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Confidentiality - The Amherst County Public Schools School Crisis, Emergency Management and Medical
Emergency Response Plan is intended for official use only by the Amherst County Public Schools faculty & staff,
county and state public safety and public health officials. Use of this plan for any purpose beyond its intended use is
not authorized and could compromise the health and welfare of students, faculty and staff. Please report
inappropriate use of this plan or any of its components as soon as possible to the school principal or the school
division Emergency Manager.

Thank you for placing the safety of the Amherst County community first.

INCIDENT/EMERGENCY RESPONSE PROTOCOLS
A. Overview of Responses
This section contains protocols for specific types of crisis/emergency events.
First are general or "universal" responses that are employed in association with multiple types of
conditions. These include:
■ Evacuation and Off-site Evacuation Procedures
■ Lockdown Procedures
■ Shelter-in-Place Procedures
Next are response protocols for specific threats and hazards; these are organized by type:
■ Critical incidents are events that require an immediate response by public safety agencies and
are managed by school administrators only until public safety officials arrive. These include:
o security emergencies that adversely affect the operation of the school such as
threats involving weapons, assault, or shooting;
o natural disasters/weather-related emergencies such as earthquakes, tornadoes and severe
weather;
o environmental hazards such as utility failure or hazardous materials spill;
o student or staff serious injury or death;
o suicide or attempted suicide; and
o perceived crises such as tensions arising from rumors of potential violence between
students.
■

Medical emergencies include possibly life-threatening situations arising from health conditions
as well as unintentional and intentional injuries.

B. General Response
Evacuation and Off-site Evacuation Procedures
Schools are to pre-identify three types of evacuation locations:
1. On-site evacuation location within the school (i.e., auditorium, gym, cafeteria, etc.)
2. On-site evacuation location outside of the building (i.e., playground, football stadium)
3. Off-site evacuation location with a partner school or other facility, as well as an alternate location
Schools are to specify evacuation routes according to the type of emergency:
■ Bomb threats: If assessment of threat justifies evacuation, principal/CMT notifies teachers/staff
of evacuation route dictated by known or suspected location of a device.
■ Fire: Follow primary routes unless blocked by smoke, fire or obstructions. Know the alternate
route. Fire evacuation routes are posted in each classroom.

Hazardous Materials Spill Inside the Building: Total avoidance of hazardous materials is necessary as
chemical and natural gas vapors can overcome people within a short period of time.
When implementing EVACUATION procedures: Principal/Crisis Management Team
(CMT)
■

Public safety (911) shall be notified immediately when an evacuation of a school occurs

■

Determine evacuation routes based on location of the incident and types of emergency

■

Communicate the need to evacuate the building or a specific area of the building (utilizing onsite evacuation location inside the building) to the building occupants by activating the fire
alarm or plain language via public address system or bullhorn
- Communicate changes in evacuation routes based on location and types of emergency

■

Notify appropriate school division staff that an evacuation of the school has occurred

■

The Emergency Evacuation Kit (Go-Kit) and the Emergency Medical Bag should be moved
outside with the evacuees

■

Monitor the situation and provide updates and additional instructions as needed

■

During inclement weather, consider requesting buses for sheltering students

■

Communicate when it is safe to re-enter the building or reoccupy a section of the school that
was evacuated i.e., bell system, radio transmission, public address system or bullhorn

Teachers/Staff
■ Exit the building using the designated emergency exit routes or as directed by the
principal/CMT. Emergency exit routes are diagramed on the school floor plan drawing posted
near the light switch inside each room
o Use a secondary route if the primary route is blocked or hazardous
■

Exit routes and the location of the on-site inside the building evacuation location will be
selected and communicated by the principal/CMT at the time of the emergency and the
evacuation

■

Assist those needing special assistance

During fire events, assist those needing special assistance to the FESA (Fire Evacuation
Staging Area) rooms in multiple story buildings and await the arrival of emergency response
personnel, as assigned
■ Classroom teachers should wear the orange colored vest located in the back pocket of the red
classroom flip chart entitled Crisis Management and Security Plan: Classroom Guide for
Teachers
■

