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Worth County School System Emergency 

 Preparedness Plan 

2012-2013 

 

 
This plan is to help provide a safe learning environment for all Worth County students, teachers, 

and other school personnel.  It is developed in accordance with provisions of O.C.G.A. 20-2-

1185 which states that “each public school shall develop a school safety plan.  Such plans shall 

also address preparedness for natural disasters, hazardous materials or radiological accidents, 

acts of violence, and acts of terrorism.” 

 

“School safety plans prepared by public schools shall address security issues in school safety 

zones as defined in paragraph (1) of subsection (a) of Code Section 16-11-127.1.  School safety 

plans should also address security issues involving transportation of students to and from school 

and school functions when such transportation is furnished by the school or school system and 

school functions held during non-instructional hours.” 

 

The Worth County School System, Federal Emergency Management Agency (FEMA), and 

community agencies worked together to develop a plan to prevent, manage, access, and follow-

up on any threat to the safety of students, faculty, and staff.” 
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EMERGENCY NOTIFICATION PROTOCOL 

 
1. Determine the nature of the emergency. 

2. Notify the appropriate Emergency Response Personnel 

 Emergency…………………………………………… 911 

 Sylvester Police Department……………………….… 776-8500 

 Sylvester Fire Department…………………………… 776-8510 

 Worth County Emergency Management  

  Emergency……………………………………... 911 

  Agency…………………………………………. 776-8223 

 Sheriff’s Department…………………………………. 776-8211 

 EMS/Ambulance……..Emergency…………………... 911 

 Worth County Board Of Education…………………...776-8600 

 Water, Gas, and Light..………………………………..776-8508 

 Poison Control Center, Georgia………………..1-800-282-5286 

 Bus Shop, Worth County Schools…………………….776-8612 

  

3. Notify the Superintendent‘s Office…………………………..776-8600 

  

 

4. Decide if a Lockdown or Evacuation will be necessary. 

5. Establish an Incident Site/Command post. 

a.  These are pre-established at each school and Board of Education office.   

 

Anytime there is an emergency situation the Superintendent’s office, the Georgia Emergency 

Management Agency (GEMA), and local law enforcement will be notified.  The 

Superintendent or designee will notify the other schools.  The Superintendent will inform the 

Media and disseminate all pertinent information unless it is a law enforcement matter. 

 

There will be emergency evacuation kits on each campus to for use during emergency 

situations. 
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PUBLIC ASSISTANCE AGENCIES 

1. Sylvester Police …………………………..Wayne Jennings.….…………...776-8500  

2. Sylvester Fire Department ……………….. _____________………………776-8510  

3. Sylvester Water, Gas, and Light Dept….…Frank Thompson…..…………..776-8508 

4. Worth County Sheriff…………………….._______________ …………….776-8211 

5. Worth County Fire Department…………...Tom Whittington(emergency)…….911  

 Civil Defense/GEMA (non-emergency) ……………...776-8223  

6.  EMS/Ambulance………………..…………Kevin Lassiter (emergency)…..911  

    (non-emergency)……………...776-6159 

7. Phoebe Worth Medical Center…………….Kim Gilman……………….….776-6961  

8. Worth County Health Department……...…Gina Connell……..…...………777-2150  

9.   DFACS…………………………………….Meredith Yancey. ……………777-2000 
10. Worth County Bus Shop…………………..David Willis…….…………....776-8612  
11. Worth County 911…………………………Kennetha Clem……………….776-8219 

 

LOCAL MEDICAL DOCTORS 

1. E. Bass……………………………………………….………………..……776-2965  

2. G. Davis ……………………………………………………………………777-0488 

3. H.O. Eason …………………………………………………………………776-3441 

4. N. Patel. …………………………………………………………………….776-7706  

5.   N. Chhina…………………………………………………………………....776-2965  

6.   L. Wilder…………………………………………………………………….776-3500 

 

LOCAL CHURCHES 

 
1. First Baptist……………………………...Ben Bush…..……………………776-3337  

2. Northside Baptist ……………………….Gerald Purvis….. ………………..776-6110  

3. Unity Baptist ……………………………Matt Greene……………………....776-4212   

4. Pinson Methodist ……………………….Mike Davis ….……………….….776-3358   
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Worth County Board Of Education 

  

 
These numbers are for emergency situations only (when you are unable to reach the school 

telephone).   

  

                                                                     

 

Dr. Barbara Thomas 357-0216 Superintendent 

David Willis 357-0223  Transportation Director   

 

         Stacey Rutledge    206-0685 Principal- WCPS 

Dr. Todd Deariso 206-0684  Principal - WCES 

Tiffany Sevier 357-0179 Principal - WCMS  

Dr. Russ Chesser  449-1551 Principal - WCHS  

 

 Kristen Popham 357-0172 School Nutrition Director 

 

 Gayla Bentley 357-0141 Special Ed. Director 

 

 Jim McMickin 206-0679        Technology Director 

 

 Martha Rutherford 317-1660 B.O.E. Secretary 

 

Kanicee Walker 357-0174 B.O.E. Receptionist 

 

         Heather Greene            357-0148         Public Relations Director 
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Worth County Board Of Education 
Emergency Media Contacts 

 

 

 

All School Media Information comes from the Superintendent or 

Superintendent’s designee only 

                                
 

 

WALB TV –Channel 10                                                  
News Room 446-9252  

News@walb.com 

Dawn Hobby-Cell 229.347.5517 

www.walb.com 

1709 Stuart Ave. 

Albany, Ga.  31707 

 

WFXL -TV -Fox 31  
News Room 435-8321  

       Main Line-229-435-3100 

Genna McWilliams-Assignment Editor  

Cell: 903-8236 

FAX: 435-0485  

       PO Box 4050  

       Albany, Ga.  31706 

 
WJIZ Radio-Radio 96.3 
Direct to D.J. 436-2468 

       809 S Westover Blvd. 

       Albany, Ga.  31707 

       Office-229-439-9704 

       Fax-229-439-1509 

       bigscoop@clearchannel.com 

       www.wjiz.com  

   
 

      WKAK-K Country 104.5-Radio 

       Office Line-229-888.9525 

       Fax-229-888-6018 

       1104 West Broad Av 

       Albany, Ga.  31707 

       April Bailey-Business Manager- 229-485.1220 

     

 

 

mailto:News@walb.com
http://www.walb.com/
mailto:bigscoop@clearchannel.com
http://www.wjiz.com/
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      WRXZ 106.1 Radio 
      Office Line- 229-776-9565 

 

 

       

      Hook FM 
     Office Line-229-382-1340 

      Fax-229-386.8658 

      Nettie Hatcher 

      nettie@hookfmomline.com 

      www.hookfmonline.com 

 

 

      

    The Sylvester Local 
     103 East Kelly St. 

     Sylvester, Ga.  31791 

     Office Line-229-776-3391 

     Fax-229776-4607 

     Lee Johnson-Editor 

     sylvesterlocal@bellsouth.net 

 

 

 

     The Albany Herald 

     P.O.Box 48 

     Albany, Ga.  31702 

     Terry Lewis-Education Writer 

     Office Line-229-434-8795 

     Fax-229-888-9357 

     terry.lewis@albanyherald.com 

     www.albanyherald.com 

 

 

      

      Worthit2u.net 

      Sherry Walls 

      Cell Phone-229-407-0034 

      Office Line-229-638-0844 

      Fax-800-934-8107 

      News.@worthit2u.net 

      P.O. Box 175 

      Sylvester, Ga.  31791 

 

 

 

      B100-Radio-100.3 
     Control Rm-229-436-2468 

       Business Line-229-439-9704 

       Fax-229-439-1509 

       www.b100wobb.com 

mailto:nettie@hookfmomline.com
http://www.hookfmonline.com/
mailto:sylvesterlocal@bellsouth.net
mailto:terry.lewis@albanyherald.com
http://www.albanyherald.com/
mailto:News.@worthit2u.net
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                               SAFETY AND EMERGENCY PREPAREDNESS 

 SCHOOL COORDINATORS FOR 2012-13 

 

 Worth County Primary……………………….Stacy Rutledge  

 Worth County Elementary………………..….Steven Rouse 

 

 Worth County Middle………………………...Donald Edwards   

  Worth County High ………………………… Dr. Russ Chesser  

                  System Coordinator………………………….. David Willis 
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Crisis Management Team 

 
Administrator-In-Charge 

 
 Dr. Barbara Thomas   Superintendent- System 

 Dr. Russ Chesser Principal  - WCHS 

 Tiffany Sevier Principal  - WCMS  

 Stacey Rutledge Principal - WCPS 

          Dr. Todd Deariso Principal - WCES 

  

 

