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AIRPLANE PLANE CRASH

An airplane crash on or near a school site could pose a 
number of hazards, including: damage/injuries from the 
impact, flying debris, hazardous materials spills, fires, 
explosions, structure collapse, mass casualties, and 
psychological distress.  If a crash results in a fuel or 
chemical spill on school property, refer to Biological or 
Chemical Release in the School Emergency Response Plan.

After a crash event, the IC will direct the staff and students 
to do one of the following:
1. Remain indoors and await instructions.

2. Evacuate the facilities and gather in the assembly area, 
or other designated spot.

3. Evacuate the site to a designated area.

When an order to evacuate has been issued, take your ID 
card, emergency backpack, and escort your students to the 
designated area.  Check your buddy teacher on the way out 
and assist or evacuate the class if necessary.  Office staff 
must take the radios, keys, emergency cards, and staff 
rosters to the assembly area.

Report to the assembly area, take roll, display the 
appropriate alert card (red card signals missing students 
and/or need medical assistance, green card signals all 
students are accounted for) from the emergency backpack 
and await further instruction.  All staff and students must be 
accounted for.

Emergency teams will form and begin operations at 
the direction of the IC.

All staff will remain on duty until notified by the IC.

If the facility is hit:

The IC will direct the following:
1. Call 911 and provide exact location and nature 

of the emergency.

2. Direct SERT members (Search Teams) to secure 
the crash area to prevent unauthorized access.  

3. Direct SERT members to organize fire 
suppression activities until the Fire  Department 
arrives.

4. Determine the safest place for students and 
staff.  This may include a complete or  
partial evacuation (on or off campus).  The 
assembly team and student release team  will 
be activated.

5. Direct the First Aid team to identify, triage, and 
provide medical assistance to injured  
students and/or staff members.

Fallen Aircraft



ANIMAL DISTURBANCE

This procedure should be implemented when the presence 
of a dog, coyote, mountain lion, or any other wild animal 
threatens the safety of students and staff.

General Procedures

1. Notify office and administration.

2. Keep students away from the animal (return to 
classroom, secure all entrances to classroom, etc.).

IC Responsibilities

1. Call 911 and/or Animal Control.

2. Attempt to isolate the animal from students, if it is 
safe to do so.  If the animal is outside, students will be 
kept inside.  If the animal is inside, students will remain 
outside in an area away from the animal.  

Animal Disturbance



ASSAULT

General Procedures

1. Provide medical attention for staff member.

2. Notify office and administration.

3. Determine if the victim wishes to make a police report 
of the incident.  If a weapon was involved or the injury 
required more than minor first aid, the police must be 
called.

4. Complete intentional assault (where the student has 
attacked the staff member with intent to cause physical 
injury) or reckless assault (where the student has 
inadvertently struck a faculty member without personal 
regard) forms as appropriate.

5. Take statements and interview witnesses to consider 
depositions if the situation warrants.

6. Inform the student’s parents or guardian.

7. Assess the need for disciplinary action.

8. Prepare for media coverage.

Assault on Staff Member by Student



ASSAULT

General Procedures

1. Ensure the safety of students and staff first.

2. Call Police, if necessary.

3. Notify First Aid Coordinator and provide medical 
assistance, when necessary.

4. Notify IC.

5. Seal off area where assault took place.

6. Defuse situation, if possible.

7. IC notifies police if weapon was used, victim has 
physical injury causing substantial pain or impairment of 
physical condition, or assault involved sexual contact.

8. IC notifies parents of students involved in assault.

9. Document all activities. Ask victim(s)/witness(es) for 
their account of incident.

10. Assess counseling needs of victim(s) or witness(es).



BOMB THREAT

General Procedures

1. Evacuation route should be posted in every classroom.
2. Use Bomb Threat Checklist to record information about 

telephone bomb threats.  Listen to the message without 
interrupting the caller.  Write down the message, noting 
time of call, unusual background noises, and estimated 
age of caller, and try to keep the caller talking.  Attempt 
to ascertain from the caller the type of bomb, where 
placed, time of detonation, and reason school has been 
targeted.

3. After caller has concluded his or her threat, hang up and 
immediately lift the receiver and press *69 (call trace).

4. If school has caller ID, note the number from which call 
was made.

5. If threat is written, place it in an envelope or plastic bag.
6. Prepare media statement and flyer to inform parents.

IC Responsibilities
1. Evaluate the bomb threat and determine if 

building evacuation is necessary.
2. If threat is deemed valid:

•	 Call	911	–	advise	building	is	being	
evacuated because of a bomb threat.

