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PREFACE 
 

This emergency response guide provides a contingency manual for TES’ school personnel to deal 

with campus emergencies and coordinating with other agencies outside of the school system.  While 

this guide does not cover every situation, it does provide basic guidelines necessary to cope with 

most campus emergencies. 

 

The policies and procedures addressed in this document are guidelines for administrators, faculty, 

and school employees. 

 

All requests for changes, suggestions, or recommendations to this guide should be submitted in 

writing to Mrs. Kimberly R. Pittman, Principal.  This guide will be updated and coordinated at the 

beginning of each school year or as deemed necessary. 

 

Tallulah Elementary Emergency Response Team 

2018 - 2019 

 
Crisis Response Team 

Kimberly Pittman, Principal 
Alantis Holt, Counselor 
Dawn Kline, Secretary 

Master Teacher 
Johnny Racks, Head Custodian 

Dorothy Jackson, Custodian 
Shameka Williams 

Warren King 
Lacey Johnson 

Mary Kathryn Book  
All Grade Level Chairpersons 

 

 

 

 

Meeting Dates 
August 27, 2018 

September 17, 2018 
January 9, 2019 

February 27, 2019 
April 2, 2019 
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DISASTER RESOURCES 
City  

County 

State 

 

Disaster Resources 
 

Tallulah 

Emergency        911 

Police Department                  318-574-3230 

Non-Emergency       1-800-666-1124 

Madison Parish School Board District Office    318-574-3616 

Fire Department  

Tallulah Fire        318-574-1833  

Alternate Number       318-574-2061  

Mayor’s Office       318-574-0964 

City Hall        318-574-0964 

Madison County Resources      

Madison Parish Sheriff      318-574-1833 or 1831 

Health Department  

Madison Parish Health Unit      318 -574-3311 

State of Louisiana Resources      

Madison Parish Hospitals      318 -574-2374  

Environmental Emergency 

Emergency Preparedness              318-341-0234 

Madison Parish Resources 

School Based Health Center      318-574-5361   

City Resources 

Tallulah Water       318 -574-3162 
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INTRODUCTION 

PURPOSE 
The School Safety Plan is the foundation the school used to maintain a safe and secure educational 

environment. There are three components addressed in this comprehensive school safety plan. Those 

components are: 

1. Policies and procedures that afford a safe school environment. 

2. The Crisis Response Plan. 

3.   Programs that promote a safe school environment. 

 
The basic emergency procedures outlined in this contingency guide are designed to enhance the protection of 

lives and property through effective use of school and community resources.  Since an emergency may happen 

suddenly and without warning, these procedures are flexible by design to accommodate situations of various 

types of magnitudes. 

 
Remember, this guide cannot address every situation or combination of situations - so keeping 

calm and exercising good judgment will improve the management of any situation. 

 

SCOPE 
These procedures apply to all personnel employed at Tallulah Elementary School in accordance to 

the guidelines established by the Madison Parish School District and/or at the building level 

principal’s discretion.   

 

TYPES OF EMERGENCIES COVERED IN THIS GUIDE 
SCHOOL CRISIS RESPONSE PLAN 
Responsibilities of School Personnel      

Assistance of Local Emergency Management Director    

Communications         

Working with the Media        

Visitors in the School        

Abduction          

Accident          

Altercation          

Assault of a Student         

Bomb Threat          

Bomb Threat Report Form        

Building Collapse         

Building Evacuation Plan 

Bullying        

Bus Accident          

Child Abuse/Neglect         

Confrontation with Person with Weapon      

Earthquake          

Explosion          

Fire           

Hostage          

Hazardous Material Incident       

Intruder          

Medical Emergency         

Natural Gas Emergency        

Nuclear Warning Procedures       

Public Assembly Emergency Plan     

Severe Weather         

Suspicious Situation on Campus  
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APPENDIX I –    Responsibilities of School Personnel 

APPENDIX II –   Building Evacuation Plan 

APPENDIX III - Building Floor Plan 

APPENDIX IV – Disaster Resources 

APPENDIX V -   TES Staff Response Guide  

APPENDIX VI - Accident Forms – Staff and students 

APPENDIX VII - Bomb Threat Call Procedures 

 

DEFINITION OF AN EMERGENCY 

The principal or his/her representative serves as the Emergency Director during any major emergency 

or disaster.  The following definitions of an emergency are guidelines for the coordinator in deciding 

the appropriate response: 

1. MINOR EMERGENCY: Any incident, potential or actual, which will not seriously 

affect the overall functional capacity of the school.  Report 

any incident to the principal. 

 

2. MAJOR EMERGENCY: An incident, potential or actual, which affects a building or 

buildings (the trailers are classified as buildings for the 

purposes of this guide) and will disrupt the overall operation 

of the school.  Outside emergency services will be required, 

as well as major efforts from the school staff.  Major policy 

considerations and decisions will usually be required from the 

district representative during times of crisis.  Report any 

serious incidents to the district office immediately. 

 

3. DISASTER:   Any event or occurrence that has taken place and has 

seriously impaired or halted the operation of the school.  In 

some cases, mass casualties and property damage may have 

occurred.  A coordinated effort of all campus resources will 

be required to effectively control the situation.  Outside 

emergency services will be essential.  Judgment will be 

exercised based on the district area situation and on when 

students will be released.  In all cases of a disaster, an 

emergency control center shall be activated, and the principal 

will appropriate plans to be carried out.  As described by the 

following: 

Homeland Security & Emergency Preparedness 

Earl J. Pinkney, Director 

     Madison Parish Office of Homeland Security & Emergency 

                                                            Preparedness              

                                                            402 East Green Street 

     Tallulah, LA  71282     

            Phone (318) 341-0234  

       Fax:  (318) 574-8786 

     United States Environmental Protection Agency 

     Indoor Air Division 

     Henry Slack, EPA Region IV Indoor Air Program Manager 

Atlanta Federal Center 
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     61 Forsyth Street, S.W. 

     Atlanta, Georgia  30303-8960   

Phone: (404) 562-9143  

     Fax:  (404) 562-9095 or (800) 241-1754     

 

ASSUMPTIONS  

The Tallulah Elementary School Emergency Response Guide is based on a realistic approach to the 

problems likely to be encountered on campus during a major emergency or disaster.  Therefore, the 

following are general assumptions considered in developing this guide: 

1. An emergency or a disaster may occur at any time of the day or night with little or no 

warning. 

 

2. The succession of events in an emergency is not predictable.  Published support and 

operational plans will serve only as a guide and checklist.  Plans

may require on-the-scene modification to meet the requirements to handle the 

emergency. 

 

3. Disasters may affect residents in the geographical area of the Tallulah Elementary 

School campus; therefore, City, Parish, and/or Federal emergency services may not 

be immediately available.  A delay in off-campus emergency services should be 

expected. 

 

4. A major emergency may be declared if information/conditions indicate that such a 

condition is developing or is probable. 

 

5. Due to conditions in the local area, releasing the students may not be the best initial 

course of action. 

 

DECLARATION OF A CAMPUS STATE OF EMERGENCY 

The authority to declare a campus state of emergency rests with the Superintendent, District 

Supervisor and/or Principal.   

 

The procedures are as follows: 

          

Communication Chain of Command 

 Superintendent 

 District Leadership Team 

 Principal or designee 

 

 Communication is crucial during an emergency situation.  The mechanism for contacting 

members of the faculty and members of the crisis management team is through the “telephone 

tree”.  All members of the faculty should have a copy of the telephone tree so that they can assist 

in contacting personnel and serve as back-up personnel in contacting individuals.  Copies of the 

telephone tree should be maintained at home and at work. 

 

During any campus major emergency, the principal or his/her designated representative, shall 

initiate the appropriate procedures to meet the emergency and safeguard individuals and property. 

The Superintendent shall consult with the principal to determine the possible need for a 
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declaration of a campus state of emergency. 

 

 

The declaration of an emergency will be preceded by Staff Response Guide Codes.  If a Code 

2 is declared, student movement is restricted.  If a Code 3  is declared, all movement is 

stopped and the teacher/supervisor should secure their room/area to include locking the door 

and/or placing emergency student count card under the door (red or green card in emergency 

kits). 

 

When a declaration is made, only registered students, administrators, faculty, and employees 

are authorized to be present on campus.  Those that do not fall into the above categories or 

those that do not have legitimate business on campus will be asked to leave the campus.  

Unauthorized individuals remaining on campus after being asked to leave may be subject to 

arrest according to disciplinary actions. 

 

Only faculty and employees assigned emergency response team duties or issued an 

emergency pass will be allowed to enter the immediate disaster/problem area. 
    Superintendent                                          Principals 

                   Assistant Superintendent                          Cafeteria Managers 

                   Supervisors/Directors                               Maintenance Supervisor 

 

In the event of an earthquake, fire, storm, or a major disaster occurring on or around the campus, the 

principal will dispatch a member of the emergency response team to determine the extent of any 

damage to the district property. 

 

RESPONSIBILITIES 

PRINCIPAL 

The Principal or his/her designated representative, is the emergency director, and is responsible for 

the overall direction of campus emergency operations.  The principal may/will relinquish control of 

any emergency situation to the appropriate city, county, state, or federal authority when they arrive.  

When the principal relinquishes control, then the function of all district employees is to safeguard the 

students and follow the instructions of the emergency authority. 

       

Emergency Drills 
The following emergency drills will be conducted: 

 Bus Evacuation Drills............   2 times per year. 

 Fire Evacuation Drills............   10 times per year. 

