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Policy Statement of the Superintendent of Schools 
 

 
 
 Emergencies in schools must be addressed in an expeditious and effective manner.  Schools are at risk 
of acts of violence, natural and manmade disasters.  To address these threats, the State of New York has enacted 
the Safe Schools Against Violence in Education (SAVE) law.  Project SAVE is a comprehensive planning 
effort that addresses prevention, response, and recovery with respect to a variety of emergencies in schools. 
 
 School authorities have both a moral obligation and a legal responsibility to provide for protection of 
public property and life, health and property of students, faculty, and staff in emergencies.  Therefore, the 
Southampton Public School District supports the SAVE Legislation, and intends to facilitate the planning 
process.  As Superintendent of Schools, I encourage and advocate on-going district-wide cooperation and 
support of Project SAVE.   
 
 With that in mind, a “District-wide School Safety Plan” has been developed for each of our schools and 
Administration Building.  This safety plan is a comprehensive, concise, and specific plan, which must be 
reviewed and updated annually prior to the commencement of school in September.  Any changes will be 
provided to principals and must be reflected in all safety plans immediately, with appropriate staff training to 
follow. 
        
 
       
      Superintendent of Schools 
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I. General Considerations and Planning 
Seldom is an organization prepared for sudden, potentially destructive events.  Schools have always been 
vulnerable to disaster because large numbers of people are collected in relatively small places. As a result, natural 
disasters, accidents, and intentional intrusions that involve schools can have devastating effects on students, staff, 
parents, and the school community as a whole.  Schools can be the objects of vicious attacks by armed persons or 
gang activity or caught up in the spillover effects of turbulent community unrest, such as strikes, protests, or other 
civil disturbance. 
 
The vulnerability of schools may be found in their essential openness.  That openness is a condition of life in a 
democratic and open public school system that reflects the society in which it serves.  It is necessary, however, to 
have contingency plans available to enact quick, effective responses to minimize the disastrous effects that certain 
types of calamities can bring.  Therefore, this packet has been prepared to assist you. 
 
These guidelines are designed as a plan for School personnel to follow when faced with various issues or 
emergencies.  Planning for the inevitable will allow you to STAY IN CONTROL of the situation and to ACT rather 
than react.  This plan outlines actions.  However, good judgment must be used at all times. 
 
These Emergency Action Plans outline recommended actions, but please remember, NO TWO SITUATIONS ARE 
EXACTLY ALIKE.  Each will require planning, good judgment and consultation, adapting actions to specific 
situations, and staying flexible to accommodate changing situations and events!  
 
A crisis is often unpredictable.  The only SAFE course is to be PREPARED!  People are the most important 
component in a successful crisis management plan. Effective crisis planning and communications are essential and 
will determine success after the crisis ends. You may not be responsible for the actual crisis.  However,  YOU ARE 
RESPONSIBLE FOR MANAGING THE SITUATION AND COMMUNICATING with anyone who needs to 
know about the situation. 
 
 
A. Purpose 
 
Each Building-level School Safety Plan was developed pursuant to Commissioner’s Regulation 155.17.  At the 
direction of the Southampton Public School District Board of Education, the Principal of each school shall appoint 
a Building-level School Safety Team and charge it with the review and maintenance of the Building-level 
Emergency Response Plan.  Two team members shall also serve on the district Safety Committee.  The Safety 
Committee will be charged with the review and maintenance of the district-wide safety plan and the coordination of 
the building-level plans.  Sub-committees are developed to address and create any addendums needed for this plan.    
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Safety Committee 

(Council meets quarterly during the school year) 
 
Members of the Safety Committee include: 
 
Randall Dobler   Director of Facilities, Operations & School Safety (Chairperson) 
James Gresham   Director of Security 
Darren Phillips   Director of Health, Physical Education and Athletics 
Joanne Demme   Director of Transportation 
Rebecca Capatosto   Nurse, Elementary 
Debra Becker    Nurse, Middle School 
Colby Salzano    Nurse, High School 
Michael Grimaldi, AP   Elementary School 
Susan Wright, AP   Intermediate School 
Esther Adler-O’Keefe, AP  High School 
Regan Kiembock   Director of Nutrition 
RoseAnn C. Gentile   USEOP Co-President 
                                              
B. Identification of School Teams 
 
Each Principal shall develop three emergency teams for their building: 
 

- Building-level School Safety Team 
- Building-level School Emergency Response Team 
- Building-level Post-incident Response Team 
 

 
C. Crisis Kit (Gotta Go Bags) 
 
Building level bag contents: Two crisis kits at opposite ends of the building are recommended. Each kit will 
contain the following: 
 
Pens 
Markers 
Triage Kit 
911 mobile Phone - cell phone 
Pads - note book 
PDA – personal digital assistant 
Crisis Plan - Building Level 
Master Keys 
Crisis Kit  - Back pack w/ combination lock 
Faculty List - emergency contact list 
Complete Student Roster 
Bell and Bus Schedule 
Building Floor Plan 
Student - Emergency Telephone List 
Internal Telephone Directory 
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Shut-Off Mechanisms for fire, water, electricity, HVAC 
Emergency Procedure Guide & Phone Directory 
Year Book – current 
Absentee Report /attendance 
Flashlight 
Megaphone -(small) AP only 
Medical gloves 
Tissues 
Radio -windup generator 
Index cards 
Batteries 
IC Vest 
Medical exception and emergency health information 
Sign-off document for releasing a student a non-parent 
Exterior school ground maps (5 copies) 
Map of local area 
Multi-tool 
Blanket - space blanket 
Towels 

