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CRISIS MANAGEMENT PLAN

This Crisis Management Plan is designed to assist the Winona School District in meeting the demands of a variety of crisis situations.  It will serve as a resource to the school and will establish pro-active methods as well as re-active methods for addressing crisis situations.

At some time, every school will experience a crisis.  The number one concern of school personnel in a crisis is the safety of the students.  Administrators, faculty, and staff members must understand their roles and responsibilities in each crisis.  

Winona R-III School has a crisis plan and it was reviewed while making this handbook.  Many sound procedures from those plans are included here.  This comprehensive handbook is designed to enhance and supplement the current school plans.

This handbook should not be considered a finished product.  Each teacher should form a personal plan of action, review the handbook carefully, and add to it as needed.  Methods for handling some emergencies are included, but others may arise.  Many of these guidelines can be followed for other crisis situations.  

All crises are unique and thus demand consideration for variables associated with each of them.  Building administrators have the authority to make a decision based upon the facts and information they have at the time of the crisis.  No plan can be binding and specific enough to address all circumstances that might arise during an emergency.  Flexibility and common sense must prevail during a state of emergency.

Many of the guidelines contained in this handbook were obtained from the National School Public Relations Association’s The Complete Crisis Communication Management Manual for Schools.  
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IMPORTANT TELEPHONE NUMBERS

EMERGENCY HOTLINE-911

Police – 573-325-4247



Child Abuse Hotline – 800-392-3738

Ambulance – 800-262-3477 or 325-4644
Family Services – 573-226-3295

Sheriff – 573-226-3615


Juvenile Officer – 573-323-8945

Highway Patrol – 417-469-3121

Shannon Co. Health Dept. – 573-226-3915

Fire Department – 325-4311 


Poison Control Center – 800-366-8888

City Office – 325-4410


City Shed – 325-4751 

Missouri School Violence Hotline – 1-866-748-7047

District Personnel – 573-325-8101

Mr. Scott Lindsey, Superintendent

Extension 328
Mrs. Suzanne Bockman, Elem. Principal

Extension 221
Mr. John Eaton, H. S. Principal


Extension 293
Mr. Donnie Johnson, Transportation Dir.
Extension 316
Mr. Terry Miller, Maintenance Dir.

Cell # 573-300-1084
Mrs. Jennifer Vermillion, School Nurse
Extension 222
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PRE-INCIDENT, FIRST 30 MINUTES, FIRST DAY, POST-INCIDENT

A Crisis Center and Media Briefing Center will be chosen for each building.  Unless deemed inappropriate, the Crisis Center should be the principal’s office.  The Media Briefing Center may be a conference room, gymnasium, staff lounge or any area away from the majority of the student population.  These locations at each building are recommended to ensure access to key administrative campus personnel, as well as to isolate and monitor the flow of information.

A line of responsibility will be assigned if the principal is away from the building or incapacitated.  

An evacuation site has been designated for each building.  The site for all buildings (elementary,  middle school and high school) is kept confidential, and will change as the situation dictates.  Personnel should follow evacuation instructions closely as they are announced.  In the event of inclement weather, students may be directed to board buses until other arrangements can be made.

Orange vests will be used to designate staff and officials assisting with the crisis.  

If there is imminent danger, the principal will alert the faculty over the intercom at which time teachers will lock all doors and allow no one to leave or enter the classroom.  In case it is necessary to evacuate the building, the principal will make an announcement or the fire alarm will be used.

In days following a critical incident, crisis team will meet and evaluate the effectiveness of the plan and make changes as they deem necessary.  (See crisis summary report, next page)
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CRISIS SEQUENCE FOR ADMINISTRATORS

The role of the superintendent is to serve as the Crisis Team coordinator and spokesperson for the campus.   The principals can also serve as spokespersons.  The superintendent or principals will be the only contacts for the media throughout the course of the incident, unless another staff member is directed to serve in that capacity. 

The First 30 Minutes

· Have the appropriate person handle the situation.  The principal should take charge, implementing the crisis plan.  Necessary emergency services should be quickly summoned.  

· If emergency services are summoned, a staff member should be stationed outside the building to direct emergency personnel to the appropriate location.

· Understand the circumstances; define the problem.  

· Consider the options; act decisively to ensure the health and safety of students and staff and protection of district property.

· Inform the superintendent who will contact the Board of Education if necessary.

· All calls or inquiries regarding the incident will be directed to the superintendent or his designee.  Messages should be taken for all media calls, and the superintendent or his designee will return the messages.  Employees, other than those designated, should not speak to the media regarding any incident.  

· Communicate with staff.  In a serious situation, keep the news media informed.

· Update students periodically in their classrooms.  Avoid having large group meetings.

The First Day

· Students will be dismissed only to their parents or authorized persons listed on the emergency contact information.

· Students should be discouraged from checking out of school as they recover from trauma more quickly when they are with their peers.

· Teachers who are in the building and do not have a regular classroom assignment are asked to be available to assist with group management or other special needs.

· A person will be appointed to answer phone calls from concerned parents and set up a parent information meeting if one is deemed necessary.

· The principal will determine if additional help is needed in the office.

· Inform parents by a letter, which should be sent home with students at the end of the day, explaining what occurred and why the appropriate response was made.  The principal may also direct his/her faculty to telephone parents of closely affected students and explain the situation.

OUT-OF-DISTRICT CRISES AND LOCAL HYSTERIA

Out-of-District crises will often precipitate hysteria in neighboring school districts.  In the event that such a situation arises, school will remain in session if the crisis is confined to the neighboring district.  However, students will be released on an individual basis to parents or other persons designated on the emergency contact forms.  If local hysteria is on a small scale, this may be handled through the individual building offices.  However, if it becomes evident that the building office cannot handle the volume of parents within its physical limits, proxy pick up stations will be set up as follows:

Elementary Office:  Cafeteria

High School and Middle School Office:  High School Gymnasium

Students will have to be signed out by the person picking them up, and they will then be called to the office or designated area to meet with the individual signing them out.  Under no circumstances will parents or other individuals be allowed to go to the classrooms to retrieve students.

CRISIS SEQUENCE FOR PRINCIPAL

· Insure that all students are accounted for and safe.

· Get the facts – who, what, when, where, why

· Notify faculty over the intercom of emergency situation.

· Contact police or fire department.

· Notify high school and superintendent’s office.

· Notify parents of involved students.

· Activate Crisis Team and set a time for the team to meet.

· Set up Crisis Center and formulate statement with superintendent’s approval. One person will answer all questions in the Crisis Center.

· The principal, superintendent, and Crisis Team will determine if a letter should be sent home to parents regarding the incident.

· If the crisis occurs during the day, a faculty meeting will be held immediately after school.  If the crisis occurs at night, the faculty meeting will be held before school.

· If school is not in session, activate the telephone tree.

· If necessary, organize a parent information meeting at night.

· If a death is involved on campus, have all the student’s personal items brought to the principal’s office.

· The community will be interested, too.  To allay fears and demonstrate competence in handling the situation, get accurate information out through the news media and key communicators.  The principals or superintendent will relay all information to the media.

