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Approval Statement 

 

The School Safety Plan for Hawthorn Academy has been reviewed and found to comply with the Local 

City Emergency Response Plan, minimum and/or recommended requirements. 

 

_____________________      ______  

Administrator Date  

 

 

_________________           ______ 

Board President                 Date 

 

 

_____________________      ______  

____________ City Police       Date 

 

 

_________________            ______ 

_________ City Fire Authority    Date 
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HOMELAND SECURITY CHECKLIST 

 

Use this checklist to determine if your emergency response plan complies with Utah Homeland 

Security requirement. The elements of the minimum requirements are listed below. Your plan must 

contain each listed element to be in compliance. This checklist can assist you in conducting your 

annual review.  

 

  Y   N     UNK  INTRODUCTION 

          Table of contents 

          Approval statement and dated signatures of Administrator and appropriate school official 

 PURPOSE 

          State the purpose of the emergency response plan 

 SITUATION 

          
State the size and location of your facility in acres and the number, general size, and use of each of 

the buildings 

          
State the number of students and employees normally on hand, and any scheduled daily differences 

in population 

 DIRECTION AND CONTROL 

          
Create a management system which will include a chain of command and alternates to carry out the 

plan 

          Designate a primary and alternate on-site Command Post 

          Identify persons, by title and agency, who will be notified during an emergency 

          

Describe the warning signals or commands that alert staff and students to emergency responses:  

1. Evacuation 

2. Reverse Evacuation 

3. Drop, cover, hold 

4. Lockdown 

5. Shelter in place 

          Designate primary and alternate evacuation routes and assembly areas 

          Describe how disabled and/or non-English-speaking children will be provided for 

          
Provide a resource inventory of emergency items available—communication equipment, first aid, 

medical, fire fighting equipment, lighting, etc. 

          Post a classroom Emergency Response Guide in each room or assembly area for students and staff 

          Each School should have a battery powered radio in case of power failure 

          Make provisions for off campus emergencies (field trips, etc.) 

  PLAN DEVELOPMENT AND MAINTENANCE 

          Provide an annual review of plan, attachments, responses, and needs, and update when necessary 

          
Annually train staff regarding warning/response signals, evacuation routes, assembly areas, 

emergency procedures, and chain of command 

          
Review current management system or Incident Command System annually with staff and train 

those who have assigned responsibilities 

          
Annually practice response drills with students 

1. Evacuation 
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6. Reverse Evacuation 

7. Drop, cover, hold 

8. Lockdown 

2. Shelter in place 

          One school employee will participate in training annually 

          Overview of plan explained and distributed to parents 

 APPENDICES AND ATTACHMENTS 

          Management system or ICS structure and responsibilities 

          Student roster with parent phone numbers 

          Master schedule 

          Faculty/staff roster with emergency phone numbers 

          

Community emergency numbers: 

1. General emergency number – 911 

2. Ambulance 

3. Poison Control Center 

4. Local hospital 

5. Police Dept/Sheriff/State Police 

6. Fire Dept 

          Map of evacuation route(s) and assembly areas, student release gate, command post(s) 

          

Site plan or blueprint of the facility and floor plan(s) of the building(s) showing location of water and 

gas shut off points, heat plants, boilers, generators, flammable liquid storage, other hazard materials 

storage, fire fighting equipment placement, first aid facilities, exits, etc. 

          
Lists with the name, title, address, telephone number, and organizational responsibilities for 

emergency operations 

          Sample statements/letters for use in notifying faculty, students, parents, and media about emergency 

          Student accountability/release forms 

 

Area  Comments 
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INTRODUCTION 

 

What is an Emergency? 

 

A duly proclaimed existence of conditions of disaster or extreme peril to the safety of persons or 

property caused by air pollution, fire, flood or flood water, storm, epidemic, riot, earthquake, intruder or 

other causes. This may be beyond the control of the services, personnel, equipment and facilities of the 

site am school and require the combined efforts of the State or other political subdivisions. School 

facilities must be prepared to respond to an emergency or traumatic event in an organized and timely 

manner so that students and staff can continue to function effectively without additional trauma or the 

development of additional emergencies. 

 

School emergencies can be small and easily managed, or they can be large and difficult to manage. Every 

school emergency must be managed in a way that ensures the safety of everyone involved. In order to 

provide a safe and secure teaching and learning environment, personnel must plan for the management of 

emergency events that cannot be predicted or prevented. This plan is designed to help you do that. 

