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Forward
Emergencies and violence in schools are issues that concern all students, staff, and
parents. Therefore, it is a priority of all employees of Monroe #1 BOCES to
provide a safe learning environment. Monroe #1 BOCES has developed a districtwide school safety plan to prevent and minimize violent incidents and to facilitate
the coordination of district and local area resources in the event of an emergency.
During an emergency, people may become easily confused, disoriented, and
worried. It can be difficult for an employee to recall specific procedures for
dealing with an emergency situation when overcome by these feelings. The quick
reference manual was developed to summarize many of the important procedures
listed in the school safety plan.
While the procedures in this manual are specific and deliberate, every situation is
unique. It is important to remember that in an emergency, decisions will have to
be made quickly. Administration, faculty, and staff will have to use their best
professional judgment based on the circumstances of the emergency.
All administration, faculty, and staff should review this manual and keep it
accessible for future reference. Within these pages, you can access procedures,
important phone numbers, and forms. When preparing for a potential emergency
situation, it is suggested that you refer to this manual to aid in your response. Also,
while preparing, discuss how different emergencies will be handled and what you
should be doing. It is important to ALWAYS HAVE A PLAN for what to
do in various emergencies. If there are questions or concerns, discuss this issue
with a supervisor or member of your building safety team, and/or call safety and
security for clarification. The more that everyone works together to prepare for an
emergency, the better prepared we are to handle any emergency situation. The
collaboration of efforts among employees is what makes Monroe #1 BOCES such
a successful organization.
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School Safety Teams
Monroe #1 BOCES has a District-Wide Health and Safety Team, and BuildingLevel School Safety and Crisis Response Teams that share responsibility for
emergency management and response to emergency situations. The teams assist in
carrying out the procedures outlined in this Quick Reference Manual.
Monroe #1 BOCES follows the federal directive to use the Incident Command
System (ICS) standards for Emergency Plans. FEMA has online training resources
that all citizens are encouraged to use, http://training.fema.gov/IS/NIMS.aspx.
Please consider taking the online course IS-100.SCa. Administrators are required
to take IS-100.SCa and IS-700.a.
Emergency Management follows a four phase process:
1.
2.
3.
4.

Mitigate risks
Prepare for hazards which cannot be prevented or mitigated
Respond to emergencies that occur
Recover from emergencies

The District Safety Team and Building School Safety and Crisis Response Team
staff the ICS roles, which are activated as needed, by the Incident Commander:
Incident Command
Operations
Planning
Logistics
Finance/Administration
The Incident Commander has overall responsibility for managing an incident by
establishing objectives, planning strategies, and implementing tactics.
The Incident Commander is the only position that is always staffed in ICS
applications. On small incidents and events, one person, the Incident Commander,
may accomplish all management functions. The Incident Commander is
responsible for all ICS management functions until he or she delegates the
function. As incidents grow, the Incident Commander may delegate authority for
performance of certain activities to the Command Staff and the General Staff.
These may include such positions as Public Information Officer, Safety Officer,
and Liaison Officer.
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Emergency Notification Procedures
Response A – Criteria




Incident is serious and/or life threatening.
Incident is in progress.
Immediate emergency services are needed
(ambulance, fire, police).





Response B – Criteria
Incident is important; however, no
immediate threat exists to people or
property.
Incident is not in progress.
No immediate need exists for emergency
services (ambulance, fire, police).

Employee Procedures
1. Call 911 and provide nature and location of
problem. For injuries, notify Health Office. Employee Procedures
1. Notify safety/security
2. Notify safety/security
2. Notify the building supervisor (principal or
3. Notify the building supervisor.
other administrator).
* Safety/security and the building
administrator have specific notifications they
will make once informed of the incident. The
school safety team will be formed based on the
situation and the emergency plan.
Response A – Examples
 Violent Situation
 Fire
 Gas Leak or Chemical Spill
 Environmental Problem
 Biological Hazard
 Natural Disaster
 Bomb Threat/Device












* The building supervisor and/or
safety/security will make decisions regarding
response and what notifications to make.

Response B – Examples
 Trespass
 Theft
 Property Damage

BASED ON AN ASSESSMENT OF THE CONDITIONS – DECIDE WHETHER
RESPONSE A OR B IS APPROPRIATE (SEE CRITERIA ABOVE)
Suicide Threats/Attempts
Harassment or Discrimination
Out of Control Behavior
Disorderly Behavior
Theft/Burglary
Medical Conditions/Illnesses
Accidents
Weapons
Assault
Drugs (if medical help needed, large quantities involved, or a threat exists, use Response A)
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Section I

Shelter-in-Place

Response
Options

Shelter-in-Place is the use of any classroom or other area within a building for the purpose of
providing temporary shelter from a hazardous material release, or for a weather-related situation.
Shelter-in-Place may also be used for Bomb Threats, as decisions are made about the response to
the threat. Upon an announcement to Shelter-in-Place, all staff should always scan their areas
for anything out of the ordinary (see also pg. 13-15 Bomb Threats).
1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:
a) Notify security, Health Office (if needed), and 911 as appropriate.
b) Notify staff, students and visitors via the PA system, by messenger, portable radio,
phone, or by bullhorn to “Shelter in Place.”
c) Instruct people in outside areas to go indoors and proceed to an interior area away from
exterior windows or doors—ideally the center of an office or classroom.
d) For a possible hazardous materials release, ensure that maintenance immediately shuts off
all heating, cooling, and ventilation systems.
e) For a weather-related situation, if deemed appropriate, give instructions to go to a
hallway or an internal room without windows and sit down on the floor.
f) Remain in contact with the police department, emergency responders, and security for
continuous information and instructions.
g) Keep staff and students notified of the status of the incident.
2. When a staff member is notified of a shelter-in-place, the staff member should adhere to the
following procedure:
a) Proceed to an interior area away from exterior windows or doors—ideally the center of
an office or classroom.
b) Close and move away from exterior doors and windows.
c) If the emergency is airborne (e.g., chemical release), attempt to block cracks around
doors and vents into the room when possible. Ensure all fans, heating, and airconditioning systems are turned off.
d) For a weather-related situation, when instructed, go to a hallway or an internal room
without windows and sit down on floor.
e) Continue to follow the instructions given by administration/emergency responders and
security.
f) Document all personnel in the room and report out to local public safety and facility
officials.
g) Do not allow anyone to leave the shelter during the emergency.
h) Document all people in the room/area, and note any absences and probable locations.
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Section I

Hold-in-Place

Response
Options

If there is an internal incident or administrative matter such as students fighting in a hallway, a
maintenance issue or medical emergency that requires students and staff movement be limited, a
“Hold-in-Place” may be initiated. This is intended to keep students and staff out of the affected
area until the situation can be rectified.
1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:
a) Notify security, Health Office (if needed), and 911 as appropriate.
b) Notify staff, students and visitors via the PA system, by messenger, portable radio,
phone, or by bullhorn to “Hold-in-Place.”
c) Instruct people to remain in classrooms or offices until it is all clear.