On-Site Coordinator 

 
 David Willis      - System 

 Dr. Russ Chesser   - WCHS 

 Donald Edwards   - WCMS 

 Steven Rouse   - WCES 

 Stacey Rutledge   - WCPS 

 

 

First-Aid Coordinator  
 

 Dr. Barbara Thomas   - System  

 Claudia Johnson   - WCMS 

 Kim Kitchens   - WCES 

 Suzanne Lasseter   - WCHS 

 Kelly Cooper   - WCPS 

 

Law Enforcement/Fire/Medical Coordinators 

 
 City Police    - Wayne Jennings 

 Sheriff   -  

 City Fire Dept.   -   

 Phoebe EMS   - Kevin Lassiter 

 Phoebe Worth Medical Center - Kim Gilman 

         E911                                                 - Kannetha Clem 

Emergency Management Agency  
 

 Tom Whittington  - Director 

          Ray Salter  - Deputy Director 
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Media Coordinator 
 

 Dr. Barbara Thomas- Superintendent 

 Heather Greene- Public Relations Director 

 

 

Parent Reunification Coordinator 
 
 Jim McMickin - System 

 Dr. Russ Chesser - WCHS Donald Edwards - WCMS 

 Steven Rouse - WCES Stacy Rutledge - WCPS 

  

 

Counselors 

 
Laura Bartley - WCPS                      Monabeth Parkman       - WCMS  

Deidera Smith - WCPS Greta Webb                   - WCMS      

Cindy Bryan - WCES Elizabeth Brand             - WCHS 

Deidera Smith                   -        WCES                      Michael Kovach  - WCHS 

    Saudia Malachi              - WCHS                    

    

           

Utilities Coordinator 

 
 Jimmy Odom - System Maintenance Director 

 

Evacuation Kit Caretakers   

 
 Mitzi Cooper - WCPS 

         Donna McDonald    - WCES 

         Lindsey Watson - WCMS 

         Susan Bennett - WCHS  
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Crisis Management Team (CMT) 
 

 Responsibilities Staff Person  ___ 
 

Administrator-in-charge Coordinates emergency response effort.   Directs necessary 
notifications. Coordinates police, fire, and medical response. 
Remains in the Command Center and manages the crisis. If 
evacuation, oversees evacuation site.  

 

On-Site Coordinator  Responds to emergency site and controls access to the affected 
area. Preserves the crime scene until police arrive and assumes 
control of the situation. Oversees family reunification site.  

First-Aid Coordinators Provide emergency first aid until medical assistance arrives  

Police/Fire/Medical Depending on the situation, the highest ranking official from each 

department will coordinate with EMA and school administrator.  

 

Emergency Management Coordinates with Administrator-in-charge and law officials.  

Media Coordinators Meet with the media and direct them to a safe staging area where 

they can set up during the incident. Arrange for their needs, 

provide them with pre-drafted press release and provide periodical 

news statements and arrange interviews (as appropriate)  

 

Family Reunification  Sets up reunification site and coordinates the signing out of 

Coordinators students to authorized parents/guardians.   Notify other schools that 
may house siblings and/ or parents of students involved in incident. 

 

Counselors/Social Provide support for students/adults having difficulty   

Coordinators dealing with situation.  Assist at family reunification site. 

 

Utilities Coordinator Turns off the gas, water and electrical mains as needed and reports 

to administrator that the job is complete. 
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Emergency Codes 

 
The following color code indicators are consistent throughout the system.  In case of absence 

they will be implemented at each facility through the following chain of command: 

 

Schools 
 

 Principal 

 Assistant Principals 

 Receptionist/Secretary 

 

Central Office 
 Superintendent 

 Director 

 Receptionist/Secretary 

 

 

 

Code Red =  An actual crisis situation has occurred requiring lockdown or 

  coverdown until further instructions. 

 

Code Green =  A crisis situation has occurred requiring evacuation from the building. 

 

Code Yellow = A heightened state of security limiting movement to inside the 

   building only or preventive lockdown. 

 

Code Blue =  Resume normal activity. 
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Emergency Communication 

The following means will be used to quickly communicate with staff in an emergency:  

 Intercom Systems 

 Fire Alarm  

 Weather Alert - Radios 

 Code Red: Lockdown or Evacuation  

 Code Green:  Evacuate 

 Emergency Cards: Red, Yellow and Green  

  Red- needs immediate help  

  Yellow- need assistance as soon as possible  

  Green- everything is okay  

 P. A. System  (portable) 

 Bull Horn  

 Staff Runner  

 Written Notice   

 Whistle: Used to get attention. Listen for further instruction. 

 Hand Signals: Used when other means are not adequate or appropriate.  

Pushing palms down toward the ground: Get down to ground, as low 

as possible  

 

Hands/arms clasped over head:  Kneel and cover heads with hand, 
books, etc.  

 Pushing palms out from chest:  Stop, stand quiet and still  

Moving arms side to side in front, emphasizing a certain place or 

area: Go to area designated by arm motion.  

 Waving arms back & forth over head:  Follow me.  
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Emergency Signals For Each School 

 
Worth Primary 

  
Fire 

 
The intercom has a built in fire alert signal.  It is a continuous loud tone, activated by the 

Principal or Receptionist, followed by an announcement. “There is a fire in the  

building .” 

 

 

Severe Weather (Tornado) 

 

An announcement will be made for a “watch” phase and “warning” phase.  If “warning”, using 

the built-in intercom a cover down signal will be given by the principal or receptionist.  It is a 

loud intermittent tone followed by an announcement, “We are under a tornado warning, move to 

your assigned area.” 

 

Lockdown 

 

An announcement will be made by the principal or receptionist, “We are under a lockdown.  

Everyone should lock their classroom doors and secure their room.” 

 

Evacuate – (Bomb Threat) 

 

An announcement will be made by the principal or receptionist,  “We are under a bomb threat.  

Teachers please escort students to the pre-designated area.” 
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Worth County Elementary 
 

Fire 

 

The schools fire alarm system is used.  It is a continuous siren sound. 

 

Severe Weather (Tornado) 

 

An intercom announcement for “watch” phase and “warning” phase will be given.  If warning, 

instructions will be given move to cover down areas.” 

 

Lockdown 

 

An announcement will be made, “We have a lockdown.” 

 

Evacuate (Bomb Threat) 

 

An announcement will be made, “Evacuate the building.  We are under a bomb threat.” Teachers 

will escort students to the pre-designated site at least 1000 ft. from buildings. 
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Worth County Middle School 

 

Fire 

 

The intercom system has a built-in fire alert signal.  It is a siren sound with an up & down sound 

much like a fire truck siren. 

 

Severe Weather (Tornado) 

 

The intercom system has a built-in “take cover” alert signal.  It is a continuous, “beep --- beep” 

sound. 

 

Evacuate (Bomb Threat) 

   

An announcement will be made, “ Evacuate the building.  We are under a bomb threat.”  

Teachers escort students to the pre-designated site at least 1000 ft. from buildings.   

 

Lockdown 

 

An announcement over the intercom will be made, “Lockdown, we have a lockdown.” 
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Worth County High School 

 
Fire 

 

A continuous buzzer sound with the following recorded message, “There is a fire in the building, 

evacuate at this time.:  Teachers then escort students to pre-designated fire evacuation areas at 

least 300 ft. from buildings. 

 

Severe Weather (Tornado) 

 

Intercom announcements will be made for “watch” phase and “warning.”  If warning, 

instructions are given to move to designated cover down areas.  Go to cover down areas. 

 

Lockdown 

 

An announcement over the intercom will be made, “Lockdown, we have a lockdown.” 

 

Evacuate (Bomb Threat) 

 

An announcement will be made, “Evacuate the building.”  We are under a bomb threat.”  

Teachers escort students to the pre-designated site at least 1000 ft. from the building. 
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Board Of Education 
 

Fire 

 

The fire alarm will announce, “There is a fire in the building.”  Employees and visitors will 

evacuate the building to the pre-designated fire evacuation areas at least 300 ft. from buildings. 

 

Severe Weather (Tornado) 

 

A public address announcement will be made by the receptionist during the “watch” phase and 

“warning” phase.  If a “warning”, an announcement will be made, “go to the cover down area.”  

The Superintendent’s secretary will sound intermittent bursts from an air horn, then designated 

personnel for each hallway will check their respective areas to make sure all received the alert. 

 

Lockdown 

 

A public address announcement will be made by the receptionist, “We are under a lockdown .” 

 

Evacuate (Bomb Threat) 

 

A public address announcement will be made by the receptionist, “We are under a bomb threat.”  

The Superintendent’s secretary and hall designees will check their respective areas to make sure 

everyone received the alert.  All employees will evacuate to the predesignated site 1000 ft. from 

the buildings. 

