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I. INTRODUCTION

A. Purpose of the Plan

The purpose of the Holly Academy Emergency Operations Plan (EOP) is to identify and respond to
incidents by outlining the responsibilities and duties of Holly Academy and its employees. Developing,
maintaining, and exercising the plan empowers employees in an incident to act quickly and
knowledgeably. In addition, the plan educates staff, faculty, students, and other key stakeholders on
their roles and responsibilities before, during, and after an incident. This plan provides parents and
other members of the community with assurances that Holly Academy has established guidelines and
procedures to respond to incidents/hazards in an effective way.
The developed guidelines and procedures for dealing with existing and potential student and school
incidents are defined in the plan below. The basic plan and the functional and hazard-specific annexes
outline an organized, systematic method to mitigate, prevent, prepare for, respond to, and recover from
incidents. Faculty and staff have been trained to assess the seriousness of incidents and respond
according to these established procedures and guidelines. Holly Academy regularly schedules in-service
training for faculty and staff.
Developing, maintaining, and exercising the school FOP increases Holly Academy’s legal protection.
Schools without established incident management procedures have been found liable for their absence.
While no set of policies rules out the potential for legal problems, establishing procedures and
guidelines on the best professional practices provides a margin of protection against liability.
B. Scope of the Plan
The Holly Academy EOP outlines the expectations of staff/faculty; roles and responsibilities; direction
and control systems; internal and external communications plans; training and sustainability plans;
authority and references as defined by Local, State, and Federal government mandates; common and
specialized procedures; and specific hazard vulnerabilities and responses/recovery.
1. Definitions
Incident: An incident is an occurrence natural, technological, or human-caused, that requires a
response to protect life or property. The principle/building administrator shall have the authority to
determine when an incident has occurred and to implement the procedures with this EOP.
—

Hazards: Hazards shall include situations involving threats of harm to students, personnel, and/or
facilities. Hazards include but are not limited to natural, technological, and human-caused incidents.
Hazards may require an inter-agency response involving law enforcement and/or emergency services
agencies depending on the size and scope of the incident.
2. School Board Policy Statement
The Holly Academy Emergency Operations Plan operates within the framework of the Michigan
Department of Education guidelines and those of the Academy’s Board of Directors.

C. Situation Overview/Hazard Analysis Summary
1. School Population
a. General Population
Holly Academy’s current enrollment is 623 y5..gth grade students located in three buildings on campus.
These students are supported by a committed staff and faculty consisting of:
•
•
•
•
•

49 teachers
4 administrators
11 instructional/media aides
S custodians
3 office staff

A master schedule of where classes, grade levels, and staff are located during the day is provided to
each classroom and is available in the main office.
b. Special Needs Population
Holly Academy is committed to the sale evacuation and transport of students with special needs. The
special needs population includes students with:
•
•
•
•

Cognitive or emotional disabilities
Hearing loss
Mobility/physical disabilities
Medically fragile health (including asthma and severe allergies)

The school’s current enrollment of students with special needs is approximately 46; however, this
number will fluctuate. Students and/or staff may require additional assistance if they are temporarily
on crutches, wearing casts, etc...
Classrooms containing students and staff that require additional assistance during an incident will be
noted by an asterisk next to the room number during the applicable class period(s) on the master
schedule. The list of students and staff names with special needs can be found in Appendix B. Staff
members that have been trained and assigned to assist the special needs population during drills,
exercises, and incidents are listed in Appendix A.
2. Building Information
Holly Academy is located on a 34 acre lot and includes three buildings, one baseball field, one soccer
field, and three parking lots.
A map of the buildings annotated with evacuation routes, shelter locations, fire alarm pull stations, fire
hydrants, fire extinguishers, first aid kits, AEDs, hazardous materials storage, and utility shutoffs is
included in Appendix H. All administrative team members are required to know these locations as well
as how to operate the utility shutoffs.

3. Hazard Analysis Summary

Holly Academy is exposed to several hazards, all of which have the potential for disrupting the school
community, causing casualties, and damaging or destroying public or private property.
In fall 2019, school staff members, students, and members of the school’s Security Task Force
completed a thorough hazard analysis to identify any circumstances in the school or near the campus
that may present unique problems or potential risk to people or property. The interior and exterior
portions of all school buildings and school grounds have been assessed for potential hazards that may
impact the site, the staff, and the students. Identified hazards have been assessed by risk and likelihood
and ranked accordingly.
The table on the following page briefly discusses Holly Academy’s high-priority hazards including severe
storm, fire, chemical, intruder, and terrorism.
Table 1. High-Priority Hazards
Severe
Storm

Fire
Chemical

Intruder

Terrorism

Holly and its surrounding areas are vulnerable to severe local storms. The effects
are generally transportation problems and loss of utilities, but can vary with the intensity
of the storm, the level of preparation by Holly Academy, and equipment and staff
available to perform tasks to lessen the effects of severe local storms.
Fire hazards are the most prevalent types of hazard.
Hazardous chemicals are used for a variety of purposes and are regularly transported
through many areas in and around Holly. Currently ammonia, chloride, and propane are
all used and stored on school grounds.
While a hostile intruder incident has never occurred in a local school, Holly Academy as
any other school, is vulnerable to intruders.
-

Holly Academy, like other public institutions, is vulnerable to terrorist activity.

4. Preparedness, Prevention, and Mitigation Overview

Preparedness is achieved and maintained through a continuous cycle of planning, organizing, training,
equipping, exercising, evaluating, and taking corrective action. Ongoing preparedness efforts require
coordination among all those involved in emergency management and incident response activities.
Holly Academy fosters preparedness at all levels including students, parents, teachers, and staff.
Examples of preparedness actions include maintaining this plan, conducting training, planning and
implementing drills and exercises.
Prevention includes actions to avoid an incident or to intervene to stop an incident from occurring.
Holly Academy is committed to taking proactive prevention measures whenever possible to protect the
safety and security of students and staff. Our policies include zero tolerance for bullying and any other
actions that undermine the safe haven of our school. Recent upgrades to security systems offer greater
protection for our students. In addition, Holly Academy requires that all adults and visitors display
identification badges.

Mitigation includes activities to reduce the loss of life and property from natural and/or human-caused
disasters by avoiding or lessening the impact of a disaster, and providing value to the public by creating
safer communities. Holly Academy has taken action to reduce or eliminate the adverse effects of
natural, technological, and human-caused hazards on people and property.
For example, of the many hazards that can endanger a school facility and its services to the community,
the most prevalent is fire. Holly Academy was built in accordance with State building codes, in the form
of approved materials, fire-resistant assemblies, exiting requirements, the width and design of hallways
and stairs, fire suppression systems, and many other standards.
D. Planning Assumptions and Limitations
1. Planning Assumptions
Stating the planning assumptions allows Holly Academy to deviate from the plan if certain assumptions
prove not to be true during operations. The school EOP assumes:

•

•

•

•
•
•

•
•

•

The school community will continue to be exposed and subjected to hazards and incidents
described in the Hazard Analysis Summary, as well as lesser hazards and others that may
develop in the future.
A major disaster could occur at any time, and at any place. In many cases, dissemination of
warning to the public and implementation of increased readiness measures may be possible;
however, some emergency situations occur with little or no warning.
A single site incident (e.g, fire, gas main breakage) could occur at any time without warning, and
the employees of the school affected cannot, and should not, wait for direction from local
response agencies. Action is required immediately to save lives and protect school property.
Following a major or catastrophic incident, the school may have to rely on its own resources to
be self-sustaining for up to 72 hours.
There may be a number of injuries of varying degrees of seriousness to faculty, staff, and/or
students. Rapid and appropriate response will reduce the number and severity of injuries.
Dutside assistance from local fire, law enforcement, and emergency managers will be available
in most serious incidents. Because it takes time to request and dispatch external assistance, it is
essential for the school to be prepared to carry out the initial incident response until responders
arrive at the incident scene.
Proper prevention and mitigation actions, such as creating a positive school environment and
conducting fire inspections, will prevent or reduce incident-related losses.
Maintaining the school EOP and providing frequent opportunities for stakeholders (staff,
students, parents, first responders, etc.) to exercise the plan can improve the school’s readiness
to respond to incidents.
A spirit of volunteerism among school employees, students, and families will result in their
providing assistance and support to incident management efforts.

2. Limitations
It is the policy of Holly Academy that no guarantee is implied by this plan of a perfect incident
management system. As personnel and resources may be overwhelmed, Holly Academy can only

endeavor to make every reasonable effort to manage the situation, with the resources and information
available at the time.
II. CONCEPT OF OPERATIONS
This plan is based upon the concept that the incident management functions that must be performed by
the school generally parallei some of their routine day-to-day functions. To the extent possible, the
same personnel and material resources used for day-to-day activities will be employed during incidents.
Because personnel and equipment resources are limited, some routine functions that do not contribute
directly to the incident may be suspended. The personnel, equipment, and supplies that would typically
be required for those routine functions will be redirected to accomplish assigned incident management
tasks.
A. National Incident Management System (NIMS)
The National Incident Management System (NIMS) is a set of principles that provides a systematic,
proactive approach guiding government agencies at all levels, nongovernmental organizations, and the
private sector to work seamlessly to prevent, protect against, respond to, recover from, and mitigate the
effects of incidents. This is regardless of cause, size, location, or complexity, in order to reduce the loss
of life or property and harm to the environment, This system ensures that those involved in incident
response/recovery understand what their roles are and have the tools they need to be effective.
According to Homeland Security Presidential Directive Sand the U.S. Department of Education, school
districts are among local agencies that must adopt NIMS if they receive Federal grant funds. As part of
its NIMS implementation, Holly Academy participates in the local government’s NIMS preparedness
program and believes it is essential to ensure that response/recovery services are delivered to schools in
a timely and effective manner.

