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I. INTRODUCTION 
 
A. Purpose of the Plan 

 
The purpose of the Granby Public Schools Emergency Operations Plan (EOP) is to identify and 
respond to incidents by outlining the responsibilities and duties of the Granby Public Schools 
and employees, as well as The MacDuffie School. Developing, maintaining, and exercising the 
plan empowers employees in an incident to act quickly and knowledgably. In addition, the plan 
educates staff, faculty, students, and other key stakeholders on their roles and responsibilities 
before, during, and after an incident. This plan provides parents and other members of the 
community with assurances that the Granby Public Schools have established guidelines and 
procedures to respond to incidents/hazards in an effective way. 

 
The developed guidelines and procedures for dealing with existing and potential student and 
school incidents are defined in the plan below. The basic plan and the functional and hazard-
specific annexes outline an organized, systematic method to prevent, protect, mitigate, respond 
to, and recover from incidents. Faculty and staff will be trained to assess the seriousness of 
incidents and respond according to these established procedures and guidelines. The Granby 
Public Schools will regularly schedule inservice training for faculty and staff, including the 
faculty and staff of The MacDuffie School. 

 
B. Scope of the Plan 

 
The Granby Public Schools Emergency Operations Plan outlines the expectations of 
staff/faculty; roles and responsibilities; direction and control systems; internal and external 
communications plans; training and sustainability plans; authority and references as defined by 
local, State, and Federal government mandates; common and specialized procedures; and 
specific hazard vulnerabilities and responses/recovery. 

 
1. Definitions 

 
Event: An event is an occurrence, function, state or status that may positively or negatively 
impact or affect the immediate or continued operation of the school district or parts therein. 
The event may or may not require proactive or responsive action on the part of the district.  
 
Incident: An incident is an occurrence – natural, technological, or human-caused – that 
requires a response to protect life or property. The principal/building administrator shall have 
the authority to determine when an incident has occurred and to implement the procedures 
within this Emergency Operations Plan. 

 
Hazards: Hazards include situations involving threats of harm to students, personnel, and/or 
facilities. Hazards include but are not limited to natural, technological, and human-caused 
incidents. Hazards may require an interagency response involving law enforcement and/or 
emergency services agencies depending on the size and scope of the incident. The following 
definitions describe the types of responses to assessed hazards that require action on the part 
of the Granby Public Schools and other agencies: 
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Prevention:  Prevention means the capabilities necessary to avoid, deter, or stop an 
incident or hazard. Prevention is the action schools take to prevent a threatened or actual 
incident from occurring.  
 
Mitigation:  Mitigation means the capabilities necessary to eliminate or reduce the loss of 
life and property damage by lessening the impact of an event or emergency. In this 
document, “mitigation” also means reducing the likelihood that threats and hazards will 
happen.  

 
Response: Response means the capabilities necessary to stabilize an emergency once it has 
already happened or is certain to happen in an unpreventable way; establish a safe and 
secure environment; save lives and property; and facilitate the transition to recovery.  

 
Recovery: Recovery means the capabilities necessary to assist schools affected by an event 
or emergency in restoring the learning environment. The recovery phase includes an 
understanding that the restoration of the learning environment may be forever changed as 
a result. It is important to attend to what may be a “new normal” for the schools and the 
town as a whole. 

 
2. School Committee Policy Statement 

 
The Granby Public Schools Emergency Operations Plan operates within the framework of the 
Granby Public Schools and Town of Granby policies/procedures. Additionally, The MacDuffie 
School will operate within its policies and procedures 
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C. Situation Overview/Hazard Analysis Summary 
 

1. School Population 
 

a. General Population 
 

Granby Public Schools’ current enrollment is approximately 820 PK-12 students located in three 
buildings in and around the town’s center. These students are supported by a committed staff and 
faculty consisting of: 
 80 Teachers and specialists 
   9 Administrators 
   8 Secretarial/Clerical staff 
 19 Paraprofessionals 
 12 Food Service Workers (outsourced to Chartwells) 
   7 Maintenance/Custodial staff 
   1 School Resource Officer 
 

The MacDuffie School’s current enrollment is approximately 292 Grades 6-12 students: 146 
boarding students and 146 day students. These students are supported by a committed staff and 
faculty consisting of: 
 42 Teachers and specialists 
 16 Administrators 
 4  Administrative Assistants 
 12 Residential Assistants (who live in the dorms) 
 14 Food Service  
 6 Housekeeping 
 3 Maintenance 

 
A master schedule of where classes, grade levels, and staff are located during the day is provided 
to each classroom and is available in the main office of each school. The master schedule is also 
located in Appendix A as a reference. 

 
b. Special Needs Population 

 
The Granby Public Schools are committed to the safe evacuation and transport of students and 
staff with special needs. The special needs population includes students/staff with: 
 Limited English proficiency, 
 Blindness or visual disabilities, 
 Cognitive or emotional disabilities, 
 Deafness or hearing loss, 
 Mobility/physical disabilities (permanent and temporary), and 
 Medically fragile health (including asthma and severe allergies). 

The Granby Public Schools’ current enrollment of students with special needs is approximately 
130; however, this number will fluctuate. Students and/or staff may require additional assistance 
if they are temporarily on crutches, wearing casts, etc. at both the Granby Public Schools and 
The MacDuffie School. 
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Classrooms containing students and staff that require additional assistance during an incident will 
be noted by an asterisk next to the room number during the applicable class period(s) on the 
master schedule. The list of students and staff names with special needs along with their 
schedules can be found in Appendix B. Staff members that have been trained and assigned to 
assist the special needs population during drills, exercises, and incidents are listed in Appendix B. 
 
2. Granby Public Schools Building Facts 

 
Locations and key information regarding the Granby Public Schools and The MacDuffie School 
along with maps of the buildings annotated with evacuation routes, shelter locations, fire alarm 
pull stations, fire hydrants, fire extinguishers, first aid kits, hazardous materials storage, and 
utility shutoffs are included in Appendix C. All custodial staff members are required to know 
these locations as well as how to operate the utility shutoffs.  

 
3. Hazard Analysis Summary 

 
The Granby Public Schools are exposed to many hazards, all of which have the potential 
for disrupting the school community, causing casualties, and damaging or destroying public 
or private property. 

 
The Granby Emergency Operations Plan Task Force completed a thorough hazard analysis to 
identify any circumstances in or near the schools that may present unique problems or potential 
risk to people or property. The interior and exterior portions of all school buildings and school 
grounds have been assessed for potential hazards that may impact the site, the staff, and the 
students. Identified hazards have been assessed by risk and likelihood. The table below briefly 
discusses Granby Public Schools’ high-priority hazards including flood, severe storm, fire, 
chemical, intruder, civil disturbance, terrorism, medical, and drinking water/septic system. 

 

Table 1. High-Priority Hazards 
Severe Storm 
 

Granby and its surrounding areas are vulnerable to severe local storms. The effects are 
generally transportation problems and loss of utilities, but can vary with the intensity of the 
storm, the level of preparation by Granby Public Schools, and the equipment and staff 
available to perform tasks to lessen the effects of severe local storms. 
 
During winter storm Alfred in the fall of 2011, high snowfall and unusually cold temperatures 
resulted in significant snow accumulations. The impact on the community was widespread with 
power outages, interruptions of communications, and damage to area trees. Granby Jr.-Sr. 
High School was opened as a shelter for the residents. A cooperative effort of the town, police, 
fire/EMS, and school department worked to ensure that a warm and safe shelter was available 
for residents. Lessons learned from that experience have assisted in the development of this 
plan 
 
In June 2011, we nearly missed an EF3 tornado that impacted much of Western 
Massachusetts. The experiences of the surrounding communities that bore the brunt of this 
storm have also assisted in the development of this plan, including The MacDuffie School, 
which was directly in its path at its former location. 
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Flood 
 

Flooding could threaten the safety of students and staff whenever storm water or other 
sources of water threaten to inundate school grounds or buildings. Flooding may occur if a 
water pipe breaks or prolonged rainfall causes area streams to rise. Flooding may also occur as 
a result of damage to water distribution systems.  
 

Fire 
 

Fire hazards are the most prevalent types of hazard. In August 2012, the Rowe Elementary 
School was leveled by a fire that was ignited by a lightning strike. Fortunately, no one was in the 
school at the time, but this incident has caused us to review our fire hazard plans. Both the 
Granby Public Schools and The MacDuffie School have experienced lightning strikes and 
resulting infrastructure damage, which has informed the development of this plan. 
 

Chemical 
 
 

Hazardous chemicals are used for a variety of purposes and are regularly transported through 
many areas in and around Granby. In addition to the chemicals stored on school and town 
properties, Route 202 is a state secondary highway that is accessed by vehicles transporting 
chemical and flammable substances on a north-south route that traverses the Commonwealth of 
Massachusetts. The potential of an accident or spill from one of these vehicles having an impact 
on the schools is something that was considered in the development of this plan. 
 
Granby is also located within close proximity to Westover Reserve Air Base and is, as a result, in 
the direct flight path of many of its aircraft. Issues relating to chemical/fire/and other 
infrastructure issues were considered as part of this plan. 
 

Intruder While a hostile intruder incident has never occurred in the Granby Public Schools, like any 
school, are vulnerable to intruders. Hostile intruder is a broad description of any person, 
known or unknown to the school that creates a risk, by any means to the personal safety of 
the school community. 
 

Civil 
Disturbance 

The Town of Granby, like most towns with a population of approximately 6,000, is vulnerable 
to civil disturbances, most notably due to its proximity to several colleges and universities in 
the region. Public events held on the school property may also create situations that increase 
risk of civil disturbance. 
 

Terrorism The Granby Public Schools, like other public institutions, are vulnerable to terrorist activity. In 
March 2012, a national alert regarding suspicious mail prompted a coordinated response by the 
school, fire, and police departments. In the winter of 2015 and spring of 2016, several area 
communities were targets of bomb threats from a variety of sources. While none were verified 
as having any validity, the proliferation of these threats put all school districts in the 
Commonwealth on alert for such activity. 
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4. Preparedness, Prevention, and Mitigation Overview 

 
Preparedness is achieved and maintained through a continuous cycle of planning, organizing, 
training, equipping, exercising, evaluating, and taking corrective action. Ongoing preparedness 
efforts require coordination among all those involved in emergency management and incident 
response activities. The Granby Public Schools foster preparedness at all levels including 
students, parents/guardians, teachers, and staff. Examples of preparedness actions include 
maintaining this plan, conducting training, planning and implementing drills and exercises, etc. 

 
Prevention includes actions to avoid an incident or to intervene to stop an incident from 
occurring. The Granby Public Schools are committed to taking proactive prevention measures 
whenever possible to protect the safety and security of students and staff. Our policies include 
zero tolerance for bullying and other actions that undermine the safe haven of our schools. 
Recent upgrades to security systems offer greater protection of our students. In addition, the 
Granby Public Schools require all adults to display identification badges. 
Mitigation includes activities to reduce the loss of life and property from natural and/or 

Medical 
 
 
 
 
 
 

  

The Granby Public Schools, like any other public institution, are vulnerable to medical 
emergencies. In the fall of 2009, the Commonwealth of Massachusetts Department of Public 
Health (DPH) issued a warning for the H1N1 influenza to which we responded. In 2012, 2013, 
and 2014, the neighboring town of Belchertown was issued a critical status for the presence of 
Eastern Equine Encephalitis (EEE) after the death of horses in the town. In response to these 
status alerts, Granby took precautionary steps to ensure the safety of its students. The recent 
concerns around the Zika virus and its impact on citizens of the Commonwealth has also 
informed this plan. 
In response to requirements by the Commonwealth of Massachusetts, the school district has 
procured AED systems in its buildings and has a Medical Emergency Response Plan (MERP) 
that is included in the functional annex of this plan. 
 
The recent opioid/heroin crisis in Hampshire County, as well as across the nation, has led the 
public schools to stock Narcan as a measure to treat a student or adult on campus who may 
succumb to an overdose. The Granby Police and Fire/EMS Departments also stock and carry 
Narcan as a response to overdoses in the community. Additionally, this issue has also impacted 
the overall development of this plan. 
 
Another area of concern in the area of medical issues is that of self-harm. The medical section 
of this plan pays attention to students who may resort to these behaviors in response to stress 
and anxiety issues. 
 

Drinking 
Water/ 
Septic 

The Town of Granby does not have a municipal water or septic system. The town and school 
facilities have wells that must be maintained by licensed operators. Due to the ages of the 
buildings, careful monitoring of the drinking water must be carried out, along with treatment 
to ensure that the water is safe to drink. Aging plumbing can be the cause of elevated levels of 
lead in the water. In 2015 and 2016, Granby Public Schools were faced with an elevated lead 
level status and steps were taken to mitigate and respond to these issues. 
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human-caused disasters by avoiding or lessening the impact of a disaster and providing value to 
the public by creating safer communities. The Granby Public Schools have taken action to 
reduce or eliminate the adverse effects of natural, technological, and human-caused hazards on 
people and property. 
 
For example, of the many hazards that can endanger a school facility and its service to the 
community, the most prevalent is fire. The Granby Public Schools were built in accordance with 
State building codes, in the form of approved materials, fire-resistant assemblies, exiting 
requirements, the width and design of stairs, the dimensions of corridors, fire suppression 
systems, and many other standards. We continue to ensure that our school facilities are in 
compliance with state and local regulations. In the fall of 2015, the citizens of Granby voted to 
build an addition to the East Meadow School and renovate the existing structure to house all 
students in grades PK-6. This building will be built to meet all current fire codes. 
 
 
D. Planning Assumptions and Limitations 

 
1. Planning Assumptions 

 
Stating the planning assumptions allows the Granby Public Schools to deviate from the plan if 
certain assumptions prove not to be true during operations. The EOP assumes: 
 The school community will continue to be exposed and subject to hazards and incidents 

described in the Hazard Analysis Summary, as well as lesser hazards and others that may 
develop in the future. 

 A major disaster could occur at any time, and at any place. In many cases, dissemination 
of warnings to the public and implementation of increased readiness measures may be 
possible; however, some emergency situations occur with little or no warning. 

 A single site incident (e.g., fire, hazardous materials spill) could occur at any time 
without warning and the employees of the school affected cannot, and should not, wait 
for direction from local response agencies. Action is required immediately to save lives 
and protect school property. 

 Following a major or catastrophic incident, the school may have to rely on its own 
resources to be self-sustaining for up to 72 hours. 

 There may be a number of injuries of varying degrees of seriousness to faculty, staff, 
and/or students. Rapid and appropriate response will reduce the number and severity of 
injuries. 

 Outside assistance from local fire, law enforcement, and emergency managers will be 
available in most serious incidents. Because it takes time to request and dispatch external 
assistance, it is essential for the school to be prepared to carry out the initial incident 
response until responders arrive at the incident scene. 

 Proper prevention and mitigation actions, such as creating a positive school 
environment and conducting fire inspections, will prevent or reduce incident- related 
losses. 

 Maintaining the EOP and providing frequent opportunities for stakeholders (staff, 
students, parents, first responders, etc.) to exercise the plan can improve the school’s 
readiness to respond to incidents. 

 A spirit of volunteerism among school employees, students, families, and the greater 
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community will result in their providing assistance and support to incident management 
efforts. 
 

2. Limitations 
 

It is the policy of the Granby Public Schools that no guarantee is implied by this plan of a perfect 
incident management system. As personnel and resources may be overwhelmed, the Granby 
Public Schools can only endeavor to make every reasonable effort to manage the situation, with 
the resources and information available at the time. 
 
To that end, this plan makes the following additional assumptions: 
 

A. Emergency Conditions and Hazards 
1. The Granby Public Schools may periodically experience emergency and 

disaster situations that will require restoration of essential services. Potential 
emergencies and disasters include both natural and human-caused incidents. 

2. See Granby’s Risk Assessment and hazard functional annexes for descriptions of 
potential emergencies and response plans. 

B. School and town resources will be quickly overwhelmed. 
C. Roads in the affected area may be damaged or heavily congested, impairing emergency 

transportation to, from, and within the area. 
D. Signs, signals, and other types of markers, which facilitate traffic movement and 

control, may be damaged or destroyed. 
E. Communication will be disrupted. 
F. Shortfalls can be expected in both support personnel and equipment. 
G. State and federal assistance may not be immediately available. 
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II. CONCEPT OF OPERATIONS 
 

This plan is based upon the concept that the incident management functions that must be 
performed by the school generally parallel some of their routine day-to-day functions. To the 
extent possible, the same personnel and material resources used for day-to-day activities will be 
employed during incidents. Because personnel and equipment resources are limited, some 
routine functions that do not contribute directly to the incident may be suspended. The 
personnel, equipment, and supplies that would typically be required for those routine functions 
will be redirected to accomplish assigned incident management tasks. 

 
A. National Incident Management System (NIMS) 

 
The National Incident Management System (NIMS) is a set of principles that provides a 
systematic, proactive approach guiding government agencies at all levels, nongovernmental 
organizations, and the private sector to work seamlessly to prevent, protect against, respond to, 
recover from, and mitigate the effects of incidents, regardless of cause, size, location, or 
complexity, in order to reduce the loss of life or property and harm to the environment. This 
system ensures that those involved in incident response/recovery understand what their roles 
are and have the tools they need to be effective. 

 
According to Homeland Security Presidential Directive 5 and the U.S. Department of 
Education, school districts are among local agencies that must adopt NIMS if they receive 
Federal grant funds. As part of its NIMS implementation, the Granby Public Schools 
participates in the local government’s NIMS preparedness program and believes it is essential to 
ensure that response/recovery services are delivered to schools in a timely and effective manner. 

 
The Granby Public Schools recognize that staff and students will be first responders during an 
incident. Adopting NIMS enables staff and students to respond more effectively to an incident 
and enhances cooperation, coordination, and communication among school officials, first 
responders, and emergency managers. 

 
The Granby Public Schools work with local government agencies to remain NIMS compliant. 
NIMS compliance for school districts includes completing the following: 
 Adopt the use of the Incident Command System for Schools (ICS). All staff and 

students who assume roles described in this plan will receive ICS-100.SCA training. 
ICS-100.SCA is a Web-based course for schools available free from the Federal 
Emergency Management Agency (FEMA) Emergency Management Institute 
(http://training.fema.gov/EMIWeb/IS/courseOverview.aspx?code=IS-100.SCa). 

 Complete NIMS awareness course IS-700 NIMS:  An Introduction. IS-700 is a Web-
based course available free from the Emergency Management Institute and is 
recommended for those who may need a more in-depth knowledge of NIMS 
(http://training.fema.gov/EMIWeb/IS/courseOverview.aspx?code=is-700.a). 