 

Through orientations and drills all teachers and staff members at each school are familiar with 

codes and are aware of the correct procedures to follow for emergencies.  Substitute teachers will 

be familiar with codes and know the correct procedures to follow emergencies. 
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Lock Down Procedures 

 
A Code Red is declared when the administrator-in-charge of either school  

determines that a situation exists that threatens the safety of students, faculty, or staff requiring 
them to remain in their classrooms. All doors are locked in a Code Red situation.  

Lock down protocol will be initiated by the code phrase,  

"Lockdown--Code Red---we have a lockdown" broadcast over the intercom or relayed by 
staff members.  

Administrator Responsibilities  
 Following the Emergency Notification Protocol, determine the nature of the emergency 

and notify the appropriate personnel. 

 Activate "Code Red".  

 Dispatch a Site Coordinator to secure the area of accident/crime scene.  

 Meet law enforcement and superintendent to provide information about the incident.  

 Remain in the command center and coordinate activities.  

 If necessary, activate Evacuation and Family Reunification Protocols.  

 Notify faculty and staff of termination of lock down.   

 

Faculty and Staff Responsibilities  
 Visually scan hallway and sweep anyone in hallway into room.  

 Teachers located near bathrooms check that no one is left in bathroom.  

 Close and lock all doors.  

 Relocate students to an area of the room where they can't be seen from the outside.  
 Do not contact the office unless you have pertinent information about the current 

emergency.  

 Place appropriate colored cards over window indicating room situation and number of 
missing or extra students. These cards should  be readily available.  

 RED = immediate help  

 YELLOW = need assistance as soon as possible  

 GREEN = everything is okay  

Indicate missing or extra students in room by writing OK or plus or minus the number 
of students on the card. Do NOT list names on the card. For example:  

  All students are accounted for or OK  
Students are missing from the room or   -2  

Extra students are in room or  + 2  

 Do not allow any student to leave room 

 If directed to evacuate the classroom follow Evacuation Protocols.  
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Cafeteria, Media Center, Gym, Band Room, and Other Outside Buildings 

 If lock down protocol is initiated while students are in a crowded area such as the gym or 

cafeteria, staff members should remain calm. Remember the welfare of our children is of 

primary concern, don't leave the children and don't try to subdue the intruder.  

 If students are in the cafeteria, each school will direct students to the nearest enclosed 
site.  

 If students are in the gym they are to take cover in dressing rooms or coach's office.  

 If they are outside, they should be moved as quickly as possible into the gym or back into 

classrooms.  

 If the students are in the hallways (during a class change), they are to be moved into the 

nearest classroom.  

Superintendent  

 Correlate with Law enforcement all media releases. 
 Activate Family Reunification Protocol if necessary  
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Evacuation Protocol 

During an evacuation, the following is important: 

1.  All staff must remain calm and try to maintain quiet order of students so that  

 emergency communication can be heard and to prevent further crisis.  

2. Teachers should keep attendance and take roll book with them upon any evacuation or 
evacuation drill.  

3. Teachers should evacuate students in a quiet and orderly manner to the designated location. 
Listen for any specific instructions and be observant of anything new, different, or suspicious 
as you evacuate.  

4. Teachers should account for all students immediately upon evacuating their class.  

 Use the class roster to signal status of class.  

5. Any students out of their classroom should be taught to evacuate the building with the 
nearest staff person and remain with that person until given further instructions.  

6.  Be prepared to provide student information to emergency personnel, especially any specific 
student medical condition information.  

7. No one is to re-enter the building for any reason, unless authorized by administrator and 
emergency personnel.  

8. Primary objective is to remove students and staff safely away from projected area of danger 
and to, as much as possible, maintain safety, security and order.  

9.  Assure students are not near any drive entrance to the property or in any  

 parking/driving area. These areas need to remain clear for emergency vehicles.  
10. Special Ed. Paraprofessionals should report to the special education classrooms to 
 aide any special needs students.   

In case of evacuation due to possible explosion, keep students low to ground and instruct to 
cover their heads with hands, coats, etc. Evacuation area should be a minimum of 1000 feet from 
the building or possible explosive source.  

In case of fire evacuation keep students in evacuation area until instructed otherwise.  

In case of evacuation due to chemical/toxic spill, staff and students will evacuate upwind of the 
spill unless instructed otherwise. DO NOT evacuate to a low area. (Ex. football field, ditch). 

In case of evacuation due to gunman, hostage or other related emergency situation, it is  
imperative that students and staff evacuate very quietly and follow any specific  
instructions. Students should be taught the communication hand signals on page 6.   

In case of bus evacuation, detailed instructions are included in Emergency & Rescue  

Procedures guide for bus drivers. Transportation Director will insure that practice drills will be 
held during bus transportation.  
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Transportation Emergency Evacuation 
 

In an emergency evacuation by bus: 

 Request aid from local law enforcement and EMA 

 Contact Transportation Director – 776-8612. 

 Lockdown may be activated to secure students in room, ready to evacuate.   
 Administrator activates Evacuation Protocols stating that evacuation is by bus.  

 Sweep team checks area around buses and continues scanning while buses are           

 loading.  Law enforcement takes charge of this when they arrive. 

 All adults not supervising students report to the bus loading site for assignments.  

 Each class is told when to leave room and board bus. 

 Classes remain intact and board the same bus, accompanied by teacher or other  

 supervising adult(s).  

 Buses load beginning with the bus in front and each bus leaves as soon as students are on 

board.  

 Buses go to a safe staging area and await further directions.  

 Head count is taken and appropriate colored card displayed. 

 All faculty and staff not on buses report immediately to the staging  

 area after students have been evacuated.  

 Administrator may activate Family Reunification if necessary. 

 

 

Available Transportation 

 
Total buses -  68 

 

 # Buses  Capacity # Students 

    5   84         420 

  28   66  1848 

  32   72  2304 

   5   48   240 

 

 #Vans 

  3   15   45 passengers 

 

Available Drivers - 60 

 

The Transportation Director has designated emergency drivers available at all times. 

 

All buses are equipped with 2-way radios, first aid kits, body fluid kits, fire extinguishers, 

emergency flares, and security cameras. 
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Special Needs Students 
 

Evacuation 

 Special needs students are evacuated with other students to designated areas. 

 Assistance to the evacuation site can involve pushing wheelchairs, leading students by 

hand, lifting students where necessary. 

Once at the site, if student(s) is unable to sit alone, he/she can be held or supported in the 

most comfortable position for the student. 

 Assigned personnel will remain with students until the situation is resolved. 

 

Lockdown 

 Special needs students remain in their assigned area during a lockdown. 

 Paraprofessionals will assist special education teachers with students. 

 

Emergencies 

 Special needs students are evacuated with other students. 

 Special needs students with mobility challenges are assisted by assigned special 

education personnel. 

 In the event of a tornado warning, students able to assume the tornado position do so.  

Special education personnel will assist those unable to sit in the position.  If student(s) is 

unable to sit alone, they are held or supported in the most comfortable position for the 

student. 

 Monitor and maintain order until the situation is resolved. 

 If emergency transportation from the evacuation site is needed.  Special education 

director will coordinate handicap accessible transportation vehicles necessary for special 

needs students. 
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Family Reunification Protocol 
 

 After credibility assessment, administrator designates a secure family reunification site 

away from waiting family members and media.  Each school has two identified sites for 

Family Reunification.  At the time of Family Reunification implementation, the 

administrator-in-charge will announce which site will be used. 
 Assistant principal moves to family reunification site with evacuation kit. 

 Law enforcement and mental health personnel who are assigned to family reunification 

site go to site and follow Family Reunification Protocol. 

 Designated school personnel, along with law enforcement, check identification of those 

entering reunification area and provide them with nametags. 

 All teachers who are not in charge of a class, all maintenance personnel, and all school 

nutrition personnel will chaperone students from evacuation site to reunification site. 

 Office staff, assisted by a law enforcement person, coordinate signing out of students and 

verify from student’s check out card that person is authorized to pick-up the student . 

 A mental health professional or counselor is assigned to calm those waiting at the 

reunification site and distribute information sheets on traumatic stress reactions.  

 Reunited families will leave reunification site promptly 

 Students who do not have a parent/guardian to pick them up will be taken to a secure area 

until an authorized person arrives to pick them up.  Law enforcement personnel will 

make sure that any student who has not been picked up by a family member within a 

reasonable period of time gets home safely. 
 

Natural Disasters 

In-services on preparedness for natural disasters are held annually and practice drills are held on 
a regular basis  

I.  Earthquake  

 Everyone in building crouches (under tables if possible) or kneels next to  
interior walls and covers head until the earthquake stops. Do not take cover under 
hanging plants, wall hangings, or heavy objects that might fall.  

 If outside building when quake begins move away from buildings, street lights, utility 
wires and gas and electrical lines.  

