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Emergency Preparedness 

Purpose 

The purpose of this procedure is to guide administrators and staff in planning, training, and 

preparing for and recovering from various potential hazards, threats, and emergency situations 

for the safety of schools and protection of students, staff and visitors. 

Scope 

This procedure applies to Valley School District employees, students, parents and guardians, and 

visitors. 

Procedure 

1. OVERVIEW 

1.1. The Valley School District Safety Committee, comprised of the Superintendent, 

executive assistant, school principals and secretaries, and the transportation and 

facilities supervisors are responsible for leadership and development of emergency 

operations plans that address prevention, mitigation, and preparedness for potential 

hazardous situations and incidents on campus. The District Safety Committee will 

evaluate district-wide emergency plans, drills and emergency responses and assist 

schools with developing and revising building-specific plans as necessary. 

1.2. The District Crisis Team, comprised of building administrators, counselors, district 

nurse and other designated personnel, are responsible for implementing response and 

recovery strategies during and after traumatic incidents and emergencies that may 

impact the physical, social-emotional, and academic well-being of students and staff.  

1.3. Valley School District uses a district-wide systems approach to a variety of potential 

threats, hazards, or emergency situations on campus. The “Safety Protocols” provide 

common terminology, understanding, and consistency through implementation of 

standard responses to critical incidents. Schools may further develop building-

specific plans and communication strategies using the Safety Protocol standard 

responses as a foundation.  

1.4. In the event of an emergency, all schools will follow the Safety Protocol standard 

response for that type of emergency. Initial notification steps may vary by type of 

emergency, but generally flow as follows: 

1.4.1. The building/program administrator is notified of the location and nature 

of the emergency. 

1.4.2. The report of an emergency will be directed to the Superintendent’s office. 

1.4.3. If the nature of the emergency calls for immediate action on the part of a 

building administrator, he/she will take necessary action and report such 

action to the Superintendent’s office. 
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1.4.4. The Superintendent’s office will communicate to all schools the required 

emergency action using the Standard Response Protocol and contact those 

departments and/or schools who must assist in the emergency action. 

1.4.5. When appropriate, the building administrator or the Superintendent’s 

office will contact the local police department and the county department 

of emergency services. 

2. DRILLS 

2.1. Drills are essential and are held to familiarize the occupants of a building with the 

signals, process, and procedures so that in case of emergency there will be no 

hesitation or confusion.  

2.1.1. Each school in the district will hold at least one safety-related drill per 

month to teach students and staff the basic functional responses to 

potential threats and hazards: evacuation, lockdown, shelter-in-place, and 

drop-cover-hold on.  

2.1.2. All persons in the building must take part in the drills. Schools may hold 

unplanned drills. In addition to required monthly drills, schools are 

encouraged to conduct one tabletop exercise, one functional exercise, and 

two full-scale exercises within a four-year period. 

2.1.3. Each school in the district will document the date, time, and type of drill, 

and maintain the documentation in the school office.  

2.2. Schools will schedule monthly drills at the beginning of the school year and identify 

those drills that they intend to practice more than one time. The basic functional 

responses are adaptable and can be applied to a variety of situations. In responding to 

real threats or hazards, more than one response type may be required. (An 

earthquake, for example, may require both a drop-cover-hold-on response followed 

by an evacuation.) 

2.3. The sounding of an alarm for the purpose of a drill is an authority possessed solely 

by the principal or authorized designee. The principal will designate an alternate to 

act in the principal’s absence. In the event of a real emergency, the person witnessing 

the situation may sound the alarm and must immediately notify the school office of 

the emergency. 

2.4. Each school in the district is distinct. It is incumbent upon the school/building Safety 

Committee to develop, adapt, and modify safety planning requirements, processes, 

and drills to the particular needs of the school.  

2.4.1. The school principal or building administrator will ensure that all staff and 

students are trained and prepared for a wide range of potential emergency 

situations. Principals are encouraged to use a variety of options and 

opportunities to facilitate the training process.  
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2.4.2. Each school will develop plans to teach students crisis response strategies 

and ensure that adults, including First Responders, are trained to follow 

established protocols. 

