
1  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
WEST ISLIP UFSD 

DISTRICT EMERGENCY RESPONSE PLAN 
2024-2025 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Amended pursuant to Education Law §§ 2801-a and 807 (Chapter 54 of the Laws of 2016) 
 
 
 
 

Board of Education Approval 9/24/2024 



2 

 

TABLE OF CONTENTS 
 
Overview 
Introduction…………………………………………………………………………………………... 3 
Purpose…………………………………………………………………………………………........... 3 
Definitions…………………………………………………………………………………………..... 4 
Risk Reduction/Prevention and Intervention Strategies 
Annual Training………………………………………………………………………………………. 6 
Drills…………………………………………………………………………………………............... 7 
School Security……………………………………………………………………………………….. 7 
Building Site Information……………………………………………………………………………... 7 
Early Detection of Potentially Violent Behavior……………………………………………………… 7 
Responses to Violent Behavior……………………………………………………………………….. 7 
Emergency Response Protocols 
Notification and Activation…………………………………………………………………………… 9 
Internal Communications…………………………………………………………………………….. 9 
Situational Emergencies 
Abduction/Missing Student…………………………………………………………………………… 10 
Acts of Violence……………………………………………………………………………………… 10 
Bomb Threats………………………………………………………………………………………… 11 
Civil Disturbance……………………………………………………………………………………… 11 
Implied or Direct Threats of Violence………………………………………………………………… 11 
Intrusion…………………………………………………………………………………………......... 11 
Taking of a Hostage…………………………………………………………………………………… 12 
Medical Emergencies 
Epidemic/Pandemic………………………………………………………………………………….. 12 
Food Poisoning……………………………………………………………………………………….. 13 
Individual Student Emergency...………………………………………………………………………. 13 
School Bus Accident………………………………………………………………………………….. 13 
Weather-Related Emergencies 
Hurricane/Tropical Storm……………………………………………………………………………. 13 
Thunderstorm/Lightning Storm……………………………………………………………………… 13 
Tornado………………………………………………………………………………………….......... 14 
Winter Storm…………………………………………………………………………………………. 14 
Natural Disasters 
Earthquake………………………………………………………………………………………….... 14 
Flood………………………………………………………………………………………….............. 14 
Technological/Chemical Hazards 
Air Pollution………………………………………………………………………………………….. 14 
Gas Leak…………………………………………………………………………………………........ 15 
Hazardous Materials (off site) ………………………………………………………………………... 15 
Hazardous Materials (on site)………………………………………………………………………..... 15 
Power Outage………………………………………………………………………………………… 15 
Radiological Incident……………………………………………………….………………………… 15 
Communication 
Media Notification……………………………………….…………………………………………… 16 
Parent Notification and Responsibilities………………………………………………………………. 16 
Directory 
District-Wide School Safety Team…………………………………………………………………….. 17 
Chief Emergency Officer……………………………………………………………………………… 17 
Building Safety Coordinators………………………………………………………………………….. 17 
Essential Employees…………………………………………………………………………………... 17 
Outside Agencies – Suffolk County…………………………………………………………………... 18 
Outside Agencies – New York State………………………………………………………………….. 18 
Outside Agencies – Federal…………………………………………………………………………... 18 



3  

OVERVIEW 
 
 
INTRODUCTION 
 
The Districtwide Emergency Response Plan provides the framework for the West Islip Union Free School 
District (the District) to identify and implement appropriate strategies for creating and maintaining a safe and 
secure learning environment for its students and staff.  The District’s plan provides the overall guidance and 
direction for development of the Building-level Emergency Response Plan for each of the school buildings in 
the district.  While the districtwide plan covers a broad scope of activities, including violence prevention, 
intervention and response, the building plans focus more directly on critical actions that must be taken to 
protect the safety of students and adults in the event of an emergency.  Taken together, the district and building 
plans provide a comprehensive approach to addressing school safety and violence prevention, and provide the 
structure whereby all individuals can fully understand their roles and responsibilities for ensuring the safety of 
the entire school community. 
 
When a crisis arises, no school system is immune to the negative physical or mental effects on its students, staff 
and the local community.  Immediate, effective and responsible management and communication can address 
the crisis and maintain a District’s integrity and credibility. 
 
 
PURPOSE 
 
West  Islip  School  District  provides  for  the  protection  of  students,  staff  and  facilities.   This plan was 
developed in accordance with t h e Safe Schools against Violence in Education Act (SAVE) and pursuant to 
Commissioner’s Regulation 155.17.  The purpose of this plan is to guide administrators, district staff, students, 
and parents when dealing with emergency situations.  All administrators will maintain a current copy of the 
West Islip School District Emergency Response Plan. 
 
