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DISTRICT-WIDE SCHOOL SAFETY PLAN
Commissioner’s Regulation 155.17
THE BASIC PLAN
I. INTRODUCTION
Emergencies and violent incidents in school districts are critical issues that must be
addressed in an expeditious and effective manner. Districts are required to develop a
district-wide school safety plan designed to prevent or minimize the effects of serious
violent incidents and emergencies and to facilitate the coordination of the district with
local and county resources in the event of such incidents or emergencies. The Districtwide Plan is responsive to the needs of all schools within the district and is consistent
with the more detailed emergency response plans required at the school building level.
Districts stand at risk from a wide variety of acts of violence, natural, and manmade
disasters. To address these threats, the State of New York has enacted the Safety
Schools Against Violence in Education (SAVE) law. Project SAVE is a comprehensive
planning effort that addresses prevention, response, and recovery with respect to a
variety of emergencies in each school district and its schools.
The Ogdensburg City School District ("District") supports the SAVE Legislation, and
intends to facilitate the planning process. The District Superintendent of Schools
encourages and advocates on-going district-wide cooperation and support of Project
SAVE.
SECTION I: GENERAL CONSIDERATIONS AND PLANNING GUIDELINES
A. Purpose
The Ogdensburg City School District, District-Wide School Safety Plan was
developed pursuant to Commissioner's Regulation 155.17. At the direction of the
District Board of Education, the District Superintendent appointed a District-wide
School Safety Team and charged it with the development and maintenance of the
District-wide School Safety Plan.
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B. Identification of School Teams
The District has created a District-wide School Safety Team including the following
persons:
Name

Kevin Kendall
Craig Lalonde
Mike Myers
Erin Mousaw
Sherry Paradis
Beth Bresett
Jim McCarthy
Cindy Tuttle
David Price
Jackie Kelly
Paula Scott
Andrew Kennedy
Rob Wescott
Mark Kearns
Corey Maxner
Sarah Purdy

Title

Superintendent
School Board Member
School Board Member
Parent
Parent
Teacher
Director of Facilities
Secondary Principal
Secondary Principal
Elementary Principal
Elementary Principal
Ogdensburg Police Department
Ogdensburg Police Department
Ogdensburg Police Department
Ogdensburg Police Department
Ogdensburg City Manager

C. Concept of Operations
•

The District-wide School Safety Plan shall be directly linked to the individual
Building-level Emergency Response Plans for each school building. This
District-wide School Safety Plan will guide the development and
implementation of individual Building-Level Emergency Response plan.

•

In the event of an emergency or violent incident, the initial response to all
emergencies at an individual school will be by the School Emergency Response
Team.

•

Upon the activation of the School Emergency Response Team, the
Superintendent of Schools or his/her designee will be notified and, where
appropriate, local emergency officials will also be notified.

•

Emergency response actions including Crisis Response may be supplemented by
County and State resources through existing protocols.

D. Plan Review and Public Comment
•

This plan shall be reviewed and maintained by the District-Wide School Safety
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Team and reviewed on an annual basis on or before July 1 of each year.
•

Pursuant to Commissioner's Regulation 155.17 (e)(3), this plan will be made
available for public comment 30 days prior to its adoption. The District-wide
and Building-level plans may be adopted by the School Board only after at least
one public hearing that provides for the participation of school personnel,
parents, students and any other interested parties. The plan must be formally
adopted by the Board of Education.

•

While linked to the District-Wide School Safety Plan, Building-level Emergency
Response Plan shall be confidential and shall not be subject to disclosure under
Article 6 of the Public Officers Law or any other provision of law, in accordance
with Education Law Section 2801-a.

•

Full copies of the District-Wide School Safety Plan and any amendments will be
submitted to the New York State Education Department within 30 days of
adoption. Building-level Emergency Response Plan will be supplied to both
local and State Police within 30 days of adoption.