 Train and exercise the plan. All staff and students are expected to participate in training 
and exercising the plan’s procedures and hazard-specific incident plans. The school 
district, in concert with area emergency responders, is charged with ensuring that the 
training and equipment necessary for an appropriate response/recovery operation are in 
place. 

http://training.fema.gov/EMIWeb/IS/courseOverview.aspx?code=IS-100.SCa
http://training.fema.gov/EMIWeb/IS/courseOverview.aspx?code=is-700.a


Granby Public Schools Emergency Operations Plan 
 

10  

B. Implementation of the Incident Command System (ICS)/Unified 
Command (UC) 

 
In a major emergency or disaster, the Granby Public Schools may be damaged or need to be 
evacuated, people may be injured, and/or other incident management activities may need to be 
initiated. These activities must be organized and coordinated to ensure efficient incident 
management. The Incident Command System (ICS) will be used to manage all incidents 
and major planned events. Note: The ICS approach can be used in all phases of incident 
management, including pre-incident activities, response, and recovery. Depending on 
the situation, the District, in cooperation with other town departments may implement a 
Unified Command (UC) as a center of overall operations in response to an incident. An 
established Unified Command structure would include the Superintendent of Schools, 
the Granby Police Chief, the Granby Fire Chief, and other town or external partners as 
needed to respond to an emergency or critical incident. 

 
The principal or designee will serve as the Incident Commander of a particular school site within 
the Granby Public Schools and will be delegated the authority to direct all incident activities 
within the school’s jurisdiction. In the instance of a district-wide emergency, the Superintendent 
or designee will serve as the Incident Commander. The Incident Commander provides an 
assessment of the situation to first responders, identify incident management resources required, 
and direct the on-scene incident management activities. Appropriate first responders will work 
with the Incident Commander to establish the Unified Command system. 

 
C. Initial Response 

 
School personnel are usually first on the scene of an incident in a school setting. Staff and 
faculty are expected to take charge and manage the incident until it is resolved or command is 
transferred to someone more qualified and/or to an emergency responder agency with legal 
authority to assume responsibility. Staff will seek guidance and direction from local officials and 
administration will seek technical assistance from State and Federal agencies and industry where 
appropriate. 
 
The principal or his/her designee is responsible for activating the School EOP, including 
common and specialized procedures as well as hazard-specific incident plans.  
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III. ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES 
 

This section establishes the operational organization that will be relied on to manage the 
incident and includes: 
 A list of the kinds of tasks to be performed by position and organization. 
 An overview of who does what. 

 
The principal and assistant principal are not able to manage all the aspects associated with an 
incident without assistance. The school relies on other key school personnel to perform tasks 
that will ensure the safety of students and staff during a crisis or critical incident. The Incident 
Command System (ICS) uses a team approach to manage incidents. It is difficult to form a team 
while a crisis or critical incident is unfolding. Roles should be pre-assigned based on training and 
qualifications. Each staff member and volunteer must be familiar with his or her role and 
responsibilities before an incident occurs. 

 
School staff may be required to remain at school to assist in an incident. In the event that this 
School EOP is activated, staff will be assigned to serve within the Incident Command System 
based on their expertise and training and the needs of the incident. 

 
A. Principal/Building Administrator 

 
The principal may serve as the Incident Commander or delegate that authority to a qualified 
individual. At all times, the principal still retains the overall responsibility for the safety of 
students and staff. However, delegating the authority to manage the incident allows the 
principal to focus on policy-level activities and interfacing with other agencies and parents. The 
principal shall maintain communication between the Superintendent’s Office/Unified 
Command and the Incident Commander. 

 
B. Incident Commander 

 
The Incident Commander responsibilities include: 
 Assume overall direction of all incident management procedures based on actions 

and procedures outlined in this EOP. 
 Take steps deemed necessary to ensure the safety of students, staff, and other 

individuals. 
 Determine whether to implement incident management protocols (e.g., Lockdown, 

Evacuate, Shelter), as described more fully in the functional annexes in this document.  
 Arrange for transfer of students, staff, and other individuals when safety is 

threatened by a disaster. 
 Work with emergency services personnel. (Depending on the incident, community 

agencies such as law enforcement or fire department may have jurisdiction for 
investigations, rescue procedures, etc.) 

 Keep the principal and other officials informed of the situation. 
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C. Teachers and Counselors 

 
Teachers and Counselors shall be responsible for the supervision of students and shall remain with 
students until directed otherwise. 

 
Responsibilities include:  
 Supervise students under their charge. 
 Take steps to ensure the safety of students, staff, and other individuals in the 

implementation of incident management protocols. 
 Direct students in their charge to inside or outside assembly areas, in accordance 

with signals, warning, written notification, or intercom orders according to 
established incident management procedures. 

 Give appropriate action command during an incident. 
 Take attendance when class relocates to an outside or inside assembly area or 

evacuates to another location. 
 Report missing students to the Incident Commander or designee. 
 Execute assignments as directed by the Incident Commander or ICS supervisor. 
 Obtain first aid services for injured students from the school nurse or person trained 

in first aid. Arrange for first aid for those unable to be moved. 
 Render first aid if necessary. Training in CPR/First Aid is provided by the district to 

Intensive Needs Paraprofessionals as part of their duties and responsibilities. 
CPR/First Aid training will be offered to all staff in an effort to increase our capacity 
to offer assistance prior to the arrival of emergency responders to the scene of an 
emergency.  

 Execute assignments as directed by the Incident Commander or ICS supervisor. 
 

D. Paraprofessionals 
 

 Responsibilities include assisting teachers as directed. 
 Execute assignments as directed by the Incident Commander or ICS supervisor. 

 
E. District-wide Psychologists, Social Worker, and Behavioral Specialist  

 
The district-wide psychologists, social worker, and behavioral specialist provide assistance with the 
overall direction of the incident management procedures at the site. 

 
Responsibilities may include: 
 Take steps to ensure the safety of students, staff, and other individuals in the 

implementation of incident management protocols. 
 Direct students in their charge according to established incident management 

protocols. 
 Assist in the transfer of students, staff, and other individuals when their safety is 

threatened by a disaster. 
 Execute assignments as directed by the Incident Commander or ICS supervisor. 
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F. School Nurses and School Nurse Leader 

 
Responsibilities include: 
 Administer first aid or emergency treatment as needed. 
 Supervise administration of first aid by those trained to provide it. 
 Organize first aid and medical supplies. 
 Call in other nurses to assist as available and trained. 
 Help direct EMS responders to appropriate victims based on a priority assessment of need. 
 Execute assignments as directed by the Incident Commander or ICS supervisor. 

 
G. Custodians/Maintenance Personnel 

 
Responsibilities include: 
 Survey and report building damage to the Incident Commander or Operations Section 

Chief. 
 Control main shutoff valves for gas, water, and electricity and ensure that no hazard 

results from broken or downed lines. 
 Provide damage control as needed. 
 Assist in the conservation, use, and disbursement of supplies and equipment. 
 Keep Incident Commander or designee informed of condition of school. 
 Execute assignments as directed by the Incident Commander or ICS supervisor. 

 
H. School Secretary/Office Staff 

 
Responsibilities include: 
 Answer phones and assist in receiving and providing consistent information to callers, 

as directed by the Incident Commander. 
 Provide for the safety of essential school records and documents. 
 Execute assignments as directed by the Incident Commander or ICS supervisor. 
 Provide assistance to the principal and Policy/Coordination Group. 
 Assist with incidents as needed, acting as messengers, etc. 
 Execute assignments as directed by the Incident Commander or ICS supervisor. 

 
I. Food Service/Cafeteria Workers 

 
Responsibilities include: 
 Use, prepare, and serve food and water on a rationed basis whenever the feeding 

of students and staff becomes necessary during an incident. 
 Execute assignments as directed by the Incident Commander or ICS supervisor. 
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J. Bus Drivers 
 

Responsibilities include: 
 Supervise the care of students if disaster occurs while students are in the bus. 
 Transfer students to new location when directed. 
 Execute assignments as directed by the Incident Commander or ICS supervisor. 

 
K. Other Staff (e.g., Itinerant Staff, Substitute Teachers) 

 
 Responsibilities include reporting to the Incident Commander or ICS supervisor if requested 

or activated and/or take appropriate roles of the staff member for whom they are 
substituting within the plan. 

 Execute assignments as directed by the Incident Commander or ICS supervisor. 
 
L. Students 

 
Responsibilities include: 
 Cooperate during emergency drills and exercises, and during an incident. 
 Learn to be responsible for themselves and others in an incident. 
 Understand the importance of not being a bystander by reporting situations of concern. 
 Develop an awareness of natural, technological, and human-caused hazards and 

associated prevention, preparedness, and mitigation measures. 
 Take an active part in school incident response/recovery activities, as age 

appropriate. 
 If an evacuation of Granby Jr.-Sr. High School to an out-of-district location is 

required, students will leave their vehicles on site and board buses, along with the 
rest of the student population in order to avoid unnecessary traffic congestion 
during transport. 

 Execute assignments as directed by the Incident Commander or ICS supervisor. 
 
M. Parents/Guardians 

 
Responsibilities include: 
 Encourage and support school safety, violence prevention, and incident 

preparedness programs within the school. 
 Participate in volunteer service projects for promoting school incident 

preparedness. 
 Provide the school with requested information concerning the incident, early and late 

dismissals, and other related release information. 
 Practice incident management preparedness in the home to reinforce school training 

and ensure family safety. 
 Understanding their roles during a school emergency. 

More information regarding parental roles is contained in the functional annex on the Standard 
Reunification Method. 
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N. Community Partners/Volunteers 
 
 Responsibilities include: 
 Providing shelter through agreements forged with the Granby Public Schools. 
 Assisting with the provision of resources necessary to implement this plan. 
 Participate in partner/volunteer training related to the area of interest/expertise to ensure 

that volunteer actions are of help and not a hindrance to Incident Command Systems. 
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IV. DIRECTION, CONTROL, AND COORDINATION 

 
A. School Incident Command System (ICS)  

 
To provide for the effective direction, control, and coordination of an incident, either single site 
or multi-incidents, the School EOP will be activated including the implementation of the 
Incident Command System (ICS). 

 
The Incident Commander is delegated the authority to direct tactical on-scene operations until a 
coordinated incident management framework can be established with local authorities. The 
Policy Group is responsible for providing the Incident Commander with strategic guidance, 
information analysis, and needed resources. 
 
 
 
 
 

Figure 1. Incident Management Team 
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The ICS is organized into the following functional areas: 
 

1. Incident Command: Directs the incident management activities using strategic guidance 
provided by the Policy Group. 

 
School-related responsibilities and duties include: 
 Establish and manage the Command Post, establish the incident organization, and 

determine strategies to implement protocols and adapt as needed. 
 Monitor incident safety conditions and develop measures for ensuring the safety of 

building occupants (including students, staff, volunteers, and responders). 
 Coordinate media relations and information dissemination with the Superintendent or 

designee. 
 Develop working knowledge of local/regional agencies, serve as the primary on-scene 

contact for outside agencies assigned to an incident, and assist in accessing services 
when the need arises. 

 Document all activities. 
 

2. Operations Section: Directs all tactical operations of an incident including 
implementation of response/recovery activities according to established incident management 
procedures and protocols, care of students, first aid, crisis intervention, search and rescue, site 
security, damage assessment, evacuations, and the release of students to families. 

 
Specific responsibilities include: 
 Analyze school staffing to develop a Parent-Student Reunification Plan, and 

implement an incident action plan (see functional annex on the Standard 
Reunification Method). 

 Monitor site utilities (i.e., electric, gas, water, heat/ventilation/air conditioning) and shut 
off only if danger exists or directed by Incident Commander, and assist in securing 
facility. 

 Establish medical triage with staff trained in first aid and CPR, provide and oversee care 
given to injured persons, distribute supplies, and request additional supplies from the 
Logistics Section. 

 Provide and access psychological first aid services for those in need, and access 
local/regional providers for ongoing crisis counseling for students, staff, and parents. 

 Coordinate the rationed distribution of food and water, establish secondary toilet 
facilities in the event of water or plumbing failure, and request needed supplies from the 
Logistics Section. 

 Document all activities. 
 
 

3. Planning Section: Collects, evaluates, and disseminates information needed to measure the 
size, scope, and seriousness of an incident and to plan appropriate incident management 
activities. 

 
Duties may include: 
 Preparation of plans/training of staff prior to incidents. 
 Assist Incident Commander in the collection and evaluation of information about an 

incident as it develops (including site map and area map of related events), assist with 
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ongoing planning efforts, and maintain incident time log. 
 Document all activities. 

 
4. Logistics Section: Supports incident management operations by securing and providing 
needed personnel, equipment, facilities, resources, and services required for incident resolution; 
coordinating personnel; assembling and deploying volunteer teams; and facilitating 
communication among incident responders. This function may involve a major role in an 
extended incident. 

 
Additional responsibilities include: 
 Establish and oversee communications center and activities during an incident (two-

way radio, battery-powered radio, written updates, etc.), and develop telephone tree for 
after-hours communication. 

 Establish and maintain school and classroom preparedness kits, coordinate access to and 
distribution of supplies during an incident, and monitor inventory of supplies and 
equipment. 

 Document all activities. 
 

5. Finance/Administration Section: Oversees all financial activities including 
purchasing necessary materials, tracking incident costs, arranging contracts for services, 
timekeeping for emergency responders, submitting documentation for reimbursement, 
and recovering school records following an incident. Additional duties may include: 
 Assume responsibility for overall documentation and recordkeeping activities; when 

possible, photograph or videotape damage to property. 
 Develop a system to monitor and track expenses and financial losses, and secure all 

records. 
 

This section may not be established onsite at the incident. Rather, the school and school district 
management offices may assume responsibility for these functions. 
 
As needed, the types of Emergency Support Functions (ESFs) described in the following table may 
be established within the Operations Section. 
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Table 2. Emergency Support Functions (ESF) 
 
ESF Responsibilities 

Transportation This function will focus on meeting the transportation needs in the 
event of an emergency requiring the movement of students and staff 
to another location. This may include the following: 

• Coordinating evacuation transportation as its first priority and 
facilitate the movement of the students/staff to safe locations 
for the purpose of reunification with families. 

• Meeting the needs of students/staff with disabilities. 
• Directing traffic. 
• Closing or blocking roadways. 

This function requires up-to-date agreements with transportation 
providers for staff and students, as well as those with disabilities. 
Personnel should be identified and trained to assist this ESF when 
activated. 

Communications This function will focus on maintaining communication systems to 
ensure continuity and support of public safety in normal conditions 
and emergency situations. This may include the following: 

• Ensuring accurate and efficient transmission of information 
during an incident. 

• Coordinating communication activities and resources during the 
response phase immediately following an emergency or critical 
incident. 

• Assessing damage to establish priorities and determine 
availability of communication resources. 

This function requires maintaining and updating plans and procedures 
for use during an emergency. Personnel should be identified and 
trained to assist this ESF when activated. 

Public Works & 
Engineering 

This function will focus on coordinating resources (personnel, 
equipment, facilities, materials, and supplies) to support public works 
and infrastructure needs during an emergency or critical incident, 
including power, water, and sewer needs. This may include the following: 

• Assessing extent of damage to buildings and systems. 
• Protecting and repairing infrastructure damage. 
• Clearing debris and providing emergency ingress/egress to 

affected areas. 
• Emergency restoration of critical public services and facilities. 
• Locating and shutting off/turning on critical systems: HVAC, 

power, etc. as required/requested by ICS/UC. 
This function requires maintaining and updating plans and procedures 
for use during an emergency. Personnel should be identified and trained 
to assist this ESF when activated. 
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ESF Responsibilities 

Firefighting This function will focus on coordinating resources (personnel, 
equipment, facilities, materials, and supplies) to support firefighting, 
emergency medical, and hazardous materials response needs during a 
disaster. This may include the following: 

• Managing firefighting, emergency medical and hazardous 
materials response assets. 

• Responding to needs for fire prevention/suppression, 
emergency medical treatment, hazardous materials response, 
search and rescue operations. 

• Requesting mutual aid from neighboring communities or other 
agencies as needed. 

This function requires maintaining and updating plans and procedures 
for use during an emergency. Personnel should be identified and 
trained to assist this ESF when activated. 

Search and Rescue This function will focus on life-saving functions and overall search and 
rescue actions in the event of an emergency or disaster. This may 
include the following: 

• Providing life-saving assistance to victims of an emergency or 
critical incident. 

• Connecting with incident command for accountability of 
occupants of a school building to determine if anyone is 
missing. 

• Conducting search and rescue operations for potential victims 
of an incident. 

This function requires maintaining and updating plans and procedures 
for use during an emergency, consistent with the Firefighting ESF. 
Personnel should be identified and trained to assist this ESF when 
activated. 

Hazardous Materials 
Response 

This function will focus on hazardous materials response, both 
internally and externally, as they impact the schools. This may include 
the following: 

• Responding to all emergencies involving chemical, biological, 
and radiological incidents. 

• Working with the Firefighting ESF in the suppression of a 
hazardous materials spill/release. 

• Coordinating the response to and recovery from a hazardous 
materials incident within ESFs and area agencies. 

This function requires maintaining and updating plans and procedures 
for use during an emergency, consistent with the Firefighting ESF. 
Personnel should be identified and trained to assist this ESF when 
activated. 
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ESF Responsibilities 

Mass Care, 
Emergency 
Assistance, Human 
Services 

This function will focus on mass care, temporary shelters, emergency 
mass feeding, and other human resources. This may include the 
following: 

• Prioritizing needs for medical assistance in the event of injuries, 
including triage and emergency transportation. 

• Providing assistance to emergency responders as needed. 
• Providing meals to students/staff onsite or at an evacuation 

site. 
• Assisting with reunification of families. 

This function requires maintaining and updating plans and procedures 
for use during an emergency. Personnel should be identified and 
trained to assist this ESF when activated. 

Public Health, 
Mental Health, and 
Medical Services 

This function will focus on public health, mental health, and other 
medical services needed in the event of an emergency or critical 
incident. This may include the following: 

• Providing routine, non-emergency medical care to those with 
pre-existing conditions. 

• Working with the Mass Care ESF to determine when medical 
needs rise to a higher level of response. 

• Assisting with reunification of families. 
• Providing mental health assistance to student and their families 

and staff in the event of mass casualties/fatalities. 
This function requires maintaining and updating plans and procedures 
for use during an emergency, including the identification of trained 
persons/agencies who can be called upon in an emergency/critical 
incident. Personnel should be identified and trained to assist this ESF 
when activated. 
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ESF Responsibilities 

Public Safety and 
Security 

This function will focus on safety and security actions and support in an 
emergency or critical incident. This may include the following: 

• Assisting in facility and resource security, security planning, and 
technical resource assistance. 