2. When a staff member is notifed of a hold-in-place, they should adhere to the following:
a) Stay in classroom or office, or if in the hallways, return to their classroom or office. If
the Hold in Place is announced between class periods, students will return to their
previous class to await instructions. If the route is blocked, students will go to the
nearest classroom and advise the teacher that they are unable to get to their class and
await instructions.
b) All available staff members will assist in maintaining order and accounting for
students. Remain in position until further instruction is given or remaining in place
compromises safety.
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Section I

Evacuation

Response
Options

Evacuation is the removal of students, faculty, and staff from district facilities.

1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:
a) Notify staff, students and visitors via the alarm system, the PA system, by messenger,
portable radio, phone, or by bullhorn to “Evacuate.”
b) Call 911 and notify security.
c) Direct staff, students and visitors to go to a designated evacuation area.
d) Instruct designated staff members to search all areas of building for stragglers.
e) Call the Superintendent’s office, which will ensure other necessary administrators are
notified.
f) If the students are to be dismissed for the day or transported to another site, organize a
system for an orderly and expeditious dismissal away from the building.
*Document all people in the area, and note any absences and probable locations.
g) Determine that the building is safe before resuming normal daily activity.
h) Prepare an incident report and submit to security.

2. When a staff member is notified of an evacuation, the staff member should adhere to the
following procedure:
a) Evacuate when you are notified via the alarm system, the PA system, by messenger or by
bullhorn.
 Assemble at a pre-determined evacuation area.
 Bring roster sheet.
b) Close classroom door and turn out lights as students leave.
c) Leave the building in an orderly manner following fire drill evacuation routes posted in
room.
d) Take attendance and supervise students until the emergency is over.
e) Await further instructions from an administrator before resuming normal daily activities.

3. When a relocation is announced, staff, students, and visitors are to move to your designated
relocation site or area.

School Safety Plan Reference Manual
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Section I

Evacuation

Response
Options

RELOCATION PLAN (ON CAMPUS SITES):
(Central Campus Only)
1. When the fire alarm sounds during severe weather conditions (extreme rain, snow, cold,
etc.), or in the event of another emergency requiring occupants to temporarily leave their
current location, the incident commander determines if students and staff need to relocate
to an alternate Central Campus location.
2. The direction to proceed to alternate locations will be transmitted to program staff via PA
announcement, radio or messenger. Radio communication to and within student
programs during all evacuations will be transmitted over radio channels 4 (EMCC), 5
(Creekside), or 6 (O’Connor Academy), depending on the needs of programs.
3. Relocation Sites/Alternate Locations:
Alternate locations for evacuating Buildings 1, 2 & 3:
 Creekside School moves to Building 10/O’Connor Academy, and O’Connor Academy
then moves to Building 4 shop areas.
 All other occupants from Buildings 2, 3 move to Building 9.
 EMCC classes from Building 1, and all other Building 1 occupants move to Building
4,5,6 classrooms/hallways.



Alternate locations for evacuating Buildings 4, 5 & 6:
EMCC moves to Building 1 hallways near Flagpole.
Deaf Education, Central Records and any remaining students, staff, visitors move to
Building 1.



Alternate locations for evacuating Buildings 9 & 10:
O’Connor Academy moves to Foreman Center cafeteria, and all other remaining
students, staff, visitors move to Building 2 hallways or Gyms.

4. Selected School Safety Team members will communicate with administrators in areas
receiving students. Moving to alternate locations will require preparations to account for,
and plan for the health and safety of all building occupants.
5. All students and staff will remain in the alternate location until the all-clear is
given to return, or directions are given to dismiss from the alternate location.
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Section I

Evacuation Away From Campus

Response
Options

(Central Campus Only)
Off-campus evacuation is the removal of students, staff and visitors away from district facilities.
Depending on the situation, the Superintendent may call for an “Early Dismissal.” However, in
the event of a more dangerous situation, such as with a railroad emergency, the Superintendent
may call for an evacuation away from campus.
1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:
a) Call 911 and notify BOCES Security.
b) Notify Superintendent’s Office.
c) Notify Transportation.
d) Ensure evacuation routes from the building are clear.
e) Make the decision to remain in the building and proceed with early dismissal procedures,
or to evacuate immediately to the relocation site.
f) Notify staff, students and visitors via the PA system, messenger, portable radio, phone.
Fire alarm would only be used as last resort. The notification message will state, “We are
activating our evacuation away from campus procedures. Please proceed to our off-campus
relocation sites.”
g) Organize a system for orderly and expeditious dismissal away from the building if
necessary.





Method of travel will be determined based on situation and level of severity/type of
emergency. This may include walking, or travelling by bus/car/fleet vehicle. Monroe
1 BOCES Transportation and other component Districts such as Penfield are available
to assist with busing.
(NOTE: Each program/school department will pre-plan the methods of travel in their
Building Level Emergency Response Plan. The planning process will also include
identifying those who are unable to walk or are otherwise vulnerable, and should stay
together as much as possible while moving).
Depending on the emergency, staff in departments or offices who are NOT responsible
for supervising students may be released/dismissed early for the day.
The School Resource Officer, other responding police, and security staff will assist
with traffic safety during the evacuation.

h) Provide instruction again to staff, students and visitors on the assembly points to be used.
i) Attendance should be taken prior to moving from classrooms.
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Section I

Evacuation Away From Campus

Response
Options

j) Assemble additional staff personnel to assist with evacuation.
k) Instruct designated staff members to search all areas of the building for stragglers.
l) Ensure staff is sent to evacuation site to check for safety concerns and ready the site.
m) Ensure attendance is taken when going to the evacuation site and on arrival.
n) Once at the relocation site, follow appropriate procedures for accounting for all persons
and family reunification as necessary.

