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INTRODUCTION  
 

Emergency Planning Guidelines 

for  Local School Systems and 

Schools 

 

One of Marylandôs public education goals is to create and maintain safe, secure, and drug-free 

school environments that are conducive to learning. To achieve this goal, it is essential that 

local school systems (LSSs) and schools take measures to prevent/mitigate risks, prepare for 

hazards that cannot be fully mitigated, and be prepared to respond to a variety of emergency 

and crisis situations.  Schools are an integral part of the communities they serve and therefore, 

are not isolated from the issues that affect their communities and our Nation. The issues that 

impact the daily lives of children, families, and communities are also reflected in our schools. 

 

The isolated, yet tragic and violent events that have happened in schools and communities 

across the nation (the 1999 Columbine High School shootings, the September 11, 2001 

terrorist attacks, the 2002 Washington, DC area sniper shootings, and the 2012 Sandy Hook 

Elementary School shootings), and natural disasters like the 2017 hurricanes that impacted 

Texas, Florida, and other areas, validate the need for the State, LSSs, schools, and communities 

to have well-written and well-rehearsed plans that address a variety of emergencies, crisis 

situations, and traumatic events. Plans must be relevant and useful during emergency situation.  

Emergency plans cannot be placed on shelves waiting to be dusted off when a situation arises, 

but must be continuously reviewed, updated, and exercised. 

 

These guidelines were developed by the Maryland State Department of Education (MSDE) in 

consultation with the LSS Emergency Planning contacts, Maryland State Police, the 

Governorôs Office of Crime Control and Prevention, the Maryland School Psychologist 

Association, the Maryland Emergency Management Agency, the Maryland Department of the 

Environment, Johns Hopkins Lab, and Maryland Association of Boards of Education.  The 

guidelines will help LSSs and schools in developing new plans and in reviewing and updating 

existing plans.  The planning process includes identifying and analyzing hazards in the school 

and community and taking measures to mitigate those hazards. A comprehensive emergency 

plan should address mitigation/prevention, preparedness, response, and recovery and 

should provide guidance to accommodate, safeguard, and evacuate all students, staff, and 

visitors, including individuals with disabilities. The plan should be stored, electronically if  

possible, in a place that is both secure and easily accessible. All stakeholders should know 

how to access the plan. 

 

Abbreviated flip charts or similar documents are often used to assist staff with a quick response 

during an emergency.  These documents should be kept simple, and list basic emergency 

procedures for classroom teachers, staff, students, and visitors. However, the documents are 

not a replacement for comprehensive district or school plans. Additionally, communication 

with parents regarding emergency response should be included in the document and parents 

should have a copy of the information that pertains to them. Parents of students with disabilities 



 

6  

should be included in the planning process and know what procedures are in place for their 

child/children. Relevant information should be shared with parents to assist with 

implementation and understanding of the plan, while also not compromising security. 

 

The Incident Command System model provides a framework to help develop roles, 

responsibilities, and functions to address emergency situations. It is essential that exercises and 

drills be conducted to test the plan and to increase the knowledge and skills of all staff and 

students. 

 

The plan must be routinely reviewed and updated at least annually to reflect or address issues 

that arise after each rehearsal/test or actual emergency. Schools should personalize the LSS 

plan to meet the individual and unique needs of each school. The quality of the plan is related 

to the extent to which all stakeholders in the school community are involved in the plan, have 

a role, and are involved in the planning process. 

 

Why LSSs and Schools Should Plan for Crises and Emergencies 

 

Code of Maryland Regulations 13A.02.02.01-.04 ï Emergency Plans, sets forth the 

requirements for emergency plans that shall be developed and implemented by each of 

Marylandôs 24 LSSs. "Emergency plan" means a plan for each LSS and each public school 

within the LSS that addresses mitigation, preparation, response, and recovery involving an 

emergency, including responding to: 

¶ Violent or traumatic events on school grounds during regular school hours or 

during school-sponsored activities; and 

¶ Events in the community that affect normal school functioning. 

 

The Regulation further requires each LSS to develop an emergency plan for each public school 

and central administration office under its jurisdiction in consultation with other health and 

safety officials in the local community to: 

¶ Deal with the contingencies of man-made, technological, and natural hazards; and 

¶ Conform to the requirements of the regulation. 

 

Additionally, the regulation requires: 

¶ Public school emergency plan to be on file in each LSS; 

¶ LSS to develop and implement an annual schedule of drills for each school within 

the system; and 

¶ Local superintendent of schools to certify annually in writing to the State 

Superintendent of Schools that the requirements of the Regulation are being 

implemented. 

 
On April 18, 2017, Governor Hogan approved House Bill 1061 (Chapter 327 of the Education 

Article, Annotated Code of Maryland), requiring the MSDE, in consultation with disability 

advocacy groups, to update the Emergency Planning Guidelines for Local School Systems 

and Schools to accommodate, safeguard, and evacuate students, staff, and visitors with 
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disabilities on public school grounds in accordance with the federal Americans with 

Disabilities Act. On or before July 1, 2018, each LSS is required to update its local 

emergency plan to comply with the updated MSDE Guidelines. 

 

Parents entrust their children to schools with the expectation that their health and safety will  

be of the utmost concern to school officials. Students look to teachers, principals, and other 

school staff to protect them from harm and to instruct them during emergencies. Thus, school 

personnel have an ethical obligation to ensure appropriate response during crisis and 

emergency situations. 

 

Schools play a unique role in the lives of students and must have plans to deal with 

emergencies while students are in their care. There is a great difference between crisis 

intervention and emergency planning. Crisis intervention is a reactive event that takes place 

during and after something has happened.  On the other hand, emergency planning is an active 

process by which LSSs and schools plan for a variety of emergency situations before they 

happen in order to reduce adverse consequences during an emergency.  Emergency planning 

attempts to provide rapid and appropriate responses.  This type of planning increases 

confidence and helps communities, parents, staff, and students respond appropriately during an 

emergency. 

 

Planning and practicing for emergencies serve to ensure that staff and students know what 

actions to take and when to take them. It also serves to minimize injury and damage and makes 

it easier to return to normal operations once the emergency is over. 

 

These guidelines are divided into three major sections: Emergency Management; Plan 

Development; and Training, Testing, and Evaluating the Plan. Ten appendices are included to 

provide additional resources to assist LSSs and schools develop, test, and evaluate their 

emergency plans. 
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SECTION I:  EMERGENCY  MANAGEMENT  
 

Emergency management is an organized process by which schools and communities: 

¶ Prevent/Mitigate risks; 

¶ Prepare for hazards that cannot be fully mitigated; 

¶ Respond to emergencies; and 

¶ Recover from emergencies and restore the school and community to its pre-emergency 

condition. 

 

The degree to which emergency management is effective is directly related to the quality of the 

planning process, the plan, and the familiarity of the plan by those who will use it. Thus, the 

planning process is continuous. Planners use the lessons learned from drills and real emergencies 

through evaluation to improve the plan. Local School System plans and school plans need to be 

reviewed and revised if  necessary each time the plan is rehearsed and each time the plan is used 

for an emergency. The unique needs of the community, including the needs of individuals with 

disabilities, must be carefully considered in developing the plan and the plan should address the 

four phases of Emergency Management, which are Prevention/Mitigation, Preparedness, 

Response, and Recovery. 

THE EMERGENCY  MANAGEMENT  PROCESS 
 

 

Mitigation/ 

Prevention 

Recovery 
Emergency

Process 

Preparedness 

Response 
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Prevention/ Mitigation  
 

A key element in planning is addressing situations that may arise during an emergency. This 

includes taking steps to minimize the impact of an emergency. Mitigation is an action taken to 

reduce the loss of life or damage to property from all hazards (44 C.F.R. 206.401). 

 

The following actions should be taken during the planning process to prevent or reduce the loss of 

life or damage to property from all hazards: 
 

1. Conduct a Multi -Hazard assessment of each central office and school building in the 

LSS in consultation with  your local health and safety officials. Identify factors that put 

the site and its inhabitants at risk. These may include, but are not limited to, proximity to 

rail tracks that regularly transport hazardous material. Consider ways of mitigating the risk, 

to include such measures as evacuating inhabitants from these areas during emergencies 

and/or repositioning propane tanks and other hazardous materials away from school 

buildings. 

 
2. Address issues surrounding school science laboratories. Such emergencies 

may include, but are not limited to: 

¶ Thermal and chemical burns; 

¶ Cuts and puncture wounds from metal and glass; 

¶ Poisoning by inhalation, ingestion, absorption, or injection; 

¶ Skin irritations from chemicals; 

¶ Chemicals, liquids, dusts or glass in eyes; and 

¶ Electric shock. 

 
3. Include local agencies and other key stakeholders when developing plans. Local 

agencies may include emergency management agencies, emergency medical 

services, the local health department, fire department operational staff, police 

department, and other agencies unique to the LSS. Other key stakeholders should 

include risk management professionals, school nurses or school nursing supervisor, 

mental health professionals, school staff, special educators, persons with disabilities 

and others with access and functional needs, service providers for students with 

disabilities (such as occupational and physical therapists), and parents/family 

members. When considering the needs of students, staff, and visitors with disabilities 

in the planning process, the LSS should account for the need for adult assistance in 

the plan and the specific role of that adult in the event of an emergency.  

 

In working with local fire and law enforcement agencies, consider collecting and 

submitting helpful information for the local computer aided dispatch system (CAD). 

This information would include, whether/how many persons in the building use 
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mobility aides (e.g. wheelchairs, power chairs, walkers) or have disabilities that 

require special attention. In addition, the LSS should consider having a short 

document on-hand that lists concerns as they relate to students with disabilities, 

including ñneed-to-knowò information that will be helpful to first responders. This 

will assist first responders as they arrive on the scene and assess the situation.  

 

4. Work  with businesses, factories, hospitals, and religious organizations to ensure that 

the emergency plan is coordinated with  community emergency plans.  