• Responding to intruders, both non-violent and violent. 
• Leading and/or supporting criminal investigative efforts. 
• Supporting other ESFs in accessing incident scene. 
• Maintaining traffic and crowd control. 
• Identifying key personnel that can be called to Unified Command 

as needed. 
• Assisting in the maintaining flow of information necessary to 

support the Communications ESF. 
• Identifying local and state agencies that can be called upon to 

assist when required. 
This function requires maintaining and updating plans and procedures 
for use during an emergency, including the identification of trained 
persons/agencies who can be called upon in an emergency/critical 
incident. Personnel should be identified and trained to assist this ESF 
when activated. 

Student Release This function will focus on getting students reunited with their parents 
or guardians in an efficient and orderly manner. Reunification can be 
an enormous challenge and takes a lot of planning. This may include 
the following, in accordance with the Standard Reunification Method 
(see the functional annex on this topic: 
• Setting up a secure reunion area. 
• Providing resources to family members who may need extra 

assistance. 
• Checking student emergency cards for authorized releases. 
• Completing release logs. 
• Coordinating with the Communications ESF on external 

messages. 
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ESF Responsibilities 

Logistics 
Management, 
Resource Support, and 
Finance 

This function will focus on logistics management and resource support 
actions that may be needed in an emergency/critical incident or accessed 
once the incident has ended. This may include the following: 

• Locating, procuring, and issuing resources, personnel, and 
equipment. 

• Allocating resources such as facility space, office equipment and 
supplies, contracting services, and arranging for heavy equipment 
as needed. 

• Assisting ICS/UC/ESFs with proper record-keeping in order to 
track potential costs for reimbursement. 

• Filing required documentation for reimbursement from state 
and/or federal agencies (MEMA/FEMA). 

This function requires maintaining and updating plans and procedures 
for use during an emergency. Personnel should be identified and trained 
to assist this ESF when activated. 

Long-Term Recovery This function will focus on bringing together all of the ICS/US/ESFs to 
review the incident and plan for long-term community recovery actions 
that may be needed in the aftermath of an emergency or critical incident. 
This may include the following: 

• Determining the best possible methods of procuring appropriate 
resources for students and staff in alternative facilities during a 
repair/reconstruction of damaged buildings. 

• Working with school and town departments, along with external 
support partners to attend to physical and mental health needs 
following an emergency or critical incident. 

• Determining, with key stakeholders and the broader community, 
the “new normal” following an emergency or critical incident and 
the steps needed to achieve that objective. 

This function requires maintaining and updating plans and procedures 
for use during and following an emergency, including the identification 
of trained persons/agencies who can be called upon during and 
following an emergency/critical incident. Personnel should be identified 
and trained to assist this ESF when activated. 
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B. Coordination with Unified Command 

 
In complex incidents, a Unified Command will be convened at the school district operations 
center. The role of the Unified Command is to: 
 Support the on-scene Incident Commander. 
 Provide policy and strategic guidance. 
 Help ensure that adequate resources are available. 
 Identify and resolve issues common to all organizations. 
 Keep elected officials and other executives informed of the situation and decisions. 
 Provide factual information, both internally and externally using a joint information 

system. 
 

The Granby Public Schools Superintendent and Incident Commander will keep the Unified 
Command informed. 

 
 
C. Coordination with First Responders 

 
An important component of the Granby Public Schools EOP is a set of interagency agreements 
with various agencies to aid timely response. These agreements help coordinate services between 
the agencies and Granby School. 

 

Various agencies and services include neighboring school districts, mental health agencies, law 
enforcement, and fire departments. The agreements specify the type of communication and 
services provided by one agency to another. The agreements may also make school personnel 
available beyond the school setting in an incident or traumatic event taking place in the 
community. 

 
If a school incident is within the authorities of the first-responder community, command will be 
transferred upon the arrival of qualified first responders. A transfer of command briefing shall 
occur. The School Incident Commander may be integrated into the Incident Command 
structure or assume a role within a Unified Command structure. Unified Command structures 
bring together all major organizations involved in an incident so that response actions are 
integrated into a blended overall approach to that incident. A Unified Command structure is 
encouraged as it provides jurisdictional stakeholders a framework to respond to the incident 
effectively, without duplication of effort, reduction in safety strategies or loss of other interests 
unique to that stakeholder.  

 
D. Source and Use of Resources 

 
The Granby Public Schools and The MacDuffie School will use their own resources and 
equipment to respond to incidents until incident response personnel arrive. Parent volunteers 
and community members may be trained to assist if called upon and available after an incident 
occurs. We are grateful to those in our community who are willing to step to assist in providing 
the resources necessary for prevention, preparedness, and recovery. 
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V. COMMUNICATIONS 
 

Communication is a critical part of incident management. This section outlines the Granby 
Public Schools’ communications plan and supports its mission to provide clear, effective internal 
and external communication between the school, staff, students, parents, responders, and media. 

 
A. Internal Communications 

 
1. Communication between Staff/Faculty Members 

 
Faculty and staff will be notified when an incident occurs and kept informed as additional 
information becomes available and as plans for management of the situation evolve. The 
following practices will be utilized to disseminate information internally when appropriate: 
 Intercom system: Each school will use its intercom system as appropriate to notify 

staff of a required action and/or share information on a regular basis regarding an 
incident in progress. 

 Radio system: The Granby Public Schools has a limited use radio system that can be 
used for intra- and inter-building communications. Additionally, the Superintendent 
has the ability to contact Granby Dispatch via radio as well as monitor police and fire 
channels as need be. 

 Bulk telephone/email/messaging system: The district uses a bulk 
telephone/email/text messaging system to communicate with staff, students, and their 
families. The Town of Granby also has a bulk messaging system with similar 
capabilities for the community. These systems are used for notifying all community 
members of an incident if and when it may occur. The district’s system has the 
capability to send out text messages as well. 

 Twitter Feed: A twitter feed has been established for the purpose of sending out 
updates and alerts: @GranbyPS. Faculty and staff are encouraged to follow this feed to 
keep up with alerts. 

 Morning Faculty Meeting: As appropriate, updated information about an incident 
will be presented at a morning faculty meeting. Any new procedures for the day will 
also be reviewed at this time. 

 End-of-Day Faculty Meeting: As appropriate, updated information and a review 
of the day’s events will be presented at an end-of-day meeting. Staff will also have the 
opportunity to address any misinformation or rumors. 

 
2. Communication with the School District Office 

 
The Incident Commander will use the Granby Public Schools Radio Network to notify the 
principal of the school’s status/needs. The principal will notify the district office. The 
district office will notify appropriate agencies regarding the status of the school(s) in the 
district. The Superintendent will designate staff member(s) to monitor all communications. 
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B. External Communications 
 

Communicating with the larger school community begins before an incident occurs allows 
families to become familiar with the various modes of communication in a non-incident setting 
(e.g., web site updates, bulk email/phone/text updates, bulk Twitter updates to district events 
and news). In the event of an incident, parents, media, and first responders will require clear and 
concise messages from the Granby Public Schools about the incident, what is being done about 
it, and the safety of the children and staff. 

 

1. Communication with Parents/Guardians 
 

Before an incident occurs, the Granby Public Schools will: 
 Develop a relationship with parents so that they trust and know how to access alerts and 

incident information. 
 Inform parents/guardians about the school’s Emergency Operations Plan, its purpose, 

and its objectives. Information will be shared annually. 
 Identify parents/guardians who are willing to volunteer in case of an incident, 

include them in preparation efforts, and include them in training. 
 Be prepared with translation services for non-English-speaking families and students 

with limited English proficiency. 
 Ensure wide dissemination of the varieties of communication tools they can access 

(see section A.1). 
 

In the event of an incident, and ONLY after consultation with Incident Commander/Unified 
Command representatives, the Granby Public Schools will: 
 Disseminate incident information via phone, text messages, TV/radio announcements, 

emails, and Twitter feed to inform parents about the status of the incident based on the 
best available information. 

 Once the event is stabilized, begin a regular schedule of communications via identified 
systems. It is recommended that communications are pushed out at regular intervals 
during the immediate response to the incident if possible, even if there is no change in 
the incident status. If that cannot be achieved, notify the stakeholders as to when the 
next update will be delivered and adhere to that time.  

 Implement the Standard Reunification Method to manage phone calls and 
parents/guardians who arrive at school. 

 Describe how the school and school district are handling the situation. 
 Provide information regarding possible reactions of their children and ways to talk with 

them. 
 Provide a phone number, Web site address, or recorded hotline where parents can 

receive updated incident information. 
 Inform parents and students when and where school will resume. 

 
In addition to the communication modes established in section A-1, the Granby Public 
Schools will establish a dedicated phone line where the public can access messages and 
updates. It is imperative that the public please ONLY access the dedicated line for 
updates. Please do not call the general numbers of the school offices or the 
Superintendent’s Office. Doing so ties up the phone lines for outgoing calls and negatively 
impacts the school or district’s ability to communicate with Incident Command/Unified 
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Command and others who will be responding to an emergency or critical incident. Thank 
you for your cooperation. 
 
When feasible after an incident, the Granby Public Schools administrators will de-brief staff and 
responders to obtain response feedback/lessons learned. As soon as possible after that de-brief, 
Granby Public Schools will schedule and attend an open question-and-answer meeting for 
parents/guardians as soon as possible. 

 
2. Communication with the Media 

 
In the event of an incident, the Incident Commander/Unified Command will: 
 Designate a Public Information Officer. 
 Establish an off-campus briefing area for media representatives. 
 Determine the need to establish or participate in a joint information system. 
 Coordinate messages with the Unified Command. It is critical that these stakeholders 

review and approve all public messaging regarding the incident.  
 

All Granby Public Schools employees are to refer all requests for information and questions to 
the designated spokesperson. Templates for statements/press releases to the media, including 
standard procedures and protocols, have been developed and are included in Appendix D. 

 
Media contacts at the major television, Internet, and radio stations are maintained by the 
Superintendent’s administrative assistant. In the case of an incident, these media contacts will 
broadcast the Granby Public Schools’ external communications plans, including the information 
hotline for parents and guardians. 

 
3. Handling Rumors 

 
In addressing rumors, the most effective strategy is to provide facts as soon as possible. To 
combat rumors, the Granby Public Schools will: 
 Provide appropriate and approved information to internal groups including 

administrators, teachers, students, custodians, secretaries, instructional assistants, cafeteria 
workers, and bus drivers. These people are primary sources of information and are likely 
to be contacted in their neighborhoods, at grocery stores, etc. 

 Hold a faculty/staff meeting before staff members are allowed to go home so that 
what is (and is not) known can be clearly communicated. 

 Designate and brief personnel answering calls to help control misinformation. Provide 
feedback opportunities for these personnel to Unified Command to update information as 
needed.  

 Conduct briefings for community representatives directly associated with the school. 
 Enlist the help of the media to provide frequent updates to the public, particularly 

providing accurate information where rumors need to be dispelled. 
 

After the immediate incident response period, the Granby Public Schools will conduct public 
meetings as needed. These meeting are designed to provide the opportunity for people to ask 
questions and receive accurate information. 
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4. Communication with First Responders 
 

The Incident Commander will maintain communication with first responders during an incident. 
Transfer of command will occur when first responders arrive on the scene to assume 
management of the incident under their jurisdiction. The Granby Public Schools exercise the 
School EOP with first responders to practice effective coordination and transfer of command. 

 
5. Communication after an Incident (Recovery Process) 

 
After the safety and status of staff and students have been assured, and emergency conditions 
have abated following an incident, staff/faculty will assemble to support the restoration of the 
school’s educational programs. Defining mission-critical operations and staffing will be a starting 
point for the recovery process. Collecting and disseminating information will facilitate the 
recovery process. 

 
The staff/faculty teams will: 
 Conduct a comprehensive assessment of the physical and operational recovery needs. 
 Assess physical security, data access, and all other critical services (e.g., 

plumbing, electrical). 
 Examine critical information technology assets and personnel resources, and determine 

the impact on the school operations for each asset and resource that is unavailable or 
damaged. 

 Document damaged facilities, lost equipment and resources, and special personnel 
expenses that will be required for insurance claims and requests for State and Federal 
assistance. 

 Provide detailed facilities data to the school district office so that it can estimate 
temporary space reallocation needs and strategies. 

 Arrange for ongoing status reports during the recovery activities to:  a) estimate when the 
educational program can be fully operational; and b) identify special facility, equipment, 
and personnel issues or resources that will facilitate the resumption of classes. 

 Educate school personnel, students, and parents on available crisis counseling services. 
 

The school district will: 
 Identify recordkeeping requirements and sources of financial aid for State and Federal 

disaster assistance. 
 Establish absentee policies for teachers/students after an incident. 
 Establish an agreement with mental health organizations to provide counseling to staff, 

students, and their families after an incident. 
 Develop plans for students unable to return immediately to classes to ensure 

continued instruction on a case by case basis (Section 504, home hospital 
tutoring, etc.). 

 Create a plan for conducting classes when facilities are damaged (e.g., 
alternative sites, half-day sessions, portable classrooms). 

 Get stakeholder input on prevention and mitigation measures that can be 
incorporated into short-term and long-term recovery plans. 
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C. Communication Tools 
 

Some common internal and external communication tools that the Granby Public Schools may use 
include the following: 
 Standard telephone: A designated a school telephone number has been established 

as a recorded “hotline” for parents to call for information during incidents. The goal 
is to keep other telephone lines free for communication with first responders and 
others. PARENTS/GUARDIANS AND COMMUNITY MEMBERS ARE 
ASKED NOT TO CALL THE SCHOOL LINES NOT DESIGNATED FOR 
THIS PURPOSE, AS FLOODING THEM WITH INCOMING CALLS 
SEVERLY LIMITS OUR ABILITY TO MAINTAIN OUTGOING 
COMMUNICATIONS WITH KEY PERSONNEL REQUIRED TO 
RESPOND TO AN EMERGENCY. 

 Cellular telephones: These phones may be the only tool working when electric service 
is out; they are useful to faculty/staff en route to or from a site. 

 Intercom systems: The intercom system includes teacher-initiated communication 
with the office using a handset rather than a wall-mounted speaker. The intercom 
system will be utilized to initiate a key action response to an emergency/critical 
incident (lockdown, evacuate, shelter). The specifics of student, staff, and 
administration actions are delineated in the Key Actions posters in the Functional 
Annexes. 

 Two-way radio: Two-way radios provide a reliable method of communication between 
rooms and buildings. Designated staff will be trained to understand how to operate the 
two-way radio. Designated district staff members also have a channel to communicate 
with emergency dispatch. 

 Computers: A wireless laptop computer or tablet may be used for communication both 
within the school and to other sites. Email may be a useful tool for updating information 
for staff, other schools in an affected area, and the district superintendent. An assigned 
staff member(s) will post information such as school evacuation, closure, or relocation on 
the home page of the school and district Web site. 

 Fax machines: Possible uses include off-campus accidents where lists of students and 
staff members involved, their locations, and needed telephone numbers can be quickly 
and accurately communicated. Medical information, release forms, and authorizations 
include the designated fax number. 

 Alarm systems: Bells or buzzers are in place to signal fire/evacuation (with instructions 
to follow). All staff/faculty, support staff, students, and volunteers will be trained on 
what the sound means and how to respond to them. 

 Bullhorns and megaphones: A battery-powered bullhorn is part of the school’s 
emergency to-go kit to address students and staff who are assembling outside the 
school. Procedures governing storage and use will help ensure readiness for use.  
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VI. ADMINISTRATION, FINANCE, AND LOGISTICS 
 
A. Agreements and Contracts 

 
If school resources prove to be inadequate during an incident, the Granby Public Schools will 
request assistance from local emergency services, other agencies, and industry in accordance 
with existing mutual aid agreements and contracts (see Section IV, Direction, Control, and 
Coordination, for specific details). Such assistance includes equipment, supplies, and/or 
personnel. All agreements are entered into by authorized school officials and are in writing. 
Agreements and contracts identify the school district officials authorized to request assistance 
pursuant to those documents. 

 
All pre-negotiated agreements and contracts are included in Appendix E. 

 
B. Recordkeeping 

 
1. Administrative Controls 

 
The Granby Public Schools are responsible for establishing the administrative controls necessary 
to manage the expenditure of funds and to provide reasonable accountability and justification for 
expenditures made to support incident management operations. These administrative controls 
will be done in accordance with the established local fiscal policies and standard cost accounting 
procedures. 

 
2. Activity Logs 

 
The ICS Commanders or their designees will maintain accurate logs recording key incident 
management activities, including: 
 Activation or deactivation of incident facilities. 
 Significant changes in the incident situation. 
 Major commitments of resources or requests for additional resources from external 

sources. 
 Issuance of protective action recommendations to the staff and students. 
 Evacuations. 
 Casualties. 
 Containment or termination of the incident. 

 
Appendix F contains ICS form templates from FEMA to be used in documenting incidents. 

 
C. Incident Costs 

 
1. Annual Incident Management Costs 

 

The ICS Finance and Administration Section is responsible for maintaining records 
summarizing the use of personnel, equipment, and supplies to obtain an estimate of annual 
incident response costs that can be used in preparing future school budgets. 
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2. Incident Costs 
 

The ICS Finance and Administration Section Chief will maintain detailed records of costs for 
incident management and operations to include:  
 Personnel costs, especially overtime costs, 
 Equipment operations costs, 
 Costs for leased or rented equipment, 
 Costs for contract services to support incident management operations, and 
 Costs of specialized supplies expended for incident management operations. 

 
These records may be used to recover costs from the responsible party or insurers or as a basis 
for requesting financial assistance for certain allowable response and recovery costs from the 
State and/or Federal government. 

 
D. Preservation of Records 

 
In order to continue normal school operations following an incident, vital records must be 
protected. These include legal documents and student files as well as property and tax records. 
The principal causes of damage to records are fire and water; therefore, essential records should 
be protected accordingly. 
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VII. PLAN DEVELOPMENT, MAINTENANCE, AND DISTRIBUTION 
 

The Senior Leadership Team and administration from The MacDuffie School are responsible 
for the overall maintenance and revision of the Granby Public Schools EOP. They are also 
responsible for coordinating training and exercising the School EOP.  

 
The School Committee and the Superintendent are responsible for approving and promulgating 
this plan. Community fire, law enforcement, and emergency managers’ approval and suggestions 
will also be requested. 

 
A. Approval and Dissemination of the Plan 

 
The School Committee together with the Superintendent will approve and disseminate the plan 
and its annexes following these steps: 
 Review and Validate the Plan 
 Present the Plan (for Comment or Suggestion) 
 Obtain Plan Approval (School Committee) 
 Distribute the Plan. 