2.5. The district is committed to supporting the needs of all students in the event of an 

emergency, including those with special needs and disabilities, and those whose first 

language is other than English. School emergency planning will consider the needs 

of these students throughout the four phases of crisis management 

(prevention/mitigation, preparedness, response and recovery) and work to identify 

students’ needs for accommodations and modifications related to safety planning. 

3. BASIC RESPONSES AND DRILLS 

3.1. Evacuation 

3.1.1. In an emergency, it may be necessary to evacuate students from a school.  

An Evacuation is a functional, standard response taken to move students 

and staff from one place to another quickly. The primary objective of an 

evacuation is to ensure that all staff, students, and visitors can quickly 

move away from the threat. Evacuation examples include responding to 

fire or bomb threat, or after an earthquake or internal gas leak. 

3.1.2. As part of the District Safety Committee workgroup, administrators will 

prepare an evacuation plan for their school/building and carry out a 

practical evacuation exercise at least once a year. The needs for each 

school will be different. Building administrators are encouraged to 

collaborate with the District Safety Committee and Crisis Team and local 

fire and law enforcement when making plans to evacuate. 

3.1.3. In preparing for possible evacuations, building administrators should 

identify three types of evacuation locations: 

(a) On-site evacuation location within the school (auditorium, gym, 

cafeteria, etc.). 

(b) On-site evacuation location outside of the building (playground, 

football field, parking lot, etc.). 

(c) Off-site evacuation location to a separate facility, as well as a 

possible alternate location. 

3.1.4. When planning for an evacuation, building administrators should consider:  

(a) The safe movement of students, staff, and visitors to designated 

assembly areas.  

(b) The evacuation of students who are not with a teacher or staff 

member. 

(c) Alternate evacuation routes and assembly locations in the event the 

primary route or assembly area is unsafe. 
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(d) The evacuation of individuals with disabilities and others with 

access and functional needs, such as language, transportation, or 

medical needs. 

3.1.5. The building administrator will instruct staff including teachers, 

secretaries, cooks, custodians, aides, and bus drivers as to their respective 

responsibilities in an evacuation exercise.  

3.1.6. The building administrator will be responsible for organizing and 

conducting such emergency evacuation drills as are necessary and with the 

building Safety Committee will objectively evaluate the activity following 

each such drill. In the absence of the building administrator, staff should 

be able to conduct all aspects of the evacuation procedure.  

3.1.7. Staff members will account for all students and staff during an evacuation. 

Before re-entry to any building, the building administrator and Facilities 

Team must determine that the facility is safe and secure and give 

permission for students and staff to return. The Superintendent’s office 

must approve the school/building dismissal procedures prior to any person 

leaving campus (refer to section 5.3 Reunification and Student Release). 

3.2. Lockdown/Lockout 

3.2.1. A Lockdown is a functional, standard response taken to secure interior 

portions of school buildings and grounds during incidents that pose an 

immediate threat of violence in or around the school. The primary 

objective is to ensure all school students, staff, and visitors are quickly 

secured away from the immediate danger, such as armed intruders, violent 

behaviors, suspicious trespassers, on-campus shootings, bomb threat, 

sniper, or nearby police activity. 

3.2.2. A Lockdown is initiated when hallways need to be cleared. Movement 

throughout building is stopped until an all-clear signal is given. 

3.2.3. A Lockout is initiated to secure school buildings and grounds during 

incidents that pose a threat or hazard outside of the school building.  

Lockout uses the security of the physical facility to act as protection; it 

brings students inside the school when that is deemed safer than being 

outside. Movement within the building may continue as normal or may be 

adapted based on the situation. 