 Bus drivers transporting students,  pull over and stop as soon as possible, stay with and 
monitor students on bus. Do not park under power lines, bridges, or overpasses.  

 Alarm systems may be activated by the quake.  

 Do not light candles/matches nor turn on any electrical equipment in the building until 
building is checked by public safety officials.  

 Prepare for aftershocks following quake.  
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Aftermath  
 Administrator activates Evacuation Procedures to a site near campus away  

 from gas and electrical lines. 

 Administrator consults with public safety to determine the building's structural      

integrity and scale of building damage.  

 If building is determined to be unsafe, the administrator and  
superintendent will determine procedures to follow to get students home (run bus route or 
implement Family Reunification Protocol)  

 School counselors in conjunction with social workers from DFACS and  
consulting psychologist(s) will implement crisis plan for assisting all schools and families 
(siblings at neighboring schools, parents/guardians working in school system, etc.) 
affected by potentially stressful events that take place.   

 

II. Flood 

Flooding During School Hours  

 School secretary or administrator will monitor weather radio for potential weather  

 hazards at all times. 

 In the event of flash flood, school administrator consults with superintendent and   

 and public safety to determine course of action.  

 The utility coordinator turns off utilities at the main switches  

 Unplug all electrical appliances and avoid contact with electrical equipment  

 If water is standing in school, allow it to flow freely to avoid further  

 structural damage. Sandbags are not to be stacked against outside facility walls.  

 The superintendent, administrators, and public safety personnel 

determine if or when it is safe to leave school. Until such time, everyone remains indoors.  

 Alternate transportation routes to avoid flood-prone areas are provided to bus 

 drivers by the system director.  Transportation Director, in collaboration with local 

officials, with the aid of flood maps, directs bus drivers of safe routes to use while 

transporting students in flood or potential situations. 

 Bus drivers are to turn around and avoid flooding waters.  In the event that  

 water is rising rapidly around their vehicle, the bus driver will evacuate 

 students from the bus to higher ground. 

 In all instances, downed power lines are to be avoided.  

 Administrator activates Evacuation and Family Reunification Protocols if   

 necessary.   
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Flooding After School Hours  

 Superintendent and administrators will determine if flooding is a cause for  
 cancellation, or late opening of school. If so, local media will be notified to inform the 

public.  

 

 

School counselors in conjunction with social workers from DFACS and consulting  

Psychologist(s) will implement crisis plan for assisting all schools and families (siblings at 

neighboring schools, parents/guardians working in school system, etc.) affected by  

potentially stressful events that take place.  

 

 

III. Hurricane  
 

Usual procedure for a threatening hurricane is to cancel school and/or dismiss school early since 

there is usually adequate warning of an approaching hurricane.  

The determination to cancel school is made by the superintendent.  

 The school administrator collaborates with local emergency management  

 personnel to develop procedures to follow to reduce damage to facilities if a hurricane 
should strike.  

 School secretary or administrator will monitor weather radio for potential hazards   

 at all times.  

 Superintendent and administrator, upon advice of local officials, will evacuate  

 area when told to do so. 

 Stay away from windows. 

 Building occupants will be alert for the possibility of tornadoes and will remain 

 indoors in the hallway away from windows. 

 A list of local emergency management telephone numbers and a road map 

 of locality will be stored in the emergency evacuation kits. 

 Battery powered radio, flashlights and extra batteries, first aid kit, and  

 other disaster necessities are contained in the emergency evacuation kit.  

 Written instructions for turning off gas, water, and electricity are stored in a   

 locked cabinet in the principal’s office, assistant principal’s office, and in the 

 main office.  The utility coordinator will be responsible for turning off gas or water if 

local authorities advise to do so. 

 School counselors in conjunction with Mental Health, DFACS, and  

  community consultants will implement crisis plan for assisting all schools 

 and families (siblings at neighboring schools, parents/guardians working in school 

system, etc.) affected by potentially stressful events that take place. 
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IV. Thunderstorms 

 

During School Hours  

 School secretary will monitor weather radio for potential hazards at all times.  

 Every person remains indoors and away from windows.  

 Persons who are outside will immediately move indoors.  

 Special needs students will be monitored by teacher to determine any physical or 

emotional needs. 

 Students will remain in the building until the possibility of danger from the 

thunderstorm passes. 

 Buses do not leave campus if a severe weather watch is issued.  

 

 

Building  Occupants – After School Hours 

 Building occupants will remain indoors and stay away from windows.  

 Persons outside the building will be directed to a safe area inside the nearest 

building and will remain there away from windows until thunderstorm is past.  
 

 

V. Tornado 

Tornado drills are practiced at regular intervals throughout the school year. 

 

Notification 

 

The local Emergency Management Agency will notify the Central Office receptionist 

during tornado/severe weather “watch” and “warning” phases.  The receptionist will 

immediately activate the calling tree to all school facilities.  Callers will notify all schools 

in the following manner: 

 

Kanicee Walker (Line 1) WCES-8605 & WCPS-8660 & Bus Shop 8612   

Martha Rutherford (Line 2) WCHS-8625 & WCMS-8620  

  

 

Tornado Position:  Sit with back to wall, knees up, head between knees and arms folded 

over head. 

 

Tornado Watch: A tornado watch is issued by the National Weather Service when 

tornados are possible in our area.  Remain alert for approaching storms.  This is a time to 

remind students of safety procedures and listen for further instructions. 

 

Tornado Warning:  A tornado warning is issued when a tornado has been sighted 

or indicated by weather radar.  This is the time to activate safety procedures. 
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During School Hours 

 School secretary will monitor weather radio for potential hazards at all times. 

 Administrator-in-charge will issue a warning when the National Weather Service 

has issued a warning. 

 If warning is issued, everyone in the main building moves into the hallways and 

sits with back against the wall, head down between legs and arms folded over 

head until danger passes and an all clear signal is given. 

 Everyone in outside buildings moves into the main building by nearest door and 

into safe areas in hallways.  Students are accompanied by teachers who will 

remain with students in hallways. 

 Teachers, students, and staff who are on the football field or baseball fields will 

immediately move into the safest area of the nearest building and assume the 

tornado position. 

 School nutrition workers will move to storage rooms, office staff to the mailroom, 

custodians and any other persons in the building (parents, visitors, etc.) will move 

to the nearest safe place and remain in the tornado position until danger has 

passed and an all clear signal has been given. 

 Special needs students will be monitored by teacher to determine any physical or 

emotional problems.  The counselor will report to the Special Education class to 

assist with mobility challenged students. 

 Be prepared for alarm systems to activate if facility is damaged. 

 If in route, bus drivers and students evacuate bus and seek shelter in ditches or 

low-lying areas away from power lines. 

 Students will not be released nor school buses allowed to leave campus during a 

severe weather warning. 

 If determined necessary, administrator will activate Evacuation and/or Family 

Reunification Protocols. 

 School administrators consult with local emergency management officials 

regarding the structural integrity of the school facility prior to re-entering or 

remaining in the facility. 

 

After School Hours 

 

Groups utilizing campus facilities for purposes such as voting, after school programs, 

etc. will be made aware of the school safety plan by local board of education or 

building administrator.  Such groups will be expected to adhere to general school 

safety procedures. 

 

School counselors in conjunction with Mental Health, DFACS and community 

consultants will implement crisis plan for assisting all schools and families (siblings 

at neighboring schools, parents/guardians working in school system, etc.) affected by 

potentially stressful events that take place. 
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Hazardous Materials 
 

Biological/Chemical 

 In the event of an incident involving hazardous materials, the administrator in 

charge should be notified.  The administrator will call 911 and provide full details 

about the type of hazardous materials (color, consistency, odor, location, etc.).  

The Emergency Management Agency and other appropriate agencies will be 

notified 

 If evacuation is necessary, the administrator will activate the Evacuation Protocol 

and the Family Reunification Protocol, if necessary. 

 The EMA will determine if students or staff need to be decontaminated before 

being transported. 

 If school cancellation is necessary the Superintendent’s office will notify media 

sources.  Local law enforcement will close areas, if needed, and help route parents 

to the reunification site. If necessary, the Injury/Illness/Death plan will be 

initiated. 

 

If immediate evacuation cannot be made: 

 Notify appropriate authorities. 

 The school administrator should initiate the Code Yellow Protocol. 

 Move all students and staff from outside areas into the school. 

 A list of students should be obtained from the staff. 

 Close all windows and doors to the school and shut down air conditioning and 

ventilation units. 

 Be prepared to render first aid and be prepared to evacuate quickly when 

instructed. 

 If necessary, initiate Injury/Illness/Death plan. 

 

Anthrax  

 

All faculty and staff members will receive staff development training on indicators, 

characteristics, and response procedures for dealing with a possible anthrax laced letter, 

package, etc.   