 
5. Ensure that a process is in place to monitor and control access and egress to 

buildings. Include measures to deal with  strangers. Make sure that access and egress 

points are accessible by students with disabilities. Also, plan to have alternative routes in 

case primary access and egress points are blocked or otherwise not passable.  

 
6. Require all schools to conduct multiple  drills  throughout the school year and 

emergency preparedness trainings for staff to include (but not limited to): 

¶ Evacuation ï Conditions outside are safer than inside; 

¶ Reverse Evacuation ï Conditions inside are safer than outside; 

¶ Severe Weather ï Severe weather emergencies; 

¶ Shelter in Place ï External gas or chemical release scenarios; 

¶ Lockdown ï To protect building occupants from potential dangers in the 

building; and 

¶ Drop, Cover, and Hold ï Earthquake or imminent danger to building 

or surroundings. 

 

Ensure all students, including students with disabilities, have the opportunity to participate 

in drills. Determinations regarding a studentΩs participation in a drill should be made on an 

individual basis, however, the fact that a student has a disability making inclusion in the 

drill more complex or challenging does not mean the student should be excluded. Students 

with disabilities should participate in all drills unless, through consultation with the parent, 

medical provider, school nurse, and/or other school staff members, it is determined that the 

risk of a particular drill is outweighed by the studentΩs health or safety needs (e.g. a student 

who is medically fragile). It is critical that students with disabilities and the adults 

responsible for their safety practice emergency procedures prior to drills so they are aware 

of what will take place in the event of an emergency or drill.  

 

After drills, consider conducting debriefings to assess effectiveness. Debrief with the 

student (and assisting adult if appropriate) to determine what worked or did not work in 

terms of fully executing the drill. If a student with disabilities is not able to fully participate 
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in a drill, the drill can be differentiated or modified for students, staff, and visitors with 

disabilities. For example, some participants may complete the full drill while others may 

complete the drill up to a certain point based on their abilities.  

 
7. Review traffic  patterns and parking and plan how releasing students will  be handled 

during an emergency. Take measures to minimize unauthorized buses, cars, and trucks 

from approaching school buildings. Communicate with parents what the plan will  be 

prior to an emergency. 

Preparedness 
 

Preparedness is a community process that is both cooperative and collaborative. An effective plan 

involves local emergency and risk management personnel, first responders, social services 

personnel, mental health professionals, medical professionals, and others who will  provide 

assistance during an emergency. Considerations for students, staff, and visitors with disabilities 

should be integrated into the plan. In coordination with the community, LSSs and schools shall 

develop a plan that identifies: 

¶ The resources available and the best way to use them; 

¶ Training needs for staff on how to support or respond to all students, including persons with 

disabilities or who have access or functional needs.  

¶ Training exercises and drills in which persons with disabilities can participate. 

¶ Training materials available in multiple languages and formats (e.g. braille, large print, etc.) 

and created according to Universal Design and accessibility standards.  

¶ Additional resources that may be required, where these resources are located, how 

these resources may be accessed, and a timeframe for attaining them; 

¶ The procedures that will  be followed in an emergency; 

¶ Procedures to accommodate, safeguard, and evacuate students, staff, and visitors with 

disabilities; and 

¶ The process of returning to normal operations and business of teaching and learning. 
 

The types of emergencies that plans should address include natural, technological, and man-made 

hazards. Regardless of the type of emergency, planning issues are similar. Multi-hazard 

emergency planning can reduce the magnitude of an emergency by saving lives and protecting 

property. 

 

Effective planning involves others in the community who share a responsibility for public safety. 

Parents, teachers, students, mental health professionals, medical professionals, police, fire 

department, Fire Marshal, maintenance personnel, security officers, food services workers, 

architects, emergency medical services, service providers for students with disabilities, and local 

emergency management agencies should be actively involved in the planning process. School 

personnel, however, may be thrust into the role of being first responders until other community 

safety personnel arrive at a school site. Depending on the type of emergency and its magnitude, 



 

12  

that time period can become quite lengthy. Refer to training section for guidance. 

 

 

Response 
 

The procedures to be followed in an emergency are dictated to a large extent by the hazards that 

cause the emergency. Hazard identification is a key process in developing a plan. The 

identification of hazards should be conducted jointly with local emergency agencies in your 

jurisdiction. The local emergency management agency in each local jurisdiction has a list of 

hazards identified for that area. Three major categories of hazards are those that are man-made, 

natural, or technological. Once identified, each hazard should be thoroughly analyzed to 

determine how it will  be addressed and what resources will  be needed. See Appendix A, Hazard 

Identification Guidelines, for additional information. 

Some examples of hazards include, but are not limited to: 

¶ Fire; 

¶ Hazardous materials; 

¶ Kidnapping; 

¶ Medical emergencies; 

¶ Nuclear/radiology incidents; 

¶ Off-campus illnesses/injuries; 

¶ Riots/student protests; 

¶ Suicide/death on school property; 

¶ Terrorism; 

¶ Trespassing/armed intruder(s)/hostage situation; 

¶ Weather-related emergencies; 

¶ School violence assaultive behavior; and 

¶ Suspicious Package (suspected bomb), suspicious powders/liquids, aerosolized chemicals. 

 

The following actions should be considered: 

¶ Analyze landscaping to ensure that buildings are not obscured by overgrowth of bushes or 

shrubs where contraband might be placed or persons may hide unnoticed. 

¶ Have site plans for each school facility readily available and ensure that they are shared 

with first responders and agencies responsible for emergency preparedness. Access to 

these site plans should be available from users/devices external to the school facility on a 

single page and electronically when possible. 

¶ Plan for multiple evacuation routes and meeting points. The first or second evacuation 

site options may be blocked or unavailable at the time of a real emergency.  

¶ Train staff to shelter in place and alert first responders and incident commanders of 

locations when safe egress is not possible.   

¶ Practice, practice, practice. It is recommended schools practice each type of drill  at least 
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annually and the most common drills once a semester. Practice should include real 

situational exercises for school staff and include exposure to conflict and stress in 

threatening situations in a controlled training environment. All students and staff should 

participate in drills. Drills can be differentiated or modified for students, staff, and visitors 

with disabilities. For example, some participants may complete the full drill while others 

may complete the drill up to a certain point based on their abilities. After drills, conduct 

debriefings to assess effectiveness. It is important to consult with parents and/or school 

staff knowledgeable about an individual student to determine the best way to include the 

student in drills. This is especially important where participation poses a possible risk to 

the student or staff.  

¶ Inspect and certify all equipment needed during emergencies on a routine basis to ensure it 

is in good working order. 

¶ Have a plan for releasing students that mitigates risk to all. As part of this plan consider 

possible scenarios that the plan should cover such as delay in reunification due the nature 

of the event; delay in the reunification due to no parent or guardian to receive the student; 

parents who insist on removing students without following the reunification plan; etc. 

Make certain that each student has a secondary contact person and contact information is 

up-to-date and readily available. Part of the discharge plan should include procedures to 

be followed to ensure accountability for the whereabouts of students and what to do in 

cases when students are not picked up. 

¶ Plan for communicating information with parents and the community. Take 

into consideration that rumors may run rampant in an emergency situation. 

¶ Cultivate relationships with the media on an ongoing basis. Have clearly identified 

individuals with delineated roles and responsibilities to act as a spokesperson to 

work with public safety public information officers so one clear and concise 

message is being communicated. 

¶ Plan for procedures for special needs populations. For example, a school with a daycare 

may require specialized protocols. Include provisions to deal with students, staff, or 

visitors who use wheelchairs or other mobility devices, are deaf, are blind, or have other 

needs requiring accommodations. Be sure exits are clearly designated. Please refer to the 

Plan for Students, Staff, and Visitors with Disabilities section on page 27.  

¶ Communication should be led by senior administrators until arrival of the first responder. 

After first responders arrive, begin unified command, which means that individuals from 

one or more response agencies work jointly with the LSS or school commander to carry out 

the response.  

¶ Every school district/principal should have close contact with their local emergency 

management agency and participate in annual safety trainings. 

¶ Plan for sheltering students and staff for 12 to 24 hours. 
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A well-defined command structure with clearly delineated roles and responsibilities must be 

included in a comprehensive emergency plans. It is essential that the roles and responsibilities of 

educators, law enforcement, fire officials, mental health providers, medical professionals, service 

providers for students with disabilities, and other first responders are clearly articulated, 

reviewed, and updated. Determine how communication will  occur during the emergency. This 

includes communicating with those on and off site, parents, emergency responders, the 

community, and the media.  Determine what will  happen until outside assistance arrives. 

Consideration must be given to the fact that outside assistance may be detained and/or needed in 

other areas of the community. 

 

Terrorism Preparedness 

Two key factors that must be considered in planning are: 1) the nature of a terrorist threat and 2) 

how much warning time is available. According to the Federal Emergency Management 

Administration (FEMA), weapons of mass destruction most likely to be used by terrorists fall into 

the following categories: 

Conventional weapons include bombs and other explosive devices. Protective measures are to 

place inhabitants in a protected space and/or increase the distance from the blast area. The 

following actions should be considered: 

¶ Move to interior hallways away from windows; 

¶ Implement óduck and coverô drill; 

¶ Shut off gas utilities; 

¶ Evacuate students and staff; and 

¶ Release students to parents/guardians. 

 

Chemical weapons are poisonous gases, liquids, or solids that have toxic effects on people, plants, 

and animals. Most chemical agents can cause serious injuries or death. The following actions 

should be considered: 

¶ Mitigate the deleterious effects of the agent; 

¶ Follow Shelter in Place Procedures; 

¶ Shut off heat, ventilation, and air-conditioning systems; 

¶ Seal doors/windows; 

¶ Make decisions based on reliable information from public safety officials on the location 

of the chemical release and the direction and speeds of wind; 

¶ Develop reunification procedures that minimize the penetration of airborne substances; and 

¶ Communicate with medical personnel (intervene as appropriate or instructed). 
 

