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INTRODUCTION 
 
Emergencies are unexpected, unpredictable, and take many forms.   No one can be fully prepared for 
everything that may happen, but some clear measures are helpful in any emergency. The purpose of this 
school plan is to provide staff with clear direction and expectations for their own incident management 
preparation.  It is primarily a resource for principals and their Incident Management Teams to refer to when 
reviewing their practices. The district plan provides a template for the building plans and will be reviewed on a 
yearly basis against new research and practices.  Every school will use the standardized Emergency Response 
Plan based on that template.  Obvious changes have been made to meet the needs of the schools’ unique 
physical and geographical needs.   Changes made to the FPS Emergency Response Plan may result in changes 
to the school plans and reference guides.  This plan is based on the nationally recognized Incident Command 
System (ICS).  
 
When a school’s emergency response actions are well rehearsed and automatic, the opportunity for a school 
leader to assess the situation and make appropriate immediate decisions is greater.      
 

IMPORTANT TERMS 

Crisis/Incident – A crisis and/or incident is defined as any event that threatens the safety or security of an 
individual or groups of individuals in a school building or at a school-related event. 

Incident Command System (ICS) – The Incident Command System includes this manual and all documents 
which represent standards in organization, communications and terminology designed to respond to an 
incident.  All standards and directions are to be followed explicitly.  Emergency personnel (fire/police) will be 
familiar with the standards and procedures of each building.  Deviation from our Incident Command System, 
unless otherwise directed, will only place students and staff at greater risk. 

Incident Coordinator (IC) – The Incident Coordinator for all our buildings will be the school principal.  In the 
absence of the principal, the principal’s designee will be the Incident Coordinator.  The principal designee 
needs to know at all times when he/she is in charge. 

If and when the police or fire departments become involved in the incident, a unified command (school, police 
fire) will work together to coordinate the situation.    

It is important for the Incident Coordinator to confer with the Superintendent of Schools or the Assistant 
Superintendent in the superintendent’s absence regarding the onset of any crisis situation.  The Incident 
Coordinator has the authority to act immediately in the event of an incident; however, if time is available, 
communications with the superintendent is an important component of an effective response. 

Emergency Response Team (ERT) – Each school needs to identify an Emergency Response Team. The role of 
the response team is to work as a team in organizing response modes at each school, instituting practice 
sessions for all staff and students, and serving as a resource team in the event of an actual incident.  The team, 
in concert with the incident coordinator, will need to confer at the onset of an incident in order to: 

 Determine overall response objectives 

 Select response strategies 

 Ensure joint application of tactical activities 

 Maximize the use of available resources 
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Incident Report – An Incident Report is required for all incidents.  The Incident Report is the responsibility of 
the IC; however, it will require the testimony of each adult involved in the incident.  (See Incident Report 
Section) 

 
 

STAGES OF AN INCIDENT 

Every incident can be described in four stages.  Each stage has a unique set of procedures, expectations, and 
directives. 

Stage 1: ONSET – The first 10-15 minutes of a crisis is critical to the safety and security of individuals.  It is 
when panic is most likely to occur, and it is a time when awareness of the roles of responsible adults is 
essential. 

Stage 2: OCCURRENCE – Following the onset of an incident any number of variables may impact the longevity 
of the incident.  During this period everyone is to remain focused on his or her roles and responsibilities.  The 
command of the situation may shift from administration to emergency personnel.  Precautions need to be 
taken to prevent the further development of the incident.  The focus should be on protecting and supporting 
the students for whom you are responsible. 

Stage 3: POST OCCURRENCE – Through the balance of the day(s), as the incident dissipates, there will be a 
return to normalcy.  However, the actual return to a normal environment varies with the individual, grade 
level, and other variables depending upon the nature of the incident.  Our process needs to recognize these 
differences and provide a nurturing environment for staff and students.  Appropriate communications need to 
occur, and the school community needs to sense closure to the incident, i.e. a return to normal procedures 
and a focus on the business of school.  A major component of the post occurrence stage is the need to write an 
Incident Report.  

Stage 4: FOLLOW-UP – Every incident requires post occurrence analysis.  What did we do correctly?  What 
changes do we need to make in our procedures?  Are there things we could have done differently?  This may 
require internal procedural changes in the event of a similar incident or a change in general procedures for all 
schools.   

The incident statements for each section of this handbook are focused primarily on the immediate steps of 
incident response.  Every incident should be viewed with regard to these four stages.  Each stage dictates 
specific actions of responsible adults.  Each stage deserves equal attention in order to institute an effective on-
going plan for incident management. 

PRINCIPAL RESPONSIBILITIES 
 
Each school will have an Emergency Response Plan designed to be an immediate resource for staff.  The 
procedures listed for each crisis situation are to be followed explicitly, unless directed otherwise by the 
principal, assistant principal, or their designee.  The school plan serves as a guide for action.  It is not meant to 
be inclusive of all unforeseen actions that may be required of individuals or groups of people during the life of 
a crisis situation.   
 
Each principal will be responsible for:  

 Insuring the building plan is aligned  to the district protocols and procedures 

 Each staff member having a copy of or access to the plan 

 Each staff member being appropriately trained in the plan 

 Each staff member having  access to a quick guide of the plan 

 Each drill being rehearsed with staff and students by the district timeline (sent to principals) 

 Creating the required teams in their building and familiarizing staff with each team’s function 

 Ensuring evacuation plans for disabled students are developed and practiced 
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COMMUNICATION 
 

In the building, the principal, as Incident Commander, is responsible for all communication to staff, students, 
families and media. Decisions made in the area of communication will be based on the FPS Emergency 
Response Plan and in consultation with the Superintendent.  Staff should refer all media questions to the 
Principal or Superintendent. No unauthorized students or adults should talk to the media at any time. 
 
 

BUILDING TEAMS 
 
Each school is required to have the following teams in place for each school year (though names may vary): 
 
Emergency Response Team        A team of staff members called together by the principal/designee to assist in  

a crisis situation.  The team periodically reviews and revises the Emergency 
Response Plan.  Members may vary due to staffing/needs at each level. This 
team needs to have a strong working knowledge of all aspects of the plan.  

 
Example Members:  Principal, Assistant Principal, Nurse, Counselor, 
Psychologist, Social Worker, Office Manager, Senior Custodian, SRO 
   

Response Team Teams of staff members that go to the part of the building immediately after 
they are called over the intercom/walkie-talkie system. Team members are 
trained in Crisis Prevention Intervention techniques. Members may vary due 
to staffing/needs at each level.  The team is utilized when: 

 A student is out of control, unable to stop his/her behavior voluntarily and 
is not responsive to commands to stop 

 A student’s behavior requires immediate attention in order to protect the 
safety of the student, teacher or others.  The behavior appears dangerous 
or potentially dangerous if it is allowed to continue 

 If a student/staff member/visitor is having a medical emergency 
 

Example Members:  Principal, Assistant Principal, Nurse, Counselor, 
Psychologist, Social Worker, Paraprofessional, Head Teacher  

    
Child Protection Team (CPT) Team of staff members that meet weekly to discuss ongoing student/family 

issues across the school.  The purpose is to collectively identify the neediest 
students in the building, track their progress, and provide suggested strategies 
and practice for assistance with them.   This team is assembled for assisting in 
response to cases of suspected child abuse and/or neglect.    

 
Example Members:  Principal, Assistant Principal, Nurse, Counselor, Social 
Worker, Psychologist, (Staff member with initial concern regarding suspected 
abuse/neglect) 
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Hemenway School 2018/2019   Hemenway INITIAL RESPONDERS 

(List certifications:  AED, CPR, First Aid, CPI) 

                                                  
    Hemenway  Initial Responders/Crisis Team/ Child Protection Team 

 

 

Position Name 
Crises 

Number Phone 2 CPR AED 
First 

Aid 
 

CPI 

School 

Nurse Maureen Jones 

508-782-

6302 

978-266-

2874 X X X 

 

no 

Principal Elizabeth Simon 

774-279-

2042 

508-954-

5536 X X X 

 

X 

Assistant 

Principal  Kelly Napierski 

508-989-

3175 

617-947-

8914 X X X 

 

X 

Guidance 

Counselor Jackie Cueroni 

508-889-

2950 

508-875-

8426 X X X 

 

X 

Social 

Worker Kara Florian 

508-361-

5768     

 

X 

School 

Psychologist India Moore 

617-821-

7054     

 

X 

 

Hemenway EMERGENCY RESPONSE TEAM 

 

Hemenway School Emergency Response Team 

Position Name 
Crises 

Number Phone 2 

Principal Elizabeth Simon 

774-279-

2042 

508-954-

5536 

Assistant 

Principal Kelly Napierski 

508-989-

3175 

617-947-

8914 

Head 

Custodian 

Francisco 

Bailote 

508-726-

0431 

 

School Nurse Maureen Jones 

508-782-

6302 

978-266-

2874 

Guidance 

Counselor Jackie Cueroni 

508-889-

2950 

508-875-

8426 

Social Worker Kara Florian 

508-361-

5768  

School 

Psychologist India Moore 

617-821-

7054 

 

Office Manager Cheryl Phillips 

774-244-    

0335  

Secretary Tracey Lambert 

617-584-

4478 

508-877-

3289 

SRO Kathy McGrath 508-958-6909  
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911 EMERGENCIES 
 

All adults in the building are empowered to call 911 without first seeking permission.  Stay on the line until 
released by Public Safety Personnel.   