 Tornado Drills......................    10 times per year. 

 Earthquake Drills..................    Annually 

 Bomb Search/Evacuation Drills...............    Annually 

 Lock Down Drills.................    1 time per year. 

 Intruder/Violent Incident        Annually 

 

EMERGENCY COORDINATOR 

The emergency coordinator is responsible for training all individuals employed in the District with 

special emphasis on the members of the Emergency Response Team.  During any type of emergency 

situation, the emergency coordinator will coordinate all emergency activities with the principal and 

the appropriate emergency agencies. 
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Tallulah Elementary Emergency/Alert Codes 

 

Effective as of 2014, Tallulah Elementary will implement an emergency/alert number code 

system.  Please become familiar with the following codes and keep them available in case of an 

emergency or alert. 

 

 

CODE 1:            SCHOOL EVACUATION (Sound of air horn) 

 

CODE 2:     STUDENT MOVEMENT IS RESTRICTED 

 

CODE 3:            SCHOOL LOCK DOWN 

 

CODE 4:            WEATHER RELATED EMERGENCY 

 

 

ADMINISTRATORS, FACULTY, AND EMPLOYEES 

Each administrator and faculty member has the responsibility to: 

a. Educate their students (home room) and/or staff about the district’s Emergency 

Procedures Guide. 

b. Evaluate and survey their assigned classroom/area to determine the impact an 

emergency could have.  Report all safety hazards to the principal and/or district 

coordinator. 

c. Be prepared to follow the immediate instructions of the principal, his/her designated 

representative, the emergency coordinator, emergency response team members, 

and/or other emergency personnel. 

d. IMPORTANT: Inform their students/staff that they must follow the building 

evacuation guidelines during any emergency and report to the designated campus 

assembly area where attendance (a head count) will be taken. 

 

Each wing should have a basic emergency kit.  This kit at may include a flashlight, tissue, vests, 

gloves, wipes, class roster, emergency cards, and red/green attendance card.  The bull horn will be 

placed in the principal’s office. 

 

DISCIPLINE DURING EMERGENCY SITUATIONS 

 

It is imperative that strict standards of discipline be maintained during any emergency situation.  

While practicing emergency drills, any student misbehavior must be dealt with in a stern manner.  

Students must understand that in a real emergency situation, lives could be at risk or lost when they 

do not behave as directed.  Explain to students the importance of these drills in preparing for a real 

emergency situation.  In doing so, students/employees will participate in the proper frame of mind. 
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CHAIN OF AUTHORITY 

Emergency Director (Kimberly R. Pittman, Principal) 

Emergency Coordinator (Tracy Moore, Master Teacher) 

Emergency Response Team 

Faculty/Employees 

Students 

 

DIRECTION AND COORDINATION 

 

EMERGENCY DIRECTOR 

All emergency operations shall be directed by the principal or his/her designated representative.  In 

the absence of the principal and his/her designated representative, the emergency coordinator shall 

assume operational control of the emergency situation until relieved. 

 

EMERGENCY COORDINATOR 

All emergency operations shall be coordinated by this individual or his/her designated representative 

from the command post.  This individual is responsible for the coordination of the emergency and 

will stay in contact with the emergency director during any situation. 

 

EMERGENCY COMMAND POST 

When a major emergency occurs or is eminent, it shall be the responsibility of the principal or his/her  

designated representative to set up and staff an appropriate emergency command post.  This  

emergency command post will normally be in the principal’s office.  If principal’s office is 

unavailable, then the principal or his/her designated representative will select an alternate location.  

The alternate location is the staff lounge.   

 

EMERGENCY RESPONSE TEAM 

The emergency response team is made up of selected individuals who have received special training 

to assist in dealing with emergencies at any district campus.  These individuals will report to the 

emergency coordinator or command post for assignments/tasks during a campus emergency. 

 

SCHOOL NOTIFICATION SYSTEM 

 

The primary method of notification to off-campus authorities from the school is the telephone.  

Messenger is the secondary method of communication. 

 

The primary method of notification on campus is the intercom system and/or faculty member/school 

employee reporting to and from the principal’s office. 

 

MEDIA COORDINATOR/MEDIA BRIEFING AREA 

The director of public relations for the district is the superintendent or his/her designee.  No other 

individual, except the superintendent, has the authority to speak for a school. 

 

The director of public relations will establish liaison with the news media for: 

 dissemination of information concerning the situation/emergency; 

 public announcements concerning the situation/emergency; and 

 news releases concerning the emergency. 
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The Media Briefing Area for the district will be at the Madison Parish School District Office, 301 

South Chestnut Street, Tallulah, LA 71282.  The telephone number for this facility is 318-574-3616. 

 

Media representatives will not be allowed on campus without specific permission from the principal 

or his/her representative until the situation has been terminated.  If media representatives do come on 

campus prior to this time, they will be directed to leave.  If they do not, conditions permitting the 

police/sheriff will be asked to remove them from the campus. 

 

ADMINISTRATIVE COORDINATION 

The release of any information concerning an on campus emergency or incident must be coordinated 

through the principal or his/her designated representative and the media coordinator.  The 

Superintendent will make the necessary telephone calls to the appropriate agencies at the direction of 

the superintendent or the district emergency coordinator. 

 

REPORTING EMERGENCIES 

If an emergency occurs in a classroom/area, do not leave the area unless another teacher/employee 

can take control of the situation.  If you cannot report to the office yourself, use the intercom system, 

send another teacher, or, as a last resort, send a responsible student to the principal’s office to notify 

the office staff of the situation.  The office staff will use any method of communication necessary to  

locate the principal or his/her designated representative and advise them of the situation.  The 

principal or his/her designated representative will determine the action to be taken and respond 

accordingly. 

 

Accident reports are required for any accident occurring on school property or at school 

activities.  This report is to be completed and submitted to the site administrator within 24 hours 

of accident.  The same report may be used to report incidents where hazards exist but where no  

injury or damage has occurred.  Accident reports involving employees should be filed in the 

personnel office and accident reports involving students should be filed in the student’s record. 

There are a number of forms that may be used to report accidents (Appendix VI is 

recommended), but the items listed below should be considered minimum information: 

 Name, age, sex of the injured person. 

 Occupation at time of accident-What he or she was actually doing. 

 Nature and exact description of injury. 

 Date and time of accident. 

 Estimate of number of days that will be lost as a result of accident. 

 Description of accident: Identify objects, operation, or substances most closely associated 

 with the occurrence of the accident. 

 Unsafe acts or conditions that contributed to the accident. 

 Corrective action proposed in order to prevent the re-occurrence of a similar accident. 

 Remarks, comments, or sketches. 

 Date report was completed. 

 Signature of supervisor. 

 Signature of safety coordinator. 
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ON CAMPUS SOURCES OF ASSISTANCE 

 

ON CAMPUS ASSISTANCE 

On campus sources of assistance during emergencies are limited to the principal, administrators, 

faculty members, employees, the emergency response team, and/or responsible students.  Use of the 

intercom system may be the fastest way to initially obtain assistance.  If you are in a portable 

building, you must send for assistance. 

 

EMERGENCY SHUT-DOWN PROCEDURES 

If there is a fire, earthquake, explosion, or any event that damages the building, consideration should 

be given to shutting off the building utilities.  The emergency director/principal will make the 

decision as to when a shut-down is necessary. 

 

Shut down of the main academic building: 

Electricity - stage 

Gas – out front near side cafeteria door 

Water – near the highway in front of auditorium  

Shut down of the portable buildings: N/A 

Electricity: Not Applicable 

Gas: Not Applicable 

Water: Not Applicable 

 

The principal shall designate a team to accomplish the shut down procedures if the need arises.  

These individuals should receive training in these procedures.  The team is: Mr. Johnny Racks, Mr. 

Ronnie Groves, Mrs. Dorothy Jackson and Mr. Joseph Moten.   

 

MEDICAL AND FIRST AID 

1. NOTIFY THE PRINCIPAL’S OFFICE 

 Give your location 

 Describe the emergency/problem 

The principal will make the decision if off-campus emergency personnel are required based on 

his/her assessment of the situation.  As a minimum, emergency team members may be sent to the site 

to render more than just the basic aid discussed in the following steps: 

2.   Provide the following assistance while waiting for emergency personnel to arrive: 

 Keep the victim still and comfortable 

 Ask the victim, “Are you okay?” and “What is wrong?” if you do not know.  

Get close to the injured party and speak loudly. 

 Check breathing and clear the air passage way if necessary.  Do not attempt 

CPR unless you are Red Cross certified.   

 If the victim is not breathing, check for a pulse. 

3. Control serious bleeding by direct pressure on the wound with a clean cloth. 

4. Look for emergency medical I.D., question witness (es), and give all information to 

the appropriate personnel when they arrive. 

5. Continue to aid the victim until help arrives. 
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 Only trained personnel should provide CPR or any first aid/medical treatment beyond the 

basic steps listed above. 

 If a student has a seizure, clear the area so that the student will not hurt himself/herself.  Do 

not try to hold or confine the student.  Normally, a seizure will not last longer than two to 

three minutes.  Basically, there is little you can do during the seizure except prevent the 

student from hurting himself/herself by moving items from their way. 

 Teachers should not administer medication to students.  For example, a teacher should not 

give a student aspirin or other over-the-counter medications just because the student has a 

headache. 

 If a student is injured and in pain, no medication should be given to that student until medical 

personnel prescribe the medication. 