Holly Academy recognizes that staff and students will be first responders during an incident. Adopting
NIMS enables staff and students to respond more effectively to an incident and enhances cooperation,
coordination, and communication among school officials, first responders, and emergency managers.
Holly Academy works with local government agencies to remain NIMS compliant. NIMS compliance for
school districts includes completing the following:
•

•

•
•

Adopt the use of the Incident Command System (ICS). All staff and students who assume roles
described in this plan will receive ICS-100 training. lCS-100 is a web-based course available free
from the Federal Emergency Management Agency (FEMA) Emergency Management Institute.
Complete NIMS awareness course 15-700 NIMS: An Introduction. 15-700 is a web-based course
available free from the Emergency Management Institute. All persons assuming roles described
in the basic plan or annexes will take the lS-700 course.
Participate in local government’s NIMS preparedness program and incorporate the school plan
into the community EOP.
Train and exercise the plan. All staff and students are expected to participate in training and
exercising the plan’s procedures and hazard-specific incident plans. The school is charged with
ensuring that the training and equipment necessary for an appropriate response/recovery
operation are in place.
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B. Implementation of the Incident Command System (ICS)
In a major emergency or disaster, Holly Academy may be damaged or need to be evacuated, people may
be injured, and/or other incident management activities may need to be initiated. These activities must
be organized and coordinated to ensure efficient incident management. The Incident Command
System (ICS) will be used to manage all incidents and major planned events.
The Incident Commander (Facilities Director) at Holly Academy will be delegated the authority to direct
all incident activities within the school’s jurisdiction. The Incident Commander will establish an incident
command post (ICP) and provide an assessment of the situation to the principal or other officials,
identify incident management resources required, and direct the on-scene incident management
activities from the ICP. If no Incident Commander is present at the onset of the incident, the most
qualified individual will assume command until relieved by a qualified Incident Commander.
C. Initial Response
School personnel are usually first on the scene of an incident in a school setting. Staff and faculty are
expected to take charge and manage the incident until it is resolved or command is transferred to
someone more qualified and/or to an emergency responder agency with legal authority to assume
responsibility. Staff will seek guidance and direction from local officials and seek technical assistance
from State and Federal agencies and industry where appropriate.
The principal or his/her designee is responsible for activating the school EOP, including common and
specialized procedures as well as hazard-specific incident plans. The principal or designee will assign an
Incident Commander based on who is most qualified for that type of incident.
Ill. ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES
This section establishes the operational organization that will be relied on to manage the
incident and includes:
•
•

A list of the kinds of tasks to be performed by position and organization.
An overview of who does what.

The principal and other administrators are not able to manage all the aspects associated with
an incident without assistance. The school relies on other key school personnel to perform
tasks that will ensure the safety of students and staff during a crisis or critical incident. The
Incident Command System (lCS) uses a team approach to manage incidents. It is difficult to
form a team while a crisis or critical incident is unfolding. Roles are pre-assigned based on
training and qualifications. Each staff member must be familiar with his or her role and
responsibilities before an incident occurs.
School staff may be required to remain at school to assist in an incident. In the event that Holly
Academy’s EOP is activated, staff will be assigned to serve within the Incident Command
System based on their expertise and training and the needs of the incident.

A. Director/Building Administrator
The Director may serve as the Incident Commander or delegate that authority to a qualified
individual. At all times, the Director still retains the responsibility for the overall safety of
students and staff. However, delegating the authority to manage the incident allows the
Director to focus on policy-level activities and interfacing with other agencies and parents.
B. Incident Commander (Facilities Director)
The Incident Commander responsibilities include:
•
•
•

•
•

•

Assume overall direction of all incident management procedures based on actions and
procedures outlined in this EOP.
Take steps deemed necessary to ensure the safety of students, staff, and other
individuals.
Determine whether to implement incident management protocols (e.g., evacuation,
shelter in place, lockdown), as described more fully in the functional annexes in this
EOP.
Arrange for transfer of students, staff, and other individuals when safety is threatened
by a disaster.
Work with emergency services personnel (depending on the incident, community
agencies such as law enforcement or the fire department may have jurisdiction for
investigations, rescue procedures, etc.).
Keep the Director (if he/she is not the Incident Commander) and other administration
team members and local officials informed of the situation.

C. Teachers
Teachers shall be responsible for the supervision of students and shall remain with students
until directed otherwise.
Responsibilities include:
•
•
•

•
•
•
•

Supervision of students under their charge.
Taking steps to ensure the safety of students, staff, and other individuals in the
implementation of incident management protocols.
Directing students in their charge to inside or outside assembly areas, in accordance
with signals, warning, written notification, or intercom orders according to established
incident management procedures.
Giving appropriate action commands during an incident.
Taking attendance when class relocates to an outside or inside assembly area or
evacuates to another location.
Reporting missing students to the Incident Commander or designee.
Executing assignments as directed by the Incident Commander or ICS supervisor.
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•
•

Obtaining first aid services for injured students from persons trained in first aid.
Arranging for first aid for those unable to be moved.
Rendering first aid if necessary. School staff will be trained and certified in first aid and
CPR.

D. Paraprofessionals/Interventionists
Responsibilities include assisting teachers as directed.
E. Social Worker
The school social worker will provide assistance with the overall direction of the incident
management procedures at the site.
Responsibilities include:
•
•
•
•
•

Taking steps to ensure the safety of students, staff, and other individuals in the
implementation of incident management protocols.
Directing students in his/her charge according to established incident management
protocols.
Rendering first aid if necessary.
Assisting in the transfer of students, staff, and other individuals when their safety is
threatened by a disaster.
Executing assignments as directed by the Incident Commander or ICS supervisor.

F. Custodians/Maintenance Personnel
Responsibilities include:
•
•
•
•
•

Surveying and reporting building damage to the Incident Commander or Operations
Section Chief.
Controlling main shutoff valves for gas, water, and electricity and ensuring that no
hazard results from broken or downed lines.
Providing damage control as needed.
Assisting in the conservation, use, and disbursement of supplies and equipment.
Keeping the Incident Commander or designee informed of the condition of the school.

G. Office Manager/Office Assistant
Responsibilities include:
•
•
•
•

In the case of an armed intruder, hitting the emergency button and issuing a warning on
the walkie-talkie.
Answering phone calls and assisting in providing consistent information to callers.
Providing for the safety of essential school records and documents.
Executing assignments as directed by the Incident Commander or ICS supervisor.

•
•
•

Providing assistance to the Director.
Monitoring radio emergency broadcasts.
Assisting with health incidents as needed, acting as messengers, etc.

H. Substitute Teachers
Responsibilities include reporting to the Incident Commander or ICS supervisor if requested or
activated.
I. Students
Responsibilities include:
•
•
•

•

Cooperate during emergency drills and exercises, and during an incident.
Learn to be responsible for themselves and others in an incident.
Understand the importance of not being a bystander by reporting situations of concern.
Develop an awareness of natural, technological, and human-caused hazards and
associated prevention, preparedness, and mitigation measures.
Take an active part in school incident response/recovery activities, as age appropriate.

J. Parents/Guardians
Responsibilities include:
•
•
•
•
•

Encourage and support school safety, violence prevention, and incident preparedness
programs within the school.
Participate in volunteer service projects for promoting school incident preparedness.
Provide the school with requested information concerning the incident, early and late
dismissals, and other related release information.
Practice incident management preparedness in the home to reinforce school training
and ensure family safety.
Understand their roles during a school emergency.

IV. DIRECTION, CONTROL, AND COORDINATION

A. School Incident Command System (ICS)
To provide for the effective direction, control, and coordination of an incident, either single site
or multi-incidents, the school EOP will be activated including the implementation of the
Incident Command System (ICS).
The Incident Commander is delegated the authority to direct tactical on-scene operations until
a coordinated incident management framework can be established with local authorities. The
Policy Group is responsible for providing the Incident Commander with strategic guidance,
information analysis, and needed resources.

‘I.

Figure 1. Incident Management Team

Policy Group/Director

Incident Command

(provides strategic guidance and
resource support)

(establishes incident objectives
and directs all response actions)

Operations Section
(implements all
response/tactical actions to
achieve the incident objectives)

Planning Section
(activated only as needed, to
support the incident response
directed by the Ooerations Section)

Finance/Administrative Section
(activated only as needed, to
support the incident response
directed ho the Onpratinns Sectinni

The CS is organized into the following functional areas;
1. Incident Command: Directs the incident management activities using strategic guidance
provided by the Policy Group.
School-related responsibilities and duties include:
1

•
•
•

•

Establish and manage the Command Post, establish the incident organization, and
determine strategies to implement protocols, and adapt as needed.
Monitor incident safety conditions and develop measures for ensuring the safety of
building occupants (including students, staff, volunteers, and responders).
Coordinate media relations and information dissemination with the Director.
Develop working knowledge of local/regional agencies, serve as the primary on-scene
contact for outside agencies assigned to an incident, and assist in accessing services
when the need arises.
Document all activities.

2. Operations Section: Directs all tactical operations of an incident including implementation
of response/recovery activities according to established incident management procedures and
protocols, care of students, first aid, crisis intervention, search and rescue, site security,
damage assessment, evacuations, and the release of students to parents.
Specific responsibilities include:
•
•

Analyze school staffing to develop a Parent-student Reunification Plan and implement
an incident action plan.
Monitor site utilities (i.e., electric, gas, water, heat/ventilation/air conditioning) and
shut off only if danger exists or directed by Incident Commander, and assist in securing
facility.

•

•
•

•

Establish medical triage with staff trained in first aid and CPR, provide and oversee care
given to injured persons, distribute supplies, and request additional supplies from the
Logistics Section.
Provide and access psychological first aid services for those in need, and access
local/regional providers for ongoing crisis counseling for students, staff, and parents.
Coordinate the rationed distribution of food and water, establish secondary toilet
facilities in the event of water or plumbing failure, and request needed supplies from
the Logistics Section.
Document all activities.

As needed, the types of Strike Teams described in the following table may be established within
the Operations Section.
Table 2. Operations Section Teams
Strike Team
Search and
Rescue Team

First Aid
Team

Evacuation!
Shelter/Care
Team

Potential Responsibilities
The Search and Rescue Team (Director, maintenance staff member) searches
the entire school facility, entering only after they have checked the outside
for signs of structural damage, and determined that it is safe to enter. Search
and Rescue Teams are responsible for ensuring that all students and staff
evacuate the building (or, if it is unsafe to move the persons, that their
locations are documented so that professional responders can locate them
easily and extricate them). Search and Rescue Teams are also responsible
for:
.
Identifying and marking unsafe areas.
.
Conducting initial damage assessment.
•
Obtaining injury and missing student reports from staff.
The First Aid Team (Curriculum Director, Special Education Director,
Academic Coach) provides triage, treatment, and psychological first aid
services. First Aid Teams are responsible for:
• Setting up a first aid area for students.
Assessing and treating injuries.
Completing master injury report.
Note: The Logistics Section provides care to responders (ii needed). The
Operations Section First Aid Team is dedicated to students or other disaster
victims.
Evacuation, shelter, and student care in an incident are among the most
important tasks faced by schools. These tasks include student accounting,
protection from weather, providing for sanitation needs, and providing for
food and water. The Evacuation/Shelter/Care Team (teaching staff) is
responsible for:
• Accounting for the whereabouts of all students, staff, and volunteers.
• Setting up a secure assembly area.
• Managing student feeding and hydration.

I’

Facility and
Security
Response
Team
Crisis
Intervention
Team

Student
Release
Team

Coordinating with the Student Release Team.
• Coordinating with Logistics Section to secure the needed space and
supplies.
The Facility and Security Response Team (custodial staff) is responsible for:
Locating all utilities and turning them off, if necessary.
•
•
Securing and isolating fire/HazMat.
•
Assessing and notifying officials of fire/HazMat.
• Conducting perimeter control.
The Crisis Intervention Team (Social Worker, special education teachers) is
responsible for:
•
Assessing need for onsite mental health support.
• Determining need for outside agency assistance.
a
Providing onsite intervention/counseling.
Monitoring well-being of school Incident Management Team, staff,
and students, and reporting all findings to the Operations Section
Chief.
Reunification refers to getting students reunited with their parents or
guardians in an efficient and orderly manner. Reunification can be an
enormous challenge and takes a lot of planning. The Student Release Team
(office manager, office assistant) is responsible for:
• Setting up secure reunification area.
• Checking student emergency information for authorized releases.
• Completing release logs.
a
Coordinating with the Public Information Officer on external
messages.