 

PURPOSE / SITUATION: 

 

A. To effectively handle an emergency, a comprehensive Emergency Operations Site Plan must be 

developed and an Emergency Response Team must be organized before an emergency occurs. 

Our school's Emergency Operations Plan must be organized and all staff members trained in 

order to effectively prepare for maximum safety, efficiency and communication in the event of an 

emergency. 

 

B. The Incident Command System (ICS) will be used to manage all emergencies that occur within 

the school. ICS will be used to perform non-emergency tasks to promote familiarity with the 

system. All school personnel will be trained in ICS. 

 

C. Students and parents must also understand that contingency preparation and procedures are 

necessary and are conducted for their safety and well-being. 

 

D. Planning, preparation, and training will help staff personnel learn the proper course of action in an 

emergency. This manual will provide step-by-step guidelines to help deal with emergencies that 

may occur. This manual cannot foresee all possible circumstances of an emergency. Staff must 

be prepared to evaluate all the circumstances and make sound judgments based on the situation. 

 

E. A committee will be established consisting of local law enforcement, fire/EMS, emergency 

management, and site personnel to develop the Emergency Operations Plan. The committee 

should consist of site staff from the following disciplines at a minimum: 

 

Administrator Maintenance/Custodian 

Office staff Teachers 

School Counselor Parent Volunteers 
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Procedures will be developed to provide for disabled and non-English speaking students and staff. 

 

F. This plan shall be reviewed annually by the above committee and updated to maintain up to date 

procedures. 

 

G. Drills will be conducted periodically to test the effectiveness of the plan. A debriefing shall be 

conducted after each drill to receive feedback from all participants on the effectiveness of the 

plan. 

 

During a Disaster: Step by Step is Right Here 

 

The greatest mistake Administrators, teachers and staff make in crisis come from not knowing what steps 

to take and in what order in a given situation. Planning, training and drills will help prevent those mistakes. 

In a crisis it helps to know where to turn for help. This manual provides specific sequential steps to take. 

These steps are guidelines to inform you of the most likely steps to take. The most likely incidents have 

been addressed to help you in an emergency. It is critical to evaluate the circumstances and determine the 

most appropriate course of action. 

 

The following manual outlines various school emergencies and the plans in place to address them. All 

school safety policies and procedures shall be implemented in accordance Utah Code 53A-3-402.  

 

Site 

 

Hawthorn Academy West Jordan is a K-9 Charter School located at approximately 2200 W. 9062 S. West 

Jordan, UT.  The procedures outlined in this safety plan will provide a standardized, efficient approach to 

safety management within the school. The site consists of one building. There is an Average Daily 

Membership of 850 students and 54 staff members. 

 

DIRECTION & CONTROL: 

 

The Administrator has the primary responsibility for implementing the site Emergency Operations Plan. 

The Administrator has the responsibility of executing policies developed by the school. 

 

Site personnel and/or local fire and law enforcement agencies handle most emergencies on site. 

 

In case of an emergency that is beyond the capabilities of the site to handle, site personnel will 

coordinate with local emergency response agencies. This may include having a member or members 

act as liaison with responding agencies. 
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SITE ASSIGNMENTS AND STAGING AREAS 

 

On Site Locations and Staging Areas 

  Primary              Alternate 

On Site Command Post Main Office Gym 

Student Care Library Classrooms 

First Aid Learning Center Classrooms 

Student Request Front Door Side Gate 

Student Release Front Door  Side Gate 

Media Staging Cafeteria Classrooms 

Law Enforcement Staging Gym Classrooms 

Fire Staging Gym Classrooms 

Public Works Staging Gym Classrooms 
Utilities Staging Gym Classrooms 

Student Relocation Center 
LDS Church  

9750 S. 2200 W  

LDS Church 

1945 W. 9000 S.  

 

Off-Site Locations and Staging Areas 

 Primary  Alternate 

Off-Site Command Post 
Church of Jesus Christ of Latter 

Day Saints 

Church of Jesus Christ of Latter 

Day Saints 

Student Care 9750 S. 2200 W. 1945 W. 9000 S. 

First Aid 
Church of Jesus Christ of Latter 

Day Saints 

Church of Jesus Christ of Latter 

Day Saints 

Student Request 9750 S. 2200 W. 1945 W. 9000 S. 