• Dial 8 to get an outside line and then 911 
• Identify yourself, providing school and confirming address 
• Identify the nature of the incident, and specific location 
• Indicate number of victims, if any 
• Provide any other relevant information 
• Notify main office immediately if the call is initiated from any area other than the main office 
• Main office will alert the Senior Custodian to meet responding police/fire/ambulance units at a 

designated door 
• Incident command procedures will be utilized 
• If appropriate, the Incident Commander will summon the Emergency Response Team 

 
NOTE: 911 on a cell phone will go to the State Police here in Framingham. Stay on the line and advise the call 
taker of the emergency, make sure you state the incident town location. 
 
If possible use land line phone before a cell phone if both are equally available. During power outages the FAX 
machine should be disconnected and the emergency analog phone plugged in and used for emergency calls. 
 

FIRE EMERGENCIES 
All adults in the building are empowered to pull the fire alarm if they see fire without first seeking permission.  
The alarm will sound and students and staff will exit the building via Short Distance Evacuation Protocol.  
 
The Principal will report any incident involving unauthorized ignition of any fire within the school building or on 
the school grounds in the manner directed by M.G.L.  Chapter148. Section 2  
 
DO NOT DISCUSS THE INCIDENT WITH THE PUBLIC OR MEDIA. THE SUPERINTENDENT OR HIS/HER DESIGNEE 
WILL RELEASE ALL INFORMATION. 
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COMMUNITY-PUBLIC SERVICES PHONE NUMBERS 
   

Fire / Ambulance / Police – EMERGENCY.................................................................................. 9-1-1 
CELL PHONE 9-1-1 DIALS DIRECTLY TO MASS STATE POLICE  
LAND LINE 9-1-1 DIALS TO LOCAL POLICE DEPARTMENT  
 
Framingham Police Department – Non-Emergency ................................................... 508-872-1212 
 
Framingham Fire Department – Non-Emergency ....................................................... 508-532-5930 
  
Metro-West Medical Center 
 Framingham Union Hospital Campus ................................................................... 508-383-1000 
 Leonard Morse Hospital – Natick Campus ........................................................... 508-650-7000 
  
MA Poison Control Center ....................................................................................... 1-800-682-9211 
  ........................................................................................................................... 1-617-232-2120 
  
Framingham Emergency Management (@ Fire Dept.) ............................................... 508-620-4951 
 
MA Emergency Management Agency – MEMA .......................................................... 508-820-2000 
 
MA State Police – Community Emergency (like 911) .................................................. 508-820-2121 
 
MA State Police – Framingham ................................................................................... 508-872-3553 
 
MA State Police Bomb Squad – EMERGENCY ............................................................. 508-820-2121 
 Non-Emergency ................................................................................................. 1-978-567-3310 
 
MA Hazardous Materials Emergency Response Program ........................................ 1-978-567-3150 
 Call Framingham Fire Dept. to activate a TEAM ................................................... 508-620-4951 
 
American Red Cross – Framingham Chapter .............................................................. 508-875-5275 
 
Dept. of Social Services – Framingham Branch ........................................................... 508-424-0100 
  ........................................................................................................................... 1-800-445-6020 
 
Framingham Board of Health ...................................................................................... 508-532-5470 
 
Psychiatric Emergency Services – Advocates Inc. ....................................................... 508-872-3333 
 
Director of Transportation – Framingham Public Schools .......................................... 508-626-9179 

 
National Runaway Hotline………………………….………………………………….……………………..1-773-880-9860 

 
Suicide Hotline………………………………………………..………………………………….…………………1-800-273-8255 

    
Local Rape Crisis Center ……………………………………………….……………………….……………..1-800-542-5212 
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BOMB THREAT/SUSPICIOUS DEVICE 

 
Bomb threats can be made in a variety of different ways.  Phone calls, email, written notes, mail, writing on a 
wall or furniture, or overheard in conversation are just some of the ways.   If a threat is made or a  suspicious 
device is discovered or reported: 
 
Building Administrator or Designee: 

1. Notify Police, Fire, and Superintendent (not 911) 
2. Assemble Emergency Response Team 
3. Call for Shelter in Place  
4. ASK STAFF TO CONDUCT A SAFETY DRILL 
5. Assign ERT members to search predetermined areas  
6. Avoid using cell phones, radios, or walkie-talkies 

 
SAFETY DRILL PROCEDURE 
Classroom Teachers: 
Conduct an Overt Search 
After the announcement, teachers will: 

1. Ask students to return to their seats and tidy up their desk area 
2. Discretely investigate the immediate area, including nearby hall 
3. Look for anything suspicious or out of place 
4. Discretely inquire of nearby student if they know to whom the item belongs 
5. Do not allow students to leave the room 
6. If something suspicious is found, notify the office  

 
Lunch aides/Teachers in cafeteria 

1. In the cafeteria, staff will have all students sit at the tables allowing no one to get up or leave 
2. On the playground,  staff will have students line up by classroom and stand/sit on the field 

 
 
Please Search With Your Eyes - DO NOT Touch Any Suspicious Article(s)! 
 
Teacher or Supervising Adult (IF DEVICE IS FOUND) 
 

1. Do not touch or approach a bomb or suspicious device 
2. Notify Principal immediately.  The Principal will notify the police and fire departments 
3. Do not use cell phones or radios as they may cause the device to detonate.  A mainline telephone may 

be used or a student can deliver a CONFIDENTIAL message to the principal's office 
4. Follow principal’s (IC) instructions for appropriate emergency procedure. If EVACUATION is ordered, 

stay at least 300 feet from building. Avoid running and other movements, since they can detonate 
some devices 

 
Building Administrator or Designee (IF DEVICE IS FOUND) 
 

5. Identify the area clearly so it can be barricaded 
6. Buses must also be staged 300 feet from the building 
7. If students are in their classroom, they are to take their clothing and belongings with them 
8. Account for all students and remain in designated area until contacted 
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SHORT DISTANCE EVACUATION 

 
A short distance evacuation is used when it is important to move away from the building to a secure location 
no closer than 300 feet from the building.  An example of such an incident is a fire alarm in the school.  If a 300 
foot distance is not feasible because of the terrain near the building, move to a safe area that will not impede 
the work of emergency personnel. 

Building Administrator or Designee: 

1. Evacuate the building 
2. Notify Superintendent’s office and/or nearby schools 
3. Assemble Emergency Response Team at predetermined site 
4. Assess situation with emergency personnel 
5. Determine appropriate response 

Faculty and Staff Members: 

1. Remain calm and keep students quiet so you may hear specific instructions 
2. Upon hearing the alarm signal, inform all students of the need to evacuate the building 
3. Inform students of the location to where you are going to relocate and the procedure for taking 

attendance 
4. Tell students it is important to remain together.  ACCOUNT FOR ALL STUDENTS 
5. Report any missing student(s) to Emergency Response Team immediately 
6. Consider students with disabilities.  Utilize the plan in place to relocate disabled students 
7. Stay with the students until you are told to return to the building   

 
LONG DISTANCE EVACUATION 

 
A Long Distance Evacuation may be required if return to the building is not possible or necessary to remove 
staff and students from harm by moving quickly to another distant location.  A long distance evacuation is 
typically preceded by a short distance evacuation. In the case of an actual fire, a determination may be made 
by emergency personnel that a return to the building is not possible.    

Long Distance Evacuations may require immediate action.  There may be no time for bus transportation, and 
there is great potential for evacuation through the use of one or more routes.  The Emergency Response Team 
should identify the most likely evacuation route for your school.  Know your expected route, but listen for 
specific directions, pending the nature of the incident. 

Building Administrator or Designee: 
1. Evacuate the building 
2. Notify Superintendent’s office, Police and/or nearby schools 
3. Assemble Emergency Response Team at predetermined site 
4. Assess situation with emergency personnel 
5. Account for all students and staff 
6. Determine appropriate response 

Faculty and Staff Members: 
1. Remain calm and keep students quiet so you may hear specific instructions 
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2. Upon hearing the signal for a long distance evacuation, inform all students of the need to evacuate the 
building 

3. Inform students of the location to where you are going to relocate and the process you will use to take 
attendance 

4. Tell students it is important to remain together -  ACCOUNT FOR ALL STUDENTS 
5. Report any missing student(s) to the Emergency Response Team 
6. Consider students with disabilities.  Utilize the plan in place to relocate disabled students 
7. Continue walking in the designated direction until told to stop by an emergency official or 

administrator 
8. Stay with the students until you are told to return to the building   

 
RELOCATION TO ANOTHER BUILDING 

 
Relocation to another building is used to get students out of the building by a route designated to avoid 
contact with a potential threat, such as a suspicious package or fire in the hall, a bomb threat, or hazardous 
material spill.  