•	 Activate	SERT.
•	 Turn	off	school	bell	system.
•	 Don’t	use	PA	system.
•	 Turn	off	all	two-way	radios.
NOTE:  Do not utilize the fire alarm system to 
evacuate the building.

3. Dispatch SERT to notify each classroom of the 
need to evacuate the school.  While completing 
this task, conduct a limited search of common 
areas of the school.

4. In consultation with police/fire officials, 
determine when it is safe to reenter the school.

Bomb Threats/Device Found

BOMB THREAT



BOMB THREAT

Teacher/Staff Responsibilities

1. Upon receipt of notification to evacuate the school, 
conduct a limited search of classrooms to determine if 
any strange or unknown objects are in the room.

2.	Proceed	to	pre-designated	evacuation	point	with	class	
roll book.

3. Maintain control of students and advise SERT of any 
missing children.

4. Do not reenter the building until directed to do so by a 
SERT member or someone in authority.

Device Found
Upon discovery of a suspicious device, immediately send 
word to the IC.  If the device is found in a classroom with 
students, immediately, but in an orderly manner, evacuate 
the classroom.  UNDER NO CONDITION ATTEMPT TO 
TOUCH OR MOVE THE DEVICE.

IC Responsibilities
1. Upon notification of a device found:

•	Call	911	–	advise	building	is	being	evacuated	
because a suspected bomb has been discovered.  If 
possible, give a description of the device.

•	Activate	the	SERT.
•	Turn	off	the	school	bell	system.
•	Turn	off	all	two-way	radios.
•	Do	not	use	the	fire	alarm	system	to	evacuate	the	

building.

2. Dispatch SERT to begin the evacuation process. 
The order of evacuation should be:
•	Classroom	in	which	the	device	is	located.
•	Classrooms	on	either	side	of,	across	the	

hall from, that back up to, or are directly 
above or below the classroom containing the 
device.  Continue increasing the size of the 
evacuation until all students and staff are at 
a safe distance.

3. The evacuation must be conducted in an orderly 
and controlled manner so as not to create an 
unstable environment which may exacerbate the 
situation.

4. In consultation with police/fire/bomb disposal 
officials, determine when it is safe to reenter the 
building.

Teacher/Staff Responsibilities
1. Upon receipt of notification to evacuate 

the	classroom,	proceed	to	pre-designated	
evacuation location with class roll book.

2. Maintain control of students and advise SERT of 
any missing or unaccounted for students.

3. Do not enter the school until directed to do so 
by a SERT or police/fire authority.



EMERGENCY SIGNALS

All staff members will utilize the following signals in responding to an emergency:

Emergency Signals

Signal Description Command

Lock	Down	–	
(Team) RESPONSE

Crisis that activates the School Emergency 
Crisis Team

Verbal Command

Lock	Down	–	
NO (Team) RESPONSE

Does NOT activate the School Emergency 
Crisis Team (threat is too dangerous).  Is used 
in one of the following scenarios:
1. Shots being fired
2. Gunman in the building
3. Hostage situation

Verbal Command

Fire Fire Verbal Command or Fire Alarm 
System (bells will only be used 
with a fire)

Duck, Cover, & Hold Threat requiring the protection of the body 
(i.e.: active shooter, earthquake)

Verbal Command 

Shelter-in-Place Threat requiring the school and community 
to remain indoors.  Similar to lock down, 
but instead of keeping individuals out of the 
school, they would be invited into the school.

External threats such as airborne contaminant 
or wild fire.

Verbal Command

Controlled Evacuation Threat requiring the school to evacuate some 
or	all	of	the	building	in	a	pre-determined	
pattern.

Examples: suspicious device found/bomb 
threat, hostage situation.

Verbal Command

All Clear Signals that the crisis/emergency has ended Verbal Command



Procedures

1.  Any person discovering a fire will activate the fire alarm, 
call 911, evacuate the area, close doors and windows 
to confine the fire, or extinguish it if possible.  Take your 
Emergency Backpack and ID card when evacuating.

2.  Check with your buddy teacher during an evacuation 
to ensure that everyone is evacuating, and assist or 
evacuate the class yourself if necessary.  All staff are to 
report to the assembly area and display the appropriate 
‘alert card’ (Green Card = all students accounted for, 
Red Card = missing students and/or need additional 
assistance) in the emergency back pack.

