TONALEA DAY SCHOOL
CRISIS MANAGEMENT PLAN
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Emergencies are unexpected, unpredictable and take many forms. No one can be fully prepared for everything that may happen, but some simple measures are helpful in any emergencies. 
Think of everyone’s safety/ Use common sense and training/ act quickly and calmly/ be factual and unemotional with students and community. 
Table of Contents
Media Procedure………………………………………………………………..    1          Crisis Communication Procedure …………………………………….....    2 Staffing Roles ……………………………………………………………………..    3 School Directory ………………………………………………………………..    4 Emergency Phone Numbers ………………………………………………..    5          Lockdown ………………………………………………………………………….    6 Active Shooter…………………………………………………………………….    8  Bomb Threat………………………………………………………………………    9   Bomb threat Incident Report Sheet ………………………………………  10    Death at School (Natural, Homicide, Suicide, and Accident)……  11                          Hostage Situation ………………………………………………………………..  12    Gang Violence …………………………………………………………………….  13 Weapons on Campus ………………………………………………………….  14 Kidnapping ………………………………………………………………………...  15 Sexual Assault ……………………………………………………………………..  16   Child Abuse ……………………………………………………………………….  17 Accident/Serious Illness (On and Off Campus) ………………………  18   Food Poisoning …………………………………………………………………..  19 Natural Disaster ………………………………………………………………….  20 Explosion ……………………………………………………………………………  21 Chemical Leak/Spills …………………………………………………………..  22    Fire Evacuation …………………………………………………………………..  23    Bus Evacuation …………………………………………………………………..  24     Bus Driver Procedure with Central Office Procedure ……………..  24




Media Procedures
     In any emergency or Disaster Situations, DONOT make any statements to the media. 
     If pressured for any information, refer them to Klarissa Jensen, Communication Specialist.
Procedures to Follow: 
·  INSTRUCT ALL STAFF to refer all questions from the media to Klarissa Jensen, Communication Specialist. 
·  DESIGNATE AN AREA FOR THE MEDIA, inform all staff where media site is and send all media personnel to this area.
·  ALWAYS have reporters sign-in (Name, phone number, address, and media they are affiliated with) and questions they would like answered.
·  CRISIS MANAGEMENT TEAM will collect factual information and statements concerning the crisis.  








Crisis Communication Procedure

Step 1 – Call Navajo PD, Tuba City ………………….. (928)283-3111
Step 2 – Assemble Crisis Management Team
·  Cheryl L. Kaye, Principal
·  Keidrick June, Maintenance 
·  Leronda Bedonie, Counselor
·  Helen Klain, Clerk
·  Aaron Claw, Cook
·  Linda Curley, Secretary
·  Albert Betoney, Bus Driver
·  Tommy Fowler, maintenance
Step 3 – Call   
·  Marlon Holiday, Agency Facility Supervisor …(928)283-2321 
·  Wilmer Begoody, Safety and Occupational Health Specialist
…………………………………………………………………. (928)871-5930
·  Klarissa Jensen, Public Affair specialist ………….(202)208-3710
·  Emily Arviso, ADD Navajo………………….……..( 928) 871-5962




 STAFFING ROLES
Facility Management:
·  Remain visible (Wearing FLOURESCENT VEST)
·  Set tone and direction
·  Lead Crisis Management Team
Counselor:
·  Provide counseling for students
·  Seek additional counseling support
·  Seek additional secretarial support
Maintenance: 
·  Shut off utilities if necessary 
·  Remain Visible (wearing FLOURESCENT VEST)
·  Stay in contact with front office.
·  Provide necessary information to front office.
·  Provide assistance to emergency personnel or to staff/students
·  Barricade doors or Isolate area affected.
Front Office:
·  Remain Calm.
·  Answer Phone calls from Emergency personnel, Crisis Management Team and other officials providing help to Emergency.
·  Speak loud and clear.  
·  Contact necessary numbers associated to emergency