Building Administrator or Designee: 

1. Assemble Emergency Response Team 
2. Assess the situation 
3. Notify Superintendent’s office, police and/or nearby schools 
4. Use public address system / intercom to alert students and staff of the need for evacuation  
5. Assess situation with emergency personnel 
6. Account for all students and staff 
7. Determine appropriate response 

Faculty and Staff Members:  

1. Remain calm and keep students quiet so you may hear specific instructions 
2. Inform all students of the need to relocate to your predetermined safe location 
3. Tell students it is important to remain together - ACCOUNT FOR ALL STUDENTS 
4. Report any missing student(s) to office staff immediately 
5. Consider students with disabilities.  Utilize the plan in place to relocate disabled students 
6. If relocation entails using a bus, move to the loading area as directed 
7. If the relocation to your predetermined site is not possible, listen carefully for directions from the 

administration 
8. Stay with the students.  Keep students in a group in an area designated by the receiving administrator 

LOCKDOWN 

A LOCKDOWN protects staff and students from a threat inside the building, such as an armed intruder.  It is to 
be used when it may be more dangerous to evacuate the building than it is to stay in a secure classroom within 
the school.  Lockdown is never to be used when there is a threat to the building, e.g. fire or explosion.  It is 
critical that all Lockdown drills are conducted in a serious manner in order to ensure the safety and well-being 
of all students and staff. 

Building Administrator or Designee: 

1. Using the intercom/public address system alert the school to go into Lockdown  
2. Lock yourself in the nearest secure space, preferably with access to communication 



 

Page 12 of 41 

3. Notify Superintendent’s Office and Police 
4. Assemble Emergency Response Team (if possible) 

Faculty and Staff Members:  

1. Lock door immediately and close shades on ground floor 
2. If you have a classroom telephone, call the school office staff immediately to inform them of the 

incident.  Tell the person answering who and where you are 
3. Cover window in classroom door (e.g., pull shade, insert dark cover, etc.) 
4. Shut all lights and light sources   
5. Account for all students.  Follow school protocol to report any student’s missing during the drill  
6. Direct students to move out of sight and clear of any windows and doors 
7. Direct students to be silent 
8. Maintain a calm environment through calm leadership.  Reassure students everything possible is being 

done to return the situation to normal  
9. Remain in the classroom until notified with other directions from your building administrator  

If outside:  
External Threat:   

1. Assemble students  
2. Enter building at pre-assigned door 
3. Enter pre-assigned room and lockdown  

Internal Threat:  
1. Assemble students  
2. Go to pre-assigned space 

 
SHELTER IN PLACE 

 
A Shelter in Place protects staff members from incidents and/or distractions that are taking place in the school.  
These may include an emergency medical situation, bomb threat, dog search, or other activity requiring that 
the hallways be clear of students.  A Shelter in Place implies that school should continue within the classroom, 
and that students should remain in the classroom until further notice.  
 
Building Administrator or Designee: 

1. Using the intercom/public address system alert the school to go into a shelter in place 
2. Assemble Emergency Response Team and assess situation 
3. Notify Superintendent’s Office 
4. Determine next steps 
5. Communicate this information to staff 

Faculty and Staff Members: 

1. Close classroom door   
2. Account for all students in the classroom and alert main office of students who are missing 
3. Maintain calm demeanor 
4. Inform students that everything is being done to resolve the situation and that they are to remain in 

the classroom until further notice 
5. Continue teaching 
6. Be attentive to additional announcements as you may be asked to perform a safety drill, an 

evacuation, or some other response  
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Lunch aides/Teachers in cafeteria and on playground 

1. In the cafeteria, students will continue with lunch but not allowed to leave 
2.  On the playground, student will line up by classroom and stand/sit on the field 

 
DANGEROUS PERSON ON SCHOOL GROUNDS 

A dangerous person is someone who either overtly or discreetly, verbally or physically, indicates that he/she 
intends to immediately harm another person.  Anyone could be a dangerous person from someone with a 
legitimate purpose to be on school grounds (student, staff, faculty, authorized visitor) or an unauthorized 
person.   
To reduce the possibility of dangerous persons on school grounds staff should always: 

 Direct all visitors to the office to register and obtain a visitor badge which should be 
worn while in the building – even frequent visitors 

 
Building Administrator or Designee:  

1 Institute Lockdown immediately  
2 Notify Police and Superintendent’s office 
3 Assemble Emergency Response Team if possible 
4 Be prepared to assist police and EMS when they arrive    

  a. Number of suspect(s) 
  b. Location of suspect(s) 
  c. Victims 

 
Faculty and Staff Members: 

1. Notify the main office of a dangerous person (or person suspected to be dangerous) 
2. Stay in your classroom or supervised area.  A LOCKDOWN may be instituted 
3. If Lockdown is called, follow the procedures in the in Emergency Response Plan 
4. Account for students and stay with them.  Listen for directions from administration  
5. If not scheduled for a class, step into a classroom or supervised area to assist 
6. Account for students scheduled for that room or area, keep them there, stay with  

them and listen for directions from the administration 
7. If the dangerous person or a person suspected to be dangerous is in your room/area, clear the 

students to a safe area 
8. Stay in the safe classroom or area until told to move by someone in authority 
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ACTIVE SHOOTER RESPONSE 

 

Tragic violent events in our schools have created the need to enhance our collective response to an armed 
intruder.  It is critical that all schools develop appropriate response plans and practice response drills regularly.   

Building Administrator or Designee: 
 

1.  Institute Lockdown immediately  

2.    Notify Police and Superintendent’s office 

3.   Assemble Emergency Response Team if possible 

5.   Be prepared to assist police and EMS when they arrive.    

  a. Number of suspect(s) 
  b. Location of suspect(s) 
  c. Victims 

 
Faculty and Staff Members: 
 
If you see a person with a gun on school grounds 

1. Call Main Office and give information 

2. Follow Lockdown procedures outlined in Emergency Response Plan 

3. Wait for further instructions from administration or Police  

 

 

 
 

 
SHOOTING OR STABBING ON SCHOOL GROUNDS 

 
Shootings, stabbings, and other forms of violence on our nation’s school grounds have become a major 
concern for the students and staff alike.  The short and long-term disruption to the educational process cannot 
be measured when the fear of such incident is present.  The actions of staff and students during and following 
such an incident is critical to restoration of normalcy. 
 
Building Administrator or Designee: 
 

1 Institute Lockdown immediately  
2 Notify Police and Superintendent’s office 
3 Assemble Incident Management Team if possible 
4 Be prepared to assist police and EMS when they arrive.    

  a. Number of suspect(s) 
  b. Location of suspect(s) 
  c. Victims 

STAY CALM!  IF A PERSON THREATENS YOU WITH A WEAPON, FOLLOW 
THE SUSPECT'S DIRECTIONS. 

DON'T TRY TO BE A HERO. 
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Faculty and Staff Members: 
 

1. Call/contact Main office. If there are witnesses or others present, direct them to the main office to 
summon immediate assistance, when safe to do so 

2. If necessary, personally call the police at 911 
3. Take cover, if necessary, and USE EXTREME CAUTION!  A LOCKDOWN MAY BE INSTITUTED -Follow 

Lockdown Procedures 
4. Attempt to identify the individuals in the vehicle and/or area 
5. Do not disturb the crime scene 
6. If a vehicle is involved, attempt to identify (CYMBAL) 

Color of the vehicle 
Year of the vehicle 
Make of the vehicle 
Body of the vehicle (2 door, 4 door, etc.) 
Anything else of importance (direction of travel, etc.) 
License plate number 

 
 

GUN/WEAPON ON SCHOOL GROUNDS 
 

Building Administrator or Designee: 
 

1. Institute Lockdown immediately 
2. Contact Police and Superintendent’s office 
3. Assemble Incident Management Team if possible 
4.  Be prepared to assist police and EMS when they arrive.    
  a. Number of suspect(s) 
  b. Location of suspect(s) 
  c. Victims 

 
 
Faculty and Staff Members: 
 
If you become aware of a gun or weapon on school grounds, contact the front office immediately without 
alerting student(s) and/or suspects(s), if at all possible.  If a weapon is found, do not leave it unattended. 
 

* IF A GUN IS FOUND ON SCHOOL PROPERTY, DO NOT PICK IT UP!  COVER THE WEAPON WITH A 
JACKET/SWEATSHIRT ETC. AND STAY WITH IT UNTIL POLICE ARRIVE. 

 

     If you see a person with a gun on school grounds 

1. Call Main Office and give information: 
a. Your name and location 
b. Name/description of suspect 
c. Any information regarding weapon/type/description 

       2. Follow Lockdown Procedures outlined in Incident Management Plan 

       3.    Wait for further instructions from administration or police 
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REUNIFICATION PROCEDURE 

 

This process is implemented after an event that requires students be reunited directly with their parents/legal 
guardians.  Before a successful reunification can take place, dedicated locations need to be established to 
accommodate automobile traffic, press, emergency personnel, parent check-in, student holding, and a student 
release. 