After the Crisis

· A comprehensive review of the crisis will be made by the superintendent, principals, and Crisis Team.  Weaknesses in the response will be identified and recommendations for changes made to aid in the handling of future crises.

· If a death occurs on campus, school administrators will remove personal items and release to family.

· If necessary, request additional clerical and administrative help.

· Consult with the counselor about calling in additional mental health personnel.
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13.

14.

15.

16.

Determine the facts surrounding the crisis event, level of crisis
and potential impact.

Request emergency services. Follow instructions of the police or
fire department.

Assemble and brie! the local campus crisis team. Designate
responsibilities.

Alert area and central administration.
Arrange for district resources.

Request services of the district crisis team.
Inform staff. Instruct staff to inform students.

Designate rooms and space for counseling, media, crisis
coordination.

Support the chosen crisis management strategies and confer
frequently with the district crisis team coordinator.

Prepare for media interviews. Assign one spokesperson. Do
not permit media to interview any other staff or students.

Inform parents and community.
Debrief with crisis team.

Schedule additional planning sessions.
Plan for parent/community meetings.
Arrange for follow-up services.

Log all actions and decisions.

(General Crisis Procedure Checklist
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15.
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17.
18.
19.

Verify the emergency.
Sound the fire alarm. Instruct teachers to bring class attendance.

Contact emergency services (911). Describe the nature and loca-
tion of the emergency. Notify the district’s security department.

Shut off the ventilation and heating system.
Assign someone to meet emergency personnel at the door.

Provide first aid. Assist emergency personnel in locating
injured persons. Record the name of anyone transported to a
hospital. Dispatch a staff member to the hospital.

Instruct the nurse to bring student medications to the evacuation
site.

Notify the superintendent’s office.
Request assistance of the district crisis team.

Set up an incident command center with communication
capability on site.

Set up a separate location for parents coming to the scene.

Confer with the fire battalion chief (if the building cannot be
re-entered) on a choice of an evacuation site (usually the
nearest recreation center) and arrangements for transportation.

Make arrangements for organizing students with the director
of the evacuation site before allowing students to leave the
buses. A school administrator will remain in charge of the

students.

Prepare a fact sheet for any parent or community inquiries.
Respond to media requests for interviews with the assistance

of the communication department.

Set up a system to check the identification of parents coming
to the evacuation site to pick up elementary age students.
Release children only to a parent with legal custody.

Keep students and staff away from the school building until
the arca is declared safe.

Log all activities and decisions.
Debref with the crisis teams.

Plan for follow-up services for students and staff. Arrange for
temporary classrooras and supplics and repair of damaged arcas.

Evacuation





COUNSELING

· If the Crisis Team decides additional mental health personnel are needed, the counselor will contact them.

· Counselors will be assigned to a central area where they can meet students individually or in small groups.  Depending on the crisis, counselors may also be assigned to classrooms.

· In case of a student or staff member’s death, the counselor may work with students with whom the deceased would have been in contact with during the day.

· Teachers will be asked to submit to the counselor names of students who are in need of extra help.

· Counselors will provide to teachers a handout describing coping strategies.

CRISIS TEAM
The Crisis Team is a group of individuals who can help the school respond to a crisis situation such as a natural disaster, serious accident, or death involving student or staff.  The Crisis Team should meet periodically to keep up-to-date on appropriate responses to potential crises.  The principal is responsible for forming a Crisis Team at his/her school.  The team usually consists of administrators, counselors, nurses and other appropriate school staff.

Responsibilities of the Crisis Team

· Assists the principal in developing a statement for students and staff.

· Helps the office staff prepare information for the staff and students.

· Is visible in the halls for students and staff.  In a crisis, students need adults who are calm, controlled, and caring.

· Reports feelings and rumors to the principal.

· Serves as a source of information to students and staff but not to anyone else.  Parents, press and others must receive information from the superintendent or principal, who are specifically designated to give out information.

· Informs staff to share with students only information received in writing from the office.  All other information should be considered rumor.

· Determines need for additional mental health personnel.

· Checks in at the Crisis Center at the end of each hour.  The building team leader will be the principal.  The Crisis Center will be the main office unless otherwise designated.  Some team members will be designated to take pictures throughout crisis.

CRISIS TEAM MEMBERS

Scott Lindsey, Supt. 


Ext. 328
Sue Bockman, Elem. Principal

Ext. 221
John Eaton, H.S. Principal

Ext. 293
Don Johnson, Transportation Dir.
Ext. 316
Terry Miller, Maintenance Dir.

Cell # 573-300-1084
Jennifer Vermillion, School Nurse
Ext. 222
Sandy Ipock, H.S. Secretary

Ext. 294
Carleen Norris, Supt. Secretary
Ext. 330
Kim Dixon, Food Service
            Ext. 228
Debbie Shockley, Counselor

Ext. 295
Kim Bland, Pre-school Dir.

Ext. 246
Sean Murphy, Tech. Coordinator
Ext. 321
Genia Blunk, M.S. Teacher

Int. 290
Veronica Dixon, H.S. Teacher

Int. 302
Brenda Lindsey, Elem.Teacher

Int. 238
Dearndia Higgins, Gifted Teacher        Int. 497
Gilbert Miley, M.S. Teacher                 Int. 291
Tracy Crider, Special Ed. Director       Ext. 301
Josh Chilton, Spec. Ed. Teacher           Int. 314

Brian Simpson, Security Officer           Office Ext. 222 to be paged

ACCIDENTS/ILLNESS/ INJURY AND EMERGENCY CARE

Preventative or Supportive Actions

· All parents, upon registering their children, will complete emergency contact information and any other enrollment forms required by each school.

· The superintendent or his designee shall be responsible for insuring that all required information has been provided on this form.

· Post the names of the building staff who have completed paramedic, CPR, Red Cross First Aid, or other special lifesaving or life-sustaining training.

· Post the list of emergency telephone numbers next to the telephones and in other appropriate places.

· Give teachers information about all students in their classes who have special medical or physical needs.  Such conditions might include allergies, fainting, seizures, diabetes, etc.  Also include procedures that the teacher should follow in case of an accident or other life-threatening situation for students or staff.  (See Appendix A)

· Provide in-service training for the staff with a knowledgeable speaker, such as the school nurse or other trained health professional.

Life-Threatening Situation

· Call ambulance.

· Administer first aid and lifesaving techniques, using the nurse or any trained staff.

· If there is no time to wait for an ambulance, call the Police Department or Highway Patrol to advise them of an emergency run, identifying the vehicle by color, make, model, license number, and route to the hospital.

· A staff member acquainted with the student should accompany the ambulance to the hospital for identification purposes and have in possession the most recent yearbook or class picture.

· Do not move the person if a head or possible spinal injury is involved.

Serious Accident, Illness, or Injury

· Call parents and ambulance (800-262-3477).

· The school nurse will provide immediate care.  If the school nurse is not available and the situation is severe, the principal or his designee will summon the Shannon County Ambulance.

· Every effort shall be made to notify the parents of a student who becomes injured or ill at school.  If they cannot be reached, call those who are listed on the emergency contact list.

