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Introduction

Providing a safe environment for the scholars and the faculty of Wayne Preparatory Academy (WPA) is a fundamental goal. The purpose of the Emergency Management Plan is to think through possible emergency situations ahead of time; this forethought enables there to be a plan in place to ensure that this fundamental goal is plausible. Preparation is key to maintaining a safe and secure environment.

Emergencies cannot always be predicted, but emergencies can be better controlled and prepared for through education, awareness and training.  The purpose of this handbook is to do just that: to educate, to make aware and to train the faculty of WPA on how to respond in an emergency situations.

While specific types of emergencies have been included in the Emergency Management Plan, please keep in mind that it is the processes that are of most importance. An emergency may arise that is not covered in this handbook, but if the process principles are followed there is an increase  the probability of restoring a safe and secure environment.

When we know what to do in emergency situations, we dramatically increase our chances of responding quickly, calmly and confidently to the situation.

Handbook Notes:

All references to the principal in this document refer to either the principal or his/her designee. There must always be a principal or principal’s designee present during school hours to direct any emergency response procedures.

This handbook will be renewed annually by the Director of Operations (DoO). Suggested changes to this handbook should be made to the Managing Director (MD) and the WPA Board.

WPA is grateful and appreciative to the professionals who contributed information in the preparation of this handbook.  













General Information

Emergency Management Team
	Name
	WPA Position

	Dr. Todd Forgette
	Managing Director (MD)

	Amy Preskitt
	Director of Academics (DoA)

	Bianca Guzman
	HR & Finance 

	Linda Mills
	Admin Satff

	Josh Preskitt
	Director of Operations (DoO)



WPA First Aid / CPR Certified Individuals
	AREA/NAME
	FIRST AID
	CPR
	AED
	EXPIRES

	FACULTY
	
	
	
	

	Jennifer Price
	4/28/2017
	4/28/2017
	4/28/2017
	4/28/2017

	Anthiony Wright
	6/8/2016
	6/8/2016
	6/8/2016
	6/8/2018

	Stephen Beckett
	08/25/2016
	08/25/2016
	08/25/2016
	8/25/2017

	ADMINISTRATION
	
	
	
	

	Dr. Todd Forgette    
	
	
	
	

	Bianca Guzman
	
	
	
	

	Amy Preskitt
	
	
	
	

	Josh Preskitt
	08/25/2016
	08/25/2016
	08/25/2016
	8/25/2017

	Lydia Mills
	
	
	
	

	Amanda Maple
	
	
	
	

	Sonja Thomas
	08/25/2016
	08/25/2016
	08/25/2016
	8/25/2017

	Marcey Boyd
	08/25/2016
	08/25/2016
	08/25/2016
	8/25/2017

	Olivia Kornegy
	08/25/2016
	08/25/2016
	08/25/2016
	8/25/2017



Helpful Telephone Numbers

***If there is an emergency call 911***

Bryan Taylor (Fire Marshall Wayne County): (919) 731-1412
Captain John Morton (Fire Marshall for our location): (919) 750-2218
Belfast Fire Department (responsible for our location): (919) 734-7891
Goldsboro Police Department (Non-Emergency): (919) 705-6542
Wayne County Sheriff Office (responsible for our location): (919) 731-1493
Wayne County Animal Control: (919) 731-1439
Wayne County EMS/Fire Dispatcher: (919) 731-1400
NC Social Services: (919) 580-4034


Temporary Evacuation Areas

In extreme emergencies or as required, WPA recognizes one temporary evacuation area: Wayne Christian School located on 201 Patetown Rd, Goldsboro, NC. The telephone number is (919) 735-5605.
Emergency Management Handbook Guidelines

1. All WPA personell must be familiar with all aspects of the emergency action plan.
2. Principal will review emergency response procedures with new faculty during the first few in-service days of each new school year, but at the latest by September 15.
3. DoO will do an emergency check of the facility as needed after-hours.
4. Principal will communicate special mobility needs of any scholar to faculty.
5. Safety Committee will review and update necessary plans, lists and maps.
6. DoO will schedule date(s) for skills training and drills as needed (Appendix D).
7. Drills will be scheduled at random times each month.
8. Grade Level Leads will inform substitute teachers or substitute secretary the location of emergency packs and evacuation areas.
9. Grade Level Leads will familiarize substitute teachers and Admin Staff personnel will familiarize substitute administrative personnel with emergency procedures.
10. DoO will annually check inventory of emergency kits/first aid kits and change batteries in flashlight/radios.
11. DoO will verify copies of plan are in each emergency pack.

Text Alerts

GENERAL: Text alerts (remindme.com and or the ReminMe app) will be used to communicate emergency information. See administrative personnel for information on how to set up the text alerts. Situations where a text alert would be activated include:

1. School closures for any reason (weather, power outage or emergency event)
2. Traumatic event regarding any faculty member or scholar when the principal feels notification to faculty and parents is warranted
3. Emergency situations within this handbook

Building Evacuation Routes & General Areas

GENERAL: Every room in the school must have a building map that shows the location of the room, evacuation route and exit to be used in case of a fire or other emergency. Maps will be posted in a prominent location by each door and reviewed annually for accuracy. Examples of these maps are located in Appendix B and C.