3.  The IC is to be notified immediately.

4.  Members of the Search Team or IC designees will 
report to the evacuation site before any students arrive.  
Team members will look for any suspicious objects or 
behavior (i.e. abandoned cars or objects in evacuation 
site) and report findings to IC.  In the event of a 
suspicious object, team member will redirect teachers 
and students to alternate evacuation site.

5.  The IC will form a Command Post at the evacuation site.

a. Direct that the necessary agency contacts be made.

b. Teachers will immediately take roll and report any 
missing students to the Search Team Coordinator 
by using the card system.  If problems exist, hold up 
appropriate colored card:

 Red Card  Missing Students/Need Assistance 
Green Card  All Students Present

6.  The Search Team Coordinator will manage the 
reconciliation of all students and staff.  The 
Search Team Coordinator is responsible for 
bringing the Visitor’s Log and Early Dismissal 
Log (and any additional entry logs) to the 
evacuation site and reconciling attendance with 
these documents.

7. First aid is rendered as necessary.

8. Use fire extinguisher if appropriate.  While 
attempting to extinguish the fire, the user should 
keep a free exit path to his/her back to prevent 
being trapped by the fire.  If one extinguisher 
does not put out the fire, do not go searching 
for additional extinguishers.  Close off the 
area as best as possible, and exit the building 
immediately.

9. Access roads are kept open for emergency 
vehicles.

10. IC in consultation with first responders will 
determine if students and staff should be moved 
to another area and/or begin the early release 
procedures.

11. Students and staff will not return to the school 
building until fire department officials declare the 
area safe.

FIRE

FIRE



FIRE

Evacuation procedures for Teachers:
1. The teacher will review with all students the fire, duck/

cover/hold,	lock	down	-	RESPONSE,	lock	down	-	NO	
RESPONSE drill procedures during the first week of 
attendance at the school.

2. The teacher will review with all students the procedures 
and exit routes at least once each month.

3. Immediately following an emergency drill, the teacher will 
help students to evaluate their conduct during a drill.

4. The teacher will give the Drop, Cover, and Hold command 
during an earthquake, a surprise attack, or when deemed 
necessary.

5. The teacher is responsible to see that all students are 
safely evacuated.

6. The teacher will supervise his/her students and will remain 
with the students.  Those teachers who are members of 
the SERT, and whose presence is required elsewhere, 
will turn over their students to a teacher on the Student 
Supervision Team for supervision before reporting to duty 
at their SERT location.

7. Procedures for moving to the evacuation area:
•	Students	are	to	line	up	silently	and	in	single	file.		No	

talking, running, or pushing is allowed.
•	The	teacher	will	take	the	emergency	pack.
•	The	teacher	will	take	the	current	grade	book	and	any	

additional vital information.  
•	The	teacher	will	take	the	room	keys.
•	The	teacher	will	turn	off	the	lights.
•	The	teacher	will	leave	the	door	opened	and	

unlocked, or in the case of a fire or other appropriate 
emergency, will close the door.

•	The	teacher	will	check	the	evacuation	route	to	make	
sure it is safe.  The teacher will direct the students 
to move to the evacuation site in accordance with 
the route or other safe route as determined by the 
teacher.  DO NOT WALK UNDER COVERED WALKWAYS 
UNLESS IT IS NECESSARY.

•	The	teacher	will	be	the	last	to	leave	the	room,	making	
sure all students have exited.

•	The	teacher	will	check	to	make	sure	that	other	
teachers and staff are not injured before evacuating 

the building in accordance with the Buddy 
System Check Assignments.

8. If there is an injured, immovable student, the 
teacher will leave the immovable student, lead the 
remaining students to the evacuation area, and 
immediately notify the Command Center of the 
location and condition of the immovable student in 
the classroom.

9. If there is an injured, immovable teacher, the 
students will evacuate with a Buddy Teacher.  
The Buddy Teacher will immediately notify the 
Command Center of the location and condition of 
the immovable teacher.

10. Upon arrival at the evacuation site:
•	All	specials	(library,	art,	PE,	etc.)	teachers	will	

return students to their homeroom teacher.
•	The	teacher	will	direct	students	to	form	a	line	

and sit on the grass.
•	The	students	are	to	remain	silent	and	attentive.
•	The	teacher	will	take	roll	call	of	the	students,	

using the Emergency Attendance Form, to 
ensure that every member of the class is 
present or accounted for.

