on what is best, in 

terms of safety, for students and staff. 

 

Much of the information in this manual is common sense.  Principals need to review the 

procedures with staff and keep the manual in a place where all staff members can access 

it. 

 

 

Dr. Donavan G. DeBoer 

Superintendent 

Parker School District 60-4 
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CRISIS MANAGEMENT TEAM 

Updated August 2017 
 

Crisis management team members to be contacted to assist in a crisis. 
 

PARKER PUBLIC SCHOOLS 
 
Donavan DeBoer Superintendent/K-6 Principal Ext. 155 842-5043 
    
Bill Leberman 7-12 Principal Ext. 107 957-5741 
    
Jim Vogel  Business Manager Ext. 157 940-2316 
    
Steven Luke (Sheriff) Resource Officer 297-3225 297-3426 
    
 Turner Co. Emergency Mgt. 297-6000 661-5900 
    
Robb Jensen Parker Fire Department 911 351-3998 

 
 
Max Masters 
 
Brian Jurgens 
 
Darmi Vogel 

 
Fire Chief 
 
Ambulance 
 
Counselor 

 
911 

 
911 

 
Ext. 714 

 
351-7349 

 
359-1169 

 
941-7455 

    
Todd McKenney Maintenance Ext. 711 750-0231 
    
Teresa Larson Kitchen Ext. 166,150 759-5319 
    
    
    

OUTSIDE COMMAND POST LOCATION (IF NECESSARY) 

First Site:     Parker Community Center 

Second Site:  Parker City Office 

  
This information is to be prominently displayed in the office.  It is to be updated annually and a 
copy sent to the Superintendent by September 1. 

 
PLEASE GLUE THIS INFORMATION INSIDE THE COVER OF YOUR 

PHONE BOOK FOR EASY REFERENCE 
 
 
SWEEP TEAM MEMBERS 
 
Donavan DeBoer – Superintendent     Jim Vogel – Business Manager 
 
Bill Leberman – JH/HS Principal     Todd McKenney - Custodian 
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TO: Parents and/or Guardians of Parker Public School Students 
 
FROM:          Parker School Administration 
 
SUBJECT:    Emergency Procedures for Parker Public Schools 
 
Parker Public School has developed procedures designed to minimize danger to students and 
staff should an emergency occur at school.  Our main objective is to attend to the health and 
welfare of your child/children in the event of a crisis and to see that he/she gets home safely by 
walking, bus or by transportation provided by parents/guardians. 
 
It is impossible to foresee all the potential emergencies, but we have worked with law 
enforcement officers, fire fighters, and other emergency responders to plan the most effective 
ways to use our resources to respond immediately to those emergencies that cannot be 
avoided.  Any disaster will disrupt the "normal" way of doing things.  It will cause 
inconvenience to all of us.  We share these responsibilities as school administrators and you 
as parents. 
 
In most emergencies your child/children will remain and be cared for at school.  In the 
rare event of an emergency affecting (Parker School) that prohibits re-entry to the 
building (such as a broken gas or water main, a fire or a sudden loss of utilities in bad 
weather) students and staff will be removed immediately to our alternate site. 

 
We ask you to follow this procedure if you hear RUMORS of any school emergency. 
 
1. IF AT ALL POSSIBLE, the BrightArrow Notification System will be used to notify parents 

of a school emergency. 
 
 
2.  TURN ON YOUR RADIO OR TELEVISION.  We will keep the media accurately informed 

of any emergency. Radio: KSOO-1140, KELO-1320, WNAX-570, and KXRB-1000 
       Television: KSFY, KELO, KDLT, and KTTW 
Social Media: Twitter: @ParkerPheasants Facebook: ParkerSchoolDistrict 
                                      
 
3. PLEASE DO NOT TELEPHONE THE SCHOOL.  We have limited phone lines.  These 

MUST be used to respond to the emergency. 
 
4. PLEASE DO NOT COME TO THE SCHOOL TO PICK UP YOUR CHILD UNLESS 

REQUESTED TO DO SO.  Any emergency may mean emergency vehicles and disaster 
workers must be able to get to the building. 

 
a.   If, for any reason students must be evacuated during regular school hours, your child 

will be taken to our alternate site and you will be notified for a re-unification process. 
 

b. Stay tuned to the radio and television stations for updated, accurate reports and 
information provided by the school administration about when and where to pick up 
your child. 
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MEDIA PROCEDURE 
 
In a crisis situation, the Parker School District will use local media to provide prompt and 
accurate information to the public.  Please use the following media guidelines: 

 

 ONLY the Superintendent or designee will release information to the media.  Clearly 
communicate that all media inquiries should be directed to the media spokesperson. 

 

 Designate a location to serve as media headquarters. 
 

 Brief staff on how to get media to the designated location as quickly and courteously as 
possible, without commenting on the situation. 

 

 Brief staff on how to direct and expedite media phone calls. 
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ALTERNATE ASSEMBLY LOCATIONS 
 

 Parker Community Center 

In the event an alternate site is needed, a phone call MUST be made to alert the people in the 

alternate facility.  Building principals need to plan for transporting students who are non-

ambulatory to the alternate school location(s) or designated area. This will be done with school 

buses/vehicles when possible. 

 

 
 

ALTERNATE SITE TELEPHONE NUMBER (S) 

 Parker City Office   297-4453 
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EMERGENCY STUDENT DISMISSAL PROCEDURES 

(Example- Weather Related Dismissals or Water Main Break) 

In the event an emergency requires schools to dismiss early, parents/guardians will be notified 

through the Parker School phone reach system, and local radio and television station 

announcements.  Principals shall communicate to parents/guardians that they need to 

predetermine where a child will go when school is dismissed because of an emergency and no 

one is home when the child arrives.  Once the dismissal order is received from the proper 

school authority, the principal will: 

 
1. Relay dismissal instructions to each classroom. 
  
2. Remind students of the necessity to follow the special arrangements made for their 

care in the event their parents are not at home. 
 