Building Administrator or Designee: 
 

Planning 

1. Work with Emergency Response Team to develop a plan 
2. Assign staff to positions to provide logistical support 
3. Work with Superintendent regarding emergency communication process 
4. Identify safe/secure location to house and supervise students awaiting reunification; this should be out 

of sight of the parents 
5. Designate a site for reunification 
6. Evaluate need for activities for students 
7. Develop short term plan with police for motor vehicle/pedestrian access, crowd control, parking, 

media access 
8. Develop plan for pedestrian paths for movement of students, parents, guardians 

Operations 

1. Communicate the reunification plan to students, parents/guardians, and the media  
2. Set up parent check-in and student release positions 
3. Enforce use of student release forms 
4. Verify parent/guardian is authorized to pick up student 
5. Document matching of student with parent/guardian 

 

Logistics 

1. Grab emergency kit – student roster, attendance record, student emergency info, student sign-in/out 
sheets and report to reunification center 

2. Distribute supplies for reunification – including clipboards, pens, paper, stapler, student info, student 
photos, signs to mark “Parent Check in” and “Student Release” positions, and signs for alphabetical 
groupings to organize the parents, blank student release forms, empty boxes (as out boxes) 

3. Distribute vests, hats to identify ERT members 
4. Procure staff runners to relay instructions to teacher to release a student to release point 

 

Process 

1. Check-in parents – have them fill out and sign release form; verify using photo identification to 
authorize release of student 

2. Send runner to bring form to the student holding area that authorizes release 
3. Send escort to bring parent to student release area 
4. Holding area escort brings student to release position 
5. Unite parent with student 
6. Sign off to acknowledge 
7. Place form in outbox 
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PHYSICAL ASSAULT AND/OR BATTERY 
 
A physical assault is when a person provokes and attacks another person, or threatens to cause undo harm on 
another person.  Battery is the use of force against another person that results in harmful or offensive contact.  
In a school setting, three types of incidents can occur – Employee to Student, Student to Student, and Student 
to Employee.  
 
School Employee to Student:  Any incident of alleged physical or extreme emotional abuse or neglect of a 
student by a school employee must be reported immediately to his/her school’s Child Protection Team 
(Teachers are “Mandated Reporters”). The Child Protection Team will determine if the Department of Children 
and Families and/or the Framingham Police Department (978-256-2521 or 911) will need to be notified.   The 
Principal or the Child Protection Team will then notify the Superintendent of Schools to determine further 
action. The victim should be examined by the school nurse.  
 

Student to Student:  If a student is physically injured or in inherent danger of physical injury by another 
student or students on school grounds, it is up to the teacher to inform the Principal/Designee who will decide 
if contact with the police department is warranted.  It is up to the Principal/Designee to send the Emergency 
Response Team to the incident site. He/she will notify the superintendent of schools to determine further 
action. The victim should be examined by the school nurse.  
 
 
Student to School Employee:  Any incident of alleged bodily harm committed by a student must be reported 
immediately to the Principal/Designee.  He/she will notify the superintendent of schools to determine further 
action.  The victim should be examined by the school nurse.  
 
 
 
Building Administrator or Designee: 
If witness to the attack…  
 

1. Direct individuals to cease and desist.  Avoid physical involvement unless one person is in imminent 
harm   

2. Clear the area of other students 
3. Contact the main office via phone, student runner, or faculty runner.  Identify the location of the 

altercation, and request support (including school nurse)  
4. Contact Police if necessary 
5. Follow specific instructions above depending on nature of the attack 
6. Record observations of the altercation   

 
*If the altercation takes place outside of school hours or school property, the witness should immediately 
notify the police. 

 
If a responder to the attack… 
 

1. Alert the Response Team 
2. Report to the area of the attack 
3. Assist with clearing of area (hallway, room clear, or hold in place) 
4. Contact Police if necessary 
5. Designate a person to contact the parent or parents of the student/students involved. 
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Faculty and Staff Members: 
 

1. Direct individuals to cease and desist.  Avoid physical involvement unless one person is in imminent 
harm.  Do not put yourself in danger    

2. Clear the area of other students.  If the incident takes place in your classroom, issue a room clear to 
your students   

3. Contact the main office via phone, student runner, or faculty runner.  Identify the location of the 
altercation, and request Response Team 

4. Complete an incident report form as requested by principal 
   
 

SEXUAL ASSAULT AND BATTERY 
 
Sexual Assault refers to unwarranted sexual contact or knowingly causing another person to engage in an 
unwanted sexual act by force or threat.  In a school setting, three types of incidents can occur – School 
Employee to Student, Student to Student, and Student to School Employee.    
 
School Employee to Student:  Any incident of alleged sexual assault of a student by a school employee must 
be reported immediately to his/her school’s Child Protection Team (Teachers are “Mandated Reporters”). The 
Child Protection Team will be the contact with the Department of Children and Families and the Framingham 
Police Department if necessary.   The Principal will then notify the Superintendent of Schools to determine 
further action. 
 
Student to Student:  Any incident of alleged sexual assault (including date rape) by another student must be 
reported to a member of the Child Protection Team.  The Child Protection Team will be the contact with the 
Department of Children and Families and the Framingham Police Department.   The Principal will then notify 
the Superintendent of Schools. 
 
 

SUICIDE THREAT/ATTEMPT DURING SCHOOL  

Suicide or the threat of suicide in young persons is one of the fastest growing issues facing our society.  The 
threat of suicide should never be taken lightly and should be reported immediately to persons specifically 
trained to provide professional assistance.  It is not uncommon for such a threat to culminate in real danger to 
others and those who are trying to assist.  In all instances we try to remain calm in our communicative 
approach and work to protect students from becoming unintended victims or witnessing a traumatic event.   

 

Building Administrator or Designee: 

1. Upon receiving notification of a suicide threat or attempt, contact school psychologist, school nurse, or 
other trained mental health staff member immediately to attend to the student.   

2. In the event this occurs after normal school hours, contact police to arrange for emergency medical 
support. 

3. Assemble Emergency Response Team or Child Protection Team as necessary. 
4. Contact Superintendent’s Office 
5. Consider issuing hold in place or room clear to protect the student. 
6. File an incident report. 

 



 

Page 19 of 41 

 
 
Faculty and Staff Members: 

1. Upon hearing a of a suicide threat indirectly, notify the Child Protection Team immediately.   
2. Record incident as a memory aide. 
3. Upon hearing a threat of suicide directly from a student, stay with student and reassure him/her.  

Explain that you are ready to help them and need to connect him/her with the appropriate counselor.  
Without leaving the student, seek way to discreetly communicate to appropriate counselor or member 
of Child Protection Team.   

4. Connect with other staff member to cover class remaining students if necessary.   
5. Record incident as a memory aide.  

DEATH OF A STUDENT OR STAFF MEMBER 

 

The death of a student or a staff member can be emotionally taxing on the school and the community at large.  
The steps taken in response to a tragic occurrence will depend upon whether it takes place outside of school or 
during school.  Delineations are included below.  

When death takes place outside of school 
 
Building Administrator or Designee: 

1. Confirm accuracy of the information with local authorities 
2. Contact Superintendent 
3. Assemble Child Protection Team to  assess situation 
4. Determine a person who will contact parents/guardians to offer condolences, to discuss funeral 

arrangements, and to determine what information should be shared with staff and students 
5. Determine method to notify staff 
6. Determine method to notify students 
7. Identify a memorial area for remembrances 
8. If it is a student, contact other school where siblings might be and hold records for the student to 

temporarily suspend communications to the home 
9. Coordinate grief response through Guidance and/or School Psychologist 
10. Initiate communication with staff through faculty meeting or other in-person meetings 

Faculty and Staff Members: 

1. Attend faculty meeting 
2. Follow talking points 
3. Be attentive to students in need of support 
4. Make referrals to guidance counselors 
5. Maintain (as close to) normal classroom routines 

When death takes place during/within school 
 
Person making the discovery: 

1. Call 911 immediately 
2. Notify office Main Office immediately 
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3. Secure the area 
4. Remain in the area until support arrives 
5. Record incident as a memory aide.  

 
Building Administrator or Designee: 

1. Attend to situation 
2. Assemble Emergency Response Team 
3. Contact Superintendent’s office and police 
4. Consider a Shelter-in-Place to limit traffic and disruption to the scene 
5. Confer with police and/or emergency personnel and Emergency Response Team to determine 

evacuation plans 
6. Identify witnesses and collect statements 
7. Determine a person who will contact parents/guardians to offer condolences, to discuss funeral 

arrangements, and to determine what information should be shared with staff and students 
8. Determine method to notify staff 
9. Determine method to notify students 
10. Identify a memorial area for remembrances 
11. If a student, contact other school where siblings might be and hold records for the student to 

temporarily suspend written communications to the home 
12. Coordinate grief response through Guidance and/or School Psychologist 
13. Initiate communication with staff through faculty meeting or other in-person meetings 

 
CHILD ABUSE/NEGLECT 

 
If a staff member suspects Child Abuse of any type it should be reported to the Building Administrator or 
Designee as soon as possible.   
 
Faculty and Staff Members: 
 

1. Contact Principal or Designee immediately 
 
Building Administrator or Designee: 
 

1. Consult with the staff member on the reasons they may suspect abuse 
2. Assemble Child Protection Team  
3. Discuss with CPT whether there is enough evidence to report the abuse or if more information is 

needed 
4. If a decision is made to file, a member of CPT will contact DCF 
5. If more information is needed, insure that more information is gathered by the team 

 
 
 

MISSING CHILD/KIDNAPPING AND CUSTODY ISSUES 
 
Kidnapping / Custodial Issues 
If children, staff or parents express concern about a stranger loitering on or near school property, or following 
students between home and school, report the concerns immediately to the Principal / Designee. 
* Treat custody dispute problems as a possible kidnapping. 
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To Avoid Kidnappings 
      1. Follow established dismissal procedures to minimize opportunities for a kidnapping 

2. Report suspicious persons to the main office immediately. Staff near dismissal door should have 
walkie-talkie or other means of communication available to them to contact the office 

3. Do not release a child to anyone other than the designated parent or guardian, as indicated in the 
student file 

4. Do not accept a substitute for the designated parent or guardian without proper proof or prior 
approval from the parent/guardian.  If in writing, make and keep a copy of this authorization. If in 
doubt, attempt to contact the designated parent or guardian before release and do not release  
(ALWAYS ERR ON THE SIDE OF CAUTION) 

5. Require that students be escorted to the office and released by Administrative Personnel if uncertain 
of identity or question of dismissal 

 
 
Protocol for Missing Children 
 
During School Hours 
 
When a student is reported missing during the school day, the following procedures will be used by the 
administrator or designated person(s) who has received the missing child report: 
 
Building Administrator or Designee: 

1. Have  school secretary check with teacher in rooms on students schedule or last known location of the 
student.  Have students file pulled up on x2.  