Biological agents are organisms or toxins that have the potential of inducing illnesses in people 

and livestock and contaminating crops. They can be dispersed as aerosols or airborne particles. 

These agents may not cause symptoms for days or weeks following an exposure. The 
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following actions should be considered: 

¶ Mitigate exposure (includes getting everyone into buildings); 

¶ Follow Shelter in Place procedures; 

¶ Seal and secure avenues of penetration to include closing doors/windows and 

shutting down the heating, ventilation, and air conditioning systems; 

¶ Develop reunification procedures that mitigate risks; 

¶ Develop a recovery plan in light of the highly contagious nature of these weapons; and 

¶ Communicate with medical personnel. 
 

Nuclear or radiological incidents in the region (such as Washington DC) could have significant 

consequences to Maryland as radioactive fallout could fall on a wide area of the state. Recent 

Federal guidance has emphasized that the greatest danger from fallout comes in the first few 

hours after an incident and that hundreds of thousands of lives can be saved if people shelter, 

ideally for 12 to 24 hours (Executive Office of the President, Homeland Security Council, 2010).  

The overarching concern is to get individuals to a protected space away from outside 

contaminants. 

Information needs to be communicated to parents about long term sheltering before an event, 

including and not limited to a nuclear/radiological event and how to get information about their 

children. 
 

Issues for consideration during the long-term sheltering include, but are not limited to: 

¶ Determine the best shelter location(s) in the school. Basements and/or the center of 

brick or cement buildings make excellent shelter locations 

¶ Shutting off HVAC systems. 

¶ If in a room with windows, begin to seal windows and follow Shelter in Place procedures. 

¶ Consider restroom and sleep options that minimize or eliminate time spent out of 

good shelter areas. 

¶ Plan on how to feed students and staff. 

¶ Plan how to entertain/teach/exercise/work with students. 

¶ Plan how to assist and possibly admit parents, who may come to the school during the 

event. Be sure they remove or dust off any fallout contamination from their clothing 

before joining the sheltered population. 

¶ Unavailability of emergency resources. 

¶ Special needs and assistance for students and staff, including medications, specialized food, 

medical and other equipment, and other health, hygiene, and safety needs.  
 

It is important not to become overwhelmed by the thought of planning for acts of terrorism. The 

LSSs and schools should build on existing plans, work closely with local emergency agencies, 

and rehearse their plans to respond to acts of terrorism. School staff may respond more effectively 

in emergency situations when their personal preparedness is accomplished. See Appendix B, 

Checklist for  Home Preparedness, for more information. 
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Recovery 
 

While the people who inhabit buildings are much more important than the buildings, the buildings 

and their surrounding areas must be considered to ensure safety. After an emergency, it is essential 

that actions are taken to ensure that structural or physical damage to buildings are assessed and 

repaired; disrupted services are restored; facilities are cleaned and safety hazards removed; and a 

plan is in place to resume normal operations. 

While the damage to the infrastructure may be most obvious, medical, and psychological issues 

resulting from the emergency may be harder to recognize. Fear of the known and unknown can be 

extremely debilitating following an emergency. If not addressed, it can hamper the resumption of 

normal activities. Students, parents, and staff can often be left confused in the aftermath of an 

emergency and afraid of what else might happen. Comprehensive planning must include short and 

long-range actions to recover and restore normal operations as quickly and completely as possible. 

The following actions must be considered in the recovery plan: 

¶ Return to the business of teaching and learning as soon as possible; 

¶ Embrace a concept of recovery as a process rather than an event. Recovery may occur over 

a protracted period of time; 

¶ Refer staff to services; 

¶ Provide services for children on the anniversary of the event (day after, week after, month 

after, etc); 

¶ Tell parents if  school had a drill (ex. lock down) via email or letter; and 

¶ Develop a communication plan to let students and parents know where and how to access 

assistance to help them recover. 
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SECTION II:  PLAN DEVELOPMENT  
 

Purpose and Objectives of Preparedness 
 

The purpose of preparing for an emergency is to: 

¶ Facilitate effective communication and response; 

¶ Prevent and reduce casualties (injury, illness, and loss of life); and 

¶ Reduce damage to property. 
 

The objectives of preparing for an emergency are to: 

¶ Develop plans and protocols for managing an emergency situation; 

¶ Establish community partnerships to support school response; and 

¶ Practice the skills necessary to respond effectively and efficiently. 

 

Before beginning the plan development process, some time should be devoted to identifying who 

should be included in the planning process, what are the responsibilities of those responding to 

an emergency, and what resources are needed to adequately respond. A comprehensive 

emergency plan will address the common responses and special issues related to specific hazards 

and should be: 

¶ Comprehensive ï Includes response procedures for every person or agency having a role 

in the response and that it addresses all possible hazards--from lightning strikes to 

terrorist threats; 

¶ Risk-based ï Addresses actual risks facing the LSS and the school; and 

¶ Complete ï Contains documents such as maps, call-down lists, and up-to-date emergency 

points of contact. 

While the resources and capabilities vary among LSSs and schools, these variances should not be 

a deterrent to comprehensive planning.  The steps in comprehensive planning include: 

¶ Identifying key players (school and community response personnel); 

¶ Parent/family involvement in plan development; 

¶ Developing assumptions; 

¶ Developing a hazards profile; 

¶ Identifying resource requirements (alignment with Continuity of Operations Plan 

(COOP) is essential); 

¶ Establishing a chain of command and lines of succession ï Incident Command System 

(ICS); and 

¶ Developing the plan. 

 

Assumptions in Plan Development 
 

Assumptions define the limitations of the plan by delineating what is assumed to be true during 

plan development. Assumptions allow users to foresee the need to deviate from the plan if 

certain things prove to be untrue during an actual emergency. Some examples of assumptions 
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include: 

¶ There will  be little or no warning before some disasters, such as an earthquake or 

chemical spill; 

¶ The school should plan to be able to resource itself for 12-24 hours following a major or 

catastrophic community event. It is possible that the school will be without assistance for that 

period of time or even longer. The Continuity of Operation Plan (COOP) planning annexes are 

essential to recovery. How would students be educated if buildings could not be occupied for 

several weeks? Are there plans for finance, facilities, transportation, etc. to operate if their 

buildings/equipment were damaged?;   

¶ Students, staff, and visitors with disabilities may need to be evacuated. What processes and 

procedures are in place to accommodate, safeguard, and evacuate these individuals? Consider 

appropriate transportation from one area to another via bus, car, or device for persons with 

disabilities; and 

¶ 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 injury. 

 

 
 

 
 

 
 

 

 

Steps to  Prepare  for  Emergencies  

Review Hazard Profiles and Risk Assessment 

 
Develop Written  Emergency Management Plans 

 

Incident  Command and Critical  Decision Plan 

Threat Response Plan 

Community  Partnership Plan 

Disability  Specific Plan 

Communication  Plan 

Parent/Guardian Reunification Plan 

 

Conduct Training, Emergency Exercises, and Evaluation 
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Hazard Profiles and Risk Assessment 
 

When evaluating potential hazards, the following should be considered at a minimum in the 

planning: 

¶ Each hazard identified as high risk to the LSS or school (tornadoes, fire, chemical spill) or 

having a high degree of impact if  it occurred (explosion or terrorist incident); 

¶ Probability that a particular event might occur; 

¶ Areas of the buildings or grounds most likely to be affected (cafeteria, parking lot, 

chemistry lab, etc.); 

¶ Locations and needs of special populations (students/staff with disabilities, medically 

fragile students/staff, and non-English-speaking students); and 

¶ Identifying critical resource needs. 

 
A sample Hazard Profile Worksheet and Hazard Profile Key are available in Appendix A to 

assist in assessing and assigning risk priority. 

How will  you operate? 
 

Determining how the LSS and schools will operate when working with emergency responders is 

key to an effective response during emergencies. Time should be taken to develop the concept 

of operations.  The concept of operations explains what will  happen, when it will  happen, and 

who will direct the operations and should include: 

¶ An organizational chart that includes the appropriate staff; 

¶ A statement about when and how the emergency plan will  be activated; 

¶ Definitions of "action levels" and their implementation; 

¶ The general sequence of actions before, during, and after the emergency; 

¶ The person who will  coordinate directly with local and State responders and how the 

coordination will take place; and 

¶ Coordination with existing state and local plans. 
 

In developing the organization that will  be in place in an emergency, keep in mind what works 

well in day-to-day activities may not work as well during an emergency.  See Appendix C, 

Sample Incident Response Job Descriptions, for further details on roles and responsibilities. 
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Characteristics of an Effective Emergency Management Plan 

Establishes Crisis Response Team (CRT) with National Incident Management System 

Demonstrates collaboration with local community 

Reflects an ñall-hazardsò approach 

Obtains and documents School Board approval 

Aligns with federal, state, and local emergency management plans 

Contains specific plans for accommodating individuals with disabilities or special needs 

Provides a timeline for maintaining/updating the plan 

 
U.S. Department of Education 
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What is the National Incident Management System (NIMS)? 
 

The National Incident Management System (NIMS) is a systematic approach to mitigating, 

preventing, planning for, responding to, and recovering from the effects of an emergent incident. 

The system standardizes the approach to incident management for all persons responding to all 

types of incidents. 

 

It is important to note that at the present time the only school districts that are required to fully 

comply with the NIMS requirements are those districts that are receiving funding under the 

Emergency Response and Crisis Management Grant program (Office of Safe and Drug-Free 

Schools) through the U.S. Department of Education.  Regardless of the grant funding status, 

serious consideration should be given to using this structure in as much that it will provide 

consistency and will  be aligned with local responders who are required to use this programming 

and response configuration.  For more specific information on NIMS go to:  

http://www.ercm.org/views/document/NIMS.pdf. 