 
1. Record of Distribution 

 
Copies of plans and annexes will be distributed to those tasked in this document. The record of 
distribution will be kept as proof that tasked individuals and organizations have acknowledged 
their receipt, review, and/or acceptance of the plan. The district office will indicate the title and 
name of the person receiving the plan, the agency to which the receiver belongs, the date of 
delivery, and the number of copies delivered. Copies of the plan may be made available to the 
public and media without the sensitive information at the discretion of the School Committee. 

 
B. Plan Review and Updates 

 
The basic plan and its annexes will be reviewed on a regular basis by the Senior Leadership 
Team, administration of The MacDuffie School, emergency management agencies, and others 
deemed appropriate by school administration. The Superintendent will establish a schedule for 
regular review of planning documents. 

 
The School District EOP will be updated based upon deficiencies identified during incident 
management activities and exercises and when changes in threat hazards, resources and capabilities, 
or school structure occur. Other updates will be driven by changes in locations of students/staff, 
infrastructure, communications systems, and other major changes in how the district conducts its 
operations that would impact the plan. 

 
C. Training and Exercising the Plan 

 
The Granby Public Schools and The MacDuffie School understand the importance of training, 
drills, and exercises in maintaining and planning for an incident. To ensure that district 
personnel and community first responders are aware of their duties and responsibilities under 
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the school district plan and the most current procedures, the following training, drill, and 
exercise actions will occur. The Senior Leadership Team should coordinate training and 
exercising efforts in accordance with the Homeland Security Exercise and Evaluation Program. 

 
Basic training and refresher training sessions will be conducted annually for all school personnel 
in coordination with local fire, law enforcement, and emergency managers. 

 
Mandatory School EOP training will include: 
 Hazard and incident awareness training for all staff. 
 Orientation to the School EOP. 
 First aid and CPR for appropriate staff. 
 Team training to address specific incident response or recovery activities, such as 

Parent-Student Reunification, Special Needs, and Relocation. 
 Two online FEMA courses for appropriate staff (see page 7 of this plan for details).  

 
Additional training will include drills, and tabletop and functional exercises. A schedule of drills 
and exercises will be developed annually by the Leadership Team. Approved parent volunteers 
and community members will also be incorporated into larger training efforts. 

 
All Granby Public Schools and The MacDuffie School staff members are encouraged to develop 
personal and family emergency plans. Each family should anticipate that a staff member may be 
required to remain at school following a catastrophic event. Knowing that the family is prepared 
and can handle the situation will enable school staff to do their jobs more effectively. 
 
This plan has been created with the input of many, including first responders and those with 
incident command experience and/or training. While it is impossible to be prepared for every 
eventuality, we believe that the components of this plan and the training will provide the 
Granby Public Schools, The MacDuffie School and other agencies responding to an event the 
decision-making skills necessary to respond to hazards and threats, particularly when multiple 
hazards impact the operation of the school district. The hazard- and threat-specific annexes that 
follow are the result of several hours of work by the Emergency Operations Plan Task Force in 
assessing risk and ensuring that we are prepared to prevent, mitigate against, respond to, and 
recover to a “new normal” from an emergency situation. 

 
 
 
 
 
 
 
 
 

 



 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 

Hazard- and Threat-Specific Annexes 
 

 
Fire/Hazardous Materials 

Medical 
Infrastructure 

Human Caused 
 
 

Guide to agencies/functions referred to in the hazard annexes: 
• GPS: Granby Public Schools  
• DPF: Department of Public Facilities (town and schools)  
• GPD: Granby Police Department 
• GFD: Granby Fire Department 
• MacDuffie: The MacDuffie School 
• ICS: Incident Command System 
• UC: Unified Command 

 
 
 

 



 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Hazard Actions: Fire/Hazardous Materials 
 
 

 
 



 

 

Hazard Actions: FIRE/HAZARDOUS MATERIALS 
 

Hazard: Fire 
 

 Prevention/Mitigation 
Actions 
         

1. GPS/GFD/MacDuffie will conduct evacuation drills. 
2. GPS/DPF/MacDuffie/Building Inspector will inspect all facilities and ensure code 

enforcement. 
3. GPS/GFD/MacDuffie will conduct fire education for students and staff. 
4. GPS/DPF/MacDuffie will ensure proper maintenance of facilities to reduce risk of fire. 

 
Response/Stabilization 
Actions 
 
Establish Incident/Unified 
Command Structure 

1. GPS/ MacDuffie will evacuate students according to protocols. 
2. GPS/ MacDuffie/ICS-UC will implement appropriate incident response and coordinate 

communications protocols with parents/public/media. 
3. GPS/ MacDuffie will implement protocols to ensure accountability for all students/staff. 
4. GPS/ MacDuffie/GFD/EMS will ensure appropriate student injury response. 
5. GFD investigate scene for appropriate response. 

 
Recovery/New Normal 
Actions 
 

1. GPS will implement the Standard Reunification Method to reunite families at a designated 
location. 

2. The DPF and Building Inspector will conduct necessary inspection/repairs/clean up. 
3. GPS/MacDuffie will work with community partners to provide crisis counseling/grief 

counseling. 
4. GPS/MacDuffie will continue communications/public relations post-incident. 
5. GPS/DPF/ MacDuffie will work on the relocation of classes (labs, computers, etc.) as 

necessary in both the short- and long-term. 
 

 
 
 
 
 
 



 

 

Hazard Actions: FIRE/HAZARDOUS MATERIALS 
 

Hazard: Hazardous Materials 

 Prevention/Mitigation 
Actions 
         

1. GPS/MacDuffie will ensure proper lab safety/education/school protocol. 
2. GPS/DPF will ensure proper storage/labeling, and manifest documentation 
3. GPS/GFD/MacDuffie will conduct regular inspections. 
4. GPS/GFD/MacDuffie will work to establish/implement proper safety protocols/procedures 
5. GPS/MacDuffie will lock doors when not used and employ security cameras to help 

prevent/mitigate against potential hazardous spills. 
6. GPS and DPF/MacDuffie will ensure proper protocols for outside deliveries of hazardous 

chemicals/substances (e.g. propane, oil) 
 

Response/Stabilization 
Actions 
 

1. GPS/GFD/EMS/MacDuffie will respond to medical issues/exposure. 
2. GFD will initiate Hazmat team response and establish Unified Command 
3. GPS/GFD/MacDuffie will implement evacuate, lockout, or shelter in place (depending on 

situation). 
4. GPS/MacDuffie/ICS-UC will implement communication protocols with parents/public/media. 
5. GPS will implement the Standard Reunification Method to reunite families at a designated 

location. 
 

Recovery/New Normal 
Actions 
 

1. The DPF and Building Inspector will conduct necessary inspection/repairs/clean up. 
2. GPS/MacDuffie will look to each other and/or community resources for relocation of 

students/classes during a potential lengthy period of clean-up until the Building Inspector 
deems the affected area is safe for normal business to be conducted. 

3. GPS/MacDuffie and other agencies will reconvene to look at vulnerabilities in the current 
plan and make necessary adjustments. Follow-up training on changes will also take place. 
 

 



 

 

 
Hazard Actions: FIRE/HAZARDOUS MATERIALS 

 
Hazard: Explosion 

 Prevention/Mitigation 
Actions 
         

1. GPS/GFD/MacDuffie will conduct evacuation drills. 
2. GPS/DPF/GFD/MacDuffie will ensure proper protocols are followed for 

prevention/maintenance. 
3. GPS/GFD/MacDuffie will educate staff on potential hazards and responses. 
4. GPS/GFD/MacDuffie will follow the rule of: “If one explosion, expect a second explosion.” 

 
Response/Stabilization 
Actions 
 

1. GPS Nursing Staff/GFD/EMS/MacDuffie will conduct triage/expanded medical injuries 
responses. 

2. GPS/MacDuffie will work with area agencies in investigation/intervention by the bomb 
squad. 

3. GPS/MacDuffie/ICS-UC will implement communications protocols with 
parents/public/media. 

4. GPS/DPF/MacDuffie will secure the building (windows/doors). 
5. GPS will implement the Standard Reunification Method to reunite families at a designated 

location. 
 

Recovery/New Normal 
Actions 
 

1. GPS/DPF/MacDuffie/Building inspector will inspect affected building. 
2. GPS/DPF/MacDuffie will make necessary repairs to affected building. 
3. GPS/MacDuffie/ICS-UC will implement post-incident communications protocols with 

parents/public/media. 
4. GPS/MacDuffie will work with community partners to provide crisis counseling/grief 

counseling. 
 

 



 

 

 
 

 
 
 
 

 
 
 
 
 
 
 
 

Hazard Actions: Medical 

 
 



 

 

 
Hazard Actions: MEDICAL 

 
Hazard:  
 

Overdose 

 Prevention/Mitigation 
Actions 
         

1. GPS/GFD/EMS/MacDuffie will provide education/training for staff & faculty on recognizing 
symptoms and responding to warning signs. 

2. GPS will use student intervention teams and child study teams as a vehicle for assessing and 
responding to issues related to substance abuse. 

3. GPS/GFD/EMS will provide education for students and open dialogue opportunities. 
4. GPS/GFD/EMS will provide education for parents including forums for discussion. 
5. GPS will partner with community support groups to address issues relative to substance 

abuse. 
 

Response/Stabilization 
Actions 
 

1. GPS/MacDuffie will call 911 and follow medical protocols in conjunction with EMS. 
2. GPS/MacDuffie will isolate the environment (evacuate the immediate area) and call for 

shelter in place in the building. 
3. GPS/MacDuffie will cooperate with EMS/GPD investigative inquiries as needed. 

 
Recovery/New Normal 
Actions 
 

1. GPS/MacDuffie/ICS-UC will develop a statement for the public, faculty, staff, students & 
family and implement communication protocols in conjunction with the plan. 

2. GPS/MacDuffie will work with community partners to provide counseling for students and 
staff. 
 

 



 

 

Hazard Actions: MEDICAL 
 
Hazard Mass Casualty 
Prevention/Mitigation 
Actions 
 
 

1. GPS/MacDuffie and related town agencies will conduct routine safety inspections as required by law. 
2. GPS/GFD/DPF/MacDuffie and the Building Department will educate key personnel on occupancy 

loads, fire ratings, MSDS sheets. 
3. Agencies will work together to develop training materials for staff. 
4. GPS/MacDuffie will maintain approximate occupancy counts for public access spaces during school 

events. 
5. GPS/MacDuffie and other local agencies will conduct routine safety checks during extreme weather 

(snow storms, high wind). 
6. GPS/MacDuffie will educate all staff using training materials. 
7. GPS, with assistance from the Department of Public Facilities (DPF) and outside contractors as 

needed, will clear the roofs of excess snow load. MacDuffie will also work with appropriate personnel 
ensure roof safety. 

8. GPS/MacDuffie maintenance staff will board/tape windows as needed. 
9. GPS/MacDuffie maintenance staff, in cooperation with the Building Inspector, DPF, and outside 

contractors, will maintain structures to minimize risks. 
 

Response/Stabilization 
Actions 
 
 

1. GPS/MacDuffie administration will commence Incident Command/Unified Command activities in 
coordination with the following: GFD/EMS, GPD, DPF, Building Inspector, and School Emergency 
Response Team. 

2. GPS/MacDuffie, in conjunction with the bus contractor if needed, will evacuate non-injured people 
either within district or to off-site locations as outlined in the plan. 

3. ICS-UC will ensure security of the perimeter. 
4. GPS staff will commence the Standard Reunification Method to reunite children with their families. 

 
Recovery/New Normal 
Actions 
 
 

1. GPS/MacDuffie and other local/state agencies will evaluate the damage to determine if a school 
needs to be closed and duration of that closure. 

2. GPS/MacDuffie and other local/state agencies will plan for repair/rebuilding. 
3. GPS/MacDuffie will work with local town entities and other area school districts to identify alternative 

learning spaces as needed during restoration. 
 



 

 

 
Hazard Actions: MEDICAL 

 
Hazard 
 

Infectious Disease Outbreak – Vaccine-Preventable (i.e., MMR, Varicella, Hepatitis B, DPT) 

Prevention/Mitigation 
Actions 
 
 

1. GPS/MacDuffie will educate families regarding vaccine preventable communicable diseases: 
what they are, signs and symptoms, prevention, and protection. 

2. GPS will comply with vaccination regulations for students and staff.  
3. GPS will ensure policies and procedures are in place to exclude sick students or staff for the 

mandatory time period provided by State regulation.  
4. GPS/MacDuffie will keep abreast of any notifications from DPH or by local physicians of 

outbreaks of vaccine preventable communicable diseases 
5. GPS/MacDuffie will communicate with staff, students, families, and the broader community of 

any alerts using communication methods described in the plan. 
6. GPS will ensure policies and procedures are in place to exclude any unvaccinated (medical or 

religious reasons) students or staff for the period of communicability. 
7. GPS/MacDuffie will continue prevention education objectives. 
 

Response/Stabilization 
Actions 
 
 

1. GPS will work with Board of Health and DPH to determine if any contacts need medical 
intervention or exclusions or if determine if school needs to be closed and duration of that 
closure. 

2. GPS will work with Board of Health and DPH to determine if public notice of a local outbreak is 
necessary, while maintaining HIPPA confidentiality. 

3. GPS will work with Board of health and DPH to establish prophylactic vaccination or antibiotic 
clinics if large scale exposure has occurred. 
 

Recovery/New Normal 
Actions 
 

1. GPS will notify staff, students, and families when period of communicability has passed, as 
necessary. 

2. GPS will work with staff, students, and families to ensure that staff and students return to 
normal attendance. 
 



 

 

Hazard Action: MEDICAL 
 
Hazard 
 

Mosquito-Borne Illness 

Prevention/Mitigation 
Actions 
 

1. GPS/MacDuffie and Granby Health Department will educate the public regarding mosquito 
breeds that carry illness, signs and symptoms of mosquito-borne illnesses and non-
communicability of illness by person-to-person contact. 

2. GPS/MacDuffie and Granby Health Department will educate the public regarding appropriate 
precautionary measures to reduce exposure. 

3. GPS/MacDuffie and Granby Health Department will continue prevention education objectives. 
4. GPS/MacDuffie will cancel/reschedule any activities that increase exposure. 
5. GPS, in coordination with the DPF/Highway Department, will clear up breeding grounds on 

property. 
6. GPS, with assistance from community partners, will provide repellant during activities that may 

prove problematic. 
 

Response/Stabilization 
Actions 
 
 

1. In the event of illness caused by mosquitos, GPS will assist families in accessing proper medical care 
as needed. 

2. GPS and Board of Health will communicate any instances of known illnesses with local and state 
officials. 

3. GPS will respond to parents/guardians via communications methods outlined in the plan. 
4. GPS and Board of Health will continue prevention education objectives. 

 
 Recovery/New Normal 
Actions 
 
 

1. GPS/MacDuffie will notify students/parents/guardians/staff that the risk has subsided using 
communications methods outlined in plan. 

2. GPS/MacDuffie will resume normal activities upon authorization from the Board of Health/State 
DPH. 
 

 
 
 



 

 

Hazard Actions: MEDICAL 
 

Hazard:  
 

Self-Injury 

 Prevention/Mitigation 
Actions 
         

1. GPS/GFD/EMS/MacDuffie will provide education/training for faculty & staff on recognizing 
symptoms and responding to warning signs.  

2. GPS will use student intervention teams and child study teams as a vehicle for assessing and 
responding to issues related to self-injury/suicide. 

3. GPS will provide education for students and open dialogue opportunities. 
4. GPS will provide education for parents including forums for discussion. 
5. GPS will partner with community support groups to address issues relative to self-

injury/suicide. 
 

Response/Stabilization 
Actions 
 

1. GPS/MacDuffie will call 911 and follow medical protocols in conjunction with EMS. 
2. GPS/MacDuffie will isolate the environment (evacuate the immediate area) and call for 

shelter in the building. 
3. GPS/MacDuffie will cooperate with EMS/GPD investigative inquiries as needed. 

 
Recovery/New Normal 
Actions 
 

1. GPS/MacDuffie/ICS-UC will develop a statement for the public, faculty, staff, students & 
family and implement communication protocols in conjunction with the plan. 

2. GPS/MacDuffie will work with community partners to provide counseling for students and 
staff. 

3. GPS/MacDuffie will review the plan post-event to determine any vulnerability and make 
necessary adjustments in the plan, followed by appropriate training in the changes. 
 



 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 

Hazard Actions: Infrastructure 



 

 

 
Hazard Actions: INFRASTRUCTURE 

 
Hazard 
 

Water Emergency: Do Not Use or Boil Order 

Prevention/Mitigation 
Actions 
 
 

1. GPS/DPF will maintain communication with the district’s contracted water operator and 
MassDEP. 

2. GPS will educate school personnel on various restrictions on the use of public water under a Boil 
Water Order (water may be used for drinking and cooking if boiled first) versus Do Not Use 
Order (water cannot be used for any personal purposes such as drinking, cooking and bathing). 

3. GPS/DPF will follow all instructions from the contracted water operator, Board of Health, and 
MassDEP to militate against potential threats to the water supply. 

4. GPS/DPF will have appropriate procedures in place to ensure compliance with Boil Water Order 
or Do Not Use Order. 

5. GPS/DPF maintenance staff will be trained in proper procedures to enact in the event of an 
order. 

Response/Stabilization 
Actions 
 
 

1. Boil water order:  GPS/DPF staff close all plumbing to affected drinking water fountains, provide 
bottled water if necessary, and post all impacted lavatory sinks with “Do Not Drink” signs. 

2. GPS administration and Food Service staff will rearrange school lunches to be low preparation 
with low clean up alternatives, check all dish washers for correct temperatures for wash and 
rinse cycles, and check that detergent and sanitizer levels are filled. 

3. Do not use order:  GPS will determine if closing school until the contracted water operator/DPF 
isolates contamination or provides town-wide alternative is the safest response to a Do Not Use 
Order and will communicate that response to staff, students, and the community through 
various communication protocols outlined in the plan. 
 

Recovery/New Normal 
Actions 
 
 

1. GPS, in cooperation with the contracted water operator, Board of Health, and MassDEP will 
return to food service and water usage to normal.  

2. GPS will reopen school, if closed once a Do Not Use Order is lifted. 
 

 

 
 



 

 

 
 

Hazard Actions: INFRASTUCTURE 
 

Hazard:  
 

Cyber Risk 

 Prevention/Mitigation 
Actions 
         

1. GPS/MacDuffie will secure appropriate security software/hardware in order to 
prevent/mitigate against cyber-attacks. 

2. GPS/MacDuffie will develop and implement prevention protocols with all staff and students 
in conjunction with the schools’ acceptable use policy. 

3. GPS/MacDuffie will vet individuals & vendors who have access to data for their ability to 
maintain security and limit access in accordance with student and employee records laws. 