■

Lock classroom doors when leaving

■

Take school keys and car keys with you upon exiting the building

■

Do not stop for student or staff belongings

■

Take class roster with you

■

Go to designated evacuation assembly area (minimum of 50 feet from building required in fire
evacuation and 300 feet from building for bomb threat, chemical spill inside building or other
directed evacuations)

■

When outside the building or on-site inside the building evacuation location:
o Check for injuries
o Account for all students
o Immediately report any missing, extra or injured students to the Building Principal/
designee
o Maintain control of students
o Wait for additional instruction

When implementing OFF-SITE EVACUATION procedures:
Principal/Crisis Management Team (CMT)
■ Public safety (911) should be notified immediately when an evacuation of a school occurs
■ On-site evacuation procedures should be executed prior to initiating an off-site evacuation
■ Designated staff assigned radios and/or cell phones should wear their lime green vest
o The Emergency Evacuation Kit (Go-Kit) and the Emergency Medical Bag shall be
moved outside the building with the evacuees
■

Determine if circumstances require students and staff to be evacuated to an off-site location

■

Prior to initiation of an off-site evacuation, the principal, program manager or designee, shall
consult with and obtain authorization from the Division Superintendent, the Assistant
Superintendent, or their designee

■

Notify teachers and staff of the plan to evacuate to an off-site location

■

Notify the receiving site prior to initiation of the off-site movement

■

Announce evacuation
o Specify any changes in off-site evacuation routes based on location and types of
emergency

■

Implement student release procedures at the off-site location, if applicable
o Document the release of any students to an authorized family member or legal
guardian

Teachers/Staff
■ Implement teachers/staff EVACUATION procedures for on-site evacuation location outside
of the building (listed above)
■

Follow direction of principal/CMT concerning movement to off-site location

■

Remain with your class while in route to the off-site location

■

Take attendance upon arriving at the off-site location

o Check for injuries
o Immediately report any missing, extra or injured students to Student
Accountability Coordinator
o Continue to maintain control of students
■

Wait for additional instructions

Evacuation locations at Amherst Education Center:
1. On-site evacuation location within the school: School cafeteria
1. On-site evacuation location outside of the building: Monelison Middle School track
2. Off-site evacuation location with a partner school or other facility, as well as an alternate location:
Monelison Middle School gym / Mt. Sinai Baptist Church 222 Mt. Sinai Road
Schools are to specify evacuation routes according to the type of emergency:
■ Bomb threats: If assessment of threat justifies evacuation, principal/CMT notifies teachers/staff
of evacuation route dictated by known or suspected location of a device
■ Fire: Follow primary routes unless blocked by smoke, fire or obstructions. Know the
alternate route. Fire evacuation routes are posted in each classroom.
■ Hazardous Materials Spill Inside the Building: Total avoidance of hazardous materials is
necessary as chemical and natural gas vapors can overcome people within a short period of
time.
Lockdown Procedures
Lockdown is used when there is an immediate threat of violence in, or immediately around, the school:
All persons should immediately seek shelter in a secure location in the school.
■
■ Staff and students should be behind closed locked doors and not be visible from windows or
doors.
Follow division predetermined policy about closing blinds and turning off lights.
■
Call 911 and remain locked down in place until police arrive and declare the scene all
■
clear.
■ Caution is advised in attempting to lock doors because of potential risk to the persons locking
doors and the possibility of locking out responding police.
Special lockdown considerations include:
Class transition times.
■
Lunch periods.
■
Outdoor activities (physical education classes, etc.).
■
Messages to students and staff (plain language vs. codes, use of placards).
■
Blinds open/blinds closed, lights on/lights off.
■
Messages to parents.
■
When implementing LOCKDOWN procedures:
Principal/Crisis Management Team (CMT)
■

Communicate the need to lockdown the building via the public address system.

o If you know the whereabouts of the violent intruder, e.g., outside the library or on
the second floor, etc., include this information in the lockdown announcement or
any subsequent announcements; that way students and staff can gauge whether
they have an opportunity to evacuate versus lockdown. If individuals and classes
are able to evacuate, they should move to the Student Off-site Evacuation
Location, if accessible. If not they should choose a location far enough away to
ensure safety.
o If known, relay the type of weapon the intruder is in possession of: firearm,
knife, etc.