School Directory
Tuba City Boarding School
306 Main St. 
P.O. Box 187
Tuba City, AZ 86045                                                           
(928)283-2330
Kaibeto Boarding school
East Highway 160 & 98                                                               
P.O. Box120                                                                         
Kaibeto, AZ 86053                                                                
(928)673-3480
Shonto Preparatory School
East Hwy 160 & 98                                                                         
PO Box 7900
Shonto, AZ 86054                                                               
 (928)672-2652
Kayenta Community School
Hwy 163                                                                                       
P.O. Box 188
Kayenta AZ 86033
928-697-2362



Emergency phone Numbers
Navajo Nation Police department ………………… (928)283-3111
Navajo Nation Fire Department …………………..  (928)283-3007
Tuba City Regional Health Care Corporation… (928)283-2501
Arizona Department of Public Safety ……………. (520)773-3600
Poison Control Center ………………………………… (800)362-0101
Western Navajo Agency/Arizona Navajo North. (928)283-2218
Marlon Holiday, Agency Facility Manager …….. (928)283-2321
Wilmer Begoody, Safety and Occupational Health Specialist
……………………………………………………………….…. (928)871-5930
Keidrick June, School Maintenance………………. (928)209-3969
Cheryl L. Kaye, Principal ………..……….……….…. (928)497-1531
Coconino County Sheriff Department …………… (928)774-4523






Lockdown
     In the event of an emergency that may require a lockdown:
·  Call front office or principal immediately.
·  Front office will call for a LOCKDOWN on the intercom.
·  All staff will immediately begin HARD LOCKDOWN procedure unless instructed to do otherwise.
HARD LOCKDOWN: an extreme condition where there is a strong possibility of imminent danger.
SOFT LOCKDOWN: a need for a perimeter lockdown due to a situation where local authorities notify school that there is some kind of dangerous situation off campus but close enough to possibly create danger for students.
HARD LOCKDOWN
·  Maintenance will check all main entrances and will check hallways for students and staff. If any they will be moved into a room that can be locked. After securing the doors and hallways they will move to their designated area while staying in communication with the administration. 
·  All teachers/staff are to immediately lock and cover all doors and windows in their area.
·  TURN OFF all lights 
·  Move all students and staff into an area where they are not visible to the immediate threat.
·  All teachers/staff shall place a red or green card under their door (paper should only be protruding out halfway). 
RED CARD: indicates to law enforcement that someone is missing or needs assistance. 
GREEN CARD: indicates to law enforcement that all students and staff are accounted for and they don’t need assistance.
·  This procedure is the same for office and kitchen staff.
·  Doors are not to be opened for anyone; the correct officials will have keys to open doors.
·  Every staff member will need to wear an FLOURESCENT VEST during evacuations so law enforcement can identify all staff members from outsiders.
·  Every staff is to move into a locked room until an ALL CLEAR is announced.
SOFT LOCKDOWN
·  Maintenance will lock all doors and search all hallways for students and staff members. They will also monitor hallways until an ALL CLEAR is announced.
·  Teachers/staff will lock their doors and close their windows. They will continue as they were until an ALL CLEAR is announced. Students will be escorted to restroom or office during SOFT LOCKDOWN.
· FLOURESCENT VEST will be worn during the SOFT LOCKDOWN in case incident escalates.  





Active Shooter
· Notify front office (specify needs if any).
· Call 928-283-3111- Navajo Nation PD, Tuba City 
· Front office will call for a “LOCKDOWN”
· Suspend all bells
· Assess the situation and isolate the area if possible
· Decide to remain in classrooms or evacuate building(s), allow NO reentry.
· Notify staff of decision. If remaining in classrooms, keep all students away from the affected area. Lock doors.
· Monitor Situation
· Log all activities and discussions
· Remain available to law enforcement and negotiators.
· Have multiple copies of floor plan available for police.
· Secure student/staff rosters.
· Stay in communication with the hostage taker until law enforcement arrives.
· Prepare fact sheet and media statement.
· Update of the situation.








