Green Dot Schools
Emergency Communication and Procedures

Teacher Procedures

	Communicate
	Procedure

	Evacuate
	· Mark absent students on emergency rosters.
· Follow evacuation route to the meeting point.
· Take attendance again and mark any missing students. 
· Keep students quiet and grouped by class.
· If all students are accounted for, signal with GREEN folder.
· If students cannot be accounted for, signal with RED folder.

	Lock-Down
	· Move all students and staff out of halls and common areas.
· Lock all classroom doors and windows.

· Turn off (or dim) classroom lights
· Move all students away from doors and windows.

· No one will enter or leave classrooms.
· Students may NOT use mobile phones.

· Hold your class until instructed otherwise.
· DO NOT ANSWER YOUR DOOR.
· Signal for assistance by displaying RED folder in window or under door. 

	Heightened Security
	· Move all students out of halls and common areas.
· Lock all classroom doors and windows.

· No hall passes.
· School staff will escort students to restrooms. 

· Student may NOT use mobile phones.
· Hold your class until instructed otherwise.

· CONTINUE TEACHING

	All-Clear

	· Follow all normal schedules and procedures.

	Medical Emergency
	· Move all students out of hallways.
· No hall passes
· Disregard all bells and passing time. 

· Hold your class until instructed otherwise.


Situations That Warrant Emergency Communication
	Emergency Communication

	 Evacuate
· Fire Alarm

· Earthquake (after duck-and-cover)

· Structural Damage to Building

· Toxic Situation Inside Building

	Lock-Down
· Hostile Intruder on Campus

· Gun on Campus

· Gunshots Outside Campus

· Fugitive Pursuit in Area

	Heightened Security
· Neighborhood Disturbances

· Likely Student Altercations

· Toxic / Unsafe Health Conditions in Surrounding Area.

	Medical Emergency

· Any Situation Requiring an Ambulance

	All Clear

· Normal Routine
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Support Staff Procedures

	Communication
	Procedure

	Evacuate
	· Office Manager: 
· Gather emergency cards and paper rosters. 
· Sweep office area and evacuate. 
· Safety Officer(s): 
· Sweep assigned area and evacuate.
· Notify police / fire of emergency
· Administrators: 
· Sweep assigned areas and evacuate.
· Gather rosters from teachers and compile list of unaccounted students. 
· Notify Green Dot Home Office of emergency
· Notify parents of emergency

	Lock-Down
	· Office Manager:
· Sweep immediate office area.
· Take cover in nearest lockable office or classroom.

· Safety Officer(s):
· Sweep students and staff into nearest classroom.

· Take cover in lockable office or classroom.

· Notify police of emergency.

· Administrators:
· Sweep students and staff into nearest classroom.

· Take cover in lockable office or classroom.

· Notify Green Dot Home Office of emergency. 

	Heightened Security
	· Office Manager:
· Remain at station. 

· Safety Officer(s):
· Sweep students into appropriate classrooms. 

· Sweep restrooms.

· Secure and monitor exit doors.

· Monitor common areas.

· Escort students individually to the restrooms.

· Administrators:
· Sweep students into appropriate classrooms.

· Assess the need to secure exit doors.
· Notify Green Dot Home Office of situation. 
· Notify teachers of schedule and release procedures.

	All-Clear

	· Follow all normal schedules and procedures.

	Medical Emergency
	· Office Manager
· Remain at station.
· Safety Officer(s):
· Keep hallways and common areas clear

· Administrators:
· Communicate with emergency response

· Administer First-Aid / First-Response

· Notify teachers of schedule and release procedures

· Notify Green Dot Home Office of situation.