Information regarding evacuation sites and lockdown procedures is for official school use
only and is not to be released to the public.
Evacuation locations at Amherst Education Center
1.
2.
3.

On-site evacuation location within the school: School cafeteria
On-site evacuation location outside of the building: Monelison Middle School track
Off-site evacuation location with a partner school or other facility, as well as an alternate location:
Monelison Middle School gym / Mt. Sinai Baptist Church 222 Mt. Sinai Road

Schools are to specify evacuation routes according to the type of emergency:
■ Bomb threats: If assessment of threat justifies evacuation, principal/CMT notifies teachers/staff of

evacuation route dictated by known or suspected location of a device
■ Fire: Follow primary routes unless blocked by smoke, fire or obstructions. Know the alternate

route. Fire evacuation routes are posted in each classroom.
■ Hazardous Materials Spill Inside the Building: Total avoidance of hazardous materials is necessary

as chemical and natural gas vapors can overcome people within a short period of time.
Lockdown Procedures
Lockdown is used when there is an immediate threat of violence in, or immediately around, the school:
■ All persons should immediately seek shelter in a secure location in the school.
■ Staff and students should be behind closed locked doors and not be visible from windows or
■
■

doors.
Follow division predetermined policy about closing blinds and turning off lights.
Remain locked down in place until the scene is declared all clear.

Special lockdown considerations include:
■

Class transition times.

Lunch periods.
Outdoor activities (physical education classes, etc.).
Messages to students and staff (plain language vs. codes, use of placards).
Blinds open/blinds closed, lights on/lights off.
Messages to parents.

■
■
■
■
■

When implementing LOCKDOWN procedures:
Principal/Crisis Management Team (CMT)
■ Communicate the need to lockdown the building via the public address system.

o If you know the whereabouts of the violent intruder, e.g., outside the library or on the
second floor, etc., include this information in the lockdown announcement or any
subsequent announcements.
o If known, relay the type of weapon the intruder is in possession of: firearm, knife, etc.
■ Notify the police (911) of the emergency and the need for immediate assistance.
■ Direct all students and visitors to the nearest classroom or secured space occupied by staff
members(s).
■ DO NOT attempt to lock exterior hallway doors which are unlocked.
■ No one enters the school, except public safety personnel.
■ Advise students and staff to disregard the fire alarm and bells.

Code Red Lockdown Announcement - Class in Session (no lunches in progress)
Attention teachers, this is a lockdown. At this time secure your students in your classrooms
and take roll, students report directly to the nearest room with a staff member. Disregard any
fire alarms.
Code Red Lockdown Announcement - Class Change in Progress
Attention teachers, this is a lockdown. At this time secure students in your classrooms and
take roll, students report directly to the nearest room with a staff member. Disregard any fire
alarms.
Code Red Lockdown Announcement - During Lunch Periods
Attention teachers, this is a lockdown. At this time secure your students in your classrooms
and take roll. Students in the cafeteria are to remain in the cafeteria and staff will secure the
doors. Students outside of their classroom or the cafeteria report directly to the nearest room
with a staff member. Disregard any fire alarms.
■

When the threat has been mitigated, students and teachers/staff will be evacuated by
law enforcement personnel.

Teachers/Staff
The following guidelines can be used by teachers and staff to determine if evacuation is a
viable option versus lockdown:
Implement Lockdown procedures:
■

Clear all students, staff and visitors from hallways into classrooms.