Evacuation

GENERAL: Evacuation means getting scholars, faculty and visitors out of the building as safely and quickly as possible. If teachers are in their classrooms at the onset of an emergency, they must take their radio, first aid kits (Lead Teacher Only), emergency cards and whistles. The school secretary will take all necessary contact and attendance lists. Faculty must carry their room keys and any other necessary keys with them at all times and post their attendance information as quickly as possible.

During an evacuation, teachers need to be the last person to leave the classroom and must lead classes to the assigned evacuation locations. To avoid classes queuing up inside the hallway a team approach to evacuation will be implemented as follows:

NOTE: The following are general guidelines. In many instances, a class will not be in the classroom so a particular teacher may not be available to “lead” or “check.” Any teacher or faculty may lead or check classrooms, so long as communication is made at the time about who is doing what. In the event only one teacher is using an exit, the teacher should put himself or herself in the check position and be the last to exit.

Each grade will facilitate the evacuation of their scholars. The following procedures will be used: (1) grade level teacher will lead the scholars out and the other (2) grade level teachers will position themselves at the end of the grade level line and ensure scholars are at a Level 0. The Grade Level Lead will check his or her grade level classrooms and bathrooms ensuring that they are empty and positioned correctly depending on the emergency (door open or closed, blinds open, lights off, etc).

Reminder: Prior to leaving the building each teacher will grab their information cards, whistles and radio. In addition, the Grade Level Lead will take the first aid / emergency kit.

Once outside students will line up by homeroom and attendance will be taken.

The DoO and/or a designee will do a second sweep of the buildings, paying particular attention to areas not previously checked, including:
· Faculty Restrooms
· Office Spaces
· Custodial Closets
· Server Room

Should an evacuation be necessary during recess, teachers will round up their scholars.

Should an evacuation be necessary between before school or after school while scholars are leaving, scholars should queue up at the east end of the parking lot, taking care to avoid traffic and parked vehicles.

Leaving the building is easy during drills, but leaving will be made more challenging when scholars are scared, the hallway is filling up with smoke, etc. For this reason, it is important that scholars practice leaving the building during drills precisely the way they need to do it in an actual emergency: quickly, quietly and purposefully.

The more calm and confident the faculty is, the more secure the scholars will feel, thus the more likely the scholars will quickly comply.

Faculty members are to remain with their scholars during an emergency until relieved by the principal. The principal will determine when faculty may release scholars to their parent/guardian and when faculty may be released.

Assembly Areas
GENERAL: Additional alternate sites may be necessary should any of these locations be unavailable at the time of an emergency. The principal will designate alternate locations for assembly areas, as necessary. However, there are three evacuation/assembly areas: across the east side of the parking lot in the field, at the Kindergarten building or the field by the Assembly of God Church.

If an emergency occurs while a class is outside the classroom (either for recess or other classes, for example), the teacher will retrieve the Emergency Pack ONLY if it is safe to do so, then meet their class.

Emergency Management Basic Plan

GENERAL: This plan is provided as a guide for emergencies covered and otherwise not covered in this the handbook.

1. CONDUCT AN IMMEDIATE ASSESSMENT
1. Confirm and ascertain the type of incident.
a. Obtain essential information (Ask and answer the who, what, when, where and why questions)

2. SUMMON HELP
1. Contact someone on the emergency management team.
a. Call 911.  Have someone stay on the line with the 911 operator.
b. Implement emergency management plans.
c. Gather school faculty assigned to emergency duties.
d. Direct non-essential faculty to a safe area.

3. SOUND WARNING TO FACULTY
1. Use emergency warning and condition signals.
a. Employ immediate sheltering actions for those exposed to danger.
b. Ensure that all others are sheltered in place or evacuated to a safer location if possible.
c. Relay instructions.

4A. IF LOCK DOWN IS NEEDED, LOCK DOWN BUILDING, SECURE AREAS, MONITOR SITUATION
1. Lock exterior doors.
a. Lock interior doors and windows (where possible), place blinds in the open position, turn off the lights and cover interior door windows.
b. Everyone should stay away from windows and doors and also remain silent.
c. Assign faculty to secure specified areas and monitor conditions.
d. Recognize need and be ready for contingencies.
e. Account for all scholars and faculty and send an e-mail or text to the principal of any issues, additional scholars in your classroom or missing scholars.

4B. IF EVACUATION IS NEEDED
1. Secure necessary records.
a. Evacuate the building to a safe distance.
b. Assign faculty to secure specified areas and monitor conditions.
c. Recognize need and be ready for contingencies.
d. Account for all scholars and faculty.

5. WAIT FOR EMERGENCY CREWS
a. Keep emergency crews responding to the emergency updated on current situation via 911.
b. Assemble victims and witnesses.
c. Suggest possible areas for staging, command post, emergency medical services, etc as needed.
d. Gather key information for emergency crews.
e. Maintain event and status log (as necessary)

6. STABILIZE THE SITUATION AS SOON AS SAFE TO DO SO
1. Care for injured (ensure safety for those assisting).
a. Give additional instructions as needed.
b. If applicable, protect the emergency area/crime scene as much as possible.