2. When a staff member is notified of an evacuation, they should adhere to the following
procedure:
a) Inform students of the need to evacuate. Dress for the weather if possible.
b) Take attendance and continue to supervise any students until the emergency is over.
c) Proceed to the designated assembly area or shelter-in-place (Hazardous Materials) as
directed.
d) When leaving, close classroom door and leave the door unlocked.
e) Leave the building in an orderly manner; follow direction of incident commander.

Early Dismissal
In the event of an emergency that requires an early dismissal, each school or program will follow
communications procedures and notify the schools, Transportation departments, and parents of all
students being dismissed early from campus.
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Section I

Evacuation of Individuals with
Disabilities who are Non-Ambulatory

Response
Options

The evacuation of the site is best accomplished using the Evacuation/Fire Drill Procedures.
Evacuation Routes and outdoor assembly areas are pre-designated and regularly drilled. Specific
site personnel are designated to make a systematic final sweep through the site to ensure that a
total evacuation has occurred. A written plan is required that addresses emergency egress for
individuals with disabilities who are non-ambulatory on floor levels above and below grade
during any emergency exit. The following evacuation plan is in place for individuals with
disabilities who are non-ambulatory who are above and below grade level:








Students and/or personnel who are non-ambulatory individuals with disabilities will be
identified by each program or office.
Evacuation for non-ambulatory individuals with disabilities can be accomplished with the
assistance of designated staff members assigned to carrying out the responsibility of
moving the person with a disability out of the building per designated evacuation routes.
In the event that the non-ambulatory individual cannot be safely evacuated from the
facility, designated staff members are assigned to carrying out the responsibility of
moving the person with a disability to a specified “Area of Rescue Assistance” during a
fire incident or fire drill. This is an area, which has direct access to an exit, where people
who are unable to use the stairs may remain temporarily in safety to await further
instructions or assistance during emergency evacuation.
“Areas of Rescue Assistance” are designated by members of the District and Building
Safety Teams, with input from the local fire department and fire marshal.
If the individual is placed in designated “Areas of Rescue Assistance”, then an assigned
staff member will notify the fire department prior to arrival and direct them to the safe
area.
Individuals assigned to individuals with disabilities should be trained volunteers and
aware of the location of their charges at all times.

* During all fire drills, non-ambulatory individuals with disabilities should be full participants.
However, it is not necessary to remove individuals with disabilities from the safe area during the
drill. All actions necessary to move individuals with disabilities to safe areas should be practiced
as part of each drill.
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Section I

Lockdown

Response
Options

Lockdown is a method of protecting students, faculty, and staff from an internal or external
threat, such as a violent person, by excluding or isolating that threat.

1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:
a) Call 911 and notify security.
b) Notify staff, students and visitors via the PA system, by messenger, portable radios,
phone, or by bullhorn that “Building is in lockdown.”
c) Instruct staff to lock classroom doors and close windows, and follow lockdown
procedures.
d) Communicate with emergency responders and security to determine that the building is
safe before resuming normal daily activity.

2. When a staff member is notified of a lockdown, or deems that a lockdown should occur, the
staff member should adhere to the following procedure:
a) Move students from hallways and areas near your room into classrooms and offices.
b) Close and lock all doors and windows (LEAVE LIGHTS AND BLINDS AS THEY
ARE). Have students take a seated position, so that they are out of view from door
window, or exterior windows.
c) Ensure class roster is up to date and students are accounted for; any missing students
should be noted and communicated to emergency responders when safe.
d) Continue to follow the instructions given by administration, police, and security.
e) Do not open doors for anyone under any circumstances.
f) Do not allow anyone to leave the rooms during the emergency.
g) Await further instructions before resuming normal daily activities.
Lockdown will end ONLY when you are physically released from your room by
emergency responders including police, security, administration, or safety team.
*Do NOT respond to fire alarm unless imminent signs of fire are observed.
*Door windows may be temporarily covered and doors temporarily barricaded in the event
of an imminent threat of violence until there is no longer a threat.
*DO use professional judgment at all times!
A LOCKOUT is another option for response to an actual or potential threat from outside the
school building. In the event of a LOCKOUT, all exterior doors will be locked and all outside
activities will be terminated. All students, staff, and visitors who are outside should conduct a
reverse evacuation and return to their school building. Classes otherwise will continue as
normal. Classroom and office doors may be locked as an added precaution.
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Section II

Student Fight

Violence
and Crime

1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:
a) Assess the situation and intervene as appropriate.
b) Call security.
c) Verbally direct students to stop fighting, and make verbal contact in a calm, low-toned
voice.
d) Attempt to separate and guide the individuals to an isolated area so they can calm down
(those that are TCI trained may use the “Breaking Up a Fight Technique” as appropriate).
Contact Health Office as needed.
e) Direct available staff to assist with separation of students and crowd control (removing
others from area).
f) Call 911 if students refuse to cooperate and the safety of students and staff is at risk.
g) If necessary, call the Superintendent’s office, which will ensure that other proper
notifications are made.
h) Assist police in any way requested.
i) Follow up with mediation, problem solving, counseling, or disciplinary action in
accordance with the BOCES Code of Conduct.
j) Prepare an incident report and submit to security.
2. When a staff member is notified of, or observes a student fight, the staff member should
adhere to the following procedure:
a) Assess the situation and intervene as appropriate.
b) Call security and administration.
c) Verbally direct students to stop fighting, and make verbal contact in a calm, low-toned
voice.
d) Separate and guide the individuals to an isolated area so they can calm down (those who
are TCI trained may use the “Breaking Up a Fight Technique” as appropriate). Contact
Health Office as needed.
e) Assist with crowd control and direct others away from area.
f) Do not leave the students alone.
g) Never touch a violent student unless that student is causing harm to themselves or others
(avoid aggressive moves and provocative statements).
h) Remove or stay away from objects that may be used as weapons.
*Per the Monroe #1 BOCES Code of Conduct and Board Policy (# 6211):
In situations where alternative procedures and methods that do not involve the use of physical
force cannot reasonably be used, reasonable physical force may be used to protect oneself,
another student, teacher or any person from physical injury.
The goal of any physical intervention is SAFETY.
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Section II