Student Release 
Church of Jesus Christ of Latter 

Day Saints 

Church of Jesus Christ of Latter 

Day Saints 

Media Staging 9750 S. 2200 W. 1945 W. 9000 S. 

Law Enforcement Staging 
Church of Jesus Christ of Latter 

Day Saints 

Church of Jesus Christ of Latter 

Day Saints 

Fire Staging 9750 S. 2200 W. 1945 W. 9000 S. 

Public Works Staging 
Church of Jesus Christ of Latter 

Day Saints 

Church of Jesus Christ of Latter 

Day Saints 

Utilities Staging 9750 S. 2200 W. 1945 W. 9000 S. 
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ICS ASSIGNMENTS 

 

POSITION  1​st​
 (Primary)  2​nd​

 (Alt)  3​rd​ (Alt) 

I/C     

SAFETY 
Assistant Principal: 

Ellinger 
Assistant Principal: Kunz Lead Director: Swensen 

LIAISON  Lead Director: Swensen Principal: Kristi Kunz Assistant Principal: Ellinger 

INFORMATION OFC  Lead Director: Swensen Principal: Kristi Kunz Assistant Principal: Ellinger 

OPERATIONS     

RECORDER  Secretary: Brockbank Secretary:  McDevitt Aide: Combes 

SECURITY 
Assistant Principal 

Ellinger 
Aide: Mikkelson Aide: Lence 

SEARCH/RESCUE  Counselor: Robinson 
Assistant Principal: 

Ellinger 

Assistant Principal: Kristi 

Kunz 

SAFETY/DAMAGE 
Assistant Principal: 

Kristi Kunz 

Assistant Principal: 

Ellinger 
Counselor: Robinson 

MEDICAL  Teacher: Coletti Teacher: Boom Teacher: White 

STUDENT REQUEST  Secretary: McDevitt Secretary:  Brockbank Librarian: Clark or Lenz 

STUDENT 

SUPERVISION 
Grade Level Teachers Grade Level Teachers Grade Level Teachers 

STUDENT RELEASE  Librarian: Clark or Lenz Aide: Combes Secretary: McDevitt 

RUNNERS  Specialist: Hansen Specialist: Lizano Aide: Merrill 

 

Notes: 

 

 

 

 

 

 

 

 

 

 

PLAN DEVELOPMENT & MAINTENANCE:  

 

The school’s safety committee will review the plan each year, update information, and suggest any 

changes that may be necessary to maintain the plan’s usefulness.  
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TRAFFIC PLAN 

 

 

Ї Between the hours of 8:00-8:45 AM and 3:00-3:45 PM vehicles MUST enter the school ground from 

2200 W. and exit RIGHT onto 2200 W. 

 

Ї For safety reasons, you must drop-off and pick-up your students in the designated drop-off and 

pick-up zones at the school. 

 

Ї You may drop-off your students between 8:00-8:15 AM. The school bell will ring at 8:20 AM. You 

may not drop your students off prior to 8:00 AM as they will not be supervised until this time. 

 

Ї Please have your students ready to exit the car as soon as you move into the drop-off zone to help 

expedite a quick drop-off period and to alleviate congestion. If your student is unprepared to exit the 

car please pull through the drop-off zone when directed to do so and come around again. 

 

Ї When entering the Drop-off Zone please pull as far forward in the Drop-off zone as possible and 

follow the directions of the safety officers. 

 

Ї If you arrive at the school after 8:20 AM you will need be sure your students get into the building 

safely as there will be no supervision outside the school. If you arrive after 8:25 AM you will need to 

sign them in at the front office as roll may already have been taken in class. 

 

Ї Pick-up will begin at 3:05 PM when students are released from class. You must arrive at the school 

to pick-up your students no later than 3:20 PM. 

 

Ї Students who have not been picked-up by the time the drive thru has been cleared will wait by the 

front door of the school. If you have an emergency and will be late in picking up your students you 

must call the main office to notify the administrators. 

 

Ї Students will be escorted from the building after the final bell by their teachers with their class. 

Students will be required to go immediately to the Pick-up area and stay in that area until they have 

been picked-up. Students will need to use the bathroom, meet with their teachers and all other 

"things" prior to the final bell. A single student missing from the pick-up area can throw off the entire 

pick-up system. 