 
 
Nurse’s “Gotta Go Bag” contents: 
 
Items 
Pens 
Note Pads or Book 
Faculty List 
Complete Student Roster 
Emergency telephone List 
Medical exception and emergency health info 
911 mobile Phone / cell phone 
Wheel Bag – case on wheels 
Nurses Arm band 
PDA – personal digital assistant 
Blanket – space blanket 
Small Binder to hold Lists 
First Aid Kit 
Medical gloves 
Pocket mask – adult & pediatric 
Peroxide 
Epi Pen (renewed every year) 
Epi Pen Jr. (renewed every year) 
Glucagon Injection (renewed every year) 
Glucose Tabs / Glucose Gel (renewed every year) 
3 complete meals (diabetic) 
Purell – Hand sanitizer 
 BP Cuff - adult 
BP Cuff - pediatric 
Ammonia Inhalant 
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Ace bandages 
Eye wash 
Multi bandages 
Glucometer and supplies 
Gauze Pads (multi) 
Arm Sling or Triangular Bandages 
1st Aide Cream 
Diastat (Anti-seizure medication) 
Trauma pad 
Thermometer 
Towels – moist toilets 
Stethoscope 
Scissors 

 
 
D. Concept of Operations 
 
The District-wide School Safety Plan is directly linked to the Building-level Plans in that all components are 
identical except the area of “References Unique to Your Building”.  In this area, Building-level Safety Teams will 
customize the district plan to specific building level needs.  
 
The initial response to all emergencies at each building will be by the Building-level School Emergency Response 
Team. 
 
Upon the activation of the Building-level School Emergency Response Team, the Superintendent of Schools or 
his/her designee will be notified and, where appropriate, local emergency officials will also be notified. 
 
E. Principal’s Responsibilities 
 
 1. Ascertain that a District-wide School Safety Plan is displayed at telephones at the following strategic 

locations:  General Offices, Nurse’s Office, and Custodial Office.    
     
 2. Confirm that each plan has current names and phone numbers of the School Safety Team, Emergency 

Response Team and Post Incident Response Team listed.  Update “References Unique to Your Building” 
with your School Safety Team prior to the opening of school and throughout the school year as needed. 

 
 3. Determine command post in your building (that location where person in charge or his/her  
           designee can be found at all times) usually the office so there is access to a telephone.        
           Appoint a person to stay by the phone. Insure that a POTS directory is present in all locations. 
                 
 4. Assign written chain of command (person in charge) in your building.  Alert all personnel to their 

assignments. 
 

5. Organize two Crisis Kits as outline in Section I c. 
 

 6. Have first aid equipment and instructions in designated shelter area in your building. 
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7. Be certain that each teacher has the “Crisis Checklist for All Who Supervise Students” (page 15 and 16) at 
his/her desk in their classroom. 

  
8.  Be certain that each custodian has the “Custodial Checklist” (page 18) immediately available in his/her 

office along with an updated plan. 
 
 9. Designate staff member(s) who will check restrooms, vacant rooms and locker rooms during an evacuation 

and/or fire drill.  
 
 10. Designate a secretary who will secure all records and office valuables in a safe place. 
 
 11. Review the “District-wide School Safety Plan” with all staff at the beginning of the school year, and at 

Faculty Meetings during the year.  Provide staff Training as needed.  
  

12. Plan drills and exercises to review and test components of the “Emergency Response Plan”. 
 
  
F.  Plan Review and Public Comment 
 
- Pursuant to Commissioner’s Regulation, Section 155.17 (e)(3), a summary of this plan will be made 

available for public comment at least 30 days prior to its adoption.  The School Board may adopt building-
level plans only after at least one public hearing that provides for participation of the school personnel, 
parents, students and any other interested parties.  The plans must be formally adopted by the Board of 
Education.   

 
- Building-level Emergency Response Plans shall be confidential and shall not be subject to disclosure under 

Article 6 of the Public Officers Law or any other provision of law, in accordance with Education Law 
Section 2801-a. 

 
 
- Full copies of the Building-level Emergency Response Plan will be supplied to both local and State Police 

within 30 days of adoption.  
 
- This plan will be reviewed periodically during the year and will be maintained by the Building-level School Safety Team, in 

conjunction with the district Safety Committee.  The required annual review will be completed on or before July 1 of each year 
after its adoption by the Board of Education.   
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G. Parent Notification 

 
  
To: All Parents/Guardians of Southampton students 
From: J. Richard Boyes, Ed.D., Superintendent of Schools 
Re: Emergency Procedures for Southampton Schools 
 
The Southampton Public School District has just updated the Crisis Procedure Manual that is designed to minimize 
danger to everyone occupying a school should an emergency occur.  Our main objective is to attend to the health 
and welfare of your child/children in the event of a crisis and to see that he/she gets home safely by walking, bus, or 
by parent transportation. 
 
It is impossible to foresee every potential emergency, but we have researched the most effective way to use our 
resources to respond immediately to those emergencies that cannot be avoided.  Any disaster will disrupt the 
“normal” way of doing things.   It will cause inconvenience to all of us.  We share the responsibilities as school 
administrators and you as parents. 
 
In most emergencies, your child/children will remain and be cared for at the school he/she attends.  In the rare event 
of an emergency affecting the school your child attends that prohibits re-entry to the building, such as: a broken gas 
or water main, a fire, or a sudden loss of utilities in bad weather, students and staff will be moved immediately to 
that school’s alternate site. 
 