The Board of Education recognizes the necessity of preparing an emergency response plan that ensures the 
safety and health of students and staff, as well as district property, in the event of an emergency.  Pursuant to 
this concern and the regulations of the Commissioner of Education, the Superintendent will guide the 
preparation of a District Emergency Response Plan and individualized Building Emergency Response Plans. 
Such plans will be the official guides for the District in case of fire, civil emergencies, and natural disasters; and 
shall provide for sheltering, evacuation, and early dismissal; written notification to students, parents and staff; 
and annual drills and coordination with local and county emergency preparedness personnel.  The 
Superintendent will ensure that sufficient training to implement the plan occurs and Building Principals will be 
scrupulous in meeting the statutory requirement for conducting evacuation and other emergency drills to ensure 
orderly dispatch to designated areas under emergency conditions. 
 
The Superintendent will provide administrative procedures to ensure that the district a n d building plans are 
in place and that they will be formally adopted by the Board of Education, and reviewed annually and updated 
as necessary. 
 
The district plan is filed with the Commissioner of Education and available for public inspection on the district 
website.  The district and building plans are filed with the local Suffolk County Police Department Third 
Precinct and the New York State Police.  Building Emergency Response Plans will remain confidential and are 
not subject to disclosure. 
 
Although the building plans incorporate the most current school safety strategies and efficiencies into the plans, 
it is critical to consider that the exact actions taken by the District and Building Response Teams will depend 
on the specific circumstances of a given situation. 
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DEFINITIONS 
 
Crisis 
An unpredictable, tragic event or situation that has the potential to cause a state of upset and disorganization.  
Some examples are severe, chronic, or life threatening illness of a student, staff member or family member; 
death of a student or staff member; death of a significant other to a student or staff member; traumatic event; 
suicide; serious accident; fire; violent school intrusion; community/national/world event; natural disaster. 
 
Districtwide Emergency Management Team 
The individuals appointed by the West Islip Union Free School District Board of Education, upon 
recommendation by the Superintendent of Schools, who are charged with the development and yearly review 
of the Emergency Response Plan, the Code of Conduct and the Dignity for All Students Act training. 
 
Duties of the committee will be to develop and update, when necessary, the School District Emergency 
Response Plan in compliance with the Commissioner’s Regulation 155.17.  The District Team will include 
District Office administrators, principals, the Director of Buildings & Grounds, the transportation supervisor, 
the Director of School Safety, and teacher and nurse representatives. 
 
Districtwide Emergency Response Team 
The individuals who are charged with responding to a district/building crisis.  The District Team will include 
District Office administrators, principals, the Director of Buildings & Grounds, the transportation supervisor, 
the Director of School Safety, and others as necessary. 
 
District Chief Emergency Officer 
The Superintendent or his/her designee is the District Chief Emergency Officer.  The Chief Emergency Officer 
has general responsibility for coordination, overview and decision-making in implementing the district's 
Emergency Response Plan.  The District Chief Emergency Officer will be appointed annually by the Board of 
Education. 
 
The Chief Emergency Officer facilitates communication between school staff and law enforcement and/or 
first responders in the event of an emergency. 
 
The Chief Emergency Officer is responsible for ensuring that all staff, parents and students are provided with 
information about emergency procedures. 
 
Building Emergency Coordinator 
The Principal is the Building Emergency Coordinator.  The Coordinator has general responsibility for 
coordination, overview and decision-making in implementing the building's Emergency Response Plan.  Upon 
notification of an emergency, the Coordinator will activate the plan as they believe appropriate. 
 
Emergency Response Plan 
The district and building Emergency Response Plans are the official guides for the District in the case of fire, 
civil emergencies, and natural disasters.  The district plan provides broad concepts, policies, and procedures. It 
outlines strategies rather than provides details, and focuses on district policy.  The district plan outlines the 
District’s response to threats of violence and includes DASA and Code of Conduct requirements.  The 
districtwide plan, approved by the Board of Education, is open for public review. 
 
The building level plans detail specific response strategies.  They are detailed plans that guide how building 
personnel and students should respond to an emergency in their school.  Building level plans include schedules 
for drilling and details about evacuation procedures.  Information specific to emergency communication among 
staff, responders and family is provided.  Building level plans are confidential and are protected from disclosure 
under Article 6 of the Public Officers Law. 
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Included in the district and building plans shall be: 
a. Definitions of emergencies and procedures to be followed; 
b. Designation of a control center in anticipation of, or in response to an emergency; 
c. Identification of sites of potential emergencies; 
d. Identification of appropriate responses to emergencies; 
e. *Procedures for coordinating the use of District resources and personnel during emergencies; 
f. *Identification of District resources which may be available for use during an emergency; 
g. *A system for informing all schools within the district of the emergency; 
h. Plans for taking the following actions, if appropriate: school cancellation, early dismissal, evacuation 

and sheltering; 
i. *Pertinent information about each school, including floor plans , information on school population, 

number of staff, transportation needs and the business and home telephone numbers of key employees 
of the district and others, as appropriate; 

j. Procedures for obtaining assistance from local government officials; 
k. The roles and responsibilities of school safety personnel and School Resource Officers (SROs), 

including a memorandum of understanding with the Suffolk County Police Department. 
l. Any other information deemed relevant by the Committee.  The Committee will examine and consider 

other recommended information for inclusion in the Plan. 
 