 

Ї If a student does not come to their car when all other cars are ready to move from the Pick-up zone, 

this car will need to move out of the pick-up zone with the other cars and circle back through the zone 

again so as not to hold up the entire system. 

 

Ї Teachers and school administrators will oversee the Drop-off and Pick-up each day, serving as safety 

officers. 
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Safe Walking Policy 

 

For those students who would like to walk or ride bikes to school, they should be aware of the following 

things. Please review them with your children. 

 

Ї The School cannot assume-responsibility for students unless they are on school 

grounds.  Parents, please review your children's walking/biking route with them and teach them 

to be safe! 

 

Ї Crossing guards at 9000 S. and 2200 W. will be on duty every school day from 8:00-8:30 & 

3:15-3:35. Please do not cross earlier than 8:00a.m. without the crossing guard, as 

students are not allowed on school grounds before 8:00 a.m. Also, please keep in mind 

that school starts at 8:20.  

 

Ї All pick-up and drop-off will be through the west entrances during pick up and drop off times.  

 

Ї There are no crossing guards in the middle of the day to cross Kindergarteners! 

 

Ї Please wait until the crossing guard is in the middle of the street and signals that it is okay to 

cross. Do not cross without the crossing guard! Please walk your bike across the street, and do 

not run. 

 

Ї Your route to school may have stretches with no sidewalk, and/or intersections with no crossing 

guard. Please use caution, stay well off the street, and cross only after looking both ways. 

Bikers, remember to wear a helmet and stay to the far right side of the street. 

 

Ї Please do not walk/bike alone if possible. Avoid talking to strangers, and never approach their 

cars. Scream and run away if you feel you are in danger, and tell a crossing guard, another 

mother with kids, or your teacher at school what happened. 

 

Ї Once on school grounds, please walk your bike, staying on sidewalks.  The school bike rack is 

available on the east side of the building near 2200 W.  

 

Thank you for your cooperation! Let's have a safe year! 
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VISITORS ON CAMPUS 

 

90% of school safety deals with controlling who comes on the campus and what they bring with them.  With 

this as a foundation, the school will be vigilant in requiring all visitors to enter through the front entrance and 

sign in at the office.  The front office must have an accurate accounting of everyone on the campus.  If the 

building caught fire, for example, the fire chief will ask the principal, “Who is still in the building?” If a person 

who hasn’t signed in was trapped inside and needed help, the office would be unaware of their presence on 

campus. 

 

Ї Authorized Visitors appropriately register their presence with the school office staff, wear 

school-issued badges, and comply with school procedures to conduct campus business. 

 

Ї Unauthorized Visitors do not register in the office but their presence is still perceived as 

non-threatening. These persons, when approached, will comply with campus visitation procedures 

immediately. 

 

Ї Intruders are unauthorized visitors who do not cooperate with school staff or administration to 

comply with visitation procedures and whose presence is perceived as hostile or threatening to 

students or staff. 

 

Ї ANYONE seen on campus without a visitor badge or volunteer button will be asked about his or 

her presence. “May I help you?” is a common question heard when greeting someone without a 

name-tag.  This is YOUR campus too.  Parents and volunteers have the right to ask about 

someone’s presence too. We all have to work as a team. 

 

Ї Should someone not have a volunteer or visitor sticker  displayed, they should be directed to the 

front office for proper sign in. 

 

Ї Parents need to sign in all younger children and infants who may be with them.  Again, the office 

must be able to account for EVERYONE. 

 

Ї Visitors who sign in and wear a nametag may become a campus “intruder” depending on their 

actions while on campus. If you are visiting campus, please state your business in the sign in book. 

Straying from campus business can be a disruption to classroom instruction and should be 

avoided. 

 

Ї Always SIGN OUT when you leave campus. 
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MEDIA 

 

All staff must refer media to site or school spokesperson. 

 

The Administrator and Law Enforcement assume responsibility for issuing public statements 

during an emergency.  

 

Ї The Administrator serves as the school spokesperson unless he/she designates another 

spokesperson. If spokesperson is unavailable, an alternate assumes responsibilities. 

 

School spokesperson: Lead Director: Deborah Swensen (801) 865-2585 

Alternate School spokesperson: Principal: Ryan Dubois (801) 282-9066 

 

Ї School Public Information person acts as contact for emergency responders and assists school 

spokesperson with coordinating media communications. If Public Information person is unavailable, 

an alternate assumes responsibilities. 