The school district is required to test its emergency evacuation procedure by having an early dismissal at least once 
each school year.  You will be notified in advance of such testing so that you can make the necessary arrangements 
to receive your child home at an earlier time than usual. 
 
The command post will notify all district personnel deemed necessary to respond to the emergency. 
 
We ask you to follow this procedure if you hear rumors of a school emergency: 
 
1. TURN ON YOUR RADIO OR TELEVISION.  We will keep the media accurately informed of any emergency.  

Use 97.5 FM (WALK), 92.1 FM (WLNG), 1370AM (WALK), 106.1FM (WBLI), or Channel 12 TV. 
 
2. DO NOT TELEPHONE THE SCHOOL.  We have limited telephone lines, which will be responding to the 

emergency.  
 
3. DO NOT COME TO THE SCHOOL UNLESS REQUESTED TO PICK UP YOUR CHILD.  Any emergency 

involving your child’s school may mean emergency vehicles and disaster workers must be able to get to the 
building.  If the emergency necessitates relocation of students and staff, follow these instructions: 

 
 a. If, for any reason your child’s school must be evacuated during the school day, your child will be taken to 

and cared for at an alternate site. 
b. Stay tuned to your radio or television station for updates, which will be periodically reported from the 

command post.  Instructions as to where and when to pick up your child will be transmitted in this fashion. 
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II.   Risk Reduction/Prevention and Intervention/Early Detection 
 
A. Designation of School Teams 
 
Under “References Unique to Your Building” in Section III, each Principal will identify the members of each of the 
following Building-level teams.   
 

- Building-level School Safety Team 
- Building-level School Emergency Response Team 
- Building-level Post-incident Response Team 

 
B. Pre-Crisis Prevention Measures 
 
On a daily basis: 
 

1. Visually inspect your room or work area for anything suspicious. Like: Strange odors; open windows; 
unfamiliar book bags / packages; People; vehicles. 

2. Immediately notify the principal of anything suspicious. 
3. After opening the room, staff should key the door in the locked position. 
4. When leaving the room vacant, the staff should lock and close the door. 
5. After school begins, all entrances will be locked except those monitored or where access is controlled. 
6. All visitors must report to the security desk to obtain a visitor's pass. 
7. All visitor passes must be returned to the security desk at the end of the visit. 
8. Do not allow unannounced visitors into your classroom. 
9. Refer non-custodial or angry parents to the main office for help. Contact main office before their arrival. 
10. Assist new substitutes / staff members who may be unfamiliar with procedures. 
11. Only use cell phones or other communication devices during emergencies if authorized or directed to do so. 

 
C.  Code of Conduct 
 
The Board of Education recognizes the need to clearly define expectations for acceptable conduct in school 
buildings and on school properties, to identify the possible consequences of unacceptable conduct, and to ensure 
that discipline when necessary is administered promptly, fairly and uniformly.  To this end, the board adopted a 
code of conduct as part of SAVE legislation.  The code of conduct is located in appendix A1 of this document.    
 
D. Program Initiatives 
 
The following is a list of activities that various schools participate in: 
  
 Advisor Teacher PPS Principal Director Admin Supt 
World of Difference  X   X X X 
Conflict Resolution  X X X  X  
Peer Mediation        
Instructional Support Team  X X X X  X 
Parent Conferences        
Counseling    X X X X  X 
Parent & Student Workshops  X X X   X 
After School Club Program X   X  X  
Community Partnership Programs X   X   X 
*PPS – Guidance Counselors, Social Workers, School Psychologists 
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III. Response 
 
 District Resources: 

Besides personnel, the district will provide buildings for evacuation or shelter, along with transportation to 
and from those particular buildings during an emergency.   
 
Assistance from Local Government Agencies (These agencies will be contacted by the district 

 Superintendent and/or principal depending on the nature of the emergency) 
 

 
SOUTHAMPTON VILLAGE POLICE. 

EMERGENCY 911 
        Non-Emergency   283-0056 
 

SOUTHAMPTON FIRE DEPARTMENT 
EMERGENCY   911 

Non-Emergency 283-0056 
 

SOUTHAMPTON VILLAGE AMBULANCE CO. 
EMERGENCY 911 

        Non-Emergency   283-0056 
(Responds to SHS, SIS, SES, and DO) 

 
 

SOUTHAMPTON VOULENTEER AMBULANCE CO. 
EMERGENCY 911 

        Non-Emergency   283-0325 
(Responds to Maintenance Shop & Bus Garage) 

 
SOUTHAMPTON TOWN POLICE. 

EMERGENCY 911 
        Non-Emergency   728-3400 

 
For all emergencies you should call 911 
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 Response and Arrangements to Obtain Assistance from Local Agencies:  Superintendent/Principal      

will initiate calls in case of emergency – Names and phone numbers of agencies listed on page 9 & 
below.  Calls will be made to the rest of the educational agencies in the district – Names and phone 
numbers of schools listed on page 12.   

 
COMMUNICATION PROCEDURES FOR THE PERSON IN CHARGE 

 
1.  CONTACT EMERGENCY SERVICES     PHONE WHO WILL CALL 
      
     Police Department ………………………………………. 911         Superintendent/Principal 
         Fire Department …………………………………………. Call 911 first 
      Ambulance ………………………………………………. 911 
         Red Cross ……………………………………………….. 924-6911 
         Weather Report ………………………………………….. 976-0001 
       
 If it is necessary to send someone to the hospital for a serious injury, send a staff member along to serve as a 

liaison between the hospital and the school district.  The employee is to be instructed to relay progress reports as 
soon as possible, and only to district or building level chain of command.   