•	The	teacher	will	report	the	results	of	the	
Emergency Attendance Form by posting either 
the Green (all accounted for) or Red (missing 
students or need assistance) card.  The 
Emergency Attendance Forms will be collected 
by members of the Search Team.

•	The	teacher	will	render	first	aid	if	necessary	
or if the school nurse or First Aid Team is not 
available.  

•	Students	on	the	playground	should	proceed	to	
their previously designated area and assume 
regular emergency procedure discipline.

•	During	a	fire	drill,	the	teacher	will	remain	with	
the class.

11. An All Clear signal will be given to return to your 
classrooms.

12. At the conclusion of the emergency, the teacher 
will walk the students back to the classroom in an 
orderly and silent manner.



LOCK DOWN / STUDENT WALKOUT

Immediate recognition
o Emergency Signals:

o	 Lock	Down	–	No	Response
o	 Lock	Down	-	Response
o Fire Alarm
o Severe Weather Alert
o Duck, Cover, and Hold
o	 Shelter-in-Place
o Immediate action

Lock Down - Response:
o Close the classroom door.
o Make a list of all students NOT in the classroom when the 

signal was given.
o Add to the list the names of any students who enter the 

classroom after the signal was given.
o Maintain order in the classroom.
o Do not call the office unless there is a problem in your 

classroom.
o Any adult who does not have supervisory responsibilities 

for	students	at	the	time	the	Lock	Down	-	Response	
is given, report to a central location to assist in the 
management of the crisis/emergency.

Lock Down – No Response
This command is only used when:

-- there is a gunman in the school, or
-- shots are fired, or
-- there is a hostage situation in the school

o Close the classroom door.
o Use basic duck and cover techniques: lie flat, face down, 

on floor, get under tables/desks if possible.
o Stay away from windows.
o Prepare a list of all missing students.
o Add to list the names of anyone who enters the classroom 

after the signal was given.

o Turn the red/green alert card to the ‘green’ side if 
your classroom does not need immediate medical 
attention.

o Be prepared to give information to the office or 
SERT members (wait until you are contacted).

o Be prepared to move quickly if directed to do so 
by the police or school official.

o If directed to evacuate the classroom, take roll 
book or attendance record with you.

You and your students are taken hostage.
o Stay calm.
o Don’t be a hero.
o Follow instructions of captor.
o Cooperate, be friendly if possible; don’t argue 

with or antagonize captor or other hostages.
o Inform captor of medical or other needs.
o Be prepared to wait; elapsed time is a good 

sign.
o Don’t try to escape; don’t try to resolve 

situation by force.
o Be observant and remember everything you 

see and hear.
o When rescue takes place, lie on floor and 

await instructions from the rescuers.
Other Considerations.
o If students are outdoors, use basic duck and cover 

techniques: lie flat on ground; if safe move to 
sheltered area and await further instructions. 

o Do not attempt to enter building unless directed to 
do so by the police or school administrator.

o Care for injured; provide for the needs of 
individuals with disabilities.

o Limit your exposure to danger.
o If possible, report status or significant changes to 

office/ command post.
o Be prepared to respond to directions from the 

police, Incident Commander, or SERT members.

Lock Down Procedures Checklist
For Teachers/Classroom Aides



Indications of a potential walkout:
1. Students inform teachers, counselors, or the Principal’s office 

of their plans for a walkout.
2. Student Walkout Leaders or a group of students meet with 

Principal to present issues and concerns that are causing 
them to plan a walkout.

Upon Hearing About Potential Walkout
Principal Responsibilities
1. Identify the issues and concerns that have led up to a 

potential walkout.
2. Obtain the date and time of the planned walkout and the 

names of the students involved.
3. Call School Police and the district office.
4. Determine the course of action to avert the walkout, in 

conjunction with School Police and the District Office.
5. Meet with staff members to inform them of the potential 

walkout.
6. Meet with student leaders, student council, and leaders of 

school organizations to explain the situation, clear up rumors, 
and attempt to gain support to avert the walkout.