■

Assist those with special needs accommodations

■

Close and lock all windows and doors; window blinds closed if threat is known to be outside,
door windows obscured.

■

Block door with furniture, if appropriate.

■

Turn lights off.

■

Prepare a plan of action if the intruder gains entry, e.g., all-out assault on the intruder.

■

DO NOT OPEN THE DOOR until evacuated by law enforcement personnel.

■

If a fire alarm has been activated, do not evacuate UNLESS fire or smoke is visible.

■

Direct students to an area of the room, unobservable from outside and potential lines of fire.

■

Stay away from all doors and windows.

■

BE QUIET! Turn off the ringer on all cell phones.

■

Classes outside the building should NOT enter the building.

■

Move outside classes to a location far enough away to ensure safety.

■

Persons in trailers remain inside locked trailers.

■

Students and staff members will disregard fire alarms and bells.

■

If you have evacuated the building, call 911 to report your location and situation. Also notify the
building administration.

Shelter-in-Place Procedures
Shelter-in-place is used when students and staff must remain indoors during a period of time for events
such as extreme weather events, chemical, biological, and radiological incidents or terrorist
attack. If the shelter in place is caused by chemical, biological, and radiological incidents
school should:
■ Close all windows and turn off all heating and air conditioning systems to keep dangerous air out

of school.
■ Create a schedule for learning, recreational activities, eating, and sleeping.

■ Ensure that the necessary supplies are available for students and staff throughout the shelter-in-

place period.
When implementing SHELTER-IN-PLACE procedures:
Principal/Crisis Management Team (CMT)
■ Public safety (911) shall be notified immediately when shelter-in-place procedures are implemented

at school.
■ "Shelter-In-Place" announcement via public address (PA) system and school portable radio.
■ Advise students and staff to disregard the fire alarms, do not evacuate UNLESS fire or smoke is

visible or directed to evacuate by the principal/CMT based on guidance from the Fire and Rescue
Department.
■ Students and staff members should be moved into main building from trailers, unless movement is

life-threatening due to outside environmental contamination.
Dependent on type of emergency, staff member will be directed to shut off main electrical circuit to the
building. This will shut down HVAC, exhaust, and roof ventilators.
■

All windows and doors are closed, locked and sealed, with tape, towels, and other materials,
if available, that will hinder air flow.

■

Elevators shall not be used (elevator movement may pump outside air into building) and elevators
will not operate because the main electrical circuit has been interrupted.

■

Signs placed on the front door making notification of Shelter-in-Place Emergency.

■

Notify appropriate school division staff that shelter-in-place procedures have been implemented
at the school.

■

No one will be allowed to enter the building until public safety officials arrive and assess.

■

Exposed or contaminated people will be kept separate from rest of school population and directed
to wash with soap and water.

■

If possible, alternative clothing for exposed individuals will be provided and contaminated
clothing will be removed and sealed in plastic bags.

■

Principal/CMT will be provided updates and additional instructions from public safety officials.

■

When the threat has been mitigated, make announcement to return to normal operations.

Teachers/Staff
■

Students and staff members moved into main building from trailers, unless movement is lifethreatening due to outside environmental contamination.

■

All windows and doors are closed, locked and sealed, with tape, towels, and other materials,
if available, that will hinder air flow.

■

Designated staff members shut off main power to the building. This will shut down HVAC,
exhaust, and roof ventilators.

■

Elevators not used (elevator movement may pump outside air into building).

■

Clear all students, staff and visitors from hallways into classrooms.

■

Assist those needing special assistance.

■

Take attendance and report any missing or extra students to the school attendance coordinator
and/or school administration.

■

Wait for further instruction.