        
2. CONTACT DISTRICT LEVEL CHAIN OF COMMAND   PHONE HOME/CELL 
 
  Richard Boyes, Superintendent of Schools     591-4510  
        Nick Dyno, Assistant Superintendent      591-4545 
  Maria Smith, Asst. Superintendent Business     591-4527    
   Randall Dobler, Dir. Of Facility, Ops. & Safety    591-4512  
  James Gresham, Director of Security      591-4640   
        
 NOTE:  The Superintendent of Schools will contact members of the Board of Education. 
 
 
3.   .   If the Incident Commander determines the need to evacuate the building and/or grounds of the school An 

appropriate announcement will be made to initiate the Evacuation – NO CODES, a call will then be made 
to the transportation department requesting the immediate transportation of students and staff to their  

  
 Every teacher will take attendance before leaving and carry both attendance list and emergency cards on an 

emergency evacuation.  In the event that a child is missing, the Security staff and Custodian(s) will search the 
building for the missing child. 
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 ALTERNATE LOCATION. 
 CONTACT TRANSPORTATION: Phone 673-2032 / 2057 

CONTACT ALTERNATE LOCATION:  Phone numbers on page 15. 
 
NOTE:  If students and staff are directed to begin walking, they will follow the prescribed route established on 
the Alternate Walking Location & Directions page .  Notify the transportation department and arrange to have 
buses rerouted to the alternate site. 
 

LOCK DOWN 
 
To protect school occupants in the event of an intruder, an appropriate announcement is to be made over the 
intercom, P.A. or two way radio systems of: 

“Lock-down, Lock-down, Lock-down” 
Absolutely  NO CODES. 

 
LOCK DOWN MEANS: 

• All doors should be LOCKED to protect occupants from a potential danger that is INSIDE the building. No 
one in, no one out. 

• If an armed intruder or any one posing a threat of imminent danger enters the building any staff member can 
initiate the announcement. 

• If you are confronted with or observe a person with a weapon, Do Not attempt to disarm or be a Hero. 
Immediately notify police (911) and then the principal, seccurity or main office. 

 
LOCK DOWN PROCEDURES: 
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LOCK OUT 
 
If there is a perceived threat outside the building an appropriate announcement is to be made over the intercom, 
P.A. or two way radio systems of: 

“Lock-out, Lock-out, Lock-out”  
Absolutely  NO CODES 

 
LOCK OUT MEANS: 
Lock exterior doors. Protect occupants from a potential danger that is OUTSIDE of the building. Stay inside the 
school, the day continues as normal.  
 
LOCKOUT PROCEDURES 
  
 
An appropriate announcement will be made to advise the staff of a Missing Child or  to initiate a Shelter-in-Place to 
the staff.
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Media Procedures 
 
Staff and students are not authorized to grant interviews. All Media will be directed to the Primary Command Post 
for information.  Media should not be allowed on school grounds. 
 
In our school district, the person responsible for dealing with members of the media is: 
 

Dr. Richard Boyes, Superintendent of Schools at 591-4510 
 
The only means to inform the general public is by the mass media; radio, television, and newspaper.  We must 
provide prompt and accurate information.  Any misinformation can create confusion.  Isolated quotes from 
individuals are usually incomplete or misleading and therefore must be avoided.  Therefore, all district staff should 
be instructed to refer any phone or personal contact, whether at school or at home to the media liaison.    
 
After following safety procedures and calling emergency services, it is imperative that employees immediately 
relay factual information regarding the emergency or disaster to the Superintendent’s office.  The Superintendent’s 
office is the primary command post for the district.  Should the Superintendent’s office become inaccessible due to 
the emergency, the Principal’s office at Southampton High School will become the alternate command post. 
 
District Primary Command Post  Superintendent’s Office    
Alternate Primary Command Post  HS Principal’s Office   
 
BUILDING     COMMAND POST    ALT COMMAND POST                                                                                                                  
 
Southampton High School                
 
Southampton Intermediate                        
 
Southampton Elementary                          
 
Pre-School                                
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BUILDING LEVEL CHAIN OF COMMAND 

                          NUMBERS OF 
SCHOOL              SCHOOL CONTACT   PHONE   ALT.  SITE PHONE STUDENTS/STAFF  
 
Southampton High School   Brian Zahn, Principal   591-4603          595/130 
                 Esther Adler-O’Keefe, Asst. Principal 591-4605 
                 Kim Rodriquez, Guidance   591-4610                                  
                 Colby Salzano, Nurse   591-4622                          
                 Charlie Smith, Head Custodian  591-4616                                                                
 
Southampton Intermediate Timothy Frazier, Principal  591-4702         412/95 
                Susan Wright , Asst. Principal  591-4705             
                Debra Becker, Nurse   591-4712                                           
                               Anthony Garafalo, Head Custodian 591-4719                                           
  
Southampton Elementary  Bertha Richard, Principal               591-4802             593/106  
                Michael Grimaldi, Asst. Principal 591-4815                         
                             Rebecca Capatosto, Nurse  591-4810                                 
                                         Polis Walker, Head Custodian  591-4808                            
  
  
 

*The principal at each school is responsible for informing all staff and personnel within their 
  school of a disaster. 
 
*The district will provide bus transportation for students during an emergency situation. 
 
*An employee of the district must inform central office of a disaster within their building. 
 
