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I. PURPOSE  
A. Riverway’s Crisis Management Policy has been created in consultation with individuals and 

groups that would likely be involved in the event of a school district emergency.  This policy 
and the procedural plans to address many areas of the crisis that could potentially occur at the 

school will be maintained and updated as needed.  
II. GENERAL INFORMATION  
A.  Elements of the District Crisis Management Policy  
 
1.   General Crisis Procedures- The Crisis Management Policy includes general crisis procedures for securing 

buildings, classroom evacuation, building evacuation, campus evacuation and sheltering. The policy 
designates the individual(s) who will determine when these actions will be taken.  

 
a. Internal Physical Communication System-  A communication system is in place to enable the Administrative 

Staff to be contacted at all times in the event of a potential crisis.  Riverway has an intercom 
phone system in each classroom that can be used in the event that an emergency situation 
occurs.  The alternative designees may include members of the school district’s 
emergency/first responder response team.  A secondary method of communication includes 
staff cell phones, and because of the small and open nature of the school building, verbal 
communication among staff by method of shouting can be used when the primary method of 
communication is inoperable (i.e. power loss).  

 
b. Resource- The school district will have access to a copy of the most recent edition of the Comprehensive School 

Safety Guide to assist in the development of crisis management plans.  
 
c. Special Needs Procedures for Staff and Children. All general crisis procedures will address specific procedures for 

children and staff with special needs such as physical, sensory, motor, developmental, and 
mental health challenges.  The school’s crisis management team will meet in the fall of each year 
to ensure that there are specific procedures for the safe evacuation of each student and staff 
member with special needs. If an emergency situation/crisis occurs, the assignments made for 
each student and staff member at the fall planning meeting will be implemented by the assigned 
staff and will include the school district crisis team’s specific procedures for evacuating students 
and staff with special needs.  

 
i. The evacuation procedures should include specific procedures for children with special needs, including children 

with limited mobility (wheelchairs, braces, crutches, etc.), visual impairments, hearing 
impairments, and other sensory, developmental, or mental health needs. This may 
include students who do not have a 504 plan or an individualized education program 
(IEP).  

 
ii. The evacuation procedures should also address transporting necessary medications and medical equipment used by 

students and staff during the school day.  
 

 
 
d. Lock-Down Procedures. Lock-down procedures will be used in situations where harm may result to persons inside 

the school building, such as a shooting, hostage incident, intruder, trespass, disturbance, or when 
determined to be necessary by an administrator or his or her designee. The administrator or 
designee will announce the lock-down over the public address system (speaker phone). 
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Emergency responders will use plain language when responding to emergencies/crisis situations, 
and school district staff will also use plain language rather than code words.   Provisions for 
emergency evacuation will be maintained even in the event of a lock-down.  

 
e. Evacuation Procedures. Evacuations of classrooms and buildings shall be implemented at the discretion of a 

building administrator or his or her designee.  The crisis management plan will include 
procedures for transporting students and staff a safe distance from harm to a designated safe 
area until released by a building administrator or designee. Safe areas may change based upon 
the specific emergency situation. The evacuation procedures will include planning for students 
and staff with special needs related to evacuation as addressed in section c. above.  

 
f. Sheltering Procedures. Sheltering provides refuge for students, staff, and visitors within school buildings during an 

emergency. Shelters are safe areas that maximize the safety of inhabitants. Safe areas may 
change based upon the specific emergency. An administrator or his or her designee will 
announce the need for sheltering over the public address system (speaker phone).  

 
2. Crisis-Specific Procedures. The Crisis Management Policy includes crisis-specific procedures for crisis situations 

that may occur during the school day or at school-sponsored events and functions. These 
district-wide procedures are designed to enable administrators to tailor response procedures when 
creating crisis management plans.  

 
3. School Emergency Response Team/ Crisis Team 
 
a. Purpose. The school’s Crisis Team serves as a first responder for school emergencies and assists administration in 

developing and revising district plans. The school emergency response team implements the 
crisis management plan.  
 

b. Composition. The building administrators will select a school emergency response team that will be trained to 
respond to emergency situations. All school emergency response team members will receive 
on-going training to carry out the building’s crisis management plans and will have knowledge 
of procedures, evacuation routes and safe areas. For purposes of student safety and 
accountability, to the extent possible, school emergency response team members will not have 
direct responsibility for the supervision of students. Team members must be willing to be 
actively involved in the resolution of crises and be available to assist in any crisis situation as 
deemed necessary by an administrator.   The administration will maintain a current list of school 
emergency response team members which will be updated annually with a paper copy 
maintained in this policy.  

 
c. Leaders. The Administrators (2) will serve as the leaders of the school emergency response team and will be the 

primary contact for emergency response officials.  In the event that one administrator is 
unavailable (e.g. out of the building), the designee list includes the other administrator, the 
administrative assistant and the crisis team members. When emergency response officials are 
present, they may elect to take command and control of the crisis.  It is critical in this situation 
that school district officials assume a liaison role and be available to emergency response 
officials.  

III. PREPARATION BEFORE AN EMERGENCY  
A. Communication of the Crisis Management Plan  
 
 
 
1. District Employees.  All staff must be aware of their role in responding to crisis situations.  Riverway employees are 

required to read the Crisis Management Plan prior to the beginning of each academic year. 
Signatures indicating that the Crisis Management plan has been reviewed are required from all staff.  
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Employees will receive a copy of the relevant building-specific crisis management plans and 
procedures and shall receive training on plan implementation.   A staff pre-service orientation to the 
manual will occur annually, and ongoing training through drills will involve all staff members.  

 
2. Students and Parents.  Students and parents shall be made aware of the school district’s crisis management policy 

and relevant tailored crisis management plans during a district scheduled “safety week.”   Students 
shall receive specific instruction on plan implementation and shall participate in the required number 
of drills and practice sessions throughout the school year.  A binder of emergency information, 
which includes this entire policy and procedures, will also be kept at an accessible location in the 
office and in each classroom.  

 
B. Visitors  

1.  Entrance Procedures.  Riverway mandates all visitors sign- in and sign-out at the main entrance location and the 
use of an identifying visitor badge while in school buildings.  The main doors are locked and must 
be opened by the administrative staff member during all school hours from the inside.  A visitor 
intercom allows verbal correspondence between the outside visitor and the front office, and the 
identity of all visitors should be confirmed by staff before entry is allowed.  Staff who have been 
issued keyless entry accessibility should never share their keys with students or community 
members. 

 
2. Building Entrances.  All building entrances are locked during school hours.  To minimize outside entry into school 

buildings except at designated check-in points and assure that all doors are locked prior to and after 
regular building hours, doors cannot be propped open.  Classroom Learning Leaders are responsible 
for ensuring their doors are always locked, and the Administrative Staff is responsible for ensuring 
that the main doors are always locked. 

 
C. Facility Diagrams and Site Plans  
 
1. Individual School Building Diagram and Site Plan.  Riverway has a facility diagram and site plan that includes the 

location of primary and secondary evacuation routes, exits, designated safe areas inside and outside 
of the building, and the location of fire alarm control panel, fire alarms, fire extinguishers, hoses, 
water spigots and utility shut-offs.   All facility diagrams and site plans will be regularly updated 
whenever a major change is made to the building.   Facility diagrams and site plans will be available 
in the office of the building administrator and in other appropriate areas and will be easily accessible 
and on file in the school district office.   Facility diagrams and site plans will be provided to first 
responders, such as fire and law enforcement personnel.  