 

 

Five (5) Components of NIMS  
 

1. Preparedness 

¶ Essential to achieving effective emergency management 

¶ Requires partnerships between government, private, and nongovernmental organizations 

¶ A continuous cycle of planning, organizing, training, practicing, evaluating, and updating 

 

2. Communications and Information Management 

¶ Establishes a common operating and communication plan between organizations 

¶ Utilizes flexible communication and information systems 

 
3. Resource Management 

¶ Describes standard resource management practices for inventorying, organizing, and 

tracking resources 

¶ Allows for sharing of critical resources when needed 

 
4. Command and Management 

¶ Utilizes three key organizations constructs 

(1) Incident Command System 

(2) Multiagency Coordination Systems 

(3) Public Information 

 
5. Ongoing Management and Maintenance 

¶ Continuously refine NIMS concepts, practices, and principles 

http://www.ercm.org/views/document/NIMS.pdf


 

22  

What is an Incident Command System? 

 

The Incident Command System (ICS) is a standardized, on-scene management approach, which: 

¶ Facilitates coordinated response between multiple organizations; 

¶ Establishes common planning and resource management process; and 

¶ Allows organizations to communicate effectively, while sharing equipment and 

personnel. 

Based on lessons learned during actual emergencies, the ICS has been developed to effectively 

manage emergencies and has proven effective in both major and minor emergencies. FEMA and 

states have adopted ICS as their emergency management system.  The ICS helps to ensure safety 

of lives, protection of property, and effective resource management.  Embracing the principles of 

ICS will  enable LSSs and schools to work with emergency responders to provide a coordinated 

response.  FEMA provides a three (3) hour course (0.3 CEUs) designed primarily for 

kindergarten through high school personnel. The overall course goal is to promote school safety 

by familiarizing school staff with how ICS principles can be applied in school-based incidents 

and preparing them to interface with community response personnel. 

The following basic ICS principles should be given careful consideration in developing a plan: 

¶ Emergencies require certain tasks or functions to be performed.  For example, every 

emergency will require such functions as student care, site and facility security, and 

communications. These functions need to be addressed during the development of the 

concept of operations and personnel need to be matched to the functions. 

¶ ONE person should be in charge. That person, known as the óIncident Commander (i.e. 

the local superintendent, school principal, fire chief, chief of police, etc.) must be 

identified and everyone must know who that person is at all times. 

 

¶ No person should direct the efforts of more than seven people. Experience has shown 

that an effective span of control in an emergency is three to seven people. Fewer than 

three people leads to inefficient operations. Generally, an individual should manage no 

more than seven people during an emergency. 

 
¶ No one should report to more than one individual. A clear chain of command 

eliminates confusion during the stress of emergency operations. 

 
¶ Speak the same language.  Everyone should use the same words to refer to the same 

situation. This requires training. Everyone should know the same terminology and use it 

both in practice and during an actual emergency. Clear and specific language is 

recommended to activate school and response personnel.  Codes are not recommended. 



 

23  

How does an Emergency Management Response Team fit into the ICS? 
 

ICS can serve as a possible link between the LSS, school, and all others who are involved in an 

emergency.  An Emergency Management Response Team works with the operations manager to 

set up mental health and counseling services during and after the incident. Be sure that the 

Emergency Management Response Team leader and the operations manager have one anotherôs 

personal contact information so they can easily communicate. 

 

Following is an example of an ICS organization. 

 

What is the structure of the Incident Command Team? 
 

 

Chain of Command 
Orderly 
Line of Incident 

Commander 

 

School
Administrator 

Public Information
Officer 

Command Staff 

Central Office
Administrator 

Liaison
Officer 

Safety
Officer 

Operations 
 

 
Site

Security 

Planning &
Intelligence 

Logistics Finance/Admin 

General 

Staff 

Health Services
First Aide 

Documentation
Records (IAP) 

Transportation 
Insurance

Claims 

Mental Health
Response Team 

Situation
Analysis 

Food Service Personnel 

Student
Supervision 

Facility &
Materials 

Timekeeper 

Student & Parent
Reunification 

Communication 
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Command Staff 

 
The Incident Commander is responsible for all ICS management functions until he or she 

delegates the function. Emergency situations demand constant control from a central location 

(i.e. a command post). Consideration should be taken in selection of a command post that is 

secure and has access to communication and facilities resources. That means that the Incident 

Commander shall not leave the command post without leaving someone in charge. At a 

minimum, the Incident Commander should: 

¶ Assess the situation; 

¶ Establish objectives; 

¶ Track resource needs, including what resources are available, what have been assigned, 

and what additional resources are needed; 

¶ Develop a strategy/plan for handling the emergency, monitoring how the plan is working, 

and adjusting the plan to meet the realities of the situation; 

¶ Every incident must have an Incident Action Plan (IAP) to ensure that the emergency is 

properly documented as a historical record and for legal and financial reasons; and 

¶ Appoint additional staff as necessary. 

 

The School Administrator is likely to be the first on the scene of an emergency and therefore 

responsible for all ICS management functions until he or she delegates the Incident Command 

function.  In establishing objectives, notification of the Central Office Administration should 

occur as soon as possible.  However, the School Administrator must plan for contingencies in 

case communication with the central office staff is not possible.  Lessons learned from 

September 11, 2001 in New York revealed that principals must be empowered to make decisions 

without consulting with central office. The arrival of first responders may result in the incident 

command being transitioned to a unified command.  Unified command means that designated 

individuals from one or more response agencies will work jointly with the LSS or school 

commander to carry out the response. 

 

The Central Office Administrator  may serve as a Deputy Incident Commander or receive 

transfer of command until the arrival of first responders.  In either capacity, the Central Office 

Administrator represents the LSS in ICS Command decisions. 

 

The Deputy Incident Commander may be designated to perform specific tasks as requested by 

the Incident Commander or receive transfer of command. Transfer of command may change to 

meet the needs of the incident when incidents expand or contract; become more or less complex. 

Transfer of command requires a briefing for the incoming Incident Commander and notification 

to all personnel that a change in command is taking place. 

 

Other roles and functions during an emergency include, but are not limited to, the following: 

 

¶ The Safety Officer  (SO) ensures that the safety of students, staff, and others on campus has 

the highest priority. The SO is empowered to stop actions that create an unsafe situation or 

put students, faculty, staff, and others at risk. A School Resource Officer or school personnel 

entrusted with security may be tasked with this role. 
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¶ The Public Information Officer  (PIO) or a designated spokesperson acts as a liaison with 

the public and the media. The PIO must be well informed of the situation at all times and 

should be the ONLY person talking to the media.  All other staff should refer media 

questions to the PIO. Someone should be designated as the alternate PIO in the event the 

primary PIO is unable to perform the duties. 

 

¶ The Liaison Officer  acts as a point of coordination between the Incident Commander and 

other public agencies and organizations such as the Red Cross or public utilities. 

 

 
General Staff 

 

The divisions of labor and responsibilities included in the ICS model are: 

¶ The Operations Section handles all emergency response jobs, including accounting for 

and taking care of students and all personnel. Most of the adult responders will  be 

assigned to jobs in the Operations Section. 

 

¶ The Planning and Intelligence Section is responsible for tracking both available and 

needed resources, assessing the changing situation, documenting the response, and 

managing the large site map at the Command Post. 

 

¶ The Logistics Section manages personnel, supplies, and equipment. During the 

response, the Logistics Section is responsible for handing out supplies and equipment and 

for deploying unassigned people for work. 

 

¶ The Finance/Administration Section is responsible for buying materials and keeping 

financial records of expenditures and employee hours. 

 

It is important that consideration be given in plan development to who is best qualified to 

perform the functions and that staff is assigned appropriately. This is necessary so that staff may 

be trained appropriately and knows what to do in an actual emergency. Each key person should 

have a back-up person assigned in case the person with primary responsibility is unavailable or 

injured.  Routinely review the LSS and school plan to consider staff turnover and assign tasks 

by role or position rather than by individual people. 

 

Some situations may require that a classroom teacher be used to fill  an ICS position. This means 

that a buddy system should be developed in order to ensure that students are properly supervised. 

If a buddy system is used, school administrators should provide duplicate rosters for both classes 

and evacuate both classes to the same area in the event of an evacuation. 

Threat Response Plan 

A written threat response plan should be developed by key personnel using the Hazard Profile 

Worksheet and Key to guide appropriate response to all possible threats.  School districts and 

individual schools should not attempt to create plans in isolation. The following entities should be 
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considered in the preparation, planning and testing of the response plan: 

¶ Law enforcement; 

¶ Public Health; 

¶ Mental Health; 

¶ Local government; 

¶ Utilities; 

¶ Fire Safety Officials; and 

¶ Emergency Medical Services. 

 
An effective Threat Response Plan is adopted by the local board of education, implemented as 

adopted, communicated to the school community, and posted in each district and school facility. 

 

Universal Emergency Procedures 

Universal Emergency Procedures are a set of standard, clear directives that may be implemented in 

response to a variety of threats. When an emergency begins, the principal, as Incident Commander, 

will decide which Universal Emergency Procedures to implement, based on the situation. There 

are six basic procedures which can be utilized in responding to various emergencies: 

¶ Evacuation ï Conditions outside are safer than inside; 

¶ Reverse Evacuation ï Conditions inside are safer than outside; 

¶ Severe Weather ï Severe weather emergencies; 

¶ Shelter in Place ï Outdoor biological, chemical, or radiological contamination; 

¶ Lockdown ï To protect building occupants from potential dangers in the building; and 

¶ Drop, Cover, and Hold ï Earthquake or imminent danger to building or surroundings. 
 

Some emergencies may require that procedures be in place to handle the following: 

¶ Search and Rescue.  Schools should have plans to assist first responders in Search and 

Rescue efforts. 

 

¶ Medical.  This includes triage, treatment, and psychological first aid. The school nurse 

and guidance counselor are essential in fulfilling  these functions. 

 

¶ Student Care.  This is one of the most important tasks in an emergency. It includes 

accounting for all students, protecting them from severe weather, providing for sanitation 

needs, and providing for food and water. Teachers are essential in carrying out these tasks. 

All  tasksðand the personnel assigned to handle these tasksðmust be included in the 

emergency plan within reason. 