 

EVACUATION PROCEDURES 

 

BUILDING EVACUATION 

1. All building evacuations will occur upon notification by the principal or his/her 

designated representative.  Based on the nature of the emergency, this could include a 

silent evacuation.  If a silent evacuation is necessary, an individual will go to the 

classrooms and advise the teacher of the Code.   If a silent evacuation is not 

necessary, designated staff members will sound an air horn to notify staff of the need 

to evacuate.  When directed to evacuate the building, follow the evacuation route to 

the designated safety site.  Do not panic! Do not run! 

1. Assist the handicapped in exiting the building.  Remember that elevators, if present,  

            are reserved for handicapped persons. 

2. Once outside, continue to the designated safety location until further directives have 

been given.  Watch for emergency vehicles. 

3. Do not return to the building unless told to do so by the principal or emergency 

coordinator. 

 

Teachers - take your class roster with you and determine who is not at the evacuation site.  Provide a 

list of who is not with you versus who was not in class when you took roll.  A member of the 

emergency response team will collect attendance and assist in accounting for each individual (student 

and/or school employee). 

 

Teachers must make all possible efforts to keep their classes together.  They must get an accurate 

count of the students and employees at their locations. 

 

*The code word for this type of evacuation will be given to teachers at the beginning of the school 

year and periodically during specific emergency training.  This code word should be safe guarded. 

4. The secretarial staff/ attendance staff will: 

 Be responsible for reporting emergency.  Call 911.   

 Take enrollment cards and sign-out sheets for off-site student release. 

 Utilize telephones and monitor emergency radio broadcast. 

 Assist as directed by the principal 
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CAMPUS EVACUATION 

The principal or the emergency coordinator will indicate that an evacuation of all or part of the 

campus is necessary by sounding the air horn.  Upon notification, all individuals (students, 

employees and visitors of Tallulah Elementary School) are to immediately vacate the building and 

proceed to evacuation site.   

    *Evacuate to Parkview Baptist Church - 104 Kimbrough Blvd, Tallulah, LA 71282 

    *A member of the Crisis Response Team will access student files via Webpam and/or student   

profile sheets.  

 

In case of shut-down 

    *Students will only be dismissed to parent. 

    * District procedures will be managed in dismissing students. 

 

AUTOMOBILE ACCIDENT ON CAMPUS 

If an automobile accident occurs on campus, notify the principal as soon as possible.  The principal’s 

secretary will call the police and/or emergency medical personnel as required at the principal’s 

direction. 

 

If there are injuries, refer to the Medical Emergency section of this guide. 

 

General procedures to follow: 

 Isolate the accident site. 

 Attempt to keep traffic flowing off campus.  If a vehicle is disabled, and blocking the 

entrance or exit, push the vehicle into the grass so that emergency vehicles may 

respond to the accident location.  Clear the incoming lane and keep it clear for 

emergency response. 

 Stop all the traffic! -When the civil authorities and/or emergency personnel arrive, if 

there is still traffic on the campus. 

 Encourage uninjured individuals that witnessed the accident to write their statements 

about what they saw. 

 

The principal’s secretary or the emergency coordinator will notify the parents of the individuals 

involved in the accident as soon as the situation permits. 

 

 

BOMB THREAT 

If you observe a suspicious object, a potential bomb, or someone reports the presence of a bomb to 

you - DO NOT HANDLE THE OBJECT! 

 

Clear the area and immediately notify the principal’s office. 

 

Any person receiving a phone call bomb threat should attempt to ask the following questions: 

a. Where is the bomb located? 

b. When is the bomb going to explode? 

c. What does the bomb look like? 

d. What kind of bomb is it? 

e. What will make the bomb explode? 

f. Did you place the bomb (yes/no)? 
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g. Why did the individual place the bomb on the Tallulah Elementary School campus? 

h. What is your name? 

 

Keep talking to the caller as long as possible and record the following information: 

a. Time and date of call 

b. Phone number where call received  

c. Age and sex of caller 

d. Speech pattern, accent, possible nationality, etc. 

e. Emotional state of the caller 

f. Background noise 

g. Time the caller hung up 

 

Have someone notify the principal’s office as soon as possible (even while the telephone call is in 

progress).  Place your class/work area in a defensive posture until it is determined what action(s) 

should be taken.  Have your class take cover immediately under desks/tables which will protect them 

from falling objects such as glass or debris. 

 

If the bomb threat is termed “probable” the order may be given to evacuate the building.  If the order 

is given, follow the evacuation procedures in this guide.  It may be necessary to accomplish a silent 

evacuation, so listen for the proper code:  air horn.  If an explosion occurs, prior to the evacuation 

order, follow the procedures outlined in this guide under “Explosion” and evacuate the building. 

 

CHEMICAL SPILL 

Any spillage of a hazardous chemical should be reported immediately to the principal.  When 

reporting, be specific about the nature of the involved chemical and the exact location. 

 

The teacher/employee on site should: 

1.  Evacuate the area, and 

2. Seal the site off to prevent further contamination of other areas. 

If anyone has been contaminated by the spill: 

1. They are to avoid contact with others as much as possible. 

2. If they require first aid, qualified personnel should start this at once only.  Depending 

upon what type of chemical(s) are involved, removing the victim’s clothes and 

washing him/her down may be the only action feasible until qualified medical 

personnel arrive. 

3. Make sure that the principal and/or emergency coordinator is aware of the fact that an 

individual(s) has/have a medical problem due to this spill. 

4. Clean up should not be attempted unless qualified personnel are present. 

 

If directed to evacuate the building, follow the evacuation procedures in this guide. 

 

If necessary, appropriate environmental/clean-up agencies should be notified as soon as possible 
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CIVIL DISTURBANCE 

In the event that a violent civil disturbance/demonstration in which injury to individuals or property 

occurs or appears eminent, the principal should be notified. 

 

The principal or his/her representative will notify the civil authorities. 

Protection of individuals is the school’s major concern.  Protection of school property is of secondary 

concern. 

 

DEMONSTRATION 

Most campus demonstrations such as meetings, marches, picketing, and rallies will be peaceful and 

non-obstructive.  A student demonstration should be considered disruptive if one or more of the 

following conditions exist as a result of the demonstration: 

1. Interference with the normal operation of Tallulah Elementary School. 

2. Prevention of access to the campus, buildings, or other school facilities. 

3. Threat of physical harm to persons or damage to school facilities. 

 

If any of these conditions exist, the principal should be notified.  Depending upon the nature of the 

demonstration, the appropriate procedures listed below should be followed. 

Peaceful, Non Obstructive Demonstrations 

 Generally, demonstrations of this type should not be interrupted.  Demonstrations 

 should not be obstructed or provoked and efforts should be made to conduct school 

 business as normally as possible. 

 If demonstrators are asked to leave but refuse to leave by regular school closing time: 

 Arrange for a school official to monitor the situation during non-school hours, or 

 Determination will be made to change the demonstration from peaceful to disruptive 

(see next section).  

Non-Violent, Disruptive Demonstration 

 In the event that a demonstration blocks access to campus or interferes with the 

 normal operation of the school: 

 Demonstrators will be asked to terminate the disruptive demonstration by the 

 principal or his/her designated representative. 

 The principal should have a photographer present to take pictures to identify  

 demonstrators for later use. 

 Tallulah Elementary School employees should be used to attempt to persuade the 

 demonstrators to desist. 

 If the demonstrators persist in the disruptive activity, they will be informed that 

 failure to stop the specified action may result in disciplinary action including 

 suspension or expulsion or possible intervention by civil authorities. 

 

Assembly Emergency Plan 

Definition: An assembly is a meeting with an occupant load of 250 or more persons who are 

gathered in one area or place in a building. 

 

Procedure: 

 Principal will see that employees or other personnel serving at a public event are 

instructed and drilled in the duties they are to perform during an emergency evacuation. 

 Principal or designee shall check all exits before public arrive to ensure that all exits are 
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clear and unlocked from the inside. 

 Smoking or the use of matches and lighters shall not be permitted on campus. 

 Flashlights shall be made available to employees to assist occupants in the evacuation in 

case the normal lighting and/or the emergency lighting fails. 

 Prior to the beginning of an event the public address announcer will point out emergency  

 exits and the need for aisles and exits to be kept open. 

 The principal or designee will assist with crowd control. 

 The principal or designee will determine when the occupant load is reached. 

 The principal or designee will be available for emergency situations.                             

 The principal or designee will see that the emergency evacuation procedure is announced 

to the audience. 

 

Emergency Procedure: 

Should an emergency occur during an assembly, do the following: 

 Initiate evacuation plan. 

 Alert occupants. Our signal is a loud, continuous shrill sound or verbal notification. 

 Call 911. Make sure the 911 operator understands the nature of the emergency. 

 If possible, stay on the line until you are instructed to disconnect by the emergency 

 operator. 

 Render first aid, if necessary. 

 Notify the central office during the day at 318-574-3616 and the Tallulah Police 

 Department @ 318-574-3230 after 5:00 pm. 

 If there is a power failure or an equipment failure, contact: 

Ronnie Groves, Supervisor of Maintenance - Office 318-574.3616 Ext. 3653 or Johnny 

Racks, Head Custodian @ 318-341-0962. 

 

Severe Weather 

Tornado, Thunderstorm, Hurricanes, Severe Winds 

 

Definitions: A hurricane is a tropical cyclone with winds of at least 74 miles per hour.  These 

winds assume a counter clockwise circular motion around the center of the lowest pressure (eye). 

 As the hurricane develops, the circular motion becomes more violent and often reaches speeds 

greater than 100 miles per hour. 

