




    

  
 

 
 

 

 
 

 
 

     
    

 
 

  

  

  

  

 

   

 

     

     

    

    

    

 
          

  
           

  
    

  
 

    
   
            

  
    

   
    
      
    
     
   

______________________________________ ______________________________ 

______________________________________ ______________________________ 

______________________________ 

______________________________ 

______________________________ 

EMERGENCY ? 

CALL  911 
POLICE/ FIRE/ AMBULANCE SHERIFF 

Police non-emergency: 541-367-5181 Non-emergency:  541-967-3911 
Fire non-emergency:  541-367-5882 

HOSPITALS 

Lebanon:  541-258-2101 Corvallis:  (541) 768-5111 
Lebanon Emergency Room:  541-451-7115 Albany:  (541) 812-4000 

WHEN YOU CALL: 

1. STATE CLEARLY WHAT YOU NEED . . . FIRE, POLICE, MEDICAL 

2. STATE ADDRESS 

3. STAY ON THE LINE TO ANSWER QUESTIONS 

4. STAY CALM AND SPEAK CLEARLY! 

Your address is: Current First Aid Card holders 

1) First aid is given immediately by a qualified person to prevent any further injury or to reduce discomfort. IF 
LIFE THREATENING EMERGENCY, CALL AMBULANCE IMMEDIATELY! 

2) The teacher and/or administrator takes the student to the health room unless moving the victim would risk 
further injury. 

3) If more skilled treatment is needed, the student’s information form is pulled and: 
a) The parent/guardian is notified. 

b) If parent is unable to act, get permission to: 

1) Contact the family physician or dentist. 
2) If the family physician is not available, have an understanding that the student will be sent to Lebanon 

Community Hospital Emergency Room if medical care is indicated. 
3) Arrange appropriate transportation. 

c) If parent cannot be found and/or notified: 

1) Contact family physician or dentist. 
2) If this cannot be done, transport student to Lebanon Hospital Emergency Room. 
3) Arrange for appropriate transportation. 
4) As soon as possible, notify school administrator of action taken. 
5) Continue attempts to contact parents/guardian. 
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THREATENING BEHAVIORS OUTSIDE THE BUILDING 

EXAMPLES: 
 An adult armed with a rifle is threatening to open fire upon students and staff members. 
 Shots are heard coming from a house bordering school property. 
 A parent involved in a custody dispute threatens to take his child be whatever means necessary. 
 A public or student demonstration on school grounds that appears to be turning violent. 

SECURE THE BUILDING – When the location of an actual or potential threat is outside of the building, often the most 
prudent strategy is for students and staff to remain inside the locked doors of the school building until authorities have 
contained the area. 

ADMINISTRATOR’S RESPONSE OPTIONS 
 Call an All Staff Alert 
 Implement Emergency Plan 
 Insure the locking of all exterior doors 
 Move people in classrooms nearest the threat to safer parts of the building 
 Contact head custodian and other staff members for support as needed 

TEACHER OR SUPERVISING ADULT RESPONSE OPTIONS 
 Lock classroom doors immediately 
 Close shades and keep students away from windows 
 Direct any students currently outside the building to come inside 
 Help maintain a calm environment by remaining calm yourself 
 If gunshots are heard, get everyone on the floor 
 Contact administration immediately in the event of an emergency 
 Remain secluded in the classroom until you are notified to release your class 
 Reassure everyone involved that everything possible is being done to return the situation to normal 

PHYSICAL VIOLENCE IN THE BUILDING 
EXAMPLES: 

 Students fighting 
 Student(s) threatening to harm others with a weapon 
 A dangerous person in the building 

Typically, in situations such as these, the teacher or supervising adult puts one of two prearranged measures into effect: 

ROOM CLEAR – removes students from actually or potentially dangerous situation. Room Clear requires a designated safe 
area. Students must understand that they must go directly to the designated area when a Room Clear is issued. 

SECURED ROOM – prevents anyone from entering a dangerous situation. Secured room is issued when it is safer to stay in
a secured area than to be moving about where the potential threat may be encountered and when there is no possibility of an
unplanned fire or explosion. 