 

 

Community Partnership Plan 

 

Develop a list of potential community partners, which may be helpful to the school in the event of 

an emergency. Contact partners to discuss potential service arrangements for transportation, food 

services, comfort items, and mental health. Consider establishing pre-negotiated contracts or 

Memorandums of Agreement with your local school board. 
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Plan for Students, Staff, and Visitors with Disabilities 

 

Develop a plan that is comprehensive and accounts for the needs of all persons in a school 

building or on school grounds, including students, staff, and visitors with disabilities. Section 7-

435 of the Education Article, Annotated Code of Maryland requires that if a student with an 

individualized education plan (IEP) or 504 plan requires specific accommodations in an 

emergency, the IEP or 504 plan shall include those accommodations and address the studentôs 

needs as necessary. These plans should be shared with all staff that may be with the student 

throughout the day (not just the classroom teacher). Schools should periodically review the 

individual plans of students and compare them against the schoolwide plan to ensure cohesion.  

 

The LSS and school emergency plans must include persons with disabilities and accommodate 

them in accordance with the Americans with Disabilities Act. When planning for student safety, 

the LSS and school emergency plan should be developed to allow all students, including those 

with disabilities, to have full access to all school environments and appropriate levels of 

independence. Simply having IEP and 504 plans in a binder is not sufficientðthis planning 

should be integrated through the LSS and local emergency plan.  

 

In developing the comprehensive emergency plan for the school system and individual schools, 

take the following important considerations into account: 

¶ Ensure key stakeholders are at the table during the planning process. LSSs should 

include emergency management agencies, emergency medical services, local health 

department, fire department operational staff, police department, risk management 

professionals, school nurses or school nursing supervisors, mental health professionals, 

school staff, special educators, persons with disabilities and others with access and 

functional needs, service providers for students with disabilities, parents, and other 

stakeholders unique to the LSS.  

 

¶ Review other helpful resources when developing the emergency plan. As LSSs are 

developing the local emergency plan, existing resource should be reviewed and 

evaluated.  For example, the Maryland Department of Disabilities published Planning for 

People with Disabilities and Others with Access and Functional Needs Toolkit, which is 

designed to provide planning guidance and considerations to support emergency 

planning for persons with disabilities and others with access and functional needs and the 

National Fire Protection Association Disability Access Review and Advisory Committee 

Emergency Evacuation Planning Guide for People with Disabilities (June, 2016).  

 

¶ Training and practice are key. After the local emergency plan has been developed, it is 

important that all staff are trained on how to implement the plan in the event of an 

emergency. All students and staff should participate in drills. Drills can be differentiated 

or modified for students, staff, and visitors with disabilities. For example, some 

participants may complete the full drill while others may complete the drill up to a certain 

point based on their abilities. After drills, conducting debriefings is recommended to 

assess effectiveness. Have processes in place to evaluate performance and make 

improvements.  

 

¶ Know and understand the needs of students, staff, and visitors. Ensure that essential 
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staff members know the unique needs of students, staff, and visitors. A comprehensive 

plan to accommodate, safeguard, and evacuate students, staff, and visitors with 

disabilities should account for needs including (but not limited to): language, mobility, 

cognitive, social/emotional/behavioral, equipment, visual, medical, auditory, and 

sensory. Detailed information on the specific needs of students, staff, and visitors can be 

maintained and available as a reference in the event of an emergency, enabling staff to 

have access to this information during an emergency.  

 

Below are some examples of what to consider when planning for students, staff, and 

visitors with disabilities:  

o Language ï English proficiency, American Sign Language, braille, processing 

time. 

o Mobility  ï Equipment necessary for mobility; the amount of assistance needed 

for a student to be mobilized; time required to move from point A to point B. If 

evacuating persons with disabilities away from an area (school building or other 

school site), lift-equipped or other accessible buses should be part of the plan.  

o Cognitive ï Step by step instructions, direct support. 

o Social/Emotional/Behavioral  ï Social stories, person-centered planning, having 

providers familiar with the student. 

o Equipment ï Assistive technology, elevator access options, building 

accessibility, evacuation device such as a Medsled or Evacutrac, access to needed 

equipment during extended evacuation or shelter situations such as personal 

wheelchair, ventilator, life-saving supplies.  

o Visual ï Braille, large print/high contrast auditory needs, use of mobility canes. 

o Sensory ï alternative alerts/alarms, coping mechanisms for some students 

(sunglasses for strobe lights, earphones for loud noises), situation-specific alerts.  

o Medical ï Be prepared for medical and other health needs of students. Pre-plan 

for potential long lockdown situations where persons may not have access to life-

saving or emergency medications.  

o Auditory ï Use of American Sign Language, printed materials or other visual 

supports, alternatives to reliance on verbal announcements over the PA system.  

 

¶ Designate a building-level point person for school safety. Designate a person (or 

persons) in the building or site to be the point or ñgo-toò person with regard to safety. 

This person should know the emergency plan, who the students with disabilities are, and 

what needs they may have in the event of an emergency. This person should also be 

made aware if there are visitors with disabilities in the building or on site. This person 

will be key in communicating information as appropriate. Consider staff members to be 

notified in case of emergency outside of regular working hours.  

 

¶ Prepare to share updated and accurate information with local responders. In 

working with local fire and law enforcement agencies, consider collecting and submitting 

helpful information for the local computer aided dispatch system (CAD). This 

information would include, for example, whether/how many persons in the building are 

in wheelchairs or have other disabilities or conditions that require special attention. In 

addition, consider having a short document on-hand that lists concerns as they relate to 

students with disabilities, including ñneed-to-knowò information that will be helpful to 

first responders. This will assist first responders as they arrive on the scene and assess the 
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situation. 

 

¶ Plan for visitors. Be sure to know exactly where visitors plan to be upon signing in. 

Have a protocol in place to inquire whether visitors would need assistance in the event of 

an emergency. 

 

¶ Training . Train staff to shelter in place and alert first responders and incident 

commanders of locations when safe egress is not possible.   

 

 

Communication Plan 

 

Communication is a critical part of emergency management.  School staff, students, and visitors 

must be told what is happening and what to do. Parents of students and families of staff 

members must be informed about situations, including the status of their child or family member. 

Timely contact with law enforcement and other emergency services is necessary for effective 

response. School Board members must be kept informed and updated. Information must be 

transmitted to the Central Office and to the other affected schools. Finally the media must be 

informed and kept updated.  The Incident Command System designates that a Public Information 

Officer (PIO) is identified as a single information source. 

 

Communication with parents and the community is best begun before an emergency occurs. 

Some useful strategies include: 

¶ Inform and involve parents and stakeholders about the schoolôs emergency plan, its 

objectives, and the need for it. Such information can be included in a school newsletter, 

local public access media, websites, social media, or other informational material 

prepared for parents. 

¶ Develop a school climate that nurtures relationships with parents so that they trust and 

feel comfortable calling school personnel in the event of an emergency. 

¶ Develop material that may be needed, including: 

V Draft letters to parents 

V Information regarding possible reactions to a variety of safety situations for use by 

parent as they talk with their children 

V Steps the school and school district are taking to handle the situation. 
 
 

 

Lists of personnel on emergency teams and their  specific roles in a crisis should not be

detailed and released to parents or listed on community information.  Many of these

lists include private information  such as cell phone numbers. 
 

The details of the emergency plan should remain confidential, care should be given not

to publish evacuation routes, floor  plans or other information  that could be used by

individuals seeking targets for  predatory actions. 
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Technology 

 

Technology can be a very effective tool for communication during and after an emergency. 

Consider plans for employing a variety of common communication tools: 
 

¶ Telephones 

¶ Two-way radio 

¶ Computers 

¶ ñPanic buttonsò 

¶ Alarm systems 

¶ Voice-Recordings 

¶ Cellular telephones ¶ Email ¶ Media/PR Release 

¶ Text Message ¶ Written Letter ¶ Social Media  

¶  

¶  

¶  

¶ Website Announcement ¶ Bullhorns/megaphones ¶ Assistive Technology 

¶ Intercom systems ¶ Fax machines  

 

Key Communicators 
 

The use of key communicators, adults, and students who are trusted in the community, will  help 

to combat rumors about the incident. These individuals may or may not be in positions of 

authority or officially recognized leaders. In the school, it may be a secretary, paraprofessional, 

or custodian. In the community, a key communicator might include a post office clerk, police 

officer, firefighter, physician, parent/advocate, etc. The key communicators distinguishing 

characteristics are that they are respected by their peers and other people trust their opinions. 

Providing facts to key communicators as soon as possible for dissemination and correction of 

misinformation can support a positive perception of the schools ability to manage an emergency. 

 
Parent/Guardian Reunification Plan 

 

Getting families reunited in an efficient and orderly fashion is essential. Reunification can be an 

enormous challenge and requires a great deal of careful planning. An area should be designated 

for parents/guardians to pick up their children. This area should be away from the damage and 

away from the student assembly area. Ensure that the location is accessible and that 

communication about the procedures to parents and family members with disabilities and other 

special needs is facilitated. Keep media out of this area and control with law enforcement as 

necessary. It is a good idea to have parents/guardians sign a statement indicating they have 

picked up their child. 

 

Communication with families is essential.  Schools should notify parents at the beginning of 

each school year of the schoolôs procedures for dealing with an emergency and the process that 

will be used in reunification in the event of an emergency. Specific routes or locations should 

not be identified. 
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SECTION III:  TRAINING,  TESTING, AND EVALUATING  THE PLAN  
 

Training the Emergency Plan 
 

All plans should be tested and rehearsed.  The successful implementation of emergency plans 

relies on training and rehearsal of emergency protocols by administration, staff, and 

community agencies. Testing increases: 

¶ readiness; 

¶ reveals weaknesses; 

¶ identifies the need for additional resources; 

¶ clarifies roles and responsibilities; 

¶ builds confidence and trust; and 

¶ improves coordination and individual performance during actual emergencies. 