Bomb Threat
When threatening call is received, attempt to learn information listed on the Bomb Threat Incident Sheet.
Do Not Hang Up the phone; try to keep the caller talking.
· Use Bomb Threat Form (keep caller on the telephone as long as possible).
· Suspend all bells.
· Call 928-283-3111- Navajo Nation PD, Tuba City (use a different line).
· Implement emergency plan
· Notify transportation if site evacuation may be needed or in case of inclement weather,
· Evacuate building beginning with rooms nearest device (do not use electric bells or radios).
· Student/ Staff will evacuate to their site area and the make their way to the main evacuation site (refer to campus site map).

· DO NOT:
· Handle or attempt to dismantle device.
· Use two-way radio.
· Use cell phones
· Turn lights on/off.

· Secure student/staff rosters with first aid kit.
· Notify front office (specify needs if any).
· Re-enter building only after advised to do so by police.
· Prepare fact sheet and media statement
· Update of the situation. 


Bomb Threat Incident Report Sheet
 (
Remember the four incident priorities: 
Life safety issues 
Incident stabilization 
Conservation of property and physical evidence 
Environmental concerns
)Incident Information:
Date:			Time:			Location:						
Recorded by					
Means of threat  PHONED—WRITTEN—FACE-TO-FACE—SUSPICIOUS PACKAGE
Phoned Threat 
Phone number shown on caller ID										
Exact words of threat																																								
Critical questions for caller 
When is the bomb going to explode?									
Where is the bomb?											
What does it look like?											
What kind of bomb is it?											
What will cause it to explode?										
Did you place the bomb?	Y—N   	Who did?								
Where are you calling from?										
What is your address?											
Caller’s Voice (circle)
Calm		Slow		Crying		Slurred		Accent				
Stutter		Deep		Loud		Broken
Giggling		Nasal		Angry		Rapid
Stressed		Sincere		Squeaky	Excited
Disguised						Normal	

Is the voice familiar?	Y—N	Who does it sound like?							
	Describe background noises										
	
Written Threat
Describe													
Where found												
Unusual markings												
Documentation and chain of custody trail:									
Face-to-face threat	
	Who made the threat?											
	Exact words												
	To whom was the threat directed?										
Documentation and chain of custody trail:								_______
Suspicious Package
Describe													
Where found												
Unusual markings												
Documentation and chain of custody trail									


Death at School
Natural, Homicide, Suicide, Accident
· Notify front office.
· Call 928-283-3111- Navajo Nation PD, Tuba City. 
· Isolate the area.
· Isolate the witness(es)
· Suspend all bell schedules (everyone stays where they are)
· Secure student/staff roster
· Decide method to inform parents, classmates and community of the incident.
· Ensure the family of the deceased is notified.
· Alert counselors at schools in which siblings are enrolled.
· Inform staff and student body.
· Assign separate areas for media, parents, counseling
· Prepare fact sheet and media statement
· Provide counseling individually or in groups.
· Make home visits with counselors or crisis team members.
· Hold staff meeting as soon as possible to process feelings.
· Prepare for community meeting.
· Plan long term response and follow-up counseling
· Dismiss Students. Dismiss staff until all students are off campus.
· Relay information, as it becomes available.
· Communicate with staff; include a written statement, (Utilize team leaders and department leaders if necessary).