 
D. Emergency Telephone Numbers  
 
1. External Communication  
 
a. Emergency Response Contact Information.   Riverway maintains a current list of emergency telephone numbers and 

the names and addresses of local, county, and state personnel who may  
be involved in a crisis situation.  The list includes telephone numbers for local police, fire, ambulance, hospital, the 

Poison Control Center, county, and state emergency management  
agencies, local public works departments, local utility companies, the public health nurse, mental health/suicide 

hotlines, and the county welfare agency.  A copy of this list will be kept on file in the school 
district office, and updated annually.  See appendix A. 

 
 
b. Staff Training on Making Emergency Calls.  Employees will receive training on how to make emergency contacts, 

including 911 calls, from the school phones.  Staff will also receive training on how to use the 
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phones for school intercom.   Staff with cell phones who take students off campus will also be 
required to program other staff cell phone numbers into their cell phones to allow for better 
staff-to-staff communication in the case of an Emergency.  

 
2. Internal Building Communication.   The small size and open nature of Riverway’s building enables the staff to 

rapidly convey emergency information to a building designee verbally by shouting.  In the case of 
each emergency procedure, the classroom phone intercom system can be utilized by using the “page 
all system phones” function.  If the intercom is used, staff should repeat the message loudly in the 
classroom so that all students and staff in the area can hear the message. 

 
F. Early School Closure Procedures  

 
1. Decision Making by Administrators.  The Administrators have the authority to make decisions about closing school. 

The early school closure procedures will set forth the criteria for early school closure (e.g. 
weather-related, utility failure, or a crisis situation), will specify how closure decisions will be 
communicated to staff, students, families and the school community (text message, designated 
broadcast media, local authorities, e-mail, or district web sites), and will discuss the factors to be 
considered in closing and reopening the building.  

 
2. External Communication Methods for Parents and Guardians.  Early school closure procedures will also include a 

reminder to parents and guardians to listen to designated local radio and TV stations for school 
closing announcements, where possible.  

 
G. Media Procedures. The Administrators have the authority and discretion to notify parents or guardians and the 

school community in the event of a crisis or early school closure. The team will designate a 
spokesperson who will notify the media in the event of a crisis or early school closure.  

 
H. Behavioral Health Crisis Intervention Procedures  
 
1. Short-Term Intervention Procedures. Behavioral health crisis intervention procedures will set forth the procedure for 

initiating behavioral health crisis intervention plans. The procedures will utilize available resources 
including the school psychologist, counselor, community behavioral health crisis intervention 
counselors, or others in the community. Counseling procedures will be used whenever 
Administrators determine it to be necessary, such as after an assault, a hostage situation, shooting, or 
suicide. The behavioral health crisis intervention includes the following steps:  

 
a. Administrator will meet with relevant persons, including school psychologists and counselors, to determine the level 

of intervention needed for students and staff.  
b. Designate specific rooms as private counseling areas.  
c. Escort siblings and close friends of any victims as well as others in need of emotional support to the counseling 

areas.  
d. Prohibit media from interviewing or questioning students or staff.  
e. Provide follow-up services to students and staff who receive counseling.  

f. Resume normal school routines as soon as possible.  
 
2. Long-Term Recovery Intervention Procedures.  See Appendix C for Psychological Factors After the Crisis, 

Riverway’s guide for helping students cope with disasters. 
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IV. Planning and Preparing for Fire  
 

1. Safe Area.  The designated safe area that is at least 50 feet away from the building is the carwash area/parking lot. 
Secondary areas are the Auto Zone and Winona Leasing and Sales businesses. 

 
2. Accessibility of Building Facility Diagram and Site Plan. Each building’s facility diagram and  

site plan shall be available in appropriate areas of the building and shall identify the most direct evacuation routes to 
the designated safe areas both inside and outside of the building. The facility diagram and site plan 
must identify the location of the fire alarm panel, fire alarms, fire extinguishers, hoses, water spigots, 
and utility shut offs. (See III. C. above).  

 
3. Staff Training on Evacuation Routes. Teachers and staff will receive training on the location of  

the primary emergency evacuation routes and alternate routes from various points in the building. During fire drills, 
students and staff will practice evacuations using primary evacuation routes and alternate routes.  

 
4. Additional Staff Training. Certain employees, such as those who work in hazardous areas in  

the building, will receive training on the location and proper use of fire extinguishers and protective clothing and 
equipment. 

  
5. Conducting Fire Drills. Fire drills will be conducted periodically without warning at various times of the day and 

under different circumstances (e.g., lunchtime, recess and during assemblies). State law requires a 
minimum of five fire drills each school year, consistent with Minnesota Statutes, section 299F.30. See 
Minn. Stat. §121A.035.  

 
6. Fire Drill Schedule and Log. A record of fire drills conducted at the building will be maintained. 
 
7. Preparation and Planning for Sites. The school district will have prearranged sites for emergency sheltering, 

relocation and reunification, and transportation as needed.  
 
8. Essential Staff Functions. The school district will determine which staff will remain in the building to perform 

essential functions if safe to do so.  Administration or his or her designee will meet local fire or law 
enforcement agents upon their arrival.  

 
V. PROCEDURES INCLUDED IN THIS POLICY  
 
A. Purpose.  Universal and emergency specific procedures for the various hazards/emergencies listed below are 

included in this policy. The procedures are to be used by Riverway when executing specific crisis 
management plans.  

B. Universal Response Procedures for All Types of Emergency Response  

1. Evacuation/relocation (Page 9) 

2. Lock-down procedures (Page 10) 

3. Reverse evacuation (Page 11) 

4. Severe weather shelter (Page 12) 

5. Shelter-in-place procedures  (Page 13) 

6. Student reunification/release (Page 14) 
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C. Emergency Specific Response Procedures:  
1. Assault/Fight (Page 15) 
2. Bomb Threat  (Page 15) 
3. Demonstration   (Page 16) 
4. Fire, Smoke, Explosion (Page 17) 
5. Hazardous materials  (Page 18) 
6. Hostage (Page 19) 
7. Intruder (Page 20) 
8. Media procedures   (Page 21) 
9. Medical Emergency  (Page 22) 
10. Sexual Assault  (Page 23) 
11. Shooting   (Page 24) 
12. Suicidal threat or attempt   (Page 25) 
13. Suspicious package or mail: chemical/biological threat  (Page 25-26) 
14. Terrorism  (Page 27) 
17. Weapons (Page 28) 
VI. MISCELLANEOUS PROCEDURES:  
 
A. Chemical Accidents. Procedures for reporting chemical accidents shall be posted at key locations: Science Lab, 

Kitchen, and Janitorial Closet.  
 
Note: Schools must maintain material safety data sheets (M.S.D.S.) for all chemicals on campus. State and federal law, 

and OSHA require that pertinent staff have access to M.S.D.S. in the event of a chemical accident. 
VII.  GENERAL EMERGENCY INFORMATION – UPDATED  ANNUALLY 

 
Crisis Team Members 
Administrator  Oscar Uribe 
Special Education               Grace Mau  
Special Education Janine Stanton  
Special Education Paraprofessional Sonja Romine 
Special Education DJ Kraus 
Learning Leader Dana Merkel  
Learning Leader Zach Krage 
Learning Leader  Jodie Mohan 
Administrative Assistant Julie Moldenhauer 
Manager of Operations Jennifer Al-Saeed  
School Counselor Aly Larson  

 
Crisis Team members will make immediate decisions in response to such issues as: 
● designating adult(s) to meet emergency vehicles 
● designating adult(s) to sweep buildings 
● designating adult(s) to meet with media and hold in an area until after crisis 
● designating adult(s) to notify and/or meet with parents 
● designating adult to write down everything, including: time first notified of crisis, action taken, time 

anyone else was notified (who, what, when, where) 
 
 
 
 
 
The Administrators serve as the principal contact for emergency response officials. When they are present, emergency 

response agents may elect to take command and control of the situation.  It is critical in this situation that 
school officials assume a resource role and are available to the emergency response personnel. 