7. Meet with community leaders to enlist their support to avert a 
walkout.

Pre-Plan for Day of Walkout
Principal Responsibilities
1. Assign staff members to a “supervision schedule” for the day 

that the walkout is supposed to occur.
2.	Pre-plan	to	have	teachers	stand	at	specific	locations	in	halls	

and on the school grounds to supervise if the walkout occurs.
3. Instruct teachers to take attendance before the time of the 

walkout and after the time of the walkout.
4. Instruct teachers to prepare a special absentee list to 

document the names of students who participate in the 
walkout.

5. Instruct teachers to watch their actions and comments so 
they do not aggravate the situation.

6. Designate a person to make a video recording using 
an audio/video camera, of all students and adults who 
participate in the walkout.

7. Emphasize to the video operator the importance of the 
recording for later use in identification purposes and for 
documenting verbal communications between the Principal 
and the walkouts.

8. Confer with the Superintendent and School Police for advice 
and	decision-making.

9. Ensure that the PIO is on campus to assist with the news 
media.

During the Walkout
Principal Responsibilities
1. Instruct all staff members to allow the students to 

leave the building.
2. Do not stop any student from leaving.
3. Encourage staff member to say the following to 

walkouts: “Students, if you go to class now, there will 
be no disciplinary action.  If you walk out, you will be 
subject to disciplinary action.”

4. Ensure that the video operator is recording 
the students, any outsiders, or adults that are 
participating in the walkout.

5. Make the following announcement: “Students, we 
want you to go to class.  You have five minutes to 
return to class.  If you leave, you are subject to 
disciplinary action.”

6. Wait five minutes to give students the initial 
opportunity to return to class.

7. Instruct personnel assigned to hall duty to conduct a 
“hall sweep” to clear the halls of all students after five 
minutes.

8. Ensure that all students are either in class or outside 
(the school perimeter).

9. Secure the building doors and all perimeter 
entrances.

10.	Monitor	the	on-going	situation.
11. Activate the SERT.
12. If students are outside of the school perimeter, make 

similar announcements in an attempt to get students 
back into school/class.

After the Walkout
Principal Responsibilities
1. Instruct teachers to take attendance each period 

after the walkout so that a list can be generated to 
identify the students who participated in the walkout.

2. Be responsible for developing the list of all students 
who walked out.

3. Use the attendance lists and the video tape to 
develop the list of all students who walked out.

4. Contact the parents or guardians of walkout students 
to arrange for the return of each student.

5. Inform the parents or guardians of the disciplinary 
action.

6. Develop a system for admitting students back to 
school after the walkout.

Student Walkout

STUDENT WALKOUT



SEVERE WEATHER/FLOOD

In the event of a severe weather situation such as heavy 
rain, lightning, wind, or hail the IC will determine which 
action, if any, should be implemented.  When necessary, 
the staff will take immediate action for the safety of the 
students without waiting for directions.

General Procedures
1. Provide care for students at the site.

2. Listen to weather updates and stay informed (www.nws.
noaa.gov).

3. Keep away from windows and doors.

4. Evacuate the buildings and move to a safe location if 
necessary.

5. Evacuate the site to another facility if necessary.

6. Begin student release procedures at the direction of the 
IC.

7. Upon official request, the site or portions thereof will be 
converted to a mass care shelter.

Flood/Mudslide/Flash Flood
Arizona has experienced flooding incidents of sufficient 
magnitude to prompt Presidential and/or Gubernatorial 
disaster declarations.  The predicted extent of the flood and 
the amount of time available before it arrives will determine 
the course of action to be taken.  The IC may initiate many 
of the emergency actions considered necessary.  The 
greatest danger of flooding is from a flash flood.

General Procedures
1. Call 911.

2.	 The	IC	will	keep	a	battery-powered	radio	turned	to	a	
local radio station for information.

3.	 Determine	appropriate	response	signal	(Lock	Down	–	
Response or Evacuation).

Lightning
Definition: lightning is produced in all thunderstorms.  
In general, if you are close enough to a storm to 
hear thunder, you are close enough to be struck.  

1.  Move inside as quickly as possible

2.  If a building is not available, move into a car with 
windows rolled up

3.		 If	outside	–	spread	out,	keep	several	yards	apart	
from each other

Thunderstorms/High Winds/Tornadoes
Thunderstorms occur throughout the year in 
Arizona, but most commonly during the monsoon 
season.  Severe thunderstorms produce heavy rain, 
flash flooding, severe winds, hail, and lightning, all of 
which can be extremely hazardous.

