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STANDARD EMERGENCY OPERATING PROCEDURES  

For: 

INDIAHOMA PUBLIC SCHOOLS 

307 Chebahtah 

Indiahoma, OK 73552 

 

INTRODUCTION: 

 

 Natural and man-made emergencies and disasters are a fact of life in Oklahoma. 

Their effects are not only felt by those individuals who suffer the direct physical impact 

of the events, but also by a much larger number of people who must contend with the loss 

of family, friends or the disruption of lives due to destruction of their homes or work 

places and the interruption of necessary public and governmental services.  

 

As demonstrated by the April 1995 Murrah building bombing, these disasters are 

not restricted to acts of nature. For the past few years, the level of violence in our public 

schools has risen dramatically. School invasions by outside sources and large numbers of 

weapons being introduced into the school environment by the students themselves, is 

unfortunately a very real and increasingly common problem. 

 

 As employees of Indiahoma Public Schools, we are responsible for the safety and 

welfare of the students while in our care. We also bear a responsibility to the community 

and families of our students to insure that following any disaster we are prepared to 

restore normal educational services quickly and efficiently. To this end the emergency 

Policy and Procedures contained within this document have been established. 

 

 

 

POLICY: 

 

 It is the policy of the Indiahoma Public School System, to insure its students and 

employees have: 

  

1. A safe environment in which to learn and work. 

 

2. A program and system of operational procedures designed to limit or 

reduce the potential impact of a disaster, on the lives of those students 

and employees and the services we provide to the people of 

Indiahoma. 

 

 

SCOPE: 

  

 The guidance and procedures contained within this document are to be used by all 

Departments and schools of Indiahoma Public Schools, their employees and students. 
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PURPOSE: 

 

 To provide the guidance and operational procedures required to eliminate or 

reduce the potential harm to the Indiahoma Public School System from the effects of all 

potential disasters and to limit the interruption of educational services to the people of 

Indiahoma. 

 

GENERAL: 

 

I. Situation and Assumptions: 

 

A. Situation: 

 

All Indiahoma Public Schools are vulnerable to natural, 

technological, and terrorist initiated emergencies and disasters. 

 

B. Assumptions: 

 

1. A disaster which directly affects the public school 

system and its personnel can occur at anytime with little 

or no advanced warning. 

2. Educational facilities an personnel impacted by a 

disaster can adversely affect or interrupt the continuity 

of educational services provided to the public. 

 

II. Emergency/Disaster Operational Phases: 

 

A. Preparedness: 

 

The primary goals of this phase are the formulation, testing and 

revision of plans and procedures together with the education and 

training of personnel responsible for implementation and oversight 

of the program.  

 

B. Warning: 

 

 

       The Warning phase is characterized by those actions taken upon 

receipt of an internal or external warning of an impending emergency.  

The school directs authorized authority to: 

 

1.  Notify Emergency Coordinators (teachers) to initiate 

the appropriate response procedures for specified 

emergency. 

2. Notify the applicable administrators and Emergency 

Response Agencies as needed. 
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3.  Activate the temporary Command Post to oversee the 

operation. 

4. Monitor emergency communications and response 

agencies. E.g. radio and television broadcasts, police 

and fire announcements, and established emergency 

communication nets. 

5. Control the access into and out of the facility. 

6. Keep students, employees, and visitors calm and 

updated on the status of the emergency and the 

measures taken to insure their safety. 

 

C. Response: 

 

This phase includes those actions taken as the emergency is actually occurring.  These 

actions will normally be directed by the school administrators and implemented by 

classroom teachers and other administrative personnel designated as Emergency 

Coordinators. 

1.  Complete actions from Preparedness and Warning 

Phases. 

2. Fully activate the Emergency Command Post and 

conduct necessary operations to insure coordination of 

emergency functions including: 

a. Personnel accountability. 

b. Medical care and evacuation of injured. 

c. Communications with Indiahoma Public School 

Administration. 

d. Coordination and communication with 

emergency services (police, fire, rescue, Red 

Cross, and Emergency Medical Services). 

e. Control of access to shelter or evacuation areas. 

f. Communications with Emergency Coordinators 

and students. 