4. GPS will ensure redundancy of operations and data. 
 

Response/Stabilization 
Actions 
 

1. GPS/MacDuffie will notify authorities as necessary to assist in the investigation of a 
systems/data breach. 

2. GPS/GPD/MacDuffie will assess the breach/damage to equipment. 
3. GPS/MacDuffie will use communications protocols to announce lockdown of computer 

system, if necessary. 
4. GPS will notify public of breach in a reasonable time frame and provide information 

regarding protections that may require interventions on the part of the district or affected 
individuals. 
 

Recovery/New Normal 
Actions 
 

1. GPS/MacDuffie will work with vendors to establish appropriate security protocols to ensure 
that systems/data breaches do not reoccur. 

2. GPS/MacDuffie will review and implement revised policies and procedures relating to 
computer usage to ensure that systems/data breaches do not reoccur. 

3. GPS/MacDuffie will use communications protocols consistent with this plan to ensure that 
staff, students, and families are aware of changes as they are made. 
 

 



 

 

Hazard Actions: INFRASTRUCTURE 
 
Hazard 
 

Natural Disasters 

Prevention/Mitigation 
Actions 
 
 

1. GPS/MacDuffie will provide training to staff, students, and stakeholders regarding shelter 
procedures to prevent injuries/causalities from occurring. 

2. GPS/MacDuffie will conduct annual safety drills. 
3. GPS/MacDuffie and other appropriate town agencies will assess, identify, and communicate the 

location of safe zones to be used as “shelter” during an emergency 
4. GPS/MacDuffie and other appropriate town agencies will review shelter protocols in the context 

of a natural disaster to ensure rapid response with minimal warning of said event. 
5. GPS/MacDuffie and other appropriate town agencies will conduct periodic reviews of safe zones 

to ensure that they are still appropriate and to make necessary adjustments. 
Response/Stabilization 
Actions 
 

1. GPS/MacDuffie will initiate shelter protocol (see functional annex poster). 
2. GPS/MacDuffie will establish Incident Command and Unified Command with appropriate 

agencies to respond to the event as outlined in the plan. 
3. GPS/DPF/MacDuffie/GFD/Highway Department will assess secondary emergencies (leaks, fire, 

etc.). 
4. GPS/GPD/MacDuffie will secure facilities and surrounding areas as needed. 
5. GPS/MacDuffie/Emergency Responders and contracted transportation providers will work 

together to evacuate students to other schools, other venues within the community, and 
neighboring communities. 

6. GPS will initiate the Standard Reunification Method at the appropriate venue to reunite students 
with their families. 

Recovery/New Normal 
Actions 
 
 

1. GPS/DPF/MacDuffie, along with the Building Inspector and other appropriate local and state 
agencies, will determine any structural damage as a result of a natural disaster and determine if 
school needs to be closed and duration of that closure. 

2. GPS/DPF/MacDuffie will plan to repair/rebuild as necessary. 
3. GPS/MacDuffie will work with community agencies and other school districts to provide 

alternative spaces for learning during the reconstruction process. 
4. GPS/MacDuffie will continue to use appropriate communication methods to keep staff, students, 

families, and the wider community informed regarding alternate sites for educating students and 
when reopening of repaired facilities would take place. 



 

 

Hazard Actions: INFRASTRUCTURE 
 

Hazard Winter Weather 
Prevention/Mitigation 
Actions 
 
 

1. GPS/DPF will work with the highway department, GPD, and contracted transportation services to create 
protocols for cancellation, delayed openings and early dismissals. 

2. GPS will work with area media outlets to ensure access to systems to ensure rapid dissemination of 
information. 

3. GPS/DPF will meet annually with the highway department and contracted transportation services to assess 
past protocols and make appropriate adjustments to ensure improved systems. 

4. GPS/DPF will assess, identify, and communicate the location of safe zones within the buildings to be used 
as shelter-in place during an emergency. 

5. GPS/DPF will work with the highway department and GPD to assess and identify alternative traffic routes 
should a delayed opening or early dismissal be deemed appropriate. 

6. GPS/DPF will periodically inspect/test generators to ensure rapid response in the event of a power outage. 
7. GPS, other appropriate town agencies, will review and drill shelter protocols to ensure rapid response with 

minimal warning of said event. 
8. GPS administration and contracted food service provider will work together to provide meals as needed. 
9. GPS/DPF, in partnership with the highway department, will ensure proper fueling and operation of 

generators as available and necessary. 
10. GPS, GPD, GFD, and the highway department will assess and identify alternative traffic routes should they 

be deemed appropriate, as roads become passable. 
Response/Stabilization 
Actions 
 
 

1. GPS/MacDuffie will initiate Shelter protocol to respond to circumstances (see functional annex poster). 
2. GPS/MacDuffie will initiate Evacuation protocol to evacuate the uninjured. 
3. GPS/MacDuffie will establish Incident Command/Unified Command with appropriate agencies to respond 

to the event as outlined in the plan. 
4. GPS will initiate the Standard Reunification Method at the appropriate venue to reunite students with their 

families. 
Recovery/New Normal 
Actions 
 
 

1. GPS/DPF/MacDuffie, the Highway Department, and other appropriate contractors/staff will work together 
to ensure that access roads, parking lots, and sidewalks are clear and safe for re-entry. 

2. GPS/MacDuffie will work with the Building Inspector to ensure structural integrity prior to re-entry and 
mitigate any threat to that process. 
 

 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Hazard Actions: Human Caused 
 



 

 

Hazard Actions: HUMAN CAUSED 
 

Hazard:  
 

Missing/Abducted Child 

Prevention/Mitigation 
Actions 
         

1. GPS/DPF/MacDuffie will ensure that all buildings are properly secured 
2. GPS/MacDuffie will establish and follow protocols for visitor sign-in, buzz in/out. 
3. GPS/MacDuffie will work with families and GPD to ensure that proper documentation of 

court orders outlining custody access. 
4. GPS will ensure that all students are accounted for at all times. 
5. GPS/DPF will ensure that security cameras mounted by front office, with easy access to video 

surveillance. 
 

Response/Stabilization 
Actions 
 

1. GPS/MacDuffie will notify GPD/SRO as soon as an issue is discovered/reported. 
2. GPS/MacDuffie will institute shelter in place protocols as needed. 
3. GPS/GPD/MacDuffie will notify/inform neighboring agencies as needed to assist. 
4. GPS/MacDuffie/ICS-UC will implement communication protocols with families and the media 

as outlined in the plan. 
5. GPS/GPD/MacDuffie will obtain/develop evidence to assist in the investigation (Be On the 

Lookout [BOLO], social media, friend sources). 
 

Recovery/New Normal 
Actions 
 

6. GPS/MacDuffie will assist with reunification of child and appropriate parent/guardian  
7. GPS/MacDuffie/ICS-UC will communicate families/media per the protocols outlined in this 

plan. 
 

 



 

 

Hazard Actions: HUMAN CAUSED 
 

Hazard:  
 

Outside Intruder 

 Prevention/Mitigation 
Actions 
         

1. GPS/DPF/GPD/MacDuffie will ensure that all buildings are secure. 
2. GPS/DPF/MacDuffie will ensure key accountability access to buildings by authorized-only 

personnel. 
3. GPS/MacDuffie will follow protocols relative to sign in/buzz in. 
4. GPS/GPD/MacDuffie will train staff to identify and question unknown parties in building (No 

visitor ID). 
5. GPS/MacDuffie, in cooperation with area law enforcement and mental health agencies, will 

train staff/students/community on pre-incident indicators, initial response actions and 
follow-up procedures. 
 

Response/Stabilization 
Actions 
 

1. GPS/MacDuffie will call 911. 
2. NOTIFY STAFF/STUDENTS 
3. GPS/MacDuffie will implement lock down as necessary. 
4. GPS/MacDuffie will implement options-based response as necessary (ALICE protocol, see 

functional annex). 
 

Recovery/New Normal 
Actions 
 

1. GPS/MacDuffie will work with community partners to provide access to social emotional 
services 

2. GPS/GPD/MacDuffie will de-brief staff/students. 
3. GPS/MacDuffie/ICS-UC will use communications protocols to notify 

families/community/media. 
4. GPS/MacDuffie will conduct a review of this plan in concert with partners to determine 

vulnerabilities and make appropriate revisions. 
5. GPS/MacDuffie and appropriate agencies will conduct trainings with faculty/staff regarding 

revisions to the plan. 
 



 

 

Hazard Actions: HUMAN CAUSED 
 

Hazard:  Active Shooter 

 Prevention/Mitigation 
Actions 
         

1. GPS/DPF/GPD/MacDuffie will ensure that all buildings are secure and that cameras are 
operational/easily monitored. 

2. GPS/DPF/MacDuffie will ensure key accountability access to buildings by authorized-only 
personnel. 

3. GPS/MacDuffie will follow protocols relative to sign in/buzz in. 
4. GPS/GPD/MacDuffie will train staff to identify and question unknown parties in building (No 

visitor ID). 
5. GPS/MacDuffie, in cooperation with area law enforcement and mental health agencies, will 

train staff/students/community on pre-incident indicators, initial response actions and follow-
up procedures. 

 
Response/Stabilization 
Actions 
 

1. GPS/MacDuffie will initiate lock down protocols. 
2. CALL 911 
3. GPS/MacDuffie will initiate ALERT protocol (ALICE). 
4. GPD/SRO will respond accordingly. 
5. GPS/GPD will implement evacuation protocol as circumstances allow. 
6. GPS will implement the Standard Reunification Method at a designated site. 
7. GPS/MacDuffie/ICS-UC will use communication protocols per this plan for 

staff/families/community/media. 
8. GPS/GPD/GFD/MacDuffie will evacuate the injured. 
9. GPD and other law enforcement will preserve crime scene. 

 
Recovery/New Normal 
Actions 
 

1. GPS/MacDuffie/ICS-UC will use communication protocols per the plan after the event. 
2. GPS/MacDuffie will work with community partners to provide counseling for students, staff, 

parents, and the community as needed. 
3. GPS/DPF/GPD/MacDuffie will work with area agencies/facilities to potentially relocate 

students and staff until such time as the site is no longer deemed a crime scene and 
appropriate clean-up and repairs are completed. 

4. GPS/MacDuffie will determine long-term viability of the facility and/or alternative sites for 
educating impacted students 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Functional Annexes 
 

Medical Emergency Response Plan 
Emergency Operations Plan Posters 

ALICE Protocol 
Evacuation/Reunification Sites 

Contact Numbers for Emergency Support Functions 
 

Standard Reunification Method 



 

                                                                              
 

 
 
 
 

 

 
 
 

 
Granby Public Schools 

Medical Emergency Response Plan 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Granby Public Schools Mission Statement 
 

Granby Public Schools provide a safe and creative environment that 
empowers all students to be critical thinkers, socially responsible 

citizens, and effective communicators. 
 

 



 

                                                                              
 

 
GRANBY PUBLIC SCHOOLS MEDICAL EMERGENCY RESPONSE PLAN 

 
The Granby Public Schools (District) has developed this Medical Emergency Response Plan 
(Plan) in consultation with members of the school community, including the school nurse, 
school athletic team physicians, coaches and trainers, local medical and other emergency 
responders, and other community partners. The purpose of the Plan is: 
 

1. To reduce the incidence of life-threatening emergencies, and  
2. To promote efficient responses to such emergencies. 

 
The complete Plan, as a functional annex of the District EOP, has been posted in the 
Superintendent’s office, schools’ main offices, the school nurses’ offices, and the athletic office 
at Belchertown High School. Key Plan protocols, including what specific actions to take in case 
of a medical emergency (see district crisis plan, Appendix E); have been posted in classrooms, 
locker rooms, gymnasium, and cafeteria and provided to key staff. The complete Plan will be 
modified as needed and updated whenever there are physical changes to the school campus, 
including new construction. The Plan will be submitted to the Department every three years.  
 
Safety Assessment 
To prevent injuries and accidents on school property, the District follows Occupational Safety 
and Health Administration (OSHA) guidance. Prior to the opening of the school each year, key 
school administrators and the facility management director conduct a safety assessment using 
the National Institute for Occupational Safety and Health (NIOSH) Safety Program Checklist for 
Schools. Safety guidelines are posted in all classrooms. Science, culinary, CVTE, and fine arts 
instructors educate students on specific safety precautions and injury prevention regulations 
respective to their subject matter and related equipment used in their academic disciplines. 
 
Community Emergency Responders 
School leaders and administrators have ongoing relationships with fire and police chiefs as 
required under the Multi-Hazard Evacuation Plan, developed under section 363 of chapter 159 
of the Acts of 2000. Law enforcement and fire/safety personnel have connected the district 
administration building and the district schools with local emergency medical services (EMS) 
personnel. EMS has assisted in establishing a rapid communication system linking all parts of 
the school campus; determining response times to all parts of campus; and providing a 
methodology for directing EMS personnel to an ill or injured individual(s) when they arrive in 
response to an emergency call for assistance. 
 
 
 
 
 
 



 

                                                                              
 

911 Access 
● The classrooms have landline phones that can dial 911 directly. 
● Key personnel, including those involved in afterschool and extracurricular activities, 

have access to cell phones that can directly access 911.  
● Medical Emergency Response protocols are on all vehicles owned and operated by the 

district. 
 

Automated External Defibrillators (AEDs) 
The district has four Automated External Defibrillators (AEDs), all of which are portable, as 
noted below: 

● West Street School has one AED across from the gymnasium/cafeteria on the main 
entrance side of building. 

● East Meadow School has one AED outside of the cafeteria. 
● Granby Jr.-Sr. High School has two AEDs. One is located on the lower level outside of 

the Media Center and one AED is outside of the gymnasium also located on the lower 
level. 

 
The school nurse is responsible for checking and documenting the status of the AEDs in 
accordance with manufacturer’s recommendations.  The Athletic Director is responsible for 
doing the same with respect to the AED assigned to athletic teams. The district nursing 
supervisor ensures that the AED unit is maintained according to the manufacturer’s 
recommendations. 
 
Contact Information 
The District’s schools maintain a Crisis Team, consisting of various individuals within each 
school building. These are the people to be contacted during a medical emergency and their 
respective roles, such as directing Fire/Rescue, providing first aid, supporting students, 
providing class coverage. This resource information is available in the schools’ main offices and 
in the school nurses’ offices.  
 
The District maintains an updated list of community-based providers that includes names and 
phone numbers of mental health professionals who can provide long- and short- term mental 
health services on campus following incidents of medical emergencies. This resource 
information is available in the schools’ family resource centers.  
 
The schools’ main offices will contact parents/guardians of students and emergency contact 
persons for faculty and staff if the student, faculty, or staff person has a medical emergency 
during school hours. The schools maintain lists of names and phone numbers of 
parents/guardians, updated at the beginning of each school year, who should be contacted in 
case of a medical emergency concerning a student (see Appendix D: Student Emergency 
Information Sheet). The district maintains a list of names and phone numbers of individuals 
who should be contacted in case of a medical emergency concerning faculty and staff. Faculty 



 

                                                                              
 

and staff are directed to provide updated contact information as needed to the business office. 
The school nurse also has employees fill out a medical history and emergency contact form at 
the beginning of every school year on a voluntary basis. This information is kept confidential 
and stored in the nurse’s office. 
 
Training 
The district provides training in cardiopulmonary resuscitation (CPR) and first aid in accordance 
with the recommendations from the DPH. The names of the individuals who have successfully 
completed training will be posted with the Plan. 
 
CPR training will be offered to students through an after school program. First Aid and CPR 
classes will also be available through local Red Cross, Granby EMS, and other youth serving 
agencies. 
 
The schools conduct a medical emergency response drill in coordination with school 
evacuation or fire drills. The first drill, which is announced in advance, occurs at the beginning 
of the school year. Other drills are conducted throughout the school year without prior 
notification to faculty, staff, and students. The principal or designee will ensure that the Plan is 
reviewed after each drill and revised based on evaluation results to improve response 
effectiveness. The principal or designee shall post the updated Plan in the locations 
designated. 
 

Medical Emergency Response Protocols  

The district’s Medical Emergency Response Protocols are posted in the main offices, the 
schools nurse’s offices, classrooms, locker rooms, athletic office, gymnasiums, cafeterias, and 
public areas on campus with instructions on how to activate the local emergency medical 
services (EMS).  
 
In case of a medical incident, school staff will immediately contact: (1) the school nurse; and 
(2) the main office. Escort an injured person who is ambulatory to the school nurse’s office. 
Notify the school nurse if the person cannot be moved. Main office personnel will ensure that 
designated individuals are directed to remain with the injured or ill person until medical 
assistance arrives.  

 



 

                                                                              
 

Granby Public Schools   911 Protocol 
 
As soon as possible, notify the school nurse and principal/assistant principal in the following 
manner: 
          
THE STAFF MEMBER WILL: 

1. Call 911 if access to phone. 
2. Remain calm and clear the classroom. 
3. Do not leave the ill/injured person alone. 
4. Use the classroom intercom to call the office AND send one student or paraprofessional 

to the main office and one student or paraprofessional to the nurse’s office. 
5.  Reassure the student and stay with the student unless nurse is present and tells you 

differently. 
6. Note the time incident began    

  
 
THE MAIN OFFICE WILL: 

1. Call 911 if instructed to do so by staff member/principal/nurse who witnesses the 
medical emergency. 

2. Use the intercom or radio to contact the school nurse to make sure she is aware of 
emergency. 

3. Contact administration-the assistant principal/principal, resource officer. 
4. The administrator will call for a “Shelter” per the Emergency Operations Plan key 

actions (see key actions posters). 
5. Station a person near the front door to escort EMTs to ill/injured person. 
6. Pull child’s emergency demographic form and photocopy for EMTs. Print face sheet and 

give to nurse. 
7. Principal/Administrative Assistant or Nurse will contact parent. The parents should be 

advised to have someone else drive them to the hospital and reassure them that trained 
EMS personnel are caring for their child. 

8. When EMS arrives give them the child’s emergency contact information. 
9. Call Superintendent’s office to make aware of 911 called and reason. 

  
THE SCHOOL NURSE WILL: 

1. Call 911 or delegate someone to call 911 if has not been done already. 
2. Delegate to administration or designee about assistance needed. 
3. Call ahead to the emergency room of the hospital the child is going in order to give a 

report on what occurred if the EMTs will not be doing this already. 
4. Notify the student’s physician or school physician if appropriate. 
5. Complete the 911 form and forward it to the nurse leader. 

 
 
 



 

                                                                              
 

 
. *** Emergency Telephone Procedure*** 

a. Press an open line and dial 911 (from a land line if possible). 
b. State who you are – “I am_____, a nurse/principal/secretary at_________.” 

c. State what is wrong with the student/staff and approximate age. 
d. Give specific directions to your location. 

e. Don’t hang up until advised to do so. 
  