Weapons Possession

Violence
and Crime

1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:
a) If a weapon (non-firearm) is reasonably suspected:
a) Call security.
b) Isolate the student with all personal possessions.
c) Ensure that at least two adults (administrator and security) are present at the meeting.
d) Tell the student what is suspected and ask the student to empty pockets and all
personal belongings. Maintain supervision and a safe distance at all times.
e) If the full search yields nothing, two adults and the student go to the student’s locker
for a search (if applicable).
f) If a weapon is found and is deemed illegal, notify 911 as appropriate.
g) Remove weapon away from area and secure in safe location.
h) Follow disciplinary action according to the BOCES Code of Conduct.

b) If a weapon is visible or suspected weapon is a firearm:
a) Call 911 and notify security.
b) Conduct a threat assessment and implement lockdown procedures.
c) Escort the police to the scene, and cooperate with police as directed.
d) Maintain calm and use professional judgment.

2. When a staff member is notified of, or observes an armed student, the staff member should
adhere to the following procedure:
a) Notify 911, an administrator or security ASAP, and advise whether a weapon is
suspected or visible.
b) Do not approach student, and do not attempt to confiscate the weapon.
c) Follow lockdown procedures as appropriate.
d) Try to calm the students and others.
e) If a weapon is visible in a classroom, or student is threatening, ask the student in a calm
voice for permission to evacuate the rest of the class.
f) Evacuate quietly, if allowed or able, to a protected area.
g) If evacuation is not allowed, keep talking with the student if this does not cause further
agitation.
h) Avoid any aggressive moves or provocative statements.
i) Follow directions of police upon their arrival.
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Section II

Bomb Threat/Threats of Violence

Violence
and Crime

1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:
a) Notify 911 and security that a threat has been received.
b) Notify the Superintendent’s office who will ensure other necessary notifications are
made.
c) Notify staff, students and visitors via the PA system, by messenger, portable radio,
phone, or bullhorn to “Shelter-in-Place.” Instruct everyone to remain where they are and
scan their areas for anything out of the ordinary.
d) Conduct a threat assessment with police and security and other District-Wide Health and
Safety Team Members. The decision to evacuate, relocate, dismiss early, or continue
with school is dependent on information received in the threat, and how credible the
information is.
e) Activate the Building-Level Safety Team and establish search teams of employees
comprised of Safety Team members, security, and maintenance. If the bomb threat is
credible or specific in nature, the Team should scan and clear another location to move
to, along with the route to this location. Under no circumstances are they to touch a
suspicious package. If at any time a suspicious object is located, STOP the search and
notify police.
f) If the threat is generic or non-specified, teams should scan common areas for anything
unusual.
g) After consulting with police, determine that the building is safe before resuming normal
daily activity.
2. When a staff member receives a bomb threat via telephone, the phone call recipient should
adhere to the following procedure (also see Page 16):
a)
b)
c)
d)

Do not hang up the telephone to call 911.
Keep the caller on the phone as long as possible.
Signal to another person to alert an administrator.
Write down everything that the caller says on the Monroe #1 BOCES Bomb Threat
Instructions.
e) Ask the caller all of the questions on the Monroe #1 BOCES Bomb Threat Instructions
(page 15).
f) While listening to the caller, try to estimate the caller’s age, sex, race and be sure to note
any background noises. This information will also go on the Monroe #1 BOCES Bomb
Threat Instructions.
g) Write down anything that you feel is important to the investigation.
* Staff members who become aware of other threats of violence should notify administration,
security, or mental health staff, who will conduct an immediate threat assessment and
response. All threats of violence must be reported!
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Section II

Bomb Threat (continued)

Violence
and Crime

3. When a staff member is notified about a bomb threat, the staff member should adhere to the
following procedure:
a)
b)
c)
d)
e)
f)

Listen to and follow all instructions given by administrators.
Bring students into the classroom.
Close all windows and doors.
Do not allow students to leave the classroom under any circumstances.
Ensure class roster is up to date and students are accounted for.
Scan his/her respective area for anything out of the ordinary. Notify
administration/security/police if anything out of the ordinary is observed. Scanning does
NOT involve touching or handling a suspect object.
g) Await further instructions before resuming normal daily activity.
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Section II

Violence
Bomb Threat Instructions (Called in) and Crime
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Section II

Suicidal/Homicidal Threats

Violence
and Crime

1. ROLE OF ALL BOCES #1 STAFF
Each employee faces the possibility of supervising a student who indicates thoughts of
suicide or homicide. All staff at all levels (to include: Transportation, Operations and
Maintenance, Food Services, Clerical…) are responsible for making sure that:
a. Each threat, gesture, or attempt is taken seriously
b. No student indicating suicidal or homicidal concerns is left alone at any time
c. The concern, including:
 students involved
 time of statements or event
 location where this occurred
 specific statements
are referred immediately to the program based mental health staff or administrator
directly responsible for that student or your immediate supervisor. That
supervisor will then contact the Coordinator of Mental Health or school based
mental health staff.
d. In instances when a weapon may be involved, Security should be contacted
immediately.
e. If no program based mental health person is available, appropriate community
resources should be contacted: i.e. 911.
2. ROLE OF MENTAL HEALTH STAFF AND ADMINISTRATORS
It is the responsibility of program based mental health to assess the potential threat and, in
collaboration with administration, make decisions that ensure the safety of all students during
the course of the threat, as well as after the student returns to school and document all
interventions and contacts made.
3. DUTY TO WARN
Duty to warn refers to the responsibility of school staff to breach confidentiality if a student
or other identifiable person is in clear or imminent danger. In situations where there is clear
evidence of danger to the student or other persons, staff must determine the degree of
seriousness of the threat and notify the person in danger as well as those who are in a position
to protect that person from harm.
Clear documentation of the threat and the content, timing and staff involved in notifying
individuals in danger and those in position to protect those is crucial.
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Section II

Civil Disturbance

Violence
and Crime

1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:
a) Contact 911 and security.
b) Notify staff and have students move away from areas where violent confrontation may
occur. Implement lockdown if potential violence exists.
c) Isolate problematic individuals.
d) Delay school dismissal, until it is safe to do so.
e) Update staff before school begins the following day.
f) Ensure counselors are notified and available for students following the incident.

