
EMERGENCY 

PREPAREDNESS PLAN 

Promontory Charter School 

----------------Emergency 911--------------------- 

  



INTRODUCTION 

The purpose of this Emergency Preparedness Plan for Promontory Charter School is to provide 
information and direction for all persons with emergency response tasks.  This includes civil agencies, 
school administrators, teachers and support staff, students and parents. 

While the directives and information contained herein serve to increase the overall efficiency and 
security of Promontory with the prime purpose being on the physical and emotional well-being of the 
students in our charge. 

A constantly state of readiness to respond to emergencies is the responsibility of the school director – 
this includes any orientation or training deemed necessary and the conducting of fire drills at least once 
each month during school sessions.  Also schools shall hold at least one drill for other emergencies 
during the school year. 

--------------------------------------INTRODUCTION------------------------------------------- 

  



NATURAL GAS LEAK 

1. Convey warning to school personnel through intercom, messenger, or through another 

communication source. 

2. Instruct custodial staff to shut off natural gas to the building. (Director will shut off gas if 

custodian is unavailable.) 

3. Evacuate building as per predetermined plan. 

4. Assemble students and staff as far away from building as safely possible. 

5. Notify Gas Company, fire department, local police and other appropriate agencies. 

6. Notify Director. 

7. Teachers will account for all students under their supervision. 

8. Signal or alert is P.A. warning.  Action is evacuation. 

----------------------------------NATURAL GAS LEAK------------------------------------ 

  



CHEMICAL SPILL 

1. Convey warning to school personnel through intercom, messenger, or another communication 

source. 

2. Contact law enforcement and/or fire department (911).  Determine actions to be taken. 

3. Announce emergency response to be taken as one of the following: 

 In-house shelter – shut windows and doors, and turn off outside vent fans. 

 Temporary evacuation – avoid contaminated area while evacuating school; do not re-

enter until spill is cleaned up by trained personnel. 

 School evacuation and closure – evacuate school and arrange for students to be sent 

home by predetermined emergency procedures. 

4. Inform Director 

5. Teachers will be directed to account for all students under their supervision. 

6. If evacuation is necessary, use the primary or secondary gathering area depending on which 

location is up wind of the spill area.  Prevailing winds are a consideration. 

7. Signal or alert is P.A. warning.  Action is evacuation. 

----------------------------------------CHEMICAL SPILL--------------------------------------- 

  



NUCLEAR PROBLEMS 

1. Convey warning to school personnel through intercom, messenger, or another communication 

source. 

2. Coordinate emergency response with law enforcement (011) and other local authorities. 

3. Teachers will be notified to close doors and windows. 

4. Students will be asked to take cover as in an earthquake, and to refrain from looking outside. 

5. Teachers will account for and control all students until they are otherwise instructed. 

6. Administration will maintain contact with current information by way of radio. 

7. If evacuation is required, procedures will follow predetermined routines. 

8. Signal or alert is P.A. warning. 

9. Action is lock down. 

 

 

 

------------------------------------NUCLEAR PROBLEMS------------------------------------ 

  



EARTHQUAKE 

1. When an earthquake strikes, assume the preferred defensive position: kneeling under a desk or 
table, while holding tightly to its legs. 

2. 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. 

3. If possible, stay away from windows. 
4. Remain in these positions until you are reasonably certain the quaking has stopped or until 

further instructions have been given from the school office. 
5. Evacuate the school building when it has been deemed safe and appropriate as predetermined 

evacuation procedures. 
6. Once outside, stay clear of building when it has been deemed safe and appropriate as 

predetermined evacuation procedures. 
7. Once outside, stay clear of building, trees, poles and power lines. 
8. Remain in assembly areas until situation is assessed and further directions are given. 
9. Coordinate further response with authorities, including Director. 

10. Signal or alert is P.A. announcement.  Action is evacuation. 

 

 

 

 

 

 

 

----------------------------------------EARTHQUAKE------------------------------------------ 

  



HOSTAGE SITUATION/INTRUDER IN 

BUILDING/SHOOTING 

 

1. Call “911”. Take immediate cover.  Avoid confrontation with the intruder before the police arrive. 

2. Director or acting administrator will sound a pre-planned alarm or coded message. 

3. Teachers take an accurate count of students. 

4. Notify director. Refer media contacts to school director or Business Manager. 

5. Note the location, number f persons involved and a description of the suspect(s). 

6. Remain calm and keep all conduct in line with best interest of students and staff. 

7. Signal or alert is “The superintendant is in the building” 

8. Action is lock down. 

 

 

 

 

 

 

 

-------------------HOSTAGE SITUATION/INTRUDER/SHOOTING--------------- 

  



EVACUATION ROUTES 

A building evacuation map with all market exits will be given to each staff member.  Depending on the 
location of each staff member’s classroom will depend on which route they will take in order to exit the 
building.  There will be a pre-designated location with an alternate location for all students/staff to 
assemble for roll call. 

See map on the back of this packet for evacuation routes. 

Things to Remember! 

 Get the classroom emergency folder and roll. 

 Respond to student injuries appropriately 

 Evacuate the building by the predetermined route or by the safest route possible. 

 Check attendance as soon as the class has safely evacuated the building to the predetermined 
assembly area. 

 Keep the class together at all times. 

 Report attendance to the director (by group leader) 

 Director will instruct teachers to begin walking toward (alternate school location) or bell will ring 
to indicate return to class. 

 All classes stay together with their teacher. 

 Walk to (alternative locations). 

 Take attendance when the class arrives at (alternative school location). 

 Report any attendance changes to the director. 

 Release students to responsible adults according to school procedures. 