3. The "Sweep Team" will inspect the building once dismissal is completed to assure all 
students have left the building and other specific actions are taken as dictated by other 
emergency plans. 
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GENERAL PROCEDURES FOR REPORTING A BUILDING CRISIS 
REQUIRING ASSISTANCE OF EMERGENCY RESPONDERS 

(Example – Intruder, Explosion, Life Threatening Situations) 
 

NOTE 

Steps I and II may be interchangeable 
Step I  
 
Call 9-1-1 (Most likely will be one of the school’s administrative secretaries) 
 
Tell the 911 dispatcher exactly where the person in charge (most likely the superintendent or 
principal), can be found and a description of the person in charge 
 

NOTE 

 

 If it is necessary to transport anyone to a hospital by ambulance for a serious injury, 
send a staff member along to serve as a liaison between hospital and school 
administration, with instructions to relay progress reports as soon as possible.  Call 
parent/guardian of injured student - Call spouse/family of staff member. 

Step 2 

Report crisis at once to the Superintendent at ext. 155 or the main office at ext. 159 

 

WHAT TO DO NEXT 

 Activate Building Crisis Management Team 

 Communicate the action needed to students and staff 

 Evacuate classrooms if need be 
 

 Set up Command Post and stay put 
 

 Notify on-site First Responder of the location of disabled students 
 

 Dispatch team to assigned areas to check restrooms, vacant rooms, and lockers 
 

 Secure all doors to the building if appropriate 

 Confirm roll count of students to the Command Post 

 Secure all records and office valuables in a safe place 
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Building Response - Search, Evacuation, Return to Building 
 

NOTE 
 
Prior to evacuating the building, the “Sweep Team” will conduct a search of the school 
grounds immediately outside of the building to determine that it is safe to exit the 
building. 

 
1. The superintendent or principal will decide whether to evacuate the school immediately 

and search the facility or make a preliminary search prior to any other action. 
 

2. Notify staff to search their areas.  Staff members should look for items that don't belong 
in their room or nearby hallway and report suspicious items to the administration. 

 
3. Alert staff and students that a situation has arisen that requires an evacuation of the 

school building.  Ask students to "Please remain calm and stay with your class and 
teacher.  We will evacuate the building by personal notification.” (Someone will have to 
notify staff and students in the gym and locker rooms.) 

 
4. Call 911 to notify them you are going to evacuate the building. 

 
5. Superintendent shall establish an emergency command post at the predetermined 

location.  Take the building "Emergency Response Kit" to the command post.  The kit 
should include a First Aid Kit, Master List of Students, a list of Parent Names/Phone 
Numbers, copies of building maps, two-way radios, copies of the "Emergency Release 
Form", a copy of the Crisis Response Manual, and a portable loudspeaker for 
communicating outdoors. 

 
6. Students shall move to their specific assigned emergency locations trying for a distance 

of at least 300 feet from the building. 
 

7. Teachers shall take roll and report status (all present or accounted for OR list of names 
of any students unaccounted for) to the emergency command post through 
predetermined "Accounting Team for Students" member.  Staff should supervise and 
reassure students throughout the duration of the emergency.  Staff should keep 
students together in their assigned emergency groups. 

 
8. Deploy staff around the perimeter of the area to insure students don't leave. 

 
9. Use the portable loudspeaker to communicate with students and faculty about the 

search.  Reassure them the school will be thoroughly searched before students are 
asked to return to the building. 
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10. "Sweep Team" will check hallways, classrooms, and storage areas for suspicious items.  
Make a list of people who remain in the building to conduct the search (this should be a 
pre-assigned list).  Appoint an accountability person from the "Accounting Team” for 
Students and Staff who will verify the people staying in the building and forward the list 
to the senior first responder. 

 
11. Do NOT use cell phones or radios within a block of the building during the bomb alert.  

They could activate a bomb. 
 

12. If students are to return to the building, explain the precautions that have been taken to 
make sure the building is safe.  Direct students and staff to return to a specific class 
period. 

 
13. Students who want to leave must have parent/guardian permission confirmed by a 

"Student Release Team" member and sign out with a specific departure time noted. 
 

14. A debriefing session will be held for school staff, law enforcement officers, firefighters, 
ambulance personnel and other responders to discuss the event, review the response 
effort, and identify areas to be improved.  Debriefing sessions may need to be 
conducted for students, staff, parents, and other community members depending on the 
extent of the crisis. 
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Threatening Call Checklist - General 
 
1. Use your "Threat Call Report" to record as much information as possible.  While it 

is unlikely the caller will stay on the line long, attempt to get and record as much 
information as possible. 

 
2. Upon receipt of a call that threatens harm to people or facilities, the person 

receiving the call should make every attempt to: 

 Press Voice Mail Record button on your phone 

 Prolong the conversation as much as possible 

 Identify background noises 

 Note distinguishing voice characteristics 

 Determine the caller's knowledge of the facility 
 
3. During the call attempt to signal another person to get the superintendent or 

principal immediately. 
 
4. When the caller hangs up, the person receiving the call will immediately: 
 

 Hang up and then activate the line the call came in on and get a dial tone 

 Dial *54, which activates "last call trace".  You will then follow the directions given to   
you (remember the line number used for the call) 

 Notify the School Administration of the threat and DIAL 911 

 Notify the 911 dispatcher of the incident. 

 911 will most likely want the person who took the call to remain on the line to give a 
detailed report of the call 

 Send a police officer to the phone company to pick up the number 
 
5.  The principal will confirm notification of the police and notify the Superintendent. 
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THREATENING CALL REPORT 
 
Record the exact words used by caller: 
 
Ask: 
 

 Who are you? 
 