 

A severe weather alert occurs when the National Oceanic and Atmospheric Administration issues 

a severe thunderstorm warning, tornado watch, or tornado warning. 

 

Severe weather watch means that weather conditions are such that a severe thunderstorm may 

develop.   

 

Severe weather warning means that a severe thunderstorm has developed. 

 

Tornado watch means that weather conditions are such that a tornado may develop. 

 

Tornado warning means that a tornado has been formed and sighted. 
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Emergency Procedure: 

 During severe weather, the principal should review emergency procedures for his or her 

site. 

 During severe weather, the principal should monitor appropriate weather radio systems. 

 During severe weather watch, the principal should implement evacuation from outside 

portable buildings to a sheltered position inside the school building. 

 Lightning is a threat during any severe thunderstorm.  School personnel should move 

students inside to safety if lightning is occurring. 

 During a tornado warning, students and teachers should move to areas offering the 

greatest tornado resistance.  Students and teachers should be face down on an interior 

wall with knees and elbows on the ground with hands over the back of their heads.   

 During a tornado warning students and staff should avoid cafeterias, gyms, or any room    

with a wide free span roof. 

 Teachers should check roll and notify the principal if someone is missing. 

 The principal is responsible for making sure that teachers post a tornado evacuation plan 

in each classroom. 

 The secretarial staff will take student profile sheets and sign-out sheets for off-site student 

release. 

Code Three Emergency Procedures: 

Immediately report the situation to the principal. 

 The principal should call 911, making sure that the 911 operator understands the nature of 

the situation. 

 The principal will notify all teachers that there is a suspicious situation.  The suspicious 

situation signal is an announcement over the intercom saying, “We met our target today”. 

 The principal will notify the central office immediately; they will notify the proper 

departments. 

 Custodians will report to the principal to aide in securing the building. 

 All teachers not assigned to students will report to the principal to aide in investigating 

the situation. 

 No employee should attempt to disarm any individual with a weapon. 

 If a weapon is found on the school campus, employees should immediately notify 

administration.  

 

Please note that the school-wide emergency signals are as follows: 

 

Lock-down warning:  Lockdown code is “We met our target today.”   

 

Tallulah Elementary Faculty & Staff - Please keep all students inside your classroom until further 

notice. 

 

 To signal that help is needed inside the classroom, slide a red sheet construction 

underneath the door.  
The number 1: All ok, you can leave. 

The number 2: Stay and Help. 

The number 3: Danger, stay and help, Call 911. 
 

NOTE:  NO ONE IS ALLOWED TO ENTER OR LEAVE THE BUILDING DURING A 

LOCKDOWN.  ALL EXITS SHOULD REMAIN LOCKED.   
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EARTHQUAKE 

 

During an earthquake remain calm and quickly follow the steps outlined below: 

1. If indoors, seek refuge in a doorway or under a desk or table.  Stay away from glass 

windows, shelves, and heavy equipment.  Duck under something that will protect 

you, stay there, and hold on. 

 

If outdoors, move quickly away from buildings, utility poles and other structures.  

Caution: Always avoid power and utility lines, as they may be energized. 

 

If in an automobile, stop in the safest place possible, preferably away from utility 

lines and trees.  Stop as quickly as safety permits, but stay in the vehicle for the 

shelter/protection it offers.                                                                                     

 

2. After the initial quake, evaluate the situation and if emergency assistance is needed, 

notify the principal’s office.  Protect yourself at all times and be prepared for after-

shocks. 

 

3. Damaged facilities should be reported to the emergency coordinator. 

 

 

NOTE: GAS LEAKS AND POWER FAILURES CREATE SPECIAL HAZARDS.  PLEASE 

REFER TO EMERGENCY SHUTDOWN PROCEDURES FOR ADDITIONAL GUIDANCE. 

 

4. If directed, evacuate the buildings - walk, don’t run.  Follow the evacuation 

procedures outlined in this guide. 

5. Assist the handicapped in exiting the building.  DO NOT PANIC! 

6. Once outside, move to an open area (the grassy area).  Keep streets, fire lanes, fire 

hydrants, and walkways clear for emergency vehicles and crews. 

7. If requested, assist emergency crews as necessary. 

8. An emergency command post may be set up near your location.  Keep clear of the 

command post unless you have official business there. 

9. Do not return to an evacuated building unless told to do so by the principal, 

emergency coordinator, or a member of the emergency response team. 

 

IMPORTANT: After a student/employee count has been taken, teachers are to remain in the 

evacuation area with their classes/students/staff.  A member of the emergency response team will 

take a student/employee count and begin the process of accounting for everyone not present.  It is 

important to keep individual classes together. 

 

IMPORTANT: After an earthquake, be prepared for after-shocks, and plan where you will take 

cover when they occur. 

 

EXPLOSION 

In the event of an explosion on campus, take the following action: 

1. After the effects of the explosion have subsided, notify the principal and describe the 

location and nature of the emergency and if anyone has been injured.  Note:  If 
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anyone has been injured, follow the first aid procedures in this guide. 

2. If necessary, or when directed to do so, evacuate the building.  Note:  Follow the 

Evacuation Procedures in the guide. 

3. Assist the handicapped in evacuating the building.  DO NOT PANIC! 

4. Watch for emergency vehicles - stay clear of roads and fire hydrants.  Keep the 

class/group together. 

5. Take a student/employee count.  If you can not account for someone, turn that 

individual’s name in with the count. 

6. If requested, be prepared to assist emergency crews as necessary. 

7. An emergency command post may be set up near an evacuation location.  Keep clear 

of the command post unless you have official business there. 

8. Do not return to an evacuated building unless told to do so by the principal, 

emergency coordinator, or a member of the emergency response team. 

 

 

IMPORTANT: After a student/employee count has been taken teachers are to remain in the 

evacuation area with their classes/students/staff.  A member of the emergency response team will 

take a student/employee count and begin the process of accounting for everyone.  It is important 

to keep individual classes together. 

 

Hazardous Materials Incident 

Definition: A hazardous material is any substance chemical, biological, radiological, or explosive 

in a quantity of form that may be harmful to humans, domestic animals, wildlife, economic crops 

or property when released into the environment. 

 

Hazardous materials are commonly used and transported through the local county; therefore, 

hazardous materials accidents may occur as the result of human error or natural disaster.  

Disasters involving hazardous materials are likely to happen without warning.  They are usually 

confined to a localized area and action should be taken to contain resultant spills as promptly as 

possible. 

 

Off-Property Hazardous Materials Release 

Emergency Procedure: 

 Call 911.  Make sure the 911 operator understands that there is a hazardous materials 

emergency.  If possible, stay on the line until you are instructed to disconnect by the 911 

operator. 

 The principal will initiate shelter in-place plan.   

 Tune into the emergency radio system regarding any type of emergency situation. 

 The principal will notify the Superintendent’s office who will immediately notify the 

proper departments. 

 Close all windows and doors.  Stay in the building.  Disable heating, ventilating, and air 

conditioning, including the exhaust system in the kitchen.  

 Do not proceed outside unless directed.  If required, take action to evacuate the building 

and if necessary, the school site.  Stay upwind of the hazardous materials. 

 Transfer of school-site must be approved, in advance, by the superintendent/designee or 

local authority having jurisdiction (i.e., fire department, civil defense, law enforcement). 

 The off campus alternative site for student transfer is as follows: Parkview Baptist 
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Church located at 104 Kimbrough Blvd, Tallulah, LA 71282 

 If evacuation becomes necessary, each teacher should call roll to account for students 

under his or her supervision and report missing students to the principal. 

 First aid providers will render first aid if necessary. 

 Do not approach a hazardous material area until a positive identification of material has 

been made.  

 The site of a hazardous materials incident is to be isolated to the extent necessary as soon 

as possible. 

 If positive identification of the material cannot be made, assume the material to be 

dangerous. 

 The fire chief will be the on-scene commander during a hazardous material incident. 

 The fire chief will notify other emergency agencies and the surrounding parish emergency 

management director. 

 The principal will determine if evacuation is necessary. If so, initiate evacuation 

procedure immediately                                           

 Keep all people upwind to avoid smoke, fumes, and dusts. 

 The principal will document actions and decisions concerning hazardous materials 

incident. 

 

Within the Facility Hazardous Materials Release 

 

Emergency Procedure: 

 

 Attempt to identify the chemical. 

 Call 911.  Make sure the 911 operator understands that there is a hazardous materials 

 emergency.  If possible, stay on the line until you are instructed to disconnect by the 911 

 operator. 

 Notify the National Response Center 1-800-424-8802. 

 The principal will initiate evacuation plan, if necessary.  The Alert Signal is: Sound of air 

 horn 

 The principal will notify the superintendent’s office who will immediately notify the 

 proper departments. 

 Transfer of school-site must be approved, in advance, by the superintendent/designee or 

 local authority having jurisdiction (i.e., fire department, civil defense, law enforcement). 

 Off campus alternative site: Parkview Baptist Church located at 104 Kimbrough Blvd, 

 Tallulah, LA 71282 

 Each teacher should call roll to account for students under his or her supervision and   

 report missing students to the principal. 

 Secretarial staff will take enrollment cards and sign-out sheets for off-site student release. 

 The building shall not be re-entered until authorization is given by the fire department. 

 First aid providers will render first aid if necessary. 

 The principal will document actions and decisions concerning hazardous materials    

 incident. 

 

Nuclear Warning Procedures 

Emergency Procedures: 
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 The primary means of warning of a nuclear emergency will be by the alert warning radio 

 located throughout the City of Tallulah. 