E. Identification of sites of potential emergency
The District has established procedures for the identification of potential sites and
the internal and/or external hazards that may be present in them. These
procedures are developed in coordination with the local Emergency Management
Office, Fire Department and law enforcement agencies, and the use of a Risk
Probability Checklist. Appendix 2 of this Plan shows the results of this procedure.
F. Actions in response to an emergency
The District has identified the following general response actions to emergency
situations. These actions include school cancellation, early dismissal, evacuation,
and sheltering. The Building-level Emergency Response Plan includes
identification of specific procedures for each action depending upon the emergency.
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Threat, Hazard Types, and Examples
Threat and Hazard Type

Examples

Natural Hazards:

•
•
•
•
•
•
•
•
•
•
•

Earthquakes
Tornadoes
Lightning
Severe wind
Hurricanes
Floods
Wildfires
Extreme temperatures
Landslides or mudslides
Winter precipitation
Wildlife

Technological Hazards:

•

Explosions or accidental release of toxins from industrial
plants
Accidental release of hazardous materials from within
the school, such as gas leaks or laboratory spills
Hazardous materials releases from major highways or
railroads
Radiological releases from nuclear power stations
Dam failure
Power failure
Water failure

•
•
•
•
•
•
Biological Hazards:

•

•
•
Adversarial, Incidental, and
Human-caused Threats:

•
•
•
•
•
•
•
•

Infectious diseases, such as pandemic influenza,
extensively drug-resistant tuberculosis, Staphylococcus
aureus, and meningitis
Contaminated food outbreaks, including Salmonella,
botulism, and E. coli
Toxic materials present in school laboratories
Fire
Active shooters
Criminal or Mental Health threats or actions (Ex. Prison
or Psychiatric Center escape)
Gang violence
Bomb threats
Domestic violence and abuse
Cyber attacks
Suicide
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G. Planning Assumptions and Limitations
Stating the planning assumptions allows the school to deviate from the plan if certain
assumptions prove not to be true during operations. The School ERP is established under the
following assumptions:
•

The school community will continue to be exposed and subject to threats/hazards and
vulnerabilities described in the Threat/Hazards Assessments Annex, as well as lesser
threats/hazards that may develop in the future.

•

A major disaster could occur at any time and at any place. In many cases dissemination
of warning to the public and implementation of increased readiness measures may be
possible; however, most emergency situations occur with little or no warning.

•

A single site incident could occur at any time without warning and the employees of the
school affected cannot and should not, wait for direction from local response agencies.
Action is required immediately to save lives and protect school property.

•

There may be a number of injuries of varying degrees of seriousness to faculty, staff,
and/or students. Rapid and appropriate response can reduce the number and severity
of injuries.

•

Outside assistance from local fire, law enforcement and emergency services will be
available in most serious incidents. Because it takes time to request and dispatch
external assistance, it is essential for the school to be prepared to carry out the initial
incident response until emergency responders arrive at the incident scene.

•

Actions taken before an incident can stop or reduce incident-related losses.

•

Maintaining the School ERP and providing frequent opportunities for training and
exercising the plan for stakeholders (staff, students, parents/guardians, first
responders, etc.) can improve the school’s readiness to respond to incidents.