*Superintendent will contact each building principal of a disaster to initiate communication. 
 
*Superintendent will then contact other local agencies if assistance is needed. 
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Alternate School Location 
 

In the rare event that an emergency requires the evacuation of a school during the normal day, students and staff 
will be transported to the indicated alternate site for safety.  This will allow time to verify student rosters and 
determine the next appropriate step to be taken.  
 
BUILDING               ALTERNATE SITE    PHONE 
 
Southampton High…………………….……. 
 
Southampton Intermediate... ………………. 
 
Southampton Elementary.…………………..     
 
Southampton Pre-School…..………………    
 
Transportation Garage………………………  
 
District Office………………………………  
 
In the event transportation of students is not possible, the following “Alternate Walking Locations” will be used.  
Contact person and directions for “Alternate Walking Locations” can be found on page. 
 

Alternate Walking Location 
 

Southampton High…………………….…….  
 
Southampton Middle School ………………. 
 
Southampton Elementary.………………….. 
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Southampton Pre-School……………………    
 
Transportation Garage………………………    
 
District Office………………………………       

 
 
 
 
 
 
 

 
 
 
                             

ADMINISTRATOR'S CRISIS RESPONSE CHECKLIST 
 

1.  Initial Response 
 

a. The person who identifies the crisis should immediately report it to the principal with as much detailed 
information as possible. 

 b.  The principal or designee will take responsibility for making all decisions necessary to contain or diffuse the 
crisis until the police arrive. 

 c.  The principal will use a warning system to issue an alert about the emergency and provide specific 
instructions. 

 d.  At the same time the principal is alerting the staff and students, a staff member will call 911. This person 
should stay on the line with the 911 operator until the police arrive at the building. 

 e.  Care for injured (ensuring safety for those assisting). 
 
2.  Lock-down Building. Secure Areas. Monitor Situation 
 

a. Have Crisis Team with Kit assemble at the command center.  
 b. Assign security staff with radios to secure specified and pre-arranged areas, monitor conditions, and if 

possible, to establish an outside perimeter. 
 c.  Instruct unassigned security, custodial, clerical, teaching and paraprofessional staff to secure their 

immediate area. 
 d.  Two-way radios should not be used until those employees with two-way radios receive clearance from the 

principal to use them. Any staff member equipped with a two-way radio should contact the command center 
and wait for instructions. 

 
3.  Wait for Police 
 
 a.  Keep responding units updated on situation via 911 or dispatcher. 
 b.  Assemble witnesses and victims. 
 c.  Gather key information for law enforcement responders. 
 d.  Assign someone to maintain an event and status log. 
 e.  Do not disturb the scene and evidence if safe to do so. 
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4.  Assist Police to Resolve Situation 
 
 a.  Stay at command post, supporting incident commander. 
 b.  Provide information, including incident-specific knowledge, site background and resources, and special staff 

resources, abilities, training, etc. 
 c.  Coordinate school response: on-site, off-site (staging areas, hospitals, etc. and district) 

• Designate a primary and an alternate staging area for dissemination of information to parents and 
students. 

• Designate a primary and an alternate site for dissemination of information to the media. 
• Designate a primary and an alternate site for emergency medical treatment. 

 
          
 
d. Alert Transportation Department to possible "go home" situation.  
e.  If necessary, request resources from County support services that provide intervention for issues that 

develop among parents and students during the crisis. 
 
5.  Police Will: 
  

a. Isolate the subject or threat. 
b. Contain subject or threat to a restricted area.  
c. Negotiate a peaceful resolution. 

 
6. Signal "All Clear" 

 
a. See that emergency medical care is provided.  
b. Account for all students and staff on-site or at hospital or other off-site locations.  
c. Notify parents of those students who were injured who have not been previously notified.  
d. Support law enforcement follow-up activities. Arrange for site security, if necessary.  
e. Debrief staff.  
f. Coordinate post-traumatic intervention: emergency medical/hospitals, district crisis intervention team, 

public information officer and facilities clean-up and repair support. 
 
7. Initiate Crisis Response Plan for School Community. 
 
*Adapted from School Crisis Response Guide - New York State Police 
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CRISIS CHECKLIST FOR ALL STAFF WHO SUPERVISE STUDENTS 
 
1.  Immediate Recognition and Assessment 
  
  
2.  Immediate Sheltering Actions 
 
 .  
 
3.  Other Immediate Action 
 
  
 
4.  Actions During Resolution of Emergency 

 
. 
 
5.  Actions to Take Following the "All-Clear" Signal 
  
 a.  Check yourself and your students for injuries. 
 b.  Account for all students. Stay put and wait for instructions. 
 c.  As accurate information becomes available, explain to students what has happened and what will happen 

next. Allow them to ask questions, express feelings, etc. 
 d.  Monitor children who were directly involved or direct witnesses and identify them for police investigators. 
 e.  Preserve any physical evidence (don't touch if possible) and notify Police about it. 
 f.  Stay with your students until advised otherwise by administrator or Police officials. 
 g.  Take advantage of personal support services: 
 h.  Review all post-crisis interventions that will help to deal with psychological problems that develop as a 

result of the crisis trauma. 
 
6.  In The Event That A Staff Member And Students Are Taken Hostage: 
  
. 
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*Adapted from School Crisis Response Guide - New York State Police 
 
 
 
 

 
 

 
 
 
 

 
CUSTODIAL CHECKLIST 

 
 
1. Cut off electricity, gas, water, heating, air-conditioning, and/or ventilation if directed to do so by 
           “Person in Charge”, or if emergency situation dictates. 
 