 

School Public Information person:  

Name: Dr. Deborah Swensen Room # 

Alternate Public Information person:  

Name Kristi Kunz Room # 

 

During an emergency, adhere to the following procedures: 

 

Ї Incident Commander relays all factual information to Administrator. 

 

Ї Administrator may ask school Public Information designee to prepare a written statement to media. 

 

Ї Establish a media information center away from school. 

 

Ї Update media regularly. Do not say "No comment". 

 

Ї Do not argue with media. 

 

Ї Maintain log of all telephone inquiries. Use scripted response to inquiries. 

 

Media statement 

 

Ї Create a general statement before an incident occurs. Adapt statement during crisis. 

 

Ї Emphasize safety of students and staff first. 

 

Ї Briefly describe school's plan for responding to emergency. 

 

Ї Issue brief statement consisting only of the facts. 
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Ї Respect privacy of victim(s) and family of victim(s). Do not release names to media. 

 

Ї Refrain from exaggerating or sensationalizing crisis. 

 

Public Information Release Form 

 

Check (_) as appropriate: School  

 

Date:  Time:  

 

NOTE: If this is used as a script, read only those items checked. Make no other comments. 

 

(Check off, fill in, and cross off as appropriate.) 

 

________________________has just experienced a(n) _________________________________ 

 

_ The (students/employees) [(are being) or (have been)] accounted for. 

 

_ No further information is available at this time. 

 

_ Emergency medical services [(are here) or (are on the way) or (are not available to us)].  

 

_ Police [(are here) or (are on the way) or (are not available to us)]. 

 

_ Fire Dept. /paramedics [(are here) or (are on the way) or (are not available to us)]. 

 

_  ______________________________ [(are here) or (are on the way) or (are not available to us)]. 

 

_ Communication center(s) for parents (is/are) being set up at  

To answer questions about individual students. 

 

_ Communication center(s) for families (is/are) being set up at to answer questions about individual 

employees. 

 

 

_ Injuries have been reported at__________________________and are being treated at the site by 

(Staff/professional medical responders).  (#)________reported injured. 

 

_ Students have been taken to a safe area,(location) , and are with [(classroom 

teachers/staff or [(alternate staff with students)].  

 

_ (#) Students have been taken to the local emergency room for treatment of serious injury. Parents of 

injured students should go to the emergency room at  
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_  (#) Confirmed deaths have been reported at _______________________________________. 

Names cannot be released until families have been notified. 

_ Structural damage has been reported at the following sites: 

 

 

 

Release restrictions _______ No _______ Yes  

          If yes, what? 

 

Released to the public as Public Information Release #  

Date/Time: ________________________ 
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EMERGENCY SAFETY POLICIES 

 

ASSAULT / FIGHTS 

 

Ї Ensure the safety of students and staff first. 

 

Ї Notify office. Call 911,  if necessary. 

 

Ї Notify CPR/first aid certified persons in school building of medical emergencies (names of CPR/first 

aid certified persons are listed in Crisis Team Members section). 

 

Ї Notify Incident Commander. Incident Commander assembles Crisis Team Members. 

 

Ї Seal off area where assault took place. 

 

Ї Defuse situation, if possible. 

 

Ї Incident Commander notifies police if weapon was used, victim has physical injury causing substantial 

pain or impairment of physical condition, or assault involved sexual contact (intentional touching of 

anus, breast, buttocks or genitalia of another person in a sexual manner without consent. This 

includes touching of those areas covered by clothing). 

 

Ї Incident Commander notifies Administrator and parents of students involved in assault. 

 

Ї Document all activities. Ask victim(s)/witness(es) for their account of incident. 

 

Ї Assess counseling needs of victim(s) or witness(es). Implement post-crisis procedures. 
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BOMB THREAT 

 

Upon receiving a message that a bomb has been planted in school: 

 

Ї Use bomb threat checklist. 

 

Ї Ask where the bomb is located, when will the bomb go off, what materials are in the bomb, who is 

calling, why is caller doing this. 

 

Ї Listen closely to caller's voice and speech patterns and to noises in background. 

 

Ї After hanging up phone, immediately dial *69 to trace call. 

 

Ї Notify Incident Commander or designee. 

 

Ї Incident Commander orders evacuation of all persons inside school building(s). 