Options for the teacher or supervising adult in the area of potential threat: 
 Tell students to go immediately, in a calm orderly fashion, to the agreed-upon designated area. 
 Notify the office immediately by phone or send a student or responsible party, telling them what is happening and

what you want them to do (e.g., call 911 or the police) 
 Keep calm, stay with the problem situation and work to defuse it. 
 Reassure everyone involved that everything possible is being done to return the situation to normal. 

Options for the teacher or supervising adult away from the area of potential threat: 
 Keep students from leaving the room until you are notified that it is safe. 

Reassure everyone that everything possible is being done to return the situation to normal. 
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THREATENING OBJECTS INSIDE THE BUILDING 
EXAMPLES: 

 Bomb or suspicious device discovered 
 Bomb threat 
 Hazardous spill 

DIRECTED EVACUATION gets students and staff out of the building by a route designed to avoid encountering a potential 
threat. 

OPTIONS FOR THE TEACHER OR SUPERVISING ADULT: 
 Evacuate the building immediately in a calm orderly manner; use only the exit you have been told to use and follow

all directions you have been given. 
 Take your grade book or attendance sheet and your building’s emergency manual. 
 Get at least 300 feet away from the building and stay there. 
 Account for all of your students and stay on the side of the building to which you were evacuated. 
 Wait to be contacted. Do not return to or move to another side of the building unless told it is safe to do so. 
 Refer all media representatives who want to speak with you or students to the Press Liaison or other designated

district staff member. 

ADMINISTRATOR RESPONSE: 
 Provide police with a floor plan of the school. 
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BEHAVIORS REQUIRING SPECIFIC REACTIONS 
ASSAULT 

Definition – Assault means intentionally, knowingly or recklessly causing injury to another person. Assault can be a criminal 
offense. 

WHEN TO INTERVENE 
Teachers and supervising adults should intervene whenever they observe any inappropriate behavior. 
RESPONSE 

 The primary goal is safety – both personal and for all other students and staff. The following is a list of suggested
guidelines for maintaining safety until the proper authorities arrive on the scene. 

 Walk briskly – don’t run – to the scene 
 Get help along the way 
 Assess and evaluate 
 Number of students involved 
 Size of students involved 

 Any weapons that are involved 
 Proximity of individuals who can assist 

 Recognize that there may be several subtle things going on simultaneously that are being tangibly expressed in the 
conflict. 
 Is there gang involvement? 
 What other alliances might exist? 

 Identify yourself to the fighters 
 Call the students by name 
 Stay away from the middle of the conflict 
 Remove glasses 
 Give specific commands in a firm, authoritative voice 
 Defer to rules, not personal authority 
 If you are alone, determine who is winning and pull that person off first since he or she will be easier to disengage 
 Be sure that the individual you are removing from the fight can see you. The student may react violently, if surprised. 
 Remove participants to neutral location 
 Obtain identification 

RESPONSE IF A WEAPON IS DISPLAYED 
 If a weapon is displayed, ask another staff member to call 911 to report the situation and any injuries that have occurred. 
 Clear students from the area as calmly as possible 
 Identify yourself and move behind something that will protect you a safe distance away. Evaluate and look for an easy 

escape route. 
 Attempt to talk to the student (s) involved. 
 If the student with the weapon tries to run, do not try to intervene 
 Monitor the situation and wait for help to arrive. 

BOMB OR SUSPICIOUS DEVICE 
To minimize potential problems, remember: 

 Do NOT use cell phones and two-way radios 
 Do NOT cause vibrations. 
 Open doors and windows, if possible. 

RESPONSES: 

TEACHER OR SUPERVISING ADULT: 
 Do not touch or approach a bomb or suspicious device. 
 Notify office immediately. 
 Do not use cell phones and two-way radios. Do not cause vibrations (e.g. from running and vigorous movement); 

vibrations detonate some devices. 
 Identify the location of the device clearly so the area can be barricaded. 
 Get students out of the immediate area and wait for instructions from the administrator. 
 Follow your administrator’s emergency procedure instructions. 
 Account for all students and stay with them in a designated area until instructed to move. 