 Why are you doing this? 
 
 
If the caller refers to a bomb, ask: 
 

 What time is it set for? 
 

 Where is it? 
 

 What does it look like? 
 
Voice on the phone: 

Man              Woman                     Child 

Intoxicated       Speech Impediment        Accent        Other 

Background Noise: 

       Music  Children  Talk   Airplane 

       Traffic  Typing  Machines  Other 

 

School: 

Completed By: 

Date/Approximate Time: 
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Bomb Threat Checklist 
 
1. Use your "Threat Call Report" to record as much information as possible.  While it 

is unlikely the caller will stay on the line long, attempt to get and record as much 
information as possible. 

 
2. Upon receipt of a call that threatens harm to people or facilities, the person 

receiving the call should make every attempt to: 

 Press Voice Mail Record button on your phone 

 Prolong the conversation as much as possible 

 Identify background noises 

 Note distinguishing voice characteristics 

 Determine the caller's knowledge of the facility 

 Try to get a description of the bomb, where it is, and when it is due to explode 
 

3. During the call attempt to signal another person to get the superintendent or 
principal immediately. 

 
4. When the caller hangs up, the person receiving the call will immediately: 

 Hang up and activate the line the call came in on and get a dial tone 

 Dial *54, which activates "last call trace".  You will then follow the directions given to 
you (remember the line number used for the call) 

 Notify the School Administration of the threat 

 DIAL 911 

 Notify the 911 dispatcher of the incident and tell them the number of the line the 
threatening call was on and that you used to activate the last call trace. 

   911 will most likely want the person who took the call to remain on the line to give a 
detailed report of the call 

 
5. Tell the 911 dispatcher exactly where the person in charge (most likely the 

superintendent) can be found and a description of the person in charge. 
 

6. The principal will confirm notification of the police and notify the Superintendent. 
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How to Handle Hostage, Shots Fired Situations, or Lockdown 

 
Any staff member or student who observes an intruder who is carrying a weapon 
(firearm, knife, etc.) or is otherwise determined to be a threat, in the building or on the 
school grounds should: 
 

 Notify the superintendent, principal or other office staff members immediately.  
 

 Report the last known location of the intruder, direction of travel, description of 
the individual, and type of weapon. 

 
1. Staff member receiving the intruder notification will gather the above information 

and immediately notify the superintendent, principal or designee. 
 

NOTE:  Many of the Following Steps will Occur Simultaneously 

 
2. Superintendent, Principal or designee will CALL 911 IMMEDIATELY 
  

 The person (secretary, superintendent, principal) who calls will stay on the line with the 911 
dispatcher.  Be prepared to describe the exact location of the hostage situation, this is very 
important for the safety of responders and possible hostages.   
 

 Tell the 911 dispatcher exactly where the person in charge (most likely the principal or 
superintendent) can be found and a description of the person in charge.  For example, 
“Superintendent will be at the south door on 1st Street. He is wearing a dark blue suit.” 

 
3. Principal/Superintendent or designee will use the phone and intercom systems to 

direct staff members to lockdown the entire building by stating:  
 

“This is a classroom hard lockdown alert.  Students and 
teachers, follow classroom lockdown procedures.  Ignore all 
bells and alarms and remain in lockdown unless you are 
instructed differently by the administration or police." 
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Classroom Lockdown Procedures 
 
 

The Parker School District Crisis Management Team feels that there are two 
different types of lockdown procedures.  
  
1. Hard Lockdown 
2. Soft Lockdown 
 
 
NOTE:  In the event the intruder begins shooting or assaulting people in your room, 
the students and staff member should exit the room, leave the building through the 
nearest exit, and run immediately to the Fire Station. If a student is in the bathroom 
when a lockdown is put in place, they should shut the door and stand on the toilet 
until help arrives. If a student is in the hallway and are not pulled into a room by a 
staff member, then they should exit the nearest exit and head directly to the Fire 
Station. If the intruder enters during lunch then we go to the big gym or exit out the 
main doors to the fire station. 
 

Hard Lock Down – Example: Active Shooter/Intruder in the school 
 

 When the lockdown announcement is made, staff members will clear all students 
from the hallways and have them go to the nearest classroom.  Students and staff 
members will be confined in their room until notified of evacuation plans, 
understand and know where the intruder is, or that the situation is clear.   

 Staff members will lock all doors and windows. 

 If intruder is in your area begin to barricade/impede the door way with whatever 
you can find.  Example – desks, garbage cans, tables.  Look for any items that 
can be used to defend/use as counter weapons. 

 In the event an intruder/active shooter gains access to your room, counter their 
attack in any means possible students should then flee if they can.  Students 
should go to re-unification area. (Parker Community Center) 

 Staff members will have students move away from windows and doors and sit 
near an interior wall out of the line of sight from hallway windows. 

 Remind students to remain quiet, no talking. 

 Use red and green cards to communicate with emergency responders.  Place the 
appropriate colored card in the doorway window and in an outside window if the 
room has outside windows. If your door does not have a window, place the card 
under the door. 

 A green card in the windows indicates the classroom is safe. 

 A red card indicates that emergency assistance is needed as soon as possible  

 No card will indicate to law enforcement the need to enter the room, as the 
intruder may be present. 
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 Assure students that they are safe, that actions are being taken to resolve 
the problem – the administration is in charge in the command post and the 
police are on their way. 

 In the event that you know where the intruder is and is not in the area of your 
classroom and you feel it is the safest to evacuate your students, exit your room 
anyway possible, take your class to the re-unification area.  (Parker Community 
Center) Contact administration with roster information as soon as you arrive.   