 
CPR/First Aid Certified Persons in the School Building 
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Sonja Romine Miranda Peterson Jodie Mohan Rheba Tullius Nicole Lux 
Dana Merkel MaryKate Franklin Garce Mau Sharon Foss Kendra Bronk 
Jennifer Al-Saeed Julie Moldenhauer Oscar Uribe Jodie Smith Lora Aeliot 
Katey Wadewitz Erla Cable Laura Kreidermacher Karine Pruka Zach Krage 
Janine Stanton Barb Kwolik Brianna Haupt Jamie Harper Kam Cranor 
Aly Larson Jodie Mohan  

 
Communication 

During times of emergency, it is important to provide prompt and accurate information to students, staff, parents, and 
media.  The Administration will be the spokesperson to release information.  Access to the building by the 
public and media should be restricted.  Persons answering phones will be given explicit instruction on what 
statements to make.   Refer to “Media Procedures” section of this policy for details. 

 
Emergency Telephone Numbers 

Riverway Learning Community will maintain a current list of emergency telephone numbers and the names and 
addresses of local and county personnel who are likely to be involved in resolving a crisis situation.  A binder 
of emergency contact information for Riverway Learning Community parents and guardians and staff will also 
be kept at an accessible location in the office and in each classroom.  This list will be updated annually. Staff 
with cell phones who take students off campus will also be required to program other staff cell phone numbers 
into their cell phones to allow for better staff-to-staff communication in the case of an Emergency.  See 
“Emergency Telephone Numbers” Appendix A of this policy for details. 

 
Responsibilities of Administrators  

(if not available, crisis team will designate representative): 
● Verify information. 
● Call 911 if necessary. 
● Seal off the high-risk area. 
● Convene crisis team and implement crisis response procedures. 
● Notify students and staff (depending on emergency, students may be notified by learning leaders). 
● Evacuate students and staff or relocate to a safe area within the building, if necessary. 
● Notify community agencies if necessary. 
● Implement post-crisis procedures. 
● Keep detailed notes of crisis event. 
● Notify parents/guardians and board members. 
● Speak with the media. 

 
Responsibilities of Learning Leaders and Other Staff Members: 
● Verify information. 
● Notify Administration if he/she is unaware of situation. 
● Lock classroom doors, unless evacuation orders are issued. 
● Warn students, if advised. 
● Account for all students. 
● Stay with students during an evacuation. 
● Take Emergency Crisis Management binder, class roster, and first aid kit if evacuating. 
● Refer media to Riverway Learning Community spokesperson. 
● Keep detailed notes of crisis event. 
● Keep staff and students on site, if possible, for local investigators so interviews and accurate 

documentation of the events can be completed, if event warrants. 
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Legal References:  
 
42 U.S.C. § 5121 et seq. (Disaster Relief and Emergency Assistance)  
Minn. Stat. Ch. 12 and 12A (Emergency Management and Natural Disasters)  
Minn. Stat. § 121A.06 (Reports of Dangerous Weapon Incidents in School Zones)  
Minn. Stat. § 121A.035 (Crisis Management Policy)  
Minn. Stat. § 326B.02 subd. 6 and 326B.106 (Fire Code and General Powers Comm. Labor and Industry)  
Minnesota Rules Chapter 7511 (Minnesota State Fire Code)  
Minn. Stat. § 299F.30 (Fire Drill in School)  
Minn. Stat. § 609.605 subd. 4 (Trespass on School Property)  
Title IX, Part E, Subpart 2, Section 9532, and 20 U.S.C. § 7912 (Unsafe School Choice Option)  
 

Comprehensive School Safety Guide  
https://dps.mn.gov/divisions/sfm/Documents/2011ComprehensiveSchoolSafetyGuide.pdf   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
EVACUATION/RELOCATION PROCEDURES 

 
 
Role- Administration or Designee/Crisis Team Members 
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● Announce over phone system, “EVACUATE THE BUILDING IMMEDIATELY.”  This should be 
repeated several times.  

● Call 911, if necessary.  
● Notify relocation center, takes cell phone, emergency keys and office Emergency and Crisis Binder 

which contains student and staff emergency contact information.  
● Students and staff follow evacation route. Follow alternative route if normal route is too dangerous. 

Safe places include, in order: Auto Zone, Winona Leasing and Sales, Carwash, 
● Administration, Crisis Team Members and/or Administrative Assistant sweeps building to make sure 

unoccupied, turns off lights, closes all outside doors.  

Role- Learning Leaders/Other Staff 

● Direct students to follow evacuation procedures unless alternative route has been advised.  
● Take Emergency & Crisis Binder with class lists and first aid kit.  
● Close classroom doors and turn out lights.  
● When outside building, account for all students.  Inform Administration and/or Administrative 

Assistant immediately if student(s) is/are missing.  
● If students are evacuated to relocation center, stay with class. Take roll again when you arrive at 

relocation center.  

Relocation Centers 

Primary Relocation Center:  

Auto Zone 

Secondary Relocation Center: 

Winona Leasing and Sales 
Carwash 
 
Return to building 
 
● No one may re-enter building until fire or police personnel declare entire building safe. 
● Administration notifies students and staff of termination of emergency.  Return to building and resume 

normal operations. 
● Notify parents/guardians if situation warrants. 
 
 
 
 
 
 

 
LOCK DOWN PROCEDURES 

 
One means of securing the school is to implement lock-down procedures. Lock-down procedures may be 
issued in situations involving dangerous persons or other incidents that may result in harm to persons 
inside the school building.  In this case, threats are usually located outside of the building, and the safest 
position for those in the building is lock down. 
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Role- Administration or Designee/Crisis Team Members 
 

● Staff member noticing situation will announce to Administrators or their designeee “Lock Down” 
procedure with a description of the threat. 

● Announce over phone system, “INITIATE LOCK DOWN PROCEDURES.”  This should be repeated 
several times.  

● Administration or other their designee calls 911.  If the threat is immediate, stay on the line with 911 
for further instruction. 

● Crisis Team members report to office, lock all outside entrances, leaving person in charge of students in 
classroom.  If office not accessible, meet in front entry or kitchen entry. 

Crisis Team members will make immediate decisions in response to such issues as: 

● designating adult(s) to meet emergency vehicles 
● designating adult(s) to sweep buildings 
● designating adult(s) to meet with media and hold in an area until after crisis 
● designating adult(s) to notify and/or meet with parents 
● designating adult to write down everything, including: time first notified of crisis, action taken, time 

anyone else was notified (who, what, when, where) 

Role- Learning Leaders/Other Staff 

● Direct all students, staff and visitors into closest office, classroom or storage area.  
● Lock doors and turn off lights if able to do so safely.  
● Move all persons away from windows and doors, preferably into an area not visible through windows. 

Use areas practiced in drills.  Make every attempt to block the door from being opened from the other 
side. 

● Take note of who is in the room.  Call the office to them notify of any missing students. 
● Allow no one outside of classrooms or lab until “all-clear” signal is given.  