H. District resources and personnel available for use during an emergency
The District has committed the full inventory of its resources to be available for use
during an emergency. These resources will be utilized in accordance with the
Incident Command System as deemed appropriate by the Incident Commander.
(See Incident Command System Position and Description chart.)
Specific procedures, policies, persons, phone numbers, and training are located in
the Building-level Emergency Response Plan. The Incident Commander will
contact 9-1-1 for advice and assistance when needed.
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I. Procedures to coordinate the use of school district resources during emergencies
The District uses the Incident Command System model for emergency actions. For
district-wide emergencies, the Incident Commander will be the District
Superintendent. In building-level emergencies, the administrator in charge or
his/her designee will act as the Incident Commander. The Incident Commander is
authorized to activate such resources and personnel as are appropriate to the
incident. The Incident Commander is empowered to render such decisions as may
be necessary in keeping with the response actions as identified in the Building-level
Emergency Response Plan. Building-level Incident Command staff are identified in
the Building-level Emergency Response Plan.
J. Annual multi-hazard school training for staff and students
The District will conduct annual training for both staff and students in school safety issues.
Training will be coordinated by the Superintendent’s Office, and may consist of classroom
activities, general assemblies, tabletop exercises, full scale drills or other appropriate actions to
increase the awareness and preparedness of staff and students.
Drills and other exercises will be coordinated with local, county and state emergency
responders and preparedness officials. Existing plans will be revised in response to postincident critiques of these drills.
II. RESPONDING TO THREATS AND ACTS OF VIOLENCE
A. Policies and procedures for responding to implied, or direct threats of violence or
acts of violence by students, teachers, other school personnel and visitors to the
school
The District has enacted policies and procedures dealing with violence. These policies and
procedures deal with the safety of the school community as well as the range of discipline of
those making the threat or committing the act of violence and are included herein as
Appendix 4 of this document.
The Ogdensburg City School District uses a wide range of methods to ensure that students,
staff, and parents are made aware of early detection of violent behaviors. Some specific
methods include the use of the student handbook, student calendar, code of conduct, PDP
handouts, and a Health & Safety Committee.
The Incident Commander will, based on the situation, determine the appropriate steps to be
taken. These may include, but are not limited to; lock-down, search, evacuation, or contacting
9-1-1. Specific steps are outlined in the Building-level Plan. The Incident Commander will
monitor the incident, adjust their response as appropriate during the incident, and work to
protect students and staff.
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B. Policies and procedures for contacting appropriate law enforcement officials in
the event of a violent incident
Law enforcement officials will be contacted by the Incident Commander in line with the
Building-level Emergency Response Plan, and will be requested based upon the "closest
response agency" concept to ensure that the response to the incident is as rapid as possible.
The Incident Commander will contact the appropriate law enforcement agency by
calling 9-1-1.
Policies are listed in Appendix 4. Specific procedures are outlined in the Building
Level Plan.
C. Appropriate responses to emergencies
The District recognizes that appropriate response to emergencies varies greatly
depending upon the actual threat or act as well as the magnitude of such
emergency. The district has developed specific procedures for responding to bomb
threats, hostage taking, intrusions, and kidnappings.
Lock-downs, evacuations, and contacting local law enforcement through the
Incident Command Structure will be used. Specific steps are found in the Buildinglevel Plan.
D. Organization and Assignment of Responsibilities
This section establishes the operational organization that will be relied on to
manage an incident and includes examples of the types of tasks that may be
performed by different positions.
The Incident Commander is not able to manage all of the aspects associated with
an incident without assistance. The school relies on other key school personnel to
perform tasks that will ensure the safety of students and staff during a crisis or
incident. The Incident Command System (ICS) uses a team approach to manage
incidents. It is difficult to form a team while a crisis or incident is unfolding. Roles
should be pre-assigned based on training and qualifications. Each staff member
and volunteer must be familiar with his or her role and responsibilities before an
incident occurs.
Superintendent
The Superintendent (or their designee) will serve as the Incident Commander and
designate a minimum of two qualified individuals to serve as alternates in the event
that the principal is unable to serve in that role. At all times, the principal still
retains the ultimate responsibility for the overall safety of students and staff.
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Responsibilities include:
• Provide direction over all incident management actions based on procedures
outlined in this ERP
• Take steps necessary to ensure the safety of students, staff and others
• Determine which emergency protocols to implement as described in the
functional annexes of this ERP
• Coordinate/cooperate with emergency responders
• Keep the Superintendent informed of the situation
Teachers / Substitute Teacher / Student Teachers
Teachers shall be responsible for the supervision of students and shall remain with
students unless directed to do otherwise.
Responsibilities include:
• Supervise students under their charge
• Take steps to ensure the safety of students, staff, and other individuals.
• Take attendance when class relocates to an inside or outside designated area or
to an evacuation site
• Report missing students to the appropriate Emergency Response Team Member
• Execute assignments as directed by the Incident Commander.
• Obtain first aid services for injured students from the school nurse or person