The principal/assistant principal will identify an adult to accompany the child in the ambulance 
to the hospital and stay with student until the parent arrives. The school nurse will remain at 
the school to address other medical needs within the building.  

Please follow Universal Precautions at all times. 
  
If the school nurse is not in the building at the time of the medical incident, main office 
personnel or designee will notify the administrator or designee in charge. The administrator or 
designee will assess the situation and direct main office personnel or designee to place the 911 
call in the event of a potentially life-threatening or potentially disabling injury, illness, or 
condition. All other steps will be taken as described above.  
 
If the injury, illness, or condition is later determined by the school nurse or other trained 
personnel to be relatively minor, the Fire/Rescue response will be canceled or the Fire/Rescue 
units will clear the scene.  
 
If the school nurse or other medically trained individual determines that the injury, illness, or 
condition is non-life threatening, first aid and or medical services will be provided onsite. Main 
office personnel or designee will notify the involved student’s parent or guardian. 
 
All faculty and staff must adhere to the following during all medical incidents: 

● Standard Precautions must be followed at all times (see Appendix A: 
Definitions). 

● Avoid moving the ill or injured person, unless there is more danger if left in that 
location.  

● Remain with the person until assistance arrives and remain calm. 
● Direct other staff to manage bystanders. 
 

Faculty and staff who are involved in school-related activities outside of regular school hours 
have been trained in the medical emergency response protocols and keep a copy of the 
protocols with them during all school-sponsored activities and events.  



 

                                                                              
 

 
APPENDIX A: DEFINITIONS 
 

The following definitions are from the Massachusetts School Health Manual and 
other sources. 
 
Automated External Defibrillator (AED) 
An Automated External Defibrillator is a lifesaving device to treat victims of sudden 
cardiac arrest. The defibrillator is designed to quickly and easily provide an electric 
shock that restores the victim's normal heart rhythm. 
 
First Aid 
First Aid is the immediate and temporary care given to an injured or ill person. 
 
National Institute for Occupational Safety and Health (NIOSH)  
The National Institute for Occupational Safety and Health is the federal agency 
responsible for conducting research and making recommendations for the 
prevention of work-related injury and illness. 
 
Occupational Safety and Health Administration (OSHA) 
The Occupational Safety and Health Administration sets and enforces protective 
workplace safety and health standards. 
 
Standard Precautions  
Standard Precautions are thorough hand-washing, gloving in the presence of body 
fluids, and proper disposal of contaminated wastes. The routine use of appropriate 
precautions by the caregiver regardless of knowledge of germs present in the 
individual’s blood, saliva, nasal discharges, vomitus, urine, or feces prevents the 
transmission /spread of disease and protects the caregiver. When handling the 
discharges from another person’s body, always use these precautions. Use of 
Standard Precautions removes the need to know which persons are infected with 
which germs in the school setting. 
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APPENDIX C:    
GRANBY PUBLIC SCHOOLS CPR/AED Certification 

 
 

  CPR AED 
Staff Name District Position DATE 

TRAINED 
CERTIFICATION 

DATE 
REVIEW 

DATE 
DATE 

TRAINED 
CERTIFICATION 

DATE 
REVIEW 

DATE 

Karen 
Szlosek-
Welch 

School 
Nurse/Nurse 
Leader 

7/30/15 7/30/15 7/30/17 7/30/15 7/30/15 7/30/17 

Deborah 
Werenski 

School Nurse 
 

5/4/16 5/4/16 5/4/18 5/4/16 5/4/16 5/4/18 

Sarah 
Smith 

School Nurse 2/7/16 2/7/16 2/7/18 2/7/16 2/7/16 2/7/18 

Karen 
Ranen 

School Nurse 8/31/14 8/31/14 8/31/16 8/31/14 8/31/14 8/31/16 
 
 



 

                                                                                 
 

GRANBY PUBLIC SCHOOLS 

STUDENT DEMOGRAPHIC UPDATE   

Last Name _________________________________  First Name_________________________________________ 
 

Full Middle Name _____________________ (do not use initials, if none write “NONE’)  Grade __________ 

Home Address: 

Street _____________________________Town & Zip Code__________________________________ 

 Primary Parent Telephone # _____________________ 

Mailing Address (If different) 

_______________________________________________________________________________ 

Date of Birth __________________________CITY/TOWN/STATE OF 

BIRTH_______________________________________ 
 

Country of Origin (Where child was born) ____________________ if other than the U.S.A., how many years has 

child been enrolled in a public school(s) in the U.S.? _______ 

Native Language _____________________       Gender M ___      F ___ 

  

Ethnicity: (Please check only one)     ____ Hispanic or Latino   ____ Not Hispanic or Latino 

  

Race: (Please check all that apply)      

____ American Indian or Alaskan Native   

____ Black or African American 

____ White                        

_____ Asian                      

_____ Native Hawaiian or Pacific Islander 

 Primary Contact-Parent/Guardian __________________________________ Occupation 
_______________________ 
Address (if different than student’s) 

________________________________________________________________________ 

Phone # _____________________   Cell Phone # ____________________    

Email address _______________________________________________ 

Employer ________________________________Work Phone # _________________________ 
Please Circle One:   Father      Mother      Guardian 



 

                                                                                 
 

 Secondary Contact-Parent/Guardian _______________________________________ Occupation 
_______________________ 

Address (if different than student’s) 

________________________________________________________________________ 

Phone # _____________________   Cell Phone # ____________________    

Email address _______________________________________________ 

Employer ________________________________Work Phone # _________________________ 

Please Circle One:   Father      Mother      Guardian 
 

Student lives with: 

_______ Both Parents       
 
________ Father only    _______ Father & Stepmother ______________________________________ 
                                                                                                                   Full Name 
 
________ Mother only   _______ Mother & Stepfather ______________________________________                 
                                                                                                                Full Name  
_______ * Guardian                                                                                                                                                                                                           
  
_______ * Other           _________Foster parents                  ________ Homeless 
  

* Name and relationship _____________________________________________________________________ 

If divorced, who has physical custody? ____________________________________________________ 

                                                                                                                                                         

Name of individuals to be called in case of emergency when neither parent can be reached by phone. The first 
individual listed will be called if the parent can not be reached by phone. If this individual can not be reached, the 
second individual listed will be called. 
 
1.)        Name _________________________________________   Phone # __________________________________ 

Relationship ____________________________ 

2.)        Name _________________________________________   Phone # __________________________________ 

Relationship ____________________________ 

  

Dr.’s Name & Phone # __________________________________________ 

Does the child have health insurance?  Yes      No  

Health Insurance Company _______________________________________________________ 
  
If you have no health insurance, Massachusetts has health insurance plans that will provide uninsured children 
with affordable health care (restrictions apply). Please contact the school nurse for more information about these 
programs. All communications will be confidential. 
  
 



 

                                                                                 
 

Are there any medical conditions, which we should be aware of? ______ No      _____ Yes 
 If yes, please explain 
  
  
 
 
 
 Student wears glasses: yes______ no_______  
 Student wears contacts:   yes______     no_______  
I hereby authorize the school nurse to share information relevant to my child’s health condition with appropriate 
school personnel, After School Activities Program Coordinator, Jr. Sr. High Athletic Director, and Local Emergency 
Medical Service when needed to meet my child’s health and safety needs. 
  
_______________________________________ 
Signature (Parent/Guardian) 
  
  
 
School Office Use Only: 
  
SASID _________________ 
  
  
  
  
  
 



 

 

 GRANBY PUBLIC SCHOOLS – EMERGENCY OPERATIONS PLAN KEY ACTIONS – CLASSROOM VERSION 
 Students Staff 

 
 

NO CELL PHONE USE    
 
1. Move away from sight 
2. Maintain silence 
3. Stay in classroom until notified otherwise        

CELL PHONE USE ONLY AS DIRECTED BY TRAINING 
1. Pull students in from hallway; Check bathrooms as 

assigned 
2. Lock doors; Turn out lights; Cover doorways; Pull down 

window shades 
3. Move away from sight; Maintain silence 
4. Take attendance;    
5. Stay put until “all clear” or until information allows for 

options to be used 
 

                                    NO CELL PHONE USE 
 
1. Follow fire evacuation plan 
2. Listen for announcements/ directions 
 

CELL PHONE USE ONLY AS DIRECTED BY TRAINING 
1. Follow fire evacuation plan 
2. Doors closed, lights off 
3. Take attendance – class list with teacher – notify if 

someone is missing 
4. Listen for announcements/directions 

 
 
 
 

NO CELL PHONE USE       
  
1. Stay put in classroom until notified otherwise – 

business as usual unless told otherwise 
2. Return inside building from outdoor classes/recess, etc. 

unless otherwise told 
3. Listen for directions 
4. Medical emergency: may be directed to evacuate 

elsewhere in the building or off-campus: isolated from 
victim 

 
 
 

NO CELL PHONE USE    
Natural disaster/weather: drop, cover, hold 
Bomb: drop, cover, hold 
HazMat: stay where you are, maint. shut off HVAC upon 
request 
Medical: call school nurse/office – call 911 after hours 
or off-campus (off-campus, call school) 
1. Students moved or in place as needed 
2. Staff out of hallways  
3. Business as usual unless directed otherwise 
4. Remain in classroom unless directed otherwise 
5. Bring students into building from outside unless directed 

otherwise 
6. Take attendance – notify if someone is missing-sign-out 

for parent dismissal 
7. Listen for announcements/directions 

 

 
 



 

 

GRANBY PUBLIC SCHOOLS – EMERGENCY OPERATIONS PLAN KEY ACTIONS – ADMINISTRATION VERSION 
 

 Students Staff Administration or Designee 
 

 

NO CELL PHONE USE    
 
1. Move away from sight 
2. Maintain silence 
3. Stay in classroom until notified 

otherwise        

CELL PHONE USE ONLY AS DIRECTED BY 
TRAINING 
1. Pull students in from hallway; Check bathrooms 

as assigned 
2. Lock doors; Turn out lights; Cover doorways; Pull 

down window shades 
3. Move away from sight; Maintain silence 
4. Take attendance;    
5. Stay put until “all clear” or until information allows 

for options to be used 
 

Initiate procedure  
Announcement:  PA/Radios 
Call 911 
Call Superintendent 
Lock doors; Turn out lights; Move away from sight 
Maintain silence; Communications dependent on 
situation, as needed for options to be used by staff 
Wait for clearance/inform staff 

 

 
                                    

NO CELL PHONE USE 
 
1. Follow fire evacuation plan 
2. Listen for announcements/ 

directions 
 

CELL PHONE USE ONLY AS DIRECTED BY 
TRAINING 
1. Follow fire evacuation plan 
2. Doors closed, lights off 
3. Take attendance – class list with teacher – notify 

if someone is missing 
4. Listen for announcements/directions 

Initiate procedure: on-site, within district, out of district  
Announcement or fire alarm:  PA/Radios 
Call 911 
Call Superintendent 
Call bus company for transport, if needed 
Check bathrooms 
Student sign-out at designated area with designated 
staff 
 

 

 

NO CELL PHONE USE       
  
1. Stay put in classroom until notified 

otherwise – business as usual 
unless told otherwise 

2. Return inside building from 
outdoor classes/recess, etc. 
unless otherwise told 

3. Listen for directions 
4. Medical emergency: may be 

directed to evacuate elsewhere in 
the building or off-campus: 
isolated from victim 

 
 
 

NO CELL PHONE USE    
Natural disaster/weather: drop, cover, hold 
Bomb: drop, cover, hold 
HazMat: stay where you are, maint. shut off HVAC 
upon request 
Medical: call school nurse/office – call 911 after 
hours or off-campus (off-campus, call school) 
1. Students moved or in place as needed 
2. Staff out of hallways  
3. Business as usual unless directed otherwise 
4. Remain in classroom unless directed otherwise 
5. Bring students into building from outside unless 

directed otherwise 
6. Take attendance – notify if someone is missing-

sign-out for parent dismissal 
7. Listen for announcements/directions 

 

Initiate procedure 
Announcement:  type of emergency - PA/Radios 
Call 911, if needed 
Call Superintendent 
Communications dependent on situation 
Work with emergency responders 
Wait for clearance/inform staff 
Medical: call School Nurse Leader, contact family 
as soon as possible 
Medical off-campus: call bus company for 
transport if needed 
 
 

 



 

 



 

 

 
 
 
 
 
 
 
 
 

Evacuation/Reunification Sites* 
In-district 

Out-of-district 
 
 
 
 
 
 

*These sites are only temporary sites for the purposes of reunifying students with their families in the event 
that process cannot happen at their home school. Longer-term relocation of students due to inaccessibility 

to a school would be worked out per the recovery process and communicated to families and the 
community via communications methods outlined in the plan.



 

 

Evacuation/Reunification Sites: In-District 
 
 
 

Sending School Receiving Sites 
West Street School Immaculate Heart of Mary Church 
East Meadow School Granby Jr.-Sr. High School, The MacDuffie School (alt.) 
Granby Jr.-Sr. High School East Meadow School, The MacDuffie School (alt.) 
The MacDuffie School Granby Jr.-Sr. High School 



 

 

Inter-District Agreements for Evacuation to out-of-town Staging Areas 
As of May 2016 

 
 
 
 
 

Sending District/School Receiving District/School 
Granby: West Street School South Hadley: Plains School 
Granby: East Meadow School Belchertown: Chestnut Hill Community 

School 
Granby: Granby Jr.-Sr. High School South Hadley: South Hadley High School 
The MacDuffie School (Granby) Belchertown: Belchertown High School 

 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Emergency Support Functions Phone Contacts 
 



 

 

Phone Contacts 
 

Granby Public Schools/Town/The MacDuffie School 
 
Granby Public Schools Bullying Report/Emergency Hotline  413.467.7520 
Superintendent’s Office Phone      413.467.7193 
 Includes Director of Public Facilities, Technology Coordinator, and Business Office 
Superintendent’s Office Fax       413.467.3909 
Pupil Services Office Phone       413.467.9237 
Granby Fire Department Business Phone     413.467.9696 
Granby Police Department Business Phone    413.467.9222 
Granby Highway Department      413.467.7575 
West Street School        413.467.9235 
East Meadow School        413.467.7198 
Granby Jr.-Sr. High School       413.467.7104 
The MacDuffie School       413.255.0000 
 
 

Other Contacts by Emergency Support Function (ESF) 
 

Transportation ESF 
First Student, Belchertown       413.323.8316 
VanPool         413.599.1616 
 
Communications ESF 
Comcast (Internet Service Provider)      800.266.2278 
OTT Communications (Telephone Service Provider    413.467.9911 
 
Public Works & Engineering ESF 
Massachusetts Department of Transportation, Western Mass Region  413.754.5511 
Department of Environmental Protection, Western Region   413.784.1100 
National Grid         800.867.5222 
Whitewater, Inc. (Town/Schools Water Operator)    508.248.2892 
 
Firefighting, Search and Rescue, HazMat, Mass Care, Emergency Assistance ESFs 
Massachusetts Department of Fire Services Incident Support Unit  508.820.2000 
Massachusetts State Police, Station C-7 (Quabbin Barracks)   413.323.7561 
 
Public Health, Mental Health, and Medical Services ESF 
Massachusetts Department of Public Health     617.624. 6000 
Holyoke Medical Center       413.534.2500 
Cooley Dickinson Hospital 
 Northampton        413.582.2000 
 Amherst (Urgent Care)       413.253.7546 
Behavioral Health Network Crisis Services     413.733.6661 
        Toll free 800.437.5922 
Educators’ EAP (Employee Assistance Program)    800.252.4555 



 

 

  
 
 
      
 
 
 
 
 
 
 
 
 

 
 
 
 

The Standard Reunification Method 
 



 

 

 
 
 
 
 
 
 
 
 
 
 

Confidential Appendices 
(Not included in public document) 

 
Appendix A: Master Schedule by School 
Appendix B: Students and Staff with Special Needs by School 
Appendix C: Building Information and Maps of Buildings with Annotations 
Appendix D: Templates for Statements/Press Releases 
Appendix E: Agreements 
Appendix F: ICS Forms 
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About The “I Love U Guys” Foundation
On September 27th, 2006 a gunman entered Platte Canyon High School in Bailey, 
Colorado, held seven girls hostage and ultimately shot and killed Emily Keyes.  During 
the time she was held hostage, Emily sent her parents text messages...  "I love you 
guys" and "I love u guys.  k?" Emily's kindness, spirit, fierce joy, and the dignity and 
grace that followed this tragic event define the core of The "I Love U Guys" 
Foundation.  

Mission
The "I Love U Guys" Foundation was created to restore and protect the joy of youth 
through educational programs and positive actions in collaboration with families, 
schools, communities, organizations and government entities.
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Peace.  

It does not mean to be in a place where there is no noise, 
trouble, or hard work.  

It means to be in the midst of those things and still be calm in 
your heart.
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Terms of Use
Governmental districts, departments and agencies may freely use these materials 
under the following conditions:

1. Materials are not re-sold.
2. Notification of use is provided to The “I Love U Guys” Foundation through either 

“Notice of Intent” , “Memorandum of Understanding” or a least an email.  
Seriously, just let us know if these materials are valuable.  Don’t be shy about 
sending us stories or examples either.

Churches, private and parochial schools that use The Standard Reunification Method 
are encouraged to license use of the materials through a subscription.  While the 
subscription is modest, grants, scholarships, or subsidies are available to offset the 
subscription costs.  The “I Love U Guys” Foundation also provides printed materials 
and “go kits” at a reasonable cost.

Warnings and Disclaimer
Every effort has been made to make this book as complete and accurate as possible, 
but no warranty or fitness is implied.  The information provided is on an “as is” basis.  

Change History
Contributor Version Revision Revision Commentary

John-Michael Keyes 0.9.0 09/17/2011 Preliminary Draft

John-Michael Keyes 0.9.1 10/01/2011 First Final Content Revision

Ellen Stoddard-Keyes 0.9.2 10/16/2011 Preliminary Edits

Lee Shaughnessy 0.9.3 10/26/2011 Preliminary Edits

Joseph Majsak. SVP & 
Chief Marketing 
Officer, Genesis 
Mgmt. & Ins. Services 
Corp.

0.9.4 11/04./2011 Continuity and Edits
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Introduction
Colorado has experienced a number of high profile acts of school violence.  In 
response to this, The “I Love U Guys” Foundation has developed strategies, programs 
and protocols to help districts, departments and agencies respond to incidents.

One critical aspect of crisis response is accountable reunification of students with their 
parents or guardians in the event of a school crisis or emergency.  The Standard 
Reunification Method provides school and district safety teams proven methods for 
planning, practicing and achieving a successful reunification.  Keep in mind though, 
this is an evolving process.  While there is a smattering of science in these methods, 
there is certainly more art.  Site-specific considerations will impact how these practices 
can be integrated into school and district safety plans.  Successful planning and 
implementation will also demand partnerships with all responding agencies 
participating in a crisis response.  