End of Lock-Down 

The end of a lock-down situation will be announced by the Administrator or designee with the words “all 
clear.”  All instructions of emergency officials must be followed.  

Parents cannot take children from school during a lock-down.  When lock-down is ended, if parents are 
waiting in parent area the student will be taken to the parent by a staff member or officer.  After the lock-down 
and crisis situation have ended, the Crisis Team will: 

● Follow Media Procedures section. 
● Meet with staff.  Make plans for dealing with aftermath of crisis. 
● Administration will hold a meeting for parents within 48 hours. 

REVERSE EVACUATION PROCEDURES 

Reverse evacuation procedures are implemented when conditions inside the building are safer than 
outside.  Reverse evacuation procedures are often implemented in combination with other procedures 
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(e.g. lockdown, shelter-in-place) in order to ensure the safety of students and staff who are outside the 
building.  

 
Role- Administration or Designee/Crisis Team Members 
 

● Staff member noticing situation will announce to Administrators or their designeee “Reverse 
Evacuation” procedure with a description of the threat. 

● Announce over phone system, “REVERSE EVACUATION.  STAY IN THE BUILDING.  ALL 
STUDENTS AND STAFF RETURN TO THE BUILDING AND LOCK ALL DOORS.”  This should 
be repeated several times.  

● Administration or other their designee calls 911.  If the threat is immediate, stay on the line with 911 
for further instruction. 

● Call all known staff who are outdoors to return to the inside of the school.   Direct staff to physically 
notify any classes that may be too far away from the building to hear the announcement or alarm. 

● Crisis Team members report to office, lock all outside entrances, leaving person in charge of students in 
classroom.  If office is not accessible, meet in front entry or kitchen entry. 

Role-  Learning Leaders/Other Staff  

• Move all students and staff inside as quickly as possible. 

• Assist those needing additional assistance.  

• Report to classroom.  

• Take attendance.  

• Report any missing, extra or injured students to building administration. 

• Wait for further instructions. 
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SEVERE WEATHER SHELTER 

Tornado/Thunderstorm Watch/Winter Storm Watch has been issued in an area near school: 

 

● Administrative Assistant monitors Emergency Alert Stations  
● Administrative Assistant will notify staff that a WATCH has been issued. 
● Bring all persons inside building(s).  
● If a tornado or thunderstorm watch is in place review tornado drill procedures and location of safe 
areas. 
Our safe areas are: the boys’ and girls’ bathrooms in the central part of the building and the hallway between the bathrooms, 
the conference room, the auxiliary room, and the interior storage rooms.  All students in Pre-Primary will go in the conference 
room, the Primary I classroom will go in the boys’ bathroom room and outside hallways boys wall, Primary II students will go 
in girl’s bathroom and outside hallway girl’s wall, and all Secondary students will go to the auxilary room.  If additional space 
is needed use the storage rooms.  Review "drop and tuck" procedures with students.  

Tornado/Severe Thunderstorm Warning has been issued in an area near school, or tornado has been 
spotted near school: 

● Administrative Assistant announces Tornado WARNING. 
● Move students, educational staff, and volunteers to the conference room, boys’ and girls’ bathrooms, 

auxillary room, or storage rooms as described above.  No one should remain in the gym or community 
space.  All staff should bring their cell phones with them. 

● Administrative Assistant and other office staff will sweep building and close classroom doors.  The 
Administrative Assistant will take office copy of Emergency and Crisis Manual, emergency keys, 
battery operated flashlight and radio and wait with office staff. 

● Learning Leaders take Emergency and Crisis manual, first aid kit and rosters.  
● Ensure that students are in "tuck" positions.  
● Account for all students.  
● Remain in safe area until warning expires or until emergency personnel have issued an all-clear. 

 
Flood Watch/ Winter Storm Watch/Warning has been issued in an area that includes school: 

 

● Monitor Emergency Alert Stations, NOAA Weather Radio, and stay in contact with local emergency 
management officials.  

● Review evacuation procedures with staff and prepare students.  
● Check relocation centers. Find an alternate relocation center if primary and secondary centers would 

also be flooded or damaged.  
● Line up transportation resources.  

Flood Warning has been issued in an area that includes your school: 

 

● If advised by emergency responders to evacuate, do so immediately.  
● Learning Leaders take emergency crisis binder, class roster and first aid kit.  
● Move students to designated relocation center quickly.  

12 
 



● Turn off utilities in school and lock doors.  
● Learning Leaders take attendance upon arriving at relocation center- Report missing students to 

Administration.  

SHELTER–IN–PLACE PROCEDURES 

 
 
Sheltering in place is used when evacuation would put people at risk (e.g. environmental hazard, 
blocked evacuation route). Sheltering in place provides refuge for students, staff and the public 
inside the school building during an emergency.  Shelters are located in areas of the building that 
maximize the safety of inhabitants. 
 
 
Role- Administration or Designee/Crisis Team Members 
 

● Announce students and staff must to go to shelter areas. 
 

● Close all exterior doors and windows, if appropriate. 
 

● Turn off ventilation system (HVAC), if appropriate. 
 

● Monitor the situation. 
 

● Provide updates and instructions as available. 

● Call 911, if appropriate. 

● Announce “all clear” when the emergency has ceased 

 
Role-  Learning Leaders/Other Staff 
 
 

● Clear the halls of students and staff immediately and report to the nearest available classroom or other                 
designated shelter area 

 
● Assist those with special needs 

 
● Take crisis procedures and first aid kit. 

 
● Take attendance and report any missing or extra students to building administration. 

 
● Do not allow anyone to leave the classroom or shelter area 

 
● If there appears to be air contamination within the shelter area, place a wet handkerchief or wet                 

paper towel over the nose and mouth for temporary respiratory protection 
 
 
If sheltering-in-place because of an external gas or chemical release 
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• Close and tape all doors. 
 
• Seal the gap between the floor and the bottom of the door. 
 
 
 
If sheltering-in-place because all evacuation routes are blocked 
 
• Seal doors. 
 
• Open or close windows as appropriate. 
 
• Limit movement and talking. 
 
• Communicate your situation to administration or emergency officials. 
 
• Stay away from all doors and windows. 
 
• Wait for instructions. 

 

STUDENT REUNIFICATION/RELEASE PROCEDURES 
 
 
Student reunification and release procedures should be communicated to parents at the beginning of              
each school year when reviewing school safety procedures. The procedures should be included in the               
student handbook distributed at the beginning of the school year. 
 
Role- Administration or Designee/Crisis Team Members 
 
 

● Designate a location for reunification of students with authorized adults (e.g. parents, legal             
guardians or others authorized in student’s emergency information) In most cases, the primary and              
secondary relocation sites will be used. (Carwash Lot, Auto Zone, Winona Leasing and Sales.) If               
students have to be transported further from the school, law enforcement will be notified              
immediately. 

 
 

● Coordinate messages to parents. 
 

● Notify emergency responders for assistance with traffic control, crowd control and medical needs as              
needed. 

● Activate staff to take attendance at the location and use personal cell phones to make parent phone                 
calls, as needed. 

 
● Assign Administrative Assistant or other staff to take most current student emergency contact/pick             

up information to the site along with other reunification supplies. 
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● Request transportation for students and staff including special needs transportation. 
 

● Provide for behavioral health services at the reunification site for students and parents. 
 