D.  Post Emergency/Recovery: 

This phase is characterized by those actions taken by the Superintendent and Principal to 

restore normal operations and reestablish educational services to the community. 

 

1.  Advise the Superintendent of Indiahoma Public 

Schools of the steps being taken to reestablish normal 

operations. 

2. Insure that the District designated Public Information 

Officer provides information to the media concerning 

suspension or relocation of education services/school 

closings and any other information as may be 

appropriate to insure that the public and employees of 



5 

 

the Indiahoma Public School System are kept informed 

of important changes in the operations of the school. 

3. Provide for post-crisis counseling for students and 

employees as needed. 

4. Conduct an after-action analysis (as soon as possible 

following the event) with all Emergency and 

supervisory personnel for the purpose of evaluating the 

effectiveness of emergency procedures and actions 

taken during the event. A copy of that analysis and any 

recommendations will be forwarded to the 

Superintendent’s Office for dissemination as lessons 

learned to other schools within the District and as 

appropriate, for revision of the policies and procedures 

contained herein. 

 

GENERAL RESPONSE PROCEDURES 

 

1.  NOTIFICATION AND WARNINGS: 

 

The school administration or those personnel responsible for Indiahoma Public 

School administrative facilities are responsible for monitoring emergency 

notification and warning broadcast stations when a potential emergency situation 

develops.  Upon receipt of a warning of imminent danger, the school 

administrator or other facility Emergency manager will issue the directive to 

either move to designated shelters or evacuate the school/facility as appropriate. 

 

II. EVACUATION OR SHELTERING: 
 

Response to an emergency will normally take the form of either evacuating the 

facility to predetermined safe areas or sheltering within the facility.  A 

determination of which action is to be taken is a function of the time available and 

the nature of the emergency.  (E.g. should a fire occur in the facility the normal 

procedure would be to immediately evacuate the building.  However, if the 

emergency is a hazardous material incident involving a toxic vapor threat, with 

insufficient time available to evacuate the danger area, the decision could be to 

shelter in place until the cloud has passed over the facility.) 
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III.  PERSONNEL ACCOUNTABILITY: 

 

              In any emergency situation, a key factor in limiting potential injuries is the 

control and accountability of all personnel in the affected area.  Accountability of 

students, employees and outside visitors in schools or other administrative facilities at the 

time of an emergency will be the responsibility of the Emergency Coordinators, 

Emergency Coordinators, (teachers/other personnel as assigned), will be responsible for 

students/personnel in their assigned area.  As outlined above, the Emergency Coordinator 

will report to the school Principal or other designated official on the status and condition 

of students, staff and visitors as soon as possible upon completing movement to 

evacuation assembly areas or designated shelters.  Students or staff members may also be 

requested to assist in the movement and control of visitors or other students/personnel 

within the classroom/area who may require special assistance or aid.  Visitors will be 

expected to follow the directions of designated Emergency Coordinators until the 

emergency has passed.   

 

IV.  RESTORATION OF OPERATIONAL AND SERVICES: 

 

Restoration of operations and services will begin immediately after the emergency has 

passed.  These operations will include the return of students or personnel to the classroom 

or work, movement of any injured personnel to treatment facilities, and the 

reestablishment of normal activities.  In the event that classrooms or facilities cannot be 

immediately occupied, the Superintendent of schools will be notified to arrange for 

temporary relocation to alternate facilities until such time as permanent facilities are 

restored.  Emergency Coordinators will provide initial damage assessments to the school 

Principal for their respective areas.  (See damage assessment check sheet in back of 

policy book). 

 

EMERGENCY SPECIFIC RESPONSE PROCEDURES 

 

I. NATURAL DISASTERS: 

A.  TYPES:  Tornados, Severe Thunder and Lightning Storms, Floods, and 

Winter Storms. 