 

Lessons learned from testing the plan should be used to revise and update the plan, which is 

discussed in the evaluation section below. Developing training and drill  calendars help to 

ensure that these items take place on a regular basis. 

 

Review the Hazard Profile and determine the type of training and exercises you plan to 

conduct. Establish a training and exercise schedule and notify students, faculty, staff, and 

parents. 

Establish a protocol for documentation of drills and exercises as well as debriefing.  Consider 

conducting tabletop and full  scale exercises as well as the six universal drills. 

Providing Staff Training 
 

Local School Systems and school staff should receive training on the plan before the plan is 

tested. Several methods may be used to conduct the training (i.e. orientation seminars and 

hands-on training). Orientation seminars (in-service presentations) may be used to introduce 

the plan, distribute copies, and address roles and responsibilities. There are a number of 

training resources that can be accessed online and through national, state, and local emergency 

management services. In Maryland, the Maryland Association of Boards of Education offers 

free online training in school safety including emergency management and security for its 

members.  http://www.mabe.org/insurance-programs/risk-management/risklinks 
 

Recently the need to assist staff with knowing what to do during the time prior to first 

responders and law enforcementôs arrival has been emphasized. Working with your local and 

state emergency management and law enforcement can help with this. A contact list is 

included in Appendix I of this manual to assist. The State of North Carolina has released a 

video to help teachers with the first twenty minutes during a school shooting.  

http://www.youtube.com/channel/UCa2XdpccYzCPoEue89loANw/videos 
 

 

 

http://www.mabe.org/insurance-programs/risk-management/risklinks
http://www.youtube.com/channel/UCa2XdpccYzCPoEue89loANw/videos


 

32  

Hands-on training is designed to train school staff in specialized procedures (e.g., CPR, first 

aid, or light search and rescue).  Hands-on training also allows staff members to develop a skill 

or maintain proficiency in the skill area. Hands-on training is more effective when it follows a 

thorough orientation.  The plan should only be tested after the staff is trained in their roles and 

responsibilities. During a crisis people often go into a state of confusion if they have not 

practiced and trained in the emergency response plan. It is said we do what we drill  in an 

emergency situation.  It is important for staff to practice the most common exercises that staff 

may need to utilize in a crisis. These are covered below in the testing the plan section. 

 

Specialized Staff Training 
 

The National Incident Management System Training Program administered through the Federal 

Emergency Management Agency is a comprehensive, nationwide approach to incident 

management as previously described. It addresses the components of: 

¶ Preparedness; 

¶ Communications and Information Management; 

¶ Resource Management; 

¶ Command and Management; and 

¶ Ongoing management and maintenance. 

 

National Incident Management System training could be a valuable resource for administrators 

and other central office staff to obtain. This program integrates with FEMA training offered 

through the Emergency Management Institute (EMI) and United States Fire Administration 

(USFA). 

 

School violence has been a focus in many emergency response plans since the incident at 

Columbine High School and, more recently, in Newtown, CT. There is no easy way to predict 

when a student or a community member may become violent. See the U. S. Secret Service 

document on Threat Assessment in Schools (2002). More recently the use of determining the 

credibility or seriousness of a threat and the likelihood that the threat could be carried out has 

been suggested. Threat assessment is not to be confused with risk assessment efforts that are 

broader including multi-hazard risks, crisis intervention, and physical plant. This method of 

ñthreat assessmentò needs to be conducted by a team of trained school personnel augmented by 

qualified/certified assessment professionals and requires district commitment to initial and 

ongoing training to ensure proper implementation.  Districts may want to consider investing in 

such training as a possible response for threats in schools. There are a number of threat 

assessment programs and trainings to consider. In addition, School Resource Officers (SRO) 

are often trained in threat assessment.  The SROôs role in threat assessment would need to be 

outlined in any memorandum of understanding between the law enforcement agency and the 

LSS. 

 

Debriefings are a way to process an event. There are two types of potential debriefings that can 

occur following an emergency. The first is when the team and their emergency response 

partners that have responded to a crisis want to debrief about how well they have followed 

protocols and procedures.  The second is for those affected by the emergency.  These traumatic 
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event debriefings can be used to help process feelings and emotions concerning a crisis 

situation. It is key that student support services staff and administrators receive training on 

conducting both types of debriefings. Debriefing students, parents, and staff about the 

emergency situation or drill will help to ease tension and concerns as well as process any 

emotions around the event.  In addition, districts should consider establishing a protocol of 

letting parents know (either via email or letters) that a drill  was held at the school. The 

community may believe there was an actual emergency when only a drill  was conducted. 

 

Besides training school based staff, it is important to keep emergency response in the forefront 

of all school district employeesô minds.  Promoting emergency response, crisis intervention, 

and prevention, is key for central office staff and decision makers such as board of education 

members. Many districts are including their board of education and central office 

administrators in regular briefings on emergency management, trends in the field, and 

responsibilities of districts.  Such overviews and promotion activities will  assist in keeping 

emergency planning and support of its proper implementation through training, practice, and 

continual evaluation as a district priority. 

 

Preparing Parents and Students 
 

Training for parents through briefings, newsletters, and policy distribution may also be used. 

Parents and guardians should be given information at the beginning of each year. It is 

important to give parents and students an overview of how the school plans to respond in an 

emergency; what protocols parents and students are expected to follow; and the rationale for 

these policies. Parents and students will  be more willing to follow protocols if  they 

understand the safety concerns and procedures that underlie the various steps that need to 

occur during an emergency. A key example is the need for identification requirements prior to 

releasing of students after an emergency.  Schools are not purposefully delaying releasing 

students but rather taking safety precautions to ensure students are released to the proper 

person(s). 

 

 

Cross Training with Emergency Responders and Other Community Agencies 
 

It is important prior to an emergency to have trained and practiced the school emergency plans 

with all the key agencies and responders that could be called upon. Both cross training on 

what each agency will do in an emergency and what services are available before and after an 

emergency are important. It is key for first responders to know the buildings in which they 

will  be assisting as well as knowing staff on a personal basis. This will be particularly 

important when establishing incident command and unified command during an emergency. 

 

Testing the Plan-Types of Exercises 
 

Local School Systems and schools will generally use three types of exercises/tests, drills, 

tabletop, and full-scale exercises. Drills are primarily used to practice and perfect a single 

emergency response. They typically deal with a specific type of response and provide field 
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experience. Schools use drills to test how well students and staff respond to simulated fires, 

tornadoes, and bus emergencies for example. Additionally, drills may be used to test plans for 

bomb threats, intruders, hazardous materials release, and explosions.  Some drills are used to 

test certain recovery functions, such as damage assessment. See Appendix G, Optional 

Exercise Scenarios, for further information on 

exercises. In developing training materials and exercises, it is important to take into 

consideration the age and developmental abilities of the students. 

 
Exercise Tabletop Exercises Drills  Full  Scale Exercises 

Activity Participants from multiple 

agencies and organizations 

come together to work on a 

response scenario through 

discussion 

Students, faculty, and staff 

practice procedures, such as 

evacuation, lockdown, and/or 

shelter in place 

Simulate a full -scale 

emergency response, because 

of logistics and costs this is 

only done approximately once 

a year 

Goal ¶ Practice decision making 

¶ Clarify 

roles/responsibilities 

¶ Identify resources 

¶ Build relationships 

¶ Evaluate plans/procedures 

¶ Define procedures 

¶ Communicate plans 

¶ Designate routes and 

shelter locations 

¶ Practice accounting for 

students 

¶ Build relationships and 

planning capacity 

¶ Practice roles and 

responsibilities 

¶ Share resources 

¶ Evaluate plans/procedures 
 

Drills can be done at different levels. Classroom drills may be conducted for individual 

classes or the entire school. They are conducted to ensure students and staff understand 

what to do and to improve response times during an emergency.  The most common 

classroom drill  is the ñdrop, cover, and hold.ò The critical point to remember in this drill 

is to protect oneôs head and vital organs and to do so immediately. 

 

School level drills should involve the entire school population. They are used to test 

response procedures such as accounting for all staff and students, setting up a command 

post, or conducting a sweep of the school. The most common type of school drill is an 

evacuation drill.  An evacuation may not be appropriate for every emergency situation. 

In fact, in some situations reverse evacuation or lock-down may be necessary. Schools 

should plan multiple evacuation routes (from all sides/areas of the school 

building/facility) and assembly areas in case some exits are blocked or the hazard affects 

either the evacuation route or assembly area, rendering them unsafe. Schools should 

consider practicing the following drills: evacuation, reverse evacuation, lock-down, 

shelter-in-place, and ñdrop, cover, and hold.ò  All students should be exposed to the 

various drills. Consider a written evacuation plan for students with IEPs and 504 plans 

who may not be able to make competent decisions or may be immobile at the time of an 

emergency. Consider the care and needs of each student when practicing and mitigating 

for all drills.  
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The following five most common drills should be practiced at least once a year. 

¶ Evacuation. Students and staff are led to the closest and safest way out of a 

building and roll is taken; 

¶ Reverse evacuation. Students and staff are moved as quickly as possible 

back into secure buildings and roll is taken; 

¶ Lock-down.  Students are instructed to report to the nearest classroom and close 

and lock all doors and windows. Students/staff should move away from doors 

and windows and drop to the floor and instructed to be quiet; 

¶ Shelter-in-place. Students and staff report to assigned locations. Ideally, the 

locations are away from windows and in the core of the building. Put signs in the 

windows about sheltering. For a chemical or biological event, turn off HVAC/air 

conditioning system and put tape on windows and on outside door; and 

¶ Drop, cover, and hold. Students and staff take cover under a desk (DROP), away 

from windows, cover eyes (COVER), make efforts to protect vital organs, and hold 

onto the desk legs (HOLD). Give special consideration to those individuals in 

wheelchairs. They will need specialized assistance for this drill and at the time of an 

event.  