 

 

Response Procedures 

 If a letter/package is received or opened containing any grainy, white powder 

substance, remain calm. 

 The person receiving should isolate themself from other staff members and 

students.  Do not move from the area to notify anyone.  Put letter/package down 

and move away.  Close and lock doors and windows to the office or classroom to 

isolate self and others who may have been exposed. 

 Make contact with administration or other staff member in the building by 

telephone or intercom.  Give clear, concise details that include your location and 

number of others, if any, who may have been exposed. 
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Administrator Responsibilities 

 Contact 911/GEMA.  Give specific details. 

 Initiate a “Code Red----Lockdown, possible contaminated area” alert to avoid 

further exposure.  Wait for GEMA to initiate proper evacuation. 

 If an evacuation is implemented, give the “Code Green --- evacuate the building 

to (your predetermined evacuation site.)” 

 Activate family reunification procedures for students and staff who have not been 

exposed. 

 Public Health should make sure each parent and student have been informed of 

the symptoms of anthrax infection and to seek medical attention if any of the 

symptoms occur within the next seven days.  Advisable:  Secure parent signature 

that they have received information re anthrax infection symtoms. 

 Exposed victims remain in the “hot zone” until proper decontamination 

procedures by authorities are complete. 

 Authorities transport victims to a medical facility for treatment. 

 

 

Radiological Accidents 
 

Nuclear/Radiological 

 Worth County School System is not within the 50-mile “Ingestion Pathway Zone” 

for radiological emergencies. 

 In the event of a radiological accident, school administrators collaborate with 

local EMA and follow county guidelines for radiological accidents. 

 If recommended by EMA, evacuation procedures will be implemented, and if 

necessary, family reunification protocol will be enacted. 

 In the event of a radiological accident school administrators will work with 

county emergency management agency to determine the best course of action. 

 Students should remain in the building unless evacuation protocol is initiated.  

 School counselors, Mental Health, Public Health, and RESA will implement crisis 

plan for assisting all schools and families (siblings at neighboring schools, 

parents/guardians working in school system, etc.) affected by potentially stressful 

events that take place. 
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          Acts of Violence/Terrorism 

 
Bomb Threats 

 

Bomb threats come in various forms i.e. written notes, letters, notes written on bathroom 

walls or phoned in messages.  All threats are to be taken seriously and handled in 

accordance with specific preparations and procedures. 

 

 All faculty, staff, and students will receive training on safety procedures at the 

beginning of each school year with review at the semester break 

 Evacuation drills will be held regularly. 

 A predetermined evacuation site and family reunification site is established at 

each school 1000 feet or more from the facility. 

 All receptionists and secretaries are trained to handle a phone-in threat, use of 

bomb threat assessment checklist sheet (see appendices) and use of caller I.D’s at 

each school. 

 Phoned In Threat Procedure  (Secretaries/Receptionist) 
 Listen to the caller and do not interrupt. 

 Ask caller to repeat the message. 

 Check phone display and note which line the call came in on. 

 Note the time of call. 

 Ask as many questions from the bomb threat list as possible. 

 When the caller hangs up, DO NOT HANG UP THE PHONE.  Lay the receiver 

down, leave the line open, immediately check caller ID and note the number and 

any information given. 

 Contact the administrator in charge. 

 If no administrator is available, call 911, give pertinent information, and prepare 

to activate Evacuation Code Protocol if instructed by authorities. 

 

Administrator Responsibilities 

 Call 911, give all detailed information. 

 Conduct a “credibility assessment” with local EMA and other agencies. 

 If determined necessary, activate Evacuation Protocol – “Code Green—we are 

under a bomb threat----Code Green----Evacuate to the bomb threat evacuation 

site.” 

 The principal, in collaboration with emergency agencies, will make the ultimate 

decisions to evacuate, transport students to the alternate site, or give authorization 

to re-occupy the facility after all clear. 

 Notify Central Office of threat and evacuation.  Central Office will notify all other 

schools to be under a “Code Yellow – precautionary lockdown –internal 

movement only-no students/personnel outside” protocol. 

 Implement Family Reunification Protocol if necessary. 
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Faculty/Staff Responsibilities 

 

 Follow Evacuation Protocol. 

 Move students quickly and orderly to the evacuation site. 

 Take roll book and color coded cards to the site. 

 Do not lock doors.  This will assist agency searchers in performing a quicker search. 

 Students and staff should take only those personal belongings “in their immediate 

possession” during an evacuation (including bookbags/backpacks.)  No stops at lockers. 

Bookbags/backpacks will be placed in a central collection points near the exit of the 

building to aid in search efficiency. 

 Designees will take evacuation kite to the site and laptop computers with backup disks 

containing emergency location information of parents/guardians of students. 

 Special needs students will be assisted to the site by their teachers and paraprofessionals 

and monitored there. 

 At site, teachers check roll and hold up appropriate color coded cards. 

 School nurse and first aid responders will assist any students or staff who are sick, 

injured, heat stressed, etc.  

 The City Water, Gas, and Electric Department will shut off gas and electricity if needed. 

 

During a bomb threat evacuation all cell phones and two-way radios will be turned off.  

Administrators will incorporate emergency communication techniques stated in safety plan. 

 

Written Bomb Threats 
 

 Call 911 

Describe the note or wall writing to the operator.  If it is a note, do not touch it.  

Authorities may be able to lift fingerprints. 

 911 will notify the Worth County EMA. 

 The GEMA will decide what agency/agencies should respond. 

 If no date or time is given in the writing or if a stated time in the writing has past before 

the writing is discovered, a threat evacuation assessment will be conducted.  The 

Principal will make the final decision, after consulting with responding agencies, if 

evacuation is necessary. 

 If the day, date, and time are given in the writing, call 911, describe writing, and evacuate 

students.  Responding agencies will notify the Principal when it is safe to reoccupy the 

building. 

 

Suspicious Packages 

 

Faculty and staff, particularly secretaries, and receptionists who handle school mail, will be 

given training on procedures for recognizing and dealing with the suspicious packages or letters 

that come through the mail. 
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Indicators: 

 

 Excessive tape or string 

 No return address 

 Restrictive markings – “personal”, “open in private” 

 Oily stains, discolorations, crystallization on wrapper. 

 Excessive postage 

 Rigid and bulky – has bumps, bulges, or protrusions 

 Lopsided or heavy sided appearance 

 No postage or noncanceled postage 

 Postage from a foreign country 

 Generic or incorrect titles – “chief executive” 

 Improper spelling of common names, places, titles. 

 

Procedures 

 

 Do not handle, bump, or shake the package or letter 

 Do not open, smell, touch or taste 

 Treat it as suspect – isolate the area 

 Notify the administrator in charge 

 Isolate the person if physical contact was made 

 

Administrator Responsibilities 

 

Authorities will assess the situation, begin treatment/decontamination of anyone having contact 

with the package/letter, and remove the item in question. 

 

If needed, after consultation with proper agencies, the school official will decide if evacuation to 

the Parent Reunification site is necessary. 

 

 

Civil Disturbance 
 

A civil disturbance is any incident, including riot, uprising or threats of violence, that will 

disrupt the normal business of education in a school setting. 

 
 Possible protest sites include fields adjacent to schools or across the road from schools. 

 In-services on safety are held annually for all faculty and staff. 

 All faculty and staff avoid verbal exchanges about the situation 

 Law enforcement must be requested to handle outsiders who cause disruptions. 

 Code Red protocols involve every individual in the school, dietary, media, guidance, 

custodial, clerical, visitors, para-professionals, teachers, and administrators. 

 All custodial rooms, electrical panels, other unoccupied rooms, as well as all outside 

entry doors, except front entrance and main hallway entrance, are kept locked. 
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Administrator Responsibilities 
 

Upon notification of a civil disturbance: 

 Activate Lockdown Protocol if a disturbance seems imminent or occurs. 

 Notify faculty and staff by the announcement:  Lockdown-Code Red-Lockdown 

 Notify law enforcement – call 911 

 Notify first aid responders of injuries.  Neighboring teachers should cover first aid 

responders’ classes until relief arrives. 

 Secure the area as a crime scene.  No blood or evidence should be cleaned or removed. 

 Inform law enforcement officials about the situation and any information on hand. 

 Request that faculty and staff quickly provide names of students and outsiders identified 

as participants in the incident and gather the information.  Relay information to law 

enforcement officials. 

 Notify key school officials about the situation 

 If necessary, activate Evacuation Protocol identifying the evacuation site. 

 If necessary, implement Media Response Protocol. 

 If necessary, implement emergency transportation procedure to supervise students during 

the dismissal and boarding of buses. 

 Contact parents or guardians of student(s) involved, assisted by law enforcement. 