B. RESPONSE: 

 

1.  GENERAL:  Shelter in Designated Areas.  In most cases, 

sheltering in designated areas within the facility will provide 

the greatest protection for personnel.  If located outside or in 

temporary buildings at the time of a warning, move 

immediately inside the permanent structure to appropriate 

shelter locations. 
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EMERGENCY LOCKDOWN PROCEDURE 

 

 

 Unfortunately, no public place, including the schools, is immune from unwanted 

intruders who might be a security risk to those around them. The following procedure 

will be used if a potentially serious security threat is suspected. 

 If anyone is in a school building that is recognized as a potential security threat, or 

we have received news that a threat is inbound, the staff member making the sighting 

should push the nearest intercom call button, identify themselves and say “The lockdown 

procedure is now in place. There is an intruder in the building.” Be specific on the threat 

being inside the building or outside the building. If for some reason the intercom does not 

work use available communication –  example: cell phone, text, email or phone. 

ALL CLASSROOM DOORS AND OUTSIDE DOORS ARE TO BE 

LOCKED AT ALL TIMES!!! 
 

Steps of Action: 

 

1. The superintendent or other designated personnel in her/his absence, will 

make the appropriate announcement by intercom and phone: 

 Intruder in the building; or 

Intruder outside the building; etc;  please take appropriate action. 

This will alert all classroom teachers to lock their doors; curtain their 

windows; Get students quietly and quickly to the designated place. 

Designated personnel will immediately start locking outside doors. 

2. Teachers will take roll and if a student is missing, they will immediately text 

or email – communicate to the designated person so they can assure that 

student’s safety. 

3. Designated person will call police giving as much information as possible 

about the intruder (clothing, gender, race, etc.) 

4. Designated teachers located near restrooms will check for students and direct 

them to their classes or to the nearest class if needed. 

5. Students in open unsecured areas such as gyms, hallways, etc. will be taken to 

the nearest secured room. 

6. Everyone will stay in a secured area with room locked until the following 

announcement: “ All Clear”.  Make this announcement via intercom, text, 

email, and phone.  Do not rely on just one method of communication. 

 

Personnel Roles: 

 

 Superintendent or Designee: 

  Announce warning and ensure all other steps are being taken. 

 

 Secretary or designee: 

  Call police and notify superintendent’s office. 
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Teacher: 

  Stay with students and lock classroom doors. Move students where they  

  are not in view of the windows or doors. Text  applicable information to 

the designated person. 

 

 Auxiliary Staff: 

  Assure outside doors to which you have been assigned are secured! 

 

Care should be taken during lock down procedures to move quickly and orderly, and in a 

way not to cause unnecessary alarms to students. Students should not be given any 

information unless the situation warrants, except that we are having a lockdown. 

 

 

 

 

EXTERIOR DOOR ASSIGNMENTS: 

 

Carrie Thomason-HS Lobby doors 

 

Birgenheier/Luke McGuire-South Doors 

 

Deanna Voegeli/Phyllis Mahaffay-Superintendent’s lobby 

 

Zac Gipson/Carrie Thomason-East HS door and Auditorium. 

Tami Patton east Elementary door. 

Mandi Ulloa West Elementar y Door 

Lauren Matlock PreKg3 and speech doors 

Kimberly Abbot – 5/6 grade west doors 

Lisa Jones east and west  and outside south library door 

Donna Runyan north library door. 
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Bomb Threat 

 

Steps of Action: 

 

1. If threat is made by phone, write the message in its entirety with as much 

accuracy as possible. 

2. Do not interrupt the caller except to ask the question below. 

3. Immediately following the call activate call trace, notify the Superintendent  

(or designee) . 

a. Dial *57 and follow directions. 