3. Planning Section: Collects, evaluates, and disseminates information needed to measure the
size, scope, and seriousness of an incident, and to plan appropriate incident management
activities.
Duties may include:
•

•

Assist Incident Commander in the collection and evaluation of information about an
incident as it develops (including site map and area map of related events), assist with
ongoing planning efforts, and maintain incident time log.
Document all activities.

4. Logistics Section: Supports incident management operations by securing and providing
needed personnel, equipment, facilities, resources, and services required for incident
resolution, coordinating personnel, assembling and deploying volunteer teams, and facilitating
communication among incident responders. This function may involve a major role in an
extended incident.
Additional responsibilities include:

•

•

Establish and oversee communications center and activities during an incident (two-way
radio, written updates, etc.), and develop a communication system (Remind, Skyward,
etc.) for after-hours communication.
Document all activities.

S. Finance/Administration Section: Oversees all financial activities including purchasing
necessary materials, tracking incident costs, arranging contracts for services, timekeeping for
emergency responders, submitting documentation for reimbursement, and recovering school
records following an incident.
Additional duties may include:
•
•

Assume responsibility for overall documentation and recordkeeping activities; when
possible, photograph or videotape damage to property.
Develop a system to monitor and track expenses and financial losses, and secure all
records.

B. Coordination with Policy/Coordination Group
In complex incidents, a Policy/Coordination Group will be convened at the school’s operations
center. The role of the Policy/Coordination Group is to:
•
•
•
•
•
•

Support the on-scene Incident Commander.
Provide policy and strategic guidance.
Help ensure that adequate resources are available.
Identify and resolve issues common to all organizations.
Keep elected officials and other executives informed of the situation and decisions.
Provide factual information, both internally and externally, through the Joint
Information Center.

The Holly Academy Director and Incident Commander will keep the Policy/Coordination Group
informed.
C. Coordination with First Responders
An important component of the Holly Academy EOP is a set of emergency agreements with
various county agencies to aid timely communication. These agreements help coordinate
services between the agencies (State Police, Holly Fire Department) and the school.
If the school incident is within the authorities of the first responder community, command will
be transferred upon the arrival of qualified first responders. A transfer of command briefing
will occur. The school Incident Commander may be integrated into the Incident Command
structure or assume a role within a Unified Command structure.

13

D. Source and Use of Resources
Holly Academy will use its own resources and equipment to respond to incidents until incident
response personnel arrive.

V. COMMUNICATIONS
Communication is a critical part of incident management. This section outlines Holly Academy’s
communications plan and supports its mission to provide clear, effective internal and external
communications among the school, staff, students, parents, responders, and media.
A. Internal Communications
1. Communication between Staff Members
Staff will be notified when an incident occurs and kept informed as additional information
becomes available and as plans for management of the situation evolve. The following
practices will be utilized to disseminate information internally when appropriate:
•

•

•

Phone notification: the Director notifies the staff as a whole (in the case of an intruder)
or members of the Incident Management Team if there is another type of internal
incident.
Morning staff meeting: as appropriate, updated information about an incident will be
presented the morning following a return to school. Staff will also have the opportunity
to address any misinformation or rumors.
End of day staff meeting: as appropriate, updated information and a review of the day’s
events will be presented at the end of day meeting. Staff will also have the opportunity
to address any misinformation or rumors.

2. Communication with the Board of Directors
The Incident Commander will notify the Board of Directors of the school’s status/needs.
He/she will designate staff members to monitor all communications between the school and
the Board.
B. External Communications
Communicating with the larger school community begins before an incident occurs. In the
event of an incident, parents, media, and first responders will require clear and concise
messages from Holly Academy about the incident, what is being done about it, and the safety
of the students and staff.

1. Communication with Parents
Before an incident occurs, Holly Academy will:
•
•

•

Develop a relationship with parents so that they trust and know how to access alerts
and incident information.
Inform parents about the school’s Emergency Operations Plan, its purpose, and its
objectives. Information will be included in the school newsletter, and a presentation
will be delivered annually during the school year.
Identify parents who are willing to volunteer in case of an incident, include them in
preparation efforts, and include them in training.

In the event of an incident, Holly Academy will:
•
•
•
•

Disseminate information via text messages, Remind groups, Skyward, and emails to
inform parents about exactly what is known to have happened.
Implement the plan to manage parents who arrive at school.
Describe how the school is handling the situation.
Inform parents and students when and where school will resume.

After an incident, Holly Academy administrators will schedule and attend an open questionand-answer meeting for parents as soon as possible.
2. Communication with the Media
In the event of an incident, the Incident Commander will:
•
•
•

Designate a Public Information Officer.
Establish an off-campus briefing area for media representatives.
Coordinate messages with the Director and Policy Group.

All Holly Academy employees are to refer all requests for information and questions to the
Public Information Officer. Media contacts at the major television and radio stations are
maintained by the office manager. In the case of an incident, these media contacts will
broadcast Holly Academy’s external communications plan, including the information hotline for
parents.
3. Handling Rumors
In addressing rumors, the most effective strategy is to provide facts as soon as possible. To
combat rumors, Holly Academy will:
•
•

Provide appropriate information to internal groups including administrators, teachers,
students, custodians, secretaries, and instructional aides.
Hold a staff meeting before staff members are allowed to go home so that what is (and
is not) known can be clearly communicated.

•
•

Designate and brief personnel answering calls to help control misinformation.
Enlist the help of the media to provide frequent updates to the public, particularly
providing accurate information where rumors need to be dispelled.

After the immediate incident response period, Holly Academy will conduct public meetings as
needed. These meetings are designed to provide the opportunity for people to ask questions
and receive accurate information.
4. Communication with First Responders
The Incident Commander will maintain communication with first responders during an incident.
Transfer of command will occur when community first responders arrive on the scene to
assume management of the incident under their jurisdiction.
5. Communication after an Incident (Recovery Process)
After the safety and status of staff and students have been assured, and emergency conditions
have abated following an incident, staff will assemble to support the restoration of the school’s
educational programs.
The staff teams will:
•
•
•
•

•

•
•

Conduct a comprehensive assessment of the physical and operational recovery needs.
Assess physical security, data access, and all other critical services (e.g., plumbing,
electrical).
Examine technology assets and determine the impact on school operations.
Document damaged facilities, lost equipment and resources, and special personnel
expenses that will be required for insurance claims and requests for State and Federal
assistance.
Arrange for ongoing status reports during the recovery activities to: a) estimate when
the educational program can be fully operational; and b) identify special facility,
equipment, and personnel issues or resources that will facilitate the resumption of
classes.
Create a plan for conducting classes when facilities are damaged (e.g., alternative sites,
half-day sessions, portable classrooms).
Educate school personnel, students, and parents on available crisis counseling services.

C. Communication Tools
Some common internal and external communication tools that Holly Academy may use include
the following:
•

Standard telephone: Holly Academy has designated a school telephone numbers as a
recorded “hotline” for parents to call for information during incidents. The goal is to
keep other telephone lines free for communication with first responders and others.

•
•
•

•

Cellular telephones: These phones may be the only tool working when electric service is
out. They are useful to staff en route to or from the site.
Intercom system: The intercom system includes teacher-initiated communication with
the office and staff at large.
Two-way radio: Two-way radios provide a reliable method of communication between
rooms and buildings. Two-way radios will not be used when an incident includes an
intruder or active shooter.
Computers: Wireless laptops maybe used for communication to the school and to
other sites. Email maybe a useful tool for updating information for staff. An assigned
staff member(s) will post information such as school evacuation, closure, or relocation
on the school’s website.
Alarm systems: Bells or buzzers are in place to signal incidents.

VI. ADMINISTRATION, FINANCE, AND LOGISTICS
A. Agreements
If school resources prove to be inadequate during an incident, Holly Academy will request assistance
from local emergency services. Such assistance includes equipment, supplies, and/or personnel.
B. Recordkeeping
1. Administrative Controls
Holly Academy is responsible for establishing the administrative controls necessary to manage the
expenditure of funds and to provide reasonable accountability and justification of expenditures made to
support incident management operations. These administrative controls will be done in accordance
with standard cost accounting procedures.
2. Activity Logs
The Incident Commander will maintain accurate logs recording key incident management activities,
including:
•
•
•
•
•
•

Activation or deactivation of incident facilities.
Significant changes in the incident situation.
Major commitments of resources or requests for additional resources from external sources.
Evacuations.
Casualties.
Containment or termination of the incident.

C. Incident Costs
The CS Finance and Administration Section Chief will maintain detailed records of costs for incident
management and operations to include:
•

Personnel costs, especially overtime costs.
Equipment operations costs.
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•
•
•

Costs for leased or rented equipment.
Costs for contract services to support incident management operations.
Costs of specialized supplies expended for incident management operations.

These records may be used to recover costs from the responsible party or insurers, or as a basis for
requesting financial assistance for certain allowable response and recovery costs from the State and/or
Federal government.
0. Preservation of Records
In order to continue normal school operations following an incident, vital records must be protected.
These include legal documents and student files as well as property and tax records. The primary causes
of damage to records are fire and water; therefore, essential records should be protected accordingly.
VII. PLAN DEVELOPMENT, MAINTENANCE, AND DISTRIBUTION

The Holly Academy emergency operations planning team is responsible for the overall maintenance and
revision of the Holly Academy EOP. The Board of Directors and the Director are responsible for
approving and promulgating this plan. Community fire, law enforcement, and emergency manager’s
approval and suggestions will also be requested.
A. Approval and Dissemination of the Plan
The Board of Directors together with the Director will approve and disseminate the plan and its annexes
following these steps:
•

•

Review and validate the plan.
Present the plan (for comments or suggestions).
Obtain plan approval (Board of Directors).
Distribute the plan.

B. Plan Review and Updates
The basic plan and its annexes will be reviewed annually by the emergency operations planning team
and the Director. The Holly Academy EOP will be updated based upon deficiencies identified during
incident management activities and exercises, and when changes in threat hazards, resources and
capabilities, or school structure occur.
C. Training and Exercising the Plan
Holly Academy understands the importance of training, drills, and exercises in maintaining and planning
for an incident. To ensure that school personnel and community first responders are aware of their
duties and responsibilities under the school plan trainings, drills, and exercise actions will occur.
School EOP training will include:
•
•
•
•

Orientation to the school’s EOP.
ALICE training for all staff.
First aid and CR training for Holly Academy first responders.
Adherence to annual mandatory school drills: five fire drills, two tornado drills, three
Iockdown/evacuation drills.