trained in first aid. Arrange for first aid for those who are unable to be moved
• Render first aid or CPR if certified and deemed necessary
Teaching Assistants
Responsibilities include assisting teachers as directed and actions to ensure the safety
of students.
Counselors, Social Workers & School Psychologists
Responsibilities include:
• Take steps to ensure the safety of students, staff and other individuals during
the implementation of the ERP
• Provide appropriate direction to students as described in this ERP for the
incident type
• Render first aid or CPR and/or psychological aid if trained to do so
• Assist in the transfer of students, staff and others when their safety is threatened
by an emergency
• Administer counseling services as deemed necessary during or after an incident
• Execute assignments as directed by the Incident Commander
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School Nurse/Health Assistant
Responsibilities include:
• Administer first aid or emergency treatment as needed
• Supervise administration of first aid by those trained to provide it
• Organize first aid and medical supplies
• Execute assignments as directed by the Incident Commander
Custodians/Maintenance Staff
Responsibilities include:
• Survey and report building damage to the Incident Commander
• Control main shutoff valves for gas, water, and electricity and ensure that no
hazard results from broken or downed lines
• Provide damage control as needed
• Assist in the conservation, use and disbursement of supplies and equipment
• Control locks and physical security as directed by the Incident Commander
• Keep Incident Commander informed of the condition of the school
• Execute assignments as directed by the Incident Commander
Principal’s Secretary/Office Secretaries
Responsibilities include:
• Answer phones and assist in receiving and providing consistent information to
callers
• Provide for the safety of essential school records and documents
• Provide assistance to the Incident Commander/Principal
• Monitor radio emergency broadcasts
• Execute assignments as directed by the Incident Commander
Food Service/Cafeteria Workers
Responsibilities include:
• Prepare and serve food and water on a rationed basis whenever the feeding of
students and staff becomes necessary during an incident
• Execute assignments as directed by the Incident Commander
Bus Drivers
Responsibilities include:
• Supervise the care of students if disaster occurs while students are on the bus
• Transfer students to new location when directed
• Execute assignments as directed by the Incident Commander
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Other Staff
Responsibilities include:
• Execute assignments as directed by the Incident Commander
Students
Responsibilities include:
• Cooperate during emergency drills, exercises and during an incident
• Follow directions given by faculty and staff.
• Know student emergency actions and assist fellow students in an incident
• Report situations of concern (e.g. “If you see something, say something.”)
• Develop an awareness of the high priority threats/hazards and how to take
measures to protect against and mitigate those threats/hazards
Parents/Guardians
Responsibilities include:
• Encourage and support school safety, violence prevention and incident
preparedness programs within the school
• Participate in volunteer service projects for promoting school incident
preparedness
• Provide the school with requested information concerning the incident,
early/late dismissals and other related release information
• Listen to and follow directions as provided by the School District.
E. Policies and procedures to contact parents, guardians or persons in parental
relation to the students in the event of a violent incident or an early dismissal
The district has plans and procedures to contact parents and guardians through the
use of telephones, radio stations, intercom, fax, emergency alert systems, E-mail,
television, and written communications. Specific procedures are outlined in the
Building-level Plan to handle early dismissals, evacuation, and sheltering. Contact
phone numbers are listed in the phone directory found in the Building Specific
Plans.
Parent and guardian phone numbers are found in the main office.
The Incident Commander, based on the situation, will make the determination as to
which form of communication will be used: i.e., television, radio, phone numbers.
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School Incident Command System (ICS) Roles Defined
The Incident Command System is organized into the following functional areas:
Incident Command
Directs the incident management activities using strategic guidance provided by the
Superintendent or his designee.
Responsibilities and duties include:
• Establish and manage the Command Post, establish the incident organization
and determine strategies to implement protocols (adapt as needed)
• Monitor incident safety conditions and develop measures for ensuring the safety
of building occupants
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• Coordinate media relations and information dissemination with the
Superintendent/Principal/
Incident Commander
• Develop working knowledge of local/regional agencies, serve as the primary
on-scene contact for outside agencies assigned to an incident, and assist in accessing
services when the need arises
• Document all significant activities
Operations Section
Directs all tactical operations (actions) of an incident including the implementation
of response/recovery activities according to ICS, care of students, first aid,
psychological first aid, search and rescue, site security, damage assessment,
evacuations and the release of students to parents.
Responsibilities and duties include:
• Monitor site utilities (i.e. electric, gas, water, heat/ventilation/air conditioning)
and shut off only if danger exists or directed by the Incident Commander and assist
in securing the facility.
• Establish medical triage with staff trained in first aid and CPR, provide and
oversee care given to injured persons, distribute supplies and request additional
supplies from the Logistics Section.
• Provide and access psychological first aid services for those in need and access
local/regional providers for ongoing crisis counseling for students, staff and
parents/guardians.
• Coordinate the rationed distribution of food and water, establish secondary
toilet facilities in the event of water or plumbing failure and request needed
supplies from Logistics Section.
• Document all activities