 

 
Soft Lock Down – Example: Drill, Student missing 
 

 When the lockdown announcement is made, staff members will clear all students 
from the hallways and have them go to the nearest classroom.  Students and staff 
members will be confined in their room until notified of evacuation plans.  

 Staff members will lock all doors and windows. 

 Staff members can continue with their activities/lessons but must remain in their 
classrooms. 

 Use red and green cards to communicate with emergency responders.  Place the 
appropriate colored card in the doorway window and in an outside window if the 
room has outside windows. If your door does not have a window, place the card 
under the door. 

 A green card in the windows indicates the classroom is safe. 

 A red card indicates that emergency assistance is needed as soon as possible  

 Assure students that they are safe, that actions are being taken to resolve 
the problem.  
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Intruder in Your Room 
 

 If the intruder gains access to your room and is threatening. Take appropriate 
counter measures if needed, and determine if you can have students flee to 
safety.   

 

 If the intruder tells a teacher or others to leave the room or area, the people need 
to leave to avoid angering the intruder or escalating the situation. 

 Attempt to calm and distract the subject to gain time for police response. 

 Avoid soliciting demands. 

 Avoid bargaining or making concessions. 

 NEVER exchange yourself or anyone else for a hostage. 

 Avoid giving orders to the intruder. 

 Do not make suggestions to the intruder. 

 DO NOT ask acquaintances or family members to talk to the subject. 
 

 If the office contacts you while the intruder is in the room, respond with the 
appropriate response. Yes, or No 

 

 In the event the intruder begins shooting or assaulting people, the 
students and staff member should exit the room, using counter/defensive 
measures if appropriate, leave the building through the nearest exit, and 
run immediately to the Parker Community Center. 

 
4. The principal or designee will confirm notification of the police and notify the 

Superintendent of the action taken. 
 
5. School bells or alarms should be switched off to avoid confusion if possible by 

Marci Leberman or the occupant of room #101. 
 
6. The principal or designee will systematically contact each classroom via the phone 

system or intercom to gather information about the status of students and staff 
members.    A “Room Status Checklist” will be used to take notes on conditions in 
each classroom. 

 
7. Staff members should contact the command post to update the nature and location 

of threat if it can be done safely. 
 
8. Principal/Superintendent will gather and record information about the incident.  

 Who is the hostage taker (name, physical description, clothing description)? 

 Who is being held (number of hostages)? 

 Lay of the room. 

 What are intruder’s motives and emotional state? 

 Are there significant health problems of anyone directly involved? 

 Any weapons observed?  If so, what? 
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9. Principal/designee will meet the responding officer at the designated contact site. 
The contact site will be determined by the principal/designee based upon the 
situation.  The principal/designee will take a set of building keys and a school floor 
plan map to the contact site and point out the last known location of the intruder on 
the map. 

 
10. The first responding police officer will take control of the scene, according to police 

department policy.  
 
11. Police and school officials will establish a command post. 
 
12. After the building is secure, under the direction of the police, students and staff will 

be evacuated via school bus to a designated secure relocation site.  The school 
building and grounds are considered a crime scene so police will supervise any 
movement on campus until their investigation is completed.   

 
13. Information for parents and Parent Reunification Plan procedures will be shared 

through the media as well as at the relocation site away from the immediate crisis 
area. 

 
14. Police and school officials will designate a place and time to communicate with the 

media.  Police and school officials will plan who will speak to the media and what 
information will be shared. 

 
15. Police will determine when students will be released at the relocation site.  Prior to 

release, students will be screened to determine if they have knowledge that may be 
helpful to the incident investigation. 

 
16. Prior to leaving, students must have parent/guardian permission confirmed by a 

“Student Release Team” member.  They must sign out with a specific departure time 
noted. 
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DEATH OF STUDENT/STAFF OUTSIDE OF SCHOOL DAY 

 
1. The Principal or Superintendent will notify the other immediately. 
 
2. The Principal/Superintendent will notify the Crisis Management Team members. 
 
3. Crisis Management Team members will meet to develop a plan of action and 

responsibilities will be delegated at that time. 
 
4. The staff BrightArrow Notification System should be used. 
 
5. A building staff meeting, including all persons employed at that building, will be held to: 

a. Present facts of crisis and answer questions. 
b. Relate school district policy in a crisis. 
c. Identify high-risk students and relate strategies to deal with student reactions. 
d. Present plan for individual classroom meetings. 

 
6. An announcement will be prepared for teachers to read to students in their classrooms. 
 
7. Teachers in the classroom will: 

a. Allow students to discuss concerns 
  b. Acknowledge student feelings 
  c. Dispel rumors 
d.   Let students know where counseling is available 

 
8.    The District Crisis Management Team will provide counseling to staff and students. 

 The counselor will contact area schools to bring in more counselors to help provide 
counseling to staff and students. 

 
 

DEATH OF A STUDENT/STAFF DURING THE SCHOOL DAY 
 

In most cases, no determination of death will be made at the school site.  CPR and other first 
aid measures should be continued until the ambulance arrives to take the victim to the 
emergency room. 

 
It is appropriate to send a nurse, principal, or designee to the emergency room to meet the 
family, stay with them and report information back to the school administration. 

 
Follow the steps and the procedures listed above to help students and staff deal with the 
crisis. 
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IN CASE OF FIRE 

 
1.    Activate the fire alarm signal to evacuate immediately. 
 
2. Notify the Superintendent or Principal. 
 
3. At the sound of the fire alarm, all students must walk as rapidly as possible into the hall 

and out the exit nearest their room without crowding or running.  The teacher will check to 
see that all students are out of the room, windows and doors are closed, and lights are 
turned off. 

 
4. Students shall move to their designated fire location according to current Fire Drill sheets 

posted in rooms. **PE and music classes will exit out their normal doors and will keep the 
students in those classes. The classroom teacher whose students are in PE or music will 
go to the south or west side of the school to reunite with their class. 