3.3. Shelter-in-Place / Sheltering 

3.3.1. “Shelter-in-place” means to take immediate shelter where you are and 

isolate your inside environment from the outside environment. Generally, 

shelter-in-place lasts for just a few hours. Shelter-in-place is initiated 

because it is safer inside the building or a room than outside. It is used to 

protect students and staff from chemical, radiological, or biological 

contaminants that have been released into the environment.   
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3.3.2. “Sheltering” is similar to shelter-in-place, in that it is initiated because it is 

safer inside the building than outside. When sheltering, action is taken to 

move students, staff, and visitors indoors quickly. Sheltering may last for 

an extended period of time. For severe weather, depending on the type 

and/or threat level, staff may need to move the affected individuals to 

rooms without windows or to rooms that can be sealed as a weather 

shelter. 

3.3.3. In planning for both shelter-in-place and for sheltering, the school 

planning team should consider the following: 

(a) Supplies needed to seal a room against hazardous materials. 

(b) Supplies needed to provide for the basic needs of students and staff 

(e.g., water; sanitary needs). 

(c) The needs of individuals with disabilities and others who have 

access or functional needs, such as students needing regular 

administration of medication, durable medical equipment, or 

personal assistant services. 

(d) The possible need for and integration of “safe rooms” for protection 

against extreme weather hazards in order to provide immediate life-

safety protection when evacuation is not an option. 

3.4. Earthquake / Drop-Cover-Hold On 

3.4.1. The threat of an earthquake in Washington is ever-present. The standard 

functional response to an earthquake is: Drop-Cover-Hold On. When an 

earthquake occurs, the danger can persist for some time. 

3.4.2. Each building administrator in consultation with staff is required to 

prepare a plan and conduct an emergency drop-cover-hold-on earthquake 

drill annually. Building staff are encouraged to contact the District Safety 

Committee for technical assistance. 

3.4.3. Preparation 

The principal and facilities supervisor and designees will be responsible 

for conducting an annual inspection of the building early in the school 

year for the purpose of identifying potential hazards in the event of an 

earthquake; for example, securing all bookcases to the wall to prevent 

collapse. Those hazards that cannot be corrected by building staff will be 

corrected by the district facilities team as soon as resources permit. 

3.4.4. Information to Families 

3.4.4.1. Staff will advise parents/families that if there is an 

earthquake while children are on their way to school, they 

should “duck and cover away from power lines, buildings, 

and trees.” Once the earthquake has stopped, they should 
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proceed to school. If the quake occurs on their way home, 

after protecting themselves until the quake stops, they should 

proceed to their home. 

3.4.4.2. Staff will advise parents/families to never remove a child 

from the school grounds/campus unless they have first 

checked with school officials, as building staff might think 

the student is missing and needs help.  

3.4.4.3. Staff will further advise parents/families to avoid calling the 

school, as school staff will need to use the phones, if the 

phones are functioning. Staff will notify parents of injured 

children first. Schools will train staff to help injured children, 

as possible, until other medical assistance arrives. 

3.4.4.4. Following an earthquake drill or actual event, staff members 

will account for all students and staff. Before re-entry to any 

building, the building administrator and facilities team must 

determine, on the basis of thorough inspection of both 

structures and utility conduits, that the facility is safe. The 

building administrator in consultation with the 

Superintendent or designee will give permission for re-entry.  

3.4.4.5. The Superintendent’s office must approve of school/building 

dismissal procedures prior to any student or staff leaving 

campus. Staff will follow pre-determined reunification and 

student release procedures and communications to 

parents/families (section 5.3).  

3.4.5. Instructions – During Drill or Earthquake 

3.4.5.1. In classrooms: All persons, including the teacher, other staff, 

and students should get under a desk or table, face away 

from windows, face away from bookshelves, face away from 

heavy objects that may fall, crouch on knees close to ground, 

place head close to knees, cover side of head with elbows 

and clasp hands firmly behind neck, close eyes tightly, and 

remain in place until instructed otherwise or until the “all 

clear” signal is given. 

3.4.5.2. In gymnasiums or assembly areas: all persons should exit 

such facilities as expeditiously as possible and move to 

designated areas. 