Hostage Situation in Building
· Notify front office.
· Office will call for a “LOCKDOWN”
· Call 928-283-3111- Navajo Nation PD, Tuba City
· Suspend all bells.
· Isolate the area
· Decide to remain in classrooms or evacuate building(s), allow NO reentry.
· Secure building, keeping all students away from affected area. 
· Monitor situation while staying in contact with Police.
· Log all activities and discussions.
· Remain available to law enforcement and negotiators.
· Have multiple copies of floor plan available for police.
· Secure student/staff rosters.
· Stay in communications with the hostage taker until law enforcement arrives.
· Notify families of all persons involved.
· Prepare fact sheet and media statement
· Update communications





Gang Violence – Riots
· Notify front office (specify needs if any)
· Office will call for a LOCKDOWN
· Call 928-283-3111- Navajo Nation PD, Tuba City
· Suspend all bells. 
· Implement emergency plans
· Isolate the affected area and assess the dangers, injuries, students involved, location of altercation, and presence of weapons.
· Provide first aid to those who are injured (utilizing staff who are trained in first aid)
· Identify leaders/groups and purpose
· Reestablish order with assistance from emergency team
· Do not allow disruptive person(s) to enter school property or request they vacate immediately. 
· Keep offices locked; provide security measures for files and records
· Keep staff informed.
· Document police action/investigation
· Prepare fact sheet and media statement
· Prepare plans to prevent retaliation or further campus violence:
· Remove graffiti
· Enforce dress code
· Notify probation officers
· Ask student leaders to recommend ways to resolve issues.
· Facilitate discussion between gang or ethnic groups
· Conduct workshops on ethnic or gang related issues.
· Reassure parents, students, and faculty that steps are being taken to ensure safety
· Ask parents of those involved to come to school. Follow disciplinary procedures according to school policy.
· Prepare for community meetings as needed
· Prepare fact sheet and media statement.
· Update of the situation.

Weapons on Campus
· Notify front office immediately/ do not hesitate, but do not put yourself or others in danger. Do not approach someone with a weapon in hand. Remain calm.
· Implement emergency plans
· Assess the situation and determine level of the danger.
· Quickly determine the location of the suspected weapon.
· Walk the student or person to the office area. Never go alone. One person should walk beside him/her. The other should walk behind him/her.
· Confiscate weapon if possible. If weapon is not found on his/her  possession, check lockers (hall and locker room)
· If weapon is found, call - Navajo Nation PD, Tuba City (928-283-3111)
· Contact parents immediately.
· Update of the situation.











Kidnapping
Witnessed:
· Notify front office
· Call 928-283-3111- Navajo Nation PD, Tuba City.
· Notify parents or guardians
· Gather facts about abduction and description of abductor and any vehicle.
· Implement emergency plans
· Assess the situation and a plan of action:
· Staff meeting
· Visit classrooms as requested.
· Letters home to parents.
· Prepare classmates to be supportive.
· Provide counseling if needed
Not Witnessed:
· Notify front office 
· Verify child is missing..
· Call 928-283-3111- Navajo Nation PD, Tuba City.
· Notify parents.
· Search buildings, school campus and neighborhood
· Implement emergency plans
· Assess the situation and a plan of action:
· Staff meeting
· Visit classrooms as requested.
· Letters home to parents.
· Prepare classmates to be supportive.
· Prepare fact sheet and media statement.

 

Sexual Assault
· Notify front office 
· Call 928-283-3111- Navajo Nation PD, Tuba City
· Care for the victim (do not touch victim). Ensure that the victim stays with the school counselor or trusted friend until police arrive.
· Log all activities and decisions.
· Notify family (in person if possible)
· Isolate witness(es) (do not allow them to talk to anyone).
· Detain suspect if possible
· Allow school counselor to accompany victim and police/parents to hospital.
· Update communications (verbal and written communication)
· Provide or refer counseling for victim and family.
· Reassure concerned parents regarding safety precautions at school.
· Meet with parents and teachers of victim regarding safety precautions at school.