Why Bother?
Crisis recovery starts with the crisis, not after.  Simply “winging it” when reunifying 
ignores not just the mental health demands which accompany a crisis, but the 
responsibility of the school and the district in maintaining the chain of custody for 
every student.  

No school is immune to stuff 
hitting the proverbial fan.  
Wildland or structural fires, 
hazardous materials, floods, 
tornados, blizzards, power 
outages, tsunamis, bomb threats, 
acts of violence, acts of terror...  
these just start the list of events 
that may initiate a reunification 
and release for a school or district.  

 A predetermined, practiced 
reunification method ensures the 
reunification process will not 
further complicate  what is 
probably already a chaotic, anxiety-filled scene.  In fact, putting an orderly 
reunification plan into action will help defuse the emotion building at the site.

What Does it Cost?
Implementing The Standard Reunification Method concepts and planning stages take 
a certain amount of time.  But in the grand scheme of school safety the level of effort 
is modest.  There will be some staff hours committed to the both the planning and 
practicing of these concepts.  There will be some cost in printing and in creating the 
“Go Kits” necessary for a successful reunification.  Since some of these items are 
happening at the district level, the cost of a $300 “go kit” can be spread among all of 
the schools in the district.  

Shift the question.  “What is the liability cost of not having a reunification plan?” In 
many instances, the cost of liability insurance for the school or district is affected by 
the level of response preparedness.

The Standard Reunification Method
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The Adams 12 Reunification Method
The core concept of the Adams 12 Reunification Method rests on accountability.  
Accountability achieved through a process based on managing the physical location 
of students, staff and of incoming parents.  The process also uses perforated cards. 
These cards are completed by parents or guardians at the reunification site. The cards 
are separated at the perforation and a runner retrieves the child.  

The methods detailed in The Standard Reunification Method are based on the practices 
developed at the Adams 12, Five Star School District, Thornton, CO, by Pat Hamilton, 
Executive Director of Operations, and also at Jefferson County School District, Golden, 
CO, by John McDonald, Executive Director of Security and Emergency Planning.  

Objectives
The objective of this manual is to help district and school safety teams develop and 
implement tangible, on-site and off-site reunification plans. Inherent in this objective 
is creating or strengthening partnerships with first responder agencies – police, fire 
and medical. By having district and school personnel build a well designed draft plan, 
it becomes easier to engage the first responders and other key participants in the 
planning process.

Additionally, performing a successful reunification is highly more likely when rigorous 
practice and drills are conducted in advance of an incident.  Tabletop exercises and live 
drills should be scheduled and performed.

Deliverables
The deliverables are simple.  

1. Planning team identification and formation.
2. Safety team identification and formation.
3. A district reunification plan.  
4. Individual school reunification plans.  
5. Student education procedures.  
6. Parent education procedures.  
7. Tabletop exercise schedule.
8. Live drill schedule.
9. Show Time.

The Reunification Process in a Nutshell
The materials in this manual provide the fundamentals for a comprehensive plan. The 
beauty of the Adams 12 Reunification Method is its simplicity.

1. Establish a Parent Check-In Location.
2. Deliver the students to the student staging area, beyond the field of vision of 

parents/guardians.“Greeters” direct parents/guardians to the Parent check-In 
location, and help them understand the process.

3. Parents/guardians complete  Reunification Cards.
4. Procedure allows parents/guardians to self-sort during check in, streamlining 

the process.
5. Runner recovers student from the student staging area.
6. Controlled lines of sight allow for communication and other issues to be 

handled with diminished drama or anxiety. 
7. Medical or investigative contingencies are anticipated.

When it’s all said and done, successful reunification is based on pre-planning and 
integration first responder personnel.  

The following pages demonstrate the process in the context of Incident Command, 
including  roles, assignments and responsibilities involved.
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“District 12 has 
done 13 actual  
reunifications 
(not drills) in 6 
years and the 
urgency of this 
process can't be 
overlooked.  
The speed at which 
this is all occurring 
is unbelievable.”

Pat Hamilton
Executive Director of Operations
Adams 12 Five Star Schools



Not So Weird Advice
At first blush, this bit of advice may sound weird to 

educators:  “Check out FEMA.” Go online to 
http://training.fema.gov and complete the online 

training for IS-100 SCa Introduction to Incident 
Management for Schools.  The course takes about an 
hour and a half to complete and introduces some 
basic emergency response principles in the context 
of school safety.  

Here’s why this advice isn’t as weird as it sounds. Every 
first responder agency that partners with schools uses 

“Incident Command” during a crisis. The “Incident 
Command System” (ICS) is a response method that 

determines the role of everyone responding to a crisis and defines a shared 
vocabulary and shared expectations of behavior.  

District and school safety teams need this shared vocabulary when interacting with 
first responders during a crisis. Just as important, when meeting with first responders, 
having the concepts and vocabulary of Incident Command remove some of the 
language barriers.  It also shows a commitment to success that departments and 
agencies will appreciate. 

(Note: The “I Love U Guys” Foundation is not affiliated with FEMA.)

Incident Command System
Whether it is a man-made or natural crisis, or an act of violence in the school, law 
enforcement, fire and medical teams will be involved in the controlled release 
reunification process. Learning to “understand and speak their language” as well as 
being familiar with their procedures is imperative to a successful outcome. With that in 
mind, district and school safety teams must understand and use the Incident 
Command System. 
There is also a growing trend to add a social media expert (often a Twitter or other 
social media user), reporting to the Public Information Officer. Another growing trend 
is adding a new section by moving Information Technology out of Logistics into its 
own section.

Incident Command Organization Chart

Incident Commander

Public Information 
Officer 

Liaison Officer

Command Staff
General Staff

Safety Officer 

Operations
Section

Planning
Section

Logistics
Section

Finance
Section
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Incident Command 
System (ICS) Overview
The Incident Command 
System (ICS) is a standardized, 
on-scene, all-hazards incident 
management approach that:
• Allows for the integration of 

facilities, equipment, 
personnel, procedures, and 
communications operating 
within a common 
organizational structure.

• Enables a coordinated 
response among various 
jurisdictions and functional 
agencies, both public and 
private.

• Establishes common 
processes for planning and 
managing resources.

ICS is flexible and can be used 
for incidents of any type, 
scope, and complexity.  ICS 
allows its users to adopt an 
integrated organizational 
structure to match the 
complexities and demands of 
single or multiple incidents.
ICS is used by all levels of 
government—Federal, State, 
tribal, and local—as well as by 
many nongovernmental 
organizations and the private 
sector.  ICS is also applicable 
across disciplines.  It is 
typically structured to facilitate 
activities in five major 
functional areas: Command, 
Operations, Planning, Logistics, 
and Finance/Administration.  
All of the functional areas may 
or may not be used based on 
the incident needs.  
Intelligence/Investigations is 
an optional sixth functional 
area that is activated on a 
case-by-case basis.

As a system, ICS is extremely 
useful; not only does it provide 
an organizational structure for 
incident management, but it 
also guides the process for 
planning, building, and 
adapting that structure.  Using 
ICS for every incident or 
planned event helps hone and 
maintain skills needed for the 
large-scale incidents.

Source: http://www.fema.gov/
emergency/nims/
IncidentCommandSystem.shtm



Assignments
Your plan should have primary, secondary and optimally tertiary assignments of each 
of the incident command roles. It’s not uncommon to double up some of the roles 
due to staffing constraints. Keep in mind, in the case of an off-site evacuation these 
roles will be replicated at the off-site location as the event unfolds. This will result in 
ICS being established at both the impacted school and the evacuation site. 

A consideration regarding using teachers as command staff is that teachers usually 
have classroom assignments and responsibilities that might prevent them from acting 
in a primary ICS role.  Consequently, ICS is typically populated by administrative staff.

Reunification Incident Team
For a reunification, there are some specific roles.  The following chart demonstrates the 
structure of the Incident Team.

Reunification Incident Command Organization Chart

Incident Commander

Public Information 
Officer 

Liaison Officer

Safety Officer 

Finance

Scribe Gatherer

Operations

Greeters

Checkers

Runners

Crisis 
Counselors

Kidherds

Planning Logistics

Movie 
Coordinator 

Social Media 
Coordinator
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Role Responsibilities
Incident Commander Defining and coordinating the objective of accountable, 

easy, reunification of students with parents.  

Public Information Officer Communicating with Parents and Press, if appropriate.  
Coordinating use of mass call or text messages.

Social Media Coordinator Tweeting Parents and Press, if appropriate.

Safety Officer General site observation and safety concern remedy.

Liaison Officer Communicating with Fire, Medical or Law Enforcement

Operations Establish and manage operational staff

Greeters Help coordinate the Parent Lines.  Tell parents about the 
process.  Help verify identity of parents without ID.  

Checkers Verify ID and custody rights of parents/guardians.  Direct 
Parents to Reunification Location.

Runners Take bottom of Reunification Card to Student staging 
area, recover student and bring to Reunification Area.

Crisis Counselors Standby unless needed

Kidherds Often Teachers or Staff in the Staging Area.

Movie Coordinator At the elementary level, deploying a projector and 
screen can reduce student stress

Planning May be staffed or the Planning Staff (Scribes) reports to 
Incident Commander

Scribe Documents event.

Logistics May be staffed or the Logistics Staff reports to Incident 
Commander

Stage Hands Initial setup of the Check In area, the signage, Student 
Staging Area.  Stage Hands may be assigned to 
Operations as the setup is completed.

Finance May or may not be staffed during a reunification.

Procedures, Process and Branding
A controlled release reunification  typically occurs because of a crisis or emergency. 
Consequently, not just students and parents/guardians are trying to function at 
extraordinary stress levels.  Staff and other first responders also feeling the strain. By 
having a defined process with signage, cards, branding, procedures and protocols, the 
school presents an organized,  calm face to all involved. Fear or uncertainty often 
results from the unknown. By adopting, communicating and practicing a “known” 
procedure, the school removes some of that uncertainty. As a result, better decisions 
occur, leading to successful reunification.

Evolution and Unified Command
As an incident evolves, first responders typically establish their own Incident  
Command and school or district officials will become part of a “Unified Command.” 
While the responding department or agency will assume primary Incident Command, 
districts and schools remain responsible for reunifying the students with their parents/
guardians. A good rule of thumb: “Cops own the crime. Fire owns the flames. Schools 
own the kids.” 

The Standard Reunification Method
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Fire owns the flames.  
Schools own the kids.



Daily Release, Controlled Release, 
Reunification
What’s the difference between a Controlled Release and a full Reunification effort? 
Starting first with what happens every day at school, Daily Release, this is the 
procedure to let the students free. Some walk into the neighborhood. Others are 
transported by school or contracted buses. Others take public transportation. Some 
are picked up by parents or guardians. 

A Controlled Release is a little different. Usually, it occurs at a different time than the 
daily release. Perhaps it’s weather related, closing the school early, or a hazmat 
incident, chemistry class gone awry, ultimately the release of students is very similar 
to the daily release. The difference is typically that students are being sent home at an 
unusual time because of an unusual, but not traumatic event.  Parents are notified 
that the school is closing early and students are being sent home. 

Reunification occurs when events at the school or in the neighborhood demand 
students are physically returned to parents. In the event of criminal activity, injury or 
death, additional time may be needed for law enforcement interviews or crisis 
counseling. 

Whitelist or Blacklist Custody Verification
There are several strategies for identifying custodial privilege during a reunification. 
The Whitelist method confirms the parent/guardian via photo identification and 
confirming the person’s authority by comparing the ID to the student demographic 
card provided to the school during enrollment. The benefit of this method is absolute 
accountability. The cost is greater time and greater human resource needs to check 
the identification against enrollment records. 

The Blacklist method relies on a pre-determined list of persons with custodial 
restrictions. Identification is used, in this case, to determine if preventing student 
release to the non-custodial parent/guardian is necessary.  

Solving Other Custodial Identification Issues
In some cases, parents/guardians may not have photo identification.  Sometimes ID 
can be verified by the student’s teacher or other school staff.  Another option is to 
solicit little known information about the student. The Standard Reunification Card 
has a space for the student’s birthday.  The area for this is on the Runner part of the 
card which can be verified against the demographic/enrollment card during a 
Whitelist custody verification. Or it can confirmed by the student when the runner 
retrieves the student from the staging area. 

Controlling Sight Lines
The Standard Reunification Method can be 
overlaid on nearly any facility blueprint. 
There may be cases where there is direct line 
of sight between different reunification 
areas. The school or district usually has 
assets that can be utilized to break the line 
of sight. This is a critical aspect of 
maintaining control of the reunification 
because if parents see their students, they 
may be inclined to simply take their child 

and not participate in the accountability of reunification.  School buses or vans are 
useful in controlling these sight lines. 
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Reunification Setup Roles and Procedures
There are a number of simple tasks necessary to prepare a site for reunification. The 
site prep can be accomplished by several individuals.  During setup it’s imperative to 
ensure school and district personnel know their roles and responsibilities. It is better 
to take a few extra minutes at this point, rather than stopping the process in mid 
stream. 

Setup Goals
For Setup the goals are: 

1. Establish a visible Parent Check in Area and 
deploy tent and signage.

2. Check-In table is deployed.
3. Student Demographic Card/Binders are 

deployed at Check-In table.
4. Traffic directional signage is deployed.
5. Alphabet breaks are taped to the ground or 

table.
6. Student Parent Reunification Area is 

identified and marked.
These are the basic tasks expected to  be included 
in the plan.

Demographic Cards or 
Electronic Verification
Most schools use a demographic card to retain information on each student. It’s not 
uncommon for these cards to be kept in one or two enormous binders. That’s typically 
because it’s easier for school administrators to locate and maintain a handful of 
binders instead of multiple binders. Ideally, it is  beneficial to separate the cards into 
multiple, thinner binders. Here’s why: During a reunification, a school experiences 
hundreds or even thousands of parents arriving at the site, seeking their child. By 
separating demographic cards into smaller groups, the process tends to move faster 
and the goal of reunification is greatly accelerated. The system should be focused on 
the ease-of-use for stress-filled incoming parents.

Bring students to an 
entrance away from 
parent’s line of sight

Parent Check-in

Reunification area is 
deployed out of Parent 
Check-in line of sight

Directional Signage

Parent Check-in

 Parents Check-In Here

CA
F

G
L

M
N

O
R

S T
Z
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Crisis Counselors are 
available if needed.

Greeters assist in 
verifying custody 
in cases where 
parent has no ID

Checkers validate ID and 
custody per school roster

Greeters direct verified 
parents to reunification area

Parents line up according 
to first letter of last name 
or grade of student.  

While in line, parents 
complete Reunification Card

Greeters direct 
parents on how to fill 
out Reunification Card

Kidherds help maintain 
order and identify 
students for Runners

Entertainment Director 
selects and manages 
video projection.

Runners take bottom of 
Reunification Card to 
Student Assembly Area

Greeters identify 
parents that need 
further counseling 
and direct them to 
Counseling Area

Runners bring students 
to reunification area.

Depending on age 
students may be 
watching projected 
movies.
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Reunification Information (PLEASE PRINT CLEARLY) 
Have photo identification out and ready to show school district personnel.

.....................................................................................................................................Student Name !

........................................................................Student Grade ..............  Student Cell Phone Number!

......................................................................................................Name of person picking up student !

...............................................................................................................................................Signature!

........................................................................................Phone number of person picking up student !

...............................................................................................Relationship to student being picked up !
Photo identification matches name of person picking up student? Y or N

Print Student Name Again ..................................................................................................................  

.Student Grade .........!.................................

Student Birthday ........................................

School personnel completes upon release of student

 TIME! ! INITIALS !  OTHER

Reunification 
First, we want to thank you for your patience during this reunification.  We share the same 
goal during  this process: Getting you and your student back together as quickly as 
possible.  The reason we’re going through this  is  that an event has occurred at the school 
that mandates we personally reunite you with your child.

Instructions
1. Please complete the information on the other side of this card.  
2. Prepare identification (If you don’t have ID with you, please move to the side of the 

line, it may take a little longer to verify your identity.)
3. Select the check-in line based on either student last name or student grade.
4. After check-in, staff will split this card and a runner will be sent to recover your 

student.  Please step over to the Reunification Location.
5. If there has been injury or other concerns, you may be asked to meet a counselor.
6. Please don’t shout at school or district staff.  We’ll get through this as quickly as 

possible.

Parent Guardian Sign Off
I have read and understand these instructions.  

.......................................Print Your Name ....................................................................................Date !

...............................................................................................................................................Signature!



Level of Effort Required
It may be best to look at reunification planning as a process, not a switch.  There will be 
a point where the planning results in documents that outline procedures.  Included in 
The Standard Reunification Method are sample district and school plans.  The templates 
for these plans are available online at http://iloveuguys.org/srm and may help 
jumpstart plan creation.  But they are just templates.  Site-specific considerations have 
to be included in the planning.  It may be the 80/20 rule in action.  The template 
accommodates about eighty percent of the plan.  The remaining twenty percent has 
to be customized.

Using the templates, it should take an afternoon to complete.  Usually it’s someone at 
the school level tackling the task. With smaller districts, it may actually be a district 
resource.  

The district review is the next step. With larger districts, a one hour review of the 
school’s first draft should be sufficient. There may be a couple of hours of revision 
following the district review. 

After that, “process” comes into play. With first draft in hand, establishing review 
meetings with law enforcement, fire and medical will result in another round of 
changes.  The district legal counsel will frequently have a role in plan review and 
approval review.  Forwarding the work-in-progress to the district’s insurance 
providers  should also be on the checklist.

It’s important to seek a level of completion which makes sense for the school or 
district – and its first responder participants.   As mentioned earlier, there is a great deal 
of  “art” involved in emergency planning. Consequently, it’s okay to launch 
fundamental guidelines which are relevant to the majority of expected incidents 
instead of waiting until every conceivable scenario can be detailed. 

The “I Love U Guys” Foundation
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Open Records Act
Plan documents should be immune or partially immune to Open Records Acts 
because there are specific tactics, emergency procedures and contact information 
involved. Consultation with district legal or the State Attorney General’s office may be 
warranted.  From The “I Love U Guys” Foundation’s perspective, transparency in 
government is essential. But there is a balance when sensitive information is being 
created. 