As needed, Emergency Response Teams may be activated within the Operations
Section. 8 NYCRR Section 155.17 (e)(2)(ii) requires the designation of individuals
assigned to emergency response teams.
Appendix C includes tables for
documenting those designated individuals.
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Planning Section
Collects, evaluates and disseminates information needed to measure the size, scope
and seriousness of an incident and to plan appropriate incident management
activities.
Responsibilities and duties include:
• Assist Incident Commander in the collection and evaluation of information
about an incident as it develops (including site map and area map), assist with
ongoing planning efforts and maintain incident log
• Document all activities
Logistics Section
Supports ICS by securing and providing needed personnel, equipment, facilities,
resources and services required for incident resolution. Coordinates personnel,
assembling and developing volunteer teams and facilitates communication among
incident responders. This function may involve a major role in an extended
incident.
Responsibilities and duties include:
• Establish and oversee communications and activities during an incident (twoway radio, written updates, etc.) and develop telephone tree for after-hours
communication
• Establish and maintain school and classroom preparedness kits, coordinate
access to and distribution of supplies during an incident and monitor inventory of
supplies and equipment
• Document all activities
Finance/Administration Section
Oversees all financial activities including purchasing necessary materials, tracking
incident costs, arranging contracts for services, timekeeping for emergency
responders, submitting documentation for reimbursement and recovering school
records following an incident.
Responsibilities and duties include:
• Assume responsibility for overall documentation and recordkeeping activities;
when possible, photograph and videotape damage to property
• Develop a system to monitor and track expenses.
• Account for financial losses in accordance with district policy and secure all
records
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III. Information Collection, Analysis and Dissemination
The School will collect, analyze, and disseminate information during and after an
incident.
A. Types of Information
During an incident, the school will assign administrative staff to monitor weather
and local law enforcement alerts. This information will be analyzed and shared
with the Incident Commander.
After an incident, the school will assign staff to monitor websites and hotlines of
mental health, emergency management and relief agencies. The school will also
monitor the school district information portal, to determine any information
pertinent or critical to the school’s recovery effort.
B. Information Documentation
The assigned staff member will document the information gathered including:
•
•
•
•
•