Approved parent volunteers and community members will also be incorporated into larger training
efforts.
All Holly Academy staff members are expected to develop personal and family emergency plans. Each
family should anticipate that a staff member maybe required to remain at school following a
catastrophic event. Knowing that the family is prepared and can handle the situation will enable school
staff to do their jobs more effectively.
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Appendix A
Incident Command System

-

-
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Operations

Main Building
Julie Kildee

1

lehñfferBJ

j

Middle Scnool Buiiding
*ei Fitzpttick
Tryis-çraVeh

•

First Responders for Main Building

*

Julie Kildee
Jose Melero
Tina Craven
Shaun Kovatch
Jennifer Burns
Jennifer Melero

Middle School & Gym Building
Tyler Spooner
Leigh Fitzpatrick

*

Travis Craven

*

First responders are CPR and First Aid trained
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Appendix B
Students with physical disabilities

A.N. (Miss Klimasjzewski)
L.G. (Mr. Reed)
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Appendix C
y54th bulidlns fire evacuation

Close room doors. Teachers should have class
lists and walkies.

Appendix D
buildings tornado ‘ocatIons

Portables 300-303
follow arrows to
116 Computer L.b
hail

Room extensions
shown In boxes
stay in room for
arnado

Leave room doors open. Teachers should have
class lists and walkies.
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Appendix E
Middle school building fire evacuattan

ri

ti

Close room doors. Teachers should have class
lists and walkies.

Appendix F
MIdde school building tornado locations

Leave room doors open. Teachers should have
class lists and walkies.

Appendix G
Lockdown/Evacuation Protocol
ANY STAFF MEMBER MAY INITIATE A LOCKDOWN SITUATION
1.

Communicate “LOCKDOWN” over the phone system
a, If location and/or identity of the assailant is known announce location (hallway color)
b. Indicate weapon (if known)
c. CallOll

Factors to consider:
a. Mobility? Is everyone able to move quickly or is their mobility limited due to access or
functional needs?
b. Distance and/or concealment? Is there sufficient distance between you and the intruder
to allow enough time to move the group and reach safety, and/or sufficient
concealment along your evacuation route, to move undetected?
Type
c.
of weapon the intruder has in their possession? Knowing an intruder has a knife
versus a firearm may affect your decision to Iockdown or evacuate.
EVACUATION:
1. If you know the whereabouts of the intruder, and you believe that you and those in your
charge can safely evacuate the building, move to an offsite evacuation location.
**OFF SITE LOCATIONS**

2.

Adelphian Academy (to the east)
Seventh Day Adventist Church (to the west)
If you have evacuated the building, call 911 to report your location and situation

LOCKDOWN

1. Look into your hallway and sweep any students you see into your classroom.
2. Assume any of your students outside of your classroom are being taken care of by an adult.
3. Close and lock all windows and doors, close blinds, cover windows.
4. Barricade doorways and turn off lights.
5. Prepare a plan of action if the intruder gains entry (all-out assault on the intruder)
6. Direct students to an area of the room, unobservable from outside and potential lines of fire.
Cover students with strongest materials available.
7. Stay away from all doors and windows.
8. BE QUIET! Turn phones to silent.
9. Stay in your room until a verified (via 911 confirmation call) and uniformed law enforcement
officer releases you.
10. Follow specified protocols if evacuation is initiated by law enforcement personnel.
**If the fire alarm is activated during a lockdown, DISREGARD it and follow Iockdown procedure.

Appendix H
Pollution Prevention Plan (PIPP)
I. Identification information
A. Location/mailing address:
820 Academy Rd.
Holly, Ml. 48442
248 634-5554
B. Spill coordinators and cell phones
Jose Melero (Facilities Director) (xxx) xxx-xxxx
Rod Tipton (xxx) xxx-xxxx
Bob Hartwell (xxx) xxx-xxxx
C. Facility Operations: main YS-4 building, middle school/gymnasium, 5th grade portable, two
old portables, outdoor equipment garage, furniture and equipment storage barn, abandoned
foundry building, a Quonset hut with unused building material and picnic table storage, and
one storage shed.
II. Stored materials
A. Virgin motor oil stored in retail packaged quart bottles in outdoor equipment garage.
B. Used motor oil stored in 5 gallon buckets in outdoor equipment garage.
C. 2-cycle oil stored in retail packaged quart bottles in explosion-proof cabinet located
within the outdoor equipment garage.
D. Gasoline (miscellaneous small quantities), 5 gallon containers, stored in explosion-proof
cabinet located within the outdoor equipment garage. Note: an explosion-proof cabinet
should be grounded and vented directly to the outside.
E. Pesticides: maximum 2 gallons in pre-mixed containers, stored in outdoor equipment garage.
F. Solid salt: maximum Sib bags, stored on wood pallets for a maximum of 30 tons, stored in
furniture and equipment storage barn. Salt is the only material that exceeds threshold
planning quantities.

Ill. Storage/Buildings
A. Outdoor equipment garage - unknown built date. Wood frame with wood siding, asphalt
shingles. No interior drains or plumbing, electrical service via sub-panel fed from middle
school/gymnasium building.
B. Furniture and equipment storage barn - unknown built date. Steel frame, metal-dad
structure on concrete pad. No interior drains, electrical has been disconnected, no
plumbing.
C. Middle school/gymnasium building - unknown built date. Concrete masonry unit bearing
walls on the lower level, brick masonry face, concrete floors, steel frame with concrete
masonry unit with brick face walls. Full plumbing, HVAC and electrical systems in place.
D. YS-4 building - unknown built date. Concrete masonry unit walls with brick face, concrete
columns and beam main structure with steel roof joists. Full plumbing, HVAC and electrical
systems in place.
E. Old portables - installed in 2002. Wood frame structure, no plumbing, full electrical and

HVAC systems in place.
F. Fifth grade portable installed in 2006. Wood frame structure, no plumbing, full electrical
and HVAC systems in place.
—

IV. Spill Control
A. Annual employee training on spill prevention and cleanup, new employees are trained
prior to operating equipment.
B. Weekly inspections of the site looking for any signs of releases.
C. Procedures are in place to minimize spills while loading/unloading.
0. Minor spills will be contained and cleaned up. Liquids are soaked up with absorbents such
as clay or sand. Liquid is put in trash if approved by waste disposal company. Spilled salt is
swept up and used for deicing.
E. Large spills and/or road accidents when materials enter water, call cleanup contractor.
F. Spill coordinator will report the following spills:
1. Salt spills over 5olbs or 50 gallons of brine onto the ground or into water call MDEQ
PEAS and 911, as required by partS rules.
2. Gasoline release of 32 gallons or more onto the ground call MDEU PEAS as required
-

—

3.
4.
S.
C. Within
1.
2.

by part 201.
Oil release of SoIbs onto the ground call MDEQ PEAS as required by partS rules.
Any amount of oil or fuel that reaches surface water or shorelines call MDEQ PEAS
and the National Response Center as required by the Clean Water Act and part 31.
Any spill that there is doubt reporting call MDEU PEAS.
10 days of release, submit a written spill report for reportable releases to:
MDEQ Water Bureau Field Operations Chief, PC Box 30273, Lansing, Ml 48909
Local Health Department: North Oakland County Health Department,
1200 N, Telegraph, Bldg 34 East, Pontiac, Ml 48341. 248 858-1280.
—

—

—

Note: the optional report form EQP3465 is located at:
https://www.michigan.gov/documents/deq-oea-sara-eq p3465e 370548 7.pdf
The DEG may request other follow-up reports depending on the situation.
V. Emergency numbers the spill coordinator is to contact:
1. MDEQ Pollution Emergency Alert System: 800 292-4706
2. MDEQ Anyplace District Office: 517 555-0977
3. Emergency Fire, Police, EMS call 911
4. Anyplace Local Emergency Planning Committee: 517 555-9083
5. Anyplace Wastewater Treatment Plant: 517 555-3651
—

6. National Response Center: 800 424-8802
7. Spill Contractor: ARCH Environmental Group: 248 522-2821
37720 Interchange Dr. Farmington Hills, Ml 48335
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Appendix J
INCIDENT COMMAND
Mission:Organize and the School Command Center (SCC). Give overall strategic direction for hospital incident
management and support activities, including emergency response and recovery. Authorize total facility evacuation
Date:___________

Start:__________

End:___________

Position Assigned to:________________________

Signature:______________________________________________
School Command Center (5CC) Location:_________________
Fax:

Initia_________________________________

Telephone:

Other Contact Information:

Radio Title:

Immediate (Operational Period 0-2 Hours)
Assume role of Incident Commander and activate the School Incident Command
System (SICS).
Read this entire Job Action Sheet and put on position identification.
Notify your usual supervisor and the school Director, or designee, of the incident,
activiation of SICS and your SICS assignment.
Initiate the Incident Briefing Form (SICS Form 201) and include the following
information:
Nature of the problem (incident type, victim count, injury/illness type, etc.)
-

-

-

-

-

-

-

Safety of staff, students and visitors.
Risks to the facility.
Need for decontamination.
Estimated duration of incident.
Need for modifying daily operations.
SICS team required to manage the incident.

Need to open up the 5CC.
Overall community response actions being taken.
Status of local, county, and state Emergency Operations Centers (EOC).
Contact school operator and initiate school’s emergency operations plan.
Determine need for and appropriately appoint Command Staff and Section Chiefs, or
Branch/Unit/Team leaders and Medical/Technical Specialists as needed; distribute
corresponding Job Action Sheets and position identification. Assign or complete the
Branch Assignment List (SICS Form 204), as appropriate.
Brief all appointed staff of the nature of the problem, immediate critical issues and
initial plan of action. Designate time for next briefing.
Assign one or more clerical personnel from current staffing.
Initiate the Incident Action Plan Safety Analysis (SICS form 261) to document hazards
and define mitigation.
Need for modifying daily operations.
SICS team required to manage the incident.

-

-

-

-

-

-

-

-

Need to open up the 5CC.
Overall community response actions being taken.
Status of local, county, and state Emergency Operations Centers (EOC).

Time

Initial

Receive status reports from and develop an Incident Action Plan with Section Chiefs
and Command Staff to determine appropriate response and recovery levels. During
initial briefing/status reports, discover the following:
If applicable, receive initial facility damage survey report from Logistics Section Chief
and evaluate the need for evacuation
If applicable, obtain student census and status from Planning Section Chief, and
request a school-wide projection report for 4,8, 12, 24, and 48 hours from time of
incident onset. Adjust projections as necessary.
Identify the operational period and 5CC shift change.
Ensure that appropriate contact with outside agencies has been established and
facility status and resource information provided through the Liaison Officer
Seek information from Section Chiefs regarding current “on-hand” resources of
medical equipment, supplies, medications, food, and water as indicated by the
incident.
Review security and facility surge capacity and capability plans as appropriate.
Document all key activities, actions, and decisions in an Operational Log (SICS Form
214) on a continual basis.
Document all communications (internal and external) on an Incident Message Form
(SICS Form 213). Provide a copy of the Incident Message Form to the Documentation
Unit.
-

-

-

-

-

-

Intermediate (Operational Period 2-12 Hours)
Authorize resources as needed or requested by Command Staff.
Designate regular briefings with Command Staff/Section Chiefs to identify and plan for:
Update of current situation/response and status of area hospitals, emergency
management/local emergency operation centers, and public health officials and other
community response agencies.
Deploying a Liaison Officer to local EOC.