* Confidential information included in Building Emergency Response Plan Only. 

 
Building Emergency Response Teams 
Each building shall establish a building emergency response team.  Team members shall include, but not be 
limited to the principal, assistant principal, counselors, nurse, head/chief custodian, psychologist, social worker 
and secretary.  A chain of command will be established within the building. 
 
The responsibilities of the building team shall include to: 

a. Establish a building crisis announcement (included in the emergency response plan). 
b. Determine the location of the building command post, alternate command post, staging area and 

alternate staging area.  These locations shall be included in the emergency response plan for each 
district location. 

c. Determine the needs of the command posts:  emergency response kit, phone and radio system, and 
announcement procedure. 

d. Meet periodically to review procedures. 
e. Meet periodically with staff to review the emergency response plan. 
f. Maintain an accurate, current phone list for all students and staff. 
g. Determine the appropriate emergency response actions specific to the building for various emergency 

situations, which may include but are not limited to: 
1. Bomb threat 
2. Hostage situation/intruder 
3. Kidnapped/missing person 
4. Medical emergency 
5. Civil disturbance, radiological/terrorist incident 
6. Adverse weather condition 
7. Hazardous materials spill 
8. Explosion and/or fire 
9. School bus accident 

 
Command Post 
A primary command post is established and maintained in the Office of the Superintendent of Schools.  A 
secondary command post is established and maintained in every school in the district.  In the event of an 
emergency in a single site, a command post shall be established in that building in an area deemed appropriate 
for the particular emergency.  All operations will be directed from the designated incident Command Post. 
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These command posts shall be equipped with the following: 
a. Equipment to receive messages from all sources: 

1. Emergency Broadcast System 
2. Radio receiver/transmitter on school bus frequency 
3. National Weather Bureau  

b. Telephone system 
c. Emergency lighting: generator, flashlights 
d. Office supplies 
e. List of emergency telephone numbers 
f. List of hazardous materials 
g. Maps, charts, etc. 
h. Laptop 
i. AED 
j. Medical supplies (The nurse will move all medications to the Command Post in the event of an 

emergency.) 
 
Incident Commander 
The Incident Commander, usually the Principal, coordinates efforts in the event of an emergency at the building 
level.  The Incident Commander will: 

a. Take full control upon being notified of an emergency; 
b. Make immediate decisions regarding emergency responses; 
c. Order activation of appropriate responses; 
d. Notify appropriate agencies; 
e. Be prepared to turn over control to outside agencies; 
f. Perform testing of the Emergency Response Plan on an annual basis; 
g. Meet with local government and emergency service organization officials to develop procedures for 

advice and assistance for emergency situations that exceed the expertise and/or resources of the 
district.  These procedures will then be incorporated into the Emergency Response Plan; 

h. Determine when and which educational agencies located within the school district shall be notified of 
an emergency and the action to be taken; 

i. Develop emergency management response actions with the Building Emergency Response Team for: 
1. Response actions – early dismissal, evacuation, and sheltering; 
2. Criminal offenses, natural & technological hazards, fire & explosions, system failures, and 

medical emergencies. 
 
 

RISK REDUCTION/PREVENTION AND INTERVENTION STRATEGIES 
 
 
ANNUAL TRAINING 
 
The Superintendent of Schools shall ensure that annual training is conducted for all students and staff and for 
new employees within thirty (30) days of hire.  Instructions shall be distributed to staff in written and verbal 
form, and shall include: 

a. Definitions of school violence and disciplinary consequences as per the School District Code of 
Conduct and Ethics Policy; 

b. Student and staff guidance on nonviolent conflict resolution, peer mediation and mentor programs; 
c. Information on early detection of potentially violent behavior; 
d. Information on how to report incidents of violence, including threats, verbal abuse, and Internet/social 

media threats; 
e. How to recognize and respond to school security hazards and other emergency situations; 
f. A detailed description of potential emergency situations; 
g. The names of the building emergency response team members; 
h. The method of disseminating information during an emergency; 
i. A review of post-incident procedures, including medical follow-up and counseling/referral protocols; 
j. Additional sources of information. 
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DRILLS 
 
It is the duty of the principal or his/her designee to instruct and train the pupils by means of drills, so that they 
may, in a sudden emergency, be able to leave the school building in the shortest time possible and without 
confusion or panic.  There shall be twelve (12) emergency drills in each school year, eight (8) of which shall be 
held between September 1 and December 30 of each school year.  There shall be a minimum of four (4) 
lockdown drills.  Local law enforcement shall be invited to participate in lockdown drills. 
 
Drills shall include practice and use of the alert and warning procedures, including fire alarms when appropriate, 
communication systems and protocols, staff responsibilities, evacuation and sheltering procedures, and other 
procedures appropriate to the type of drill being performed. 
 