4. If the decision is made to evacuate the building, the signal is a continuous 

blast of the tornado alarm. (Ann announcement will be made by phone and 

intercom) 

 

Question to Ask: 

1. When will the bomb go off? 

2. What building is it in? 

3. Where is it planted? 

4. What does it look like? 

5. What is your name? 

6. What is your address? 

7. Is there a phone number where I can reach you if I have further questions? 

 

CHECKLIST 

 

Caller Characteristics; 

  

 Sex: _______    Race: ______ 

 Age: _______    Other: _______ 

 

 

 Voice: 

 

 Loud_____  Soft_____  Angry_____ 

 Intoxicated______ Accent______  Crying_____ 

 Laughing________ Disguised_____ Excited_____ 

 Familiar_______ Distinct______ Other_____ 

 

Background Noise: 

 

 Office Machine_____ Factory Machine____ Street Traffic_____ 

 Music_____   Animal Noise______  House Noise______ 

 PA System____  Other_________________________________ 
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 Origin of Call: 

   

  Local________________ Long Distance_____________  

             Other________________ 

 

Personnel Roles: 

 

 Superintendent or Designee: 

Gather known information and determine whether or not evacuation is 

warranted. If the building is evacuated,  assign  qualified auxiliary 

personnel first aid duties in case of detonation. 

 

Designee: 

 Call police (911) and notify superintendent’s office. 

 

Teacher: 

 Remain with students. Take roll if evacuation occurs. 

 

Auxiliary Staff: 

Be available to assist if evacuation occurs. Check unsupervised areas for 

students (restrooms, etc.). Be available for further instructions from 

building principal. 

 

Area Designee: 

Once students are evacuated set up procedure for student pick up, ensure 

that a parent or guardian signs all picked up students out before releasing 

them. 
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SERIOUS INJURY OR ILLNES 

FOR COVID 19, PLEASE REFER TO COVID 19 GUIDELINES! 

 

 

Steps of Action: 

 

1. Notify the office. 

2. If the injured or ill person is a student, call parents/guardians. 

3. Call 911 for emergency assistance if needed. 

4. Check emergency treatment card for helpful directives.  

(Alternative phone numbers, hospital preference, doctor, etc) 

5. Contact people in the building trained in CPR and/or First Aid. 

 

Personnel Roles: 

 

 Superintendent or Designee: 

  Help evaluate what services are needed and coordinate the activation of  

  those services. 

 

Paramedics: 

 Attend to the immediate needs of ill or injured person(s) and assess what  

 emergency services are needed. 

 

Secretary: 

 Contact emergency services needed, as well as parents/guardians. 

 

Teachers: 

 Remain with and supervise class. 

 

Auxiliary Staff: 

 Be available for any assignments given by Superintendent or designee. 

 

Emergency packs are available in each office. Gloves must be worn when blood  

or other body fluids are present. Blood-borne Pathogens safety guidelines must 

be followed. 
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Child Abuse/Neglect Reporting 
 

 It is every staff member’s obligation to report known or suspected abusive 

situations involving students. If there are concerns regarding child abuse, they should be 

reported to the authorities and appropriate agencies immediately. 

 

Steps of Action: 

  

1. The adult, who becomes aware of an abusive situation, will notify the 

authorities and proper agencies immediately. 

 

 

   

Educator’s Checklist for Recognizing Possible Child Maltreatment 

 

Neglect 
 

Does the Child: 

 

 Come to school in soiled clothing or clothing that is significantly too small 

or large for them or often in need of repair? 

 Seem inadequately dressed for the weather? 

 Always seem to be hungry, hoarding, or stealing food, but coming to 

school with little of their own food? 

 Appear listless and tired with little energy due to no routine or structure 

around bedtime? 

 Often report caring for younger siblings? 

 Demonstrate poor hygiene, smell of urine or feces, or have very bad 

breath or dirty or decaying teeth? 

 Seem emaciated or have a distended stomach indicative of malnutrition? 

 Have unattended medical or dental problems such as infected sores or 

badly decaying or abscessed teeth? 

 Exhibit stealing, vandalism, or other delinquent behaviors? 

 Have poor relationships, possibly due to hygiene problems or depressed or 

negative attitude? 

 Appear withdrawn? 

 Crave attention, even eliciting negative responses to gain it? 