2. When a staff member is notified of, or observes a civil disturbance, (riot, sit-in, racial
conflict, long altercation), the staff member should adhere to the following procedure:
a) Contact an administrator and security and provide the location, what is taking place, number
of people involved, and intentions of the group.
b) Move students away from areas where violent confrontations may occur.
c) Await further instructions from administration.
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Section III

Intruders

Student
Welfare

1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:
a) Determine whether the person is a legitimate visitor, or a threat to school safety.
b) Escort visitors to the security booth or main office to sign in and obtain a badge.
c) If the person is suspected of posing a threat, call 911 and security immediately and
initiate school lockdown if person becomes violent and/or has a weapon.
d) Do not engage in violent confrontation.
e) Identify the person, his/her location and note if any weapons are visible.
f) Take appropriate steps to ensure safety for yourself and your students.
g) Cooperate with security and police as directed.

2. When a staff member is notified of, or observes an intruder, the staff member should adhere
to the following procedure:
a) Determine whether the person is a legitimate visitor or a threat to school safety.
b) Escort visitors to the information booth to sign in and obtain a badge.
c) If the person is suspected of posing a threat, contact an administrator and security
immediately and follow lockdown procedures.
d) Do not engage in violent confrontation.
e) Identify the person, his/her location and note if any weapons are visible.
f) Take appropriate steps to ensure the safety of yourself and your students.

* Always Exercise “Situational Awareness” by asking:

“Does this person belong at this place
at this time?
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Section III

Kidnapping

Student
Welfare

1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:
a)
b)
c)
d)

Immediately call 911 and notify security.
Initiate school lockdown, if necessary.
Notify the child’s guardian.
Gather and record pedigree information regarding the missing child.
 Sex, race, height, weight, hair and eye color, clothing and anything else that may
distinguish the child.
e) Refer media calls to The Coordinator of School-Community Relations.
f) Cooperate with police as directed.

2. When a staff member is notified of, or observes a kidnapping, the staff member should
adhere to the following procedure:
a) Immediately call 911 and notify security and an administrator.
b) Gather and record pedigree information regarding the missing child.
 Sex, race, height, weight, hair and eye color, clothing and anything else that may
distinguish the child.
c) Identify the last person(s) who were with the child.
d) Try to identify any potential witnesses.
e) Await further instructions from administration and police.
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Section III

School Bus Accident

Student
Welfare

1. When a school bus driver is involved in or observes a school bus accident, that school bus
driver should adhere to the following procedure:
a)
b)
c)
d)

Contact the transportation supervisor immediately, regardless of severity.
Ensure children are out of the danger area.
Notify transportation office if police, fire or ambulance is necessary.
Await further instructions from the transportation supervisor.

2. When the transportation supervisor is notified of a school bus accident, the transportation
supervisor should adhere to the following procedure:
a)
b)
c)
d)
e)

Notify 911, if necessary.
Notify the district office and security of the incident.
Drive out to the accident scene.
Update the district office every 20-30 minutes, or as necessary.
Complete the “Dispatcher’s Accident Checklist.”

3. When a building administrator is notified of a school bus accident, the administrator should
adhere to the following procedure:
a) If accident occurs on way home from school, notify the parents of children who are
injured or will be late arriving home, and notify parents of any other students involved in
accident. Advise parents to assess and monitor their child and seek medical attention if
appropriate.
b) If accident occurs on way to school, ensure that students who arriving to school or to
worksite after a bus accident are evaluated by a school nurse.
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Section IV

Fire/Explosion

Facility
Emergencies

1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:
a) Pull the fire alarm, if not already pulled.
b) Evacuate staff, students and visitors from the building following fire drill evacuation
procedures (posted in room).
c) Use stairs only; do not use elevators.
d) From a safe location, dial 911 to report the fire.
e) Review class rosters with teachers.
f) Instruct designated staff to identify or search for any missing staff or students.
g) If the students are to be dismissed for the day, organize a system for an orderly and
expeditious dismissal away from the building.
 Ensure that students and staff have been accounted for.
h) If the fire department determines that the building is safe to re-enter, signal “all-clear”
and resume normal daily activities.

2. When a staff member observes smoke or a fire, the staff member should adhere to the
following procedure:
a) Pull the fire alarm to evacuate the building.
b) Move away from fire and smoke. Close doors and windows if time permits.
c) Use stairs only; do not use elevators.
d) From a safe location, dial 911 to report the fire.
e) Assist students exiting the building following fire drill evacuation procedures (posted in
room).*
f) Take attendance and supervise students until the emergency is over.
 Ensure that students and staff have been accounted for.
 Notify administrator if any students or staff are missing.
* If all exit routes are blocked by smoke:


Stay calm and crawl low beneath the smoke. The air is easier to breathe near the
floor.



If trapped in a room, close all doors between you and the smoke. Seal the crack
around the doors and vents.



Signal at a window to rescuers.



If there is a phone in the room, call 911, give them your exact location, even if first
responders are on scene.
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Section IV

Gas Leak

Facility
Emergencies

1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:
a) Call the security office, which will notify maintenance.
b) If determined to be serious, announce evacuation away from affected area.
 Do not use fire alarm.
c) Check with teachers for missing students.
d) Notify nurses to provide emergency first aid at the location where students are gathered.
e) Cooperate with police and emergency responders as directed.
f) Follow evacuation procedures found on pages (8-10).