 

Ї Incident Commander notifies police (call 911) and Administrator. Incident Commander or 

Administrator must report incident to police. 

 

Evacuation procedures: 

 

Ї Incident Commander warns students and staff. Do not mention "Bomb Threat". Use standard fire drill 

procedures. 

 

Ї Direct students to take their belongings. 

 

Ї Students and staff must be evacuated to a safe distance outside of school building(s). After 

consulting with Administrator, Incident Commander may move students to the LDS church located 

at 9750 S. 2200 W. if weather is inclement or building is damaged. 

 

Ї Teachers take roll after being evacuated. 

 

Ї No one may re-enter the building(s) until fire or police personnel declare them safe. 

 

Ї Incident Commander notifies students and staff of termination of emergency. Resume normal 

operations. 
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BOMB THREAT CHECKLIST 

 

 

Description Detail Report  Callers Voice - Circle as applicable: 

Questions to ask:  • Calm • Nasal 

 • Angry • Stutter 

1) When is the bomb going to explode? • Excited • Lisp 

 • Slow • Raspy 

2) Where is it right now? • Rapid • Deep 

 • Soft • Ragged 

3) What does it look like? • Loud • Clearing Throat 

 • Laughter • Deep Breathing 

4) What kind of bomb is it? • Crying • Cracked Voice 

 • Normal • Disguised 

5) What will cause it to explode? • Distinct • Accent 

 • Slurred • Familiar 

6) Did you place the bomb?   

 

 If voice is familiar, whom did it sound like? 

7) Why?  

8) What is your address?   

 Background Sounds:   

9) What is your name?   

 • Street Noises • Factory Machinery 

Exact wording of the threat: • Animal Noises • Voices 

 • Clear • PA System 

 • Static • Local Call 

 • Music • Long Distance 

 • House Noises • Phone Booth 

 • Motor • Office Machinery 

Sex of Caller: Race: • Other  

Length of call: Age:   
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Date: Time: 

 

Number at which call was received: 

Threat Language: 

- Well Spoken (educated) 

 - Incoherent 

 - Foul 

 

- Taped 

- Message read 

- Irrational 
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COMMUNICATION (EMERGENCY) 

 

When an emergency condition exists, the Incident commander (Administrator) will notify personnel to 

respond to their area of assignment. The methods of communication listed below will be used. Notifications 

will be given in plain language. Code words shall not be used. 

 

Ї Intercom 

Ї Radio 

Ї Telephone 

Ї Runners 

Ї Ham Radios 
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EARTHQUAKE 

 

When an earthquake strikes: 

 

Ї Assume the preferred defensive position: kneeling under a desk or table, while holding tightly to its 

legs. 

 

Ї If it is not possible to respond in the preferred manner, an appropriate defensive position may be up 

against a wall or in a doorway, squatting and covering one's head. 

 

Ї If possible, stay away from windows. 

 

Ї Remain in these positions until you are reasonably certain the quaking has stopped or until further 

instructions have been given from the school office. 

 

Ї Evacuate the school building when it has been deemed safe and appropriate as predetermined 

evacuation procedures. 

 

Ї Once outside, stay clear of building, trees, poles, and power lines. 

 

Ї Assemble in predetermined areas and account for all students. 

 

Ї Remain in assembly areas until situation is assessed and further directions are given. 

 

Ї Incident Commander notifies police and fire (call 911) and Administrator. 

 

Ї After consulting with Administrator, Incident Commander may move students to 9750 S. 2200 

W. if weather is inclement or building is damaged. 

 

Ї No one may re-enter building(s) until fire or police personnel declare entire building(s) safe. 

 

Ї Incident Commander notifies students and staff of termination of emergency. Resume normal 

operations. 
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EVACUATION 

 

In some emergency scenarios, it may be necessary for the campus to evacuate. Evacuation will be 

practiced at least twice per year in conjunction with fire drills or earthquake drills. Emergencies can and do 

occur which require the evacuation of students from the school.  Teachers and our student body practice 

emergency drills. In case of an emergency evacuation, students will be excused to person's names on our 

copy of the emergency card. It is the parents' responsibility to keep the emergency cards updated. 

 

1. Evacuation 

 

Ї Incident Commander (IC) issues evacuation procedures. 