· If it is necessary to transport the student to a doctor or hospital and the parents are unable to provide such transportation:

· The school should call the ambulance service.

· School employees may furnish transportation, but they will stay with the child until a parent or other appropriate party has assumed the responsibility.

· A staff member acquainted with the student should accompany the ambulance to the hospital for identification purposes and have in possession the most recent yearbook or class picture.

· Parents will be responsible for the cost of such ambulance service.

· The superintendent will be notified immediately if an accident is of a serious or unusual nature.

· See Appendix A, What You Should Know About Medical Emergencies
CONTAGIOUS DISEASE (LEVEL 1)
RUMOR

· Contact the health services district administrator for information.

· Convene the local school crisis team

· Decide on and execute a plan.  Prepare a memo to be read in all classes, on the public address system, and in a newsletter to all parents to disseminate information.

· Meet with key students individually or in groups to show a unified stance on the issue.  Use the situation to educate the students about the facts and the disease.  If there is a rumor, educate the students about the meaning and dangers of rumors.

· Prepare a fact sheet for the school secretary.

ACTUAL

· Contact the health services district administrator for information and instructions

· Convene the local school crisis team if the disease is serious and the principal and school nurse need assistance and support.

· Prepare a fact sheet for the school secretary

· Using input from the health services administrator and the school nurse, decide on an approach that will best address the particular situation.

· Students with a reportable disease may be excluded from attendance until:

(a physician attests to their recovery

(the local health authority gives permission, or

*the appropriate time elapses and they are no longer contagious

(A meeting with concerned parents may be appropriate to dispel any rumors and provide accurate information regarding the incidence and implications of the disease.

(Respect any cultural differences and a preference for privacy by some parents.

HAZARDOUS MATERIALS SPILL OR LEAK OF TOXIC SUBSTANCES
(   Verify the information

· Call 911 for emergency assistance and instructions

· Notify superintendent and high school offices

· Convene the local crisis team

· Shut down main electrical power sources to close all ventilation sources

· Turn off main gas supply

· Close all exterior doors and windows

· Use portable hand-held or walkie-talkie communication to check building zones

· Set portable radios to a designated emergency radio station for additional emergency information

· Request assistance from district crisis team.

· Prepare a media statement and respond to media inquiries through superintendent’s office.

· Set up check out system to release children to their parents or other designated persons with permission to pick up children.  

· Debrief the crisis team and evaluate crisis performance.

· Provide for follow-up services

· Log all activities and decisions

For a mercury spill that has just occurred, the following steps should be taken.

· Contain the area to prevent spreading the mercury.

· Evacuate the room or affected area immediately. Open exterior windows to ventilate the room. Keep people and animals away to prevent tracking.

· Shut down any ventilation system that would spread mercury vapor to other areas. Lower the temperature if possible because this lowers the amount of mercury that can vaporize. Cover the mercury with plastic to reduce evaporation into indoor air if the mercury is not going to be cleaned up immediately and is confined to a small area.

· Keep anyone who may have been contaminated in a separate room until they can change their clothing and shoes, and remove other articles such as watches or jewelry. If possible, have people shower or at least wash thoroughly before changing into fresh clothes. This protects other people from mercury contamination and prevents the mercury from spreading further.

· Do not return contaminated items to the owner. Instead, double bag, label and secure these items as hazardous waste until proper cleaning or disposal/recycling can be arranged.

· Close the doors and ventilate to the outside by opening windows and activating any existing exhaust fan that vents to the outside. We do NOT recommend bringing auxiliary fans into the area.

· Never use a vacuum cleaner, mop or broom to clean up a mercury spill! Heat from the vacuum's motor will increase the amount of mercury vapor in the air. Mops and brooms will spread the mercury, making proper cleanup more difficult and costly. The vacuum cleaner, mop or broom will become contaminated and require disposal as hazardous waste.

· Never pour mercury down a floor drain or any other drain because the mercury may get trapped in the plumbing and continue to vaporize.

· Inform your supervisor if any personnel are involved in a spill or cleanup. A school official who can determine if parental notification is necessary should also be informed.

The following items should be included in a mercury clean-up kit:

· Rubber gloves, eye protection if available, a flashlight, several zipper-type plastic bags, two plastic trash bags, two inch wide tape (masking, duct or clear), paper towels, an eyedropper and two index cards or pieces of stiff, non-corrugated cardboard.

· Powdered sulfur or zinc, which can be obtained from safety equipment suppliers, many agriculture supply stores, garden centers and pharmacies.

· A container to hold a small amount of tap water to moisten the paper towels. If you are using zinc powder instead of sulfur, you will need to moisten the zinc powder as well.

· Coveralls or a change of clothing, and old shoes or booties to cover your shoes. You will need to throw out or air out items worn during the cleanup.

Carefully follow the directions, including disposal/recycling instructions, which are in your spill kit if you purchased one. If you made your own kit, follow these 12 steps:

1. Place clean clothes, shoes and a trash bag outside the room where the mercury was spilled.

2. Remove your watch and all other jewelry to prevent mercury from bonding to the metal. Prior to cleaning the spill, put on old clothes or coveralls, old shoes or booties, and rubber gloves.

3. Pick up any large pieces of glass and place on a paper towel. Fold the towel and place in a plastic zipper-type bag. As you clean the spill site, sort potentially contaminated items into those that cannot be cleaned and those that may be salvageable by cleaning or airing. Discard as hazardous waste any fabric-covered or porous items such as backpacks, pillows, erasers or stuffed animals. Secure salvageable items as hazardous waste until proper cleaning or disposal/recycling can be determined and arranged.

4. Make a pile of remaining glass and mercury by using index cards or stiff cardboard to push the pieces together. Use the flashlight to locate additional beads of mercury. Check a wide area beyond the spill. The beads will reflect light from a flashlight. Look for mercury in any surface cracks or in hard-to-reach areas of the floor. Push them together with the cardboard or index cards to make a larger bead.

5. Join the smaller beads together, then use the eyedropper to collect the large mercury bead and place it in the plastic bag. Tilt the dropper down near the floor to collect the mercury bead. Check again with your flashlight to be sure that no beads of mercury remain. After all the mercury is collected, put the eyedropper in the zipper-type bag.

6. Wrap tape around your fingers (sticky side out) and carefully use it to pick up any remaining glass or tiny beads. Place the contaminated tape in the zipper-type bag.

7. Sprinkle sulfur or zinc powder over the area. Either powder will quickly bind any remaining mercury. If you use zinc, moisten the powder with water after it is sprinkled and use a paper towel to rub it into cracks in the flooring. Use the cardboard and then dampened paper towels to pick up the powder and bound mercury. Place all towels and cardboard in a zipper-type bag. Seal all of the bags that were used and place them in the trash bag you set aside.

8. Carefully remove rubber gloves by grabbing them at the wrist and pulling them inside out as they come off. Place the gloves in the trash bag for disposal.

9. Any clothing or shoes that came in direct contact with mercury must be discarded and cannot be laundered or cleaned. Items that did not come into direct contact with mercury should be set outdoors to air thoroughly and can then be laundered if they are washable.