Time

Initial

Time

Initial

-

-

Deploying a PlO to the local Joint Information Center
Critical facility and patient care issues
Risk communication and situation updates to staff
Implementation of hospital surge capacity and capability plans
Ensure patient tracking system established and linked with appropriate outside
agencies and/or local EOC
Family Support Center operations
Public information, risk communication and education needs
Appropriate use and activation of safety practices and procedures

-

-

-

-

-

-

-

-

Enhanced staff protection measures as appropriate
Public information and education needs
Media relations and briefings
Staff and family support
Development, review, and/or revision of the Incident Action Plan, or elements of the
Incident Action Plan
Oversee and approve revision of the Incident Action Plan developed by the Planning
Section Chief. Ensure that the approved plan is communicated to all Command Staff
and Section Chiefs.
Communicate facility and incident status and the Incident Action Plan to CEO or
designee, or to other executives and/or Board of Directors members on a need-toknow basis.

-

-

-

-

-

Extended (Beyond 12 Hours)
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Ensure staff, student, and media briefings are being conducted regularly.
Review and revise the Incident Action Plan Safety Analysis (SICS Form 261) and
implement correction or mitigation strategies.
Evaluate/re-evaluate need for deploying a Liaison Officer to the local EOC.
Evaluate/re-evaluate need for deploying a PlO to the local Joint Information Center.
Ensure incident action planning for each operational period and a reporting of the
Incident Action Plan at each shift change and briefing.
Evaluate overall school operational status, and ensure critical issues are addressed.
Review/revise the Incident Action Plan with the Planning Section Chief for each
operational period.
Ensure continued communications with local, regionat, and state response
coordination centers and other HCCs through the Liaison Officer and others.
Ensure your physical readiness, and that of the Command Staff and Section Chiefs,
through proper nutrition, water intake, rest periods and relief, and stress management
techniques.
Observe all staff and volunteers for signs of stress and inappropriate behavior. Report
concerns to the Employee Health and Well-Being Unit Leader.
Upon shift change, brief youjr replacement on the status of all ongoing operations,
critical issues, relevant incident information and Incident Action Plan for the next
operational period.
Demobilization/System Recovery
Assess the plan developed by the Demobilization Unit Leader and approved by the
Planning Section Chief for the gradual demobilization of the HCC and emergency
operations according to the progression of the incident and facility/school status.
Demobilize position in the SCC and return personnel to their normal jobs as
appropriate until trhe incident is resolved and there is a return to normal ooperations.
Briefing staff, administration, and Board of Directors
Approve announcement of “ALL CLEAR” when incident is no longer a critical safety
threat or can be managed using normal school operations
Ensure outside agencies are aware of status change

Time

Initial

-

-

-

Declare school/facility safety
Ensure demobilization of the SCC and restocking of supplies, as appropriate including:
Return of borrowed equipment to appropriate location
Replacement of broken or lost items

-

-

-

Cleaning of SCC and facility
Restock of SCC supplies and equipment;
Environmental clean-up as warranted
Ensure that after-action activities are coordinated and completed including:
Collection of all SCC documentation by the Planning Section Chief
Coordination and submission of response and recovery costs, and reimbursement
documentation by the Finance/Administration and Planning Section Chiefs
Conduct of staff debriefings to identify accomplishments, response and improvement
issues
Identify needed revisions to the Emergency Management Plan, Emergency
Operations Plan, Job Action Sheets, operational procedures, records, and/or other
related items
Writing the facility/school After Action Report and improvement Plan
Participation in external (community and governmental) meetings and other post
incident discussion and after-activities
Post-incident media briefings and facility/school status updates

-

-

-

-

-

-

-

-

-

-
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-

-

Post-incident public education and information
Stress Management activities and services for staff

Documents/Too Is
Incident Action Plan
SICS Form 201 Incident Briefing Form
SICS Form 204- Branch Assignment List
SICS Form 207- Incident Management Team Chart

-

-

-

-

-

-

-

-

-

-

-

-

-

SICS Form 213-Incident Message Form
SICS Form 214- Operational Log
SICS Form 252- Section Personnel Time Sheet
SICS Form 261 Incident Action Plan Safety Analysis
School emergency operations plan and other plans as cited in the JAS
School organizational chart
-

School telephone directory
Radio

Appendix K

Resource Inventory

Resource

Location

Two-way radios
First Aid kits

Every classroom/every staff member
Main office, middle school teachers’ lounge,
gymnasium
Main office, gymnasium
Every exit, throughout buildings (45 in total)
In each fire extinguisher cabinet
Located in each classroom
Readily available in tubs throughout buildings
In maintenance closets located in four locations in
elementary and middle school buildings

AEDs
Firefighting equipment
Lighting
Classroom emergency kits
Food, water, blankets, etc.
Maintenance supplies and tools
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Go-kit and emergency supplies checklist

o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o

Water (one gallon per person, per day, for several days), for drinking and sanitation
Food (at least a several day supply of non-perishable food)
Battery-powered or hand crank radio and NOAA Weather Radio with tone alert
Flashlight and extra batteries
First aid kit
Extra batteries
Whistle (to signal for help)
Dust masks (to help filter contaminated air)
Plastic sheeting and duct tape (to shelter in place)
Moist towelettes, garbage bags and plastic ties (for personal sanitation)
Wrench or pliers (to turn off utilities)
Manual can opener
Local maps
Cell phone with chargers and backup battery
Fire extinguisher
Matches in a waterproof container
Feminine supplies and personal hygiene products
Mess kits, paper cups, plates, paper towels, and plastic utensils
Paper and pencils
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Appendix M

Memorandums of Agreement

In the event of a school evacuation, Holly Academy has secured agreements with the Seventhday Adventist Church to the west, and the Adelphian Junior Academy to the east. These are the
evacuation locations for our staff and students and will be used for shelter.

Seventh-day Adventist Church
16180 Fish Lake Rd.
Holly, Ml 48442

Adelphian Junior Academy
740 Academy Rd.
Holly, Ml 48442

Mo

Appendix N

Law Enforcement Command Posts

Village of Holly Police Department
315 South Broad St.
Holly, Michigan 48442
248 634-8221

District 2 Headquarters, Michigan State Police
3050 West Grand Boulevard, Suite 1-700
Detroit, Michigan 48202
313 456-0020

Metro North Post, Michigan State Police
143S0 10 Mile Rd.
Oak Park, Michigan 48237
248 584-5740

*

Metro South Post, Michigan State Police
12111 Telegraph Rd.
Taylor, Michigan 48180
734 287-5000

*

Responds for Holly Academy
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Emergency Utility Shut-Off Procedures
Electricity Shut-Off (Elementary school building)
Shut-off location: Auditorium Stage 119, northeast corner
Key location:

No key required, Main Distribution Panel has one center-mounted
large breaker

Tools required:

No special tools are required

Instructions:

No special instructions, large breaker needs to be flipped to the off
position. Our security alarm and fire alarm systems are affected by
power shut-offs, trouble alarms will sound, and our security
monitoring company will be notified.

Electricity Shut-Off (Elementary school building 2012 Addition)
Shut-off location: Media Center Storage 134, southeast corner storage room, east
wall
Key location:

No key required, Main Distribution Panel has a large switch

Tools required:

No special tools are required

Instructions:

No special instructions, main switch has a red handle in the ‘up or
on” position, move the switch to the “down” position. Our security
alarm and fire alarm systems are affected by power shut-offs,
trouble alarms will sound, and our security monitoring company will
be notified.

I.
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Electricity Shut-Off (Middle school building)
Shut-off location: Storage Room next to Computer Lab 202, northwest corner
Key location:

No key required, Main Distribution Panels have large switches

Tools required:

No special tools are required

Instructions:

No special instructions, switches have red handles in the
position, move the switch to the ‘down’ position. Our security
alarm and tire alarm systems are affected by power shut-offs,
alarms will sound.
“up”

-S

•1•
Entrance to Storage

MDP Shut-off

LPB Shut-off

LPC/LPD Shut-off

LPA (Lower Hall) Shut-off

Upstairs Gym Panel Shut-off
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Natural Gas Shut-Off (Elementary school building)
Shut-off location: Storage Room 2xx, northwest corner
Key location:

No key required, Main Distribution Panels have large switches

Tools required:

No special tools are required

Instructions:

No special instructions, main switches have red handles in the ‘up”
position, move the switch to the “down” position. Our security
alarm and fire alarm systems are affected by power shut-offs,
alarms will sound.
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Natural Gas Shut-Off (Elementary school building 2012 Addition)
Shut-off location: Main elementary school building roof, south end.
Key location:

No key required, there is a shut-off valve.

Tools required:

No special tools are required

Instructions:

No special instructions, the valve is a 90-degree ball valve.
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Natural Gas Shut-Off (Middle school building)
Shut-off location: Exterior, southeast corner of the building.
Key location:

No key required.

Tools required:

No special tools are required

Instructions:

Turn the valve clockwise to close.

Lj3

Water Shut-Off (Elementary school building)
Shut-off location: Utility Room southeast of Classroom 116, along the south wall.
Key location:

No key required.

Tools required:

No special tools are required.

Instructions:

Turn the gate valve clockwise to close.
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Water Shut-Off (Elementary school building 2012 Addition)
Shut-off location: Storage room located within Multi-purpose Room 133, west wall
Key location:

No key required.

Tools required:

No special tools are required.

Instructions:

Turn the valve clockwise to close.

ILl
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Water Shut-Off (Middle school building)
Shut-off location: Exterior, southeast corner of the building.
Key location:

No key required.

Tools required:

No special tools are required.

Instructions:

Turn the valve clockwise to close.
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HVAC Shut-Off (Elementary school building)
Shut-off location: Auditorium Stage 119, northeast corner
Key location:

No key is required

Tools required:

No special tools are required

Instructions:

No special instructions, large switches need to be turned to the off
position.
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HVAC Shut-Off (Elementary school building 2012 Addition)
Shut-off location: Media Center Storage 134, southeast corner storage room, east
wall
Key location:

No key required, Main Distribution Panel has a large switch

Tools required:

No special tools are required

Instructions:

No special instructions, electrical has a main switch that can be
turned to the off” position. Our security alarm and fire alarm
systems are affected by power shut-offs, trouble alarms will sound,
and our security monitoring company will be notified.

L(3

Fire Protection Water Shut-Off (Elementary school building)
Shut-off location: Utility Room southeast of Classroom 116, along the south wall.
Key location:

No key required.

Tools required:

No special tools are required.

Instructions:

Turn the gate valve clockwise to close.