ADMINISTRATIVE AND SUPPORT STAFF: 
 Issue appropriate emergency procedure. 
 Call 911 and the superintendent’s office, 367-7126. 
 Ensure that all students and staff know of the potential danger by sending support staff to areas of the building or

grounds where the intercom cannot be heard. 
 Open doors and windows to minimize property damage from the blast. 
 Work with police and fire officials to determine nature of the device. 
 Refer all media inquiries to the Press Liaison or the superintendent’s office. 
 Other 

Possessing, making or transferring a bomb or a hoax bomb can be a criminal offense. 
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BOMB THREAT 
RECEIPIENT OF THE THREAT 

 Stay calm and try to engage the caller or person making the bomb threat; try to complete the Bomb Threat Checklist on
page 18. 

 Tell someone to call 911 – using another phone line, if necessary – to report the threat. (If appropriate, the authorities 
may be able to trace a telephone call.) 

 Contact the school or district office as soon as possible. 

RESPONSE 

TEACHERS OR SUPERVISING ADULT 
 Follow your administrator’s emergency procedure instruction. 
 Minimize potential sources of vibration, such as movement through halls and classrooms. 

ADMINISTRATIVE AND SUPPORT STAFF: 
 Issue emergency procedure instructions if threat appears to be serious. 
 Consider a Directed Evacuation to remove people from the danger area. 
 Call 911 and the superintendent’s office... 
 Ensure that all students and staff know of the potential danger by sending support staff to areas of the building or

grounds where the intercom cannot be heard. 
 Refer all media inquiries to the Press Liaison or the superintendent’s office. 

CONSIDER 
 Keeping students in classrooms while a reasonable search is made. 
 Clearing students from the building until all or part of the building can be searched. 
 Sending students home if an explosive device is found or a more thorough search is necessary. 

BOMB THREAT PLAN 

Evacuation Site:  _____________________________________________________________________________________ 

Command Post:  ______________________________________________________________________________________ 

School Person in Charge:  ______________________________________________________________________________ 

Other Info:  __________________________________________________________________________________________ 

1. When a bomb threat is received the staff person taking the call will use the bomb threat checklist on page 18 to record
information and ask appropriate questions. If the bomb threat is written, it will be put in an envelope and given to the 
fire department. 

2. The Principal will be notified immediately. 
3. A decision will be made by the school person in charge whether or not to evacuate the building. This decision may 

occur after consultation with other school or local officials. 
4. If a decision to evacuate is made, the school person in charge and designees will verbally notify all classrooms and all 

people in other areas of the building. NO BELLS OR INTERCOMS WILL BE USED. Minimize potential 
sources of vibration, such as movement through halls and classrooms. 

5. Staff will scan their areas, taking note of anything unusual or out of place. Students will leave all backpacks and 
containers in the building. 

6. Windows and Doors should be left OPEN for easy access by emergency personnel. 
7. Teachers, secretaries and assistants will accompany students to the evacuation site. Teachers will account for all 

children by taking roll. 
8. The custodian and principal will check to see that the building is clear and the school person in charge will make 

phone calls to the fire department, police and superintendent’s office. 

9. If the building is deemed unsafe to reenter that day, students will be transported home by school district buses and
staff will be released. 

10. Teachers will NOT release students without recording student name, time released and adult signature of person
taking the student. This will help track the location of students. 
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CIVIL DISTURBANCE 
Definition –A civil disturbance is a public or student demonstration on school grounds that has the potential to disrupt school 
activities, cause injury to staff and students or damage public or private property. 

TIPS 
 Have available a bullhorn, a cell phone and two-way radio. 
 Have available a camera, tape recorder or camcorder to document the disturbance and to help identify participants. 

RESPONSE 

TEACHER OR SUPERVISING ADULT 
 Issue a Secured Room directive unless your principal instructs you to use another procedure. 
 Account for all children and stay with them in the classroom or other designated area until contacted. 