 


Child Abuse
· Document actions and decisions, input into SCAN.
· Fax completed SCAN report to - Michelle Begay, Program Specialist (SCAN) within 24 hours.
· Do not attempt to investigate or verify information until or unless given directions by the Principal.
·  Permit interview with child by authorized, properly identified officials only.
·  Cooperate with the request of the investigator regarding notice to parents.
·  Provide follow-up counseling.
Accusation Against School Personnel:
· Notify Principal.
· Document report. Do not investigate or attempt to verify information until or unless given direction by Principal.
·  Enter information into SCAN and fax to Michelle Begay, Program Specialist (SCAN).
·  Notify personnel department and follow instructions.
·  Report to local police, Child Protective Services, as needed.
·  Provide for police investigators and notify parents of procedures.
·  Arrange for substitute, if needed.
·  Allow time for employee to be interviewed.
·  Plan for parental inquiries, staff meeting, and safety measures.
·  Notify parents of affected students that crisis counseling is being provided for alleged incident.
·  Provide counseling only after statements are taken.



Accident/Serious Illness
On-campus
· Apply First Aid/CPR 
· Notify front office
· Call 928-283-3111- Navajo Nation PD, Tuba City
· Remove students from the area.
· Secure student/staff roster.
· Notify families.
· Transport the person, if necessary, for medical assistance via EMS (be sure to take student health form with permission to receive treatment).
· Prepare fact sheet.
· Update of the situation.
· Complete incident report.
Off-campus
· Notify front office
· Follow emergency procedures.
· Apply First Aid/CPR.
· Call 928-283-3111- Navajo Nation PD, Tuba City and School or 911 if off the reservation.
· Determine who is involved.
· Secure student /staff roster
· Assess the situation and a plan of action
· Notify families.
· Update of the situation.
· Complete incident report.



Food Poisoning
On Campus
· Notify front office
· Close Cafeteria until situation is secure
· Call the Office of Environmental Health
· Notify families
· Document who is affected and treatment received.
· Follow checkout procedures
· Update of the situation.















Natural Disasters
Upon being alerted by the local authorities, weather alert radio and/or the telephone relay system, do the following:
· Notify front office
· Assess the situation (depending on type of disaster, damage, and monitor media).
· Call 928-283-311- Navajo Nation PD, Tuba City 
· Ask for advice to shelter-in- place or evacuate.
· Set up incident command center with communication capability on-site.
· Log all activities and procedures.
· Prepare for emergency action in conjunction with police and fire department.
· Initiate shelter-in-place or evacuation plan, depending on emergency.
· Notify transportation in case of site evacuation or inclement weather.
· Teachers should take attendance roster and accompany class to designated shelter-in-place (HALLWAYS A, B, and C) if tornado is reported or witnessed (DONOT move into gymnasium).
· Once shelter-in-place is implemented, everyone should sit facing the interior wall with knees and head down, hands covering face and head.
· Group should remain calm, stay together, and listen for instructions.
· Remain in shelter-in-place until instructed to move.
· Prepare a place for special needs students and personnel.
· Emergency team should check restrooms and vacant classrooms.
· Use battery powered radio for weather information.
· Keep a record of those hospitalized and their location.
· Notify staff
· Contact utilities (if needed)
· Prepare fact sheet and refer to page 1 of CMP for media procedures.
· Update of the situation.
· Assign staff to answer phone inquiries.


 
Explosion
· Notify front office
· Call 928-283-3111- Navajo Nation PD, Tuba City.
· Initiate evacuation plan. Teachers keep class list and go to designated areas.
· Notify transportation if site evacuation may be needed or in case of inclement weather.
· Assist emergency personnel in locating and assisting injured person(s).
· Follow instruction of police and fire departments.
· Keep students and staff away from building until area is declared safe.
· Maintain a list of those who are hospitalized and their location.
· If building cannot be reentered, evacuate students/staff to Main Evacuation Site for bus pick-up.
· When safe, follow instructions of fire department for building reentry.
· Determine location for temporary classrooms and supplies (REFER TO COOPlan).
· Update of the situation.