 If necessary, activate Family Reunification Protocol. Notify law enforcement of the 

location and request their help at the site. 

 Notify school counselors to implement crisis plan to inform other schools that may house 

parents or siblings of those involved in incident and provide support services for students. 

 

Teacher/Staff Responsibilities 

 

Upon notification of a civil disturbance: 

 Follow Code Red Lockdown and/or Evacuation Protocol if instructed. 

 Immediately notify the office of any information that might be pertinent. 

 Quickly compile names of students and outsiders identified as participants in the incident 

and relay information to office. 

 In lockdown, place appropriate color cards over the door. 

 Communicate by email, runners, or intercom as directed. 

 If evacuating, carry roll book and color cards 

 Faculty and students will remain under lockdown or evacuation protocol until the 

situation is resolved. 

 Individuals with no students respond to Code Red as instructed 

 Travel in pairs when approaching the disturbance area 

 Avoid verbal exchanges or arguments when a disturbance is escalating. 

 If assigned, assist at reunification site. 

 Media Center personnel will videotape the disturbance if possible. 
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 Hostage/Terrorism/Intruder/Trespasser 

 

If a hostage situation develops, Lockdown Protocol should be followed.  Law enforcement 

officials will be in command of the hostage situation.  Notify the local police and sheriff 

immediately.  As soon as feasible, the other students should be relocated.  The relocation sites 

will be the same as in other emergency protocol.  The Superintendent or designee will be in 

charge of media releases or designee. 

 

Preparedness 

 Immediately notify office of intruder(s) or other suspicious individuals. 

 All visitors to the school report to main office and obtain and wear identification badge 

stating 1) NAME 2) DATE 3) PURPOSE or DESTINATION 

 All outside doors remain locked at all times except the main entrance. 

 The following information is maintained in the main office: 

Emergency telephone numbers list. 

Student and personnel home telephone numbers and emergency contact        numbers 

 Most recent school picture may be located by school registrar. 

 Emergency telephone numbers located near each phone. 

 In services on school safety held annually. 

 

Administrator Responsibilities 

Upon notification of a hostage, terrorist, intruder, or trespasser 

 Immediately assess situation and activate Lockdown or Evacuation Protocol based on 

situation. 

 Notify law enforcement. 

 Provide a full description of the victim(s) and intruder including most recent picture of 

the victim, clothing, hair color, and information about the incident. 

 In conjunction with law enforcement, determine if evacuation is necessary and establish 

primary and secondary perimeters (at least 1000 feet from the incident scene). 

 Provide information to law enforcement about the facility, a set of keys to the entire 

facility, and a detailed map of the facility.  Relinquish control of the situation to law 

enforcement and assess as needed. 

 In conjunction with law enforcement, contact parents or guardians of student(s). 

 Check student’s locker and desk and interview student’s friends for information related to 

the incident. 

 Notify the superintendent of the situation. 

 Implement Family Reunification Protocol if applicable. Notify law enforcement of 

location of reunification site, and request their assistance at the site. 

 Notify law enforcement of the arrival of victim’s parents and parents of children who 

may be perpetrators of the incident. 

 Notify school counselor to implement the crisis plan to inform other schools that may 

house parents or siblings of affected student(s) and provide support services. 
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Missing Student/Kidnapping/Childnapping 

 

Readiness Procedures: 

 All visitors to the school report to the main office and obtain and wear identification 

badge stating 1) NAME 2) DATE 3) PURPOSE OR DESTINATION 

 All outside doors remain locked at all times except main entrance at front of building 

 The following information is maintained in the main office: 

Emergency Telephone numbers list 

Student and personnel home telephone numbers, and emergency contact  

numbers 

Most recent school picture may be located by school registrar. 

 

Faculty/Staff Responsibilities 

Upon discovery that a child is missing: 

 Immediately notify office and provide full description of student(s) including clothing, 

hair color and information about the incident. 

 

Upon notification that a student is missing: 

 Follow Lockdown Protocol if instructed 

 Immediately notify office with any information that might be pertinent to the incident 

 Assist with questioning of friends and classmates as to why the student(s) is missing if 

directed by administrator. 

 Available teachers/staff will assist administrator with a thorough search of school and 

school grounds. 

 Maintain control of students in classroom 

 

Administrator Responsibilities 

Upon notification/discovery of a missing student: 

 Activate lockdown procedures if applicable. 

 Contact law enforcement officials immediately. 

 Provide full description of the student(s) including most recent picture, clothing, hair 

color, and information about the incident. 

 Notify school faculty and staff by the way of a runner. 

 Coordinate search of school/school grounds using available staff. 

 In conjunction with law enforcement officers, contact parents/guardians of student(s) 

involved. 

 Notify school counselor to implement crisis plan to inform other schools that may house 

parents or siblings of missing student(s) and provide support for students. 

 Check student’s locker and desk for any information related to the incident. 

 Interview student’s friends for information related to the incident. 
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Deaths/Suicide at School 

 

Teacher/Staff Responsibilities 

Upon discovery/notification of death/suicide 

 Immediately notify office of the suspected death and/or any pertinent information 

 Treat the incident site as a crime scene 

 Follow Lockdown Protocol if instructed 

 DO NOT use the name of the victim to students or on the intercom or radio 

 Remain with your students until further notice 

 Assist as directed by administrator. 

 Follow blood-borne pathogens precautions 

 

Administrator Responsibilities 

Upon notification/discovery of death/suicide 

 Notify law enforcement officials 

 Send runner to notify faculty and staff of the situation with facts written on card. 

 DO NOT use name of victim over intercom or radios 

         Follow blood-borne pathogens precautions 

 Activate Lockdown Protocol to protect the integrity of the scene, control panic,   and 

assist with the isolation of student onlookers. 

 Secure the area as a crime scene until law enforcement arrives 

 Notify school counselors to implement the crisis plan to inform other schools    that may 

house parents or siblings of the victim(s) and provide support services to students/staff. 

 Notify counselors/administrator to go to each classroom and speak with each teacher 

outside the classroom door with needed facts. 

 Should the death/suicide occur at a school related event, generally these procedures are 

followed except for Lockdown. 

 The Superintendent will be in charge of media releases. 

 Law officials will contact the parents/guardians 

 

Injury/Illness at School 

 

General information 

 Do not use names of victims over phones or radios 

 Notify family members of victim in-person (the principal, assistant principal, or their 

designated representative.) 

 Notify schools that house siblings (students) to call siblings to office to await the arrival 

of parents or guardians. 

 

Procedures 

 In the event of death/injury or illness at school, the administrator calls emergency 

medical service and local authorities (numbers are posted by each phone.) 

 Administrator may initiate lockdown to secure site and protect privacy of victim. 

 First-aid responders are notified to go to incident site and the nearest teachers will 

monitor the classes of first-aid responders until relief arrives. 
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 Site coordinator secures the area as a crime scene, except to render first-aid or medical 

assistance. 

 Administrator meets EMA and local authorities as they arrive and provides information 

about the incident. 

 Family Reunification Protocol may be activated 

 School counselor in conjunction with social workers from DFACS, Mental Health, Public 

Health and RESA will assist school and families (siblings at neighboring schools, 

parents/guardians working in school system, etc.) affected by potentially stressful events 

that take place. 

 

Death/Injury/Illness after School Hours 

 Contact Superintendent 

 Contact Amy Chafin (who will contact counselors from each school to be  

       on stand-by by the following day) Home 776-3010  Cell 317-4017                      

 Use phone log 

 Counselors will contact community resources for assistance at school the next morning. 

 Faculty and Staff will meet in the media center when arriving at school next morning. 

 A written statement of facts will be given to each teacher to read to his/her first period 

class. 

 Counselor will go to the first period or homeroom class of victim to share facts with 

class. 

 Administrators will designate rooms to be assigned grief counseling. 

 

 

Report of a Weapon on Campus 
 

Pre-Emptive Measures 

 In compliance with Georgia Law O.C.G.A. 16-11-127.1, signs are posted at the main 

entrances of each school advising students and visitors of the prohibition of weapons on 

school grounds. 

 Worth County High and Worth County Middle School have full-time School Resource 

officers. 

 Periodic random locker searches are conducted and documented by school officials. 

 Drug/weapon search dogs are used occasionally at Worth County High and Worth 

County Middle School each year.   

 

*If there is reasonable cause to believe that a weapon is present on school property or within the 

school’s safety zone, Georgia Law requires that it be reported to law enforcement. 
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Notification 

If confronted with a credible weapon report on campus, notify the following: 

 Call 911 and give full details and descriptions of the situation.  911 will notify law 

enforcement.  Notify School Resource Officer. 

 Make notification discreetly so as not to alert the person(s) who is in possession of the 

weapon. 