7. WORK WITH EMERGENCY CREWS
1. Support incident commander as needed.
a. Provide information including incident-specific knowledge, site background, resources, and special faculty resources, abilities, training, etc.
b. Coordinate school response on site, off site (staging areas, hospitals, etc.)

8. SIGNAL “ALL CLEAR”
1. See that emergency medical care is provided.
a. Account for all scholars and faculty on site or at hospital or other off site locations.
b. Notify parents or guardians as needed.
c. Support law enforcement following the activities.
d. Debrief faculty.
e. Work with specialists as required/needed.

9. INITIATE RECOVER AND FOLLOW UP ACTIVITIES
1. Brief faculty and provide access to support.
a. Plan for resumption of school.
b. Arrange for clean-up and repair.
c. Begin long-term recovery planning (if applicable).

Codes

GENERAL INFORMATION

LOCKDOWN:
1. Full Lockdown (notification by radios, by telephones or by REMINDME alerts). Lock and secure all doors, keep blinds up, put down covering on the door window, keep all scholars in the classroom on the floor away from the door/windows and remain silent.
2. Modified Lockdown (notification by word of mouth); lock classroom doors, but continue normal activity.

EVACUATION (fire alarm will sound):
1. Fire
2. Bomb Threat
3. Other situations as required

SEVERE WEATHER (notification by radio, telephone, word of mouth or REMINDME alerts)

MEDICAL EMERGENCY (notification by radio, telephone, word of mouth or REMINDME alerts)

SECONDARY CODES (to alert Emergency Management Team members and faculty of incidents occurring:

Code Black – Bomb Threat
Code Green – Active Shooter
Code Orange - Violent behavior of a scholar
Code Blue - Death of a scholar or faculty member
Code Red - Accident involving serious injury
Code Purple– Intruder/irate person(s) or threatening wild animal on campus
Code Amber – Missing Scholar

Emergency Management Checklist

GENERAL EVACUATION PROCEDURES

1. WPA Faculty takes Emergency Packs/first aid kits, whistle, radios, attendance list, scholar contact information (emergency cards) and room keys.
2. WPA Faculty will evacuate scholars as follows and wait for further instructions:
a. Kindergarten: Assemble behind the K Building by the “green fenced in area” or across the parking lot between the two retaining ponds
b. 1st Grade: Assemble in the parking lot East of the cottages, clear of the driveway
c. 2nd Grade: Assemble a minimum of a hundred feet behind the cottages (West) in the field
d. 3rd Grade: Assemble in the parking lot East of the cottages, clear of the driveway 
e. 4th Grade/SC/PO: Assemble a minimum of a hundred feet behind the cottages (West) in the field
f. 5th Grade: Assemble in the parking lot East of the cottages, clear of the driveway
g. 6th Grade/PO: Assemble a minimum of a hundred feet behind the cottages (West) in the field
3. WPA Faculty members will ensure all scholars are out of the building.
4. WPA Faculty members close doors to classrooms on their way out.
5. Upon arrival at evacuation area, WPA faculty will immediately take attendance.
6. Principal will initiate check-in procedure to request list of missing or additional scholars by contacting teachers in the following order:
a. Sixth Grade
b. Fifth Grade
c. Fourth Grade
d. Third Grade
e. Second Grade
f. First Grade
g. Kindergarten
h. Music
i. Art
j. P.E.
k. EC
l. RTS (as applicable)
m. EC/SC/PO
7. After conducting a thorough search, the principal will immediately report any missing scholars to authorities.
8. WPA Faculty will await instructions via radio and reserve any transmissions for life-threatening conditions and responses to principal’s requests. Radios must remain clear for the principal to communicate effectively.
9. WPA scholars and faculty will not be moved back into the school or moved to other locations until the principal or response personnel have indicated it is safe to do so.
10. Faculty is to remain with their scholars during an emergency until notified by the principal.
11. Principal will determine when faculty may release scholars to parents/guardians and when faculty may be released.
12. An WPA Faculty member will take the following items during an evacuation:
a. Complete list of emergency contacts for all scholars and faculty
b. Early sign-out list and tardy list (Mrs. Mills/Mrs. Boyd)
c. Emergency pack
13. As soon as possible, the principal will initiate text alerts (through RemindMe) to pass along information to parents and to emergency contacts listed for faculty members, as needed. The information will include announcements of school closures (if applicable) and requests for scholar pick-up.
14. If injuries are sustained, the principal will maintain a list of faculty and scholars transported to hospitals and will report to parents/guardians or faculty family members.