In the course of at least one drill, pupils shall be instructed in the procedure to be followed in the event that a 
fire occurs during the lunch period, provided however, that such additional instruction may be waived where a 
drill is held during the regular school lunch period.  Drills shall be conducted in a manner whereby students are 
instructed to evacuate the building using alternate routes so that they can respond in the event of a real life 
incident.  Upon notification of an impending actual situation or drill, building principals shall direct pupils and 
staff to designated assembly areas or remain in classrooms as appropriate. 
 
At least once every school year, the district will conduct a test of its emergency plan for sheltering and early 
dismissal.  Such drills will not occur more than 15 minutes earlier than normal dismissal time.  Transportation 
and communication procedures shall be included in the test.  Pupils will be released to their assigned buses 
when such buses are announced as available.  Normal bus schedules will be followed for the Early Dismissal 
Drill, but moved up for the 15-minute drill period, or in the event of a real emergency, immediately after the 
decision is made for an early dismissal.  Parents or guardians shall be notified in writing at least one week prior 
to such drill. 
 
 
SCHOOL SECURITY 
 
Each school building requires all visitors to use the front door, produce identification at the security vestibule, 
and wear a visitor’s pass that is returned upon leaving the building for the duration of the visit.  Surveillance 
cameras are located and monitored throughout the district by trained school safety officers. School safety 
officers are assigned to every school in the district.  Students will use designated points of entry and egress only 
and produce identification when requested by any adult staff member.  All staff members and secondary 
students are required to wear a district-issued photo ID during school hours. 
 
School safety personnel will assist in implementing aspects of the building emergency response plan.  West 
Islip safety staff receives appropriate training and holds required certification. 
 
 
EARLY DETECTION OF POTENTIALLY VIOLENT BEHAVIOR 
 
The District-Wide Safety Team will make recommendations for appropriate annual training for students and 
staff in violence prevention.  Training will include the early warning signs of potentially violent behavior and 
early intervention strategies.  Informative materials relative to the early detection of potentially violent behaviors 
will be included, as appropriate, in curriculum materials, as well as in the Health and Wellness and district 
newsletters. 
 
 
RESPONSES TO VIOLENT BEHAVIOR 
 
All incidents of violence, whether or not physical injury has occurred (verbal abuse, threats of violence, etc.), 
as well as threats made by students, staff or visitors against others or themselves, including suicide, shall be 
reported immediately and be documented in writing.  District personnel shall maintain a student and/or staff 
member’s confidentiality when appropriate.  There will be no reprisal for reporting incidents of violence or 
potential violence. 
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The Principal or designee shall be responsible for receiving and responding to reports, including anonymous 
reports.  Information on the reporting process for students and staff are provided as part of the violence 
prevention training program at the beginning of each school year.  Relationships shall be established with local 
law enforcement officials and emergency response agencies at the building and district levels. 
 
Reporting of incidents 
Once notified of an incident of violence or threat of physical harm made by students, staff or visitors against 
themselves or others, the Principal or designee will notify the local police department and activate the building 
response team.  The area of disturbance shall be secured and assessed, and Hold in Place will be enacted, until 
the severity of the situation can be determined, at which time the appropriate emergency protocol will be 
initiated (evacuation, lockdown, lockout, shelter in place).  Students and staff shall be briefed on the incident, 
and parents shall be notified. 
 
Investigation of incidents 
After an emergency or violent incident, the Superintendent and Principal will review the occurrence and 
determine the appropriate level of investigation and follow-up.  Depending on the situation, the Superintendent 
may convene the District Emergency Response Team to conduct a debriefing, focusing on facts that may 
prevent recurrence.  The investigation will collect facts on how the incident occurred, identify contributing 
causes, recommend corrective action, and consider changes in controls, policy and/or procedures. 
 
Post-incident actions 
The school district recognizes the importance of responding quickly and appropriately to the medical and 
psychological needs of students and staff following exposure to a violent incident.  Individuals affected by a 
violent act in the school district will be provided with appropriate medical and psychological support by the 
Post-Incident Response Team.  Provisions for confidentiality and protection from discrimination will be 
included to prevent victims of violent incidents or incident of violence against themselves from suffering further 
loss. 
 
Disciplinary Measures 
The West Islip School District Code of Conduct is the basis for determining the appropriate disciplinary 
measures for students who perpetrate violent behavior or disruption to the school environment through acts 
conducted outside of the school environment.  The Code of Conduct describes the expected behavior of 
students, staff and visitors, and the disciplinary actions resulting for violations.  A copy of the Code of Conduct 
may be found on the District's website. 
 
 

EMERGENCY RESPONSE PROTOCOLS 
 
The District recognizes that many different types of emergency situations may arise resulting in the need for 
specific or combined emergency response protocols.  A detailed listing of emergency responses is included in 
each Building Emergency Response Plan.  The Building Emergency Response Team is responsible for 
reviewing and updating these responses and communicating them to students and staff.  Each building level 
plan is required to be updated annually to include possible changes in student population, staffing, location of 
staff and students with special needs, and building schematics; as well as any district changes to safety protocols.  
These changes must be submitted to the Superintendent, in writing, by September 30 of each school year. 
 