● Ensure documentation of release of students. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ASSAULT/FIGHT 
 

● Ensure the safety of students and staff first. 
● Assess seriousness of situation, call for other staff help if necessary. 
● Stay on the scene.  Have someone contact an Administrator.  Call 911 if necessary.  Clear onlookers. 
● Defuse situation if possible.  Control the scene and demand that the combatants stop.  In medical 

emergencies, administer CPR/first aid if certified to do so.  
● Seal off area where assault took place. 
● Notify police if weapon was used, victim has physical injury causing substantial pain or impairment of 

physical condition, or assault involved sexual contact (intentional touching of anus, breast, buttocks, or 
genitalia of another person in a sexual manner without consent; this includes touching of those areas 
covered by clothing). 

● Notify parents/guardians of students involved in assault. 
● Document all activities on an Incident Report.  Obtain statements from combatants and witnesses and deal 

with situation according to Discipline Policy. 
● Debrief as a team to discuss incident. 
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● Assess counseling needs of victim(s) or witnesses.  
● Meet with parents to re-enroll any suspended students. 

 

 
BOMB THREAT 

 
Upon receiving a phone call that a bomb has been planted in school: 
● Complete the “Bomb Threat Phone Report” and “Caller Identification Checklist” in appendixes. 
● Listen closely to caller’s voice and speech patterns and to noises in background. 
● After hanging up phone, dial *57 to trace the call if possible. 
● Notify Administrator. 
● Administrative Assistant or Administrator will call 911 and order evacuation, if necessary. 
● Follow evacuation procedures.  Do NOT mention “bomb threat.” 
 
If threat is received by a written note: 
● Notify Administrator, who should immediately call 911. 
● Avoid any unnecessary handling of note.  It is considered evidence. 
● Place note in a plastic bag, if possible. 
● After consulting with law enforcement officers, Administration may order evacuation. 
● Report any unusual activities/objects to law enforcement officials immediately. 
 
If building is evacuated, no one may re-enter building until sheriff or police personnel declare entire 
building safe. 

 

 

 

 

 

 

 

DEMONSTRATION 
 
 
 
Demonstrations on school property could be deemed trespassing. Minnesota State Statute 609.605 
gives a school building administrator authority to have persons removed from school property as 
trespassers if they are not authorized to be there. 
 
If demonstration is near, but not on school property: 
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Role- Administration or Designee/Crisis Team Members 
 
 

● Notify and consult with law enforcement in developing a plan of action. 
 

● Notify building staff. 
 

● Encourage staff not to participate in student-led or public demonstrations and to maintain the learning               
environment 

 
● Monitor situation and make decisions based on developing information 

 
● Consider communication venues (e.g. Web site posting, email) 

 
● Consider lockdown with warning procedures (see Lockdown procedures) 

 
 
If demonstration is on school property: 
 
Role- Administration or Designee/Crisis Team Members 
 
 

● Notify and consult with law enforcement 

● Identify who asks the demonstrators to leave 

● Develop an action plan 

● Notify building staff 

● Encourage staff not to participate in student-led or public demonstrations and to maintain the learning               

environment 

● Consider lockdown with warning procedures (see Lockdown procedures) 

● Ensure safe entry into and exit from the building 

● Monitor situation and make decisions based on developing information 

● Consider communication venues (e.g. Web site posting, email) 
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FIRE, SMOKE, EXPLOSION, or OIL LEAK 
 

In case of fire, smoke from a fire, explosion or oil leak: 

● Pull fire alarm and notify Administrator or Crisis Team Member.  “Evacuate the Building 
Immediately” 

● Evacuate students and staff to the designated area: Auto Zone, Winona Leasing and Sales, Carwash 
● Follow normal fire drill routine (use evacuation procedures). Follow alternate route if normal route is 

too dangerous or blocked. See map located near room door.  

1. The Learning Leader should lead the way in case a change in route must take place. 
2.  Children should leave the room single file not taking anything with them. 
3.  Door holders for the room and the outside doors should be assigned.  If another adult is present in the room 

they should be assigned to be the door holders.  
4.  Adult door holders close the room doors when all students are out of the room.  If and adult door holder is 

not present the door should be left open until officer personnel or other educational assistants can check 
to verify the room is empty.  The school doors should be closed when everyone has exited the building. 

5.  Students in special area classes will exit with staff member supervising through the nearest exit and join 
their class for roll call.  Special area learning leaders and special educational assistants will stay with 
their students in the class line. 

6.  Students in lavatories will join the nearest line and exit with the group to its stopping place.  They may then 
ask the teacher to join their own class for roll call. 

7.  Students and staff will walk quietly and quickly to the designated exit. 

● Staff will take Emergency & Crisis Binder with class roster and first aid kit.  
● Learning leaders take roll after their class is clear of the building.  
● Learning leaders report missing students to Administrator or Administrative Assistant immediately.  
● Office personnel and extra educational assistants will be responsible for checking bathrooms, storage 

closets, computer lab and any classrooms with open doors 
● No one may reenter building until entire building is declared safe by fire or police personnel.  
● Administrator notifies students and staff of termination of drill or emergency.  
● Administrator must report incident to Fire Marshall (as required by State Law).  
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HAZARDOUS MATERIALS RELEASE OR CHEMICAL SPILL 

Incident occurred in school: 

● Notify Administration or Crisis Team Member. 
● If chemical has contacted skin or eyes, follow recommended directions on label or on Materials Safety 

Data Sheet. 
● Avoid direct or indirect contact with chemical or released material.  
● Call 911. If identity and/or location of hazardous materials is known, report information to 911.  
● Learning Leaders evacuate students to an upwind location (Auto Zone), taking Emergency & Crisis 

Binder with class roster and first aid kit following Fire evacuation procedures. 
● Learning leaders report missing students to Administrator or Administrative Assistant immediately.  
● Office personnel and extra educational assistants will be responsible for checking bathrooms, storage 

closets, computer lab and any classrooms with open doors 
● Seal off area of leak/spill. Close doors.  
● Secure/contain area until fire or emergency personnel arrive.  
● Fire or emergency officer in charge may recommend additional shelter or evacuation actions.  
● Consider shutting off heating, cooling and ventilation systems in contaminated area to reduce the 

spread of contamination.  (Office Emergency & Crisis Binder should contain instructions) 
● Notify parent/guardians if students are evacuated. 
● Resume normal operations after consulting with fire officials.  

Incident occurred near school property: 

● Fire or Police will notify school officials.  
● Consider need for closing outside air intake, evacuation of students to a safe area or sheltering students 

in the building until transportation arrives.  
● Fire or emergency officer in charge of scene will recommend shelter or evacuation actions.  
● Follow procedures for sheltering or evacuation.  
● If evacuating, Learning Leaders should take Emergency & Crisis Binder with class roster and first aid 

kit.  
● Learning Leaders report missing students to Administrator or Administrative Assistant immediately.  
● Office personnel and extra educational assistants will be responsible for checking bathrooms, storage 

closets, computer lab and any classrooms with open doors 
● Notify parents/guardians if students are evacuated. 
● Resume normal operations after consulting with fire officials. 

 

 

HOSTAGE 

 

If the hostage–taker is unaware of your presence, Do Not Attract Attention!  