 

Ї I/C to determine if students and staff should be evacuated outside of building (primary) or to 9750 

S. 2200 W. (secondary) 

 

Ї Incident Commander notifies relocation center 801-562-8260 of Secondary Location 

 

Ї Direct students and staff to follow evacuation drill procedures and route. Follow alternate route if 

normal route is too dangerous. 

 

Ї Close all doors and windows. 

 

Ї Turn off lights, electrical equipment, gas, water faucets, air conditioning and heating system. 

 

Ї Office Personnel place evacuation sign in window. 

 

Ї Lock doors. 

 

2.  Relocation Centers 

 

Ї Primary Relocation Center – 9750 S. 2200 W. 

 

Ї Secondary Relocation Center – LDS Church 1945 W. 9000 S.  

 

3.  Teachers 

 

Ї Direct students to follow normal evacuation drill procedures unless I/C alters route 

 

Ї Take classroom roster and emergency kit. 

 

Ї Close classroom doors and turn out lights. 

 

Ї When outside building, account for all students. Inform Administrator immediately of missing 

student(s). 
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Ї Teachers will travel to evacuation site with their students. Take roll again when you arrive at 

the relocation center. 

 

4. Parents 

 

Ї Parents should not drive to the school if an evacuation is announced. Roads must be kept clear 

for emergency vehicles. 

 

Ї When allowed, parents will be asked to sign their children out. Parents / those allowed to pick 

up the student should bring a photo-bearing identification card. Those allowed to pick up 

student are on the student's emergency card. 
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EVACUATION MAP 

 

 

*Please see specific classroom plans for evacuation routes. 

 

Ї Primary evacuation routes 

Ї Alternate evacuation routes 

Ї Handicap evacuation areas 

Ї Utility shut-off for 

Ї Gas 

Ї Water 

Ї Electricity 

Ї HVAC System 

Ї Site assignments and Staging Areas 

identified on page 2 

Ї Haz Mat storage areas 

Ї Heat plants/boilers 

Ї Room numbers 

Ї Door/window locations 

Ї Any other information deemed appropriate by 

your planning 
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REVERSE EVACUATION 

 

Reverse Evacuation/Shelter-in-place provides refuge for students, staff and public within school buildings 

during an emergency. Shelters are located in areas that maximize the safety of inhabitants. Safe areas may 

change depending on the emergency. Be prepared to go into lockdown once inside. 

 

Ї Identify safe areas in each school building. 

 

Ї Incident Commander warns students and staff to assemble in safe areas. Bring all persons inside 

building(s). The code word is soft, soft, soft. 

 

Ї Teachers take class roster. 

 

Ї Close all exterior doors and windows. 

 

Ї Turn off any ventilation leading outdoors. 

 

Ї Cover up food not in containers or put it in the refrigerator. 

 

Ї If advised, cover mouth and nose with handkerchief, cloth, paper towels or tissues. 

 

Ї Teachers should account for all students after arriving in the safe area.  

 

Ї Office personnel must contact each teacher/classroom for a headcount through email. 

 

Ї All persons must remain in safe areas until notified by Incident Commander or emergency responders. 
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FIRE 

 

In the event a fire or smoke from a fire has been detected: 

 

Ї Activate fire alarm. 

 

Ї Evacuate students and staff to a safe distance outside of building. 

 

Ї Follow normal fire drill route. Follow alternate route if normal route is too dangerous. 

 

Ї Teachers take class roster. Teachers will notify I/C of missing students or personnel.  

 

Ї Incident Commander notifies police (call 911) and Administrator.  Incident Commander or 

Administrator must report incident to Fire Marshal. 

 

Ї Teachers take roll after being evacuated. 

 

Ї After consulting with Administrator, Incident Commander may move students to Churches at 

9750 S or 9000 S. if weather is inclement or building is damaged. 

 

Ї No one may re-enter building(s) until entire building(s) is declared safe by fire or police personnel. 

 

Ї Incident Commander notifies students and staff of termination of emergency. Resume normal 

operations. 
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GAS LEAK 

 

If gas odor has been detected in the building: 

 

Ї Evacuate students and staff to a safe distance outside of building. 

 

Ї Follow normal fire drill route. Follow alternate route if normal route is too dangerous. 

 

Ї Teachers take class roster. 

 

Ї Incident Commander notifies police and fire (call 911) and Administrator. 

 

Ї Teachers take roll after being evacuated. 