Chemical Leak/Spills
· Notify front office
· Notify maintenance.
· Obtain Safety Data Sheet for spilled chemical if known
· If life threatening, Call 928-283-3111- Navajo Nation PD, Tuba City
· Implement emergency plan
· Determine source of leak/spill
· Evaluate what chemicals
· What are the physical symptoms?
· Check for reports of spills
· If advised by police or fire department to remain in building:
· Move all students inside building away from affected area.
· Have students and personnel breathe through wet paper towels.
· Close up and secure affected area. Shut down electricity and gas.
· Pose warning signs at entrance.
· If advised by police or fire department to evacuate the school site, proceed as follows:
· Call transportation.
· Announce for evacuation.
· Initiate evacuation plan.
· Teachers gather attendance roster and first aid kit and evacuate to designated areas.
· Secure student/staff roster
· Document affected students.
· Estimate extent of injuries or potential physical danger.
· Keep list of hospitalized students/staff and where they are evacuated to.
· Send information about incident with anyone going for medical treatment.
· Notify families of affected student.
· Call an all-clear when appropriate.
· Update of the situation.
Fire Evacuation
· Attempt to extinguish the fire if small or confined (i.e., trash can).
· Confine fire by closing the door to the area involved.
· Sound alarm by pulling fire emergency lever.
· Teachers initiate evacuation plan. Gather attendance roster and first aid kit. Shut off HVAC, close exterior windows, turn off lights, close door, and evacuate to designated sites (SITE A, SITE B or SITEC). Take attendance at your designated site and start to move to Main Evacuation Site.
· Maintenance will secure electrical power to building and propane gas.
· Crisis Management Team will assist students and staff to evacuate building, monitor traffic, and move all students and staff to Main Evacuation Site. Member will also need to grab the staff sign-in sheet and the AED machine.
· Call 928-283-3111- Navajo Nation PD, Tuba City
· Notify Transportation Department if site evacuation may be needed or in case of inclement weather.
· Assist emergency personnel in locating and assisting injured person(s).
· Follow instructions of police and fire department.
· Keep students and staff away from building until area is declared safe.
· Maintain a list of hospitalized person(s) and location.
· If building cannot be reentered, relocate students to predetermined location.
· When safe, follow instructions of fire department for building reentry.
· Determine location for temporary classrooms and supplies (if needed).
· Maintenance will do necessary repairs and barricade areas that are not safe.
· Update of the situation.
· Continue interaction with local and area counselors until trauma is resolved and school is returned to normal functioning.


    
Bus Driver Procedures
Stay calm, turn off bus motor, remove the key, set parking brake, and activate hazard lights.
· Protect the scene – set up emergency reflectors
· Check for injuries
· Call dispatcher, Give the following information: bus number, location, situation, need for EMS, fire truck, wrecker.
· Administer first aid
· Evacuate bus (if necessary) to a place of safety ( at least 100 ft. away.)
· Request for aid from capable students and/or bystanders, if needed/available
· Keep students clam and grouped together.
· Obtain names and grades of all students injured.
· Do Not Talk To Anyone Except The Police and The Transportation Departments.
· Do Not Leave The Scene Until The Police, Insurance Company, and The Transportation Department Representative Clear You To Do So.
· Report to the office to fill out Accident Report.
Central Office Procedures:
· Principal/Transportation Director will contact the - Navajo Nation PD, Tuba City (928-283-3111) /Coconino County Sheriff’s Department (928-774-4523 or 911) and the police/sheriff’s department of the surrounding county dial 911(if outside of Coconino County)
· Principal/Transportation Director notifies superintendent.
· Principal/Transportation Director goes to the scene of the accident, assess the situation, and makes sure students are transported to the hospital (if needed)
· Principal/Transportation Director will obtain the list of all students, including list of students sent to the hospital, and communicate information to the Central Office
· Principal/designee(s) will field all calls from parents.
· Principal/Transportation Director will contact hospital(s) and obtain status of all students, making sure all have been treated and released to parents/guardian.
· Transportation Director will notify the Superintendent/designee(s) when all students have been treated/released.
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