 Move to the center of the building away from outside walls, the roof, or any openings to 

 the outside. 

 Remember shielding is required.  The heavier, thicker, and denser the shielding material 

 is between you and the outside, the better the protection. 

 Keep a portable radio and monitor the Emergency Broadcast Station. 

 Be alert to attempts of school officials to get information to you through special teams, 

 public address systems, or on a door-to-door basis. 

 

FIRE/FIRE ALARM SYSTEM ACTIVATION ON CAMPUS 

An uncontrolled fire is one of the most destructive forces caused by nature or man.  To protect 

everyone from the effects of fire, you should know what kind of fire you have and what appropriate 

actions to take.  Discuss and show teachers and students escape routes.  Plan and practice fire escape 

routes and what to do if that route is blocked. 

 

Classes of Fires  

Class A: Ordinary combustible, i.e., wood, paper, and cloth. 

Class B: Flammable liquids and grease, i.e., grease, paints, oils, and gasoline. 

Class C: Electrical wires or equipment, 1.e., motors, power tools, and appliances. 

 

Prevention is the best defense against fires.  Preplanning is a key factor of the prevention phase. 

 

When the fire alarm sounds, it must be treated as an actual fire.  IN ALL CASES OF FIRE, THE 

PRINCIPAL MUST BE NOTIFIED AS SOON AS POSSIBLE.  DO NOT TAKE ANY 

UNNECESSARY RISKS TO NOTIFY THE PRINCIPAL.  THE HIGHEST PRIORITY IS 

TO GET STUDENTS AND EMPLOYEES TO SAFETY. 

 

1. Know the location of the fire extinguishers, fire exits, and alarm systems in your area 

and how to use them. 

Minor fire in your area: 

2. If a minor fire appears controllable, promptly direct the charge of a fire extinguisher 

toward the base of the flames/fire.  At the same time, notify the principal. 

Large fire in your area: 

3. If a fire exists, activate the building fire alarm. 

4. When the alarm sounds: 

 before opening a door that does not have a window in it, touch the door first to see if 

it is hot - this could indicate that there are flames on the other side of the door - find 

another escape route. 

 walk quickly to the nearest exit and alert others as you leave the building. 

 if smoke/fire is in your escape route, first try to find another escape route - if that is 

not possible, stay low to the floor/ground as you exit.  Take short, quick breaths. 

5. Use the evacuation procedures in this section to evacuate the building.  Close (do not 

lock) all doors as you leave your classroom/area and the building.   

6. Assist the handicapped in evacuating the building.  Do not panic! 

7. Watch for emergency vehicles - stay clear of roads and fire hydrants.  Keep your 

class/group together.  Take a student/employee count in order to account for everyone 
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in the class/work area. 

8. If requested, be prepared to assist emergency crews as necessary. 

9. An emergency command post may be set up near an evacuation location.  Keep clear 

of the command post unless you have official business there. 

10. Do not return to the building unless told to do so by the principal, emergency 

coordinator, or a member of the emergency response team. 

 

If you become trapped in a building during a fire and a window is available, place an article of 

clothing outside the window as a marker for rescue crews.  If there is no window, stay near the floor 

where the air will be less toxic and attempt to move out of the building.  Shout at regular intervals to 

alert emergency crews as to your location. 

 

DO NOT PANIC! 

 

MEDICAL EMERGENCY 

Illness/Injury 

If serious injury or illness occurs on campus, immediately notify the principal’s office.  Have the 

following information ready: your name, description of the nature and severity of the illness/injury, 

and the location of the victim. 

 

In case of minor injury or illness, provide basic first aid, (see the first aid section of this guide) then 

send or escort the individual to the principal’s office. 

 

In case of serious injury or illness, the following should be accomplished: 

1. Keep the victim still and as comfortable as possible.  DO NOT MOVE THE 

VICTIM! It will be necessary to clear the classroom or area. 

2. Check breathing, it may be necessary to clear the air passage.  Do not attempt to 

perform artificial respiration/CPR or anything other than basic first aid unless you are 

Red Cross certified. 

3. Ask the victim, “Are you okay?” and “What is wrong?” if you do not know. 

4. Control the bleeding by direct pressure on the wound with a clean cloth. 

5. Continue to assist the victim until help arrives. 

6. Look for emergency medical I.D., question witness (es), and give all the information 

to medical personnel when they arrive. 

7. Assist medical personnel as requested. 

 

Only certified, trained personnel should provide medical care. 

 

MEDICATION/DRUG-RELATED PROBLEMS 

If an individual has a medical problem due to not taking medication, refer to the steps listed in the 

illness/injury section above. 

 

If serious incident occurs on campus because of a reaction to medication or because of the symptoms 

of other drugs, immediately notify the principal’s office.  Have the following information ready: your 

name, describe the nature and severity of the incident, and the location of the victim. 

 

In case of a medication reaction or symptoms related to taking drugs (legal or illegal), accomplish the 

following: 
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If the person is unconscious: 

 Check the individual to see if they are breathing.  If they are not breathing, check 

 their air passage - clear it if possible. 

 Do not attempt to perform artificial respiration/CPR or anything other than basic first 

 aid unless you are CPR certified. 

 Keep the victim still and as comfortable as possible.  DO NOT MOVE THE 

 VICTIM!  It will be necessary to clear the classroom or area. 

 Ask the victim, “Are you okay?” and “What is wrong?” if you do not know.  Try to 

 get the victim to respond. 

 Continue to assist the victim until help arrives. 

 Look for emergency medical I.D., questions witness (es) and give all the information 

 to medical personnel when they arrive. 

 Assist medical personnel as requested. 

                         

If the person is conscious: 

 Keep the victim still and as comfortable as possible.  DO NOT MOVE THE 

 VICTIM!  It will be necessary to clear the classroom or area 

 If the victim is violent, attempt to restrain or isolate the individual.  It will be 

 necessary to clear the classroom or area. 

 Ask the victim, “Are you okay?” and “What is wrong?” if you do not know. 

 Continue to assist the victim until help arrives. 

 Look for emergency medical I.D., question the witness (es) and give all the 

 information to medical personnel when they arrive. 

 Assist medical personnel as requested. 

 

The principal or his/her designated representative will have the principal’s secretary call the civil 

authorities and/or emergency medical personnel to deal with this situation. 

 

PSYCHOLOGICAL CRISIS 

A psychological crisis exists when an individual is threatening to harm himself/herself or others, or 

is exhibiting psychotic symptoms.  Psychotic symptoms may be manifested by hallucinations and/or 

uncontrollable behavior. 

 

Depression can affect an individual in a negative manner.  Depression can be brought on by many 

factors such as memories of a deceased loved one or friend, relationship problems, problems at 

home, and poor grades.  While this list is not inclusive it covers some areas to which we can relate.  

You are encouraged to be sensitive to the symptoms of depression and suicide.  Depression can lead 

an individual to contemplate suicide. 

 

Some behavioral signs that you should look for in students that might indicate depression are: 

 Bored or listless, 

 Sadness or crying, 

 Withdrawal from social activities, 

 Poor appearance or hygiene, and 

 Isolating themselves from others. 

 

General rules to follow if you are involved in a psychological situation: 

 Remain calm - do not abruptly attempt to take any action or try to leave. 
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 Never try to handle a situation by yourself if you feel it is dangerous. 

 Get help. 

 It is better to sit silently versus getting excited and upsetting the individual any more 

 than necessary. 

 Notify the principal’s office as soon as possible. 

 Attempt to evacuate the classroom or area. 

 The safety of the students is the primary concern. 

 

If you observe a possible hostage situation, notify the principal’s office as soon as possible. 

 

Hostage Situation 

1. Remain calm (the first 45 minutes are the most critical). 

2. Follow instructions - be alert and stay alive. 

3. Don’t speak unless spoken to - avoid appearing hostile. 

4. Maintain eye contact with individual, but don’t stare. 

5. Treat the individual like royalty. 

6. If possible, evacuate the area. 

7. Notify the principal’s office, if possible - the principal should then evacuate the area 

around the hostage site.  This should be done as quietly as possible. 

8. Listen carefully to the individual.  Try to understand the problem, but do not try to 

solve the individual’s problem(s). 

 

Suicide/Psychotic Symptoms 

 

If an individual talks about or gives an indication that they are contemplating suicide, or if an 

individual is acting in an irrational manner, give him/her active emotional support until 

qualified help can arrive. 

 

 Show that you take the person’s feelings seriously and wish to communicate and help 

 them. 

 Listen to him or her, ask concerned questions, and provide emotional support. 

 Do not leave the individual alone.  Stay with the individual until professional help is 

 available. 

 Do not place yourself in danger. 

 If possible, try to protect the individual from themselves. 

 Notify the principal/principal’s office as soon as possible so that the principal can call 

 qualified personnel to help deal with the situation. 

 Do not try to shock or challenge. 

 Do not try to analyze their motives. 

 Do not try to argue or reason with the individual. 

 

Don’t assume the situation will cure itself.  Suicide threats or attempts are almost always a way 

of asking for help! 

 

Situations may occur that are a combination of the two problems discussed above.  You have to use 

your best judgment and apply the above guidance based on your knowledge of the individual(s) and 

the situation.  The bottom line is the safety of the students. 
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SCHOOL BUS ACCIDENT ON CAMPUS 

 The principal should be notified as soon as possible. 

 The principal or his/her representative will notify the proper authorities. 

 If there are injuries, refer to the Medical Emergency section of this guide. 