Definition: tornadoes are extremely violent localized 
windstorms.  A tornado is characterized by a funnel 
cloud that reaches to the ground with wind velocities 
inside the funnel as high as 200 miles per hour.  
Tornadoes are usually part of a severe thunderstorm 
and may be accompanied by lightning, high winds, 
floods, and flash floods from extremely heavy 
rainfall.

Tornado	Watch	–	indicates	that	conditions	are	right	
for a tornado to develop and that the sky should be 
watched.

Tornado	Warning	–	indicates	a	tornado	has	been	
sighted or is spotted on radar.

Severe Weather/Flood



SEVERE WEATHER/FLOOD

Warning of hurricane/severe wind/tornado will come from 
local authorities.  If high winds develop during normal hours 
of operation, the following emergency actions should be 
taken:

1. If outside, proceed with caution to nearest building, if 
time permits.  If time doesn’t permit, lie flat on ground, 
preferably in a ditch or culvert if nearby.

2. Students and staff should be assembled inside 
buildings; avoid auditoriums, gymnasiums, and other 
structures with large roof spans.

3. Implement Duck, Cover, and Hold if necessary.

4. Close windows and blinds.

5. Move away from windows and remain near an inside wall 
on lower floors if possible.

6. Relocate students from classrooms bearing full force 
winds.

7. Have maintenance staff shut off gas and electrical 
power.

Heat Emergencies
Temperatures that hover 10 degrees or more above 
the average high temperature for that area and last for 
several weeks and considered “extreme heat” or a heat 
wave.  Humid and muggy conditions can make these 
high temperatures even more unbearable.  Really dry and 
hot conditions can cause dust storms and low visibility.  
Droughts occur when a long period passes without enough 
rainfall.  A heat wave combined with a drought is a very 
dangerous situation.

Before Extreme Heat Hits:
Keep it Cool
1. Close all floor heat vents.

2.  Seal gaps around window units with foam or 
duct tape.

3.  Use a circulating or box fan to spread the cool 
air around.

4.  Use aluminum foil covered cardboard in windows 
to reflect heat back outside.

5.		Use	weather-stripping	on	doors	and	windowsills.

6.  Keep storm windows up all year to help keep 
cool in.

During Extreme Heat
Protect	Windows	–	hang	shades,	drapes,	sheets,	or	
awnings on windows to reduce heat from entering 
building.

Conserve	Power	–	stay	indoors	as	much	as	
possible.

Conserve Water
1. Check plumbing for leaks.

2. Ensure all toilets and showers are set to “low 
flow”.

3. Don’t leave water running.



WEAPONS

General Procedures

NOTE: IF THE STUDENT IS DISPLAYING A GUN IN 
A MENACING MANNER, TREAT THE INCIDENT AS A 
HOSTAGE/ARMED INTRUDER EVENT 
(Lock	Down	–	No	Response).		

IN ALL OTHER SITUATIONS:
1. Notify the IC.
2. Assess information.
3. Keep calm until assistance arrives.
4. Pull contact information of parents of the student(s) 

in possession of a weapon (or toy replica, including 
bb-guns,	lighters	in	the	form	of	a	gun).	Police	will	make	
notification.  

5. Notify police.

IC Responsibilities
1. Call 911.
2. Respond to the scene and make an assessment of 

the situation.  If the use of the weapon is not being 
threatened, time is on the IC’s side.

3. Attempt to isolate the student.  If this cannot be 
accomplished under existing conditions (i.e. student is 
in a place surrounded by other students), keep student 
under surveillance until he or she can be safely isolated.

4. Wait for police officer(s) to conduct search.
5. Turn all weapons over to the police.

Teacher/Staff Considerations
1. Upon being made aware of the presence of a 

gun in school, notify the IC.
2. Under no conditions should a teacher or staff 

member attempt to confront or to disarm the 
student.

3. As long as the gun is not being displayed and no 
one is being threatened, time is on the teacher’s 
side.

4. If this event is occurring in a classroom, and 
time permits (at least ten minutes before 
classes change), send a message to the teacher 
next door.

5. Meet the responding administrator at the door 
and advise him or her who the student is, where 
seated, and current behavior of the student.

6. If there is less than ten minutes before classes 
change, wait until just before the bell is to ring 
and ask the student to remain in class to assist 
you with carrying something to the office.

7. If #6 is not successful and the bell rings to 
change class, immediately tell the teacher next 
to your classroom of the situation and follow the 
student to his or her next class.