C. Threat- or Hazard-Specific Responses
Bomb Threats
All bomb threats must be taken seriously until they can be assessed. The principal/CMT is
primarily responsible for assessing the threat, taking into account all available information.
Any decision to evacuate rests with the principal/CMT; the police will only offer guidance. If a
device is located, police or fire personnel will take command of the incident.
WARNING: BECAUSE THERE IS A SLIGHT RISK THAT DETONATING DEVICES
MAY BE ACTIVATED BY RADIO WAVES, USE OF TWO-WAY RADIOS AND CELL
PHONES SHOULD BE AVOIDED WITHIN 300 FEET OF THE BUILDING OR
SUSPECTED LOCATION OF ANY EXPLOSIVE DEVICE, UNLESS ABSOLUTELY
NECESSARY TO FACILITATE URGENT COMMUNICATIONS.
Upon receiving a BOMB THREAT:
Telephoned bomb threats
The person receiving the call shall:
■

Direct someone else to also listen to the call, if possible.

■

Take notes for police investigation. Record the caller's exact words.

■

Attempt to determine the caller's gender, age, accent or other distinguishing speech
characteristics, and demeanor.

■

Listen for background noises that may help in identifying the location of the caller.

■

Ask the caller the following questions:
o
o
o
o
o
o

When is the bomb going to explode?
Where is the bomb now?
What does the bomb look like?
What kind of bomb is it?
What will cause the bomb to explode?
Did you place the bomb?

o Why was the bomb placed?
o What is your address?
o What is your name?
Electronic (e-mail and Web site received) threats
The person accessing the threat shall:
■ Save the message on the system; DO NOT delete the item.
■ Print copies of the message to turn over to the police and to the assistant superintendent, and

others who may require them.
■ Notify the assistant superintendent for additional guidance in how to deal with the message.

Written threats
The person receiving the written threat shall:
■ Preserve evidence for police.

o If written threat, place note in paper envelope to preserve fingerprints.
o If the threat is written on a wall, photograph it.

Principal/Crisis Management Team (CMT)
■ Notify SRO/Assistant Superintendent
■ Assess the threat based on all available information. Recognize that an actual bomb incident with

an accompanying threat is an extremely rare event
■ If the threat assessment points to a low probability that the bomb threat is credible, then:
■ Consider a limited response:

o Keep students in class.
o If school is equipped, review video surveillance records for suspicious activity.
■ Conduct search of public areas inside the school, school grounds, as well as storage rooms,
closets, etc.
If search is fruitless; return to normal operations.
■

If the threat assessment points to a high probability that the bomb threat is credible, then:
o If the threat included a time for the bomb to detonate and time permits, conduct a search of
the evacuation routes and student assembly areas.

■

School personnel should search their work areas for suspicious items and/or items that are out-ofplace.

■

A search of public areas inside the school, school grounds, as well as storage rooms, closets, etc.
should be conducted.

■

If search reveals no suspicious items but you feel the threat is still credible, then initiate

evacuation procedures.
■

If the search uncovers suspicious item(s), alter evacuation routes and clear the building.

■ If time does not permit a thorough search of evacuation routes and assembly areas, perform at a
minimum a cursory search of the exit routes and assembly areas, alter exit routes accordingly
and initiate evacuation procedures.
o If school is equipped, review video surveillance records for suspicious activity.
o Police should supervise the search.
When conducting a search:
■

No two-way radios or cell phones should be used.

■

Searches should be systematic:
o
o
o
o

First, search the floor and area up to waist high;
Second, search waist high to chin high; and
Third, search chin-high to the ceiling.
Suspicious objects should not be disturbed and the police should be notified immediately.

■

Document all actions taken and findings by staff.

■

Notify the assistant superintendent of findings.

Teachers/Staff
■

Scan classroom or assigned areas for suspicious items.

■

Do not touch any suspicious devices, packages, etc. If a device(s) is located, it should be pointed
out to the police.

■

Notify CMT of findings.

If Evacuation Procedures are initiated:
Principal/Crisis Management Team (CMT)
■

Communicate the need to evacuate the building using plain language over the public address
system, bullhorn or by messenger/runners. Limit the use of cell phones, or radios because of
risk of activating an explosive device.