In the event of a hostage situation and you are taken hostage:  

• Cooperate with the hostage-taker to the fullest extent possible  
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• STAY CALM, try not to panic; calm students if they are present  

• Be respectful to the hostage-taker  

• Ask permission to speak; do not argue or make suggestions  

If you witness a hostage situation:  

Staff 

 • Notify building administration immediately  

• Keep all students in their classrooms until further notice  

• Wait for further instructions Building Administration  

• Initiate Lockdown with Intruder procedures  

• Call 911 and notify emergency responders  

• If known, provide a description of the following:  

o Identity and description of the individual 

o Description and location of the incident  

o Number of hostages  

o Number of injuries  

• Seal off area near hostage scene  

• Students should be moved from exposed areas or classrooms to safer areas of the building  

• As soon as possible, and only if it can be accomplished safely, assign a staff member to stand outside warning 
visitors of the danger, until law enforcement arrives  

• When law enforcement arrives, they will take control of the situation  

o Continue to coordinate with law enforcement for the safety and welfare of students and staff  

• Document all actions taken 
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INTRUDER 

An intruder may be either well- or ill-intentioned. Early intervention may reduce or eliminate the 
escalation of the incident. There is always the potential that an intruder may possess a weapon or 
become violent.  

When interacting with a stranger at school, use the “I CAN” rule.  

Intercept        Contact          Ask         Notify  

In the event an unauthorized person enters school property (intruder):  

Staff 

● Politely greet the subject and identify yourself  
● Consider asking another staff person to accompany you before approaching the subject  
● Inform the subject that all visitors must register at the reception area  

o Ask the subject the purpose of his or her visit  
o If possible, attempt to identify the individual and vehicle  
o Escort the subject to the reception area  

● If the subject refuses or his or her purpose is not legitimate, notify building administration that there 
may be an intruder in the school building  

o Attempt to maintain visual contact with the intruder until assistance arrives  

o If possible keep students away from the intruder  

o Take note of the subject name, clothing and other descriptors  

o Observe the actions of the intruder (e.g. where he or she is located in the school building, whether he or she 
is carrying a weapon or package)  

● Back away from the subject if he or she indicates a potential for violence  
● Allow an avenue of escape for both the intruder and yourself  

Building Administration/Crisis Team Members 

● Respond to call for assistance from staff  
● Advise the subject they are trespassing and need to leave the school or law enforcement will be notified  
● If the subject refuses or his or her purpose is not legitimate,  

o Consider initiating Evacuation or Lockdown with Intruder procedures  

o Call 911 and notify law enforcement  

o Advise law enforcement of the intruder’s location and provide a full description  
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o Attempt to keep the subject in full view until law enforcement arrives while maintaining a safe distance  

o Provide all staff with a full description of the intruder  

● Document all actions taken by staff  

Minnesota State statute 609.605 subd.4 gives a school building administrator authority to have persons 
removed from school property as trespassers if they are not authorized to be there. 

 

MEDIA PROCEDURES 
 
All staff must refer media to district spokesperson. 
 
The Administration will serve as district spokesperson unless he/she or the Riverway Learning Leader Board 
Chair designates a spokesperson. If spokespersons are unavailable, an alternate assumes responsibilities.  

During an emergency, adhere to the following procedures: 

● Establish a media information center away from affected school.  
● Ask for number and call back as soon as you have assessed the situation. 
● Update media regularly. Do not say "No comment".  
● Do not argue with media.  
● Maintain log of all telephone inquiries. Use scripted response to inquiries.  

Media statement: 

● Emphasize safety of students and staff first.  
● Issue brief statement consisting only of the facts.  The statement should contain the minimum amount 

of critical information.  (Let police handle criminal issues.) 
● Briefly describe school's plan for responding to emergency.  
● Respect privacy of victim(s) and family of victim(s). Do not release names to media.  

Refrain from exaggerating or sensationalizing crisis. 
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MEDICAL EMERGENCY 

If incident occurred in school: 

● Call 911. Do not leave the victim unattended.  
● Notify CPR/first aid certified persons in school building of medical emergencies (names of CPR/first 

aid certified persons are listed in Crisis Team Members section).  
● If possible, isolate affected student or staff member.  
● Initiate first aid if trained.  
● Do not move victim except if evacuation is absolutely necessary.  
● Notify Administration. 
● Administration will designate staff person to accompany injured or ill person to hospital.  
● Administrator notifies parent(s)/guardian(s) of affected student or staff member.  
● Determine method of notifying students, staff and parents.  
● Refer media to Administrator.  

If incident occurred outside of school: 

● Activate school crisis team, as needed.  
● Notify staff if before normal operating hours.  
● Determine method of notifying students and parents.  
● Refer media to Administrator.  

Post-crisis intervention: 

● Crisis Team meets with staff members.  
● Determine methods and level of intervention for staff and students.  

● Example:  contact Winona State Counseling Department and/or Hiawatha Valley Mental Health to 
request help from psychologists and counselors. 

● Designate rooms as private counseling areas.  
● Escort affected student's siblings and close friends and other "highly stressed" individuals to 

counselors.  
● Assess stress level of staff. Recommend counseling to overly stressed staff.  
● Follow-up with students and staff who received counseling.  
● Designate staff person(s) to attend funeral.  
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● Allow for changes in normal routines or test schedules to address injury or death.  

 

 

 

SEXUAL ASSAULT 
 
 
In the event of a sexual assault or notification of a sexual assault: 
 
 
Staff 
 

● Notify building administration immediately 
 

● Complete all required reports 
 

● Maintain confidentiality during the investigation 
 

● Direct the individual (e.g. student or staff) not to repeat any information elsewhere in the               
school, especially if not the direct victim 

 

o Do not leave the victim alone 
 

● Ensure the short-term physical safety of the victim 
 

● Notify the school nurse or student services to provide care and secure immediate medical treatment if                
needed 

 
● If appropriate, preserve all physical evidence 

 
Role- Administration or Designee/Crisis Team Members 
 

● Maintain confidentiality during the investigation 
 

o If a staff person heard the report, instruct them not to repeat anything or give any information                  
within or outside the school unless specifically told to do so 

 
● If assault occurred on campus 

 
o Notify appropriate law enforcement 
o Notify local rape crisis center 

 

● Designate a school counselor or staff member who has a positive relationship with the victim to                
review the types of support she or he may need 

● Determine needs for peer support 
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● Encourage the victim to seek support from a rape crisis center 

 
● Take action to control rumor 

 
● Document all actions taken by staff and complete incident reports 

 
● Store all records related to sexual assault incidents and services provided in an confidential              

administrative file 
 
A sexual assault examination is an important piece of evidence in a sexual assault investigation. The exam should be 
performed as soon as possible to preserve quality and quantity of the evidence. A trained medical professional will 
perform the exam. The victim must be advised on how to protect the evidence she or he may have. The victim must be 
told not to douche, bathe, shower, wash or throw away the clothing she or he was wearing at the time of the sexual 
assault. 
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SHOOTING 

 

If a person threatens with a firearm or begins shooting: 

Staff and Students: 

● If you are outside - go inside the building as soon as possible, and lock the doors.  Get away from 
windows.  If you cannot get inside, make yourself as compact as possible; put something 
between yourself and the shooter; do not gather in groups.  “Lock Down” Students, staff and 
visitors should crouch under tables, behind shelves or in bathrooms without talking and remain 
there until an all-clear is given. Check the halls for wandering students and bring them 
immediately into your lock down area, even if they are from another classroom. Notify the office 
if you have students from another class in your room when it is safe to do so.  

● If you are inside – “Evacuate the Building”  
● Learning Leaders take first aid kit and Emergency and Crisis Manual with class lists.  Take roll 

and immediately notify the Administration of any missing students or staff when it is safe to do 
so.  Follow Evacuation Procedures. 