 Notify school staff through use of runners to initiate Lockdown or Evacuation (which 

ever is appropriate.) If necessary, notify Emergency Management Agency to provide 

medical attention. 

 

Procedure 

 The school administrator, with the SRO or Law enforcement, will proceed to the 

classroom or area where the weapon is reported to be located. 

 Escort the suspect to a private area.  Carry all of the person’s belongings to the area. 

 Do not allow the person to put hands in pockets or approach belongings. 

 The person should be searched by the SRO/Law enforcement officer with a reliable adult 

witness present.  A School Administrator must be present for the search. 

 Search book bags, purses, lockers, and autos.  If a weapon is found, law enforcement will 

take control and secure the weapon. 

 Administrators or staff should not attempt to disarm an individual in possession of a 

weapon. 

 All school system policies relating to searches and questioning of students should be 

followed while investigating the report. 

 

 

CRIME REPORTING PROCEDURES: 

CRIMES AGAINST PERSON/PROPERTY 

(LEVEL I, II OR III) 

 
Notification of Law Enforcement Officials 

 

 Under the laws of Georgia, any teacher, principal or other school official who has 

reasonable cause to believe that a student has committed criminal acts upon school property or 

any school function, has a duty to make a written report of that act in order that the act shall be 

reported to the appropriate law enforcement officials.  The acts which should be reported to law 

enforcement officials include certain criminal offenses under Georgia law including aggravated 

battery, carrying deadly weapons at public gatherings, possession/use and/or sale/transfer of 

marijuana or illegal drugs, and certain sexual offenses. 

 
 

 

 

 



 

 

 

41 

Weapons/Violent Incidents 

 
 Weapons Law 16-11-127.1 is posted at all entrances to schools. 

 

Administrator Responsibilities 

Upon notification of a violent incident 

 Notify law enforcement and medical assistance. 

 Activate Lockdown or Evacuation Protocol immediately (whichever is appropriate).  Do 

not wait for verification. 

 Do not attempt to disarm individuals. 

 School staff members will quickly compile names of students and outsiders who have 

been identified as participants in the incident and gather the information.  Relay 

information to law enforcement officials. 

 Meet law enforcement officials and inform them of the situation. 

 Notify first aid responders by phone/intercom of injuries.  Neighboring teachers cover 

students of first aid responders until relief arrives. 

 Secure area as a crime scene.  Do not clean or remove blood or evidence. 

 Implement Family Reunification Protocol if needed.  Notify law enforcement of location 

of reunification site and request assistance at the site. 

 Notify counselor to implement the crisis plan to inform other schools that may house 

parents or siblings of affected student(s) and provide support. 

 Assist law enforcement officials as requested. 

 

Teacher/Staff Responsibilities 

Upon discovery of a violent incident or weapon 

 Immediately notify the office of the incident if discovered and provide a full description 

of the victim and intruder, and information about the incident. 

 Do NOT attempt to disarm armed individuals. 

 

Upon notification of a violent incident or weapon 

 Follow Lockdown and/or Evacuation Protocol instructions.  If lockdown, conduct head 

count and place appropriate card on door. 

 Quickly compile names of students and outsiders who have been identified as participants 

in the incident.  Forward to the administration as soon as possible. 

 If evacuating, take roll book and color cards.  Immediately upon arrival at site, conduct 

head count and hold up appropriate card. 

 Assist with questioning of friends and fellow classmates of the victim(s) if administrator 

requests. 

 Stay with and monitor students until the situation is resolved. 

 Code Red Protocols apply to all office personnel, school nutrition staff, media center 

staff, custodial staff, technology specialists, visitors, faculty and administration. 

 Do not attempt to disarm armed individuals. 

 Do not enter the crime scene. 

 If Reunification Protocol is necessary, assign people to report to site. 
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Field Trips and Other School Sponsored Trips (athletics, band, 

clubs, class, etc.) 

 
Prior to Trip: 

 Complete field trip request form.  *All field trips must have Worth County Board of 

Education approval before the trip can be taken. 

 Send field trip permission form home with each child to be completed by 

parent/guardian.  Permission from parents must include: 

1.  Signed field trip permit 

2.  Signed participation release form 

 Complete field trip roster/quick reference list including: 

1.  Bus number 

2.  Names of all staff, chaperones, students and their phone numbers 

3. A copy of this form should be on each bus and a copy left with school 

administration before departing 

 Complete emergency medical information form for each student 

 Prepare identification bracelets for each individual going on trip. 

 

On the Trip 

Sponsors must have in their possession and take on trip: 

 Field trip permit for each student 

 Trip roster. *Give a copy to administrator before leaving  

 Emergency medical information form for each student 

 Cell phone and emergency phone numbers of every person on trip 

 Cell phone for emergency calls 

 List of emergency contacts with telephone numbers (home and work) for principal and 

superintendent 

 

Identification tags (stick on badges) are to be worn at all times during field trips. 

 

Accidents 
 

Choking 
 Choking victims cannot speak, breathe, or cough forcefully.  Follow these steps for 

conscious choking victim: 

Ask the victim if he/she is choking.  If the victim indicates yes, begin the Heimlich 

maneuver, as outlined below: 

A. Get behind the victim and make a fist with one hand.  Grasp your fist with the 

other hand and place your hands slightly above the victim’s navel. 

B. Give quick, upward thrusts backwards until the object is expelled or the victim 

loses consciousness. 
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IMPORTANT:  For pregnant or obese victims, use a chest thrust.  Place your fist on the sternum, 

and thrust backwards repeatedly. 

 

 Follow these steps for unconscious choking victims: 

A. Call EMS 

B. Place the victim on his back.  Open the victim’s airway by placing one hand on 

the forehead and one hand under the chin and tilting the head back.  Check for 

any obstructions in the mouth or throat. 

C. Attempt mouth-to-mouth rescue breathing. 

D. If the airway remains blocked, place the heel of your hand slightly below the 

victim’s ribs.  Give six to ten abdominal thrusts. 

E. Sweep the mouth to remove any dislodged objects and attempt mouth-to-mouth 

rescue breathing again.  Continue this procedure until the object is dislodged or 

the victim starts breathing. 

 

IMPORTANT:  For pregnant or obese victims, use a chest thrust.  Place your fist on the sternum, 

and thrust backwards repeatedly. 

 

Fire 
 

Pre-Emptive Measures 

 Monthly fire drills will be conducted as mandated by the Georgia State Fire Marshal’s 

Office.  Each monthly drill will be documented on line to the State Fire Marshal’s Office. 

 Faculty and staff will be made familiar with the location and use of fire extinguishers in 

each facility. 

 All fire extinguishers and fire alarm pull stations are clearly marked and easily identified. 

 Evacuation routes are posted in each classroom, hallway, cafeteria, and all other rooms 

within each facility.  Evacuation sites are predetermined for each wing at least 300 feet 

from the building. 

 

 

 

Administrator Responsibilities 

The Principal/designee will: 

 Call 911 and give full detailed description and location of the fire. 

 Activate the school fire evacuation signal. 

 Give the appropriate code - “Code Green, there is a fire in the building---Code  Green” 

 In case of fire signal or intercom malfunction, alternate fire alarm signals will be used, 

such as whistles, bullhorns, etc.  Students and staff will be familiar with alternate alarms. 

 Take Emergency Evacuation kits to assembly area.  A copy of the floor plans for the 

building should be available. 

 Initiate Family Reunification Protocol if necessary. 

 Notify the Superintendent/Central Office of the emergency. 

 



 

 

 

44 

Faculty/Staff Responsibilities 

 Evacuate all students to pre-established assembly sites in an orderly and prompt manner. 

 Teachers take class rosters, absentee reports, and color-coded cards to the site. 

 Leave classroom doors closed and unlocked. 

 Check roll at the assembly site and display the appropriate colored card. 

 Notify administration of any missing students. 

 Be prepared to relocate to the Family Reunification site if necessary. 

 

 

Utility Failures, Gas Leaks 
 

Contact Numbers 

 School System Maintenance 776-8600 

 Jimmy Odom 357-7430 

 

 Sylvester City Gas, Light and Water 776-8508Procedures 

 

 Contact system school maintenance and appropriate utility company. 

 Do not use the fire alarm system if there is a gas leak.  Runners notify staff and faculty 

that Evacuation Protocols are activated and relay the destination site (upwind from the 

gas leak). 

 Keep faculty, staff and students updated on situation. 

 In the event of a gas leak, windows are opened and the school evacuated.  Begin 

evacuation where the gas concentration is strongest. 

 If the school administrator and superintendent determine there is a need to evacuate the 

building, Evacuation Protocols and Family Reunification Protocol may be activated. 

 

 

General Information 

 In the event of a power outage, students, faculty and staff are kept updated by the PA 

system, which has a battery backup. 