Appendix P

Cardiac Emergency Response Plan

edical emergency response plans
are designed to enhance safety for
students, staff, and visitors at
schools. To be effective, these plans need
to be coordinated and practiced.
Although a schools primary mission is
education, mandates typically require
drills to prepare for fires, earthquakes,
and other potential mass-casualty
incidents (U.S. Department of Education,
2013). Beyond preparing for schoolwide
emergencies, schools are expected to
provide lifesaving responses to individual
medical crises, such as a sudden cardiac
arrest (SCA). One way to successfully
maintain a cardiac emergency response
plan (CERP) is to have a clear and
concise district policy that is reviewed
annually (Doyle, 2013). The CERP should
be regularly reviewed for consistency
with federal, state, and local laws;
nursing practice standards; and
established safety practices.
This article presents a national model
that encourages schools to develop,
implement, practice, and evaluate a CERP.
It also addresses legal considerations and
special circumstances involving students
and school use, and it makes policy
recommendations to further the adoption
and implementation of CERPs. The goal
of the CERP is to increase the chances of
survival following a SCA and to decrease
the incidence of sudden cardiac death.
Designed to be a stand-alone document
or a part of the schools existing medical
emergency response plan, the CERP can
be used by school personnel and health
care providers, as well as by those
involved in school-based legislative and
advocacy efforts related to SCA
preparedness. Documents needed to
implement the CERP can be found at
www.heart.org/cerp.
Focused on SCA, this article seeks to
address various groups within a school
that may be involved in SCA
preparedness planning. School
administrators are responsible for
managing school facilities and
operations in a safe and efficient
manner. Their charge should include
development and placement of the
CERP within a school improvement plan
and designation of a responsive and
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effective cardiac emergency response
team. A registered school nurse often
leads the school’s health services team.
To ensure an optimal response to a
SCA, the school nurse assigned to the
school or school district should be
included in CERP planning and
implementation (American Nurses
Association & National Association of
School Nurses, 2011). In addition,
school nurses are often tasked with
training, monitoring, and supervising
unlicensed assistive personnel within
the school (Bobo, 2015), which could
include members of the cardiac
emergency response team.
Administrators may begin by requiring
current cardiopulmonary resuscitation
(CPR) training for all coaches and/or
teachers, enabling them to respond or
assist appropriately while awaiting the
arrival of medical personnel, whether or
not an athletic trainer or school nurse is
on-site. Parents and community groups
often help to initiate and supplement
school-based SCA preparedness efforts.

History and Description
of the issue
On any given da 63.6 million
students and staff are in school settings
(U.S. Department of Education, 2015). In
2014 approximately 360,000 people
suffered a SCA in community settings
(Mozaffarian et al. 2015). This figure
includes patients of all ages and refers
specifically to nontraumatic SCAs from
cardiac causes treated by emergency
medical services (EMS); it excludes
cardiac arrests of noncardiac origin, such
as those secondary to trauma, drowning,
and narcotic overdose. Of this yearly
total, approximately 7,000 were children
(18 years of age). Overall,
approximately 10% of victims survive.
Prompt CPR can double or triple the
chance of survival (Institute of Medicine,
2015).
SCA most often results from a
disruption in the heart’s electrical system
that causes the heart to beat very rapidly
and ineffectively (usuaUy from ventricular
fibrillation) accompanied by the loss of a
pulse. While SCA and heart attacks are
hoth life-threatening, SCA occurs

abruptly and without warning, while
heart attacks usually have a more gradual
symptom onset.
SCA requires intervention within
minutes to avoid death or permanent
neurologic damage. Without immediate
CPR to help maintain blood flow to vital
organs and the shock of an automated
external defibrillator (AED) to reset the
heart’s natural rhythm, victims usually
die. The evidence strongly supports the
fact thai CPR and early defibrillation save
lives (Mozaffarian et al. 2015).
Unfortunately, during routine school
physicals or athletic screenings,
conditions that can lead to SCA in
children and adolescents are difficult to
discern and may go undetected. SCA
preparedness policies have the
potential to benefit any student, staff, or
visitor to a school. The training of
school staff and students allows that
knowledge to he applied anywhere the
need arises.

SCA Overview
SpecifIc Causes of 5CR
In younger children, SCA is more often
from a secondary (noncardiac) origin,
such as respiratory difficulties. SCA in
adults, however, is more likely from
heart problems acquired over time. In
older children and adolescents, SCA is
more often from underlying (congenital)
conditions, including hypertrophic
cardiomyopathy and coronary artery
abnormalities (Mozaffarian et al. 2015)
present from birth, whether apparent or
not. An exception is commotio cordis
(Latin for ‘agitation of the heart”). In this
case, an irregular heart rhythm (typically
ventricular fibrillation) results from a
blow to the chest directly over the heart
at a critical time during the cardiac cycle.
Not fully developed, the chest of a child
is more prone to this as compared with
an adult. The blow leads to a SCA (in an
otherwise normal heart) for which
cardiac defibrillation is urgently needed.
Although SCA can occur at any time or
any location, vigorous exercise appears
to act as a trigger for lethal arrhythmias,
making SCA more common during
athletic practices and games (Hazinski
et al., 2004).
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In an effort to maintain the safety
of all their students, schools and
coaching staff may be advised by a
health care provider to limit the
participation in school activities for
some students with known heart
conditions. Although many may
participate in recess, gym, sports,
and school activities without
restriction, the school nurse may ask
the child’s parent/guardian to obtain
written approval or recommendations
from the child’s health care provider,
with specific activity restrictions
noted by the provider where
applicable. The parent/guardian must
recognize the importance of notifying
the school of the child’s known heart
condition and nny changes to the
child’s symptoms and cardiac status
over time.

Factors Affecthg Sinlval

Fcue 1.

easier for lay rescuers, avoids mouth-tomouth contact, and is more readily
guided by dispatchers over the
telephone. When asphyxia-precipitated
SCA occurs, the addition of rescue
breathing to compressions is
recommended (Atkins et al., 2015; Sayre
etal., 2008). Other signs of SC& include
not moving and unresponsiveness. CPR
should be initiated without delay (see
Figure 1).

While all staff may not he currently
trained in CPR/AED, all can be taught
to recognize a possible SCA. Chest
pain, nausea, or light-headedness may
occur right before a SCA, hut most
often there are no warning signs. For
an individual who collapses, is
unresponsive, and is not breathing
normally or is not breathing at all, it
must be assumed that a SCA has
occurred. Seizure-like activity
(convulsive movements) and abnormal
gasping/irregular breathing occur in
30% to 40% of SCA victims (Cho et al.,
2010; Drezner, Rao, Heistand,
Bloomingdale, & Harmon, 2009). Loss
of consciousness typically happens
within seconds of the onset of the
chaotic heart rhythm (most often
ventricular fibrillation), and collapse
tends to occur suddenly. SCA from
ventricular fibrillation can have a
survival rate 50% if the CPR is initiated
without delay (Resuscitation Academy
Faculty, 2013; see Figure 1). Survival
further improves if bystanders not only
initiate CPR but include defibrillation
with an AED if indicated.
Bystander CPR and survival rates have
increased since the implementation of
hands-only CPR itt 2008 (f{upfl, Selig, &
Nagele, 2010; Søreide et al. 2013). It is

flo.mbodsd

Out of Hospital Cardiac Arrest Chain of Survival.

from nas

Barriers to School SCA
Preparedness
tn developing a CERP, schools may face
barriers on many levels, including
misperceptions of need, cost of the
program, liability concerns, school staff
concerns, and widespread disparities in
health care access. The potential barriers
to implementation vary by school,
district, state, school location, and school
size. These barriers and others identified
by schools must be addressed with
practical solutions, including private/
public funding or in-kind donations from
community organizations.
Specthc barriers, with information
to assist in their removal include the
following:
Perception that SC4 is a rare event with
tilde likelihood of survival: Although
the survival rate is low, approximately
10%, studies show that prompt
bystander CPR and AED use could
double or triple those numbers
(Wissenberg et al. 2013).
Liability concerns: Federal and state
Good Samaritan laws provide
immunity to Laypersons who
voluntarily provide care during an
emergency (Health Resources and

Services Administration, 2006; Sutton,
2010). More often, legal cases revolve
around the failure to summon
medical assistance or not use an API)
after SCA (Education Commission of
the States, 2015).
Reluctance of school personnel to learn
and maintain the necessary skills
School staff may consider formation
of a cardiac emergency response
team to be another, possibly
unwelcome, layer of responsibility.
Compounding this, school nurses
and athletic trainers are often
assigned to more than one school
and may need to delegate some of
their duties to other staff. Ideally,
however, they should be in a
position to monitor training, the
cardiac emergency response team,
and the drills on all the campuses
that they cover.
Staff changes within and between
school years: These may cause
current assignments for CERP
responsibilities (including
maintenance of AEDs and
completion of drill-tracking forms)
to be overlooked even when a
comprehensive CERP is in place.
Health care and resource disparities:
Poverty as a primary social
determinant of health often means
that children and their families do not
have access to health care resources,
nor do the schools they attend (White
et al. 2016). The same conditions that
result in health disparities in these
communities may make it difficult for
schools to find the necessary
resources for fuU CERP
implementation, such as the cost of
equipment and its maintenance, staff
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Relevant Facts
.1

-

Reference

Fact
Following a SCA, each minute without treatment decreases the likelihood of survival with
a good neurologic outcome.

Unk et al. (2010)

In a Midwest survey, 80% of parents assumed that teachers were trained in CPA, but in
that survey only 60% of teachers reported any training in CPA.

Gagliardi, Neighbors, Spears, Byrd, and Snarr
(1994)

All 50 states have implemented legislation promoting lay rescuer programs and providing
Good Samaritan protection for lay rescuers, yet <3% of the U.S. population receives
CPA training annually, rendering many bystanders unprepared to respond to SeA.

Sutton (2010), Anderson et al. (2014)

Although few CPA-trained bystanders ever perform CPA, bystander training is one of the
strongest predictors of a victim receiving CPA.

Cave et ai. (2011)

Defibrillation within 3—5 minutes of collapse can produce survival rates as high as
50%—70%.

Travers et al. (2015)

Wofe. CPA = cardiopulmonaiy resuscitation; WA = sudden cardiac anest.

training and support, and the need
fur medical oversight.
Cost of a CPR-AED program: When

schools develop their budgets, they
must factor in the cost of AED
replacement pads and batteries.
School staff may not be supportive of
training or recertification on their
own time and/or with (heir own
funds. Mandatory training and
recertification may also be subject to
collective bargaining.

Developing a Cardiac Emergency
Response Team
Increasing the number of rescuers in
society including schools, saves lives and
prevents the emotional toll of a peer
death. Delayed action can have profound
sequelae for individuals, families, and
communities. Increasing the number of
people who know how to respond
quickly even by calling 9-I-I and
receiving dispatcher CPR instnactions,
vastly improves the chances for a timely
response and neurologically intact survival
(Sasson, Rogers, Dahi, & Kellemian, 2010).
Such training may also help remediate
disparities in survival rates.