Administration and Crisis Team Members: 

● Assess the situation as to:  

● the shooter's location  
● any injuries  
● potential for additional shooting  

● Call 911 and give as much detail as possible about the situation.  
● Secure the school, if appropriate.  
● Assist students and staff in evacuating from immediate danger to a safe area.  (Carwash, Fastenal 

Store, Auto Zone) 
● Care for the injured as carefully as possible until law enforcement and paramedics arrive.  
● Prepare information to release to media and parents/guardians.  
● Notify parents/guardians.  
● Hold information meeting with all staff.  
● Initiate a grief counseling plan.  
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SUICIDIAL THREAT OR ATTEMPT 
 

Suicide attempt or threat in school: 

● Intervene prior to attempted suicide, as appropriate.  
● Verify information.  
● Try to isolate suicidal person from other students. Prevent others from witnessing a traumatic 

event if possible.  
● Call 911, if person requires medical attention, has a weapon or needs to be restrained.  
● Notify Administration.  Administration notifies the Crisis Intervention/Mental Health Hotline at 

1-800-362-8255.  
● Calm suicidal person.  
● Stay with person until counselor/suicide intervention arrives. Do not leave suicidal person alone.  
● Administrator calls a parent(s)/guardian(s) if suicidal person is a student.  
● The initial staff member, who had direct involvement with the crisis, will activate crisis team. 
● The team determines method of notifying staff and students according to procedure or policy. 

If attempt results in serious injury or death, follow procedures in this policy listed under Serious 
Injury/Death. 

 
SUSPICIOUS PACKAGE OR MAIL 

 
CHEMICAL/BIOLOGICAL THREAT 

 
 
Characteristics of a suspicious package or letter include excessive postage or excessive weight; 
misspellings of common words; oily stains, discolorations, or odor; no return address or a city or 
state postmark that does not match the return address; or a package that is not anticipated by 
someone in the school or is not sent by a known school vendor. 
 
If you receive a suspicious package or letter by mail or delivery service: 
 
 

● DO NOT OPEN package or letter 
 

● Notify building administration 
 

● Limit access to the area where the suspicious letter or package is located to minimize the                
number of people who might directly handle it 

● Preserve evidence for law enforcement 

Administration and Crisis Team Members: 

• CALL 911 and notify law enforcement 
 
• Notify district administration 
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• Document all actions taken by staff 
 
 
 
 
 
 
If a letter/package contains a written threat but no suspicious substance: 
 
 

● Notify building administration 
 

● Limit access to the area in which the letter or package was opened to minimize the                
number of people who might directly handle it 

 
● Preserve evidence for law enforcement 

 
● Complete Threat Incident Report Form 

 

Administration and Crisis Team Members: 

 
● Call 911 

 
● Preserve evidence for law enforcement and turn the letter or package over to law              

enforcement 
● Document all actions taken by staff 

 
If a letter or package is opened and contains a suspicious substance: 
 
 

● Notify building administration 
 

● Limit access to the area in which the letter or package was opened to minimize the                
number of people who might directly handle it 

 
● Isolate the people who have been exposed to the substance to prevent or minimize              

contamination 
 

● Preserve evidence for law enforcement 
 

● Complete Threat Incident Report Form 
 
Administration and Crisis Team Members: 
 

● Call 911 
 

● Preserve evidence for law enforcement 
 

● Turn the letter or package over to law enforcement 
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● Consult with emergency officials to determine: 
 

o Need for decontamination of the area and the people exposed to the substance 
o Need for evacuation or shelter-in-place 

 

 
● Notify parents or legal guardians according to district policies 

 
 
When sorting mail, staff should always be aware of the characteristics of a suspicious package or letter. When a 
suspicious package or letter has been identified, these procedures should be implemented immediately. 

 

 

 

 

 

TERRORISM 
 
 
Terrorism is the unlawful use of force or violence against persons or property to intimidate or 
coerce a government, the civilian population, or any segment thereof, in furtherance of political 
or social objectives (Federal Bureau of Investigation). 
 
Most terrorism events are at a national or international level. Initially, domestic or local events 
will be perceived as a criminal act and not immediately recognized as terrorism. 
 
In the event of an attack within the United States: 
 
Role- Administration or Designee/Crisis Team Members 
 

● Monitor the situation 
● Consult with local law enforcement and emergency management agencies 
● Develop an action plan 

 
o If school is in session, consider a district wide lockdown with warning (see             

Lockdown procedures) or student release 
 

● Notify all staff 
● Implement district-wide behavioral health crisis intervention procedures 
● Notify parents or legal guardians of actions taken 

 
o Availability of counselors 
o If implementing Lockdown procedures, instruct parents not to come to the school 
o If implementing Student-Release procedures, notify parents of reunification plan 

 

● Re-evaluate action plan as new information develops 
● Implement district-wide action plan 
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● Implement behavioral health crisis intervention procedures 
● Allow teachers to suspend regular learning programming 
● Provide opportunities for students to meet with student services staff 

 
Role-  Learning Leaders/Other Staff 
 

● Inform students of the incident in an age appropriate manner 
 

● Stay calm and address student concerns 
o Limit access to media outlet (e.g. television, radio, internet) o Answer 

student questions honestly 

 
o Do not allow students to speculate or exaggerate graphic details 

 

● Decide whether or to temporarily suspend regular learning programming adjusting lesson plans            
to include discussion and activities about the event 

 
● Monitor student behaviors and reactions and make referrals to appropriate student           

services staff 
 

It is important to restore the learning environment as soon as possible, maintaining structure and 
stability throughout the school day. Try to engage in classroom activities that do not focus solely on 
the attacks. Children are comforted by normal routines and "back-to-normal" activities will help and 
reassure them. 
 
 

WEAPONS 
 
Staff or student who is aware of a weapon brought to school:  

● Immediately notify Administration  
● Give the name of suspected person who brought the weapon, where the weapon is located, if the 

suspect has threatened anyone or any other details that may prevent the suspect from hurting 
someone or himself/herself.  

● If the learning leader believes that weapon is in classroom, he/she should confidentially notify a 
neighboring teacher.  Learning leader should not leave classroom.  

Administration: 

● Call police if, as viewed by a reasonable person, a weapon is suspected to be in school.  
● Ask another staff member to join you in questioning suspected student or staff member.  
● Isolate student from weapon, if possible. If the suspect threatens you with the weapon, do not try 

to disarm him/her. Back away with your arms up. Stay calm.  
● Along with another staff member, accompany suspect to private office to wait for police.  
● Keep detailed notes of all events.  
● Notify parent(s)/guardian(s) if suspect is a student.  
● Document the incident, per reporting requirements established in Minnesota Statutes.  
● Follow student or staff discipline policies. 
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APPENDIX A 
 
EMERGENCY TELEPHONE NUMBERS LISTING 

Riverway Learning Community 
1733 Service Drive, Suite 18 

Winona, MN  55987 
 

Fire, Ambulance, Police 

Emergency (Fire, Police, EMS) 911 STAFF WITH CELL PHONES 
LISTING (emergency evacuation)  

Local Sheriff (Non-emergency) 457-6368 Oscar Uribe 512-297-0369 
Local Fire (Non-Emergency) 457-8266 Jennifer Al-Saeed 507-450-4607 
Local Ambulance 452-5351 Julie Moldenhauer 507-313-6290 
Police (Non-Emergency) 457-6302   