ADMINISTRATIVE AND SUPPORT STAFF 
In an Emergency 
 Call 911 if violent or uncontrolled behavior is occurring or probable. 
 Issue emergency procedure instructions. 
 Call the superintendent’s office. 
 Ensure that all students and staff know of the potential danger by sending support staff to areas of the building or

grounds where the intercom cannot be heard. 
 Notify families of students, if appropriate. 
 Work with the media to defuse the impact of the situation. 
In a Non-Emergency 
 Call the superintendent’s office. 
 Call local law enforcement. 
 Work with police on the scene. 
 Use the bullhorn or PA system to make an announcement (see below) 

SAMPLE ANNOUNCEMENT 
“I am _____________________(name and title). I am speaking with the authority vested in my by the 
School District. You are on school grounds without permission. As trespassers, you are subject to 
arrest if you do not leave. I am asking you to leave the premises within five minutes. If you have not 
left in five minutes, we will ask law enforcement authorities to take appropriate action.” 

Engaging in a civil disturbance can be a criminal offense. 

DANGEROUS PERSON ON CAMPUS 
Definition –A dangerous person is someone threatening the safety of students, staff members, visitors or property. Please 
remember that danger could come from someone with a legitimate purpose on campus (student, staff, faculty, authorized visitor) 
as well as from an unauthorized visitor. An example could be a person known to staff members, but behaving “out of 
character”. 

To reduce the possibility of dangerous persons on campus: 
 Direct all strangers or visitors who are not wearing the required Visitor’s Badge to the office for registration. 
 Notify the office immediately of suspicious persons or behavior. 
 Report suspected or actual weapons or serious altercations to the principal immediately. 

RESPONSE: 

TEACHER OR SUPERVISING ADULT 
 Report immediately to homeroom or classroom, or to a designated safe area. If at recess or outside the building, go 

immediately to closest safe cover. In the event of a sniper, do not lie down in open areas. Run to closest safe cover. 
 Notify office immediately of dangerous or suspected dangerous person. 
 Note the person’s appearance and any other information about him or her; voice, clothing, vehicle type, license plate 

number, etc. that might be helpful to police. 
 If the dangerous person is not in your room, follow emergency procedure instructions from the office. 
 Stay with students, keeping them together. 
 Account for all students and remain in the area to which you were sent. (Or rejoin your students as soon as possible if

you issued a Room Clear.) 
ADMINISTRATIVE AND SUPPORT STAFF: 

 Issue appropriate emergency procedure. 
 Call 911 and the superintendent’s office. 
 Ensure that all students and staff know of the potential danger by sending support staff to areas of the building or

grounds where the intercom cannot be hears. 
 Consider locking all doors. 
 Provide police with a floor plan and follow their instructions for moving students and staff. 
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KIDNAPPING 
Definition –Kidnapping is the unlawful removal of a student, staff member or visitor from campus. A kidnapping may or may 
not involve violence. For example, it is technically a kidnapping if, during a custody dispute, a parent without proper 
authorization picks up a child. 

TO AVOID KIDNAPPINGS: 
 Release children only to parents or guardians designated in the student records. 
 Accept no substitutes for the designated parent or guardian without proof of prior approval from the parent or guardian

and the office. (Written evidence is easiest to legally defend.) 
 Require designated parents or guardians, or substitutes for them, to wear a Visitor’s Badge as proof that the office aware 

they are picking up the child. 
 Inform staff members that any exception to this rule requires that the involved student be sent to the office and released

by administrative personnel. 
 Treat custody dispute problem as a potential kidnapping threat. 
 If anyone reports a stranger loitering on or near school property or following students between home and school, 

immediately share this information with the police. 
RESPONSES 

TEACHERS OR SUPERVISING ADULTS 
 Stay calm 
 Report kidnapping, or attempted kidnapping, to your administrator immediately. 
 Not the suspected kidnapper’s appearance and any other information about him/her – voice, clothing, vehicle type, 

license plate number, etc. – that might prove to be helpful to police. 
ADMINISTRATIVE AND SUPPORT STAFF 

 Issue emergency procedure instructions. 
 Call 911 and the superintendent’s office. 
 If the kidnapper is still on school property, and is not violent or armed, try to establish communications and keep the 

person in the vicinity. 
Kidnapping and custodial interference are felony offenses. 
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SEXUAL ASSAULT 
Definition –Sexual offenses include a wide range of behaviors under a variety of labels, ranging in severity from “Sexual 
Misconduct” a Class C misdemeanor to “Rape I the First Degree”, a Class A felony. The mandated reporting law compels 
education staff to report any alleged abuse (including sexual abuse) to Services to Children and Families (SCF) or law 
enforcement. Rather than attempt to determine whether the offense is reportable, we recommend reporting sexual offenses; if 
they meet the conditions under “When to Intervene” and allowing the legal system to decide how they will handle it. 