3.4.5.3. On stairways: all persons should move to the interior wall 

and “duck and cover.” If the stairway is exterior to the 

building, all persons should evacuate to designated areas. 
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3.4.5.4. If outdoors: all persons should move to designated areas, as 

far away as possible from buildings, poles, wires, and other 

elevated objects. All persons should lie down or crouch low 

to the ground, covering their heads. All persons should be 

aware of encroaching danger that may demand further 

movement. 

3.4.6. After the Shaking Stops 

3.4.6.1. Expect aftershocks. The building administrator and facilities 

supervisor and designees should inspect facilities as soon as 

it appears safe to do so, and before instructing staff and 

students to evacuate. Classes should be evacuated through 

exits to a safe area. Students should move away from 

buildings and remain there until given further instructions. 

One or more responsible staff members or students may be 

posted to prevent re-entry. 

3.4.6.2. Following the evacuation, the building administrator should: 

(a) Check for injuries among students and staff (do not 

attempt to move seriously injured persons unless they 

are in immediate danger of further injury). 

(b) Check for fires or fire hazards. 

(c) Check utility lines and appliances for damage. If gas 

leaks exist, shut off the main gas valves and shut off 

electrical power if there is damage to the wiring (do not 

use matches, lighters, or open flame appliances until 

you are sure no gas leaks exist, and do not operate 

electrical switches or appliances if gas leaks are 

suspected). 

(d) Instruct students not to touch power lines or objects 

touched by the wires (all wires should be treated as 

live). 

(e) Clean up spilled medicines, drugs, chemicals, and other 

potentially harmful materials immediately. 

(f) Do not eat or drink anything from open containers near 

shattered glass (liquids may be strained through a clean 

handkerchief or cloth if danger of glass contamination 

exists). 

(g) Check the chimney over its entire length for cracks and 

damage, particularly in the attic and at the roof line 

(unnoticed damage could lead to a fire). 
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(h) Check closets and storage shelf areas (open closet and 

cupboard doors carefully and watch for objects falling 

from shelves). 

(i) Keep the streets clear for emergency vehicles. 

(j) Be prepared for “after-shocks.” 

(k) Respond to requests for help from police, fire 

department and civil defense, but do not go into 

damaged areas unless your help has been requested. 

(l) Plan for student/staff needs during the time that may 

elapse before assistance arrives (possibly four to eight 

hours). 

4. PREPARATION AND RESPONSE TO SPECIFIC EMERGENCIES 

4.1. Fire 

4.1.1. Fire drills are evacuation drills held to familiarize the occupants of a 

building with the signals, evacuation routine, and exits so that in case of a 

fire emergency there will be no hesitation or confusion in leaving the 

building. These drills are for the safety of all persons involved, and each 

person must realize that the success of the drill is dependent upon his/her 

actions and cooperation. Therefore: 

(a) All persons in the building must take part in the fire drill.  

(b) Every fire alarm should be considered as a warning of an actual 

fire. 

(c) An accidental or otherwise unplanned fire alarm will be considered 

a real event and not counted as a drill. 

4.1.2. Instructions should be given to all students during the first week of school 

in September. It is particularly important that kindergarten children, 

representing the one large group of children new to the schools, be given 

instructions in fire evacuation drill procedures for the building. 

4.2. Pandemic/Endemic 

4.2.1. If anyone within the school is discovered or suspected to have a 

communicable disease that may result in an epidemic/pandemic, that 

person will be immediately quarantined pending further medical 

examination. County health district officials will be notified immediately. 

4.2.2. Any student or staff member found to be infected with a communicable 

disease that bears risk of pandemic/epidemic will not be allowed to attend 

school until medical clearance is provided by the individual’s licensed 

healthcare practitioner (LHP)  indicating that the risk of that individual 

transmitting the disease no longer exists.  
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4.2.3. In the event of prolonged school closings and/or extended absences by 

staff or students as the result of a pandemic (or other catastrophes) the 

Superintendent and designees will develop a pandemic/epidemic 

emergency plan that includes at a minimum: 

(a) The chain of command for the emergency plan, and the individuals 

responsible for specific duties such as quarantine. 