2. Assemble the Emergency Response Team. 
3. Call for Shelter-in-Place 
4. ERT and all available school staff (Paraprofessionals, aides counselors, interventionists, etc.) will check 

restrooms, classrooms, conference rooms, etc. and outside school grounds. 
5. Have school secretary complete an intercom all call over the entire school. 
6. After a maximum of 10 minutes from the time of the initial missing child report was made, notify police, 

log time called and name of person to whom they spoke.  
7. Provide student information profile sheet with picture to police.  
8. Notify Superintendent’s office. 
9. Contact the parent or guardian while search continues. 

Faculty and Staff Members: 

  1.        Report child to the office as soon as you suspect he/she is missing 
  2.        Provide specific information to the office such as the place last seen and by whom; where the child is  

supposed to be; the child’s frame of mind; precipitating factors; any special needs and potential  
impact on the situation; any nickname the child goes by; clothes worn 

  
Before Or After School Hours 
  
When it is reported that a student failed to make it home after school (or not made it to school in the 
morning), the following procedures will be used by the administrator or designated person(s): 

1. Determine the route the student uses to get to the school or home: 
a.  If the student is a bus rider, call the transportation department immediately to report the 

situation. The transportation department will contact the driver(s) to determine if the child is 
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currently on the bus and/or if the driver saw them get off the bus. The transportation 
department will also begin identifying any other buses, bus stops or transfer locations that 
need to be checked 

b. If they are a walker, contact crosswalk and supervision staff to determine if they were seen 
walking 

c. Contact parent (custodial and non-custodial) or guardian, and other emergency contacts to 
determine if any family members or friends may have picked up the child 

  
2. Check with the classroom teacher, and any other appropriate staff to determine the last time they 

were seen, and if they mentioned anything unusual about their plans 
3. Call police liaison (Lt. Downing) to notify appropriate law enforcement (Framingham Police 

Department), logging time and the name of person to whom they spoke, and call the Superintendent 
to report the situation 

4. Search the building and grounds and continue contacting known siblings or friends of the student 
(including neighbors, classmates, other students on the bus) to determine the last time the student 
was seen and if they mentioned anything about where they were going 

5. Have student information profile sheet with picture (if available) for law enforcement 
 

 
 

BODY FLUID SPILLAGE 
 
Description:  All body fluids (blood, vomit, urine, feces, saliva, etc…) have the potential to be infectious.  
Diseases such as Hepatitis-B and HIV are examples of serious illnesses caused by contact with body fluids. 
 
Faculty and Staff Members: 
 

1. Contact the main office. 
2. Always wear disposable latex free gloves when contact with body fluids will be anticipated. 
3. Avoid getting another person’s body fluids in your eyes, mouth, open sores or wounds. 
4. Contaminated fluids, cleanup materials, including gloves, will be placed in a plastic bag, sealed and 

placed in a plastic-lined garbage receptacle. 
5. If staff member or student comes in contact with foreign body fluids, immediately wash the affected 

area with soap and water. Report exposure to the nurse immediately.  Staff member shall complete 
the MIIA accident form and submit it to Personnel at Framingham’s Town Hall. If a minor has been 
affected the School Nurses will complete a student accident form and submit to the Department Head 
of Nursing. 

6. Wash hands before and after every potential contact and avoid hand to mouth/eye contact. This 
includes liberal use of soap, water and friction for a minimum of 20 seconds then drying hands 
completely with a paper towel. 

7. Annually view the Blood Borne Pathogen Program Guide on the Framingham Public Schools website.  
 
 
Main Office Staff: 
 

1. Notify custodians who are responsible for removal of spilled body fluids.  A safe broad spectrum 
germicidal disinfectant supplied by the custodians will be used in cleaning. 
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INJURY OR MEDICAL EMERGENCY DURING SCHOOL DAY 

(STAFF AND STUDENTS) 
 
Description: Major illness, injury or discovery of an unconscious person requiring assessment and assistance. 
 
Faculty and Staff Members: 
 

1. In a crisis, any staff may call 911 
2. Ensure the area is safe to approach 
3. Notify the main office -REMAIN CALM 
4. Remain with the student until help arrives. Put nothing in the victim’s mouth.  Protect from further 

injury 
5. Direct uninvolved students to an area away from the injured or ill person – initiate a Room Clear if 

necessary 
6. After nurse arrives rejoin your students and account for all persons in your care. Remain with them. 
7. Reassure students that all possible actions are being taken to care for the injured or ill person and to 

protect others 
8. Record incident as a memory aide.  

 
Main Office Staff: 

1. Notify nurse of situation and location of concern 
2. Notify the Building Administrator 
3. Notify CPR trained staff to the location as requested  
4. Contact EMS as directed. 
5. Alert custodian to meet the responding EMS personnel and lead them to the site of the medical 

emergency 
6. If 911 is called notify the Superintendent 

 
Nurse: 

1. Bring emergency supplies to area and assess victim.   
2. Apply First Aid/CPR 
3. Determine need for EMS 
4. Complete  AN ACCIDENT REPORT and send to the Department Head of Nursing 

 
Building Administrator or Designee: 

1. Ensures spills are quickly cleaned 
2. Ensures staff and students use appropriate safety equipment such as goggles, pads, gloves and that 

staff follow safety protocol 
3. Ensure all school staff have relevant contact numbers, protocols for emergencies 
4. Communicate the location of school AED’s and personnel trained to building staff and in conjunction 

with the Athletic director, coaches and support staff 
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INJURY OR MEDICAL CONDITION DURING FPS SPONSORED BEFORE/AFTER SCHOOL ACTIVITIES 
(STAFF AND STUDENTS) 

 
Description:  Major illness, injury or discovery of an unconscious person requiring assistance.  
 
School staff member/ coach leading a student activity during non-academic school hours:  
 
Before the Activity 

1. Ensure the main office has a record of the event’s times and location (head coach, athletic director, 
director, trip leader, etc.) 

2. Have a method of communication for contacting EMS (two way radios, cell phones, paging system, 
etc.)  and have contact numbers on site for FPS administration notification (e.g. athletic director, 
principal, director of student services, assistant superintendent, superintendent) 

3. Review the life threatening allergies and Epi pen administration on website prior the onset of each 
school year 

4. Know the location of the AED units and the names of CPR trained persons posted there 
5. Have access to guardian emergency contact information 
6. Be aware of life threatening medical conditions of students in their care 
7. Notify main office or athletic director of spills, broken /unsafe equipment, or dangerous building 

situation 
8. Educate students on specific safety precautions and injury prevention measures relevant to their 

activity 

During activity, in the event of an injury or medical condition, supervising staff person will: 
 

1. Ensure the area is safe to approach 
2. Contact the Athletic Trainer immediately if during a CHS sport related event.  
3. Treat as skills allow 
4. Determine if EMS is needed/contact if necessary. 

 
Remain with the student until help arrives.  If victim is having a seizure, put nothing in the victim’s mouth. 
Protect from further injury 
 
PROVIDE ALL POSSIBLE MEDICAL SUPPORT AND NEVER PRESUME 
SOMEONE IS DEAD UNTIL CERTIFIED BY APPROPRIATE MEDICAL PERSONNEL 

1. If EMS is contacted, designate  a person to meet EMS and direct to injured person 
2. If affected person is nonresponsive and a pulse is not detected, follow AED administration procedures  
3. Ensure that uninvolved students are not unnecessarily exposed to trauma or danger.  This would often 

include moving the uninvolved students to an area away from the injured or ill person. 
4. Rejoin students as soon as possible - if you need to leave, account for all students and assign someone 

to remain with them. 
5. Remain calm and reassure students that actions are being taken to care for the injured or ill person 

and to protect others 
6. Fill out an incident report or an accident report and submit to Principal and School Nurse within 24 

hours 
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POISONING 

Description:  Suspected poisoning of a student or staff member with a known or unknown substance 

Faculty and Staff Members: 
 

1. Notify the school nurse. 
2. Move uninvolved students and staff away from the area. 
3. Record incident as a memory aide.  

Nurse: 

1. Call 1-800-222-1222 American Association of Poison Control Centers 
2. Administer First Aid as directed by Poison Control. 
3.  Notify  Emergency Medical Services and family member 
4. Complete an Accident Report and submit to the Department Head of Nursing 

 
Building Administrator or Designee: 
 

1. Assemble Emergency Response Team if necessary 
2. Contact Superintendent’s office 

 
 

HAZARDOUS MATERIAL SPILL 
  
Description: Toxic substances such as bleach, mercury {batteries, fluorescent lights}, paint thinner/strippers, 
motor oil, asbestos, Poly Chlorinated Biphenyls {PCB}, chemistry lab chemicals and biology lab preservatives in 
open public school space. The first priority is safety of students and staff, then the environment, and then 
property.   
 