GENERAL RETURN-TO-BUILDING PROCEDURES
1. If scholars are outside and an emergency occurs requiring their return to the building,  whistles will be used to get scholars’ attention and direct them to the school building.
2.Scholars will proceed into the building and go directly to their classrooms, without queuing up outside and without stopping to take off boots, coats, etc.
3. WPA faculty members need to close the doors to classrooms after hallways are cleared.
4. Upon emergency return to the building, faculty will immediately take attendance.
5. Principal will initiate check-in procedure to request list of missing or additional scholars by contacting teachers in the following order:
a. Sixth Grade
b. Fifth Grade
c. Fourth Grade
d. Third Grade
e. Second Grade
f. First Grade
g. Kindergarten
h. Music
i. Art
j. P.E.
k. EC
l. RTS (as applicable)
m. EC/SC/PO
6. After conducting a thorough search, the principal will immediately report any missing scholars to authorities.
7. Principal will notify parents as soon as plausible.
8. WPA faculty will await instructions via radio and reserve any transmissions for life-threatening conditions and responses to principal’s requests. Radios must remain clear for the principal to communicate effectively.
9. WPA scholars and faculty will not be moved to other locations until the principal or response personnel have indicated it is safe to do so.
10. Faculty is to remain with their scholars during an emergency until notified or relieved by the principal.
11. Principal will determine when faculty may release scholars to parents/guardians and when faculty may be released.

Tornadoes/Severe Weather

LEVEL 1:

A TORNADO WATCH STATING THAT TORNADOES ARE PROBABLE IS RECEIVED:

STEPS TO FOLLOW:
1. The principal will notify personnel.
1. Send faculty to notify teachers with classes outside the building.                                    
2. Turn on radios and listen for weather advisory information and updates (smartphones, tablets and the internet may also be used/monitored in addition to the radios).
3. The principal will notify faculty.
4. Scholars will not be informed of the possible danger unless at the Principal's discretion.
5. Emergency Management Team will monitor conditions.

LEVEL 2:

A TORNADO WARNING STATING THAT A TORNADO HAS ACTUALLY BEEN SIGHTED IS RECEIVED:

STEPS TO FOLLOW:
1. The principal will notify personnel.
1. Send faculty to notify teachers with classes outside the building.            
2. All scholars and faculty will immediately proceed to designated areas in accordance with                  the tornado shelter plan (Cottages: interior hallways and faculty bathrooms / K Building: bathrooms and bathroom hallways)
3. Administration personnel will secure all pertinent records and emergency packs/first aid kits.
4. All scholars will assume a kneeling position, against the wall and cover the back of the head/neck with hands or coats so as to protect their eyes and heads once in the designated area. Face away from the area with greatest potential for injury from flying glass. (Doors, windows and blinds should be closed).
5. All teachers will take roll and notify the principal if someone is missing.
6. The principal will immediately organize a search if someone is missing.
7. In the event of injuries, qualified personnel will render first aid as necessary.
8. Scholars and faculty will not return to their classroom until the principal declares it is safe to do so.

IF THERE IS NO WARNING, BUT A TORNADO IS APPROACHING, EVERYONE WILL:

1. If time permits, go to the designated area.
1. If time does not permit, go to the safest area of your classroom (the inside wall farthest                  away from doors and windows.
2. All scholars will assume a kneeling position and cover the back of the head/neck with hands or coats so as to protect their eyes and heads. Face away from the area with greatest potential for injury from flying glass (doors, windows and blinds should be closed).

Hurricane Preparedness Checklist

1. Cover servers with tarp and secure with bungee cords.
1. Cover all computers/laptops with black trash bags.  (Everyone with a computer/laptop)
2. Turn thermostats to off.  (DoO)
3. Back up all files.  (Administration)
4. Cover the following:
a. Financial files
b. Personnel files
c. Cumulative scholar files
1. Turn off breakers for water heaters (located on the bathroom circuit breaker panel).  (DoO)
1. Take loose items inside.  (WPA Faculty)
2. Place larger play objects next to building.  (WPA Faculty)
3. Final Check  (Principal)

Fire

GENERAL: All fires, no matter how small, on our campus MUST be reported to the fire department. Failure to do so can result in a citation against the school. Never try to report a fire to the nearest fire department always call 911.

In addition to the General Evacuation Procedures, the following procedures apply:
1. Any person detecting a fire should pull the closest fire alarm and notify the principal of the location of the fire immediately.
1. Use alternate system (word of mouth/whistle) if the alarm fails to operate.
2. Principle will commence evacuation procedures.
3. Notify classes outside the main building.
4. Contact fire/emergency services 911. Tell operator where point of contact will be located to meet responding fire officials. (Administration).
5. All scholars and faculty will evacuate the building at LEVEL 0.
6. Unlock doors in classrooms and turn off the lights when leaving the room. If possible, teachers need to close all windows and doors on the way out. Teacher will leave the room last, having designated a scholar to lead out of the classroom.
7. Designated faculty will check restrooms.
8. Use fire extinguisher to fight SMALL fires. Do not endanger life.
9. Attempt to confine fire by closing all doors to the area involved.
10. Secure all records and take emergency kit/first aid kits.
11. The principal will make sure the occupants are evacuated to a safe distance from the structure and out of the fire department’s way.
12. Teachers will stay with their class, take roll and notify the principal if someone is missing.
13. Render first aid as necessary.
14. If all scholars are accounted for, please wait for principal’s roll call.
15. Immediately notify fire commander if someone is missing. The fire commander as the on-scene commander, will orchestrate a search.
16. Keep access roads open for emergency vehicles.
17. Keep scholars and faculty away from building until area declared safe.
18. No utilities will be re-energized until appropriate personnel have completed repairs and approved reactivation of equipment. Lockout procedures shall be followed as necessary.
19. In the event of a fire near the school, the principal will determine which of the foregoing instructions are required.