10. When the cleanup is done, tightly seal the trash bag. Wash thoroughly or shower.

11. Dispose of contaminated items properly.

12. If possible, keep a window open for 24-48 hours to ventilate after the cleanup. Once all the mercury has been removed, resume normal vacuuming.

BOMB THREATS AND DOCUMENTING BOMB THREATS

Bomb Threat Procedure

· When a telephone threat is received, the person receiving the call should attempt to keep the caller on the line as long as possible.  Record the exact time of call and line # on which the call was received.  Write down all the information obtained, using as many exact words as possible.  See attached form Documenting a Bomb Threat.

· The building principal will decide either to evacuate the building immediately or have a search conducted and delay the decision to evacuate until a determination of the seriousness of the threat can be made.  When in doubt, err on the conservative side.  Seek the Police Department’s advice.  The principal will call the phone company to request help in tracing the call.

· STUDENTS AND STAFF ARE NOT TO USE CELLULAR TELEPHONES OR WALKIE-TALKIES TO COMMUNICATE.  DO NOT TURN THESE DEVICES OFF, JUST DO NOT TRANSMIT A SIGNAL OR MESSAGE UNTIL THE ALL CLEAR IS GIVEN AND THE USER IS A MINIMUM OF 500 FEET FROM THE BUILDING.

· Notify the superintendent.

· While a determination to evacuate is being made, the principal may choose to announce that students should gather the belongings that are in their possession and prepare to exit with them.

· When a decision is made to evacuate the building, a designated person will be used or the principal may choose to make an announcement on the intercom.  Staff is instructed to leave doors open.

· Once outside the building, teachers will escort their students to the designated, announced area.  In case of inclement weather, buses may be used to shelter students until other arrangements can be made.  Teachers and students will not reenter the building until authorized to do so, and students will not leave unless checked out by a parent.  

· If a decision is made to conduct a search without evacuating the building, members of the search team will be contacted individually or by telephone.

· School employees are not to release information to the media or community patrons concerning the crisis.  All media requests are to be directed to the principal or superintendent’s office.

Bomb Threat Information

· It is found that people who have limited access to a building very often place their devices very close to outer entrances and exits.  Consequently, instead of evacuating, it is more often advisable for personnel to stay in their area until the situation is evaluated.

· The people who can help most in an evaluation are employees themselves for they alone know what does or does not belong in the work area.  Bombs don’t always look like bombs.  They can look as innocent as cookie boxes or pairs of galoshes.  Only the person who works in the area everyday can tell if the cookie box really belongs there.  A stranger conducting the search simply would not be able to know what belonged in the room. If each employee covers his/her own area, the search can be handled efficiently.

· When searching for a bomb, staff should look for something that is not readily identifiable.  If a questionable object is found, staff should notify the office.  No one should touch or attempt to move the object.  Rather, move students away from it as quickly as possible.

· If a bomb threat is called while an instructor is on his/her planning period, that instructor should go back to the classroom and check the area for suspicious looking objects.  Custodians, non-classroom personnel, and teachers not supervising pupils and whose classrooms are currently in use are to be assigned areas to check such as halls, storage rooms, restrooms, or auditoriums where a bomb could be placed.

· All bomb threats should be taken seriously.  Never consider a threat to be a prank.  The principal or his designee will notify the Police Department giving as much information about the threat as possible.  (See Documenting a Bomb Threat)

· If it is necessary for the Police or Fire Department to assist with conducting a search, matters pertaining to the evacuation of students will remain the responsibility of the principal.  A determination to dismiss students and provision to care for bus students will need to be made.

· If deemed necessary, evacuate the building or area but do not cause undue alarm by broadcasting that a bomb might be present.  If the building must be cleared, conduct a fire drill.

· The principal should also contact the telephone company and request assistance in tracing incoming calls.

DOCUMENTING A BOMB THREAT
In case of a bomb threat and if at all possible, this form is to be used as a checklist and should be filled out while the caller is on the phone.  It is often advisable to keep the caller on the phone as long as possible.

Date of Call:______________________
Time of Call____________
A.M.    P.M.

EXACT WORDS of Caller:

____________________________________________________________________________________________________________________________________________________

It is advisable to ask these questions, if possible:

· When is the bomb going to explode?

· Where is it right now?

· What does it look like?

· What kind of bomb is it?

· What will cause it to explode?

· Did you place the bomb?

· Why?

· What is your address?

· What is your name?

How Reported (origin of call): Local_____  Long Distance_____  Phone Booth_____ Internal_____

If not by phone, explain:________________________________________________________

Descriptors:

Female___  Male___  Juvenile___  Adult___  Approximate Age___  Years

Tone of Voice:

Loud___  Soft___  High Pitch___  Deep___  Raspy___  Pleasant___  Intoxicated___

Speech:

Fast___  Slow___  Distinct___  Distorted___  Stutter___  Lisp___

Language:

Excellent___  Fair___  Poor___  Foul___  Other___

Accent:

Local___  Non-Local___  Foreign___  Race___  Other___

Manner:

Calm___  Angry___  Rational___  Irrational___  Laughing___  Righteous___  Coherent___  Incoherent___  Deliberate___  Emotional___  Crying___

Background Noise:

Bedlam___  Trains___  Music___  Animals___  Quiet___  Mixed___  Factory Noise___  Traffic___  Office Machines___  Voices___  Airplanes___  Party___

Time Caller Hung Up Phone:  ____________  A.M.   P.M

BUS ACCIDENT

· The driver, if physically able to do so, will call the highway patrol and the school.

· Necessary school employees, including the director of transportation, will proceed to the scene.

· The driver will remain with the bus to supervise the students until they can be safely removed, if necessary.

· The principal or his/her designee will contact the superintendent and/or chief operating officer who will notify the media, if appropriate, and all school board members.

· The counselor or principal will notify the parents of students injured or taken to the hospital.  The parents/guardians of uninjured children will receive written notice of the accident.  Should these children later complain of headaches, pains, or other problems, parents/guardians will be directed to seek medical attention.

· Parents of special education students involved in ANY bus accident will be notified.

· The driver of the school bus should not talk to the media or bystanders.  Refer all questions to the superintendent or director of transportation.  Future litigation could be based on statements made during a stressful, confusing situation.

· If the bus is unable to continue its route, another bus will be sent to the scene to continue transporting uninjured children to or from school.

· The district follows federal guidelines for the drug testing of drivers involved in bus accidents.

· The superintendent will notify the liability insurance carrier.

· School Transportation Director Phone # and Ext. -- 573.325.8101 Ext. 316
DEATH IN THE SCHOOL FAMILY

Immediate Actions

· If the death occurs at school, contact the building administrator who will contact local authorities.

· The principal will notify necessary school staff.

· The principal will verify the information about the incident.

· Contact each member of the school’s Crisis Team.

· Notify the superintendent/ asst. superintendent and he will contact members of the Board of Education.

· The principal, counselor, or designated faculty member will contact the family personally and offer support.  No statements should be made to media/community patrons before immediate family has been notified.

· Establish a school contact person with family members.

School Action Plan

· Using the telephone tree, make every effort to notify all staff members before they return to school.