 
5. MS/HS class advisors shall take roll and report status (all present or accounted for OR list 

of names of any students unaccounted for) to the MS/HS Principal or MS/HS Secretary. 
Elementary teachers shall take roll and report status (all present or accounted for OR list of 
names of any students unaccounted for) to the Elementary Principal or Elementary 
Secretary.  Staff should supervise and reassure students throughout the duration of the 
emergency.  Staff should make an effort to keep students together in their assigned 
emergency groups. 

 
6. "Sweep Team" will check hallways, classrooms, bathrooms, and storage areas to make 

sure everyone is out of the building. 
 
7. Instruct clerical staff to close all vaults/fire files and secure all records. 
 
8. The superintendent, principal and members of the Crisis Management Team are 

responsible for keeping the fire lane(s) to the building open. 
 
9. Students and staff will remain outside until fire department officials declare the area safe. 
 
 
 

Attach individual school evacuation drawings. 
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IN CASE OF EXPLOSION 
 
1. Activate the fire alarm signal to evacuate immediately. 
 
2. Notify the High School Principal at Ext. 107 or Superintendent at Ext. 155. 
 
3. At the sound of the fire alarm, all students must walk as rapidly as possible into the hall 

and out the exit nearest their room without crowding or running.  The teacher will check to 
see that all students are out of the room, windows and doors are closed, and lights are 
turned off. 

 
4. Students shall move to their designated fire location according to current Fire Drill sheets 

posted in rooms. **PE and music classes will exit out their normal doors and will keep the 
students in those classes. The classroom teacher whose students are in PE or music will 
go to the south  or west side of the school to reunite with their class. 

 
5. MS/HS class advisors shall take roll and report status (all present or accounted for OR list 

of names of any students unaccounted for) to the MS/HS Principal or MS/HS Secretary. 
Elementary teachers shall take roll and report status (all present or accounted for OR list of 
names of any students unaccounted for) to the Elementary Principal or Elementary 
Secretary.  Staff should supervise and reassure students throughout the duration of the 
emergency.  Staff should make an effort to keep students together in their assigned 
emergency groups. 

 
6. "Sweep Team" will check hallways, classrooms, bathrooms, and storage areas to make 

sure everyone is out of the building. 
 
7. Instruct clerical staff to close all vaults/fire files and secure all records. 
 
8. The superintendent, principal and members of the Building Crisis Management Team are 

responsible for keeping the fire lane(s) to the building open. 
 
9. Students and staff will remain outside until fire department officials declare the area safe. 
 
10. Custodians will shut down all air-handlers, air conditioning units, and fans in case of any 

poisonous gases that may result due to the explosion. 
 

Attach individual school evacuation plans. 
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TORNADO 
 

Tune in weather alert warning when weather appears threatening. 
 

Evacuate classroom (as per school evacuation plan) in an orderly manner and turn away from 
windows or other expanses of glass.  Avoid auditoriums, gyms, or any room with a wide free 
span roof.  If evacuation is not possible, take shelter under desks or tables.  If possible, cover 
head with coat or other clothing to minimize injury. 
 
If the siren goes off and students are in lunch they will go to the girls locker room, bathrooms in 
the cafeteria, and the kitchen dry storage area. 
 
TORNADO WATCH - means no funnel clouds have been sighted, but tornadoes can be 
expected to occur.  If a Tornado Watch is declared, be prepared to evacuate quickly, take 
cover, and be alert for special instructions. 
 
TORNADO WARNING - means a funnel cloud has actually been sighted.  The approximate 
location and direction of travel is usually given when the warning is broadcast.  Persons should 
take cover immediately. 
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NUCLEAR WARNING 
 
The primary means of warning of a nuclear attack will be Weather Alert Warning radio located 
in the administration offices of each building.  
  

TAKE IMMEDIATE PROTECTIVE ACTION, AS SHIELDING IS REQUIRED. 
 

This means to move to the center of the building on the lowest level (if there is more than one 
story) away from outside walls or any openings to the outside. 
 
The heavier, thicker and denser the shielding material is between you and the outside, the 
better the protection. 
 
Radiation is carried by physical particles of dust and dirt.  If you keep this dust out, you are 
minimizing the amount of radiation exposure. 
 
If at all possible, keep a portable radio and monitor the Emergency Broadcast Radio Station.  If 
this is not possible, be alert to attempts of Emergency Management officials to get information 
to you through special teams, public address systems, or on a door-to-door basis.  Be 
prepared to evacuate if advised to do so, following drill plans with possible modifications. 
 
Shut down all air-handlers, air conditioning units, and fans in case of any poisonous gases that 
may be outside. 
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HAZARDOUS MATERIAL SPILLS 
 
The procedure to follow in case of a hazardous material spill is as follows: 

 Evacuate and secure the spill area. 

 Call 911 to notify the fire department of the hazardous spill. 

 Keep students and staff away from the area.  

 Avoid toxic fumes or contact with the material. If outside, stay upwind of the spill. 

 Take Material Safety Data Sheets book with you. 
 

 Shut down all air-handlers, air conditioning units, and fans in case of any poisonous 
gases that may be outside in case of a hazardous spill. 
 

 Kitchen manager or designee should shut off exhaust fans in their area. 

 

 
PLANE CRASH 

 
Be prepared to evacuate if advised to do so, following fire drill plans with possible 
modifications. 
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HANDLING EMERGENCIES DURING STUDENT TRAVEL 
 
Medical Emergencies 
 
In town student activity, away from building: These steps are to be followed in handling 
emergencies when students are at an activity away from the building. 
 
Step 1 CALL 911 FOR INJURIES 

If the group has more than one supervisor, one will go to the hospital with injured 
students to serve as a liaison between the hospital and school administrators.  Be sure 
to find out the name of the hospital to which the student is being transported. 