Intruders, Irate Person or Wild Animal on Campus

GENERAL: Intruders are unauthorized visitors on your campus who are trespassing or loitering on school property and will not comply with a reasonable request to vacate premises when asked to do so.

PREVENTIVE ACTION:
1. Post permanent signs affixed at all parking area entrances directing visitors to the office.
2. Post signs at campus building entrances instructing visitors to obtain a visitor’s pass at the office.
3. Notify office of unauthorized persons (of any age) without passes on campus.
4. Determine whether the person is a legitimate visitor or a threat to campus safety.
5. Escort legitimate visitors to the office to sign in and obtain a pass.

STEPS TO FOLLOW FOR DEALING WITH INTRUDERS WHO POSE A THREAT:

1. If a person on campus is suspected of posing a threat, notify the office/principal immediately. Have faculty attempt to VOLUNTARILY escort the person to the front office. If intruder refuses to be escorted or leave, instruct teachers in direct contact with the intruder not to engage in a violent confrontation. They should take every precaution to ensure their safety, and that of their scholars. If a hostile confrontation appears imminent, call 911.
2. If intruder is determined to be a threat, give established code (Code Purple), alert faculty to intruder’s location.
3. If scholars are on the playground or outside they need to return to their classes as quickly as possible—with a faculty member.
4. If scholars are in the hallway then need to be moved/go to the closest classroom by faculty members.
5. Immediately secure and lock all classrooms and buildings (barring intruder’s location) to deny intruder access. Ask intruder to leave school premises; warn that law enforcement has been called and that they are on the way.
6. Safely maintain direct observation of the intruder to monitor developments until arrival of law enforcement.

Throughout any lockdown situation teachers must:
1. Stay in classroom and turn on two-way radio (low volume).
2. Take roll.
3. Principal will contact teachers to determine whether there are any scholars missing.
4. Follow instructions of principal or rescue personnel at all times.
5. Keep classroom doors and windows closed and locked. In addition, keep blinds up and roll down black curtain. In a modified lockdown the black curtain does not need to be down.
6. Keep scholars away from doors and windows.
7. Keep classroom dark and silent.
8. Lockdown procedures will remain in effect until “All Clear” is given by principal or rescue personnel.
9. Lockdown may evolve into a modified lockdown or a “Stay Put”, such that doors remain locked, but silence is no longer required.

Special instructions for individuals outside :
	1. Any intruding person or animal spotted by an After School Care provider needs to be
	 reported to the principal immediately via cell phone or radio and then watched very closely.
2. Any person entering the “P.E.” area while children are outdoors playing will be approached by the faculty member responsible for the scholars and nicely asked about his/her business there. If an intruder is at any time considered a threat or possible threat to the children, the individual will get the children back into the building immediately and inform the principal or emergency management team member.
3. The principal will, announce a (Code Purple) in the case of an intruding person, or “scholars return to your classrooms immediately,” in the case of a threatening animal.
4. Call 911 in the case of a threatening, intruding person, or call Wayne County Animal Control    
(919-731-1439) in the case of a threatening wild animal.

Abuse/Neglect of a Scholar

GENERAL: If you become aware of a situation of possible physical abuse, significant neglect or sexual abuse; immediately communicate your concerns to the principal.

1. Principal will notify need-to-know parties.
2. A written report will be requested from the reporting individual.
3. Provide follow up services/facilitate additional requests as needed.

Missing Scholar

GENERAL: Abduction of scholars is a necessary concern. Many times a scholar is abducted by a parent who does not have custody. It is essential that all adults presenting themselves at school to pick up a scholar are properly checked out to ensure they have proper authority to do so. If you have a custody question that cannot be resolved, call law enforcement.

Scholars of parents in two households may have custodial or non-custodial rights. Every effort             will be made to have the scholar leaving with the correct parent, guardian, or parent-approved designee. In the event a WPA scholar is discovered to have left campus with a wrong person, it will be reported to the legal parent/guardian and law enforcement as required.
Should an abduction occur on campus by an intruder, WPA faculty must immediately report the details of the occurrence to the principal. The principal will report the details to the police and parent(s)/guardian.
In the event a scholar is abducted/discovered missing, the following procedures should be followed:

WITNESSED:
1. Call or send a messenger to the office to get the principal.
1. Call 911 for immediate assistance.
2. Gather facts about the abduction and a description of the abductor from witnesses.
a. What time scholar was last seen?
b. What was the scholar was wearing?
c. Who was the scholar last seen with?
d. What part of school/grounds was the scholar last seen?
e. If seen, what was the scholar’s demeanor?
4. Convene Emergency Management Team.
5. Determine correct plan of action:
a. Meet with faculty if possible.
b. Visit classrooms if requested.
c. In conjunction with law enforcement, the principal will prepare a statement for the media.                                             
d. Prepare fact sheet for those answering phone inquiries.
e. If necessary, prepare classmates for scholar’s return.
6. Provide follow up services as needed.