· Hold a full staff meeting before the school day begins.

· Give staff recommendations for dealing in the classroom with a loss.

· Review the procedures for referring students to counseling.

· Give teachers a statement to read to students in the classroom.

· Provide substitutes for any teachers who feel they cannot go directly to class.

· Check the emotional needs of the support staff.

· Throughout the day, if new and pertinent information becomes available, update the faculty and students with printed messages.

· Debrief staff at the end of the day.  Give them an opportunity to express their feelings and offer suggestions.

· Identify any students who may be at risk and assign counselors to call their parents.

· As needed, hold additional small meetings with identified students who are at risk or who need extra counseling.

· Make closely affected students aware of community resources.

· Make plans for sisters or brothers when they return to school.

· If it is necessary to call in a district-wide counseling Crisis Team, set apart care rooms for deeply affected students to go with permission to talk about the loss and their grief.

· Assure students that more information will be given as it becomes available.

DEMONSTRATIONS AND DISORDERS

Definition:
A student or public demonstration which becomes unruly or a disturbance or riot.

· Remain calm.  If an irate patron is present, contact building administrator immediately.  

· Contact superintendent’s office.

· If the group/person is disruptive or poses a direct threat to students or staff:

· Principal should make determination about the need for assistance from the Police Department.

· Alert staff who do not have classes in session.

· Isolate students from disruption.

· Curtail class changes.

· Using PA announcements, tell students and staff about any schedule changes.

· Keep a telephone line free for communicating with Central Office and Police Department.

· If administrator deems necessary they will prepare a letter to be sent to parents at the end of the school day explaining what has happened and why the appropriate response was taken.
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EARTHQUAKE

Missouri has one of the highest seismic risk areas.  The New Madrid Fault area is in Southeast MO.  This area experienced a series of quakes in the winter of 1811-12, which is considered the most severe seismic event ever to occur in North America.  Studies indicate that a recurrence of the 1811-12 quakes is due to impact the heavily populated New Madrid area within the next twenty years.

Earthquakes strike without warning and usually last from 6-15 seconds.  There will not be time to move to the halls or leave the building.  In fact, moving is very dangerous because of objects that will fall from the ceiling including lights and bricks.  Classroom desks and tables are about the student’s best protection from falling objects.

Before an Earthquake

· Check for potential fire risks.  Defective electrical wiring and leaky gas connections are very dangerous.  Bolt down or provide strong support for smaller gas or electrical equipment.  Where safely possible, use flexible connections.

· Know where and how to shut off electricity, gas, and water.

· Place large, heavy objects on lower shelves.  Fasten shelves securely to walls.  Brace or anchor high or top-heavy objects. Fill out maintenance form and return to office.

· Make sure students learn “drop, tuck, and cover”.  (See During and Earthquake)

· Bottled glass goods should not be stored on high shelves or left to slide freely on shelves.  Pay special attention to science chemicals.

· A flashlight, battery-powered radio, and fresh batteries should be kept on hand in the Crisis Management Team members’ rooms.

· Post evacuation routes by classroom doors and make sure student know them.

· Keep objects inhibiting free passage to the outside away from doors and hallways.

· Keep adequate first aid supplies in a convenient location.

· Assign responsibilities such as who turns off the water, gas, and electric.

· Every principal should have an earthquake kit, which should include flashlight, batteries, portable AM/FM radio, bull horn, current class lists.

· Conduct a minimum of one drill per year.

· Assign line of responsibility when principal is away from building or incapacitated.

During and Earthquake

· If you are indoors, stay indoors.  If outdoors, stay outdoors.  Most injuries occur as people are entering or leaving a building.

· Students should “drop, tuck and cover”.  Squat down, covering head with hands and arms.  If indoors, take cover under heavy desks or tables, in doorways, or against inside walls.  If the table or desk moves, hold on to the legs and move with it.

· Avoid high bookcases, cabinets, or other furniture or structures that might topple or collapse.  Move from under light fixtures or other suspended objects such as heating/cooling units.  Do not run for stairways or exits since they may be unusable.  Never use elevators.

· The fire drill evacuation procedure will be used to evacuate as quickly as possible to a designated, open area away from electric and gas lines.  Students will stay with their class and teacher.  Teachers will take grade book and, once outside, take attendance.

· Emergency contact information, absentee list, and first aid supplies should be taken along during evacuation.

· If outdoors, move to an open area away from building and utility wires.  The greatest danger from falling debris is just outside doorways and close to outer walls.

· If in a school bus, students remain in their seats.  Drivers will move away from overpasses, power lines, bridges and buildings.

· Remain calm.  Think through the consequences of any actions taken.

After an Earthquake

· Be prepared for “after shocks” and check for injuries.

· Do not attempt to move seriously injured persons unless they are in danger of further injury.

· Identify place for picking up the injured for transport to the hospital.

· Don’t use candles, matches, or other open flames in case of gas leaks.

· After evacuating the building, do not re-enter until approval is given.

· Douse flames with fire extinguisher only.

· Be alert to spilled chemicals, medicine, or harmful materials.

Earthquake Response Team

Principal

· Supervisor at command center.

· Handles communications with outside agencies.

· Oversees entire operation making adjustments as situation dictates.

Assistant Principal (or other designee)

· Handles damage assessment.

· Logistics regarding building security, search and rescue teams (custodians, cafeteria personnel, maintenance).

· Communications within school community.

· Student, staff, parent identification.

· Reports all serious injury and problems.

· Student check out and parent contact (with assistance from office secretaries).

· Secures emergency cards, absentee list.

Department Chairmen

· Student and staff attendance.

· Supervision, crowd control.

· Grounds security.

School Nurse, Counselors, Other Designees

· Set up First Aid Treatment Area with medical supplies.

· Assess injuries.

· Supervise emergency treatment.

· Secure medically trained staff.

· Treat emotionally distressed individuals.

FIRE OR EXPLOSION

· Dial Volunteer Fire Department – 325-4311.

· Fire drill instructions should be posted by the door of each classroom.

· Fire alarm bells will be sounded.  Intercom may be used to give further instructions.

· Custodian will shut off all gas and fuel lines.

· Appoint student leaders in advance to lead lines.

· In a quick and orderly fashion, students are to walk quietly out of the assigned exit.

· Enforce no running or no talking policy.

· Office staff will exit with emergency contact information and absentee lists.

· Teachers should be last to leave the room. They will close the windows and the door.  Lights should be left ON for ease of scanning a vacant room.

· Teachers will take the class roll book when they leave.

· After students have assembled outside the building in the designated area, teachers will take roll and report to the principal or his/her designee students who are present and students who are missing.

· Designate a meeting point for students who get separated.

· Station students a minimum of 100 yards from the building.

· Do not allow any person to return to the building for any reason.

· If you have a student on crutches and your evacuation route involves stairs, use the closest exit available.

· For safety reasons, teachers may move their classes to an alternate safe area.

HOSTAGE/INTRUDER

If a violent or unruly intruder is in the building

· Contact and notify the administrative and high school offices.

· The front office will alert the principal or his/her designee who, with another staff member, will take charge of the intruder and reason with him/her.