2. In the event of an earthquake or crisis that damages building, provide the “Person in Charge”  
 condition report and damage survey.  Always send two people for initial damage assessment. 
 
3. Immediately contact the Facilities Department office and report emergency actions taken. 
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Transportation Options 
 
In the event of a disaster or emergency, the Superintendent, acting under Board authority, may close schools and 
arrange transportation for bus students.  Schools affected will be advised by the Superintendent’s office as to the 
option to exercise depending on the nature of the emergency.   
 
OPTIONS: 
 

1. Immediate closure of specified schools and transportation of student either to their homes or to alternate 
school locations. 

2. Placement of school buses at predetermined schools in readiness to transport should the  situation require.                  
3. Hold the students at the school and provide shelter. 
4. Acceleration of regular transportation schedule.  (Run the regular routes but ahead of schedule with no 

deviation). 
 
 

Pupil Dismissal Procedures 
 

Once the dismissal order is received from the proper school authority, the principal will: 
 

1. Relay dismissal instructions to every classroom by the most rapid and efficient means. 
 

2. Review dismissal procedures already provided to parents to assure that it will be followed.  This procedure 
should provide guidance regarding parents who have made special arrangements for care in the event the 
parent is not at home. 

 
3. Designated school personnel will inspect the building once dismissal is completed to assure the building is 

empty and any precautions dictated by the fire plan or other specified disaster plans are taken. 
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4. School principal may request assistance from the administration to assure that students disperse from the 

building, to minimize hazards and reduce congestion. 
 

5. All dealings with the news media and the public MUST be handled through the Superintendent’s office. 
 

School Cancellation Procedures 
 

A cancellation order may be determined if there is an emergency situation that is deemed unsafe.  Once the  
cancellation is determined, the local media, school administrators, personnel and transportation will be notified.   
(Cancellation may occur due to the following situations: fire, inclement weather, unsafe building conditions, etc.)    

 
 
 
 

 
 
 
 

Policy for Contacting Parents 
 

Parents and/or Guardians will be contacted in the event of a violent incident or an early dismissal.  School 
personnel and/or PTA call volunteers will initiate a phone chain and use the student-information update forms to 
contact parents or emergency contacts.   
 
 

Sudden Loss of Utilities 
 

 
 

Weather Related Emergencies 
 

1. If a severe storm is forecast or has hit the area, the Superintendent will determine if school will be open for 
the day. 

2. Tune to the radio station for early morning reports. 
3. School personnel will be advised by radio and/or telephone whether to report to school. 
4. If a storm develops during the day, the Superintendent will decide the action to be taken and advise the 

building principals. 
 

Delayed Opening Procedures 
 

1. In the event that the weather conditions are unclear in the early morning, the Superintendent may opt for a 
delayed school opening. 

2. Students and school district personnel will be notified by radio station and/or telephone to stand by for 
further information or time to report. 

 
Railroad Derailment 

 
Be prepared to evacuate, if advised to do so, following fire drill plan with possible modifications. 



SOUTHAMPTON PUBLIC SCHOOL DISTRICT 
Southampton, New York 11968 

 

 21 
 

 
Plane Crash 

 
Be prepared to evacuate, if advised to do so, following fire drill plan with possible modifications. 
                 

Hazardous Material Spills 
 
The main threat is toxic fumes.  Keep students inside if fumes have not permeated the building.  Shut down fans 
and all intakes, close windows to prevent intake of fumes.  If outside; move upwind and don’t step in the spilled 
material. 
 
 

                                         Multi-Resource Table Top Planning 
 
Prior to the opening of the schools in September, the superintendent or designee meets with Representatives of the 
local Police, the Fire Departments, and EMS agencies to review our drill procedures.  Central administration 
follows up with building principals, custodians, cafeteria staff and security.  Safety team meetings are held on an 
ongoing basis and representatives from various local agencies are invited to participate in these table top plans.   
 

Semi-Annual Multi-Hazard Training 
 
Multi-hazard training takes place on an on-going basis throughout the school year.  Prior to the opening of school, 
central and building administrators review the safety plan for multi-hazard situations.  Plans are updated as 
necessary.  Building principals review these procedures with building custodians.  At the opening day conference, 
staff receives the plans and a review of procedures takes place.  Within the first week of school, these procedures 
are reviewed with students and support staff.  With the support of local emergency responders and our Multi-
resource table top planning, drills and/or exercises take place periodically in order to test different plans.  On going 
review takes place after each drill and/or exercise in order to determine the effectiveness.  Modifications are made 
and implemented in order for the drills to be more efficient.  During faculty meetings and building safety team 
meetings, these plans are discussed with staff, students and members of the community. 
   

Unexpected Explosion 
 

a. When advised by Person in Charge, evacuate building using fire drill plan with possible modifications. 
b. Proceed to alternate school site.  
c. If possible, students will be sent home by walking, bus or parent transportation from the alternate site.  

Information on student pick up will be supplied by the district administration and broadcast on radio and 
television. 

Nuclear Warning Procedures 
 

a. The primary means of warning of a nuclear attack will be the Weather Alert Warning radio located in the 
administrative offices.  Make sure that this equipment is on and charged at all times. Take immediate 
protective action. 