Faculty and Staff Members: 

1. Remove persons from the area immediately -    ROOM CLEAR 
2. Notify main office immediately 
3. If safe and prudent, attempt to contain the material (shutting doors, windows, etc.)  Do not try to 

clean up the spill 
4. Staff and students will remain in well ventilated, designated area until directed to do otherwise 

Building Administrator or Designee: 
 

1. Contact the Superintendent, Fire Department, Police Department and Public Health Department for 
direction. 

2. Assemble Emergency Response Team 
3. Decide on extent of evacuation 
4. Direct the custodian  to shut down the heating/air condition system 
5. Request the Material Safety Data Sheet (MSDS) of product involved from Head of Custodians or 

science department head and give to the emergency responders 
6. Request the school nurse to care for affected staff/students 
5. Ensure that all students and staff are accounted for 

  



 

Page 26 of 41 

 
Nurses: 
 
Identify students and staff potentially exposed or contaminated. Isolate. 
 

1. Immediately remove any contaminated clothing, jewelry, etc. (respect patients privacy)  
2. Wash skin thoroughly with water for a minimum of 20 minutes  
3. Take care not to break the skin.  
4. Follow instructions on MSDS  
5. Determine need for EMS.  

 
GAS LEAKS 

 
Gas leaks are identified by an odor similar to rotten eggs.  If a gas leak is suspected, do the following: 
 
IF INSIDE 
 
Teacher or Supervising Adult: 
Do not switch on or off any light switches.  Immediately extinguish any open flames. 
 
1.  Issue a ROOM CLEAR 
2.  If possible, allow fresh air ventilation 
3.  Contact school Principal or designee 
 
Building Administrator or Designee:  

1. Contact the Fire Department, Maintenance Department, Gas Co, Superintendent’s office.    
2. Evacuate immediate area of odor   
3. Meet with fire / police to determine next steps  
4. If emergency/gas officials determine an evacuation of the school is necessary, initiate short distance 

evacuation via intercom.  Have students/staff get coats if weather dictates. DO NOT PULL FIRE ALARM. 
5. Depending on recommendation of emergency/gas officials, return students to building or initiate       

evacuation to secondary location  
  
IF OUTSIDE 
 
Faculty and Staff Members: 
 
1.  Bring students back inside the building to a location away from odors that may seep through windows or             

doors OR move students to another location upwind from odors. 
2.  Contact principal or designee 
 
Building Administrator or Designee: 
1.  Contact the Fire Department, Maintenance Department, Gas Co, Superintendent’s office.    
2.  Meet with fire / police to determine next steps 
3. See steps for IF INSIDE 
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BUS EMERGENCY PROCEDURES   
 
Definition:  
A bus emergency includes any scene of local bus, van and/or vehicle collisions involving injured students and 
staff traveling to and from school and during off-site activities such as field trips, sporting events, performing 
arts events, etc. 
 
Transportation Office 

1. Bus driver calls DISPATCH on TWO – WAY RADIO.  If he/she is unable to call, he/she will direct 
someone to call Dispatch. Request an appropriate translator if necessary.  Under no 
circumstances will the driver leave the scene of the accident.   

2. Dispatch contacts 911  
3. Contact Impacted School 
4. Contact Superintendent’s Office  
5. Contact Health/Wellness Office 
6. Contact Bus Company 
7. Establish contact persons at location 
8. Have updated bus routes/lists available 
9. Secure alternate transportation 

a. AM runs will take students to school 
b. PM runs will take students home on assigned route 

 
Faculty and Staff Members: 
1.  Wait for instructions from the principal 
 
Principal or Designee: 

1. Ensure that 911 has been called 
2. Report to the accident scene with Principal Bus Kit/Go Bag  

a. Bus roster: student names; dates of birth; primary and secondary phone numbers 
b. Student attendance for that day 
c. Central Administration work numbers and mobile numbers 
d. Telephone number for FPD Lieutenant assigned to schools 
e. Telephone numbers for FPD SROs  
f. Student dismissal sheets for parents picking up at the scene 
g. Emergency Care Information sign-off for transport to the hospital 

When unable to be at the scene or unable to be at the scene before medical transportation begins, email 
bus roster to police at the scene (through the SRO/Lieutenant) 
3. Connect with Police leadership on the scene 
4. Determine communication system to Superintendent’s office (direct, through Vice Principal, etc.) 
5. Determine if any students or staff have been injured and the extent of injuries 
6. Determine if students will be transported to hospital – Identify hospital name(s) 
7. Work with Superintendent’s office or designee regarding communication 

a. General Interim Message to appropriate parties 
b. Notify parents, guardians, or emergency contact designee of injured students 
c. Specific message to parents of bus and/or school 

8. Accompany injured students or staff members to hospital (if possible) 
9. Provide emotional support to staff and students 
10. Arrange/Delegate for crisis counseling as necessary  
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Main Office Staff: 
1. Gather as much information as available (bus #, location, notification) 
2. Alert principal/designee of situation 
3. Notify Superintendent’s office 
4. Generate Bus Accident report and cross reference with attendance  
5. Ready the health information forms from nurse and attendance 
6. Prepare communications (Ex. Connect Ed email to bus parents; Connected to school, identify 

staff to set up phone bank; etc.)  
7. Wait for further instructions from principal 

 
 
Field Trip/Athletic Trip 
Faculty and Staff Members:  

1. The teacher/Athletics/School Activities/Coach/Advisor will leave an itinerary and passenger list 
for each bus with the school secretary or the Athletic Office 

2. Students will leave and return on the same bus 
3. School staff will ride on the bus with students 
4. Depending on severity, call 911 
5. Call school/Athletic Director with as much detail as possible 
6. Receive student medical information to relay to EMT as necessary 
7. Decide who should go with students if hospitalization is required 
8. Record names of students on bus after they have been seen by medical personnel (EMTs), and list 

names of students sent to hospital 
6. Record name of person to whom student(s) released 
7. Yield responsibility to principal or athletic director if available on the scene 

 
 
Principal or Designee/Athletic Director:  

1. Set up communication with staff member on the scene with ready information 
a. Bus roster: student names; dates of birth; primary and secondary phone numbers 
b. Student attendance for that day 
c. Central Administration work numbers and mobile numbers 
d. Student dismissal sheets for parents picking up at the scene 

2. Determine communication system to Superintendent’s office (direct, through Vice Principal, etc.) 
3. Determine if any students or staff have been injured and the extent of injuries 
4. Determine if students will be transported to hospital – Identify hospital name(s) 
5. Work with Superintendent’s office or designee regarding communication 

a. General Interim Message to appropriate parties 
b. Notify parents, guardians, or emergency contact designee of injured students 
c. Specific message to parents of bus and/or school 

6. Provide emotional support to staff and students 
7. Arrange for crisis counseling as necessary 
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NATIONAL EMERGENCY PROCEDURES 
 

A national emergency constitutes any event that puts our country on high alert for attack (i.e. 9/11/01 attack) 
 
Main Office Staff: 

1. Contact the principal 
2. Wait for further instructions from Principal/Assistant Principal 

 
Building Administrator or Designee: 

1. Assemble Emergency Response Team 
2. Assess potential of danger for school 
3. Contact Superintendent’s office 
4. Determine appropriate course of action, including informing students  
5. Ensure that every staff member is alerted 
6. Provide coverage/assistance for staff who are directly affected 

 
Faculty and Staff Members: 
 

1. DO NOT INFORM STUDENTS unless notified by the principal 
2. Continue with daily assignment 
3. Wait for further instructions. 

 
Superintendent’s Responsibilities 

1. Assemble District IMT 
2. Assess potential danger for district 
3. Contact Framingham Emergency Management Director/Town Manager/Police and Fire Chiefs 

 
 

POWER OUTAGE PROCEDURES 
 
A power outage is when the electricity in the building is no longer available. 
 
Main Office Staff: 

1. Contact the principal 
2. Wait for further instructions from principal 

 
Building Administrator or Designee: 
 

1. Assemble Emergency Response Team if needed 
2. Contact Superintendent’s office and Facilities Manager’s office 
3. Try to determine estimated time of outage  
4. Determine lunch situation 
5. Follow up with parent letter explaining the situation 
6. Inform staff of the situation through available means of communication (PA or Runners). 

 
Faculty and Staff Members: 
 

1. Check-bathroom sign out log. 
2. Continue with daily assignment and schedules  
3. Keep children in the room (i.e. limit bathroom trips to emergency only) 
4. Computer class will be cancelled. Auditorium and lecture hall will be closed. 
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5. Wait for further instructions. 
 

Superintendent: 
1. Contact liaisons to utilities 
2. Assess the impact of the power outage with principal 

 
 

NEARBY EMERGENCIES 
 
When an emergency arises near the school, such as a fire, police intervention, car crash, chemical spill, 
airplane crash etc.: 
 
Building Administrator or Designee: 

1. Assemble Emergency Response Team  
2. Issue appropriate emergency procedure.  (Evacuation, Shelter in Place, etc.) 
3. Inform Staff of nearby emergency 
4. Contact Superintendent’s office and police 911(if reporting it) 
5. Call police liaison (Lt. Downing)If your intent is to gather information about how this emergency will 

affect your building 
6. Account for all students and staff 

 
 

CIVIL DISTURBANCE PROCEDURE 
Definition:   
This refers to any actual or potential civil disturbance that may pose a threat to the general safety of the school 
and its occupants. 
 