 Demonstrate destructive or pugnacious behavior and show no apparent 

guilt over his/her acts? 

 Exhibit low self-esteem? 

 Have a conduct disorder diagnosis or act oppositional defiant? 

 Have difficulty problem solving or coping? 
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Suicide Intervention 
 

  If for any reason there is reason to believe that a student is in any danger of 

harming him/herself, the situation should be reported immediately. 

 

Steps of Action: 

 

1. Notify Crisis Team. 

2. Do not leave student alone. 

3. Crisis counseling techniques will be used as appropriate. 

4. Do not allow the student to go home unsupervised. A parent/guardian or other 

adult must assume direct responsibility for the student before allowing 

him/her to leave school. 

5. If it is determined that it is not in the best interest of the student to release 

him/her to the parents, the police should be called. They will transport to the 

Youth Services Shelter or DHS Protective Shelter. 

6. Youth Services of Police can arrange for hospitalization up to 72 hours if a 

suicidal student’s parents/guardians cannot be reached. 

 

Follow-up Steps: 

 

1. The Crisis Intervention Team will meet to evaluate the situation and define the 

appropriate role for the school in future assistance to the student. 

2. A counselor will be appointed to remain in close contact with the student and 

will serve as the liaison between student, parent/guardian, school and any 

involved community agencies. 

3. Confidentiality will be maintained throughout these procedures unless the 

safety of the student is at stake. 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 



14 

 

 

DAMAGE ASSESSMENT CHECKLIST 

 

1.  GENERAL:  At the conclusion of an emergency situation, Emergency 

Coordinators will conduct a Damage Assessment of their assigned areas of 

responsibility for submission to the Principal.  The purpose of the assessment is to 

provide the Superintendent with a timely estimate of the damage done to facilities 

and equipment in order to restore normal operations as quickly as possible. 

 

2. DAMAGE ASSESSMENT CHECKLIST: 

 

A.  SAFETY: 

 

i.  Structural Integrity:  check walls, ceiling, windows, floor, any supporting 

structures and all overhead fixtures for cracks, breaks, or other signs of 

weakness. 

 

ii. Utilities:  Check all electric, gas, and water fixtures/outlets for breakage of 

leaks. 

 

 

iii. Hazardous Materials:  If any potentially hazardous material/chemicals are 

stored or maintained in the work place, insure that no spills have 

occurred and that the integrity of storage containers remains intact. 

 

B.  OPERATIONAL: 

 

i.  Furnishings:  check for damage to organizational furniture such as desks, 

chairs, tables, file cabinets, bookcases, etc. 

 

ii. Office Equipment:  Check computers, typewriters, copy machines, 

printers, projectors, TVs, I pads, and other equipment required for 

normal operations. 

 

iii. Communications:  Check phones, fax machines, and intercoms. 

 

iv. Office Supplies:  Check availability of expendable office material such as 

paper, pens, ink/toner, and other materials as may be required. 

 

v. Records:  Check to see that important records, reference materials and 

databases are present and serviceable. 

 

 

C.  MISCELLANEOUS:  Check for damage or destruction of any other 

equipment or items that were present in the work area prior to the disaster but 

are not essential to restoration of office functions or services. 
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CRISIS TEAM 

 

 

 

Wayne Bales – School Board President 

 

Zac Gipson 

 

Tami Patton 

 

Luke McGuire 

 

Carrie Thomason 

 

Deanna Voegeli 

 

Nicole Hannabass 

 

Alba Dissinger 

 

Donna Runyan 

 

Samantha Birgenheier 

 

Indiahoma Fire Department Representative 
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STAFF CERTIFIED IN CPR AND FIRST AID 

 

 

ZAC GIPSON 

 

LUKE MCGUIRE 

 

BETTY BIGBOW 

 

SAM BIRGENHEIER 

 

DONNA RUNYAN 

 

ALBA DISSINGER 

 

JAYME FENHAUS 

 

DANA IMEL 

 

TAMI PATTON 
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