 

Ї After consulting with Administrator, Incident Commander may move students to the church on 

9000 S.  if weather is inclement or building is damaged. 

 

Ї No one may re-enter building(s) until fire or police personnel declare entire building(s) safe. 

 

Ї Incident Commander notifies students and staff of termination of emergency. Resume normal 

operations.  

 

If gas odor has been detected outside the building: 

 

Ї Incident Commander notifies police and fire department (call 911) and/ Incident Commander or 

Administrator must report incident to Fire Marshal. 

 

Ї Incident Commander determines whether to shelter in place or evacuate. Fire personnel will assist with 

decision. 

 

Ї After consulting with Administrator, Incident Commander may move students to 9750 S. 2200 

W. if weather is inclement or building is damaged. 

 

Ї No one may re-enter building(s) until fire or police personnel declare entire building(s) safe. 

 

Ї Incident Commander notifies students and staff of termination of emergency. Resume normal 

operations. 
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GENERAL EMERGENCY  

 

Ї Notify 911 (if necessary) and the Incident Commander. Incident Commander notifies Administrator. 

 

Ї Notify CPR/first aid certified persons in school building of medical emergencies, if necessary.  Names 

of CPR/first aid certified persons are listed in Crisis Team Members section. 

 

Ї Seal off high-risk area. 

 

Ї Take charge of area until incident is contained or relieved. 

 

Ї Assemble Crisis Team 

 

Ї Preserve evidence. Keep detailed notes of incident. 

 

Ї Refer media to Administrator  
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HAZARDOUS MATERIALS EVENT 

 

Incident occurred in school: 

 

Ї Call 911. 

 

Ї Notify Incident Commander. 

 

Ї Incident Commander notifies Administrator. 

 

Ї Seal off area of leak/spill. 

 

Ї Take charge of area until fire personnel contain incident. 

 

Ї Fire officer in charge will recommend shelter or evacuation actions. 

 

Ї Follow procedures for sheltering or evacuation. 

 

Ї Notify parents if students are evacuated. 

 

Ї Resume normal operations after consulting with fire officials, 

 

Incident occurred near school property: 

 

Ї Fire or police will notify Administrator. 

 

Ї Fire officer in charge of scene will recommend shelter or evacuation actions. 

 

Ї Follow procedures for sheltering or evacuation. 

 

Ї Notify parents if students are evacuated. 

 

Ї Resume normal operations after consulting with fire officials. 

 

  

30 



INTRUDER / HOSTAGE 

 

Intruder: An unauthorized person who enters 

school property: 

 

Ї Notify Administrator (IC). 

 

Ї Ask another staff person to accompany you 

before approaching guest/intruder. 

 

Ї Politely greet guest/intruder and identify 

yourself. 

 

Ї Ask guest/intruder the purpose of his/her visit. 

 

Ї Inform guest/intruder that all visitors must 

register at the main office. 

 

Ї If intruder's purpose is not legitimate, ask 

him/her to leave. Accompany intruder to exit. 

 

If intruder refuses to leave: 

 

Ї Warn intruder of consequences for staying on 

school property. 

 

Ї Notify Administrator and school resource 

officer if intruder still refuses to leave. Give 

SRO full description of intruder. (Keep 

intruder unaware of call for help if 

possible) 

 

Ї Walk away from intruder if he/she indicates a 

potential for violence. Be aware of intruder's 

actions at this time (where he/she is located in 

school, whether he/she is carrying a weapon or 

package, etc). 

 

Ї Maintain visual contact with intruder from 

a safe distance. 

 

Ї Administrator (IC) may issue 

lock-down procedures (see 

Lock-Down Procedures section). 

 

Hostage: 

 

Ї If hostage taker is unaware of 

your presence, do not 

intervene. 

 

Ї Call 911 immediately. Give 

dispatcher details of situation; 

ask for assistance from hostage 

negotiation team. 

 

Ї Seal off area near hostage scene. 

 

Ї Notify Administrator (IC). 

 

Ї Give control of scene to police and 

hostage negotiation team. 

 

Ї Keep detailed notes of events. 

 

If taken hostage: 

 

Ї Follow instructions of hostage taker. 

 

Ї Try not to panic. Calm students if they are 

present. 

 

Ї Treat the hostage taker as normally as 

possible. 

 

Ї Be respectful to hostage taker. 

 

Ї Ask permission to speak and 

do not argue or make 

suggestions. 
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