 
Step 2 REPORT THE EMERGENCY TO YOUR ADMINISTRATION  

Contact and make a full report to your building superintendent or principal.  If you are the 
only supervisor with your group, contact the administration to send a representative to 
the hospital to serve as a liaison between the hospital and district administration. 

 
Traveling out of town: When traveling out of town, the supervisor should be aware of 
emergency telephone numbers list located in each school vehicle. 
 
Criteria for Canceling Out of District Activity Travel 
 
Superintendent, principal, coaches, and activity leaders must use the following guidelines in 
determining whether student groups should travel to an activity. 
 
1. Prior to traveling to an out of town event, coaches and activity leaders must: 

 Confer with the building superintendent or principal to determine the designated 
administrator to contact in the event of an emergency. 

 
Acquire: 

 An emergency medical release form for each student participant 

 A parent telephone tree to notify parents if return travel is delayed 

 An emergency phone card which lists the work and home phone numbers of the 
Principal and the Athletic Director who may be contacted in the event the designated 
building administrator cannot be reached  

 If driver/coach doesn’t have a cell phone, they can check out a school cellular phone to 
take with them. 

 Check that students have proper clothing for anticipated weather conditions 

 Make sure that students that require medication, such as diabetics, have a sufficient 
supply along on the trip 
 

2. In cases of inclement weather, coaches and activity leaders must confer with the building 
principal or designee prior to travel to or from an out of town event.  The principal or the 
activity leader will contact the Highway Patrol for a road condition report and the 
administration at the school where the event is being held.  If return travel is delayed, 
parents/guardians need to be informed as soon as possible. 
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3. Travel to or from the activity will be canceled if no travel is advised by the Highway Patrol. 
4. Travel to the activity will be canceled if there is no school due to inclement weather in 

Parker or in the district where the activity is being held.  The Superintendent, Principal, and 
the School Board must approve any exception. 

5. Weather and other emergency school activity cancellations that require public notification 
through the news media (television or radio) must be coordinated through the 
Superintendent. 

6. The Superintendent, principal or program coordinators may cancel practices or activities 
that do not require notification of the public through the news media. 

 
Weather related emergencies: In the event of a weather related emergency, the supervisor 
will take students to the nearest emergency facility in the area and remain there until 
conditions change to permit travel.  The supervisor will communicate with the superintendent 
or principal. 
 
In weather related emergencies, when students are in town but away from the building, the 
supervisor must have a means to signal students to bring them together, so they can return to 
their school. 
 
To check on road conditions, the supervisor may call these numbers: 

1. South Dakota              511  
2. Iowa                            1-515-288-1047 
3.  Minnesota     1-800-542-0220 
 
 

SCHOOL BUS ACCIDENT 
In the event a school bus carrying students from our school is involved in an accident, notify 
the Superintendent of Parker Public School and the Business Manager of Parker Public 
Schools.  Take care to gather factual information from the bus driver or police officer.  Work to 
dispel any rumors by presenting factual information.  Forward news media inquiries to the 
Superintendent, Principal or designee.  
 
 
 

SEVERE WEATHER BUS EMERGENCY 
 
If severe weather is imminent during the hours students are riding buses (7:00 a.m. to 
8:00 a.m. and 3:46 p.m. to 5:10 p.m.), school administration is to insure that someone is 
at their building until bus routes have been completed.   
 
Administration should see that the main building doors remain unlocked so students may be 
delivered to the building.  In addition, administration should be prepared to direct students to 
shelter and supervise them while in the building.  Administration should identify a person to act 
in their place in the event they are not in the building on a day when a severe storm occurs.  
Custodians should be contacted that a bus is coming. 
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POWER OUTAGE 
 
The administration should prepare for a potential power outage by making sure the building 
has alternate light sources in the event of power failure.  Flashlights and batteries should be 
stored in each office, including the MS/HS Principals office, for staff in the event of power 
failure and no lighting.  Batteries should be kept in their original packages so they won't lose 
their charge prior to the time they are needed.  Also, make sure you have a hard copy of all 
student schedules in your school office.  Staff members should be alerted that if they are not 
supervising students at the time of the power outage, they should automatically report to the 
school office.  With those preliminary actions in place, the following steps should be followed. 
 
1.    Contact the City of Parker to report the power outage and for assistance in determining the 

potential length of the outage. 
 

2. Notify the Superintendent / Principal. 
 

3. Have the crisis team and other staff not supervising students report to the school office. 
 

4. The crisis center of operation will be the main office.  Have a secretary or other designated 
person stay in the office to monitor calls on the analog telephone. 

 

5. Distribute flashlights as needed. 
 

6. Immediately send staff to inform all students and teachers to stay in their present location 
until further notice.  Do not allow movement of students in the halls until definite plans have 
been made regarding safe procedures for student movement. 

 

7. Determine the cause of the power outage.  If there is a downed power line, station a 
custodian with a cell phone in the vicinity at a safe distance to maintain constant 
communication about the situation, facilitate communication with repair crews and insure 
that no one will inadvertently walk into an unsafe area.  The custodian should notify you 
when the power has been turned off in the "hot zone." 

 

8. Station a staff member at the front door to monitor traffic into an out of school.  In addition, 
this person should indicate to the press that the superintendent would be more than willing 
to talk to them at the conclusion of the power outage but do not allow them into the 
building without the approval of the superintendent. 

 

9. Secure all doors and make sure no one, including students, teachers or parents leave the 
building except through a door that has been determined to be safe and secure from the 
potential of walking into a downed power line. 

 

10. If elementary students are on the playground, move them inside the building to a large 
room that is lighted by natural light such as the lunchroom, library, etc.  Take roll to make 
sure all students are present or accounted for. 