 When the civil authorities arrive, the principal will become the on-scene school 

 representative. 

General Procedures: 

 Bus Driver: Your first responsibility is to take care of the students.  Keep them calm, 

 keep them together, and if any students are injured: (a) keep them still,  (b) DO NOT 

 MOVE THEM UNLESS IT IS ABSOLUTELY NECESSARY, and (c) keep them 

 warm until qualified personnel arrives. 

 Isolate the accident site.  Do not move vehicles that were involved in the accident 

 unless absolutely necessary. 

 Attempt to keep traffic flowing to clear the campus.  This will allow civil authorities and/or 

emergency personnel to respond to the campus.  Clear the incoming land and keep it clear  

 When the civil authorities and/or emergency personnel arrive, all traffic on the campus 

should be stopped. 

 Bus Driver: Do not make any statements to news people or discuss the accident with 

bystanders.  You should cooperate with the police.  Madison Parish Public Schools Director 

of Public Relations will deal with the media. 

 If individuals are not injured, encourage them to write out their statements concerning what 

happened. 

The principal’s secretary or the emergency coordinator will notify the parents of the individuals 

involved in the accident as soon as the situation permits. 

 

OFF-CAMPUS 

If you witness a school bus accident off-campus call the police, then the school, and if possible, offer 

any assistance you can. 

 

If you are the driver of the school bus involved in the accident: 

 Your first responsibility is to take care of the students.  Keep them calm, keep them 

 together, and if any students are injured: (a) keep them still, (b) DO NOT MOVE 

 THEM UNLESS IT IS ABSOLUTELY NECESSARY, (c) keep them warm until 

 qualified personnel arrives. 

 Call the police and then the school as soon as possible or have someone else make the 

 telephone calls for you. 

 Cooperate with emergency personnel when they arrive. 

 Bus Driver: Do not make any statements to the media or discuss the accident with 

 bystanders.  You should cooperate with the police.  Tallulah Public Schools’ media 

 spokesperson will deal with the media. 

 If individuals are not injured, encourage them to write out their statements concerning 

 what happened. 

 

The principal, when notified of the accident, should contact the emergency coordinator who 

will activate the emergency command post. 

 

The principal or his designated representative will go to the accident site.  The principal will 

have no legal status at the accident scene except that of representing the school. 



28 

 

 

The principal will instruct the emergency coordinator from the accident scene with a portable 

communication system, as to what actions need to be taken.  The command post will function 

until the situation is resolved. 

 All trips must be well planned, properly timed, and related to regular learning activities.  

Prior approval from the principal must be secured before any commitments to a vendor 

can be made on behalf of the school.  Field trips and other out-of-district activities cannot 

conflict with the state testing program schedule or with the district’s grading period or 

testing program.  

 Field trips, which do not require students to be away overnight, may be approved by the  

school principal, but must also be signed off on by the Superintendent.  Field trips 

requiring overnight accommodations must be approved by the superintendent, or 

designee. 

 School sponsored out-of-state student travel must be approved by the board of trustees 

 prior to any initial arrangements by the sponsor, advisor, coach, or school. 

 All trips, and the arrangements thereto, must be within budgetary allotment for such 

 purpose. 

 Field trips which require pupils to participate in fund-raising activities or to pay a fee to 

defray expenses must be approved, in advance, by the superintendent, or designee.  Money 

collected for a specific field trip may not be in excess of the actual cost of trip, and all money 

collected shall be receipted and deposited as prescribed by board policy. 

 Each student who goes on a field trip must have written parental/guardian permission.  In 

addition, this form should include, but not limited to, the following information: (1) name of 

student: (2) date of birth; (3) social security number; (4) name, address, and telephone of 

parent/guardian; (5) emergency contact other than parent/guardian; (6) medical insurance 

policy provider and number; (7) list of allergies and/or medication, including dosage and 

schedule. 

 The trip’s sponsor/advisor/coach must provide the school’s principal the following 

information: (1) date of trip; (2) destination of trip; (3) educational objectives; (4) sponsoring 

group/organization; (5) names(s) of sponsor/advisor/coach; (6) time of departure and 

estimated time of return; (7) route to be followed with proposed stops; (8) method of 

transportation, e.g., school bus, school van, commercial carrier; (9) name(s), address, 

telephone number of chaperones; (10) list of students with emergency information, list of 

students and adults for each vehicle. 

 The principal and trip sponsor will review safety plan and procedures before each trip. 

 A copy of the travel packet will be filed with the principal with at least two other staff 

members having access in case of emergency. 

 

UTILITY FAILURE 

Before any decisions can be made concerning student disposition during a utility failure, certain 

factors must be considered.  These factors are weather, temperature, time of day, and how long the 

authorities are expecting the utilities to be out. 

 

Remain calm if the lights go out and keep the students/employees calm and still (students should 

remain at their desks).  Open your doors for additional light if there is not a window. 

Announcements will be made as soon as decisions are made.  
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Do not send anyone to the office to find out what is happening. 

 

 

VIOLENT OR CRIMINAL BEHAVIOR 

Everyone employed by or attending Tallulah Elementary School is expected to assist in making the 

campus a safe place by being alert to suspicious activities and situations and promptly reporting 

them. 

 

Students: 

If you are a victim or a witness to any on-campus offense, AVOID RISK!  Promptly notify a teacher 

or administrator as soon as possible and report the incident, including the following: 

    

 Nature of the incident 

 Location of the incident 

 Description or the identity of person(s) involved 

 Description of property involved 

 

2. If you observe a criminal act or an unauthorized or suspicious person on campus, 

immediately notify a teacher or administrator and report the incident. 

3. Should gunfire or an explosion occur on campus, you should take cover immediately 

using all available concealment.   After the disturbance, check yourself and others to 

see if any medical attention is required. 

 

Teachers: 

1. If a student/employee reports or you observe a criminal act, an unauthorized person 

on campus, a fight, or any other major violation of school rules, determine the 

following: 

 Nature of the incident 

 Location of the incident 

 Description or the identity of person(s) involved 

 Description of property involved 

2. AVOID RISK!  Immediately notify or have someone notify the principal or the 

principal’s office. 

3. If you identify an unauthorized person(s) on campus and the person(s) will not 

respond to your directions to go to the principal’s office, do not attempt to physically 

restrain him/her/them.  Follow at a safe distance so that when help arrives the 

individual can be easily identified. 

4. Be careful when attempting to break up a fight.  Direct the other students in the area 

of the fight to go to their next class - clear the area. 

 Isolate the area and the individuals fighting. 

 Make sure the individuals fighting know that you are a teacher/employee. 

 Direct them to stop fighting. 

 Do not grab, push, or strike the individuals fighting. 

 Make the decision whether or not to step in between the individuals that are fighting. 

5. If it is suspected that an individual has a weapon on campus, whether it is on their 

person or in their locker, immediately notify the principal’s office or the principal. 

 Do not confront the individual. 
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 Wait for the principal or his/her representative.   

 

When the situation warrants, the principal will call the police and/or other experts to deal with 

situations such as these. 

 

Weather - Severe Thunderstorms 

Severe local storms are generally classified as thunderstorms.  A thunderstorm’s severity may be 

judged by the intensity of the rain, strength of the winds, and appearance of destructive lightning and 

hail.  Usually the more lightning seen in a thunderstorm, the more intense the storm system.  Be 

careful, because lightning kills more Americans annually then hurricanes or tornadoes. 

If the school is in a Severe Thunderstorm Watch Area, the weather situation should be monitored 

very closely. 
 

A total evaluation of the weather situation must be made before any action is taken if the school is in a 

Severe Thunderstorm Warning Area.  Monitor the weather situation very closely.  Consideration 

should be given to bringing the students in portable buildings in to the main building. 

 

General Guidelines: 

 Stay indoors. 

 Stay away from windows. 

 Do not use a telephone during a storm unless absolutely necessary.  Lightning may 

 strike the telephone lines outside of the building. 

 Get out of water and don’t stand in water during a storm. 

 Stay in your car if traveling. 

 Where there is no shelter, avoid the highest object (trees, poles, or towers) in the area 

 and do not make yourself the highest object. 

 Avoid hilltops, open spaces, wire fences, metal clotheslines, exposed sheds, and any 

 other electrically conductive elevated objects. 

 If your hair stands on end or your skin tingles, lightning may be about to strike you.  

 DROP TO THE GROUND IN THE FETAL POSITION IMMEDIATELY! 

 

Tornado 

Tornadoes are the most violent of all wind storms.  These small severe storms form several thousand 

feet above the earth’s surface, usually occur during warm, humid, unsettled weather.  They are 

associated with severe thunderstorms.  They are often local storms of short duration formed by winds 

rotating at very high speeds in a counterclockwise direction.  In our area, most storms come from the 

west. 

 

If the school is in a Tornado Watch Area, the weather situation should be monitored very closely 

and a plan should be established if the school comes within a Tornado Warning Area.  DUE TO 

THE SPEED THAT THESE STORMS TRAVEL, DECISIONS MUST BE MADE VERY 

QUICKLY.  At a minimum, the portable buildings should be evacuated and based on the weather 

situation; consideration should be given to placing the rest of the school in their respective shelter 

locations.   

 

SNOW/ICE STORMS 

If the school is in a Winter Storm Watch Area, the weather situation should be monitored very 

closely via the school’s weather alert radio.  DECISIONS SHOULD BE MADE BASED ON THE 
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CONDITIONS IN THE AREA FROM WHICH THE FRONT IS COMING.  The primary 

concern is that a situation does not arise that prevents students from being safely transported to their 

homes. 