Launching: Ground Up
Reunification strategies should be a district priority. It may be the case that it’s a lesser 
priority than others. Yet, someone in the district or at a school recognizes the 
importance of a solid reunification plan. In this case, it may be a ground up effort to 
integrate a reunification plan into the school or district safety plan. If so, then a launch 
strategy is probably going to involve creating the first draft of the reunification plan in 
order to show the decision-makers that the  apparently “toughest” level of effort is 
already complete. This is the “Apologize instead of ask for permission” strategy. 
Recognize the champion of this effort may have to work “off the clock” in order to get 
a foot in the door.  Experience has shown that these champions are often school 
resource officers, or counselors , or coaches, or teachers that have a strong personal  
motivation to enhance their school’s safety.

Also recognize that The “I Love U Guys” Foundation can help. There are dozens of case 
studies where the Foundation has supported these “Champions” in their efforts to 
make a difference. Call or email us.  The key objective is to get the first draft plan done. 
With that in hand, the rest will fall (or be nudged, pushed or coerced) into place. 

Launching: Top Down
The more conventional approach is the top down launch. Here the process, schedule 
and deliverables are more clearly defined. It starts with the district requiring a 
response and reunification plan for each school.  And then providing the schools with 
suggested tasks for how to get this done. 

 The word “suggestions” indicates that there is a reality when working with schools. 
Principals are the ”boss” or “CEO” of their schools. In order to achieve principal buy-in, 
the district may need to pilot a school reunification plan as a “Proof of Concept” to win 
over the resistors and skeptics, prior to “suggesting” that every school create one. 

The reality is it’s much easier for educators and administrators to start a project when 
they can see what the outcome looks like. 

The top down launch usually involves a combined school administration and school 
safety team meeting. It might require a large room.  The desired outcomes of this 
meeting include greater awareness for the importance of a reunification plan and the 
nuts and bolts of how to achieve it. 

District Level and School Level Planning
There are two types of plans necessary: the district level plan and the school level 
plan. The district plan will include every school plan in the district. Much of the level of 
effort at the district level involves managing, reviewing and suggesting any needed 
modification of the  individual school planning efforts.  There is, however, a level of 
effort necessary to complete the district plan as well. 

For both the district plans and the school plans, teams need to be assembled and 
tasked.

The Standard Reunification Method
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The Emergency Plan and the Deliberate Plan
One way to complete a comprehensive reunification plan is to break the project into 
smaller, more manageable phases.  The first phase is the Emergency Reunification 
plan. If only one afternoon is available for planning, and tomorrow a reunification had 
to occur, what would that plan look like?

The Emergency Reunification plan is the core of what will be the final Deliberate Plan. 
The difference is in the review by the district and the first responder departments and 
agencies, and incorporating the suggested modifications into the plan.

The Deliberate Plan will be accompanied by an exercise schedule. At a bare minimum, 
every school safety team should conduct a tabletop exercise around reunification. This 
exercise should include representation from the first responder departments and 
agencies. Conducting a full evacuation and parent reunification drill should be 
performed at the district level annually. 

Assembling the Planning Teams
The first step to completing a comprehensive reunification plan is assembling the 
planning team and identifying  individuals with planning parter organizations.  While 
there are several roles specified, a number of them may be combined. 

The key role is the Emergency Planner.  This doesn’t necessarily require an individual 
with extensive emergency planning experience, but someone with solid writing and 
computer skills. Strong partnerships with first responding agencies or departments 
will fill in most deficiencies that might arise. 

The following organization chart outlines the roles associated with School planning.  

Sense of Urgency
Any new initiative often requires a sense of urgency to maintain momentum and 
deliver the expected result on schedule.  Otherwise it falls off the task list.  One way to 
invoke urgency is to establish a 30-day completion target. Here’s what it might look 
like:

• Week 1 – First draft
• Week 2 – District, law enforcement, fire and medical review
• Week 3 – Tabletop exercise and revisions
• Week 4 – Final reviews and release.  

The plan isn’t rocket science, nor does it need to be overly elaborate.  In essence, the 
plan simply outlines the physical site considerations, the roles of the students, staff, 
parents/guardians and responders, and the reunification process.  Simple.

Planning Team Organization Chart

Project Manager

Emergency Planner Liaison

Law Enforcement Fire Medical

Legal Insurance

Mental Health

School Role
Parter Role
Advisor Role
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School Planning Job Skills
The following table outlines the responsibilities and skills of each role.  Keep in mind 
though, smaller schools or districts may combine some or all of the planning roles.  

Role Responsibility Skills
Project Manager Scheduling, project 

management and oversight
At the district level this may be 
the superintendent or in larger 
districts it may be the safety 
director.  

At the school level this is often 
the principal or safety team lead.  

This position demands 
management and 
communication skills

Emergency 
Planner

Creating and revising the 
reunification plan

Good communication and writing 
skills are necessary.  Either 
knowledge or willingness to learn 
enhanced features of Google 
Maps.

Completion and certification of 
IS-100SCa online course

It is not uncommon for this role 
to be filled by a vice principal, 
dean of students, safety team 
lead or school resource officer

Liaison Facilitate meeting times and 
places, document 
forwarding

Scheduling, email and phone

Mental Health Review materials with 
professional consideration

Respective professional skills

Law Enforcement, 
Fire and Medical

Review and contribution of 
individual office, 
department or agency 
concerns

Respective professional skills

Legal and 
Insurance

Review and contribution of 
individual office, 
department or agency 
concerns

Respective professional skills
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Launch Meetings
The Launch Meeting should be conducted once the planning role assignments have 
been completed. The purpose of the Launch Meeting is to establish plan objectives, 
introduction of the people involved, deliverables and milestones.  It is frequently 
attended by district personnel.  It doesn’t need to be long and arduous; the following 
simplified agenda should suffice:

Reunification Plan Creation Launch Meeting Agenda
• Introductions
• District Objective
• School Objective
• Example Plan
• Roles
• Deliverables

• Emergency Reunification Plan
• Deliberate Reunification Plan

• Project Gantt Chart
• Milestones
• Partner Agencies
• Advisory Entities

Creating the Plan
The Sample Plans available online at http://iloveuguys.org/srm contain the 
components listed on the next page. They are straightforward and can be easily 
customized for the school and the district. Some components demand consideration 
greater than simply “filling in the blanks” and are covered in greater detail. 

As with any school safety plan, the concept of plan evolution is ever-present. Events 
may occur or lessons may be learned that impact these roles or procedures. 
Emergency planners should also remain vigilant and familiarize themselves with 
emerging  trends regarding school safety and crisis response management in 
particular. For instance, the behavior of recent active shooter events reveals a new 
trend. There are recent incidents where the shooter has killed in one location then 
moved to another (Youth with a Mission, Virginia Tech). This trend has resulted in a 
number districts instituting district-wide Lockouts, whenever a Lockdown is called.

Additionally, depending on the type of event, plans may suggest districts ask law 
enforcement to help evaluate and secure evacuation locations prior to moving 
students.  
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What Does The Plan Look Like?
The school reunification plan has the following components:

1. Introduction
2. Objectives
3. Planning team acknowledgment and contact information
4. School, District, Law Enforcement, Fire, Medical, Legal and Insurance 

acknowledgment sign-offs
5. Definitions
6. Contact Information
7. Incident Command Structure
8. Attendance Procedures
9. Local site floor plan
10. Primary walking evacuation site floor plan
11. Primary walking evacuation routes with emergency services routes
12. Secondary walking evacuation site floor plan
13. Secondary walking evacuation routes with emergency services routes
14. (Optional tertiary walking site information)
15. Primary bus evacuation site floor plan
16. Primary bus evacuation routes with emergency services routes
17. Secondary bus evacuation site floor plan
18. Secondary bus evacuation routes with emergency services routes
19. (Optional tertiary bus site information)
20. District/School “Go Kits”
21. Notification Procedures
22. Media Management
23. Special Needs Considerations
24. Time of day contingencies
25. Type of incident contingencies
26. Reunification Setup Roles and Procedures
27. Reunification Process Roles and Procedures
28. Reunification Teardown Roles and Procedures
29. Debriefing Guidance
30. Exercise Schedule
31. Memorandums of Understanding

The district reunification plan has the following components:
1. Introduction
2. Objectives
3. Planning team acknowledgment and contact information
4. School, District, Law Enforcement, Fire, Medical, Legal and Insurance 

acknowledgment sign-offs
5. Definitions
6. Contact Information
7. Incident Command Structure
8. District/School “Go Kits”
9. Notification Procedures
10. Media Management
11. Time of day contingencies
12. Type of incident contingencies
13. Reunification Setup Roles and Procedures
14. Reunification Process Roles and Procedures
15. Reunification Teardown Roles and Procedures
16. Debriefing Guidance
17. Exercise Schedule
18. Memorandums of Understanding
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Floor Plans
It’s important to include on- and off-site floor plans in the reunification plan.  If the off-
site evacuation location is another school, it’s usually a reciprocal case.  Given that 
condition, advance communication and distributed effort can result in both schools 
having each others floor plans.  

There may be different versions of the floor plan for each reunification location.  

1. A floor plan with no annotations
2. A floor plan annotating student locations during an on site reunification
3. A floor plan annotating both home and guest student locations during an off 

site reunification.  Occupancy limits should be noted on all rooms used during 
an off site reunification.

4. A floor plan annotating occupancy in the case of an off-site location not a 
school.  

5. In the event of criminal activity, witness interview rooms and crisis counselor 
rooms should be annotated.  

6. In the event of law enforcement debriefing needs, it is strongly suggested that 
a separate facility be used.  While it may initially appear expeditious to conduct 
law enforcement or SWAT debriefings at the reunification location, further 
consideration may reveal that recovery of all participants may be impacted by 
commingling first responders and civilians.

One further consideration when selecting floor plans is level of detail.  These need not 
be architectural blueprints.  Rather, a simple diagram indicating rooms, halls and floors 
is sufficient.

Stage Guest Students to 
Gym (450 Occ.)

Crisis Counselor
Rooms

Witness Interview 
Rooms

Stage Home Students 
to Cafeteria (300 Occ.)

Exterior Home 
Parent Check-In

Exterior Parent Student 
Reunification

Off Site Reunification

Exterior Guest 
Parent Check-in

Special Needs 
Student Staging

In this example, consideration of where to stage guest and home students, special 
needs students, parents, counselors, and law enforcement during an off-site 
reunification.  Notice that after check-in, parents are guided around the corner to pick 
up their students.  If necessary, parents can be brought into the building for 
interviews or counseling.
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Site Planning and Google Maps
It’s not necessary to be a GIS mapping expert to assemble site plans.  Google maps is 
sufficient for the task.  Creating custom maps starts by setting up an account with 
Google, then at http://maps.google.com/ select the “My Places” button.

From there, it is relatively straightforward to use both map and satellite imagery to 
develop site plans and routes.  It’s strongly suggested that maps be categorized as 
“Unlisted.”

Evacuation Routes
In mapping both walking and bussed evacuation routes, it’s important to identify 
potential traffic issues and first responder ingress and egress paths.  The routes from 
the nearest fire station and the routes to the nearest hospitals must be considered.  
Are walking paths crossing streets that will be used by first responders? Are there 
some predictable streets that would be common for parents to use?
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Sexual Offenders
It is also beneficial to determine the nature of the neighborhood around schools or 
other evacuation sites.  Most states provide a mapping utility to locate sexual 
offenders.  These maps often link to a database that provides name, address and photo 
of the convicted felon.  It is important to identify these individuals and their proximity 
to the site.  There are many documented cases of sexual predators using a crisis as an 
opportunity for sexual predation.  

Route Map Checklist
These considerations should be included when mapping routes:

1. Evacuation routes
2. Incident Command Post locations
3. Incoming district responder routes
4. Incoming fire routes
5. Incoming medical routes
6. Outgoing medical routes
7. Incoming parent routes
8. Outgoing parent routes
9. Staging area
10. Landing Zone
11. Media Staging
12. Reunification signage locations
13. Parent check-in location
14. Possible road block sites
15. Possible neighborhood evacuation perimeter
16. Sexual offender locations
17. Security perimeter
18. Long perimeter
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Notification Procedures
In the event of a reunification, parent/guardian notification is a necessary first step. 
Many schools or districts have mass notification systems to bulk call and/or text 
information to the parent population. It is imperative that accurate, factual 
information be delivered, starting with the crucial First Message. While it may seem 
comforting to tell parents that everyone is okay, or to minimize the number of injuries, 
this First Message not only begins the recovery process, it may be evidentiary for 
purposes of liability. Rather than saying “All students are safe,” it is probably more 
accurate to report that, “We are in the process of establishing the safety status of all 
students and staff.”  

With the number of cell phones available to ever-younger student populations, 
parents will, in all likelihood, be the first to arrive at the impacted school. Prepare for 
the fact that this may occur prior to the transmission of any official notification by the 
school or the district.

Students will call or text their parents/guardians immediately during a crisis, despite 
school policy prohibiting mobile phone use. Additionally, some schools may not have 
accurate contact information for all parents. It may be possible during a crisis to 
leverage this to the school’s advantage by writing out reunification information for the 
students to text to their parents/guardians. 

Prepared notification language is vital. While anything written in advance may not 
exactly fit the circumstances of any given crisis, it may provide a valuable advantage 
in the initial phase of a  crisis. These statements can be vetted with the district public 
information officer and legal counsel as part of  the planning process.  Other 
notifications should be considered. Contacting district legal counsel, as well as the 
district’s insurance providers should be part of the notification process. 

Special Needs Considerations
Schools are encouraging parents of students with special medication needs to 
consult their physicians about medication Go Kits. The medication Go Kit may include 
extra dosages that are not in the school medicine locker. If it’s determined that the 
school does create a medication  Go Kit, security and chain of custody should be part 
of the plan and procedure.

Other special needs considerations include mobility and care-taking. An evacuation 
and reunification can be especially disturbing and challenging for special needs 
students. The plan should consider staging special needs students apart from the 
general population to ensure adequate supervision and responsiveness. 

Time of day contingencies
Time of day may impact how a reunification evolves.  A crisis at the end of the day, 
when busses are already on site, may actually require a controlled release reunification.  
It is not beneficial to immediately release students who have witnessed a traumatic 
incident, even though the busses are there and it’s the end of the school day.  Mental 
health concerns might dictate a controlled release so that crisis counseling can be 
made available.  This mandates a site plan that includes bus staging areas.

Parents are Capable
There may be circumstances where some of the early arrival parents can be given a 
task.  This is situational, but consider that, when given a job, parents are now helping 
with the crisis.  This has important psychological benefits in addition to distributing 
labor.  “Can you help set up this table?” or “Could you help me by placing these signs 
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along Elm street?” Both are necessary tasks, and can enlist the parent into being part 
of the solution.  

The Reunification Go Kit
Reunification “Go Kits” contain specialized items that are unique to the reunification 
process.  Consequently, these kits are different than school evacuation go kits.  Since 
reunification is often managed by district personnel, reunification Go Kits aren’t 
necessary at each school, rather the kits can stay with district response teams.  Larger 
districts may have several kits, one at the district office.  Others in the trunks or backs 
of vehicles used by district responders.   Smaller districts may have only two kits.  One 
at the district office.  One with the primary district responder.  (Two is a suggested 
minimum: redundancy is important.) 

Inventories and locations should be audited once a quarter.

Item Count Date Date Date Date
Inventory Sheet 1

Popup tent 1

Parent check in banner 1

Bungee cords 12

Folding table (6 foot) 1

Folding chairs 4

24 count boxes of pens 2

English reunification cards 2500

Spanish (or another language) 
reunification cards

500

Directional signs 12

Bull horn 1

Extra bull horn batteries 1

Flashlights 4

Extra flashlight batteries 12

Safety vests 24

Set of laminated alphabet sheets (A - Z) 2

Set of laminated grade sheets (K - 12) 2

Numbered plastic bins with lids 8

Duct/Gaffers Tape 2

Emergency contact hardcopy 1

Suntan Lotion 10

Some districts are moving to electronic parent verification (see page 11) and include 
electronic rosters, laptops and internet hot spots in their reunification Go Kits.
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Student/Parent Reunification
Circumstances may occur at the school that require parents 
to pick up their students in a formalized, controlled release. 
The process of controlled release is called a reunification and 
may be necessary due to weather, a power outage, hazmat or 
if a crisis occurs at the school. The Standard Reunification 
Method is a protocol that makes this process more 
predictable and less chaotic for all involved. 
Because a controlled release is not a typical end of school day 
event, a reunification may occur at a different location than 
the school a student attends. If this location is another 
school, then those students may be subject to a controlled 
release as well.  

Notification
Parents may be notified in a number of ways. The school or 
district may use its broadcast phone or text message system.  
In some cases, students may be asked to send a text 
message to their parents. A reunification text message from a 
student may look something like this:  “The school has closed, 
please pick me up at 3:25 at the main entrance. Bring your ID. “

Parent/Guardian Expectations
If a parent or guardian is notified that a controlled release 
and reunification is needed, there are some expectations that 
parents or guardians should be aware of. First, bring 
identification. That will streamline things during 
reunification. Second, be patient.  Reunification is a process 
that protects both the safety of the student and provides for 
an accountable change of custody from the school to a 
recognized custodial parent or guardian.

What if a Parent Can’t Pick-up Their 

Student?
When a parent can’t immediately go to the reunification site, 
students will only be released to individuals previously 
identified as a student’s emergency contact.  Otherwise, the 
school will hold students until parents can pick up their 
student. 

What if the Student Drove to School?
There may instances where a student may not be allowed to 
remove a vehicle from the parking lot. In this case, parents are 
advised to recover the student. In some circumstances, high 
school students may be released on their own.

How it Works
For students, the school asks that students be orderly and 
quiet while waiting. Students may be asked to text a message 
to their parents or guardians. Students are also asked not to 
send other text messages either in or out of the school or 
reunification area. Keeping the cellular network usage at a 
minimum may be important during a reunification.

Reunification Cards
For parents, there are a couple of steps. If a parent is driving 
to the school, greater awareness of traffic and emergency 
vehicles is advised. Parents should park where indicated and 
not abandon vehicles. Parents are asked to go to the 
Reunification “Check In” area and form lines based on the first 
letter of their students last name. While in line, parents are 
asked to fill out a reunification card. This card is perforated 
and will be separated during the process. Some of the same 
information is repeated on both the top and separated 
bottom of the card. Parents are asked to complete all parts of 
the card. 
In the case of multiple students being reunified, a separate 
card for each student needs to be completed.

Bring ID to Check In
During check in, identification and custody rights are 
confirmed. The card is separated and the bottom half given 
back to the parent. 
From the “Check In” area parents are directed to the 
“Reunification” area. There, a runner will take the bottom half 
of the card and take it to the Student Assembly Area to 
recover the student or students. 
Parents should be aware that in some cases, they may be 
invited into the building for further information.

Interviews and Counseling
In some cases, parents may be advised that a law 
enforcement investigation is underway and may be advised 
that interviews are necessary. In extreme cases, parents may 
be pulled aside for emergency or medical information.
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