Building administrators are required to familiarize themselves with the proper procedures for all types of 
emergencies that are identified in the Building Emergency Response Plan. 
Sheltering and staging areas should be designated in building plans.  These are sites where students and staff 
can congregate in the event that they must be moved away from a dangerous area such as a hostage situation, 
or where they can wait for transportation to a safe evacuation site.  The diagrams of the building floor plans 
and the building and grounds site plans are listed where appropriate throughout the district and indicate possible 
staging areas both in the building and outside the building. 
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NOTIFICATION AND ACTIVATION 
 
Effective and timely communication between the emergency response team and local emergency responders is 
essential in the event of a violent incident or emergency situation.  The West Islip UFSD does not prohibit any 
staff member, student or visitor from calling 911 in the event of an emergency. 
 
 
INTERNAL COMMUNICATIONS 
 
During an emergency, all phones and other communication devices are to be reserved for emergency use only. 
Communication methods may include telephone, fax, email, PA system, cell phone, bullhorn, radio, blue lights, 
or alarm system, as necessary.  Plain language, and not codes, will be used when making emergency 
announcements. 
 
The district and building Emergency Response Plans shall guide the administration of the West Islip School 
District in dealing with myriad emergency situations of natural and manmade origins.  Because no two incidents 
are exactly the same, this plan shall be used as a guideline.  Common sense should prevail in all emergency 
situations.  Nevertheless, general response protocols to be employed shall include: 

a. Identifying the emergency situation; 
b. Safeguarding students and staff through protective actions; 
c. Administering first aid; 
d. Notifying administrators and emergency services; 
e. Notifying parents; 
f. Notifying the media, if appropriate; 
g. Debriefing. 

 
Five responses will be referenced in the specific emergency plans within the pages of this document.  The 
details of each of these responses are described below. 
 

Shelter in Place is used for incidents that require students and staff to be sheltered within the school 
building. This plan involves keeping students in the school rather than evacuating them to another 
building or sending them home.  This decision would be made when roads are closed or outside travel 
is very hazardous.  Sheltering is usually short-term, but conditions could warrant extended sheltering. 
 
Hold in Place is used to limit movement of students and staff while dealing with short-term 
emergencies.  This plan may be employed within the school when an incident requires student removal 
from the immediate location of the event, such as a fight or individual medical emergency. 
 
Evacuate is used to move students and staff away from the building.  This plan requires that a 
building's inhabitants leave the building for another location.  Evacuation may mean going outside 
away from the building and waiting for the danger to pass, or it may require students be transported 
to and temporarily housed at another building. 
 
Lock Out is used to secure school buildings and grounds during incidents that pose an imminent 
concern outside of the school. 
 
Lock Down is used to secure school buildings and grounds during incidents that pose an immediate 
threat of violence in or around the school. 
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Other 
 

School cancellation is a response that will be implemented in the event that the Superintendent of 
Schools determines that school will not be open on a scheduled school day due to a national or weather-
related emergency, or because of building problems such as heating plant failure or loss of water.  As 
soon as the decision to cancel school is made, parents and staff will be advised via a ParentSquare 
notification.  Additionally, notification will be made to News12 Long Island, WBAB 102.3, WBLI 
106.1, WALK FM 97.5, WALK AM 1370, and Verizon FIOS1. 
 
Delayed Opening is employed, when possible, on days of inclement weather (snow, freezing rain, 
etc.) to maximize student attendance and instruction.  With this delayed opening procedure, bus pick-
ups and school starting times are delayed two hours from the normal start. 
 
Early Dismissal or the "Go Home Plan" meets the need to return students to their homes and families 
as soon as possible.  When the decision for an early dismissal is made, parents and staff will be advised 
via a ParentSquare notification.  In the elementary and middle schools, contact with a parent/guardian 
or emergency contact will be established prior to sending the child home.  If contact is not made, the 
child will remain at the school or transported to a central hold location. 

 
 

SITUATIONAL EMERGENCIES 
 
 
ABDUCTION/MISSING STUDENT 
 
The Building Emergency Response Plan will include procedures to be followed in the event of an abduction or 
missing student.  During school hours, if a student documented as previously present is missing, the first person 
aware of a missing student (or abduction) will immediately notify the Principal's office.  The Main Office will 
provide student information and photo ID to building staff, who will search the building.  The public 
announcement system will also be used.  If the student is not found, the Superintendent, parent/guardian and 
the police will be notified.  The Principal will relinquish authority of the investigation to the police upon arrival 
and assist as requested.  No information is to be released to the media.  Parents will be notified immediately 
if/when the student is located.  Parents shall contact the school if they locate the student. 
 