Source of information
Staff member who collected and analyzed the information
Staff member to receive and use the information
Format for providing the information
Date and time the information was collected and shared

IV. Training and Exercises
The school understands the importance of training, drills, and exercises in being
prepared to deal with an incident. To ensure that school personnel and community
responders are aware of their responsibilities under the School ERP, the following
training and exercise actions should occur.
A. Training
All school staff, students, and others deemed appropriate by the school should
receive training during the school year to better prepare them for an incident.
• Roles and Responsibilities – Deliver at start of school year
• Incident Command System (ICS) Training – Training should be completed prior
to assignment to an ICS role. Online training is available through the FEMA
Independent Study Program at www.training.fema.gov. ICS classes are offered
through the NYS Division of Homeland Security and Emergency Services (DHSES)
at www.dhses.ny.gov. Or by contacting your local emergency management agency.
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Annual training
• Review ERP with staff
• Conduct full staff briefings on roles to perform during an emergency
• Ensure all staff have been briefed in the communications and notifications
requirements set forth in the ERP
• Conduct student briefings on roles they perform during an emergency
B. Drills & Exercises
At a minimum, the school will conduct the following exercises/drills annually:
• Section 807 of the Education Law mandates that pupils must receive instruction
on how to exit the building in the shortest possible time without confusion or panic.
The instruction must be in the form of drills or rapid dismissals and must include a
minimum of 12 drills each school year.
• 8 NYCRR Section 155.17 (e)(3) - each building level emergency response plan
shall be tested including sheltering and early dismissal (no earlier than 15 minutes
before normal dismissal).
V. Purpose
This annex outlines procedures for securing and restricting access to the crime scene
in order to preserve evidence in cases of violent crimes on school property as
required in 8 NYCRR Section 155.17 (e)(2)(viii).
Evidence is critical to the investigation and prosecution of criminal cases.
Therefore, only trained professionals should do the collection and preservation of
evidence. Before those professionals arrive, it is important that the crime scene
remain as uncontaminated as possible. There are things that can be done by people
who arrive at the scene first to help protect the evidence. These procedures were
developed around the RESPOND acronym, which was designed to aid in
remembering the steps to securing crime scenes and evidence.
Actions
Respond
• Ensure your personal safety first, then if possible, formulate a plan and make
mental notes.
Evaluate
• Evaluate the severity of the situation, call 911 if appropriate.
• Identify involved parties.
• Be aware of weapons, hazards, and potential evidence.
• Don’t touch anything unless absolutely necessary to preserve safety.
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Secure
• Clear away uninvolved people.
• Establish a perimeter that prevents people from entering the potential crime
scene.
Protect
• Safeguard the scene – limit and document any people entering the area.
• Don’t use phones or bathrooms within the crime scene area.
• Don’t eat, drink or smoke in the crime scene area.
Observe
• Write down your observations as soon as is safe to do so.
• Record detailed information – don’t rely on your memory.
• Notes will aid first responders upon arrival and could be utilized in court.
Notify
• Call 911 if not already called or police are not on scene.
Document
• Take good notes - such as: time, date, people at scene, weather, doors open or
closed, lights on or off and the position of furniture.
• Be prepared to provide your notes and information to police.
VI. Communications
Purpose
This annex includes communication and coordination during emergencies and
disasters (both internal communication and communication with external
stakeholders, required under 8 NYCRR Section 155.17 (e)(2) (iv), as well as the
communication of emergency protocols before an emergency and communication
after an emergency. Additionally, procedures shall be included for emergency
notification of persons in a parental relation (8 NYCRR Section 155.17 (e)(2)(i).
The School ERP must include policies and procedures governing school incident
communications with law enforcement and emergency responders, as well as with
students, parents, staff, the school community and the media. Templates for
statements/press releases to the media, a detailed communications plan, including
standard procedures and protocols, should be developed and made available in
advance of an incident.
Templates for statements/press releases, the communication plan and media
contacts at the major television, Internet, and radio stations are maintained by
Superintendent and located in the main office.
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Types of Communications
Communication between School and Emergency Responders
The school will contact and maintain communications with emergency responders
during an incident. The School Incident Commander will transfer command to the
appropriate emergency responder who arrives on the scene to assume management
of the incident, including coordination of internal and external communications.