 

A total evaluation of the weather situation must be made before any action is taken if the school is in 

a Winter Storm Warning Area.  Monitor the weather situation very closely.  If the warning is 

issued and considered a serious threat prior to the school’s starting time, consideration should be 

given to advising the students to remain at home via the local radio/television stations. 

 

If the school system is caught by surprise by a fast moving ice or snow storm, safe disposition of the 

students becomes the primary objective.  Once ice and/or snow begin to accumulate, it may be too 

late to send students home safely.  Anticipated duration of the storm and the ability to take care of 

the student shall become our chief concern. 

 

SCHOOL SEARCH AND SEIZURE 

 
Please refer to:   

 Ref:     U.S. Constitution, Amend. IV 

U.S. Constitution, Amend. XIV, Sec. 1 

La. Rev. Stat. Ann. §§17:416, 17:416.3 

Moore v. Student Affairs Committee of Troy State University, 284 F.Supp. 725 (M.D. Ala. 

1970) 

State v. Stein, 203 Kan. 638 456 P.2d (1969) 

New Jersey v. T.L.O., 469 US 325, 105 S.Ct. 733 

Louisiana Handbook for School Administrators, Bulletin 741, Louisiana Department of 

Education 

  

Madison Parish School Board 

 

INTERROGATIONS 
The Madison Parish School Board fully recognizes the responsibility police have to protect all 

citizens by enforcing the laws of the community.  The Board, in turn, has the responsibility to 

protect the students attending the schools of the parish.  Therefore, police may visit the school in 

search of information or on other official police business.  Any law enforcement official entering 

school premises, however, shall be required to report first to the office of the principal, state his/her 

purpose, and produce identification and warrants, if any. 

  

A student in school shall not be interrogated by any authority without the knowledge of a school 

official.  Parents shall be notified, if possible, prior to any search, interrogation, or arrest of a 

student and such notification shall be documented.  Police may search a student or his/her locker if 

they have a valid search warrant, or if there is probable cause to believe a student is secreting 

evidence of an illegal act.  A student may only be questioned by police officers in private and shall 

be entitled to have an adult present in connection with any investigation. 

  

  

Ref:     La. Rev. Stat. Ann. §17:81 

  

http://www.law.cornell.edu/constitution/fourth_amendment
http://www.law.cornell.edu/constitution/constitution.amendmentxiv.html
javascript:void(0);
javascript:void(0);
http://scholar.google.com/scholar_case?case=3635121981370856066&q=Moore+v.+Student+Affairs+Committee+of+Troy+State+University,+284+F.Supp.+725+(M.D.+Ala.+1970)&hl=en&as_sdt=2,19&as_vis=1
javascript:void(0);
javascript:void(0);
http://www.madisonpsb.org/pages/Madison_Parish_School_Board/Policies/CAPS/Madison_Parish_Policy_Manual/Caps3/Bulletins/Bulletin741.pdf#1317
javascript:void(0);
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Madison Parish School Board 

 

 
Sexual Harassment 

The Madison Parish School Board recognizes that harassment on the basis of sex is a violation of 

state and federal law.  The Board, therefore, will not tolerate any sexual harassment by an 

employee, non-employee volunteer, or student towards another student.  Conduct in violation of 

this prohibition shall result in disciplinary measures, appropriate to the circumstances, up to and 

including dismissal or expulsion. 

  

DEFINITION 

  

1. Sexual harassment shall include, but not be limited to, unwelcome sexual advances, 

requests of sexual favors, or other verbal or physical conduct of a sexual nature when: 

  

A. Submission to such conduct or communication is made a term or condition, either 

explicitly or implicitly, of a student's academic status or progress; or 

B. Submission to or rejection of such conduct or communication is used as a factor in 

academic decisions affecting the individual; or 

C. Such conduct or communication has the purpose or effect of substantially or 

unreasonably interfering with an individual's academic performance, or creating an 

intimidating, hostile or offensive educational environment; or 

D. Submission to or rejection of the conduct of the individual is used as the basis for 

any decision affecting the individual regarding any services, honors, programs, or 

activities available at or through the school. 

  

2. Sexual harassment may include, but is not limited to: 

  

A. verbal harassment or abuse; 

B. uninvited letters, telephone calls, or materials of a sexual nature; 

C. inappropriate and uninvited leaning over, cornering, patting or pinching; 

D. uninvited sexually suggestive looks or gestures; 

E. intentional brushing against a student's body; 

F. uninvited pressure for dates; 

G. demanding sexual favors accompanied by implied or overt threats concerning an 

individual's academic status or programs; 
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H. uninvited sexual teasing, jokes, remarks, or questions; 

I. demanding sexual favors accompanied by implied or overt promises of 

preferential treatment with regard to an individual's academic status or progress; 

J. any sexually motivated unwelcome touching; or 

K. attempted or actual rape or sexual assault. 

  

REPORTING PROCEDURE: 

  

STEP 1: 

It is recognized that instances occur within the school system involving individuals and 

personalities and these matters are best handled informally.  In the event that a student believes 

such instances require a remedy or that there is a basis for a complaint, the student shall first 

discuss the issue with the principal or guidance counselor. 

  

If any student has concerns or a complaint about the nature of any conduct or physical contact by 

another employee, non-employee volunteer, or student of the school district, the individual should 

file a formal written complaint with the principal.  If the questionable conduct is by the principal, 

the student shall file the written complaint with the Superintendent or designee.  The principal shall 

be responsible for promptly investigating the complaint and attempt to remedy it to the mutual 

satisfaction of all parties involved within ten (10) working days of the date of receipt of the 

complaint.  The principal shall indicate his/her disposition of the complaint in writing and shall 

furnish copies to all concerned parties. 

  

During the investigation, the principal (or Superintendent or designee) may take any action 

necessary to protect the student or others involved in the complaint consistent with applicable 

regulations and statutes. 

  

STEP 2: 

  

In the event any of the concerned parties are not satisfied with the disposition of the complaint at 

Step 1 or no disposition has been made, then the concerned party may appeal to the Superintendent 

within ten (10) working days.  Upon a thorough review or after further investigation, the 

Superintendent shall give written disposition of the complaint within ten (10) working days and 

shall furnish copies to the appropriate parties. 

  

ASPECTS OF INVESTIGATION 

The investigation of a complaint may take into account: 

1. Statements made by any persons that may be involved in the complaint. 

2. The details and consistency of each person's account. 

3. Evidence of how the complaining student reacted to the incident. 

4. Evidence of past instances of harassment by the accused person. 
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5. Evidence of past harassment complaints that were found to be untrue. 

  

To determine the severity of the harassment, the principal or designee may take into consideration: 

  

1. How the misconduct affected one or more students' education. 

2. The type, frequency, and duration of the misconduct. 

3. The number of persons involved. 

4. The age and sex of the person accused of harassment. 

5. The subject(s) of harassment. 

6. The place and situation where the incident occurred. 

7. Other incidents at the school, including incidents of harassment that were not related to sex. 

  

RESULT OF INVESTIGATION 

  

1. Upon receipt of a report from the principal that the complaint is valid involving an 

employee, non-employee volunteer, or a student, the Superintendent will take such action 

as appropriate, including suspension, dismissal, or expulsion, based on the results of the 

investigation. 

2. The Superintendent may utilize informal procedures to handle complaints when the 

harasser agrees to a penalty and apologizes to the victim. 

3. The result of the investigation of each complaint filed under these procedures involving an 

employee, non-employee volunteer, or student will be reported in writing to the 

complainant and the alleged harasser by the Superintendent.  The report will document any 

action taken as a result of the complaint.  

  

SEXUAL HARASSMENT AS SEXUAL ABUSE OR CRIMINAL ACTIVITY 

  

Parents 

  

Parents/legal guardians who suspect any sexual harassment activity toward their child that they 

believe to be criminal in nature should promptly report such activity to law enforcement 

officials.  Upon receiving the report, law enforcement officials will conduct their own investigation 

into the matter.  Once the Superintendent or his/her designee is notified of school-related 

complaints by either law enforcement officials or the parent/legal guardian, the Superintendent or 

designee shall investigate the circumstances surrounding the complaint in accordance with the 

provisions outlined in this policy.  Although law enforcement officials may not find the matter 

criminal in nature, the School Board may find grounds for disciplinary action. 

 

 

 



35 

 

  

Employees 

  

If the victim of the alleged sexual harassment is a minor student and if the alleged harassment falls 

within the definition of abuse as found in Board's policy JGCE, Child Abuse, then all school 

employees with knowledge shall be considered mandatory reporters and the allegations must be 

reported to child protection or law enforcement as provided by state law and the Board policy on 

child abuse.  Such reporting must be made in addition to any procedures for handling sexual 

harassment complaints. 

  

RETALIATION PROHIBITED 

  

The Madison Parish School Board may discipline any individual who retaliates against any person 

who reports alleged sexual harassment or who retaliates against any person who testifies, assists or 

participates in any investigation, proceeding or hearing relating to a sexual harassment 

complaint.  Retaliation includes, but is not limited to, any form of intimidation, reprisal or 

harassment at the time of a report or any time after a report. 

  

NON-HARASSMENT 

  

The Madison Parish School Board recognizes that not every advance or consent of a sexual nature 

constitutes harassment.  Whether a particular action or incident is a personal, social relationship 

without a discriminatory employment effect requires a determination based on all the facts and 

surrounding circumstances.  False accusations of sexual harassment can have a serious detrimental 

effect on innocent parties. 