     
6. In the event a public shelter is not available, take the following steps: 

 
Shielding is required. This means to move to the lowest level away from outside walls or openings to the 
outside.  The heavier, denser, thicker the shielding material, the better the protection. 
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Radiation is carried by physical particles of dust or dirt.  Keep as much of this type of material out to 
minimize radiation exposure.  If at all possible, keep a portable radio and monitor the Emergency Broadcast 
Network.  If this is not possible, be alert to attempts of Civil Defense officials to get information to you 
through special teams, public address systems, or on a door-to-door basis. 

 
Tornado-Extreme Wind Conditions 

 
Information regarding tornadoes will be broadcast on the Weather Alert Warning radio. 
 

7. Tornado WATCH means no funnel clouds have been sighted but conditions exist in which tornadoes can be 
expected to occur. 

 
If a tornado watch is declared, be prepared to evacuate quickly and be alert for  specific instructions. 

 
8. Tornado WARNING means that a funnel cloud has actually been sighted.  The approximate location and 

direction of travel is usually given when the warning is broadcast. 
 
The best shelter from a tornado is a specifically constructed fallout shelter.   Lacking this, a steel frame or 
reinforced concrete structure is best.  If this type of structure is not available, take these precautions: 

  
• Close windows and doors and stay away from them. 
• Get beneath heavy furniture or lay face down, head covered along the wall of an interior hallway 

on the lowest floor of the building. 
• Avoid auditoriums, gyms, or any room with a wide free span ceiling. 

 
Earthquake 

 
Because earthquakes can strike without warning, the immediate need is to protect lives by taking the best available 
cover.  All other actions must wait until the tremor subsides. 
 
IF INSIDE: 
 

9. Don’t panic.  If protected from falling objects, the rolling motion of the earth is frightening but not 
dangerous. 

 
10. To protect from falling objects, take cover in the following manner: 

 
11. Get beneath a desk or bench.  If possible cover head with coat or other clothing to minimize injury. 

 
12. If no cover is available, get against inside doorway or crouch against inside wall and cover head.  Stay away 

from outside walls, windows, and other expanses of glass. 
 

13. All doors should be left open to minimize jamming if building shifts. 
 

14. Stay put and take the best available cover.  Do not attempt to run through building or outside because falling 
objects are found near outside doors and walls.  If in a lavatory or other room with no desk or furniture, get 
against inside wall, crouch and cover head. 
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IF OUTSIDE: 
 

15. Move quickly away from building and away from overhead electrical wires. 
 

16. Lie flat, face down, and wait for shocks to subside. 
 

17. Take roll count of students and report to person in charge as soon as it is safe. 
 

18. Do not attempt to enter the building until authorized to do so. 
 

19. Do not light fires or touch fallen wires. 
 

Acts of Violence 
 

  When responding to implied or direct threats of violence by students, teachers, other school personnel, and 
visitors all will be considered seriously.  When warning signs indicate that danger is imminent, safety must 
always be the first and foremost consideration.  Action must be taken immediately.  Immediate intervention 
by school authorities and possibly law enforcement is needed when a child has presented a detailed plan to 
harm or kill others and/or he/she is carrying a weapon.  In situations where students present other 
threatening behaviors, parents should be informed of the concerns immediately.  School communities also 
have the responsibility to seek assistance from appropriate agencies, such as child and family services and 
community mental health.   
 
In an actual case: 
 
1. Isolate and separate any witnesses, instruct witnesses to write statement of events 
2. Provide first aid and call 911 requesting police and medical aid to injured. 
3. Assess the situation – is suspect in the school and been identified?  Has weapon been found? 
4. Initiate lockdown procedure. 
5. Complete the Violent and Disruptive Incident Report Form (on next page) 
         *Please see additional information on next few pages. 

 
Early Detection of Potentially Violent Behaviors 

 
Information regarding potentially violent behaviors is distributed on an ongoing basis at faculty meetings 
throughout the school year.  Staff development is conducted during Superintendent Conference Days and/or 
other conference days in order to develop awareness and provide training for staff regarding this issue.  This 
material is also available to parents and the community during various committee or workshop meetings.  
The district also has a Crisis Response Team which is present in each building in order to respond effectively 
and appropriately to a crisis involving violent behaviors.  This Crisis Response Team is also available for questions 
from the staff , students, parents and community.   
 

Kidnapping 
 

In a missing child incident, the following steps will be taken. 
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1. Initiate an organized search of school. 
2. Call 911 
3. Gather witness information 
4. Contact custodial parents 
5. If incident occurs during the school day, consider holding bells until the matter is either resolved 

or school has been completely searched. 
6. If incident occurs while students is on the way home, contact bus company, crossing guards 

• At any point during these steps, if the child is found, inform everyone who has been notified of 
the incident that the child is no longer missing.   

 
 

Bomb Threat Procedures 
 
1. Use the Bomb Threat Call Checklist on page 25. 
2. Upon receipt of a bomb threat, the person receiving the call should make every effort to: 
 
3. The principal will confirm notification of police and the Superintendent. 
 
4. The principal will evacuate the school immediately at least to a location 300 feet from the building.  During 

inclement weather and/or prolonged search, move students to your alternate location.l . 
 
5. The bomb can be almost anything, ranging from the most overt bundle of dynamite and clock to cleverly 

conceal, ordinary objects.  A briefcase, toolbox and pieces of pipe have been used. 
 
6. Attendance will be taken when the students are assembled away from the school.  Give roll count to Person 

in Charge. 
 

 
 

Hostage Situation/Individual with a Weapon 
 

Initiates Lockdown procedures. Notify the person in charge in the building and call 911. 
Teachers and/or persons who supervise students follow Crisis Checklist for All Who Supervise Students on page 14 
and 15.   
 