 

Tabletop exercises may be useful to LSSs and schools because they enable school staff to 

visualize an emergency scenario where decisions can be made that are similar to those made in 

actual emergencies.  These exercises promote discussion of plans, policies, and procedures in a 

low stress situation.  Tabletop exercises also provide an opportunity to resolve questions of 

coordination and responsibility. 

 

Full scale exercises can also be used to assist LSSs and local emergency management agencies 

to practice an actual drill from start to finish. Such exercises allow agencies to practice with 

the use of equipment, establish roles, and experience what would actually happen in a way that 

cannot be assessed during tabletop exercises. 

 

Developing Exercises 
 

Keep exercises as simple as possible so that the exercise goals and objectives can be easily 

evaluated. Following these key items below should be considered when developing exercises: 

¶ Exercise only the parts of the plan identified in the objectives for the exercise; 

¶ Keep it simple and without unnecessary complications; and 

¶ Use an evaluation plan. 

 

Evaluating the Emergency Plan 
 

It is said that emergency response plans must be ñliving documentsò. As such, LSSs should 

consider updating their emergency response plans annually and after training or an emergency 

situation as deemed necessary. Using formative and summative evaluation can help to 

identify potential areas for modification and improvement of the plan. 
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Documenting activities and conducting a debriefing after training exercises or actual 

emergencies are over, can assist with the evaluation.  During exercises assign one or more 

evaluators, depending on the complexity of the exercise, to observe the exercise and take notes 

on what worked well; what needs additional attention; and whether additional training is 

required. Tabletop exercises provide an excellent opportunity for staff to discuss and evaluate 

the emergency plan. 

 

Annual reviews and updating is also an essential component to evaluating and improving 

emergency response plans. New protocols and innovations in the field can occur at any time 

but LSSs may not think to update the emergency plan with these items unless annual reviews 

are built into the planning process. Scheduling updates with all stakeholders including 

community agencies, law enforcement, and emergency services can help to keep plans 

current. In addition, it is recommended to update the schools multi-hazard assessment on an 

annual basis as risk 

factors may change over time. As evaluation and updating occurs, a feedback loop to planning, 

training, and practice needs to occur for all staff, students, parents, and community agencies. 

Annual planning and training is required for all as a means to keep the loop complete. 
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Plan Evaluation Grid  
 

Plan Review and Evaluation 
 

Local School Systems are required to ensure that each school has an emergency plan. An evaluation tool follows this document to 

provide guidance to LSSôs and schools in their plan development. Maryland State Department of Education staff is available to 

provide technical assistance and support. Please contact the Safe Schools Specialist, at (410) 767-0311 for additional information 

about these guidelines or to request technical assistance. 

 
 

OUTCOME:  Each local LSS and school will develop and practice a Multi-Hazard Emergency Plan to address possible 

emergency situations specific to its needs. 

 

Planning Explanation Title  and Position (s) 

Responsible/Involved 

Timeline (in place/in 

progress/needed) 

Indicators of 

success/completion 

1.   A Comprehensive Emergency 

Management Plan is in place to 

respond to violent or traumatic 

incidents that occur on school 

grounds and/or in the surrounding 

areas. The plan includes measures 

to accommodate, safeguard, and 

evacuate all persons, including 

students, staff, and visitors with 

disabilities.  
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2.   The Emergency Plan has been 

developed in cooperation with 

local agencies including but not 

limited to emergency management 

agencies, emergency medical 

services, the local health 

department, fire department 

operational staff, police 

department, and other agencies 

unique to the LSS. Other key 

stakeholders should include risk 

management professionals, school 

nurses or school nursing 

supervisor, mental health 

professionals, school staff, special 

educators, persons with 

disabilities and others with access 

and functional needs, service 

providers for students with 

disabilities, and parents. 
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Emergency Management Explanation Title  and Position (s) 

Responsible/Involved 

Timeline (in place/in 

progress/needed) 

Indicators of 

success/completion 

1.   The Emergency Plan includes 

four major areas of: 

mitigation/prevention, 

preparedness, response, and 

recovery. 

    

2.   Mitigation-An analysis of the 

factors that place the site and its 

inhabitants at greater risk has 

been conducted. 

    

3.   Preparedness-Resources and 

procedures have been developed 

in collaboration with community 

agencies and nearby facilities. 

Resources and procedures 

account for the needs of all 

persons, including students, 

staff, and visitors with 

disabilities. 

    

4.   Response-A hazard analysis has 

been completed and includes 

manmade (terrorism, school 

shootings), natural (weather 

related), and 

technological/hazardous materials 

hazards. 
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5.   Recovery- A plan for recovery 

includes short-term and long-term 

needs, as well as facilities and 

personal social needs. The 

recovery plan accounts for the 

needs of all persons, including 

students, staff, and visitors with 

disabilities. 
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Plan Development Explanation Title  and Position (s) 

Responsible/Involved 

Timeline (in place/in 

progress/needed) 

Indicators of 

success/completion 

1. Response to each hazard identified 

as high risk to a school/LSS has 

been independently planned.  

    

2.   Key players as well as chain of 

command has been clearly 

established and communicated. 

    

3.   A sequence of actions before, 

during, and after an emergency has 

been developed and 

communicated. 

    

4.   All  levels of personnel in the 

organization are clear as to their 

responsibilities, duties, and actions 

    

5.   An incident command system 

(ICS) or related system of 

management has been developed. 

    

6.   A common language is practiced 

by all. 

    

7.   Procedures are in place to handle 

specific emergencies such as 

student care, and reunifications 

with families. 
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Training,  Testing, and Evaluating the 

Plan 

Comments Title  and Position (s) 

Responsible/Involved 

Timeline (in place/in 

progress/needed) 

Indicators of 

success/completion 

1.   Staff training including staff 

development and hands-on 

training has been conducted, 

including use of emergency 

equipment and/or devices. 

    

2.   Parent notification and an 

overview of procedures are 

conducted annually. 

    

3.   Both tabletop exercise and full  

scale drills are routinely 

practiced. Practice includes 

real situational exercises in a 

controlled training 

environment. All students 

and staff participate in drills. 

Drills are differentiated or 

modified for students, staff, 

and visitors with disabilities, 

if necessary.   

    

4.   The most common drills are 

each practiced at least once 

annually. 
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5.   Drills and plans are evaluated 

routinely to determine what parts 

of the plan work well, what needs 

additional attention, and whether 

additional training is required. 

After drills, debriefings are 

conducted to assess effectiveness. 

    

6.   The plan is reviewed annually 

and updated as necessary. 
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GLOSSARY 

 

Active Shooter An individual actively engaged in killing 

or attempting to kill  people in a confined 

and populated area. 

 

Assembly Area A pre-designated area where personnel and 

students are trained to gather following directives 

to evacuate buildings. Sites chosen should 

minimize exposure to hazards, provide quick and 

accessible shelter for all, and consider the needs 

of persons with disabilities. Monitoring the 

safety and well-being of students and staff begins 

here. Most experienced crisis interveners should 

be assigned here to begin the provision of on 

scene support. 

 

Cascading events Hazardous event that triggers another hazardous 

event, thus compounding the danger. 

 

Command Post The area from which the command function 

will operate during an emergency. 
 

Community Partnership Plan A list of potential community partners which may 

be helpful to the school in the event of an 

emergency. Contact partners to discuss potential 

service arrangements for transportation, food 

services, comfort items, and mental health. 

Consider establishing pre-negotiated contracts or 

Memorandums of Agreement for School Board 

review. 

 

CPR Training Cardiopulmonary resuscitation: An emergency 

procedure, performed in an effort to manually 

preserve intact brain function until further 

measures are taken to restore spontaneous 

blood circulation and breathing in a person in 

cardiac arrest. 

 

Crisis Intervention The application of short term repeated 

interventions designed to support problem 

solving, reduce feelings of isolation, 

helplessness, anxiety, and promote return to 

normal functioning. 
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Debriefing The process of questioning to gain information 

from an individual after an unusual event. It 

can be done with responders as well as 

individuals affected by an emergency. 

 

Defusing A group crisis intervention technique conducted 

by a trained facilitator. It provides a 

supportive, safe interactive process among 

individuals in small groups, providing clarity 

and complete expression of the event and 

experiences. 

 

District Support Team Initially, the team directs the process of adapting 

the emergency planning guide to reflect local 

conditions. Ongoing, the district team serves to 

assist the schools when an emergency occurs 

and the need exceeds the schoolôs resources. 

 

Drills  (also see Exercises) Testing aspects of a response; practicing 

and perfecting a single emergency response. 
 

Drop, Cover, and Hold Students and staff take cover under a desk 

(DROP), away from windows, cover eyes 

(COVER), make efforts to protect vital 

organs, and hold onto the desk legs (HOLD). 

 

Emergency Evacuation The immediate and rapid movement of people 

away from the threat or actual occurrence of a 

hazard. 

 

Emergency Management An organized process by which communities 

prevent/mitigate risks; prepare for hazards that 

cannot be fully mitigated; respond to 

emergencies, and recover from emergencies and 

restore the school and community to its pre- 

emergency condition. 

 

Emergency Operations Plan (EOP) All of the common response issues and special 

issues related to specific hazards. 

 

Emergency Planning A proactive process to create a detailed scheme or 

program, including training and exercising, that 

enables schools to reduce the frequency and 

magnitude of an emergency. 
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Emergency Preparedness Process by which schools and community 

officials develop a plan that details how they will 

respond to an emergency and what steps they 

will  take to recover from the emergency. 

 

Evacuation Students and staff are led to the closest and 

safest way out of a building and roll is taken. 

 

Exercises (also see Drills)  Testing aspects of a response, practicing 

and perfecting emergency responses. 
 

FEMA  Federal Emergency Management Agency. 

 

Finance/Administration Section Responsible for buying materials and keeping 

financial records of expenditures and employee 

hours. 

 

Hazard Natural, manmade, or technological disasters. 

 

Hazard Analysis The process of looking for hazards or 

potential hazards around the community, 

neighborhood, and school. 