· If the intruder leaves the office area and threatens to enter a student area, the principal will notify the faculty over the intercom by announcing “Lock Down” over the intercom.  This will alert the faculty to lock all doors and allow no one to leave or enter the classroom.

If a hostage has been taken

· Contact building office, who will contact superintendent.  The superintendent will contact authorities and make the determination of a lock down situation.

· The principal will notify the faculty over the intercom by saying “Lock Down”.  This will alert the faculty to lock all doors and allow no one to leave or enter the classroom.  In Lock Down situations, classes may then continue normally, but there are to be no bathroom breaks or class changes until the lock down mode is lifted.

· If the intruder is armed, a “Lock Down Red” will be issued.  Doors should be locked where feasible.

· Students are to lie flat on the floor against the inside wall and remain silent until directed to do otherwise.  However, if it becomes evident that the intruder is forcefully entering locked classrooms, the classroom teacher may make the determination to evacuate students via windows, as calmly and quietly as possible.

· The police will be in charge and will communicate by intercom or other means.

· If instructed to do so by the police, students in close proximity will be removed from the immediate area.

· No one is to enter the building or the school grounds.

· The Crisis Team will gather to prepare written statements to keep faculty informed periodically throughout the crisis.

· The superintendent or designee will prepare a written statement for assigned person to use to answer phone calls from concerned parents.

· The superintendent will prepare a statement, which the principal or his/her designee may release to the media.

· Students will be dismissed only to their parents or authorized persons on the official emergency contact information.

· Students should be discouraged from checking out of school as they recover from trauma more quickly when they are with their peers.

· Teachers who are in the building and do not have a regular classroom assignment are asked to be available to assist with group management or other special needs.

· When the crisis is resolved, a letter will be sent home with students explaining the situation and why the appropriate response was taken.

SUICIDE

Did you know that suicide is the second most common cause of death among adolescents and young adults in the United States? The number one cause is car accidents.  Suicide among adolescents has gone up 400% in the last 10 years.  Just one concerned, caring person can save the life of a young person.

These procedures are intended to provide a planned consistent response in situations involving suicide to maximize the safety and well being of the students.  Any suicide threat, gesture, or statement must never be treated lightly.  It is the responsibility of all staff to immediately follow these procedures, regardless of confidentiality.

· If a suicide attempt has been made, the principal will notify the police department.  If the suicide attempt was successful, the area should be left as undisturbed as possible for police investigation.

· A suicide attempt resulting in physical injury is to be treated first as a medical emergency.  The school nurse will implement first aid procedures and determine if additional medical treatment is needed.

· If a student makes a suicide threat, whether it is blatant or veiled, the adult will report to the principal or counselor providing available information regarding the incident.  A school employee is not liable for a breach of confidence when action is taken on behalf of students whose behavior may be harmful to themselves or others.

· The counselor will advise the parent of the situation and make suggestions regarding available community agencies to obtain help.

· The principal, with superintendent’s approval, will prepare a report giving identifying student data, a summary of the incident, and the disposition of the situation.

· See Death in the School Family section in this Crisis Management Plan.

TORNADO

A tornado is a rotating, funnel-shaped cloud which strikes the ground with winds that may exceed 200 miles per hour.  

Tornado Watch – Conditions are favorable for a tornado or severe weather.

Tornado Warning – A tornado has been sighted in the area.

Before a Tornado

· Understand the terms used to describe tornado threats.

· When severe inclement weather is forecast, have the school secretary monitor weather bulletins on the radio or television.

· Conduct tornado drills at school.

· Interior hallways on the lowest floors are usually safest.  Stay away from windows and open spaces.  Prepare students to “duck, cover, and hold”. 

During a Tornado

· If possible, the superintendent’s office will alert the school of a tornado warning. 

· If a warning is issued, the principal will give the order to signal a tornado drill to students and staff using bell and/or intercom system.

· A quiet and orderly tornado evacuation is a primary objective.  Students must be able to hear instructions.

· A student leader in each class should be assigned to lead the students in single file to the pre-designated area.

· Teachers will take roll book and leave the room last.

· Office staff should take emergency contact information and absentee list during evacuation.

· Students should sit on the floor with hands behinds their heads and lean forward, protecting head and eyes.

· Stay away from windows, doors, and outside walls.

· Teachers will take roll and report missing students.

· School bus drivers will not be permitted to begin their bus routes as long as a tornado warning is in effect.

· If time does not permit evacuation from the classroom, get into the safest area of the classroom, which is the inside wall farthest away from doors and windows.

· Avoid windows, auditoriums, gyms, or other structures with wide, free-span roofs.

After A Tornado

· Don’t try to move seriously injured persons unless they are in immediate danger of further injury.  Call for help immediately.

· Maintain body temperature with blankets, coats, etc., but be sure the victim does not become overheated.

· Look out for broken glass and downed power lines.

WEAPONS

Definition of Weapon:  Blackjack, firearm, firearm silencer, knife, switchblade knife, knuckles; any instrument or device customarily used for attack or defense against an opponent, adversary or victim; any instrument or device used to inflict physical injury or harm to another person.

Action Steps:

To use for person who is not making a threat to do bodily harm while possessing a weapon.

· Call building administrator who will contact superintendent and high school office.

· The principal, accompanied by an assistant principal or other designee, will reason with the student to surrender the weapon.

· Upon release of the weapon by the student, possession will be given to law enforcement official.  Principal will notify superintendent.

· Principal will notify student’s parents or guardians immediately.

· Principal will determine appropriate consequences in accordance with Board Policy.

To use for person who is making a threat to do bodily harm while possessing a weapon.

· Call building administrator who will contact superintendent and high school office.

· Administrators will contact authorities.

· Principal will prohibit anyone from entering the affected area except law enforcement officials.

· If possible, principal will establish communication with the student.  This can be done by phone, intercom, walkie-talkie or possibly in person.  No attempt should be made by anyone to use physical restraint with the student or to disarm the student.

· The principal will notify the faculty over the intercom to lock all doors and allow no one to leave or enter the classroom.  (Code:  Lock Down Red)

To use for person who is firing a weapon.

· Call building administrator who will contact superintendent and high school office.

· Students should be instructed to drop to the floor immediately and crawl to cover away from the gunman.

· The principal will notify the faculty over the intercom (Lock Down Red) to lock all doors and allow no one to leave or enter the classroom.  If the classroom door has glass, students should proceed to a portion of the room not visible by a gunman.

· Administer first aid to those injured as quickly as possible.

· Try to maintain a calm situation and demeanor.  Avoid panic.

· When possible, convene the Crisis Team to assess the situation and implement the appropriate plan of action.

In all three weapons situations above mentioned:

· When safe and based on the need to do so, assign staff to locations during class changes, lunch, and planning periods which will provide high visibility of authority figures to create the impression that adults are everywhere.

· Administrative staff will prepare a letter to be sent to parents at the end of the school day explaining what has happened and why the appropriate response was taken. 
APPENDIX A – WHAT YOU SHOULD KNOW ABOUT MEDICAL EMERGENCIES

By Nancy Gaines, BSN, RN; Kathy Greer, RN, M.Ed., CSN; Donna Zaiger, RN, BSN, CSN;

Edited by Sandy Van Aken, RN, BS

Article Published in School and Community, Spring 1999

(The information in this article is not intended to replace professional medical care.  When in doubt, call authorities.)