  

DISCIPLINE 

  

Any action taken pursuant to this policy will be consistent with requirements of applicable statutes 

and School Board policies.  The School Board and Superintendent shall take such disciplinary 

action for employees, non-employee volunteers, and students it deems necessary and appropriate, 

including warning, transfer, suspension, immediate discharge, or expulsion to end sexual 

harassment and prevent its recurrence. 

  

CONFIDENTIALITY 

  

All information contained in a report of sexual harassment and the investigation shall be considered 

confidential, where practical, for the protection of all parties involved.  However, the Board's 

obligation to promptly and adequately investigate and take corrective action may supersede an 

individual's right to privacy. 

 

Revised:  January, 2003 

Ref:     42 USC 2000e (Civil Rights-Definitions) 

29 CFR 1604.11 (Guidelines on Discrimination Because of Sex-Sexual Harassment) 

La. Rev. Stat. Ann. §§14:41, 14:42, 14:42.1, 17:81 

Board minutes, 2-18-03 

  

http://www.madisonpsb.org/pages/Madison_Parish_School_Board/Policies/CAPS/Madison_Parish_Policy_Manual/Caps3/Policies/JGCE-12.htm
http://www.law.cornell.edu/uscode/text/42/2000e
http://www.ecfr.gov/cgi/t/text/text-idx?c=ecfr&SID=71fc46583025d8e931d7d113d48dee0e&rgn=div8&view=text&node=29:4.1.4.1.5.0.21.11&idno=29
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
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Madison Parish School Board 

BULLYING 

What is Bullying? 

 
Bullying in its truest form is comprised of a series of repeated intentionally cruel incidents, involving 

the same children, in the same bully and victim roles.  This, however, does not mean that in order for 

bullying to occur there must be repeat offenses.  Bullying can consist of a single interaction. 

 

Common Characteristics of Bullying 

 
Certain conditions must exist for a bullying incident to occur. 

 

Lots of kids joke around with each other, call each other names, or engage in some fairly physical 

horse-play and yet these incidents are not deemed as bullying when they occur between certain 

children.  The differences lie in the relationship of the bully and victim, and in the intent of the 

interaction. 

 

• Bullying usually, although not always, occurs between individuals who are not friends. 

 

• In a bullying situation, there is a power difference between the bully and the victim.  For 

instance, the bully may be bigger, tougher, physically stronger or be able to intimidate others 

or have the power to exclude others from their social group. 

 

• The intention of bullying is to put the victim in distress in some way 

 

• Bullies seek power 

 

• Bullying knows no financial, cultural or social bounds. 

 

• Bullying may not look exactly the same everywhere, but it has the same devastating effect on  
 everyone, and during adolescence, bullying is not a problem that usually sorts itself out. 

 

• The effects of bullying last a lifetime.  It causes misery for the bully’s victim, and leaves a 

lasting impression on all those who witness repeated bullying incidents. 

 
Appendix I 

 
Responsibilities of School Personnel under the School Safety Plan 

 

Site Administrator, Kimberly R. Pittman 

While the district is accountable for the success of the safety plan, it is the responsibility of the 

site administrator to implement the program at his or her location.  The site administrator is the 

most knowledgeable about the employees’ attitudes, work habits, and equipment use.  The site 

administrator as the safety director at the school level will serve the school in an advisory 

capacity and monitor the application of the safety plan. 
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The site administrator will: 

 Assemble a school wide safety and emergency preparedness committee.  

 Work with the committee to develop, oversee and implement a school wide safety 

 program.  

 Review safety reports.  

 Review inspection reports.  

 Act as the facilitator for the school safety committee. 

 Track incidents. 

 Make recommendations to the district safety committee. 

 Hold safety meetings. 

 Develop safety objectives. 

 Schedule training. 

 Schedule safety/housekeeping inspections. 

 Ensure that all full-time and part-time employees, including substitute teachers, receive a 

safety orientation prior to assuming the duties of the job. 

 Complete accident reports, workers compensation reports, and accident investigation 

 reports. 

 Conduct site safety assessment. 

 Ensure full participation of the school in drills and training. 

 Maintain effective liaison with local emergency services and law enforcement. 

 

 

School Safety Committee 

The school safety committee, facilitated by the site administrator, assists in developing the school 

safety program and monitors the process.  Representatives on the school safety committee 

include personnel from instruction, food service, custodial and support services. 

 

General functions of the school safety committee include: 

 Establish a safety plan at the school location to include the following: 

 Develop a school safety policy. 

 Develop and implement a training program including drills. 

 Inspect school equipment, school grounds and school buildings to determine safety needs. 

 Identify hazards and take corrective action. 

 Review incidents and ensure that the first report of injury, the accident investigation 

report, the physician of choice form and the medical authorization form have been properly 

completed and filed with the personnel department. 

 Contact and provide encouragement to injured employees. 

 Develop a process for tracking safety work orders. 

 Ensure that policies and procedures are in place for efficient handling of incidents. 

 Provide safety information to each employee.  Conduct a safety orientation program for 

new employees. 

 Train first aid providers and provide medical supplies for minor injuries not requiring the 

services of a doctor. 

 Implement recommendations from the district safety committee. Listen to employees and 

follow up on suggestions. 

 Review and update fire prevention and emergency procedures. 



38 

 

 

Employees 

 

Each employee is expected, as a condition of employment, to work in a safe manner.  He/she is 

also expected to exercise maximum responsibility for the prevention of accidents and the safe use 

of machinery and equipment entrusted to his or her care. 

Employee responsibilities include the following: 

 Attend training sessions.  Learn safe work procedures. 

 Maintain good housekeeping in work area. 

 Wear proper dress and use equipment as required by the job. 

 Keep machine guards in place. 

 Report unsafe conditions to supervisor. 

 Report all accidents and injuries to immediate supervisor at once. 

 Know fire prevention and emergency procedures designed for your area. 

 Obey the rules.  Obey established rules of conduct and adhere to the safety plan. 

 Be concerned about the safety of others.  Refrain from horseplay or pranks while on the 

job 

 

Food Services – Sonja Kinsey 

  

Food Service personnel will: 

 Prepare and serve food to students and staff when necessary during an emergency. 

 Assist as directed by principal. 

 

Bus Drivers – Janet Clark/Dave Wilson 

 

The bus drivers will: 

 Supervise students if emergency occurs while students are on the bus. 

 Transport students and staff to new location when directed. 

 Assist as directed by the principal. 

 

Central Office Staff 

 

The central office staff will: 

 Assist in all emergencies. 

 Set up an emergency communication post at the central office. 

 The central office will notify the proper LDOE departments. 

 

Coordinator of Public Relations – Superintendent, Benita Young 

 

The public relations coordinator will: 

 Prepare statement for the media. 

 Aid the principal in preparing fact sheet to help those answering phones. 

 Develop accurate and complete information regarding the incident and will coordinate 

with the superintendent the release of all information. 

 Facilitate and conduct press conferences. 
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 Maintain communication post at the central office during emergency incident. 

 

School Based Nurse, Betty Broddy  
 

The school nurse will: 

 Report to the emergency scene. 

 Provide first aid. 

 Provide information to school officials. 

 Provide information to emergency personnel. 

 Assist as directed by the principal. 

 Establish triage as needed and coordinate medical evacuation.                                         

 

Appendix II 

Building Evacuation Plan 

 

The principal will update and post evacuation plans in each room of his or her building annually. 

This plan will be used for fire, bomb threat, explosion, loss of a building’s structural integrity, 

hazardous materials and other crises requiring evacuation. 

 

Emergency Procedure: 

 Students and staff will move to assigned evacuation locations. 

 Teachers will follow students out and stay with students. 

 Teachers will call roll to determine if any students are missing. 

 Teachers will report missing students to principal. 

 Unattached students will report to the nearest teacher.  Teachers should note student 

additions and send this information to principal. 

 Secretarial staff will take enrollment cards and sign-out sheets for off-site student release. 

 Add all Pictorials and other signage 
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Appendix II 

Emergency Telephone Numbers 
 

Position 
 

Name 
 

Office 
 
Superintendent 

Benita Young, Superintendent 318-574-3616 

 
Personnel Director 

Sharon Bridgewater 318-574-3616 

 
Public Relation 

Benita Young, Superintendent  318-574-3616 

 
Maintenance Supervisor 

Ronnie Groves, Director of Maintenance 318-574-3616 

 
Madison Parish High School Principal 

Erika January, Principal 318-574-3529 

 
Madison Middle School Principal 

Erika January, Principal 318-574-0933 

 
Tallulah Elementary School Principal 

Kimberly Pittman, Principal 318-574-0732 

 
Wright Elementary School Principal 

Glenda Douglas, Principal 318-574-4430 

 
Christian Acres  

Collins Robinson, Principal 318-574-1563 

 
Madison Alternative School Principal 

Collins Robinson, Principal 318-574-3533 

 
Department 

 
Phone Number 

 
Department 

 
Phone 

 
Sheriff’s Office 

318-574-1831 
 

Police Department 
318-574-3230 

 
Fire Department 

318-574-1833 
 

Civil Defense 
 

 
Tallulah Hospital 

318-574-2374 
 
Atmos Energy Delhi 

(318) 878-3666 

 
Mayor’s Office 

318-574-0964 
 

Entergy Louisiana 
1-800-368-3749 

 
 Ambulance 

 
911 

 
Entergy 

 
     1-800-968-8243 
 

 

 

 

 

 

 

 

 

 

  