Emergency Sahool Personnel
To ensure an efficient SCA response, a
team must be developed with assigned

roles. Implementation of specific roles
may vary from district to district, and
these assigned roles are likely shared
with other types of school emergencies.
Some may choose to assign certain roles
(e.g., medical director) at the district
level, but all schools within a district
should have a CERP and a cardiac
emergency response team in place, in
addition to the school nurse. In a large
school, on a widespread campus, or in
those schools with before- and afterschool programs including athletics,
multiple teams may be needed for an
efficient response to a SCA.
Specific team roles include the following:
Medical director involved in the planning
process, familiar with available medical
resources, and aware of SCA
recognition and treatment. The director
may write prescriptions for AEDs, if
needed, and review the CISRP to ensure
medical appropriateness.
Coordinator responsible for helping
with budgets, projected timeline,
other committee work, and ongoing
program oversight.

Team members: those persons that each
school identifIes in addition to the
school nurse to respond when a
cardiac or other medical emergency
occurs.

Roles within the cardiac emergency
team include
• establishing scene safety, recognizing
SCA, and immediate care of the
victim;
• initiating the chain of survival;
• retrieving emergency equipment; and
• directing EMS to the scene.
An efficient communication network
linking all parts of the school campus,
including playgrounds and athletic fields,
is needed to prevent critical delays. This
network should connect directly to EMS
or to a central school office responsible
for contacting EMS and activating the
school’s cardiac emergency response
team. School communication networks
may connect using telephones, cell
phones, walkie-talkies, alarms, and/or an
intercom or public address system.

Malntenaece and Piacement
of REDs and Other Emergency
Euulpment
One of the first steps in CERP
implementation is strategically placing
AEDs within the school. In the event of a
cardiac emergency, a strategically placed
AED is readily accessible so that a
rescuer can retrieve it and deliver a
shock within 3 minutes of collapse.
Based on the 2015 AHA emergency
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cardiovascular care guidelines, schools
can prioritize campuses for an AED
program based on at least one of the
following: a reasonable probability of
AED use within 5 years of CERP
implementation; children, adolescents, or
adults in the school considered to be at
high risk for SCA; or the unlikelihood to
achieve an EMS call-to-shock interval of
5 minutes (Hazinski et al., 2004). If
sufficient numbers of AEDs are not
available or a CERP cannot be
established in all schools in a district.
priority should be given to schools
determined to have the highest
probability of SCA and/or to schools at
the furthest distance from EMS.
An AED program, in similar fashion to
a CERP, includes five components
(Hazinski et al., 2004):
• medical oversight,
• appropriate training of anticipated
rescuers in CL’R and AED use,
• coordination with EMS,
• AED maintenance Onttery and pads),
and
• an ongoing quality improvement
program to monitor training and
evaluate response with each use of
the AED.
Emergency equipment may vary by
school, depending on the emergencies
for which they are preparing. For a SCA,
the minimum is a working AED, a CPR
mask/face shield, scissors razor,
latex-free gloves, and paper towels.
Distribution of the Plan Throughout
the School Campus
For a successful program, all those
working within a school system must he
aware of the importance of ARE)
accessibility and ongoing CPR training of
staff. A school’s existing multidisciplinary
Health and Wellness Committee or local
EMS personnel may assist in setting
priorities and establishing the means of
CERP implementation within the context
of other health-related policies.
A written CERP for treatment of SCA
that is well rehearsed through drills will
help to ensure an efficient and organized
response should a cardiac emergency

occur- This should be distributed to all
school faculty and staff at least annually.
TrainIng in CPRIAED Use
Ideally, schools should strive for
current training of all staff in first aid,
CPR, and AED use. A sufficient number
of trained responders—including staff
and, in some cases, students—can
generally be defined as allowing a
rescuer to retrieve and bring emergency
equipment to any area of the campus
within three minutes of a suspected SCA.
The training should include two critical
teaching points:
Ability to recognize the possibility of a
SCAr know to call 9-1-1, be familiar
with chest compressions, and know
the purpose and function of an AED.
Skills practrce (psychomotor skills): the
level of proficiency gained from CPR
skills training is directly related to the
amount of time provided for skills
practice during training (Cave et al.,
2011).

Drills
Involving staff is an important step
toward effective CERP implementation.
Doing practice drills enhances staff
familiarity, and schools are strongly
encouraged to practice the CERP using
drills throughout each school year
(National Association of School Nurses,
2012). A school’s model for running
other types of drills (fire, Iockdown,
etc.) can be used. Drills help streamline
rapid communication and coordinated
responses in the event of a SCA.
Beyond current hands-only CPR
training, all school staff can be involved
in the CERP by rehearsing (a) when to
alert 9-1-1 and other school personnel,
(b) how to retrieve an AED and other
emergency equipment, (c) how to clear
crowds, and (d) how to quickly direct
EMS personnel upon arrival at the
school.
A drill summary checklist can be
utilized for planning purposes and for
objective postdrill review-s (available at
www.heart.org/cerp). A successful
cardiac emergency response drill is
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• defined as successful completion of the
full drill in 5 minutes. Schools that have
• multiple cardiac emergency response
teams (e.g., for different wings; for
preschool, after-school, or sports
programs) should consider multiple
venue-specific drills.
Local EMS Integration With the
Plan
tt is important to work directly with the
local emergency response system
(including EMS fire, and police
departments) to integrate the CERP into
the community’s EMS responder
protocols. This step includes providing
these departments with a copy of the
school’s CERP, reviewing and
coordinating the CERP with them,
informing them of the number and
location of on-site AEDs, and including
them in school drills (U.S. Department of
Education, 2013). Development of the
schools CERP may also need
coordination with campus safety officials,
the school nurse and other on-site first
responders, administrators, athletic
trainers, and other members of the
medical team within the school and/or
community (Olympia, 2016).

Ongoing and Annual RevIew and
Evaluation of the Plan
Annual Review. Ass annual review needs
to take place, in addition to postincident
and postdrill reviews. Included in the
annual review are postincident reviews,
drill summary checklists, an inventory of
emergency supplies, and a record of
routine AED maintenance per the
manufacturer’s guidelines.

Postevent Incident Guideline,’. After an
incident, the emergency response team
meets to rtview the CEEP components and
the team’s implementation. The goal is to
identify those actions consistent with a
well-mn and well-equipped team and
those actions needing improvement or
clarification. The CERP should also include
a postevent communication plan utilizing
specific notification systems for a
designated spokesperson to communicate
with school staff, students, the media, and
the community regarding the outcome of
the SCA in a manner that respects the
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table 1.

Scan of Related State Laws

As of August 2015, 54 state laws addressed CPR, AEDs, or CERPs in schools.

• Only six states require CPR training for all teachers, and in three states it is required only for physical education teachers and coaches.
(Apart from these laws, many schools require physical education teachers and coaches to be CPR certified.)
• Some of these laws specify that CPA training must include test demonstration on a mannequin, meaning that online course certifications
are not accepted.
• In states requiring ii for all teachers, it maybe a requirement for teacher certification and recertification.
Regarding ALlIs, 17 states require schools to have an AFO, wtiile tour states urge schools to have an ALl].
Laws related to CEAPs are equally varied.
• Four states require a CERP, while one state encourages a CEAP.
• In two stales, only athletic departments must have a CEAP.
• Currently, 15 states and the District of Columbia have no laws related to CPA, ALlIs, or CERPs.
Note. Education Commission of the States (2015). AFt) = automated external deflbrillator; CEAP = cardiac emergency response plan; CPA = cardtopulno
nary resuscitation.

victims confidentiality and dispels false
rumors (American Academy of Pediatrics
Council on School Health, 2008).

Legal Considerations
There are federal and slate Good
Samaritan laws (see Table 1) that provide
immunity to laypersons who voluntarily
provide care during an emergency
(Health Resources and Services
Administration, 2006; Sutton, 2010). As of
publication, we could find no cases of
school employees who were found
negligent or grossly negligent after using
an AED. Rather, legal cases revolve
around the failure to summon medical
assistance or use an AED after a SCA
(Urn ones n school District of Lee Gounty,
2015; Thompson rt Rochester Community
Schools, 2006).
In addition, each state has common
laws (based on case law or precedent)
that may pertain to standards of care and
civil liability. Some laws may penalize
those who fail to respond. It is best to
have legal counsel review the school’s
CERP in the context of federal and state
laws, including specific laws providing
legal protection [or lay rescuers within
their jurisdiction.

School-Sponsored and Shared Use
Agreements
In addition to their use as educational
facilities, schools often are de facto

Downloaded from

community centers where the public
congregates for events both school
sponsored and otherwise. Outside
organizations may have shared use
agreements to utilize school property. A
modified CERP may be needed to cover
these events, taking into account the
extent and nature of the use as well as
the day and tinte of (he use. An
authorized representative of the outside
organization and an authorized member
of the school administration should sign
the modified CERP.

American Heart Association
Rewmmendations
While good starting points, the mere
presence of an AED and/or bystanders
with CPR training is not adequate should
a SCA occur. Development of the CERP
requires input from the school nurse and
other key school and conrnmniry
personnel, in addition to EMS. The school
cardiac emergency response poticy must
be guided by resuscitation science;
although affected, it should not be
undermined by available resources and
local political and budgetary realities.
The American Heart Association makes
the following recommendations to
support the adoption and practice of
CERPs in schools:
1. The Al-IA recommends that all
schools have a CERP in place,

flaS.SaQOp,]b

containing minimum, evidence-based
core elements:
• Establishing a cardiac emergency
response team
• Activating the team in response to a SCA
• Implementing AED placement and
routine maintenance within the school
(similar to fIre extinguisher protocols)
• Disseminating the plan throughout
the school campus
• Maintaining ongoing staff training in
CPR/AED use
• Practicing using drills (akin to fire and
lockdown drills)
• Integrating local EMS with the plan
• Ongoing and annual review and
evaluation of the plan
2. The AH.A recommends that state laws,
regulations, and related educational
standards require schools to develop
and maintain a CERP and that
appropriations are made available to
support the development,
implementation, and evaluation of
CERPs in schools. Where related
appropriations are lacking, CERPs
should still be in effect, using indirect
sources of community or EMS-related
support.
Documents needed to implement the
CERP can be found at www.heart.org/
cerp. .

corn by SAaC Ploduoton tOO NOT CHMGE THE PASSWORD!) on August10, 2016

55

Appendix Q

Plan to train teachers on mental health and pupil and teacher safety.

Holly Academy staff members have participated in social/emotional/trauma informed training
(October 8, 2021). Additional training will take place in subsequent years on scheduled
professional development days.

Holly Academy has provided ALICE (Alert, Lockdown, Inform, Counter, Evacuate) training for the
entire staff substitute teachers on three occasions. The last being February 18, 2022.