 
11. Station teachers or other staff in key positions in the building so all hallways have an 

adult supervising the halls.   
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12. Determine if there are students who will need medications administered. 
 
13. Designate one person to oversee administration of medications.  Any student who needs 

medication must be personally ushered to the office and back to the classroom by an 
adult with a flashlight. 

 
14. Determine if there are students with specific medical conditions that need attention such 

as diabetes.  Take the necessary steps to assist in meeting their medical needs. 
 
15. Pay special attention to the needs of students who may have a condition that will cause 

them to react adversely in abnormal situations. 
 
16. Work with the custodian and power supplier to determine the probable length of the 

power outage. 
 
17. Have members of your crisis team report to you any students who are currently housed in 

classrooms with no light from windows, emergency lights or skylights.  Move those 
students to a classroom or area where there is some light available.  Take roll to make 
sure no one is lost in the process. 

 
18. Designate staff to be hallway runners who can usher students to bathrooms with 

flashlights.   
 
19. Maintain a Master List of Students in the school office.  If parents come to pick up their 

children, have a "Student Release Team" member document student departures and 
parent signatures on the "Emergency Release Form". 

 
20. Crisis Management Team will decide if there will a need for special accommodations for 

dismissing students and busing students home. 
 
21. If the power is not going to be restored by dismissal time, use portable radios to 

coordinate staggered dismissal times of individual classrooms.  Teachers need to 
accompany students to their lockers and the designated dismissal exit. 

 
22. After the situation is resolved, use the intercom as a teachable moment to inform kids 

about what happened, how everyone dealt with the problem and how much you 
appreciated their cooperation. 

 
23. Debrief with the Crisis Team to make any adjustments necessary to the plan. 
 
24.   A debriefing session will be held for school staff, law enforcement officers, firefighters, 

ambulance personnel and other responders to discuss the event, review the response effort, 
and identify areas to be improved.  Additional debriefing sessions will be conducted for 
students, staff, parents, and other community members. 
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TRANSPORTATION OPTIONS 
 
Emergency school closing, late start or early dismissal may result in alternate 
transportation schedules.  When emergency changes in transportation schedules occur, 
parents/guardians will be notified through local radio, television station announcements 
and the BrightArrow Notification System.  Depending on the nature of the emergency, 
the following transportation options may be utilized: 
 

1. No transportation because schools are closed for the day. 
 

2. Morning buses pick up students one or two hours late because school 
starts one or two hours late. 

 
3. Afternoon buses take students home one or two hours early because 

school is dismissed. 
 

4. Immediate closure of the school and transportation of students to their 
homes or alternate locations noted as snowbound on their Emergency Data 
form. 
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PRINCIPAL'S CHECKLIST 

1.     Assure that a Crisis Procedure Manual is quickly available in the school office. 
 
2. Identify the Building Crisis Management Team and Building Chain of Command.  

Record names on page 1, "Building Crisis Management Team" and post in the 
building administrative office.  Alert all personnel to their assignments.  Confirm 
that each manual and checklist has current names of the Crisis Management 
Team listed. 

 
3. Notify staff members of the messages that will be used to alert staff members of 

a crisis.  Determine command post in your building (that location where Person in 
Charge or designee can be found at all times), usually the office so there is 
access to a telephone.  Identify an alternate command post outside of the 
building to be used in emergencies that require building evacuation. 

 
4. Identify specific locations where staff and students will relocate during an 

evacuation.  Prepare a map of the locations and share it with staff and students. 
 

5. Practice evacuating to the designated areas using the fire drill procedure. 
 

6. Prepare an "evacuation kit" that includes a First Aid Kit, Master List of Students, 
a list of Parent Names/Phone Numbers, copies of building maps, two-way radios, 
copies of the "Emergency Release Form", a copy of the Crisis Response Manual, 
and a "bullhorn" (portable loudspeaker) for communicating and a list of "Sweep 
Team" members who will search the building after evacuation. 

 
7. Identify "Sweep Team" members (include custodial, band/orchestra, and other 

staff), "Accounting Team for Students and Staff' members, and "Student Release 
Team" members to be utilized in emergency evacuation situations. 

 
8. Develop and implement procedures for a "Sweep Team" to check classrooms, 

hallways, and storage areas during an emergency evacuation. 
 

9. Develop and implement procedures for an “Accounting Team for Students and 
Staff” members (this will be Superintendent/Elementary Secretary and MS/HS 
Principal/MS/HS Secretary) to take roll and report class status to the command 
post in an emergency. 

 
10. Develop and implement procedures for "Student Release Team" (Connie and 

Jeanine) members to verify parent/guardian permission for students to be 
dismissed and document release times (see attached "Emergency Release Form 
included in this manual). 

 
11. Have first aid equipment and instructions in designated shelter area in your 

building. 
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12. Review procedures for specific crises with staff at the beginning of the year and 

be certain each teacher has a checklist at his/her desk/room. 
 

13. Review custodian-checklist with staff at the beginning of the year and be certain 
each custodian has this list immediately available in his/her office. 

 
14. Prepare an evacuation diagram of each floor of the building under your 

supervision. 
 
  15. Prepare a detailed floor plan of the building under your supervision.  Include the     

subject areas and staff members assigned to each classroom in the building. 
 
  16.     Prepare a BrightArrow Notification System calling tree to be used for emergency 
notifications. 
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TEACHER CHECKLIST 

 
1. If advised by Person in Charge, stay in your room and immediately take roll count 

of students. 
 