Are you prepared to handle medical emergencies in the school building, on the sports field, or on a field trip?

What should you do if a student chokes on food while in the cafeteria?  A student bends forward at her seat, is unable to speak in sentences, and is wheezing?  A teacher in the hall is confused, sweating, combative, and has slurred speech?

The day may come on the playground, in the classroom, or on the bus when a medical emergency happens so quickly that you have to take immediate actions while professional help is on the way.  Have you thought about what you would do and how you would handle it?

School districts should have policies and procedures that provide a framework for delivery of safe emergency care to both students and staff as well as having a district-wide emergency preparedness plan.  All staff should be familiar with and follow the district’s established policies and procedures.  Your school nurse is a valuable resource in providing in-service training on emergency care, student-specific Emergency Action Plans (EAP), and health and safety-related materials.

In order to be safe in caring for an ill or injured child, it is necessary to have a few first aid supplies readily available in the classroom, on the playground, or on a field trip.  A zip-lock bag or a small fanny pack can hold ten 3x3-gauze pads, two pair of disposable vinyl gloves and a small assortment of Band-Aids.

The Basics – Standard Precautions

It is important that everyone understands and practices standard precautions. They protect both the caregiver and the victim from others’ blood and body fluids, preventing the spread of serious infections. The following procedures should always be followed:

· Always wear vinyl gloves when making contact with body fluids.

· Always wash hands thoroughly after contact with fluids whether or not gloves were worn.

· Properly discard gloves after use (see gloving technique).

· Discard all disposable items that come in contact with body fluids into a plastic-lined, covered container.  Seal and discard the plastic bag daily.

· Never reuse plastic bags.

· Use disposable items to handle fluids whenever possible, such as paper towels for vomitus and feces; tissue for nasal discharge and saliva; and disposable wash cloths or gauze for bleeding.

The Basics – Hand Washing

Adequate hand washing is the best way to prevent infection. Do it correctly.  Do it often.  Provide time for students to do it throughout the school day.  Use ample soap, running water and rubbing action for at least 15 seconds to produce a lather.  Rinse and dry hands with disposable towels, then use the towel to turn off the faucet.

The Basics – Gloving

· Wash hands if possible.

· Pull on vinyl gloves.

· Care for the injured or ill person.

· Remove gloves.  (With the thumb and fingers of your right hand, pinch the left glove on the outside at the wrist end.  Invert the glove as you pull it off ending with the inside on the outside.  Drop it into a plastic-lined waste container.  Slide your ungloved left fingers inside the right glove.  Invert that glove over your hand, pinching on the inside.  Drop the glove into the waste container. 

· Wash your hands.

Accident-Related Emergencies:  Bleeding and Choking

Bleeding and Major Hemorrhage

· Apply direct, firm and continuous pressure

· Elevate afected area

· Call for school nurse

· Call ambulance if bleeding is severe

Cuts or Scrapes

· Encourage self-care.  Provide gauze squares and have the student apply direct pressure.  Send student to the school nurse.

· If the student is unable to provide self-care, put on your gloves, use the gauze squares to apply direct pressure, and assist student to the school nurse.

· If health service guidelines indicate that the teacher cares for minor cuts, follow the procedure for cleaning and covering the wound.

Spontaneous Bloody Nose

· Have student gently blow nose to remove any old clots.

· Discard tissue in plastic-lined waste container. Provide the student with another tissue.  Ask the student to pinch the lower 1/3 of the nose for at least five minutes without releasing pressure.  This will take care of most recurring nosebleeds that are frequent in the drier air of winter.  Have the student dispose of the used tissue and wash hands before returning to class.

· If student is unable to provide own care, put on your gloves and assist according to procedure described above.  Wash your hands before returning to teaching.

Choking

If a student, co-worker, or family member is choking, knowing what to do and taking quick action may save a life.  If the victim is choked but is breathing, gagging, coughing or wheezing:

· Call the school nurse.

· Stay with the victim and encourage continued coughing.

· Do not slap on the back.

If the victim has a high-pitched cry with a weak, ineffective cough, makes breathing attempts but there is no air movement, is unable to speak or cry, grasps at throat with hands, and/or has a lowered level of consciousness:

· Contact nurse and ambulance and notify the parent.

· Perform the Heimlich Maneuver immediately.

The Heimlich Maneuver

· Stand behind person (for a child you may need to kneel; for a taller adult, you may need to stand on a step or chair).  When standing, place one of your feet between the victim’s legs and keep your head to the side of his/her head.

· Wrap your arms around the victim’s body just above the waistline.

· Make a fist with one hand.  Place your fist (thumb side) against the abdomen in the midline just above the navel but below the tip of the sternum (breastbone).  Grasp your fist with your other hand.

· Press into abdomen with a quick upward thrust.  Repeat until airway is cleared or the person loses consciousness.

· If unconscious, manage airway obstruction for unconscious choking victim as learned in CPR/First Aid classes until professional help arrives.

· Additional information:  
American Heart Association www.americanheart.org
American Red Cross www.redcross.org
Chronic Health Condition and Related Emergencies

Students’ chronic health disorders may create emergencies for the classroom teacher, coaches, or other school personnel to manage until the school nurse or other medical providers can be summoned.

Students should be supported in the self-management of chronic health conditions within parameters of school policies and procedures as outlined in their IHP (Individual Health Care Plan).

Special care and planning must be made before taking students with specialized health-care needs on field trips, to sporting events, or to contests that are away from the school and away from the school nurse.  Depending on your school district’s resources, a nurse substitute might be hired to go on field trips with a class.  The student’s parent or a relative who has knowledge of the student’s health needs may accompany the class, or the sponsor will follow the EAP to prevent or treat emergencies.

Asthma

Asthma is a chronic disease of the lungs and respiratory system and is the number one cause of school absenteeism.  Why worry?  Because asthma can lead to respiratory arrest and death.

What to watch for:

· General appearance of distress.

· Persistent coughing or wheezing.

· Rapid and shallow breathing (25 breaths a minute or more).

· Inability to speak in sentences.

· Retracting (sucking in) of the neck and chest muscles.

· Blue color to lips and nail beds.

What can the teacher do?

Teachers can help students avoid triggers (things that may cause asthma symptoms) by:

· Eliminating pets in the classroom.

· Eliminating plants with moldy soil.

· Cleaning and dusting frequently.

· Checking carpet for moisture.

· Eliminating exposure to fumes, perfumes, and smoke.

· Minimizing exposure to chalk dust.

· Avoiding cold air exposure.

· Preventing infections with frequent hand washing.

· Recognizing signs and symptoms of distress.

· Calling school nurse or other medical providers.

· Remaining calm.

· Knowing your school district field trip medication procedures.

· Discussing student-specific needs and care with the school nurse.

· Before exercising, have the student warm up, use bronchodilator (as outlined in IHP), and avoid exercise if indicated.