Principals follow “Administrators Crisis Response Checklist on page 12 and 13. 
 
 

Strangers On Premises 
 

If a stranger is observed on school grounds please take the following steps: 
 
1.  Notify Principal/Designee of intruder.  
 
2.  Principal/Designee will announce lock down to staff: “LOCK DOWN, LOCK DOWN, LOCK DOWN.” 
 
3.  Staff will follow Lockdown procedures. 
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4. The Police will notify staff when situation is over. 
  
 
 
 
 
 
 
 
 
 

Crime Scene Procedures 
 
If a crime occurs in the building the following steps will take place: 
 
1. The crime is immediately reported to the principal or person in charge. 
 
2. The principal calls for an immediate lock down.  
 

 
 

Fire Drill and Evacuation Plan 
 

Each teacher is responsible for thoroughly familiarizing the students with the details of the fire evacuation plan and 
for the successful conduct of each drill or evacuation.  Main Office personnel should call fire dispatcher at 911 and 
verify. 
 
 
WHEN THE FIRE ALARM SOUNDS: 
 
1. Cease all activity immediately.  Close all windows. 
2. Walk quickly in an orderly fashion to the nearest exit.  Classes coming out of other rooms will fall-in behind 

the line passing down the hallway. 
3. The teacher follows the class, closing the classroom door after all the students are out.  The class record 

book will be taken so that a quick attendance can be taken outside.  The person in charge of attendance shall 
remove the current attendance disc from the building at this time. 

4. Do not run!  Do not talk!  The teacher or class leader may need to give special instructions that must be 
heard by everyone. 

5. All personnel must move quickly until everyone is 300 feet away from the building.  Keep the class together 
as a group in the designated area.  Make sure the roadway and parking areas are clear for emergency traffic. 

6. Designated staff member(s) nearest the lavatories will see that they are unoccupied. 
7. All personnel must leave the building. 
8. No one is to re-enter the building until the all clear is given. 
9.         In the event of a fire, pull the alarm, then, if it is safe to do so, notify the office of the location of the fire. 
10.       If an exit is blocked by fire, smoke, or any other obstruction, the students must be re-directed to the 

      next nearest exit.                          
 
           The route and exits will be displayed in each room of the building and are not to be removed. Fire drill 
instructions will be reviewed with each class that occupies that room. 
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SHELTER IN PLACE 
(Deployment of Hazardous Materials – Exterior to Building) 

 
When an announcement for all staff members to “shelter in place” is made, proceed immediately into the 
main building if you are outside and to your classroom.  Once you are at that location, do the following: 

 
- Close all windows and doors. 
 
- Separate exposed people from the rest of the school population and direct them to wash with soap and 

water.   
 

- If possible, provide alternative clothing for exposed people, have them shower  
and bag clothing they removed in sealed plastic bags. 

 
- Understand that designated staff members will shut off air-conditioning, heating, and ventilation in the 

building. This will create a neutral pressure and help prevent outdoor air from entering the facility while still 
providing for emergency lighting, some power, phones, the PA, and fire alarms.   

 
- Administrators will listen to local emergency management officials by staying    

tuned to media and emergency officials.   
 

- Follow directions of responding public safety officials.  
 

- If possible, minimize the introduction of outside air by placing items or towels in front of exterior door 
thresholds and use tape to seal exterior doors, windows and supply vents. 

 
If deployment of substance is indoors: 

 
- Evacuate occupants to area away from the threat area. 

 
- Separate exposed people from the rest of the population and direct them to wash with soap and water.  If 

possible, provide alternative clothing. 
 
            Document any specific exposures and the individual involved.   
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Hazard Identification 
 

Potential emergency sites: 
 
      Schools In District     Other Sites in Community 

 
 
 

Building Maps 
 

 School building MAPS on the following pages can be used to assist in the identification of potential 
emergencies.  These maps are used in our table top planning sessions.  

 



SOUTHAMPTON PUBLIC SCHOOL DISTRICT 
Southampton, New York 11968 

 

 28 
 

 
 

POST-INCIDENT RESPONSE TEAM 
 

for 
 

__________ ___________________________________ 
 

The purpose of the Post-Incident Response Team will be to evaluate the procedures and activities that  
occurred in response to the crisis procedure plan.  This team would develop recommended changes in  
procedures.   

 
        The Post-Incident Response Team may consist of: 
 

  Name Title  Phone #   
   
 1. Dr. J. Richard Boyes Superintendent of School 591-4510   

 2. Dr. Nicholas Dyno Assistant Superintendent 591-4545   

 3. Maria H. Smith Assistant Superintendent 591-4527   

 4. Mr. Randall Dobler Director of Facilities,       

   Operations & School Safety   591-4512 

 5. Ms. Denise Merchant Director P. P. S.   591-4583   

 6. Dr. Joseph Quinn School Physician 283-7733 

 7. _______________________ Principal    __________   

 8. _______________________ School Nurse __________   

 9. _______________________ Head Custodian __________   

10. _______________________ Teacher Representative __________ 

11. _______________________ Psychologist __________  

12. _______________________ Social Worker __________  

13. _______________________ PTA President __________  

14. _______________________  Suffolk County Police Liaison  ____________ 

15. ___________________________ Community Ambulance Liaison __________ 

16. _______________________ Community Fire Dept. Liaison __________ 

17. _______________________ Town Police Dept. Liaison __________ 

18. _______________________ Village Police Dept. Liaison __________ 
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