2. Take protective action if building is threatened. 
a. Keep children away from windows and outside walls. 
b. Put out green or red cards according to your situation. 
c. Take shelter under desks, tables, and heavy furniture. 
d. Move from under light fixtures and other suspended objects. 
e. Shut off or disconnect any electrical or gas operated appliances. 
f. Be alert to any developing threats such as broken water pipes or electrical 

wires. 
g. Communicate roll count of students and situation to the Person In Charge as 

soon as it's safe. 
h. Be prepared to evacuate if advised to do so. 
i. If advised to evacuate, follow the fire drill plan. 
j. NUCLEAR WARNING - Move to the inner core of building to the lowest level 

(if there is more than one story) away from outside walls and any openings to 
the outside. 

k. PLANE CRASH - Be prepared to evacuate if advised to do so, following fire 
drill plans with possible modifications. 

 
Assignment of duties to specific individuals does not relieve other school employees 
from responsibilities in emergencies. 

 
If an emergency occurs when students are away on a field trip or other school 
sponsored activities, the person in charge will contact the Principal and/or designee.  
See the sections "Handling Emergencies During Student Travel" section. 
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CUSTODIAN CHECKLIST 
 
1. Cut off electricity, gas and water supplies ONLY if directed to do so. 
 
2. In the event of a natural disaster or other crisis that damages the building, provide 

the Person in Charge with condition report and damage survey.  Always send two 
people for initial damage assessment. 

 
3. Immediately contact Crisis Response Team and report emergency actions taken. 
 
4.   Be immediately available for the Superintendent or Principal if needed. 
 
5.  Shut down all air-handlers, air conditioning units, and fans in case of any poisonous 

gases that may be outside in case of a hazardous spill. 
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POSTVENTION (SUICIDE OR DEATH) 
 
Action Steps in Brief 

1. Plan in advance of any crisis. 
2. Select and train a crisis team. 
3. Verify report of suicide from coroner or police 
4. Schedule a meeting with the school Superintendent. 
5. Assess the situation and adjust the size of the crisis team. 
6. Disseminate information to faculty, students and parents. 
7. Follow victim’s classes throughout the day with 
         discussion/counseling. 
8. Arrange for counseling rooms in building. 
9. Invite friends to join support group or individual counseling. 
10. Provide individual counseling for identified students at-risk. 
11. Provide counseling or discussion opportunities for faculty. 
12. Arrange for students/faculty to be excused to attend funeral. 
13. Coordinate or consult on memorial plans by the school. 
14. Make a home visit to family of deceased. 
15. Respond to media inquiries. 
16. Link with the community as appropriate. 
17. Follow-up with continued counseling or refer to outside 
         agencies. 

 
 
 

Postvention steps: 
 

1. Designate a crisis team leader 
2. Identify crisis team members: Guidance counselors, nurses, psychologists, social 

workers, clergy… need at least one person NOT EMOTIONALLY INVOLVED. 
3. Set size of the team--Six members minimum. 
4. Team should meet several times during the day to review or revise the 

assignments, and at the end of the day to debrief, process, and support each 
other. 

a. Team leader must maintain a link with the administration. 
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Postvention Activities – Disseminating Information 
 It is important that the death be addressed openly and directly.  Be honest and 
empathetic. 
 
Recommended Steps:  

1. Verify the information from police or medical examiner. 
2. Tell the faculty first; ideally in a meeting or by chain telephone. 

a. Give teachers the written facts and suggestions on how to assist students 
in coping.  Reach staff that didn’t attend the meeting. 

b. Prepare a brief written statement for the teachers to read to their classes.  
It should include basic facts of suicide/death, without disclosing the 
description or details of the method.  Recognition of the sorrow and 
information of resources available. 

c. Send a letter to parents to inform parents.  Reduce the likelihood of 
distortions, and alert parents to be sensitive to their child’s reaction. 

 

Provision for Counseling 
 

1. Observe a flexible approach to provide maximum opportunity for students to talk 
2. Select counseling rooms 
3. Select counselors from existing school counselors, supplement with community 

counselors (other schools and agencies) 
 
 
 

Memorials and the Funeral 
 

1. Balance between supporting the grieving process and avoiding glamorizing or 
sensationalizing the suicide. 

2. Use current customs (flag at half staff, moment of silence, prayer) 
3. DO NOT dedicate an athletic event or other school activity. 
4. Steer away from holding a memorial assembly, allow students to attend funeral 

with parental consent. 
5. Students’ energies need to be channeled into constructive projects. 

 
 

The Bereaved Family 
 

1. It is appropriate for some faculty to visit the family. Offer condolences; get 
accurate information/messages to/from family and friends at school. 

2. Family can identify friends at school who may need assistance.  Families often 
feel isolated and stigmatized. 

3. Family should be consulted about any planned memorial activity. 
 
 



 37  

Parents of other Students 
 

1. It is necessary to respond to the concerns of parents of other students. (They are 
worried about the welfare of their children.) 

2. School administration should be prepared to meet with concerned parents 
individually or in a small group. 

3. After the initial phases of the crisis, parents may be invited to a public meeting to 
address the school’s postvention efforts. 

 
 

Responding to the Media 
 

1. Publicity about the suicide should be minimized as much as possible. 
2. A school spokesperson should be appointed to ensure consistency. (one person) 
3. Never refuse a request for information.  This only adds to the confusion, as 

reports will get the information from another source. 
4. Filming or interviewing students or faculty on school grounds should be 

prohibited. 
5. Never permit speculation as to why the student chose suicide.  This is the 

family’s prerogative. 
6. Focus should be the positive steps the school has taken to help students through 

the crisis.  
 

 
Long-term Effects and Follow-up 

 
1. Aftermath is long lasting.  Intense phase will be for only a few weeks, but some 

effects will continue for over a year. 
2. Special counseling should continue or referrals to outside agencies, therapists. 
3. Anniversary of the suicide, birthday, graduation or other events may reawaken 

the distress. 
4. Often after a suicide, there is an interest in prevention training.  This should not 

be offered until well after the initial phases of crisis are passed. 
 
 

 