When a school is notified of a sexual assault involving a student or staff member, the school must protect the identity and right to
privacy of both the assault victim and of the alleged perpetrator. News of the incident should be contained and information 
released only on a need-to-know basis. 
WHEN TO INTERVENE 

 A sexual assault becomes a tragedy to be managed by school staff under one or more of the following conditions: 
 The assault occurs on campus. 
 A member of the victim’s family requests school intervention. 
 Potentially damaging rumors or myths are spreading. 
 Students witness the response of police or other emergency service response. 

RESPONSE 

TEACHER OR SUPERVISING ADULT 
If you have learned of the incident from a third party, offer assurance that action will be taken and ask him or her not to pass the 
information on to anyone else.
Refer the incident to the building administrator. 

ADMINISTRATIVE AND SUPPORT STAFF 
 If the assault occurred on campus, notify the appropriate law enforcement agency and/or sexual assault rape tragedy 

team. 
 If office staff members overhear the report, direct them not to discuss it and not to give out any information within or

outside school unless you ask them to do so. 
 Assign the Tragedy Response Team member closest to the victim to:  discuss the types of support available to and

needed by the victim and close friends and who the victim would like to provide that support. 
 Provide space in the school for the sexual assault survivor and identified peers to receive support services. Provide 

necessary passes to release these students from class to receive services. 
Sexual assault is a crime of violence. Assault survivors often experience fear, loss of control, humiliation and violation. Rape 
survivors may experience a full range of emotional reactions. Survivors should be encouraged and assisted to seek professional 
support. 
Monitor any school intervention in a sexual assault incident with the following checklist: 

SEXUAL ASSAULT CHECKLIST 




















School involvement in incident is due to: 

 Sexual Assault occurrence on campus. 
 Victim’s family requests school intervention. 
 Victim’s friends request intervention. 
 Rumors and myths are widespread and damaging; and/or 
 Students witness police action/emergency services. 

Information provider/recipients directed not to repeat information elsewhere. 
Steps taken to protect survivor’s identity and right to privacy. 
Law enforcement and rape tragedy agency notified if appropriate. 
Tragedy Response Team member closest to victim designated to talk with student and 
determine type of support and support provider desired. 
Sexual Assault victim encouraged to seek additional support from community agencies, e.g. 
CARDV, County Mental Health, VORP, etc. 
Space provided on site for sexual assault survivor and identified peers to receive support
services. 
School services coordinated as appropriate and legal with outside service providers. 
Action taken to quell rumors. 
All records related to sexual assault incident and services provided stored in confidential file. 
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WEAPONS 
Definition: 

 Weapons and replicas of weapons are forbidden on school property. 
 Weapons include, but may not be limited to, firearms, knives, metal knuckles, straight razors, explosives, noxious,

irritating or poisonous gases, poisons, drugs or other items fashioned with the intent to use, sell harm, threaten or harass
students, staff members, parents or patrons. 

 Any loaded or unloaded firearm or dangerous weapon possessed on or about a person while on school district property
is subject to seizure or forfeiture. 

 Incidents of students possessing weapons will be reported to the student’s parents and may be reported to the police. 
Appropriate disciplinary and/or legal action will be taken against students who possess weapons and with students who
assist possession in any way. 

Criminal Code Definitions 
A “dangerous weapon” is defined as any weapon device, instrument, material or substance, animate or inanimate, which under 
the circumstances in which it is used, attempted to be used, or threatened to be used is readily capable of causing death or serious 
physical injury, or is possessed in a manner in which another person could reasonably consider it to be a dangerous weapon.
Oregon Criminal Codes, page 279, Section 161.015. 

1999 Oregon School Safety legislation requires all school employees who have reasonable cause to believe a person while in
school has or recently had a firearm or destructive device to report this to a school administrator or law enforcement agency. The 
law enforcement agency must promptly conduct an investigation to determine probable cause. If the youth is in violation of the 
law, the youth will likely be detained. 