2. When a staff member is notified of, or observes a gas leak, the staff member should adhere to
the following procedure:
a)
b)
c)
d)
e)

Notify an administrator and security immediately.
Evacuate to designated areas and account for students.
Follow evacuation procedures found on pages (8-10).
Maintain supervision.
Await further instructions from administration.
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Section IV

Power Outage

Facility
Emergencies

1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:

a) Immediately assess the building for safety concerns. Notify building operations
and security to assist with problem evaluation and emergency response options.
b) The fire alarm should be activated to evacuate building if there are any questions
as to the safety of building occupants.
c) If no safety concerns are observed, advise staff and students to shelter-in-place in
areas where emergency lighting is in place. Flashlights should be accessible for
assistance with visibility.
d) Make informed decisions to hold in place, temporarily relocate, or dismiss early
based on the evaluation and assessment of problem.
e) Coordinate with utility officials and other emergency responders as appropriate.

2. When a staff member is notified of, or becomes aware of a power outage or electrical systems
failure, they should:
f) Notify an administrator and security immediately.
g) Hold in place, maintain supervision, and account for all students.
h) Await further instructions from administration.
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Section IV

Carbon Monoxide Alarm

Facility
Emergencies

1. When a staff member hears a carbon monoxide alarm sounding the distinctive 4 beeps, 5
second pause, and repeat, they must move themselves and any students in the area from the
area of the alarm.
a) If many alarms in their immediate area are sounding, move themselves and students
to the fire alarm drill location posted in the room.
b) If only the alarm in their room is sounding, they should consider the exterior weather
conditions and move to their exterior fire alarm drill location if the weather is
reasonable or to a large room area within their building such the cafeteria or gym if
that area has not alarmed.
c) Take the roster sheet.
d) Close the alarmed room door and turn out the lights as staff and students leave.
e) Take attendance and supervise students until the emergency is over.
f) Await further instructions from an administrator before resuming normal daily
activities.
2. Staff, upon hearing a carbon monoxide alarm NOT in their immediate area, must report the
alarm to security by phone call or by runner to the nearest security booth.
3. Security will:
a) Notify the highest ranking Administrator on site.
b) Notify Maintenance who may be able to turn off the source of the carbon monoxide.
c) Order not less than a pair of staff members to search the area of alarm for stragglers,
insuring one person outside of the alarmed area remains in contact with person(s)
within an alarm area.
d) At the conclusion of this incident, prepare an incident report for the Superintendent’s
review.
4. The highest ranking Administrator should assume Incident Command or appoint an Incident
Commander. The Incident Commander should:
a) Assess the size of the alarmed area within the building.
b) Determine the appropriate response: local or general evacuation.
c) Order the appropriate response (evacuation procedures on pages 8-10).
d) Contact 911 and first responders as appropriate, insuring understanding that it is a
carbon monoxide alarm, not a fire alarm.
e) Order status communication to the Superintendent, if not present, and the rest of the
staff.
f) If students are to be dismissed for the day or transported to another site, organize a
system for an orderly and expeditious dismissal.
Determine that the building is safe before ordering resumption of normal daily activities.
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Section V

Active Shooter

Other
Threats

The first individual(s) to hear or witness shots fired or recognize the potential for an active
shooter should activate the ERP immediately, taking the necessary response actions to keep
everyone safe. Notifications to the main office and to 911 should be made if possible.
Appropriate announcements shall be made and the Incident Commander shall implement
the procedures specified in this annex.
1. Incident Commander Actions
 Determine what procedures should be activated depending on the location and
nature of the shooter.
 Issue instructions, e.g. lockdown or evacuation depending on the situation.
 Notify law enforcement, provide location and description of the shooter if
possible.
 Notify schools buses to not enter the school grounds.
 Activate Communications Annex.
 Coordinate with emergency responders at the command post; provide site map
and keys.
 Be available to deal with the media and bystanders and keep site clear of
visitors.
 When it is safe to do so, implement Accounting for All Persons and Family
Reunification Annexes.
2. Staff Actions
 Use Extreme Caution
 Implement the appropriate response procedure to keep students safe, including
taking cover for protection from bullets.
 Make appropriate notifications, provide description and location of the shooter
if possible.
 When law enforcement arrives, ensure everyone puts items down, raises their
hands and spreads their fingers, keeps hands visible at all times, avoids making
quick movements and avoids pointing, screaming or yelling.
 When safe to do so and instructed by the Incident Commander implement
Accounting for All Persons and Family Reunification Annexes.
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Section V

Railroad Emergency Procedure
(Central Campus)

Other
Threats

When a railroad derailment occurs at the Central Campus, or in close proximity to campus, the
following should occur immediately:
1. Call 911 to report the emergency. If possible, provide 911 with railroad car container
shapes, hazardous material signs, smoke color and any indications of fumes present.
DO NOT APPROACH THE ACCIDENT SITE!
2. The Conrail track identification numbers are:
 Main Campus Crossing ID Number 521 104 V, Milepost QW 349.97
 Transportation Bus Garage Crossing ID Number 514 569 P, and Milepost QC
362.25
3. Evacuate Buildings 4,5,6 and Buildings 8,9,10 to Buildings 1,2,3: Occupants of
Buildings 4, 5 & 6 evacuate to Building 1 Hallways near Flagpole.
Occupants of Buildings 9&10 evacuate to Foreman Center Cafeteria.
4. Occupants of Buildings 1,2,3 should begin to shelter-in-place (Hazmat) following the
guidelines within the School Safety Plan Quick Reference Manual, (page 7).
5. Ensure all outside activities are terminated and individuals shelter-in-place (Hazmat)
within Building 1,2,3.
6. Take attendance.
7. A BOCES representative should be ready to meet the fire department upon arrival.
Inform the fire department of the shelter-in-place (Hazmat) situation and let the First
Responders know how many students and staff are inside the building. Ask where the
Incident Command Post (ICP) is located and the ICP phone number. Coordinate to have
an off-campus BOCES representative transition to the ICP to perform liaison duties.
8. Stop all inbound school bus traffic to the campus via a radio transmission from the bus
garage or via bus driver cell phones if possible.
Determine how many BOCES buses and other mutual aid buses are available for student
evacuation if needed. DO NOT BEGIN BUS EVACUATION UNLESS DIRECTED BY THE
FIRE DEPARTMENT INCIDENT COMMANDER.
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Section V

Biological Threat

Terrorism

1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:
a) Call 911 and notify security immediately.
b) Turn off ventilation systems to limit air movement.
c) Follow instructions given by 911 operator until police arrive.