Student With A Gun

WEAPONS



WEAPONS

Procedures for Dealing with Intelligence Regarding 
Weapons

Student has a weapon, not on their person, such as in a 
locker or an empty classroom.

1. Isolate the area.
a.	Remove	all	students	and	non-essential	adults	from	

the area to be searched.
b.	Post	individuals	at	the	perimeter	of	the	area	–	

ensure that no one enters the area while the search 
is being conducted.

c. Shut off bell system.  Alert staff that the class 
schedule may be adjusted and to wait for further 
instructions.

2. Identify two individuals to conduct the search: one to 
perform the search and the other as a witness.  One 
of these individuals should be an administrator when 
possible.

3.	If	a	hand-held	scanner	is	available,	run	the	scanner	over	
the student’s possessions.
a. If the scanner is activated, carefully conduct a pat 

down search of the belongings.
b. Safely secure all weapons and contraband found.
c. Contact Police and turn over all weapons.

4.	If	a	hand-held	scanner	is	not	available	proceed	with	a	
pat-down	search	and	follow	steps	b	and	c.

Student	has	a	weapon	on	their	person	(intelligence	–	
weapon has not been confirmed).

IC Responsibilities
1. Call 911.
2. Attempt to isolate the student.  If this cannot 

be accomplished under existing conditions 
(i.e. student is in a place surrounded by other 
students), keep student under surveillance until 
he or she can be safely isolated.

3. Wait for police officer(s) to conduct search.
4. Turn all weapons over to the police.



WILDFIRE

Wildfires affect large portions of the state of Arizona, which 
has six national forests in addition to the desert areas: 

1.	 Apache-Sitgreaves	-	East-Central	Arizona	 
2 million acres, 450 miles of rivers & streams. The 
Apache and Sitgreaves National Forests are managed 
as one national forest. 

2.	 Coconino	-	North-Central	Arizona 
1.8 million acres, elevations to 12,643 feet, the highest 
peak in the state. Includes Oak Creek Canyon in the 
Sedona area. 

3.	 Coronado	-	Southern	Arizona 
1.7 million acres, elevations from 3,000 to 10,000 feet, 
8 wilderness areas.

4.	 Kaibab	-	North-Western	Arizona 
1.6 million acres, elevations from 5,500 to 10,418 feet, 
4 wilderness areas.

5.	 Prescott	-	Central	Arizona	 
1.25 million acres, 8 wilderness area .

6.	 Tonto	-	Central	Arizona 
3 million acres, elevations from 1,300 to 8,000 feet, 
8 wilderness areas. One of the nation’s top 10 visited 
forests.

It is unlikely that wildfires will have any direct impact 
on large metropolitan areas like Phoenix and Tucson, 
but there certainly are indirect effects of such fires. 

•	 Air	quality 
Smoke can be hazardous to many people, and 
it can drift very far during wildfire season. If 
you have respiratory problems, make sure you 
keep current on any wildfires burning in Arizona. 
Authorities will generally let you know when there 
are advisories for smoky air. 

•	 Economic	impact 
Not only does fighting forest fires have an 
obvious cost, but wildfires also affect our 
insurance rates, as well as Arizona tourism 
during the summer season. 

•	 Environmental	effects	of	forest	loss.

For the latest information about wildfires click on 
the following link, then click on the Arizona Fire 
Management Daily Activity Report.
www.azsf.az.gov/fire_managment/current_fire_
information/wildfire_situation_reports.asp

Wildfires in Arizona



WILDFIRE

General Procedures

The	Shelter-in-Place	signal	is	used	to	place	and/or	keep	
staff, students, and members of the community (parents, 
volunteers, neighbors, etc.) indoors in order to provide a 
greater level of protection from threats such as: airborne 
contaminants	and	wild	fires.		Shelter-in-Place	is	implemented	
when there is a need to isolate students and staff from 
the outdoor environment, and includes the shut down of 
classroom	and/or	building	HVAC	systems.		During	Shelter-
in-Place,	no	one	should	be	exposed	to	the	outside	air.

The	difference	between	Shelter-in-Place	and	Lock	Down	
is that the former invites community members inside the 
school building, away from the threat, and a Lock Down 
keeps all individuals, not in the building when the signal is 
declared, outside of the school campus.