The Incident Commander will use the communication platform described in the
School ERP to notify the principal/designee of the school’s status and needs. The
school and emergency responders will coordinate the release of information to
ensure that information is consistent, accurate and timely.
Internal Communications
The school has identified a school spokesperson or public information officer (PIO)
who will be responsible to
• Help create the policies and plans for communicating emergency information
internally and to the public.
• Follow the communications policies and procedures established by the school.
• Help establish alternative means to provide information in the event of a failure
of power, phone or other lines of communication.
• Develop materials for use in media briefings.
• Act as the contact for emergency responders and assist in coordination of media
communications.
Communication between School Officials and Staff Members
School personnel will be notified when an incident occurs and kept informed as
additional information becomes available. They will also be informed as plans for
management of the incident evolve (keep staff informed to the greatest degree
possible). The following methods of communication may be utilized to disseminate
information internally when appropriate:
• Telephone Tree: A telephone tree is a simple, widely used system for notifying
staff of an incident when they are not at school.
• Text-Messaging System/E-mail System: A text-messaging or e-mail system is
available to provide those who are registered to receive messages with updates
during an incident.
• Mobile Device Applications.
• Morning Faculty Meeting: As appropriate, updated information about an
incident will be presented at the morning faculty meeting. Any new procedures for
the day will also be reviewed at this time.
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• End-of-Day Faculty Meeting: As appropriate, updated information and a
review of the day’s events will be presented at the end-of-day meeting. Staff will
also have the opportunity to address any misinformation or rumors.
• The Ogdensburg City School District utilizes all of the above methods of
communications.
Communication between School Officials and Students
Communication of emergency information between school officials will primarily
take place through the school’s public address system or face-to-face between
faculty and students. Other methods of communication with students may include
the following:
• Text-Messaging System/E-mail System: A text-messaging or e-mail system is
available to provide those who are registered to receive messages with updates
during an incident.
• Mobile Device Applications.
• The Ogdensburg City School District utilizes the public address system for
communication with students.
External Communications
School officials must communicate with the larger school community on how
incidents will be addressed on a regular basis. However, once an incident does
occur, parents, media and the community at large will require clear and concise
messages from the school about the incident. This will include what is being done
and the safety of the children and staff.
Communication with Parents
• Before an incident occurs, the school will:
• Inform parents on how to access alerts and incident information.
• Inform parents that the school has developed an ERP, its purpose and its
objectives.
• Information will be included in the back to school newsletter and during
orientation.
• Be prepared with translation services for non-English-speaking families and
students with limited English proficiency.
• In the event of an incident, the school will:
• Disseminate information through the use of the school district’s one call now
system to inform parents about what is known to have happened.
• Implement a plan to manage phone calls and parents who arrive at the school.
• Describe how the school and school district are handling the situation.
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• Provide a phone number, web site address or recorded hotline where parents
can receive updated incident information.
• Inform parents and students when and where school will resume.
• After an incident, school administrators will schedule and attend an open
question- and-answer meeting for parents/guardians as soon as possible.
Communication with the Media
In the event of an incident, the School Incident Commander or the emergency
responder Incident Commander (in the event command has been transferred), will
coordinate with the public information officer and/or participate in a joint
information effort to:
• Establish a media site and reception area away from the school and any
established Incident Command Post, Evacuation site or Reunification site.
• Determine a media location for low impact events (such as a water main break)
and high impact events (such as an active shooter incident) when media interviews
at the school would be deemed impracticable due to the nature and severity of the
incident.
• Low Impact events can be handled at the School District Central Offices or
similar type facilities as the number of media outlets and duration of media
coverage can be expected to be low.
• High Impact events can be handled at a community center, park or other facility
that is of appropriate size to accommodate a large number of media outlets for an
extended duration. DO NOT use government facilities (fire stations, etc.) as this
will interfere with government administration and operations.
VII.