HANDLING A WEAPON-WIELDING STUDENT 
RESPONSE (Immediate): 

 The primary goal is safety – both personal and for all other students and staff. The following is a list of suggested
guidelines for maintaining safety until the proper authorities arrive on the scene. 

 Remain calm 
 Evacuate the area 
 Isolate student or person 
 Negotiate from a safe distance 
 Allow an escape route for both parties involved 
 Get help 
 Avoid heroics 
 Don’t threaten 
 Keep a safe, non-intimidating distance 
 Avoid abrupt sporadic movements 
 Look for a place to dive or jump 
 Report incidents to the appropriate law enforcement agency 
 If student tries to run, do not try to intervene 
 Other 

When weapons are involved, the incident is not simply a disciplinary matter; it is a criminal offense. 

RESPONSE (After Tragedy): 
 Consult with a member of the Tragedy Response Team to determine if any debriefings are needed for staff and/or

students. 
 If appropriate, issue statements that the incident occurred, and to reassure people, what is being done to ensure the 

school is safe. 
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Action Plan for Possible Situations in the School: 

"Out Of Control” Person 

 In the event of an "out-of-control person" in the hall or on school property a staff member should call the 
office and report the need for a "LOCK-UP" 

 Administrator or secretary  will call 911 
 At this point, all teachers will keep their students in the classroom until an "ALL CLEAR" is given. 

Teacher or student dies in a classroom with students present 

a. 
b. 
c. 
d. 
e. 
f. 

Take students to Safe Room immediately. 
Call 911 -- Ambulance and/or Police or 367-5181 (local dispatch) 
Seal off area to authorized personnel only. 
Call in all district counselors to provide assistance. 
Notify Superintendent of schools. 
Parents of the students in the classroom where the death occurred will be notified of the situation and asked 

g. 
to pick up their child at school. 
Depending on the situation, a decision will be made on how other staff members and students will be 
notified about the situation. 

h. Other parts of tragedy plan will be put into action. 

Teacher or student dies on playground or location other than classroom. 

a. Remove all students from the playground or area of the death.  Teachers take their students to classroom. 
b. Students from involved classroom will be taken immediately to a Safe Room. 
c. Call 911 -- Ambulance and/or Police 
d. Call in all district counselors to provide assistance. 
e. Notify Superintendent of schools. 
f. Notify "Next-of-Kin". 
g. Tragedy team notified of situation and meeting held to put plan into action. 
h. Parents of the students from involved classroom will be notified of the situation and asked to pick up their

child at school. 
i. Depending on the situation, a decision will be made on how other staff members and students will be 

notified about the situation. 
j. Other parts of tragedy plan will be put into action. 

Tragedy Response Team Coordinator - SWITCHBOARD 

1.____ Receives call from affected district 

2.____ Verify facts, ask for information 

3.____ Call Tragedy Team Leader and/or Behavioral Specialist 

4.____ Notify Children's Mental Health 

5.____ Call Tragedy Response Team members, inform of basic details 

6.____ Call Specialist's schools -- notify of response needs 

7.____ Communicate with other schools impacted by tragedy 

8.____ Inform other involved ESD staff 

9.____ Check in with school throughout the day 

10.___ Send follow-up notes of appreciation 
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Building Counselor: 

1.____ Be familiar with tragedy response plan and additional information 
2.____ Provide general in-service to staff ahead of time about: 

• reflective listening 
• the need for clear information regarding the death 
• students' search for meaning at these times 
• the tasks of grief (Alan Wolfelt has a good framework) 
• that there is no expectation that the teachers become instant counselors - their job is to refer 

students about whom they are concerned 
• the anticipated responses to grief (very broad and varied) 
• how the Tragedy Response Team will support them 
• how to refer students for help 
• what to look for in identifying students who are at risk 

3.____ Provide nutshell of #2 above at before-school meeting unless someone from the Tragedy Response
Team covers this 

4.____ Be available to help students process feelings.  It is usually better for the school counselor to be in 
his/her usual office so students and staff know where she/he is. 