 

Hostage A person or entity, which is held by one of 

two belligerent parties or seized as security for 

the carrying out of an agreement. 

 

Incident Command The organizational structure that the school 

will  use during an emergency. 
 

Incident Command System (ICS) A standardized, on-scene management 
approach, which facilitates coordinated response 

between multiple organizations, establishes 

common planning and resource management 

process, and allows organizations to 

communicate effectively while sharing 

equipment and personnel. 

 

Incident Commander Person in charge during an emergency event. 

 

Intruder  One who gains entry inappropriately, 

especially without invitation, fitness, or 

permission. 
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Liaison Officer Acts as a point of coordination between the 

Incident Command, other public agencies, and 

organizations. 

 

 

Lockdown Individuals go to the closest room and all doors 

and windows are locked. Individuals move away 

from view of doors and windows.  Individuals 

must stay where they are and may not exit or 

enter the building. 

 

Logistics Section Manages personnel, supplies, and equipment. 

 

MEMA  Maryland Emergency Management Agency. 

 

Mitigation  An action or plan to reduce the loss of life, 

damage to property from all hazards, or trauma 

to people; a type of prevention. 

 

Operations Section Handles all emergency response jobs. 

 

Plane or Train Response Actions determining next steps if  there is an air or 

train disaster in close proximity to a school. 
 

Planning and Intelligence Section Responsible for tracking both available and 
needed resources, assessing the changing 

situation, documenting the response, and 

managing the large site map at the command post. 

 

Preparedness Process by which school and community 

officials develop a plan that details how they will  

respond to an emergency and what steps they 

will  take to recover from the emergency. 

 

Public Information Officer (PIO) Acts as a liaison with the public (including the 

media). 

 

Recovery The long-term actions to return the school to 

its normal operations and restore normal 

operations as quickly and completely as 

possible. 
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Response The act of determining who will make critical 

decisions, how to get necessary resources, how 

to handle a crime scene, tasks to be completed 

immediately, and by whom. 
 
 

Reverse Evacuation Students and staff are moved as quickly as 

possible back into secure buildings and roll 

is taken. 

 

Safety Officer The key person whose ultimate responsibility is 

to ensure the safety of students, staff, and others 

on campus as the highest priority. 

 

Shelter A basic architectural structure or building 

that provides cover. 
 

Shelter in Place Students and staff report to assigned locations. 

Ideally, the locations are away from windows and 

in the core of the building. Put signs in the 

windows about sheltering. For a chemical, 

nuclear/radiological, or biological event, turn off 

HVAC/air conditioning system and put tape on 

windows and on outside door, if in a room with 

windows. 

 

Suicidal Thoughts/Ideation A medical term for thoughts about or an unusual 
preoccupation with suicide. The range of suicidal 

ideation can vary greatly from fleeting to detailed 

plans, self-harm, and unsuccessful attempts. 

 

Tabletops Enable staff members to walk through an 

emergency scenario and make decisions similar 

to those made in an actual emergency. The 

activities lend themselves to low stress discussion 

of plans, policies, and procedures and provide an 

opportunity to resolve questions of coordination 

and responsibility. 

 

Threat Assessment A process of determining the credibility or 

seriousness of a threat and the likelihood that 

the threat could be carried out. The process is 

conducted by a team of trained school personnel 

and can be augmented by qualified/certified 

assessment professionals. 
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Threat Response Plan A written threat response plan should be 

developed by key personnel using the Hazard 

Profile Worksheet and Key to guide 

appropriate response to all possible threats. 

 

Toxic Substance A substance that can be poisonous or cause health 

effects. 
 

Training  Training is important on at least three levels: 1) 

Team training for general emergency 

preparedness; 2) Training to address specific 

emergency responses or recovery activities and 3) 

Awareness training for all staff (i.e., Universal 

Emergency Procedures.) 
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APPENDICES 



Appendix A:  Hazard Identification  Guidelines 

A-1 

 

 

 

These guidelines are intended to assist you with the hazard identification and risk analysis process for 

every area in and around the school.  Regardless of the individualôs current capability to reduce 

hazards, simply being familiar with the hazards in and around the school and neighborhood will  be a 

large help in developing school emergency plans. The local Emergency Manager, fire department, or 

law enforcement can assist in identifying and responding to potential hazards. As the hazard 

assessment is completed, consider the potential impact of a major event on the community and the 

possible hazards a major event could cause. Taking a broad view will help to anticipate problems. 

 

As potential hazards are identified, remember that many hazards can be reduced substantially or 

eliminated with little effort and no cost. Other hazard mitigation measures might be phased into the 

routine maintenance schedule. Because the more costly measures are likely to compete with other 

budget items, it may be desirable to develop a long-term hazard reduction plan. The plan should 

identify potential hazards, record hazards that can be eliminated, hazards that can be reduced, and 

hazards that can be only anticipated.  

 
Hazard Identification Mapping Activity  ...................................................................................................... A-2 

 

Hazard Profile Key .................................................................................................................................... A-3 

 

District Hazards Profile Assessment.......................................................................................................... A-4 

 

Technology Hazards Profile Assessment................................................................................................... A-5 

 

School Internal Building Hazards Profile Assessment ............................................................................... A-6 

 

School External Building Hazards Profile Assessment ............................................................................ A-7 

 

School Playground/ Sporting Fields Hazards Profile Assessment............................................................ A-8 

Classroom Hazards Profile Assessment.................................................................................................... A-9 

Non-Classroom Hazards Profile Assessment ........................................................................................... A-10 

 

Evacuation Route Hazards Profile Assessment ...................................................................................... A-11 

 

School Neighborhood Hazards Profile Assessment................................................................................ A-12 

 

Hazards Profile Assessment (Blank)....................................................................................................... A-13 

 

Hazards Profile Action Plan (Blank) ...................................................................................................... A-14 

 

International Chemical Safety Cards ...................................................................................................... A-15 

 

Terrorist Bomb Threat Stand-Off ........................................................................................................... A-17 



Appendix A:  Hazard Identification  Guidelines 

A-2 

 

 

 

Hazard Identification Mapping Activity 

 

Developing maps for each area of concern, large and small, can provide important information in 

identifying potential hazards that may have otherwise been overlooked. Use the checklist below to 

help complete the tasks. 

 

Note: All maps should be revised upon completion of mitigation or elimination of hazards following 

action planning.  Current maps must be readily available to emergency response personnel. 

 
 

Check 

V 

 
Activity  

 Obtain or draw a map of each area to be profiled (district, school, grounds, etc.). 

This map will  be used to note potential hazards and the location of utilities, 

emergency equipment, and supplies. It will  also provide a basis for 

establishing evacuation routes, identifying a safe, open-space assembly area, 

and developing procedures for conducting emergency response activities. 

 ¶ Use the profile assessment for each area to assist in identifying relevant 

structural features. 

¶ Mark the location of pertinent structural features on the map; such as: 

o Office, classrooms, library, activity rooms 

o Restrooms, health rooms 

o Heating plant 

o Exits, hallways/doors and closets 

o Geographic features 

 ¶ Locate the potential hazards or important resources on the map: 

o Main shut-off valves for water and gas 

o Master electrical breaker 

o Heating and air-conditioning equipment, HVAC 

o Appliances (note gas or electric) 

o Chemical storage and gas lines in laboratories. 

o Hazardous materials 

o Emergency lighting units 

o Fire extinguishers. 

o First-aid equipment, ñGo-Kitsò (if applicable).  

o Outside water faucets and hoses   

o Overhead power lines 

o Underground gas lines 



A-3 

 

 

 

 

2. Potential Severity 

Catastrophic 

Major 

Minor 

Limited 

¶ Multiple deaths 

¶ Severe Damage to <50% of Property 

¶ Facilities Closed for 30+ days 

¶ Disabling injuries and/or illness 

¶ Severe Damage to <25% of Property 

¶ Facilities Closed for 2+ Weeks 

¶ Injuries and/or illness (Not Disabling) 

¶ Severe Damage to <10% of Property 

¶ Facilities Closed for 1 Week 

¶ Injuries Treatable with First Aid 

¶ Major Damage to >10% of Property 

¶ Shutdown Facilities for >24 hours. 

7. Speed of Onset 

Minimal Warning 

6-12 hr. Warning 

3-6 hr. Warning 

12+ hr. Warning 

8. Critical Resource Needs 

Operations 

 
Logistics 

Planning/ 
Intelligence 

Finance/ 

Administration 

9. Available Warning Systems 

Local Media 
 

Amber Alert 

National Weather 
Service 

Fire Alarm 

6. Duration 
 

2-5 hrs. 5-12 hrs. 12-24 
hrs. 

<24 hrs. 

Short-term Long-term 

Potential Hazard 
 

Examples 

¶ Flood 

¶ Fire 

¶ Tornado 

¶ Power Outage 

¶ Water System 

Failure 

¶ Transportation 

Accident 

¶ Pandemic Flu 

¶ Drug Overdose 

¶ Suicide 

¶ Peer Aggression 

¶ Unsecured Entry 

into Building 

¶ Neighborhood 

Violence 

¶ Local Business 

with Hazardous 

Materials 

¶ Major Roadway 

Nearby 

¶ Major Airport 

Nearby 

¶ Large Shrubs 

Around Building 

¶ Poor Visibility in 

Hallways 

Hazard Profile Key 

3. Potential Frequency of Occurrence 
 

Highly Likely  Likely  

 
Probable in the next year Probable in the next 3 yrs. 

Occasional Not Likely  

Possible in the next 5 yrs. Possible in the next 10 yrs. 

4. Potential Geographic Effect 

Widespread Local Isolated 

5. Special Population Consideration 

Students Staff Visitors 

10. Risk Priority 

P
o

te
n

tia
l F

re
q
u

e
n

cy
 

Highly 

Likely 

MED MED HIGH EXTREME 

Occasional MED MED MED HIGH 

Likely LOW MED MED MED 

Unlikely LOW LOW MED MED 

 Limited Minor Major Catastrophic 

 