 

 

 

 

 

-----------------------------------EVACUATION ROUTES-------------------------------- 

  



MEDICAL EMERGENCIES 

 

1. Appropriate first aid for minor injuries, including small wounds, sprains, foreign bodies in 

the eye, minor burns and fractures, requires proficiency with bandages and splints and 

in applying dressing. 

2. For major injuries, assess the situation and give immediate and appropriate treatment. 

3. Take care to preserve life. 

4. Take steps to prevent the condition from worsening. 

5. Protect the individual from further harm. 

6. Provide reassurance to the injured person. 

7. Maximize comfort for the injured person. 

8. Call 911 if injury warrants immediate life-saving measures. 

9. Notify parents of students with injuries that may require additional care. 

10. Help arrange for the injured person to be seen by a physician or taken to the hospital. 

Note:  All staff should have regular training in first aid procedures for medical emergencies, 
including appropriate treatment for bleeding and fractures, as well as practice in transporting 
injured persons appropriately. 

Emergency First-Aid Checklist and Accident – Injury Report forms can be found at the 
back of this packet.  After using a form, be sure to get a replacement at the main office. 

 

 

 

 

--------------------------------MEDICAL EMERGENCIES-------------------------------- 

  



FIRE 

1. Convey warning to school staff and students by alarm, a series of short bells, or some 

other appropriate signal. 

2. Quickly and safely evacuate building as per predetermined evacuation routes to 

designate outside meeting areas at least 1000 feet from building. 

3. Individual students or groups of students who are not in their classrooms should 

evacuate by moving immediately to the nearest safe exit. 

4. First student to exit classroom should hold the door open until all students have 

departed from the classroom. 

5. If possible, students should randomly grab coats as they exit the classroom. 

6. Teacher should close door and exit last, being sure to take their emergency information 

folder, including attendance book and/or class list. 

7. Doors should remain unlocked. 

8. Account for all students, remaining calm while maintaining order. 

9. Concurrent to evacuation, fire and police departments should be notified (911). 

10. Concurrent to evacuation, Director should be notified. 

11. Coordinate next response with authorities. 

12. Notify authorities of unaccounted students. 

13. Signal or alert is the fire alarm. 

14. Action is evacuation. 

 

 

 

------------------------------------------------FIRE------------------------------------------------ 

  



CIVIL DISTURBANCE 

Civil Disobedience is defined as any assemblage on the school premises by unauthorized persons 
whose purpose and conduct is antagonistic with the orderly conduct of the schools and laws relating to 
the conduct of schools and the welfare of students. 

1. Notify Law Enforcement Agency or School Resource Officer (dial “911”) of situation and request 
assistance. 

2. The custodian or administrator will proceed to lock and secure all exterior doors, including 
restrooms and remove trash containers and other burnable items from public access. 

3. Teachers will be directed to lock and close their classroom doors. 
4. Notify Chief Administrative Officer of situation 

Upon command from authority in charge (usually director), all faculty members will 
keep their students within their locked classrooms until further notice regardless of the 
bells and schedule. 

5. Drapes and/or blinds should be closed in rooms so equipped.  Any other precautions should be 
taken to protect personnel from flying glass should the windows be broken. 

6. Accurate records of events, conversations and actions should be kept. 
7. Authority in charge should proceed in good judgment on basis of police or other legal advice, in 

taking action to eliminate the situation. 

Violence or Threats 

1. Report all threats to your director, teacher or advisor. 
2. If immediate danger is present – LEAVE THE AREA.  Do not attempt to control the violent 

person. 
3. Call 911 and notify authorities of the situation.  Notify co-workers. 
4. Become aware of escape routes and use other protective measures. 
5. STALKING is a form of violent threat.  Report to administrator any stalking incident. 
6. Signal or alert is P.A. announcement.  Action is class containment. 

 

 

 

 

 

 

--------------------------------------CIVIL DISTURBANCE----------------------------------- 

  



BOMB THREAT 

Be calm and courteous.  Listen: do not interrupt the caller.  Carefully attempt to keep caller on the 
telephone as long as possible and discretely alert someone else by a prearranged signal to call “911” 
and have the call traced. 

 Dial “911” – tell the operator; “this is (YOUR NAME) from Promontory School.  We are receiving 
a bomb threat on another line.  The number of that line is _________.  Please trace the call.” 

If the caller is agreeable to further conversation, politely ask the following: 

 When will the bomb go off? How much time is remaining? 

 Where is the bomb located? What party of the building?  

 What type of bomb is it? 

 Why are you doing this? 

 Who are you? Where are you now? 

If building is occupied, inform caller that detonation of a bomb will cause injury or death. 

Attempt to identify – look on back of page to document the telephone conversation. 

The director shall determine whether to evacuate the building(s) threatened. 

The director should determine whether to call the fire and/or police department if, in his/her opinion it is 
warranted. 

Notify the Director 

Resume school when it is determined safe by the proper authorities. 

Do not publicize the threat any more than necessary. 

 

 

 

 

 

 

 

 

-------------------------------------------BOMB THREAT---------------------------------------- 

  



EMERGENCY PHONE NUMBERS 

PUBLIC SAFETY AGENCIES NUMBERS 

General Emergency 911 

Police / Sheriff / Fire 911 

Poison Control  

Emergency Medical Service  

Local Hospital  

Health Department  

City Police Chief  

City Fire Chief / Fire Marshall  

  

OTHER AGENCIES  

Chief Administrative Officer  

Natural Gas Company  

City Transit Center or Authority  

Emergency Management Director / Civil Defense  

Juvenile Justice (Probation Officers – main office)  

Youth Center  

Municipal Water Department  

Electrical Power Supplier  

Child and Family Services  

Child Abuse & Foster Care After Hours & Holidays  

Service for People with Disabilities  

 

 

 

 

 

 

 

---------------------------EMERGENCY PHONE NUMBERS----------------------------- 

  



 