Anaphylaxis

Anaphylaxis is a severe, life-threatening, allergic reaction.  Typically the reaction begins to develop within minutes following exposure and usually reaches its maximum within 15 to 30 minutes.  It can be caused by:

· Stings from bees, wasps, or hornets.

· Foods such as peanuts, shellfish, milk, eggs, and fish.

· Drugs such as penicillin, sulfa, and aspirin.

· Latex such as balloons, rubber balls, Band-Aids, and gloves.

Symptoms – 

· Hives

· Nausea/vomiting

· Swelling of eyes, face, throat

· Wheezing

· Fainting

· Cardiac arrest

Prevention – 

· Avoid allergens

· Avoid sharing of food

· Watch for insects on playgrounds or sports fields

Emergency Action – 

· Call the school nurse

· Remove the stinger from insect bite (if applicable) and apply ice

· Call ambulance

· Keep student flat with feet elevated

· Give CPR for cardiac or respiratory arrest

· All school districts should have protocols for the emergency management of anaphylaxis

· Additional information:
Asthma and Allergy Foundation of America 800-7-ASTHMA

American Lung Association 800-LUNG-USA

Diabetes

Diabetes results from the pancreas not making enough insulin.  Without insulin, food cannot be used properly by the body. Insulin Dependent Diabetes Mellitus (IDDM), also known as Type I or Juvenile Diabetes, is managed by balancing diet, exercise and insulin injections.  Insulin reactions occur when there is an imbalance of insulin, food, and exercise that results in a drop in the blood-sugar level.

Students with IDDM are most likely to experience low blood sugar prior to lunch or following strenuous exercise.  The IHP developed by the school nurse will detail careful scheduling of snacks, lunch, PE, and blood-sugar monitoring time to reduce the number of hypoglycemic episodes.

Early Symptoms – 

· Grouchy, shaky sweaty, dizzy

· Fast heart rate, pale skin

Treatment –

· Call the school nurse.

· Give quick-acting sugar, 15 gm. of carbohydrates such as regular soda pop, candy, or cookies.

· Repeat treatment if not better in 15 minutes.

· If the next meal or snack is more than 30 minutes away, give an extra snack of carbohydrates and protein.

· Refer to student’s EAP or IHP.

Moderate Symptoms –

· Confusion, poor coordination, inability to cooperate, slurred speech

Treatment –

· Call the school nurse.

· Administer instant glucose/cake frosting (gel).

· Insert tube between gum and cheek.

· Administer appropriate amount per student’s IHP.

· If the next meal or snack is more than 30 minutes away, give an extra snack of carbohydrates and protein.

Severe Symptoms –

· Unconsciousness, convulsions

Treatment – 

· Call the school nurse. 

· Administer instant glucose/cake frosting (gel).

· Call ambulance and notify parents.

· Additional information: 
American Diabetes Association 800-238-3594 www.diabetes.org
Missouri Association of School Nurses Contact Genie Drown at

gdrown@mail.hallsville.k12.mo.us
Ask about MASN’s recently published book Diabetes Management in the School Setting

Seizures

Seizures are uncontrolled episodes of electrical activity of the brain cells.  School personnel are frequently the first to recognize the symptoms associated with a seizure disorder and support parents in seeking appropriate medical evaluation and care for their child.

Seizures may be caused by high fevers, alcohol or drug use or withdrawal, imbalances of body fluids, and head trauma.  Most seizures can be controlled with anticonvulsant medications.  The school nurse should develop an EAP for a student with a seizure disorder or epilepsy.  The nurse should provide inservice appropriate to staff on seizure disorders.

Emergency Action – 

· Stay calm

· Send for the school nurse

· Protect the student; clear area of hard, sharp objects

· Turn student onto side if possible

· Do not restrain the student

· Do not force anything into the mouth

· Observe and record length of seizure activity and behavior prior to seizure

Call Ambulance if – 

· Student has no previous history of epilepsy.

· Seizure lasts more than five minutes.

· Student moves from one seizure to another without gaining consciousness.

· Additional information:
Epilepsy Foundation of America 800-EFA-1000 www.efa.org
Review Time

Now you know the procedures to follow if:

· A student chokes on food while in the cafeteria (Review Choking).

· A student bends forward at her seat, is unable to speak in sentences, and is wheezing (Review Asthma).

· A teacher in the hall is confused, sweating, combative, and has slurred speech (Review Diabetes).

As you enter each new year, resolve to learn or update your CPR and first aid skills.  Knowing how to respond to an emergency saves lives, and the life you save may be that of a friend, relative, colleague, student, infant, or your own.

APPENDIX B – DISASTER/TRIAGE PLAN (ROLE OF NURSE AND STAFF)

The school nurse’s primary role in a disaster is to assess and provide first aid to the injured until a paramedic or physician is available on the school grounds.  At that time, the role of the school nurse becomes one of assisting the paramedic/physician in providing medical care.  Prior to the arrival of additional medical support, the school nurse may be called upon to assess the injured and develop a triage plan.  The Winona Public School nurse, in such a situation, will utilize the following guidelines:

1. When a disaster occurs, the building principal will notify the EMS (Emergency Medical Service).  The principal will notify the nurse who will immediately notify trained staff.  If the disaster is limited to one school building, all available trained staff will report to that building.  If the disaster involves several schools, the school nurse and trained staff will remain in their assigned building.

2. The school nurse will notify all CPR and first aid certified staff members of the disaster who will report directly to the school nurse for instructions. The Crisis Team will make accommodations for students of the staff reporting to the nurse.

3. The school nurse will assign a casualty classification to all assessed injuries.  The classifications are as follows:

a. Class I – Those requiring immediate care to preserve life.  (Example:  acute airway problems, profound shock, deep coma, or sucking chest wounds)

b. Class II – Those requiring urgent but not immediate care.  (Example:  major fractures, penetration wounds of the abdomen without shock, chest and facial injuries without respiratory distress, or ocular injuries)

c. Class III – Those requiring minimal care for injuries where continued assessment to prevent further complications is indicated.  (Example:  lacerations, lesser fractures and dislocations, contusions and/or abrasions)

4. After casualty classifications have been determined, the school nurse will mark the victim’s forehead with the appropriate number.  She/he will then direct CPR and first aid certified staff members in providing care.  Primary life support will be directed to Class I and II victims first.  Every effort will be made to provide life support to as many victims as possible.  The school nurse will utilize the Disaster/Triage Kit when providing care.  The Disaster/Triage Kit will include (but not be limited to) the following:

· 1 blood pressure sphygmomanometer with stethoscope

· 12 large abd dressings

· 12 rolls non-sterile conforming bandages

· 1 box of non-sterile gloves

· 50 sterile 4x4 dressings

· 3 age appropriate airways

· 1 bottle sterile eye wash

· 5 penlights

· 12 large elastic bandages

· 12 rolls medical tape

· 12 sterile eye pads

· 1 pair bandage scissors

· 1 black permanent marker for identifying casualty classifications

5. Upon arrival of EMS, the school nurse’s role becomes one of supporting injured victims under the direction of the paramedic or physician in charge.
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