■

Ensure evacuation routes and area(s) are clear of suspicious items. Alter evacuation routes
as necessary.

■

Weather conditions and special needs issues may necessitate the use of buses as temporary
shelters.

Teachers/Staff

■

Implement on-site evacuation procedures and move to assembly areas a minimum of 300 feet
from buildings and parked vehicles.

AMHERST EDUCATION CENTER SCHOOL CAMPUS MAP

EVACUATION ROUTE TO MONELISON MIDDLE SCHOOL TRACK
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Amherst Education Center Lockdown

Lockdown Code Red: Lock your door immediately. Turn out all lights and cover your
door window. Sit students on the floor and remain quiet. Stay as far away and out of sight
from windows and doors as possible. The administration or law enforcement will have a
key to enter if needed. No one leaves your class for any reason. Do not open the door for
anyone. If it is an absolute emergency call the front office at extension 33000. Call the
office to notify them of ANY student that is out of the classroom. Remember to place
your Red or Green Card in the window and under your door. Remain in this lockdown
level until further announcements are made or the Code Green or “ALL CLEAR” is
given. Leave shades open unless otherwise instructed.

Lockdown Code Yellow: Lock your door immediately. Continue teaching class as
normal. No one leaves your class for any reason. If it is an absolute emergency, call the
front office at extension 33000. Call the office to notify them of ANY student that is out
of the classroom. Remain in this lockdown level until either a higher level is announced
or it is announced “ALL CLEAR” or Code Green. Red and Green Cards are not needed
in this code unless otherwise instructed or phones are disabled.

Code Green or ALL CLEAR: Continue normal school operating procedures.
Place a Red Card on your window if you need immediate assistance
Place a Green Card on your window if everything is okay
DURING LOCKDOWN IF THE ALARM SOUNDS, DO NOT EVACUATE UNLESS
INSTRUCTED BY ADMINISTRATION!

Amherst Education Center

Lockdown Procedures
Announcement – “We have a Code Red situation.”

Step 1: Lock your doors from the inside immediately
Step 2: Turn out all lights and cover your door window.
Step 3: Stay as far away and out of sight from windows and doors as possible.
Students should sit on the floor and remain quiet. Do not open the door for
anyone or allow anyone to leave. The administrator or law enforcement
will have a key to enter the classroom if needed.
Step 4: Make a list of students not in class and where they should be located.
Students outside of the classroom should report to the main office. They
may be escorted back to class.
Step 5: Remember to place your Red or Green Card in the window and under the
door.
 Place a Red Card on your window if you need immediate assistance
 Place a Green Card on your window if everything is okay
***Remain in this lockdown level until further announcements are made or the
Code Green or “ALL CLEAR” is given. Leave shades open unless otherwise
instructed.
***All staff should remain where they are located unless notified by Mr. Penn or
his designee
During lockdown if the alarm sounds, DO NOT evacuate unless instructed by Mr.
Penn or his designee.

TELEPHONE TREE FOR EMERGENCY NOTIFICATION

The telephone tree has been established and will be used when emergency messages must be
delivered to the homes of staff in a short period of time. Such messages will be deemed
necessary according to Mr. Penn.
Those persons who are responsible for making calls should be ready to activate the phone tree
and place the calls immediately.
Mr. Ernest Penn will notify:
LaTonya Lee, AEC School Secretary
Amanda Stanberry, AEC School Counselor
Jordan Cindrick, School Resource Officer
Luke Saechao, Adult Education Director
Erica Dogini, Day Treatment Supervisor
Lisa Mays, AEC School Custodian
Alonzo Mathews, Attendance Officer
Mrs. LaTonya Lee will notify:
Melvine Alexander
Kenneth Baker
Katherine Bowen
Kristen Braswell
Lydia Crews
Richard Decker
Jessica Eubank
Kerri Key
Marcy Lane
Dawn Peters
Michele Stenman
Bruce Turner