Faculty and Staff Members: 

1. Alert Principal of any actual or potential civil disturbance 
2. Await instructions from Principal/Assistant Principal 

 
 
Building Administrator or Designee: 

1. Upon first report of any actual or potential civil disturbance, assess the situation as follows: 
a. Where is the disturbance occurring? 
b. When did it begin? 
c. How many people are involved? 
d. What is taking place? 
e. Has any actual violence occurred at this time? 
f. What is the purpose or intentions of the group? 
g. Are the identities of the participants known? 

         2.       Notify Superintendent’s office and Police 
         3.       Await further instruction from police department/superintendent’s office 
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FRAMINGHAM PUBLIC SCHOOLS 
Incident Report 

 
Date:       
Staff Members Completing Report:        
Students Involved in Incident:    
Staff Members Involved in Incident:      
 
Time and Location of Incident: 
 
 

1. Describe the incident from the point of individual/team arrival.  Include all persons involved, chronology 
of events and interventions used. 

 
 
 
 
 
 
 
 
 
 

2. What were the antecedents to the incident?  Include how information was attained.  
 
 
 
 
 
 
 
 
 

3. What post-emergency techniques were used with student?  (CPI “COPING” technique)  
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FRAMINGHAM PUBLIC SCHOOLS 
(TELEPHONE) BOMB THREAT CHECKLIST 

 
Phone Number Receiving Threat:  _____________________________________________________________ 
 
Name of Person Receiving Call ________________Time _______Date______ 
 
Workplace Address ________________________________________ 
 
QUESTIONS TO ASK: 
 
When is the bomb/device going to explode/activate? 

 
Where is it right now? 

 
What does it look like? 

 
What will cause it to explode/activate? 

 
Did you place the bomb/device? 

 
Why? 

 
What is your name? 

 
EXACT WORDING OF THREAT: 
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
CALLER ID NUMBER_______________________ 
 
DESCRIPTION OF CALLER: 
Sex: _______________Estimated Age: ________________Length of Call: _________ 
 
CALLER'S VOICE: 
Calm   Angry  Excited Slow  Rapid    Loud 
Laughter  Crying  Normal    Distinct     Slurred 
Nasal   Stutter  Deep Breathing  Clearing Throat     Deep 
Lisp   Raspy  Ragged    Whispered   Soft 
Cracking Voice  Disguised  Accent 
 
LANGUAGE: 
Well Spoken                  Educated  Foul                         Irrational Message                  Being Read 
Taped Message 
 
BACKGROUND SOUNDS: 
Street Noise House Noise  Voices  PA system Music         Static Clear 
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FPS – Physical Restraint Reporting Requirements 
Staff administering the restraint Verbally notify the principal as soon as possible after a restraint (603CMR 46.06. (2)) 

Staff administering the restraint 
provides written report 

Written report provided to principal no later than the end of the next working day (603 
CMR 46.06. (2)) 
If the principal has administered the restraint, the principal should prepare and submit the 
report to the superintendent/team or individual designated by the superintendent by the 
end of the next working day (603 CMR 46.06. (2)) 

Principal or designee maintains 
written report   

Principal or designee maintains a record of all reported instances of physical restraint, 
which shall be made available for review by parent or the Department on request (603 CMR 
46.06. (2)) 

Principal or designee verbally informs 
the student’s parents 

Principal or designee makes reasonable efforts to verbally inform the student’s parents 
within 24 hours of the event. (603 CMR 46.06. (3)) 

Principal or designee provides written 
report to student’s parents 

Principal or designee sends a written report either by email (address provided by parents 
for communications about the student) within three school working days or by regular mail 
postmarked no later than 3 school working days of the restraint. The written report shall be 
in the language customarily used to provide oral and written information to the student 
and parent. (603 CMR 46.06. (3)) 

Principal or designee provides 
opportunity for student and/or 
parent comment 

Principal or designee shall provide the student and the parent an opportunity to comment 
orally and in writing on the use of the restraint and on information in the written report. 
(603 CMR 46.06. (3)) [Include a time /means for comment in the written communication to 
parents/student] 

Principal or designee reports to DESE The principal reports all restraint-related injuries to the Department.  The principal sends a 
copy of the written report required by 603 CMR 46.04(4) to the Department postmarked no 
later than three school working days after the administration of the restraint that resulted 
in an injury to student or staff. 
The principal also send the Department a copy of the record of physical restraints 
maintained by the principal pursuant to 603 CMR 46.06(2) for the 30-day period prior to the 
date of the reported restraint.  The Department shall determine if additional action by the 
program is warranted, and if so, shall notify of required actions within 30 calendar days of 
receipt of the required written report(s). 

Principal shall conduct a weekly 
review of restraint data to identify 
students who have been restrained 
multiple times during the week. 

If such students are identified, the principal shall convene one or more review teams to 
assess each student’s progress and needs.  The assessment shall include at least: 
Review and discussion of the written reports and any comments provided by the student 
and/or parent 
Analysis of the circumstances leading up to each restraint, including factors such as time of 
day, day of the week, antecedent events and individuals involved 
Consideration of factors that may have contributed to escalation of behaviors, 
consideration of de-escalation techniques and possible interventions and such other 
strategies and decisions as appropriate 
Agreement on a written plan of action by the program 
If the principal participated in the restraint, a qualified person designated by the 
superintendent shall lead the team’s discussion. 
Principal insures that a record of each individual student review is maintained and made 
available for review by the Department or parent, upon request 

Principal shall conduct a monthly 
review of school-wide restraint data 

Consider patterns of use of restraints  
The number and duration of physical restraints school-wide and for individual students 
The duration of restraints 
The number and type of injuries, if any, resulting from the use of restraint 
Principal considers whether it is necessary or appropriate to modify the school’s restraint 
prevention and management policy, conduct additional staff training on restraint 
reduction/prevention strategies, such as training on positive behavioral interventions and 
supports, or take such other action as necessary/appropriate to reduce/eliminate restraint 

Principal must report all restraint-
related injuries to the Department  

The principal shall send a copy of the written report to the Department postmarked no later 
than three school working days of the administration of the restraint. The principal shall 
send the Department a copy of the maintained record of physical restraints maintained by 
pursuant to 603 CMR 46.06  for the 30-day period prior to date of the reported restraint. 
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Framingham Public Schools 

Written Report of Physical Restraint for Parents and School Record 
 

Student name: Click here to enter text. Date of Restraint: Click here to enter text. 
 

Restraint began: Click here to enter text. ☐AM ☐PM  

Restraint ended: Click here to enter text.  ☐AM ☐PM 
 

Staff administering restraint: Click here to enter text. Title: Click here to enter text. 
 

Name(s) of any observer(s) present:  Click here to enter text.  
 

Name of principal or designee who was verbally informed as soon as possible after the restraint:  
Click here to enter text.  

 

If applicable, name of principal or designee who approved continuation of the restraint beyond 20 minutes per 603 CMR 

46.05(5)(c):  
Click here to enter text.  

 

Activity the restrained student and other students and staff in the same room or vicinity were engaged in immediately 

preceding the use of physical restraint 
Click here to enter text.  

 

What behavior prompted the restraint?   

Click here to enter text. 
 

What efforts were made to prevent escalation of the behavior including specific de-escalation strategies? 

Click here to enter text. 
 

What alternatives to restraint were attempted? 

Click here to enter text. 
 

What is the justification for initiating physical restraint 
Click here to enter text. 

 

Describe the administration of the restraint including holds used and reasons such holds were necessary: 

Click here to enter text. 
 

Describe the student’s behavior and reactions during the restraint: 

Click here to enter text. 
 

How did the restraint end? 

Click here to enter text. 
 

Name any injuries to the student and/or staff, if any, during the restraint and any medical care needed: 

Click here to enter text. 
 

Name any further action(s) the school has taken or may take, including any consequences that may be imposed on the 

student: 

Click here to enter text. 
 

What opportunities have been provided for the student’s parents to discuss with school officials the administration of the 

restraint, any consequences imposed on the student and any other related matter? 

Click here to enter text.  
 
 

 

 
 

 

 
 

 

 
 

 

 



 

Page 35 of 41 

 
 

Framingham Public Schools 
Individual Student Review: To Be Completed By Principal or Designee Weekly 

 
 

Student: Click here to enter text. Week of: Click here to enter text. 
 

Date of Review: Click here to enter text. Number of Restraints: Click here to enter text. 
 

Review Team Members 
 

 Name Signature 

 Click here to enter text. Leader   

 Click here to enter text. Recorder   

 Click here to enter text.    

 Click here to enter text.    

 Click here to enter text.    

 Click here to enter text.    

 Click here to enter text.    

 

Review/discussion of written reports submitted in accordance with 603 CMR 46.06 and any comments provided by the 

student and parent about such reports and the use of the restraints 
 

 Click here to enter text. 
 

Analysis of circumstances leading to each restraint, including factors such as time of day, day of week, antecedent events 

and individuals involved 
Click here to enter text. 

 

Consideration of factors that may have contributed to escalation of behaviors; consideration of alternatives to restraint, 

including de-escalation techniques and possible interventions, and such other strategies and decisions as appropriate,  with 

the goal of reducing or eliminating the use of restraint in the future 
 Click here to enter text. 

 

Written Action Plan 
Click here to enter text. 