NOT WITNESSED:
1. Call or send a messenger to the office to get principal.
2. Verify that the scholar is missing. Have school and grounds searched for missing scholar.
3. If not found, the principal will report the scholar missing to the parents and police department.
4. Convene Emergency Management Team.
5. Determine correct plan of action:
a. Meet with faculty if possible.
b. Visit classrooms if requested.
c. Question the scholar's friends for information.
d. In conjunction with law enforcement, the principal will prepare a statement for the media.                                             
e. Prepare fact sheet for those answering phone inquiries.
f. If necessary, prepare classmates for scholar’s return.
1. Prepare classmates to be supportive when the scholar is returned.
1. Provide follow up services as needed.

Scholar Accident or Injury

GENERAL: In the event of an accident or injury to a scholar, the following procedures will be used:

1. The faculty person with supervisory responsibility will make assessment of injury and course of medical attention, if appropriate.
2. If faculty cannot properly assess the injury, he/she must seek assistance from the office and ensure that the injury is documented on the Scholar Accident Report form.
3. A determination will be made whether the injury can be treated or if the injury requires outside expertise.
4. If outside expertise is deemed appropriate, a decision will be made regarding transportation of the scholar to obtain medical assistance. Preferred methods of travel in priority order are:
     a.  Ambulance
     b.  Parent
5. In the event scholar is sent to hospital via ambulance, a WPA Faculty member will accompany injured child.
6. The scholar’s parent/guardian will be notified of their child’s health status and location, as quickly as practical.
7. The initial WPA Faculty individual, with responsibility of supervision to the injured scholar, must assist in gathering all information surrounding the injury for the Scholar Accident Report Form.
8. Off-campus injury of a scholar during school approved activities, such as field trips, must be communicated as quickly as possible to the principal including the details of the injury, names of scholars involved, condition, medical attention, etc. The school office will then communicate information to scholar’s parent/guardian and document as necessary.

Note: Only medical personnel should move a seriously injured scholar, unless not moving the scholar could cause more harm. When in doubt do not move without EMS

Bomb Threat

GENERAL: In addition to the Emergency Management Basic Plan and General Evacuation Procedures (depending on the situation), the following additional procedures apply to a bomb threat emergency:

Unidentified Package:
1. If an unidentified package of any sort is found in or around the school, scholars and faculty need to notify the principal immediately.
2. No one should touch the package.
3. If principal deems package a threat, he/she will call 911 on a land line and inform the faculty to evacuate the school to designated locations, unless otherwise specified by blowing a whistle with three distinct separate blows.

Threatening Telephone Calls:
1. A bomb threat may be received by various means, but usually by the telephone.
2. The recipient of the phone call will attempt to obtain information from the caller using the BOMB THREAT CHECKLIST (the checklist is located above every WPA phone).
3. The recipient of the call will immediately notify the principal, but no one else.  DO NOT USE RADIOS or CELL PHONES.
4. Provide the completed BOMB THREAT CHECKLIST to the principal as soon as possible.
5. Principal will determine whether evacuation procedures need to be implemented, will call 911 and inform the faculty by blowing a whistle with three distinct separate blows.
6. If evacuation plans are implemented:
	a. Emergency Management Team will convene and disperse as needed. Immediately 	sound the alarm by blowing a whistle with three distinct separate blows (Code Black).
	b. If time allows, check grounds for suspicious persons or vehicles. Then scholars and 	faculty will evacuate the building immediately in accordance with applicable emergency
	evacuation plans posted in each room. Teachers will leave last, having designated a 	scholar to lead.
	c. Teachers will see that blinds are opened, up, that windows are unlocked, that the 	door is shut, but not locked when leaving the room. Prior to leaving their classroom
	teachers should conduct a quick check of their area. Be alert for suspicious items such as 	articles/packages. Any suspicious items should be reported ASAP to the principal 	or a 	member of the Emergency Management Team. DO NOT TOUCH ANY
	SUSPICIOUS ITEMS.
	d. Secure all records and emergency kits/first aid kits.
	e. Evacuate at least to a safe distance from the affected building.
	f. Take roll and notify the principal if someone is missing.
	g. The principal will organize a search team and provide the parameters for the search.
	h. Meet responding fire, EMS and law enforcement personnel bring them to the principal.
	i. The Fire Department will search the exterior of the building.
	j. Scholars will not return to the building until it has been declared “All Clear” by        	emergency responders/principal.

IN ALL CASES, IF A SUSPICIOUS ITEM IS FOUND, DO NOT HANDLE IT. REPORT IT IMMEDIATELY TO ADMINISTRATION.

Bloodborne Pathogen Procedures & Sharp Disposal (Exposure Control Plan)

GENERAL: Exposure Prevention/Incident -  Any contact of the eye, mouth, nose, non-intact skin, or other mucous membrane with any body fluids (blood, saliva, semen, vomit, feces, and urine) can be potentially infectious. Precautions to be taken in order to avoid contact with pathogens potentially present in human blood. Always wear gloves anytime there is the possibility of coming in contact with blood or other possibly infectious materials. Ensure that everything that came into contact with the possibly infectious material/blood is thouroughly cleaned and disinfected. 