(b) The specific steps the district will take to stop the spread of the 

disease. 

(c) The process for identifying sick students. 

(d) The transportation plan for sick students.  

(e) Disease containment measures for the district, including possible 

required use of personal protective equipment and of social 

distancing. 

(f) A continuing education plan for students, such a plan for remote 

learning including but not limited to teaching via the internet, 

providing students with learning packets, assignments via mail, the 

school district’s web resources, etc.  

(g) Procedures for dealing with student online safety and privacy.   

(h) A continuity of operations plan (COOP) for central office 

functions including employee leave, pay, and benefits during a 

pandemic.  

(i) An ongoing communication plan for staff, students, and families. 

4.3. Bomb Threats 

4.3.1. Most bomb threat messages are very brief. When possible, every effort 

should be made to obtain detailed information from the caller such as: 

exact location of the bomb, time set for detonation, description of the 

bomb, and type of explosive used. Details such as: time of call, exact 

words used, sex, estimated age, identifiable accent, voice description of 

caller and identifiable background noise should also be noted. 

4.3.1.1. Staff will use Form 3432F2-Bomb Threat Information to 

document details and information concerning any bomb 

threat or call. 

4.3.2. Evacuation Decision 

The building administrator should notify the district office immediately. 

The administrator or designee should be ready to provide specific 

information regarding the “threatening call” and indicate if the building(s) 

will be evacuated and/or searched.  
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4.3.3. The decision of whether to evacuate and the manner of evacuation 

depends on the circumstances of each call. Every call should be handled 

individually and evaluated separately. If there is doubt as to what action to 

take, the safety of students and staff must be paramount. 

4.3.4. If the building administrator determines the threat is a hoax, he/she (or 

designee) will conduct a quiet search of the building. No classes will be 

dismissed. A written report should be submitted to the Superintendent.  

4.3.5. If the building administrator determines that the message is a dangerous 

threat, law enforcement officers and the Superintendent’s office should be 

contacted. Immediate evacuation of the facility should be initiated in 

accord with the Safety Protocol. Evacuation procedures should be 

modified as needed to ensure the safest possible routes are identified and 

followed.  

4.3.6. Students and staff to be evacuated from the area should be moved to a 

minimum safe distance as determined by law enforcement personnel. 

Teaching staff should remain with their classes until such time as the 

danger of explosion is past. Search procedures should be conducted under 

the direction of law enforcement officers. A written report should be 

submitted to the Superintendent. 

4.3.7. Those evacuated from the area should be moved to a minimum of 300 feet 

away from the point of possible explosion. Power, gas, and fuel lines 

leading to a danger area should be shut off as soon as practical. All 

flammable liquids and materials should be removed from the surrounding 

area as well as any portable materials of value. 

4.4. Search without Evacuation 

If the preliminary decision is to search the building without evacuating the students, 

the building administrator should enlist the voluntary aid of the staff to conduct a 

cursory search of the building. Particular attention should be paid to those areas that 

are accessible to the public, such as hallways, stairways and stairwells, restrooms, 

unlocked lockers, unlocked unused classrooms, closets, and the like. A search should 

also be made on the outside of the building on low window ledges, window wells, 

and the base of all outside walls. 

4.5. Search with Evacuation 

If the decision is to evacuate staff and students, the building administrator should 

have the team conduct a more thorough search of the entire building. When a threat 

appears to be “dangerous,” the building administrator should enlist the aid of the 

local police and fire department in conducting the search. All searchers should vacate 

the building for a short period of time when the alleged bomb is to detonate. After 

the search has been made and the danger period is over, upon permission of the 

building administrator in consultation with the Superintendent and emergency 



VALLEY SCHOOL DISTRICT NO. 070 Procedure #3432P1  

District Procedure   

 Page 11 of 15 

  

 

personnel, the students may then return to their classrooms for resumption of normal 

activities. 