Accounting for All Persons

Purpose
This annex focuses on developing courses of action to account for the whereabouts
and well-being of students, staff, and visitors, and identifying those who may be
missing.
Actions
Teachers will take class lists with them and take attendance at the evacuation site to
ensure that all students are accounted for.
The Building level Safety Team should consider the following when reviewing
current or developing new policies and procedures. This is not an exhaustive list.
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Please add necessary actions appropriate for your response. Procedures for the
following should be included:
• Taking attendance and reporting to the Incident Commander when class
relocates inside the building or an evacuation takes place.
• Reporting to the Incident Commander when a student, staff member, or guest
cannot be located.
• Dismissal of students if they have been relocated in the building.
VIII.

Continuity of Operations Plan (COOP)

Purpose
This annex describes how the school and school district will help ensure that
essential functions continue during an emergency and its immediate aftermath.
Essential functions include business services (payroll and purchasing),
communication (internal and external), computer and systems support, facilities
maintenance, safety and security, and continuity of teaching and learning.
Actions
In the event that the school building is unable to be used for a prolonged period of
time, the school will use buildings owned by the Diocese of Ogdensburg until
normal operations can be held in school district facilities.
The Building Level School Safety Team should consider the following when
reviewing current or developing new policies and procedures. This is not an
exhaustive list. Please add necessary actions appropriate for your response.
Procedures for the following should be included:
• Selecting primary and secondary relocation sites that meet the needs of school.
• Activating the COOP any time and sustaining it for up to 30 days.
• Re-establishing essential functions, such as restoration of school operations, and
maintaining the safety and well-being of students and the learning environment.
• Ensuring students receive applicable related services in the event of a prolonged
closure.
• Protecting vital documents and making them available at alternate sites.
• Identifying personnel to assist in developing COOP and training them in
activating COOP procedures.
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Coordination with Responders
The School ERP may have a set of interagency agreements with various agencies to
aid in timely communication. Agreements with these agencies and services
(including, but not limited to, mental health, law enforcement and fire departments)
could help coordinate services between the agencies and the school. The
agreements could specify the type of communication and services provided by one
agency to another
In the event of an incident involving outside agencies, a transfer of command from
the school Incident Commander to a responding agency will occur.
Source and Use of Resources
The school will use its own resources and equipment to respond to incidents until
emergency responders arrive.
It is suggested that the school establish memoranda of understanding with local
organizations and businesses to provide necessities in the event of an emergency.
Examples include local grocery stores for food and water or county health
departments for counseling services.
IX. COMMUNICATION WITH OTHERS
A. Obtaining assistance during emergencies from emergency services
organizations and local government agencies
During emergencies, local government agencies, including emergency services, can
be obtained via the local emergency management office or through the local
emergency communication center. The Incident Commander will authorize the
procurement of these agencies.
B. Procedures for obtaining advice and assistance from local government officials
including the county or city officials responsible for implementation of Article 2B of the Executive Law
Ogdensburg School District will work with county and other local officials when an
Article 2-B emergency is declared. The Incident Commander, based on the actual
Article 2-B situation, will contact the Emergency Management Office for guidance
by calling 9-1-1.
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C. A system for informing all educational agencies within a school district of a
disaster
The District will notify any appropriate educational agencies within its boundaries
as well as adjacent to its boundaries in the case of a disaster that would affect any of
these agencies. The Incident Commander will determine the extent of notification
and delegate its delivery. See Appendices 1 and 10 for the list of educational
agencies within the district.
D. In case of a school district, maintaining certain information about each
educational agency located in the school district, including information on:
Each Building-level Emergency Response Plan will include the following
information:
• School population,
• Number of staff,
• Transportation needs, and
• Business and home telephone numbers of key officials of each such educational
agency.
The Building-level School Safety Teams will insure that this information is current
and accurate.
X. PREVENTION AND INTERVENTION STRATEGIES
A. Policies and procedures related to school building security, including, where
applicable, the use of school safety officers and or/security devices or procedures
Specific policies related to building security are found in Appendix 6. Ogdensburg
School District currently does not have any special building security at this time; if
an when security procedures are added, the plan will be amended with established
policies.
The Ogdensburg School District does have procedures for lock-down, evacuation,
and sheltering. The specific procedures are found in the Building-level Plan.
B. Policies and procedures for the dissemination of informative materials
The District is committed to the use of age-appropriate interpersonal violence
prevention education package for the students.
C. Prevention and intervention strategies
The District continues to develop and investigate various strategies regarding
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violence prevention and intervention. These strategies include, but are not limited
to:
• Collaborative agreements with state and local law enforcement officials designed
to ensure that staff are adequately trained including being trained to de-escalate
potentially violent situations,
• Non-violent conflict resolution training programs,
• Peer mediation programs and youth courts, and
• Extended day and other school safety programs
D. Strategies for improving communication among students and between
students and staff and reporting of potentially violent incidents
The District recognizes that communication is a vital key in the prevention and
intervention of violence in schools. To that end, the District is exploring programs
in the following areas:
• Youth-run programs,
• Peer mediation,
• Conflict resolution,
• Creating a forum or designating a mentor for students concerned with bullying
or violence,
• Establishing anonymous reporting mechanisms for school violence, and
• Others based on district need
E. Description of duties, hiring and screening process, and required training of
hall monitors and other school safety personnel
The Ogdensburg School District currently does not employ hall monitors,
SROs, or other security personnel. If and when the school does employ
security personnel, duties will be listed.
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APPENDICES (OMITTED)
The appendices are included for the purpose of documenting vital
information necessary for emergency response. This information should be
continually updated to avoid confusion and delay during emergency
response.
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