Responsibilities of the Employee:
1. Promptly remove blood or body wastes from skin by washing with soap and running water.
2. Handle discharges from another person’s body, particularly fluids containing blood, with gloves and wash hands thoroughly with soap and running water.
3. Avoid punctures of objects that may contain blood or other body fluids.
4. Dispose of trash that contains body wastes and sharp objects. Use leak-proof containers (ziplock bags, etc.) for disposal of anything  that contains blood or any spills that contain blood.
5. Clean surfaces that have blood or body wastes containing blood on them with a 1:10 solution of household bleach and water. The solution should be fresh to ensure proper strength.
6. The following items must be readily accessible (they are in the custodial closet):
      a. Supply of disposal gloves
      b. Leak-proof bags (ziplock bags)
      c. Paper towels
      d. A 1:10 solution of household bleach and water
7. If a faculty member or employee becomes exposed:
      a. Provide verbal notification to the principal
      b. Fill out necessary paperwork (OSHA Form 300)
      c. Exposed member needs medical evaluation within 1 hour

Responsibilities of the Principal:
1. Provide necessary prevention/clean up items
2. Ensure that faculty seeks medical care as appropriate
3. Ensure that spill is properly cleaned up, blocked off, as appropriate

Sharp Handling/Disposal:
1. Sharps must be disposed of in a sharp disposal container
2. Always were gloves and use caution when handling or disposing of needles
3. If possible, allow the individual to deposit the used needles in a sharp disposal container
4. Never handle needles without proper PPE

Active Shooter

GENERAL: An active shooter is an individual actively engaged in killing or attempting to kill people in a confined or populated area. Active shooter situations are usually over within 10 to 15 minutes.

In addition to the Emergency Management Basic Plan the following steps need to be followed:

STEPS TO FOLLOW:
1. Call 911 for emergency assistance as quickly as possible and when safe to do so.
2. Silence your cellphone and turn off any other source of noise. Turn on radios at a low volume for information.
3. If in an office or classroom stay put, secure and barricade the door. If you are in a hallway get into a room and secure and barricade the door.
4. Convene Emergency Management Team if possible.
1. Assess the situation (number of shooters, type of weapons, number of scholars, location, physical description of shooter(s), number of potential victims, closest exit, etc.).
a. Inform faculty through radios or other means of WPA school notification to keep all scholars in the classrooms and away from windows.
b. Have multiple copies of floor plan available for police. Law enforcement is in charge of the scene.
5.  As a last resort, attempt to take the active shooter down. When the shooter is close range and you cannot flee your chance for survival is much greater if you try to incapacitate the individual. If this is your only option:
a. Act as aggressively as possible
b. Throw items and make improvised weapons (broom/map handle, etc.)
c. Yell
d. Commit to your actions
6. Remain available to law enforcement and negotiators. Do not leave until told to do so.
7. Notify School Board Chairman.
	a. Have a scholar roster available to use as a checklist when releasing scholars. Release scholars through the administration office. Ask teachers to remain with their scholars until the situation is resolved or scholars are released to their parents. Faculty will walk the student to their car and hand-off to parent(s). Use evacuation site to release scholars to parents if necessary.
	b. In conjunction with on-scene Law Enforcement Commander, establish location for family members to go where they can be kept informed.
	c. The principal will prepare a statement for the media. Ask media to help notify parents when and where the children are to be released.
	d. Prepare a fact sheet for phone calls from parents and the community.
	e. Make preparations to provide follow-up services as needed.                

COMMENTS: Prohibit media access to scholars in the school building, on school grounds and any assembly areas.

Assault of a Scholar or Faculty Member

STEPS TO FOLLOW:
1. Exercise necessary physical constraints to stop the incident.
1. Notify the principal.
2. Provide first aid if necessary, or call 911 for EMS. If bodily fluids are present, follow Bloodborne Pathogen Exposure Procedures.
3. Protect crime scene. Make note of circumstances and individuals present upon your arrival. Identify assailants, victims, witnesses and isolate assailants. In serious incidents, separate witness until police arrive for statements.
4. Notify parents if scholar is involved as perpetrator or victim (this applies to scholar to scholar assault when there is no injury; major injury or crime with LE involvement—LE will notify).
5. Accompany victim to hospital, if appropriate and as needed.
6. In the event a teacher has been assaulted, have a replacement identified for teacher class if necessary.
7. All inquiries by the media need to be referred to the principal. All others are instructed not to discuss the situation until authorized.
8. Meet with the faculty, if necessary, to provide facts regarding incident to defuse any rumors.             
9. Injury of a scholar or faculty member must be reported to the principal and followed up with a Scholar Accident Report Form or an OSHA 300/300A respectively.