2. If a staff member receives a biological threat such as anthrax via telephone, the call recipient
should adhere to the following procedure:
a)
b)
c)
d)

Do not hang up the telephone to call 911.
Keep the caller on the phone as long as possible.
Signal to another person to alert an administrator.
Write down everything that the caller says on the Monroe #1 BOCES Bomb Threat
Instructions (see page 16).
e) Ask the caller all of the questions on the Monroe #1 BOCES Bomb Threat Instructions.
f) While listening to the caller, try to guess the caller’s age, sex, race and be sure to note
any background noises. This information will also go on the Monroe #1 BOCES Bomb
Threat Instructions.
g) After the call is over, write down anything that you feel is important to the investigation
immediately.

3. If a staff member opens a letter or a package which threatens biological exposure such as
anthrax, the staff member should adhere to the following procedure:
a)
b)
c)
d)
e)
f)
g)

Immediately re-close the letter or package.
Cover with a box or larger envelope.
Avoid further contact.
Prevent people from entering or exiting the room.
Notify an administrator and security outside of the exposure area.
Avoid touching face or mucus membranes.
Reduce air movements by shutting off fans and closing windows.
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Section V

Radiological Threat

Terrorism

1. The highest ranking Administrator on site should assume Incident Command or appoint an
Incident Commander. The Incident Commander should:
a) Call 911 and notify security immediately.
b) Work closely with the County Emergency Management Coordinator to develop a plan of
action.
c) Notify staff of appropriate emergency response option.

2. When a staff member is notified of a radiological threat, the staff member should adhere to
the following procedure:
a) Immediately notify an administrator and security.
b) Await further instructions from administration and police/County Emergency
Management Coordinator.
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Section VI

Medical Emergency

Medical
Emergencies

Medical emergencies may strike at any time. They may range from a simple bruise to more
serious medical events such as broken bones, heart attacks, and strokes.
Many BOCES personnel are trained and certified in both CPR and general first aid. In case of
medical emergency, they are available to assist until the outside emergency responders arrive on the
scene.
Emergency training is recommended for occupants of the facility, including cardiopulmonary
resuscitation (CPR), first aid, fire extinguisher training, and security awareness. Employees
should report all exposures to blood and body fluids to your administrator. First aid equipment is
distributed throughout the facility offices.
AED locations can be found on the cover of the District Telephone Directory or through the
following link: http://www.monroe.edu/files/filesystem/aed%20locations.pdf

1) When a staff member or administrator observes or receives information about a serious
medical emergency, they should adhere to the following procedure:
a) Assess the scene for safety before proceeding.
b) Call (or direct another to call) the nearest Health Office.
c) If victim is not breathing and/or does not have a pulse, call 911 and ask for advanced life
support for possible cardiac arrest. Call (or direct another to call) the Health Office (or
office with closest AED), and advise that AED is needed. Be sure to give details about
your location.
d) If possible, initiate CPR.
e) Identify someone to notify security (383-2298).

2) When a staff member or administrator gives first aid:
a) Assess the scene for safety before proceeding.
b) Call (or direct another to call) the nearest Health Office.
c) Wear protective equipment, such as gloves, or supply victim with supplies for their own
use.
d) Call 911 if someone is seriously ill or hurt, or you feel immediate emergency care is
required.
e) Administer first aid as necessary and appropriate.
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Section VI

Pandemic

Medical
Emergencies

1) When an administrator is notified of a pandemic, the administrator should follow the
preparedness guidelines as specified in the Monroe #1 BOCES Pandemic Plan and in their
individual school/department emergency plan.
In the event of a pandemic, the Superintendent or District/Building Incident Commanders
will activate School Safety Teams as necessary to assist in carrying out the components of
the pandemic plan.
During a pandemic, if an administrator is notified that a student or staff member has become
ill during the school day, the administrator should:
a) Direct the person to the Health Office for evaluation.
b) When indicated by the school nurse, ensure that the ill person leaves the school as
soon as possible, and does not return until the exclusion period has been met.
c) Ensure that the guidelines set forth by the Monroe County Health Department
(regarding standard baselines for staying home and returning to school) are
adhered to.

2) During a pandemic, when a staff member becomes ill during the school day or if someone
observes that another person is exhibiting symptoms of influenza at school, the staff member
should adhere to the following procedure:
a) Contact Building Principal or Supervisor.
b) Go to the nearest Health Office for evaluation. This could be the Health Office
within BOCES locations or a district building. The purpose of this visit is to
provide further recommendations and instructions based on that assessment.
c) Adhere to guidelines set forth by the Monroe County Health Department
regarding standard baselines for staying home and when they may return to work.
Procedures for Attendance:
a) Staff assigned in a program/department to receive absence calls will use a script
provided for eliciting information from parents and staff. Information will be
recorded on forms provided which will be sent to the Health Office or Executive
Coordinator of Health Services by noon each day.
b) All students who become ill during the school day must be seen in the Health
Office prior to dismissal from school.
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Section VII

Other Crises

Trauma,
Illness,
Grief

1. When a staff member receives initial notification of severe, chronic or life-threatening illness
of a student, staff member, or their family members, the staff member should adhere to the
following procedure:

a) Contact Building Principal.
b) Contact classroom mental health worker.

2. When a student or staff member experiences death of a family member/significant other,
witnesses a tragedy, or experiences a traumatic event, the staff member who receives initial
notification should adhere to the following procedure:
a) Contact Building Principal.
b) Contact classroom mental health worker immediately.
*The administrator then will:
a) Contact the Superintendent of Schools, Assistant Superintendent for Instruction,
Coordinator of Mental Health and Coordinator of School/Community Relations as
needed.
b) Initiate the phone tree alerting the Building Safety Team and/or TIG team if needed, and
determine a plan of action.

3. When the school is faced with the death of a student or staff member(s), the staff member
who receives initial notification should adhere to the following procedure:
a) Contact Building Principal.
b) Contact classroom mental health worker immediately.