 If necessary to activate codes while the PA system is operable, (dependent upon the 

situation), the administrator determines the best means (ex, Runner, bullhorn, etc.) to 

notify teachers of the code. 

 Utility failure on campus would impact lighting, heating/cooling, and lunch services. 

School does not have emergency generators.  Flashlights and lanterns are alternate 

lighting sources.  

Cell phones and two-way radios are available alternative means of communication.  If 

it becomes apparent that lunchroom-refrigerated foods will spoil, dry ice will be 

brought in from local meat packing plants to preserve the food. Perishable food may 

also be stored in local grocer’s freezer. 

 During non-school hours, if decision is made to cancel school, the superintendent’s office 

notifies the local media to inform the public. 
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Handling Blood and Body Fluids 

The spread of contagious disease is a risk to anyone exposed to the body fluids of others. 

Individuals who have no visible symptoms of illness may carry many infections, ranging from a 

common cold to such serious diseases as HIV infection or hepatitis. The term body fluid 

includes: blood, semen, drainage from scrapes and cuts, feces, urine, vomit, respiratory 

secretions (e.g. nasal discharge) and saliva. The body fluids of all individuals should be 

considered to contain potentially infectious agents (germs). The use of the following 

commonsense, simple precautions should be used to protect the health and safety of everyone.  

 

 WHAT SHOULD I DO TO AVOID CONTACT WITH BODY FLUIDS?  

 1.  When possible, avoid direct skin contact with body fluids.  

2.  Disposable gloves should be used when direct band contact with body  

  fluids are anticipated. Disposable gloves are available at nurse’s station. 

3. Hands should be washed after removing gloves and gloves should be disposed  

      of in a disposal bag.  

 WHAT SHOULD I DO IF DIRECT SKIN CONTACT OCCURS?  
 1.  Supplies needed: soap, running water, paper towels, and disposal bags  
 2.  Affected areas should be washed using the procedure described below as  

hand washing procedures. The same general technique should be applied to all 

affected areas.  

3. Clothing and other non-disposable items should be rinsed and placed in plastic bags 
to be disinfected as soon as possible.   

4.  Disposable items, including paper towels, should be placed in disposal bags. 

 HANDWASHlNG PROCEDURES  

1. Use soap and warm running water. Soap suspends debris and micro-organisms 

allowing them to be washed down the drain 
2. Scrub hands vigorously working a lather for a minimum of 10 seconds.  

 Scrub between fingers, knuckles, backs of hands and nails. 

3. Rinse hands well under warm running water to carry away dirt and germs. 

4.   Use paper towels to thoroughly dry hands.  Discard paper towels in a disposal                                

       bag. 

 DISINFECTION OF RUGS  
Apply sanitary absorbent agent, let dry and vacuum. If necessary, 

mechanically remove the soil with dustpan and broom, and then apply rug shampoo (a 

germicidal detergent) with a brush and re-vacuum. Rinse dustpan and broom in 

disinfectant.  

 

 DISINFECTION OF HARD SURFACES AND CARE OF EQUIPMENT  

After removing the soil, a disinfectant is applied. Mops should be soaked  

in the disinfectant after use and rinsed thoroughly or washed in hot water cycle 
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before rinse. Non-Disposable cleaning equipment should be thoroughly  

rinsed in the disinfectant. The disinfectant should be disposed down a drainpipe.  

Equipment needed: soap, water paper towels disposal bags, gloves, disinfectants,  

mops, brooms, dustpans, buckets  

 

 Disinfectants should be one of the following classes:  

1.  Phenolic germicidal detergent in a 1 percent aqueous solution (such as          Lysol*)  

2.  Sodium hypochlorite solution (household bleach): 1 part bleach to 10 parts water.  

3. Lodophor germicidal detergent with 500 ppm available iodine (e.g. Wescodyne*)  

4.  Sanitary absorbing agent (Cholor Sorb*, X-O Oder Away*)  

 

*Brand names are used as examples and are not endorsements of products.  

 

These procedures shall be reviewed with all faculty and staff annually.   All faculty and staff can 

obtain disposable gloves from the School Nurse.    

 

 

First Aid for Seizures 
  

First Aid for seizure activity is basically very simple, and is designed to protect the safety of the 

person until the seizure stops naturally by itself. Stay calm and follow these rules: 
*******Guidelines from the Epilepsy Foundation  

  
 Call nurse if seizure occurs during school day 

 Look for medical information 

 Protect from nearby hazards 

 Loosen ties or shirt collar  

 Place folded jacket under head  

 Don’t restrain  

 Don’t put anything in mouth 

 Don’t try to hold tongue.  It can’t be swallowed. 

 Don’t try to give liquids during or immediately after seizure  

 Turn on side to keep airway clear  

 Reassure when consciousness returns 

 Don’t use artificial respiration unless breathing is absent after muscle jerks subside, or 

unless water had been inhaled 

 If seizure is prolonged or another seizure starts soon after the first, call an ambulance, if 

nurse is not available 

 Contact parent/guardian 
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Worth County High School 

Safety Committee 
 

 

 Dr. Russ Chesser Principal 

 Scott Chafin CTAE Director 

 Suzanne Lasseter School Nurse 

 Denise Ray Parent 

 Sue Youngblood Teacher 

 Tommie Sue Hyde Teacher 

 Russell Beard Teacher 

 Lisa Underwood Assistant Principal 
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Worth County Middle School  

Emergency/Safety Plan Members 

Tiffany Sevier Principal  
Donald Edwards Assistant Principal  

Amy Bozeman Teacher 

Susie Wishum Secretary  

Henry Duncan School Resource Officer  

Claudia Johnson School Nurse  

Monabeth Parkman  Counselor  

Greta Webb Counselor  

Jonette Johnson Para Professional 
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Worth County Primary 
 

DISASTER PREPAREDNESS TEAM 
 

 

 Stacy Rutledge    Principal 

  

 Cora Brettel   Assistant Principal (CPR Trained) 

 

 Jenny Worn   Assistant Principal 

 

 Vicki Parker   School Improvement Specialist 

 

 Kelly Cooper, R.N.   School Nurse  

  

 Shayla Norman   Media Specialist 

 

 Diane Shaw   Teacher/First Responder 

 

 Brooke Stinnett   Teacher/CPR Trained/First Aid/ Healthcare Provider 

 

 Lisa Clements   Teacher/ CPR Trained/First Aid 

 

 Marvin Cuffie   P.E. Teacher 

 

 Kenyon Sims   P.E. Teacher/CPR Trained 

 

 Gwen Hayes   P.E. Paraprofessional/ CPR Trained 

 

 Shelly Blaylock   Custodian 

 

 Janice Gamble   Cafeteria Manager/CPR Trained 

 

 Lori Potts   Front Office Assistant 

 

 Tonya Singletary   Parent Involvement Coordinator/CPR Trained 

 

 Mitzi Cooper   Receptionist 

 

 Amelia Leggette   Bookkeeper/CPR Trained 
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Worth County Elementary School Emergency Preparedness Team 
                                                   

1401 Isabella  

Sylvester, Ga. 31791 

 

 

* Dr. Todd Deariso      Principal 

                                       * Steven Rouse       Asst. Principal 

* Sandi Giddens       Asst. Principal 

* Marilyn Herring       School Improvement 

 Deirdera Smith       Counselor 

*Cindy Bryan       Counselor 

* Donna McDonald      Receptionist 

* Dianne McDonald     Secretary/Bookkeeper 

                     * Lisa Bell                     Media Specialist 

* Kim Kitchens       School Nurse  

* Melanie Newton       3
rd

 Grade Teacher 

* Shala Juster              3
rd,

Grade Teacher 

* Chad Pate        5
th

 Grade Teacher 

* Dr. Yolanda Byrd     4
th

 Grade Teacher 

* Debbie Littleton        5
th

 Grade Teacher 

* Betty White       Parent Involvement Coordinator 

* Amy Boyett       Paraprofessional 

* Gloria Graddy          Paraprofessional 

* Sheila Calhoun         Gifted Resource   

* Warren Juster       PE Teacher 

* Rena Banks       PE Paraprofessional 

* Cyndee Spurgeon      Paraprofessional 
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Emergency Evacuation Kit Contents 
 

 Copy of the school emergency operations plan 

 Student release/Sign-out sheets 

 Emergency telephone number of assistance agencies 

 Copies of photographs of the facility (exterior and interior) 

 List of all student and staff emergency contact information and emergency medical information 

 Flashlight and extra batteries 

 Bullhorn and appropriate batteries 

 Cell phone and/or portable radio 

 Current county phone book 

 Copy of the most recent year book 

 First Aid Kit 

 Aerial view of school grounds 

 Copy of Emergency call list for faculty and staff 

 

 

 

 