5.____ Coordinate tracking of high risk students 
• Provide support while they are waiting for the mental health worker 
• List those who appear to need follow-up and then do so 

6.____ Coordinate with Tragedy Response Team and outside resource people 
7.____ Make arrangements with family for visitation 

• Make arrangements for handling the return of deceased's belongings to family 

Safe Room Coordinator:  

1.____ Attend meetings as part of Tragedy Response Team 

2.____ Set up safe room (see additional information) 

3.____ Monitor supplies and staff/student ratio in safe room(s) 

4.____ Assist Team Leader as appropriate 

Tragedy Response Team Members: 

1.____ Attend meetings as part of Tragedy Response Team 
2.____ Support home school staff during the sharing of information with students and processing some of

the initial responses on the part of students 
3.____ Set up and staff the safe room 
4.____ Assist in initial planning of the memory activity or other means for students to address the loss and 

find meaning in this event 
5.____ Assist in identifying at-risk students, planning follow-up 

6.____ Assist in setting up/presenting information at parent meeting 

7.____ Attend debriefing with full Tragedy Response Team ASAP 

8.____ A variety of other duties as appropriate in unique circumstances 

"In District" Tragedy Response Team Members: 

1.____ Familiarize yourself with your Tragedy Response Plan annually 

2.____ In-service staff annually 

3.____ Assist in initial planning to provide "local knowledge" 

4.____ Remain in "regular" duties as much as possible during tragedy 
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External Communications / Press Liaison: 

1.____ Review "Media" section.  This is important! 

2.____ Work to protect students and staff from media 

3.____ Work with media to give information as necessary and appropriate 

4.____ Stress and reinforce everyone's right not to talk with media 

5.____ Talk with staff regarding what information is appropriate to communicate with media and who has 
that role. 

The press will not be given access to students or staff unless authorized by the AIC (Administrator in Charge) or 
External Communications coordinator. Staff members should not communicate any information to the press about 
a tragedy situation unless authorized to do so. All information to the press at the building level will be provided by 
the External Communications coordinator. District level press information will be provided by the 
Superintendent of Schools. 

Central Communications: 

1. ____ Develop telephone tree of staff and of outside resource people 
2.____ Take notes on all staffings, meetings, flyers, announcements, etc. in order be a "clearing house" for

information and rumor control 
3.____ Give input as to ideas for needs for outreach in communication and in follow-up (who else needs to 

know what is going on?) 

4.____ Receive all information coming into the school.  This is the one person who needs to have all of the 
facts in order to serve as rumor control. 

5.____ Work with administration and clerical staff on a standard message to be given parents, media and 
others who call the school looking for information.  Check with administration regarding updates of 
any parent messages. 

6.____ Be aware of any parent meetings or other support services being offered 

Parent Coordinator: 

1.____ Familiarize yourself with the Tragedy Response Plan and additional information 
2.____ Set up a telephone tree of parents who are potentially able to be free during the day to provide 

support.  Work with school staff to screen parents very carefully.  Choose solid folks who have an 
ability to handle confidentiality with integrity.  Steer clear of people who have a high "need" to help 
others. 

3.____ During tragedy responses, work in concert with those organizing response efforts in order to 
coordinate and integrate parent support, which might include: 
• bringing in nutritious snacks for classrooms and the safe room 
• being available to read stories or supervise quiet activities for students who may not need to

grieve but who may need a break from routine 
• proof read parent flyers to be certain they address all relevant issues with clarity for those not

familiar with the tragedy response process. 
• attend funeral with class if many students want to go and if teacher would like additional adult 

support 
Other "Outside Resource Persons : 

1.____ Clear with building principal before on-site participation 
2.____ Identify yourself to Building Tragedy Support Team Coordinator 
3.____ Familiarize yourself with the tragedy response plan and additional information packet contained in 

the Appendixes 
4.____ Consult with Building Tragedy Support Team Coordinator regarding your role and responsibility 
5.____ Provide a log of student contacts and review with Building Tragedy Support Team Coordinator

regarding your role and responsibility 
6.____ Refer all at-risk students to appropriate counselor or the Building Tragedy Support Team Coordinator 
7.____ Review with the Building Tragedy Support Team Coordinator the services that you/your

organization can provide. 
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