Appendix R
Plan to improve building security

Holly Academy Plan to Improve Building Security
•
•

•
•
•

•
•
•

•
•

•

Application for this Security Grant
Holly Academy staff has been trained three times through the ALICE Training
program, we plan on refresher courses for current staff as well as training new
staff members.
Holly Academy utilizes three unannounced lockdown drills per year, only our core
administrative staff are aware of these dates and times.
We are in the process of establishing a master plan for our landscaping, which
may include perimeter barriers along the east and south property lines.
Vehicular traffic is limited to the south, west, and north of our buildings. Our
“center” courtyard area, where students are located is limited to grounds
personnel and equipment traffic.
As part of our landscaping master plan, we are considering barrier systems such
as bollards, near entrance points to limit vehicle traffic near the building.
We are studying the possibility of adding speed bumps.
We are planning to give our “drop off’ workers two-way radios so they are able to
alert us immediately of any issues. We already have administrators at one of our
drop-off points, two other personnel regularly patrol the other drop-off points so
that we have those locations covered. The radios will help us better detect any
issues while still in the parking lot.
Holly Academy has numbered our exterior doors, in order for first responders to
easily identify where they are located at the perimeter of the building.
We are applying for grants that may help us in upgrading our camera system,
then placing the monitoring stations at two locations, one in the technology office,
the other in the main office, where the system can be monitored throughout the
day. Our current camera system does not support remote access.
With the help of our PTO, Holly Academy has installed a Public
address/notification system, specifically for lockdowns only. This system is in
place in all areas of the building, including restrooms, gymnasiums, music rooms,
all classrooms, and the exterior of the building, which were spaces where the old
alarm system was not audible in the past. This system has push buttons in
various locations and has the capability to be initiated from computers on our
network. Our public address/notification system has both audio and visual

components to alert building occupants of dangerous situations or critical
announcements.
• Holly Academy has color-coded our hallways so that all occupants and first
responders can easily identify where they are in the building.
• As part of our procedures, all classroom doors are locked at all times, when
closed, they are already locked with no additional steps needed to secure the
classrooms.
• Our procedures do not aflow locks on lockers, and we are able to open and
inspect them at any time. Furthermore, if a student places a lock on their locker,
it is noted in our handbook that they are to give their teacher the combination so
the locker can be checked at any time.
• All of our staff members carry two-way radios throughout the day, and we have
procedures in place for alerting the rest of the school during an emergency.
• We are contacting vendors to quote shatter-resistant window film for our
classroom sidelights and door glass.
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ResuLts Summary
Summary of Options to Strengthen Your School’s Physical Security System
Evaluation Scenario: Active assailant during student arrival on school grounds
Date Performed: 2/23/2022

This page presents a full, printable list of recommendations to improve your school’s
physical security system. ResuLts are divided into three categories:
• Policy and Training to Support Your Safety & Security Staff
• Additional Safety and Security Staff You Could Add to Your Physical Security System
• Additional Measures You Could Add To Your Physical Security System.
Legend Cost and Climate ratings shown in the SSAT
-

Cost

School Climate

$ low cost for most schooLs

+

ssat.s3-website-us-west.2.amazonaws.coml#

Likely positive impact on school cLimate
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School Climate

Cost
.

$$

medium costfor most schools

$S$

high cost for most schools

±

neutral orvariable impact on school

climate
-

Likely negative impact on school climate

$-$$$ costs for most schools will
vary
Click to expand the “Cost” and “Climate” boxes to view more information about the cost
and school climate implications of each recommended security solution.
Click to expand the “Participant Notes” box to add your own notes related to specific
improvement options. To ensure that your notes are saved, be sure to click “Expand All
Results” when you are finished entering any additional information. Then click “Print” to
save the Results Summary file as a PDFforfuture reference.
Expand All Results

Print

Collapse MI Results

Additional Safety and Security Staff You Could Add to Your Physical Security System
Improvement Options

Dedicated Security Staff Such
as School Safety Officers,
School Resource Officers or
Security Guards

ssat s3-we bs ito-u s-west-2 am azonaws co mAW
.

.

.

Why is this appearing?

Dedicated security staff at a school can support
detection, delay and response to incidents through
their training and capability to act if an incident occurs.
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Improvement Options
Cost:

Why is this appearing?

$$$

Hiring dedicated security staff such as a School Resource Officer, School Security
Officer, or other professional security personnel can be a significant expense for
schools. However, many School Resource Officer Programs are funded through
federal grants from the Department of Justice. A school or district can also explore
other grants or other types of funding that maybe available through state or local
agencies.

Climate:

±

The impact that uniformed police personnel, School Resource Officers, and School
Security Officers have on school climate can vary, and will depend on the roles and
responsibilities assigned to them. While law enforcement officers in schools can
work to deter violence in some contexts, they might have adverse effects on school
climate and negatively affect student perceptions of safety. Schools hiring dedicated
security personnel should take care to establish SRO or SSO monitoring and
evaluation programs and memoranda of understanding that identify clear roles and
responsibilities that can attenuate any negative effects.

Participant Notes

Type any notes you may have with respect to this suggested improvement option
We are going to give our “drop off” workers two-way radios so they are able to
alert us immediately of any issues. We already have Administrators at one of our
drop-off points, two other personnel regularly patrol the other drop-off points so
that we have those locations covered. The radios will help us better detect any
issues while still in the parking lot.
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Why is this appearing?

Improvement Options

Personnel Monitoring CCIV
Systems in Real Time

If there are personnel monitoring CCTV video, they can
provide detection capability and potentially trigger
response activities to incidents in other parts of the
school campus.

Cost:

$$$

Hiring or reassigning staff to monitor CCTV feeds in real time can be expensive.
Consider whether full time monitoring is needed at your school, or whether having
staff monitor CCIV feeds would be most useful at specific times during the day.

Climate: ±

Assigning or hiring staff to monitor CCIV feed in real time is unlikely to impact
school climate.

Participant Notes
Type any notes you may have with respect to this suggested improvement option
We are applying for grants that may help us in upgrading our camera system, then
placing the monitoring stations at two locations, one in the technology office, the
other in the main office, where it can be monitored throughout the day.

Additional Measures You Could Add to Your Physical Security System
Improvement
Options
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Why is this appearing?
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Improvement
Options

Emergency Call
Boxes Connected to
Law Enforcement

Cost:

Why is this appearing?

Call boxes provide direct communication with responders and can
speed the start of response.

$$

Emergency call boxes installed throughout school grounds--for example in parking
lots, along walkways, and at event facilities--can be somewhat expensive. Costs will
range depending on the technology installed (e.g. Analog, Wireless, IP call boxes)
and on associated infrastructure already in place at the school.

Climate: ±

Emergency call boxes situated across school grounds are unlikely to have a
significant impact on school climate. Boxes that are installed at strategic, but
limited, locations across grounds are unlikely to have any effect. Schools should also
ensure that emergency call boxes are ADA compliant with Braille labels and other
features to ensure accessibility by all members of the school community.

Participant Notes
Type any notes you may have with respect to this suggested improvement option
All of our staff members carry two-way radios throughout the day, and we have
procedures in place for alerting the rest of the school of such an event. All staff
members have been trained in ALICE training and are able to initiate a lockdown
alarm. Inside our buildings, we have numerous lockdown alarm notification
buttons, that will sound the alarm in the event of a lockdown. Our lockdown
alarm is specifically for lockdowns only.
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Improvement
Options

Perimeter Barrier

Cost:

Why is this appearing?

Barriers around the school perimeter can both delay an incident
by slowing how fast a threatening person can enter and can also
assist in detection if climbing the barrier is required.

$-$$$

A wide variety of perimeter barriers are available to schools. Costs to purchase,
install, and maintain hedges and other landscaping as a barrier could be prohibitive,
as can costs associated with ornamental fencing. Chain link fencing, concrete or
cinder block walls are less expensive solutions.

Climate:

±

A wide variety of perimeter barriers are available to schools. Hedges and
Landscaping are visually appealing and can make a school campus appear more
attractive and make the school feel safer and more welcoming. Ornamental fencing
is also visually appealing. On the other hand, chain link fencing or concrete or cinder
block fencing are less visually appealing and may reduce the extent to which a
school campus feels welcoming.

Participant Notes

Type any notes you may have with respect to this suggested improvement option
We are in the process of establishing a master plan for our landscaping, which will
include some perimeter barriers.
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Improvement
Options

Vehicle Barriers at
School Perimeter

Why is this appearing?

Vehicle barriers can reduce risk of incidents involving rapid entry
of a vehicle onto school campus, or the use of vehicles as
weapons.”

Cost: $
Vehicle barriers installed at the school grounds perimeter to prevent or limit access
are typically low-cost measures. They can include drop-down gates, concrete
bollards, or water- or sand-filled barricades.

Climate: ±

Vehicle barriers installed at the entrance to school grounds are unlikely to affect
school climate, either positively or negatively.

Participant Notes

Type any notes you may have with respect to this suggested improvement option
We will definitely look at bollards near the entrance points to limit vehicle traffic
nearthe building.

Measures to Slow
Traffic on School
Grounds
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Measures that slow traffic can delay an incident and reduce the
effectiveness of an attack when a vehicle is used as a weapon.
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Improvement
Options
Cost:

Why is this appearing?

$

Installing measures to slow traffic, such as speed bumps or modular traffic barriers
along school driveways, isa relatively low-cost measures. However, other options to
slow traffic such as curved driveways could impose more significant costs if
significant rerouting and landscaping is required.

Climate:

±

Measures to slow traffic such as speed bumps or modular traffic barriers are unlikely
to have any effect on school climate.

Participant Notes

Type any notes you may have with respect to this suggested improvement option
We will study the possibility of adding speed bumps.

Emergency
.
.
Notification
Systems Covering
.

.

Notification systems that allow communication with staff and
students help in triggering responses like lockdown, lockout or

-

School Grounds

ssat.s3-website-us-west-2.amazonaws.coml#

evacuation.

4,
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Improvement

Cost:

Why is this appearing?

$

Most schools already have a public address system in place, and incur relatively Low
longterm costs to maintain and upgrade these overtime.

Climate: ±
Emergency notification systems such as public address systems are unlikely to have
any effect on school climate.

Participant Notes
Type any notes you may have with respect to this suggested improvement option
We are currently finishing the installation of a lockdown alarm.

Real Time
Responder Access
to CCTV

ssat s3-website-us-west-2 .a mazonaws.com/#

.

Real time access to CCTV footage can aid responders in acting
when an incident is underway.

Vi
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Improvement
Options

Cost:

Why IS this appearing?

$

Providing law enforcement with real time access to school security camera feeds is
unlikely to come at a significant cost to schools.

Climate:

-

Providing law enforcement with real time access to school security camera feeds
can have significant negative impacts on school climate. Providing access to CCTV
feed can intrude on the privacy of students, and in worst case scenarios can lead to
profiling. To ensure the protection of all students rights, schools who choose to
grant law enforcement access to security camera feeds should regularly monitor the
use of information from these feeds, and ensure that use is appropriate. Schools can
consider signing Memoranda of Understanding with local law enforcement to
specify who can access information from camera feeds, when this information can
be accessed, and how it can be used by law enforcement.

Participant Notes
Type any notes you may have with respect to this suggested improvement option
Our current camera system does not support remote access. We are applying for
the Safet Grand offered by the Michigan State Police and hope to be awarded so
we can upgrade our camera system.
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