Spill or Leak of Toxic Substance

STEPS TO FOLLOW:
1. Verify information.
1. Call 911 for emergency assistance.
2. Estimate the extent of injuries or potential physical danger.
3. The principal is the on-scene commander.
4. In conjunction with on-scene commander and other agencies (Fire, Law Enforcement, EMS, etc.) Make decisions regarding evacuation (uphill, upwind, upstream as applicable).
5. Inform faculty of situation and procedures to follow.
6. Provide medical assistance as required.
7. Keep track of all individuals who go to the hospital and:
a. If possible have faculty member accompany ambulances. At minimum, have faculty member at each hospital/clinic where scholar(s)/faculty are taken.
b. Notify parent(s), guardian(s), spouse of incident and location where taken.                
1. After the “All Clear” is given ensure that any scholars departing campus check out.
1. In conjunction with the principal prepare a fact sheet for parent and community inquiries.                  
2. The principal will prepare a media statement in conjunction with emergency personnel.
3. Ask media to help notify parents when and where their children will be released.
4. Make preparations for follow-up services.

In Case of Death

STEPS TO FOLLOW:
1. Call 911 for emergency assistance.
1. Notify principal.
2. Clear scholars and non-essential faculty from the area.
3. Hold class change until situation stabilizes.
4. If blood or other bodily fluids were present, follow Bloodborne Pathogen Exposure Procedures.
5. Protect crime scene. Make note of circumstances and individuals present upon your arrival. Identify assailants, victims, witnesses and isolate assailants. In serious incidents, separate witness until police arrive for statements.
6. Notify the family members of the deceased that there has been an emergency and direct them to the appropriate hospital.
7. Inform faculty and scholars when appropriate.
8. Make preparations for follow-up services.
9. Give factual information to media and prepare fact sheet for telephone inquiries.                        
10. Determine the most effective method to inform parents about the death.
11. Hold faculty meetings as soon as possible to process feelings and plan anticipated reactions of scholars.    
12. Relay additional information (funeral arrangements, etc.) as it becomes available.                    
13. Provide follow up services for scholars/faculty, as necessary.

COMMENTS: Later, faculty may wish to deliver sympathy notes and/or donated items. Memos may be sent to the teachers, or counselors may visit classrooms to convey the information. Some scholars will need to be seen individually; others may benefit more by sharing in small groups.

Military Conflict or National Incident (Such as 9/11)

STEPS TO FOLLOW:
1. Verify information, gather details.
1. Share facts with faculty.
2. Discuss what has happened with the scholars, encouraging them to share their emotional reactions to the tragedy.
3. Contact office regarding distressed scholars.                
4. Hold faculty meeting to discuss how the scholars are responding and to clarify helpful app roaches in dealing with the tragedy.

COMMENTS: Expect emotional reactions to vary with age and temperament.

Earthquakes

GENERAL: You cannot tell from the initial shaking if an earthquake will suddenly become intense. So always follow safety procedures in the event of an earthquake.

STEPS TO FOLLOW:
In the event of an earthquake,
1. Drop to the ground and into “crawling position”
2. Cover your head and neck with your arms and seek shelter by getting under a sturdy desk or table if nearby
3. Hold on to your shelter and be prepared to move with it until the shaking stops
4. If there is no table or desk near you, drop to the ground and then if possible move to an inside corner of the room and be ready to move if necessary
5. If you are unable to Drop, Cover and Hold On get as low as possible, protect your head and neck and move away from windows and other items that can fall on you (bookcases, heavy items hanging on the wall, etc).




























Appendix A:

Emergency Management Kit

GENERAL: There will be one emergency kit per cottage and they will be kept in the male faculty bathroom. If an emergency occurs while a class is outside the classroom (either for recess or other classes, for example), the teacher will retrieve the Emergency Management Kit ONLY if it is safe to do so, then meet their class.

Items:
1. Emergency Management Handbook
2. Paper (legal pads)
3. Pens
4. Sharpie (Pack of different colors)
5. Masking Tape
6. Duct Tape
7. Box of Plain White Peel- Off Stickers
8. First Aid Kit
9. Current Faculty Directory
10. Goldsboro Area Telephone Book
11. Weather Radios
12. Flashlights
13. Scholar Roster
14. Rubber Gloves
15. CPR Mask
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Appendix B:

    WPA Evacuation Points & First Aid Areas
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Appendix C:

Building Evacuation Routes & Layouts
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Appendix C:

Building Evacuation Routes & Layouts

       Cottage B
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Building Evacuation Routes & Layouts
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Building Evacuation Routes & Layouts

       Kindergarten
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Appendix D:

Wayne Preparatory Academy 2016-2017 Emergency Drill Dates

August 2016
	August 31st – Fire Drill

September 2016
	September 15th – Fire Drill
	September 27th – Tornado Drill

October 2016
	October 10th – Fire Drill & Fire Prevention Week Activities
October 20th @ 10:20 – Earthquake Drill

November 2016
	November 10th – Fire Drill

December 2016
	December 8th – Fire Drill

January 2017
	January 11th – Tornado Drill
	January 26th – Fire Drill

February 2017
	February 9th – Lockdown Drill
February 21st - Fire Drill

March 2017
	March 16th – Fire Drill

April 2017
	April 20th – Fire Drill

May 2017
	May 17th – Fire Drill

June 2017
	June 6th – Fire Drill
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