If a K-8 student does not arrive at school, a parent/guardian shall immediately be contacted.  The student's 
mode of transportation to school should be reviewed.  If the student is not located, the police should be 
notified.  Student information and photo ID will be provided, and the Superintendent should be notified.  The 
Principal will tum over the investigation to the police upon their arrival and assist as requested.  No information 
is to be released to the media.  Parents will be notified immediately if the student is located.  Parents shall 
contact the school if they locate the student. 
 
At the high school level, a parent/guardian will be contacted via the established mechanism used to notify 
parents of student absence.  Teachers are expected to take period-by-period attendance every day as per the 
procedures prescribed by the Principal. 
 
After school hours, when a student has not arrived at home when expected, the school may be notified of such 
by the parent/guardian.  As much information as possible shall be gathered about the student and his/her 
departure from school.  The parent/guardian shall be advised to contact friends and the police if the student is 
not located.  The Principal or designee should be available to assist in a police investigation.  Parents will be 
notified immediately if the student is located. Parents are expected to contact the school if the student is located. 
 
 
ACTS OF VIOLENCE 
 
In the event of an actual act of violence, the Principal and Superintendent should be notified immediately.  Call 
911.  The immediate area should be isolated, and the building should initiate the Hold in Place protocol until 
the level of threat is ascertained, at which time the appropriate protocol will be utilized. 
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BOMB THREATS 
 
Building administrators will familiarize themselves with bomb threat procedures identified in the Building 
Emergency Response Plan.  Issues such as searches, pre-clearance, weather conditions, evacuation, sheltering, 
notification, returning to the building and false bomb threat prevention are to be addressed in the building level 
plan.  The FBI Bomb Threat Call Checklist will be available at phones most likely to receive outside calls in each 
building location. 
 
 
CIVIL DISTURBANCE 
 
At the beginning of an actual or potential civil disturbance, the following information should be obtained: 

a. Specific location of action/gathering; 
b. Time incident commenced; 
c. Number of persons involved; 
d. Description of action(s) taking place; 
e. Purpose or intentions of the group; 
f. Identities of participants, if known. 

The Superintendent should be notified and staff and students should be moved away from areas where 
confrontations are occurring or may occur.  If conditions warrant, school may be closed.  In this event, police 
and other appropriate parties should be consulted prior to reopening of school. 
 
 
IMPLIED OR DIRECT THREATS OF VIOLENCE 
 
Building plans will address strategies to be used by staff to de-escalate potential violent incidents.  In the event 
of a threat, the Principal should be notified immediately. The Principal and Superintendent will determine the 
level of the threat, and contact law enforcement, if deemed necessary.  Students who imply or threaten violence 
will be disciplined according to the District Code of Conduct. 
 
 
INTRUSION 
 
The Building Emergency Response Plan will include procedures to be followed in the event of an intruder.  
Paraprofessionals, school safety, and main office personnel are to be included in intruder awareness training. 
 
The first person to become aware of an intruder or suspicious person will immediately report this information 
to the Principal's Office, who in turn shall alert building school safety staff and call a Lockdown.  School safety 
personnel, the Principal or designee will approach the intruder to determine the nature of his/her presence and 
to obtain identification.  The Principal or designee will accompany the individual(s) to the proper location of 
business, or if no acceptable purpose can be ascertained, request that the individual(s) will be escorted off of 
the premises.  School safety, the Principal or designee should ensure that the individual(s) has exited the building 
and alert staff to prevent unrecognized re-entry. 
 
If the individual(s) refuses to leave, they should be informed that they are in violation of the law, and that the 
police will be notified.  Dial 911 or other appropriate emergency notification. If the situation escalates, a public 
address announcement will be utilized to implement a Lockdown. 
 
The Superintendent's Office shall be notified so appropriate resources can be made available to the building. 
The Principal shall assist the first emergency responders and shall relinquish authority to the police or 
emergency services. 
 
 
 
 
TAKING OF A HOSTAGE 
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The Building Emergency Response Plan will include procedures to be followed in the event of a hostage 
situation.  The first person aware of the situation will immediately notify the Principal's Office and call 911.  
The Principal or designee will issue the appropriate announcement alert, if necessary, isolate the area, and notify 
the Superintendent.  No information will be provided to the media at this time.  The Principal or designee will 
relinquish authority to the police upon their arrival and assist as requested. 
 
 

MEDICAL EMERGENCIES 
 
 
EPIDEMIC/PANDEMIC 
 
In the event of a declared public health emergency, the district will implement its operational plan.  Directives 
by the local and/or state public health officials, New York State Executive or school physician shall be followed.  
Students and staff will be encouraged to practice healthy behaviors, and supplies will be provided as necessary.  
Frequently touched objects will be cleaned often and a room will be designated within each school building for 
sick students and staff. 
 

Prevention/Mitigation 
• The district will work closely with the Suffolk County Department of Health Services (SCDHS) to 

determine the need to activate the plan.  
• The SCDHS will monitor countywide cases of communicable disease and inform school districts 

as to appropriate actions.  
• The Executive Director of Human Resources will work with the Superintendent to coordinate 

pandemic planning and response efforts.  
• Building teams will review and assess obstacles to implementing the plan.  
• The school district will emphasize vaccination, hand-washing, face coverings and other etiquette 

through educational campaigns.  
• Information will be provided regularly to parents, staff, and students about an enforced pandemic 

plan using the website, postings and direct mailings for this purpose.  
 