4.6. Search with Evacuation during Valid Bomb Threat 

When the bomb threat is judged to be valid, the building should be cleared 

immediately of all personnel so that fire and law enforcement officials can assume 

the responsibility of conducting the search. A staff member should be stationed at 

each entrance to prevent unauthorized persons from returning to the building until 

the area is declared safe. 

4.7. What to Look for 

All unidentified packages found during bomb searches should be considered 

dangerous and left untouched, to be examined and identified by a qualified bomb 

expert. Bombs come in many shapes and sizes. Some are disguised, while others 

may be as crude as sticks of dynamite held together with twine or tape. One must be 

suspicious of any package that cannot be identified. Example: a brown paper 

package found ticking in an unlocked locker should always be considered dangerous. 

4.8. Disposition of Suspected Bombs 

In the event of the discovery of a suspected bomb, the following steps will be taken: 

(a) Do not touch or attempt to move the package in any manner. 

(b) Avoid moving any article or articles that seem to be connected with the bomb 

in any way that could be a triggering mechanism. Bombs have been set off by 

turning on a light switch or lifting a telephone receiver. 

(c) Clear the danger area of all occupants. 

(d) Assign staff at entrances to prevent others from entering. 

5. ADDITIONAL EMERGENCY AND DRILL PLANNING CONSIDERATIONS 

5.1. Communications 

5.1.1. The delivery of timely and accurate information before, during, and after 

an incident is a critical component of crisis and emergency management. 

Ensuring that students, staff members, parents, local emergency response 

agencies, the media, and the community have information is the 

responsibility of the Superintendent and District Crisis Team. 

5.1.2. Planning for communication and coordination will consider both internal 

communication and external communication with stakeholders during 

emergencies and disasters. Planning will also consider the communication 

of emergency protocols before an emergency and communication after an 

emergency. 

5.1.3. If possible, the district and school communications system will work to 

integrate into the local disaster and response law enforcement 
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communication networks (e.g., fire department and law enforcement 

staff). The goal of integrated communications is to: 

(a) Ensure relevant staff members can operate communications 

equipment. 

(b) Communicate with students, families, and the broader community 

before, during, and after an emergency. 

(c) Account for technology barriers faced by students, staff, parents, 

and guardians. 

(d) Effectively address language access barriers faced by students, 

staff, parents, and guardians. 

(e) Allow the Superintendent to respond in a timely manner to media 

inquiries. 

(f) Communicate to the community.  

(g) Ensure effective communication with individuals with disabilities 

and others with access and functional needs (e.g., coordinating 

with First Responders and local emergency managers to provide 

sign language interpreters for use during press conferences, 

publishing only accessible documents, ensuring information on 

websites is accessible). 

5.2. Accounting for All Persons 

The building planning team should consider the following when developing plans to 

account for all persons, including students, staff, and visitors: 

(a) Who is in attendance at the school site? 

(b) Who is in attendance at the evacuation assembly area? 

(c) Actions to be taken when a student, staff member, or guest cannot be located. 

(d) The process for reporting to the assembly area supervisor. 

(e) How and when students will be dismissed or released. 

5.3. Reunification and Student Release 

5.3.1. Planning how students will be reunited with their families or guardians is a 

critical component of emergency planning. Reunification is part of the 

Safety Protocols. A comprehensive emergency plan needs to include 

procedures to accomplish the main priority of safety planning, which is to 

ensure the safety of the students to every extent possible. 

5.3.2. There are a wide variety of emergency situations that might require 

student/parent reunification. Reunification may be needed if the school is 

evacuated or closed as a result of a hazardous materials transportation 
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accident, fire, natural gas leak, flooding, earthquake, tsunami, school 

violence, bomb threat, terrorist attack or other local hazard. 

5.3.3. As feasible, the building planning team will consider the following when 

developing goals, objectives, and courses of action: 

(a) The location of the reunification site. 

(b) The methods used to inform families and guardians about the 

reunification process in advance.  

