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General Emergency Response

These procedures are general guidelines to allow faculty and students to quickly respond to emergencies.

Due to the unpredictable nature of specific emergencies, these procedures may need to be applied flexibly.

Resume normal operations only when given the "All Clear"
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Usage: When students must be dismissed from the school site (or off-site location), following an emergency.

Teacher Response:

*** Students may only be released to or upon permission of guardian or documented designee.

1 Do not release any student without the knowledge and authorization of administration.

2 Record the release of each student.

Admin Response:

*** Students may only be released to or upon permission of guardian or documented designee.

1 Take student info binder (locator, contact, class lists) to assembly area (if evacuated).

2 Record the release of each student.

Student Release

Student Release



Usage: Threat, hazard, or incident (e.g. fight, medical emergency) in an isolated location within the building.

Alert Signal: Announcement: "Relocate to (location)" or "Room clear to (location)".

Teacher Response:

*** If ordering the relocation yourself:

1 Assign a student to inform main office of situation.

2 Call, or assign student to call 911 (if necessary)

3 Administer First Aid and clear  area if necessary.

4 Supervise the cleared area (or its entrance) until administration arrives, then follow steps below.

*** If relocation announced by administration (or upon being relieved of supervision by administration):

4 Ensure that persons with special needs are provided necessary assistance to relocate.

5 Grab your class list, as you exit.

6 Close your door.

7 At relocation area, account for students.

8 Wait for the announcement of "All Clear" before returning to the cleared location.

9 Be prepared to evacuate if necessary.

Relocate/Room Clear

Relocate/Room Clear



Usage: When there is a hazard outside of, but in proximity to the facility.

Alert Signal: Announcement: "Shelter in Place for (type) and (method)".

Teacher Response:

1 Immediately move students from outside into the building.

2 Close all windows and doors leading to hallways, common areas and outside.

3 Account for students and inform the office of anyone missing.

4 Implement specialized instructions for the type/method of sheltering in place.

5 If students or staff must move about in the building, first obtain permission from the administrator.

6 Continue normal classroom activities as much as situation allows until additional instruction/alert is given.

7 Be prepared to rapidly implement a "Relocation," "Evacuation," or "Lockdown" if directed to do so.

Admin Response:

1 Attempt notification of students who are away from campus on release time and student activities.

Shelter Type Shelter Method Specific Actions

Hazmat (outside) Seal the RoomSeal all air openings with tape and plastic.

(Doors, Windows, Air Vents)

Tornado Drop, Cover, Hold Drop, Cover, Hold

(Similar to Earthquake Response)

Secure Building Secure Building Secure Building

(Administrator limits entrance/exit to building)

Shelter in Place

Shelter in Place



Usage: When there is a threat/hazard inside the building and it is safer outside.

Alert Signal: Alarm, or Announcement: "Evacuate!"

Teacher Response:

*** Faculty are to evacuate students in a room or office as a group.

1 Remind students to remain calm, stay together, and of the evacuation route.

2 Grab your class list, as you exit.

3 Close your door and leave the building according to the established evacuation route.

4 Ensure that persons with special needs are provided necessary assistance to evacuate.

5 If your path is blocked/hazardous seek an alternate route.

6 At assembly area, account for students and report to administrative/counseling personnel.

7 Wait for the announcement of "All Clear" before returning to the building.

8 Be prepared to evacuate to an off-site location if necessary.

Admin Response:

1 Meet in office and divide responsibilities

2a Conduct building sweep

2b Collect headcount reports from teachers

    - Take master student list (emergency contacts)

3 Determine if it is safe to resume normal operations

4a If safe: "All Clear"

4b If unsafe:

    - Initiate Off-site Evacuation

    - Initiate Student Emergency Release Protocol

    - Attempt notification of students who are away from campus on release time and student activities.

Evacuate

Evacuate



Usage: Dangerous person (with or without weapons) has intruded.  

Imminent threat of intrusion by dangerous/potentially dangerous person.

A dangerous weapon is used in the building.

Alert Signal: Announcement:  "Lockdown!"

Teacher Response:

1 HIDE!

*** REMAIN QUIET!!

A. Immediately clear the hallway by your room, moving everyone into a classroom/office. 

B. Close & lock your classroom/office door (if possible).

C. Move room occupants to an interior wall out of sight and turn out lights.

D. Keep all persons away from the doors and windows to limit visibility.

E. If possible, barricade door and pull window shades.

F. Have students/visitors select objects with which to fight an intruder.

G. If safe to do so, account for students and relay this information as instructed.

H. If safe to do so, quietly relay information to  police or administration.

Allow no one in or out of the classroom until a uniformed policeman opens your door.

2 FIGHT!

A. If hiding location is breached by an intruder, fight to restore "Hide!" or to enable "Run!".

3 RUN!

A. If an intruder breaches a hiding location, "Fight!" and if safer than staying, then "Run!"

B. If possible, classes should stay together.

C. Evacuate offsite.

D. Continue running if pursued.

Lockdown

HIDE! FIGHT! RUN!

Staff should not attempt to confront a person who is believed to be armed.

At some point law enforcement will conduct a "sweep" of the building. If law officers search your room, all occupants of the room should lay on the 

floor with their hands extended. This will facilitate a quick search of all the occupants.

Lockdown



Usage: To move students to an off-site for reunification with family members.

Alert Signal: Announcement: "Evacuate to (remote site)!"