Essential Positions  
In the event of a government ordered shutdown, a list of employees will be identified as “essential” 
and will not be able to work remotely.  Such personnel are listed in the Directory on page 17. 

 
Depending on the exact nature of the communicable disease and its impact, the district will use 
strategies to reduce congestion and maintain social distancing requirements.  The following will be 
considered:  

• Limit building occupancy or the maximum allowable by state or local guidance; 
• Form employee work shift cohorts to limit potential contacts; 
• Limit employee travel within the building; 
• Limit restroom usage to specific work areas;  
• Stagger arrival and dismissal times;  
• Alternate work days weeks; 
• Limit or eliminate visitors to the building.  

 
Technology & Connectivity  
All students and teachers will have access to technology devices and high-speed broadband in their 
places of residence to ensure that all students have an opportunity to participate in learning activities 
and demonstrate mastery of Learning Standards. 

 
 
Employees who are identified as “non-essential” will work remotely.  The district will ensure digital 
equity for these staff members by: 



13  

• Surveying staff to determine who will need devices to maintain operational functions or 
instructional services; 

• Surveying staff to determine the availability of viable existing at-home Internet service; 
• Providing mobile devices and Internet access as necessary. 

 
 
FOOD POISONING 
 
The problem shall be identified.  Public health officials shall be notified, and the directives of the public health 
officials or school physician shall be followed. 
 
 
INDIVIDUAL STUDENT EMERGENCY 
 
The problem shall be identified.  The nurse shall be notified and the specific protocols for addressing the 
emergency shall be followed.  The parent shall be notified.  The area of disturbance shall be secured, if necessary, 
and Hold in Place will be enacted until the incident is resolved.  If the student must be transported to the 
hospital, the nurse, Principal, or designee shall accompany the student. 
 
 
SCHOOL BUS ACCIDENT 
 
Students shall be relocated away from the danger area if they can be moved.  First aid shall be rendered to 
injured persons.  Emergency assistance shall be requested from the police department and fire department.  
The Superintendent and transportation supervisor shall be notified.  Parents shall be contacted and given 
direction as to where to meet their child. 
 
 

WEATHER-RELATED EMERGENCIES 
 
 
The National Weather Service advisories and media reports shall be monitored. 
 
 
HURRICANE/TROPICAL STORM 
 
National Weather Service advisories shall be monitored.  If school is not in session, consultation shall take place 
with the Superintendent and local Emergency Management Office to coordinate cancellation of school.  If 
school is in session, the Go Home plan will be implemented, if appropriate.  Action shall be taken to protect 
school physical plants, as advised by the Suffolk County Office of Emergency Management and National 
Weather Service.  After the storm, damage to property and facilities will be assessed.  School will reopen after 
coordination with county emergency management office and local officials, if necessary. 
 
 
THUNDERSTORM/LIGHTNING STORM 
 
National Weather Service advisories shall be monitored.  All outdoor activities will be curtailed if thunder is 
heard, lightning is seen or the sky is threatening.  All persons shall be summoned into the building(s) to take 
shelter, avoiding glass doors and windows.  Occupants shall stay inside a safe building or vehicle for at least 30 
minutes after the last thunderclap is heard. 
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TORNADO 
 
National Weather Service advisories shall be monitored.  Spotters shall take positions if a watch is issued.  If a 
tornado is sighted or a warning issued, outdoor activities will be curtailed.  Other actions to be taken:  shelter 
in hallways at the lowest floor of the building possible, avoid windows, and avoid large rooms such as cafeterias 
and gyms.  Outside weather conditions will be monitored.  When the warning is rescinded or "all clear" advice 
is given, normal activities will resume, if there is no damage to school property.  Further actions shall be 
coordinated with the Suffolk County Office of Emergency Management, if necessary.  If the building has 
sustained damage, the Superintendent, Director of Building and Grounds, and the county emergency 
management office will be notified. 
 
 
WINTER STORM 
 
Weather and road conditions will be monitored.  Appropriate response actions will be considered: cancel 
school, employ Delayed Opening or Early Dismissal Procedure, provide shelter.  Protocols for notifying 
BOCES District Superintendent, media outlets, staff and parents shall be employed. 
 
 

NATURAL DISASTERS 
 
 
EARTHQUAKE 
 
National Weather Service advisories shall be monitored.  If indoors, occupants shall drop to the ground, take 
cover under a sturdy table, and hold on until the shaking stops.  Stay away from glass, windows, outside doors 
and walls, and stay inside until the shaking stops and it is safe to go outside.  Elevators shall not be used.  If 
outdoors, stay outside, but move away from buildings, streetlights and utility wires. 
 