(c) Verification that an adult is authorized to take custody of a student. 

(d) The check-in process between the authorized adult and student at 

the reunion areas. 

(e) Assurances that students do not leave on their own. 

(f) Privacy protection of students and parents from the media. 

(g) Methods to reduce confusion during the reunification process. 

(h) Frequent updates for families. 

(i) Recognition of technology barriers faced by students, staff, 

parents, and guardians. 

(j) Effective resources to address language access barriers faced by 

students, staff, parents, and guardians. 

6. RECOVERY FROM INCIDENTS AND EMERGENCIES 

6.1. The response immediately following a crisis or disaster is critical because it has the 

potential to greatly decrease the likelihood of further traumatic reactions that may 

significantly affect children’s and staff’s sense of safety and security. Therefore, 

administrators and crisis teams must be prepared to engage in effective crisis 

response and intervention as soon as the danger has passed.  

6.2. The building planning team should consider how it will address four areas of 

recovery – academic recovery, physical recovery, fiscal recovery, and psychological 

and emotional recovery – when developing its goals, objectives, and courses of 

action. 

6.3. Academic Recovery 

(a) When the school should be closed and reopened, and who has the authority to 

do so. 

(b) What temporary space(s) the school may use if school buildings cannot be 

immediately reopened. 

(c) How to provide alternate educational programming in the event that students 

cannot physically reconvene. 
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6.4. Physical Recovery 

(a) How to document school assets, including physically accessible facilities, in 

case of damage. 

(b) Which personnel have expert knowledge of the schools’ assets, and how and 

where they will access records to verify current assets after disaster strikes. 

(c) How the school will work with utility and insurance companies before an 

emergency to support a quicker recovery. 

6.5. Fiscal Recovery 

(a) How district leadership will be included (e.g., superintendent, chief financial 

officer, personnel director, program administrators and risk managers, as 

applicable). 

(b) How staff will receive timely and factual information regarding returning to 

work. 

(c) What sources the school may access for emergency relief funding. 

6.6. Psychological and Emotional Recovery 

(a) Who will serve as the team leader. 

(b) Where counseling and psychological first aid will be provided. 

(c) How teachers will create a calm and supportive environment for the students, 

share basic information about the incident, provide psychological first aid (if 

trained), and identify students and staff who may need immediate crisis 

counseling. 

(d) Who will provide trained counselors. 

(e) How to address the immediate, short- and long-term counseling needs of 

students, staff, and families. 

(f) How to handle commemorations, memorial activities, or permanent markers 

and/or memorial structures (if any will be allowed). This includes concerns 

such as when a commemoration site will be closed, what will be done with 

notes and tributes, and how students will be informed in advance. 

(g) How memorial activities will strike a balance among honoring the loss, 

resuming school and class routines and schedules, and maintaining hope for 

the future. 

7. The building planning team will benefit by consulting available guidelines, resources, and 

tools for addressing critical operational functions and courses of action developed to carry 

them out, such as: 

(a) Readiness and Emergency Management for Schools (REMS) Technical Assistance 

Center, Functional Annexes found at: https://rems.ed.gov/K12FuncAnnex.aspx 

https://rems.ed.gov/K12FuncAnnex.aspx
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(b) National Association of School Psychologists (NASP), Recovery From Large-Scale 

Crises: Guidelines for School Administrators and Crisis Teams; School Safety and 

Crisis Response Committee (2018) 

8. DOCUMENTATION AND RECORDKEEPING 

School staff will refer to and maintain records related to school safety plans in accordance 

with the Washington Public School (K-12) Records Retention Schedule and the Local 

Government Common Records Retention Schedule (CORE), found at 

https://www.sos.wa.gov/archives/recordsmanagement/state-agencies-records-retention-

schedules.aspx (Washington Secretary of State website).    

Supporting Documentation 

Safety Protocols Manual, Valley School District (2019 or current version) 

3432F1-Emergency Drill Reporting Form 

3432F2-Bomb Threat Information Form 
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