Teacher Response:

If INSIDE building:

1 Follow "Evacuation" procedures, but proceed directly to off-site location.

From regular Evacuation Assembly Area:

2 Lead students to announced off-site location.

3 Ensure special needs students are assisted.

4 Account for students again at the off-site assembly area.

5 Students must remain with assigned/class or group in off-site location.

Admin Response:

1 Attempt notification of students who are away from campus on release time and student activities.

Off-Site Evacuation

Off-Site Evacuation



Alert Signal: Announcement:  "Shelter in Place: Hazmat, Seal the Room" 

Teacher Response:

1 Block air from the outside by sealing exterior doors/windows with plastic sheeting/tape or wet towels.

2 Block air from the outside by sealing air vents with plastic sheeting/tape.

3 Report any individual's contact with contaminants to main office.

4 Be prepared to render first aid, if necessary.

5 Assist administrators with sealing common areas/entrances.

Admin Response:

1 Shut off all heating, cooling, and /or ventilation systems. Cut "OFF" all motors, fans, and appliances.

2 Listen to emergency alert broadcasts on all available media, and follow their instructions.

3 Block air from the outside by sealing exterior doors/windows with plastic sheeting/tape or wet towels.

4 Block air from the outside by sealing air vents with plastic sheeting/tape.

5 Be prepared to render first aid, if necessary.

Alert Signal: Announcement:  "Shelter in Place: Tornado, Drop, Cover, Hold-on" 

Teacher Response:

Once inside or if inside building:

1 Direct students to "Duck, Cover, and Hold-On".

  - Get under and hold onto heavy furniture or brace against a wall.

  - Avoid glass windows, outside doors and walls, and anything that could fall.

2 Remain in this position until you are instructed otherwise or it becomes necessary to evacuate.

3 If necessary, follow "Evacuation" procedure.

4 Be prepared to render first aid, if necessary.

Hazardous Materials (Outside Building)

Tornado (Severe Wind)

HazMat (Outside)  -  Tornado  -  Secure Building



Alert Signal: Announcement:  "Shelter in Place: Secure Building"  or personal notification, as appropriate.

Teacher Response:

If first to observe injured/deceased.

1 Inform Administration and call 911

2 Order "Room Clear" (or "Lockdown" if situation requires).

3 Administer First Aid

Admin Response:

1 Order "Shelter in Place: Secure Building" (or "Lockdown" if situation requires)

2 Identify witnesses

3 Await instructions from emergency/police personnel

Alert Signal: Announcement:  "Shelter in Place: Secure Building"  or personal notification, as appropriate.

Teacher Response:

1 Account for students.

2 No hall passes are to be given unless or until authorized by an administrator.

3 Follow "Shelter in Place" protocol and await further info/instruction from administration.

Secure Building

Secure Building  -  Death/Serious Bodily Injury

Death - Serious Bodily Injury



Alert Signal: Fire Alarm (or observed fire)

Teacher Response:

1 Activate fire alarm (if not automatically activated)

2 Call 911 (if alarm not automatically activated)

3 Report location of fire to main office (if known)

4 Evacuate with assigned students to assembly area (Basketball Court)

    - Take roll sheet

    - Use designated routes (if open)

    - Use alternate routes (if necessary)

    - Assist student with special needs

5 Take roll in the assembly area and report headcount to administrator/counselor

Fire Safety Reminders:

Fire encountered:  "Drop & Crawl"

Flames on person: "Stop, Drop, & Roll", smother flames

Extinguisher use: Only if fire can safely be put out in 5 seconds

Gas Leak: Avoid actions that may cause a spark

Fire

Fire



Alert Signal: Tremors or a low rumbling sound.

Teacher Response:

If INSIDE building:

1 Direct students to "Duck, Cover, and Hold-On".

  - Get under and hold onto heavy furniture or brace against a wall.

  - Avoid glass windows, outside doors and walls, and anything that could fall.

2 Remain in this position until you are reasonably certain it is safe to evacuate.

3 When quaking stops, follow "Evacuation" procedure.

4 Do not re-enter building!

5 Prepare for aftershocks.

Teacher Response:

If OUTSIDE building:

1 Direct students to "Drop and Cover".

  - Drop to the ground, place head between knees, and cover head/eyes with arms/hands.

  - Avoid buildings, gas lines, and electrical lines.

2 Remain in this position until you are reasonably certain it is safe to move to the evacuation assembly area.

3 Lead students to evacuation assembly area and follow "Evacuation" procedure.

4 Do not re-enter building!

5 Prepare for aftershocks.

Earthquake

Earthquake



Alert Signal: Alarm or announcement "Evacuate!"

Teacher Response:

1 Alert front office.

2 Follow Evacuation procedure.

3 Be prepared to render first aid (including decontamination), if necessary.

Hazardous Materials Release (Inside Building)

Hazardous Materials Release (inside building)

In the event of a gas leak or failure, do not take actions that might ignite gas. Do not operate electrical switches.



Alert Signal: Announcement—"Evacuation to (off-site location)!"

Teacher Response:

1 Follow the Evacuation protocol to the off-site location.

2 While evacuating, visually scan for and avoid suspicious items.

3 Do not disturb suspicious items. Notify the administrator upon evacuation from the area.

4 Do not turn lights off if they are on and do not turn lights on if they are off.

5 Avoid the use of cellular telephones or portable radios during the evacuation.

Bomb Threat/Suspicious Package

Bomb Threat/Suspicious Package



Dispatch 435-716-9400 Landlord 435-750-6622

North Park Police 435-753-7600 Innovation Campus 435-797-9610

USU Police 435-797-1939 Rocky Mtn Power 877-508-5088

Poison Control 800-222-1222 Questar Gas 800-323-5517

Dial  911
Emergency Contacts   -   Evacuation Map  -  Press Contact

Save a Life  -   Stop a Crime  -   Report a Fire.

Emergency Contacts

Press Contact

Evacuation Map

Only the Executive Director or Board Chair is authorized to speak to the media in an emergency.

Refer all media inquiries to the Executive Director or Board Chair.