Referrals & Reporting 

Crime Victims Services Statewide (800) 247-0390 
Child Abuse Hotline National (800) 422-4453 
Child Abuse Reporting: MN  HHS State 651-296-3971 
Child Abuse Reporting - Winona Local 457-6200 
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Hiawatha Valley Mental Health Center   454-4341 
State Fire Marshall’s Office  651-215-0518 

Hazardous Materials/Poison 
Hazardous materials leak or spill Minnesota  Statewide (800) 422-0798 
Poison Control Center Statewide 1-800-222-1222 

Disaster Assistance 
American Red Cross Disaster Services Statewide 651-291-6789 
 American Red Cross Local 507-452-4258 

Emergency Management Agencies 
Division of Emergency Management – 24hr Statewide (800) 422-0798 
Emergency Management/ Services Winona                             (507) 457-6531 

Public Utilities 
Electricity:  Xcel Energy                            (800) 895-1999 
 
 

 

 

 

 

 

 

 

 
APPENDIX B 

 
THREATS OR BOMB THREAT PHONE REPORT 

 

1. Date and time call received: 
 

2. Exact words of caller: 
 

3. Remain calm and be firm. Keep the caller talking and ask these questions: 

a. Where is the bomb? 
 

b. What does the bomb look like? 
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c. When will it explode? 
 

d. What will cause it to explode? 
 

e. How do you deactivate it? 
 

f. Why was it put there? 
 

g. Did you place the bomb? 
 

4. If the building is occupied, inform the caller that detonation could cause injury or death to 
innocent people. 
 

5. If call is received on a digital phone, check to see the origin of the call.  
 
 

6. If the caller hangs up, try to trace the call or check caller ID record. 

 

 

 

 

 

 

APPENDIX B (continued) 
 

CALLER IDENTIFICATION CHECKLIST 
 

Caller's identity: __________ 

Sex/Age group: _____ Male _____ Female _____ Adult _____ Juvenile 

Approximate age: _____ Years 

Origin of call: _____ Local _____Long Distance _____ Internal 

Caller's voice: 

___ Loud ___ Soft ___ Fast ___ Slow 
___ Deep ___ Squeaky ___ Distant ___ Distorted 
___ Sincere ___ Raspy ___ Stressed ___ Stutter 

33 
 



___ Nasal ___ Drunken ___ Slurred ___ Lisp 
___ Disguised ___ Crying ___ Broken ___ Calm 
___ Irrational ___ Rational ___ Angry ___ Incoherent 
___ Excited ___ Laughing ___ Righteous ___ Accent 
Background noises: 

___ Voices ___ Airplanes ___ Street traffic ___ Trains 
___ Animals ___ Party ___ Factory machines ___ Quiet 
___ Music ___ Horns ___ Office machines ___ Bells 
Familiarity: 

___ Did caller sound familiar? 

___ Did caller appear familiar with the building or area by his/her description of the device location? 

Name of person receiving the call: __________ 

Telephone number call received at: __________ 

 

Immediately after caller hangs up, dial *57 to trace call, and notify Administration. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
APPENDIX C 
 
Psychological Factors After the Crisis 
[Note: This Psychological Factors guide was prepared under a grant from the Federal Emergency 
Management Administration to assist learning leaders to help children recover from the Loma Prieta 
earthquake of 1989. It is reprinted with permission from the Maine School Emergency Planning Guide.] 

This guide is meant as a resource to assist learning leaders in helping children to recover from the 
effects of a disaster. The ideas presented will help in coping with general disasters, as well as 
with crises that occur in the lives of individual children. 
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It is not the intent of the School District’s Crisis Management Policy to "train" staff members to be 
mental health professionals, nor to expect them to function as such. The intent is to make 
available all information that pertains to preparing and coping with the effects of disasters, 
minor or catastrophic. Therefore, the psychological factors involved in disaster situations should 
be understood by all staff members. 

For purposes of maintaining preparedness in disasters, especially disasters that could involve mass 
injuries, it is necessary to consider both psychological and social needs, those emotional and 
community-related factors that affect the victim or family and significant others, or that influence 
the staff in the performance of their duties. The emotional component is characterized by: 

(1) the individual’s reaction to a casualty situation, whether or not a personal injury has 
been sustained; 

(2) the reaction of the family and significant others to the situation and to the victim’s 
injury or, possibly death; 

(3) the reaction of the staff to the situation, both as participants personally impacted by 
the situation and as school district employees providing a disaster service; and 

(4) the reactions and behavior of the community. 

The social component can be seen as the response of community agencies and services in providing 
necessary resources and in meeting responsibilities to those injured or impacted, as well as the 
material resources of the victim and family. 

VICTIMS 
Victims undergo what might be called a "disaster syndrome," which consists of four phases of emotional 

and mood reactions. Individuals differ in the time spent in each phase and in the intensity of 
reaction, but the general sequence is as follows: 

 
1. Shock Phase: Immediate, lasting a few minutes to a few hours; behavior is dazed, stunned, apathetic, 

disorganized, does not respond to direction.  
2. Suggestibility Phase: May last several days; shows unselfish regard for the welfare of others, willing 

to follow instructions, grateful, guilt due to survival, suggestible.  
3. Euphoric Phase: May last several weeks; behavior includes identifying with others in the same 

situations, feeling of brotherhood, enthusiastic participation in group activities.  
4. Depressive Phase: (personal frustration) – Hopefully fades as life returns to regular pattern; 

behavior is critical, complaint oriented, awareness of and annoyance with losses.  
 
 
 
 
 
These phases are all normal behavioral responses. Experiencing a disaster is a crisis and as such is 

made more severe by the added factors of death, injury, family problems, job difficulties, illness, 
loss of personal belongings, and the disturbance of regular routine. After the initial  

 
numbness and absence of panic wears off (usually one to two hours), the following behaviors set 
in: 

 
Fearful, crying, horror at sights of destruction/devastation/sounds; talks about it to everyone who will 

listen; watches all TV coverage; reads everything on the events; usually lasts several 
days.  
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Returns to work and usual routine when possible; less apt to want to discuss disaster; avoids media; 
feels anxious, irritable, insomnia, depressed, guilt of surviving, angry (both direct and 
displaced); usually lasts several weeks.  

 
In some instances, dysfunctional behavior responses may be manifested. They include: continuing 

morbidity, anxiety, suicide, depression, poor concentration, phobias, headaches, 
gastrointestinal problems, drug/alcohol abuse, absenteeism from school/work, 
deterioration of personal relationships; or recurrent recollection of event/recurrent 
dreams/nightmares. 

 
RESCUE WORKERS 
Rescue workers will experience many of the same feelings as victims. As participants, and possibly 

victims, the behavioral patterns of staff members may include: excessive irritability, fault 
finding, holding grudges, being suspicious, resenting authority, and concern about safety for 
selves and family. 

 
RECOVERY PROCESS 
These factors stand out as essential in dealing with crisis recovery: 
 

� Being able to talk about the experience and express the feelings accompanying the 
experiences.  

� Being fully aware of the reality of what has happened.  
� Resuming concrete activity and being able to reconstruct the pre-disaster life routine.  
� Accessible/available help.  
� Leadership clearly making decision/giving directions.  
� Open avenues of communication for victims to locate family/friends.  
� Prevention of rumors by careful control of words used, and information given.  
� Planning ahead – being prepared.  

 
In a disaster, children look to adults for help. How you react to a disaster gives them  
clues on how they should react. If you react with alarm their fear will increase. As the situation ceases, 

explain to the children what has happened and that help is coming. 
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