1.	The	IC	will	declare	a	Shelter-in-Place.

2. Call 911.

3. This signal activates the School Emergency Response 
Team.		Team	members	are	to	follow	their	pre-assigned	
roles as directed by the IC.

4. If inside, teachers will keep students in the classroom 
until further instructions are given.

5. If outside, students will proceed to their classrooms 
(if safe to do so).  If not, teachers or staff will direct 
students into nearby classrooms or school buildings 
(e.g., auditorium, library, cafeteria, gymnasium).  

6. Upon notification from IC, teachers are to secure 
individual classrooms:

	-	Turn	off	local	fans

	-	Close	and	lock	doors	and	windows

	-	Seal	gaps	under	doors	and	windows	with	wet	towels	or	
duct tape

	-	Seal	vents	with	aluminum	foil	or	plastic	wrap,	if	
available

7. Site Security Team will assist in completing 
the procedures as needed: shut down the 
classrooms/buildings HVAC system; turn off 
local fans in the area; close and lock doors and 
windows; seal gaps under doors and windows 
with wet towels or duct tape; seal vents with 
aluminum foil or plastic wrap, if available; and 
turn off sources of ignition, such as pilot lights.

8.  IC will direct the Search Team to collect the 
attendance sheets and secure the campus.

9. Community members will be invited into the 
school buildings for shelter.  All community 
members invited into the school campus will be 
supervised by school personnel and will not be 
placed in the same room with students.

10. Account for all students and staff and maintain 
a roster of all additional adults and children who 
have entered the campus.

11. Be prepared to evacuate if requested to do so 
by local authorities.



EMERGENCY TELEPHONE NUMBERS

This sheet should be laminated and posted
in a prominent place in the school office

EMERGENCIES – 911

Police																																																					911	or		602-495-5007
Fire	Department																																						911	or		602-253-1191
Emergency	Management	Agency	(24	hours)	 602-244-0504
Department	of	Mental	Health	(Access	Help	Line)	 602-364-4558
Department	of	Public	Works	(Water	Emergencies)	 602-261-8000
American	Red	Cross	 602-222-9155
Electical	Company	(Customer	Service)	 602-236-8833
Poison	Control	Center	(National)	 800-222-1222
Gas	Company	(Customer	Service)	 602-861-1999
Water	and	Sewer	Authority	 602-262-6280
Health	Department	 602-542-1000
West	Nile	Virus	Call	Center	(DOH)	 602-362-4500
West	Nile	Virus	Call	Center	(National)	 800-314-9243
Animal	Shelter	and	Animal	Issues	(24	hours)	 602-506-7387
Department	of	Children’s	Services	 602-364-1400
Child	Abuse	Hotline	 888-767-2445

Hospitals
Phoenix	Childrens	Hospital	 602-546-1000
St.	Joe’s	Hospital	 602-406-3000

Radio Stations 
Emergency broadcasts can be received via the Emergency 
Alert System (EAS)

Primary radio stations: 
HEZ 99.9      100.7

Emergency Telephone Numbers



Build Trust and Credibility by Expressing

•	Empathy	and	caring

•	Competence	and	expertise

•	Honesty	and	openness

•	Commitment	and	dedication

Top Tips

•	Don’t	over	reassure

•	Acknowledge	uncertainty

•	Express	wishes	(“I	wish	I	had	answers”)

•	Explain	the	process	in	place	to	find	answers

•	Acknowledge	people’s	fears

•	Give	people	things	to	do

•	Ask	more	of	people	(share	risk)

As a Spokesperson

•	Know	your	organization’s	policies

•	Stay	within	the	scope	of	responsibilities

•	Tell	the	truth.		Be	transparent.

•	Embody	your	agency’s	identity

Prepare to Answer These Questions

•	Are	my	family	and	I	safe?

•	What	can	I	do	to	protect	myself	and	my	family?

•	Who	is	in	charge	here?

•	What	can	we	expect?

•	Why	did	this	happen?

•	Were	you	forewarned?

•	Why	wasn’t	this	prevented?

•	What	else	can	go	wrong?

•	When	did	you	begin	working	on	this?

•	What	does	this	information	mean?

Stay on Message

•	“What’s	important	to	remember	is….”

•	“I	can’t	answer	that	question,	but	I	can	tell	
you….”

•	“Before	I	forget,	I	want	to	tell	your	viewers…..:”

•	“Let	me	put	that	in	perspective……”

Crisis Emergency Communication

COMMUNICATION GUIDELINES