*The administrator then will:
a) Contact the Superintendent of Schools, Assistant Superintendent for Instruction,
Coordinator of Mental Health and Coordinator of School/Community Relations as
needed.
b) Initiate the phone tree alerting the Building Safety Team and/or TIG team if needed, and
determine a plan of action.
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Section
VIII

After-Hours Emergencies

Response
Options

For after-hours emergencies, including evenings and weekends, staff members should follow the
emergency notification procedures as follows:


Call 911, provide nature and location of problem, and take protective action as necessary.
If medical in nature:
o Assess the scene for safety before proceeding.
o If victim is not breathing and/or does not have a pulse, call 911 and ask for
advanced life support for possible cardiac arrest.
o Initiate CPR if possible.
o For evening classes and activities, locate the nearest AED, bring to victim and
follow directions from AED machine.
o Send someone to direct EMS personnel to the scene.
o Designate someone to complete the AED response form.
o Notify safety/security: #2298 OR (737-7915)



Notify appropriate administrator.

When a staff member is notified of an evacuation after 6 P.M., the staff member should adhere to
the following procedure:
a) Evacuate when you are notified via the alarm system, the PA system, by messenger or by
bullhorn.
b) Assemble at a pre-determined evacuation area.
c) Bring class roster sheet.
d) Close classroom door and turn out lights as students leave.
e) Leave the building in an orderly manner.
f) Take attendance and supervise students until the emergency is over.
g) Notify program administrator and await further instructions before resuming normal daily
activities.

For other incidents, follow response options as suggested in this guide as appropriate, and notify
Security (737-7915).
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Section IX

Emergency Phone Directory

Emergency Phone Numbers

Law Enforcement Agencies

FIRE, POLICE, AMBULANCE 911

BRIGHTON P.D.

473-3164

Safety and Security

383-2298

East Rochester P.D.

586-4399

Health Office (Foreman)

383-6416

Fairport P.D.

223-1740

Operations & Maintenance 383-2291

F.B.I.

546-2220

Environmental Health

383-2289

Rochester P.D.

428-6720

Main Switchboard
District Superintendent

377-4660
383-2200

Monroe County Sheriff
N.Y.S. Police Troop E

428-5245
279-8890

Transportation
Food Services
Mental Health Office

383-6666
387-3830
383-2261

Monroe County Office Emergency
Preparedness
473-0710

Emergency Medical Services

Fire Departments

Brighton Volunteer
East Rochester Volunteer
Henrietta Volunteer
Honeoye Falls Volunteer
Irondequoit Volunteer
Mercy Flight Central
Monroe
Penfield Volunteer
Perinton Volunteer
Rush Volunteer
West Webster Ambulance
Pittsford Volunteer

Brighton F.D.
Bushnells Basin F.D.
East Rochester F.D.
Fairport F.D.
Henrietta F.D.
Honeoye Falls F.D.
Mendon F.D.
Penfield F.D.
Pittsford F.D.
Rush F.D.
Webster F.D.
West Brighton F.D.
West Webster F.D.

271-2718
586-5723
334-4190
624-2200
544-5112
396-0584
454-6210
872-6060
223-4150
533-2058
671-4141
385-2401

Area Hospitals
Highland Hospital
Monroe Community
Park Ridge
Rochester General
Strong Memorial

381-1122
248-9403
381-1112
223-9220
334-1234
624-1100
624-1738
586-2413
586-8967
533-1155
265-3650
424-1414
671-3211

Important State and Local Numbers
473-2200
760-6500
723-7000
922-4000
275-2100

Health Department
274-6000
NYS Haz-Mat Reporting 226-2466
NYS Office of Child Abuse-Maltreatment
1-800-342-3720
Water Authority
442-2000
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New York Education Law Section
807
1.

It shall be the duty of the principal or other person in charge of every public or private
school or educational institution within the state, other than colleges or universities, to
instruct and train the pupils by means of drills, so that they may in a sudden emergency
be able to respond appropriately in the shortest possible time and without confusion or
panic. Such drills shall be held at least twelve times in each school year, eight of which
required drills shall be held between September first and December thirty-first of each
such year. Eight of all such drills shall be evacuation drills, four of which shall be through
use of the fire escapes on buildings where fire escapes are provided or through the use
of identified secondary means of egress. Four of all such required drills shall be lockdown drills. Drills shall be conducted at different times of the school day. Pupils shall be
instructed in the procedure to be followed in the event that a fire occurs during the
lunch period or assembly, provided however, that such additional instruction may be
waived where a drill is held during the regular school lunch period or assembly. Four
additional drills shall be held in each school year during the hours after sunset and
before sunrise in school buildings in which students are provided with sleeping
accommodations. At least two additional drills shall be held during summer school in
buildings where summer school is conducted, and one of such drills shall be held during
the first week of summer school.
1-a. In the case of after-school programs, events or performances which are conducted
within a school building and which include persons who do not regularly attend classes
in such school building, the principal or other person in charge of the building shall
require the teacher or person in charge of such after-school program, event or
performance to notify persons in attendance at the beginning of each such program,
event or performance, of the procedures to be followed in the event of an emergency so
that they may be able to respond in a timely, orderly manner.

2. It shall be the duty of the board of education or school board or other body having
control of the schools in any district or city to cause a copy of this section to be printed in
the manual or handbook prepared for the guidance of teachers, where such manual or
handbook is in use or may hereafter come into use.
3. It shall be the duty of the person in charge of every public or private college or
university within the state, to instruct and train the students by means of drills, so that they
may in a sudden emergency be able to leave the college or university building in the
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shortest possible time and without confusion or panic. Such drills shall be held at least three
times in each year, one of which required drills shall be held between September first and
December first of each such year. In buildings where summer sessions are conducted, one of
such required drills shall be held during the first week of such summer session. At least one
of such required drills shall be through use of the fire escapes on buildings where fire
escapes are provided. At least one additional drill shall be held in each year during the hours
after sunset and before sunrise in college or university buildings in which students are
provided with sleeping accommodations.

4. Neglect by any principal or other person in charge of any public or private school or
educational institution to comply with the provisions of this section shall be a misdemeanor
punishable at the discretion of the court by a fine not exceeding fifty dollars; such fine to be
paid to the pension fund of the local fire department where there is such a fund.
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