 

 

 

Please place this Individual Student Review in the designated Binder for storage.  This Report may be made 

available to the parent or the Department, upon request. 
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Framingham Public Schools  
Administrative Review: To Be Completed By Principal or Designee Monthly 

 
 

Principal or designee completing review: Click here to enter text.  
 

Date of Review: Click here to enter text. Time Period: Click here to enter text. 
 

Physical restraints during above time period: TOTAL:  Click here to enter text. 
 

 Student Name Number of Restraints 

 Click here to enter text. Click here to enter text. 

 Click here to enter text. Click here to enter text. 

 Click here to enter text. Click here to enter text. 

 Click here to enter text. Click here to enter text. 

 Click here to enter text. Click here to enter text. 

 Click here to enter text. Click here to enter text. 

 Click here to enter text. Click here to enter text. 

 Click here to enter text. Click here to enter text. 

 

Patterns involving similarities in time of day, day of week, or individual involved 

Click here to enter text. 
 

Patterns involving the number and duration of restraints school-wide and for individual students 

Click here to enter text. 
 

Patterns involving the use of restraints by the number and type of injuries, if any  

Click here to enter text. 
 

Does it appear necessary or appropriate to do any of the following? (check all that apply) 
☐ Modify the school’s restraint prevention and management policy 

☐ Conduct additional staff training on restraint reduction/prevention strategies  

☐ Take other action as necessary or appropriate to reduce or eliminate restraints 
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 CHILDREN REPORTED 
Name  Current Location / Address  Sex  Age or Date of Birth 

 ❑ Male ❑ Female 
 

 ❑ Male ❑ Female 
 

 ❑ Male ❑ Female 
 

 ❑ Male ❑ Female 
 

 ❑ Male ❑ Female 
  
 PARENT OR GUARDIAN 1 

Name 

 First  Last  Middle 

Address 

 Street & Number  City / Town  State Zip Code 
 

Phone # Age / Date of Birth 

 

Primary Language Spoken (if known) Ethnicity (if known) 
 

 PARENT OR GUARDIAN 2 

Name 
 First  Last  Middle 

Address 
 Street & Number  City / Town  State Zip Code 

Phone # Age / Date of Birth 

 

Primary Language Spoken (if known) Ethnicity (if known) 
 

 REPORTER / REPORT 

Report Date ❑ Mandatory Report  ❑ Voluntary 
Report 

Reporter’s Name 
 First Middle Last 
(If the reporter represents an institution, school or facility, please indicate) 

Reporter’s Address 
           Street & Number  City / Town  State  Zip Code 

Report of Child(ren) Alleged to be Suffering from  
Serious Physical or Emotional Injury by Abuse or Neglect 

Massachusetts law requires an individual who is a mandated reporter to immediately report any allegation of serious physical or emotional 

injury resulting from abuse and/or neglect to the Department of Children and Families by: 

1. Immediately reporting by oral communication; and  
2. Completing and sending this written report to the appropriate Department of Children and Families office within 48 hours of making the oral report.  

For more information about requirements for mandated reporters and filing a report of alleged abuse and/or neglect please see  

A Guide for Mandated Reporters available on the DCF website at www.mass.gov/dcf. 

Please complete all sections of this form. If some data are uncertain or unknown, please signify by placing a question mark ( “?”) 

after the entry. 
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Phone # Relationship to the Child 

Has reporter informed caretaker of report?                                 ❑ Yes   ❑ No 
 
What is the nature and extent of injury, abuse, maltreatment or neglect?  Please list any prior evidence of same and/or other worries 
regarding danger to the child(ren). (Please cite the source of this information if not observed firsthand.) 
 
  

  

  

  

  

If known, please provide the name(s) and contact information of the person(s) responsible for the injury, abuse, maltreatment or 
neglect and/or any other information that you think might be helpful in establishing the cause of the injury, abuse, maltreatment or 
neglect:  
 
  

  

  

  

  

What are the circumstances under which the reporter became aware of the injury, abuse, maltreatment or neglect? Please include 
information on dates and timeframes for when the injury, abuse, maltreatment or neglect occurred.   Pedikit# (if applicable): 
 
  

  

  

  

  

What action has been taken thus far to treat, shelter or otherwise assist the child(ren) to deal with the situation? 
 
  

  

  

If report involved alleged domestic violence, please list any information that will help DCF make safe contact with the family (e.g., work 
schedule, place of employment, daily routines for the adult victim): 
 
  

  

  

Please provide any information about the family’s strengths and capacities that you think will be helpful to DCF in ensuring the child’s 
safety  
and supporting the family to address the abuse and/or neglect concerns: 
 
  

  

  

Signature of Reporter: 
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Mass General Law 
 
MGL 69 -Section 8A. (a) Each school committee and commonwealth charter school board of trustees shall 
ensure that every school under its jurisdiction has a written medical emergency response plan to reduce the 
incidence of life-threatening emergencies and to promote efficient responses to such emergencies. The plan 
shall be in addition to the multi-hazard evacuation plan required under section 363 of chapter 159 of the acts 
of 2000. 
 
Each plan shall include: 
 
(1) a method for establishing a rapid communication system linking all parts of the school campus, including 
outdoor facilities and practice fields, to the emergency medical services system and protocols to clarify when 
the emergency medical services system and other emergency contact people shall be called; 
 
(2) a determination of emergency medical service response time to any location on campus; 
 
(3) a list of relevant contacts and telephone numbers with a protocol indicating when each person shall be 
called, including names of professionals to help with post-emergency support; 
 
(4) a method to efficiently direct emergency medical services personnel to any location on campus, including 
to the location of available rescue equipment; 
 
(5) safety precautions to prevent injuries in classrooms and on the facilities; 
 
(6) a method of providing access to training in cardiopulmonary resuscitation and first aid for teachers, athletic 
coaches, trainers and other school staff, which may include training high school students in cardiopulmonary 
resuscitation; and 
 
(7) in the event the school possesses an automated external defibrillator, the location of the device, whether 
or not its location is either fixed or portable and those personnel who are trained in its use. 
 
Plans shall be developed in consultation with the school principal, school nurse, school athletic director, team 
physicians, coaches, trainers and local police, fire and emergency personnel, as appropriate. Schools shall 
practice the response sequence at the beginning of each school year and periodically throughout the year and 
evaluate and modify the plan as necessary. School officials shall review the response sequence with local fire 
and police officials at least 1 time each year and shall conduct periodic walk-throughs of school campuses. 
Plans shall be submitted once every 3 years to the department of elementary and secondary education, the 
local police department and the local fire department on or before September 1. Plans shall be updated in the 
event of new construction or physical changes to the school campus as determined by the local police 
department. 
Included in each initial and subsequent filing of a medical emergency response plan, each school district shall 
report on the availability of automated external defibrillators in each school within the district, including, the 
total amount available in each school, the location of each within the school, whether or not the device is in a 
fixed location or is portable, those personnel or volunteers who are trained in its use, those personnel with 
access to the device during regular school hours and after and the total estimated amount of automated 
external defibrillators necessary to ensure campus-wide access during school hours, after-school activities and 
public events. 
 
(b) The department of elementary and secondary education, in consultation with the department of public 
health, shall develop a cost-neutral model medical emergency response plan in order to promote best 
practices. Said model plan shall be made available to school committees and commonwealth charter school 
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boards. In developing the model plan, the department shall refer to research prepared by the American Heart 
Association, the American Academy of Pediatrics and other relevant organizations that identify the essential 
components of a medical emergency response plan. The department shall biennially update the model plan 
and post the plan on its website. 
 
Framingham School Committee Policy 

File:  EBC 

EMERGENCY RESPONSE PLANS 

In the event of an emergency situation, the safety of the pupils, staff, and the public is paramount.  In 
recognizing its responsibility, the School Committee sets forth the following as policy in the event of an 
emergency: 

1. More than one type of emergency can cause a school building to be evacuated; for example, fire, 
civil emergencies, bomb threat, or natural disaster. Since no two instances are identical in any 
situation requiring building evacuation, and all situations cannot be neatly defined into a category for 
which specific guidelines can be drawn, emergency response plans must anticipate a variety of 
conditions. 

2. The Emergency Response Plan, as outlined within administrative procedures, is designed to give 
guidance to those having responsibility for the safety of pupils, staff, and the public. 

3. Since initial notification of an emergency may not be directed to the office of the Superintendent, 
any person receiving such notification after implementing the appropriate emergency procedure will 
notify the office of the Superintendent. The Superintendent or his/her designee will, in turn, notify all 
appropriate persons as soon as possible. 

4. If the Emergency Response Plan is implemented, the Superintendent or his/her designee will notify 
the School Committee within a reasonable period of time. 

5. The Superintendent or his/her designee will oversee development and maintenance of medical 
emergency plans that meet the requirements of state law.  The Framingham Public Schools Emergency 
Medical Response Plan will complement the district-wide Emergency Response Plan. 

6. In the event the school possesses Automated External Defibrillators (AEDs), the location of all 
available AEDs, whether the location is fixed or portable, and a list of personnel trained in its use. 

Plans shall be submitted at least every 3 years by September 1. Plans must be updated in the case of new 
construction or other physical changes to the school campus. 

LEGAL REF.:  M.G.L. 69:8A Section 363 of Chapter 159 of the Acts of 2000 

CROSS REFS.: Framingham Public Schools Emergency Response Plan 

Framingham Public Schools Emergency Medical Response Plan 

 
 
 

http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter69/section8a
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