 
FLOOD 
 
National Weather Service advisories and local road conditions shall be monitored.  Roads most vulnerable to 
flooding shall be identified.  Plans for school closings and/or selections of alternate transportation routes shall 
be made, if necessary.  Emergency response will be activated based on advisories from the National Weather 
Service and the Suffolk County Office of Emergency Management.  Appropriate response actions shall be 
taken: cancel school, employ Delayed Opening or Early Dismissal Procedure, provide shelter.  Protocols 
for notifying BOCES District Superintendent, media outlets, and staff and parents shall be employed.  When 
conditions permit, schools shall reopen. 
 
 

TECHNOLOGICAL/CHEMICAL HAZARDS 
 
 
AIR POLLUTION 
 
Advisories from local health authorities or environmental agencies shall be monitored.  Appropriate response 
actions shall be taken: cancel school or Early Dismissal Procedure, provide shelter.  Protocols for notifying 
BOCES District Superintendent, media outlets, and staff and parents should be employed.  When conditions 
permit, and as recommended by local health and environmental officials, schools shall reopen. 
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GAS LEAK 
 
Upon discovery or detection, the Director of Buildings and Grounds and the Superintendent shall be notified.  
The degree of the problem shall be evaluated and the fire department and/or local gas supplier shall be 
contacted.  Operation of the building shall be curtailed or cease, as appropriate.  Staff, parents, and students 
shall be notified.  Commence remedial action.  Resume normal activities when safety assurances are provided 
by the fire department and gas supply supervisor. 
 
 
HAZARDOUS MATERIALS (OFF SITE) 
 
Upon notification, directives of the Suffolk County Office of Emergency Management and the fire department 
shall be followed, including to:  Shelter in Place, close off all outside air intake valves, and curtail outdoor 
activities.  If directed to Evacuate, the appropriate procedure will be implemented.  Normal activities will 
resume when safety assurances are provided by the appropriate authorities. 
 
 
HAZARDOUS MATERIALS (ON SITE) 
 
Upon discovery or detection of any spill of a hazardous nature or petroleum product, 911 shall be called and 
the fire department and Superintendent notified.  Directives from the Suffolk County Office of Emergency 
Management and the fire department shall be followed.  Operation of the building shall be curtailed or cease, 
as appropriate.  If directed to Evacuate, the appropriate procedure will be implemented.  Staff, parents, and 
students and the New York State DEC hotline shall be notified.  A remediation plan shall be developed with 
the fire department and the DEC.  A professional agency will remediate and decontaminate the area.  Normal 
activities will resume when safety assurances are provided by the DEC and other appropriate authorities. 
 
 
POWER OUTAGE 
 
Upon discovery, the Director of Buildings and Grounds and the Superintendent shall be notified.  The degree 
of the problem shall be evaluated and PSEGLI shall be notified.  Operation of the building shall be curtailed 
or cease, as appropriate.  Staff, parents, students, and the Technology Department shall be notified and remedial 
action commenced.  Normal activities shall resume when electric power is restored. 
 
 
RADIOLOGICAL INCIDENT 
 
Upon notification, directives of the Office of Suffolk County Emergency Management and the fire department 
shall be followed.  If directed to Shelter in Place, outside air intake valves shall be closed and outdoor activities 
curtailed.  If directed to Evacuate, the appropriate procedure will be implemented.  Normal activities will 
resume when safety assurances are provided by the appropriate authorities. 
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COMMUNICATION 
 
 
MEDIA NOTIFICATION 
 
The Superintendent and/or designee will assist the media.  The Superintendent will share the District’s 
communication plan to keep the media informed and coordinate with fire and police public information officers 
to provide accurate and consistent information. 
 
The media is not allowed on school property without permission from District Office, and only in areas 
designated in building plans.  Staff and students are not authorized to grant interviews. 
 
PARENT NOTIFICATION AND RESPONSIBILITIES 
 
The ability to contact parents/guardians is a critical component of any emergency response plan.  It is essential 
that an accurate, current emergency telephone contact chain be in place in each building.  Copies of the 
emergency telephone contact chain will be kept in the Main Offices of the school buildings and in District 
Office.  The automated ParentSquare program shall be used whenever possible and appropriate to disseminate 
information. 
 
In the event of an emergency, it is expected that parents will: 

a. Cooperate with and support school personnel and emergency service workers. 
b. Remember that school is one of the safest places where students may be located during most crises or 

natural disasters. 
c. Recognize that students will be kept at school until the police department determines that the crisis is 

over.  If students are evacuated to another location, parents will be alerted via ParentSquare, media 
release, and web posting. 

d. Stay clear of the school building and premises so that school personnel may do their jobs unfettered 
by outside distractions. 

e. Refrain from calling the building or district for information, as this distracts staff from doing their 
primary job: ensuring the safety of students and may unnecessarily jam phone lines. 
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DIRECTORY 
 
 
DISTRICT-WIDE SCHOOL SAFETY TEAM 
 

Dr. Paul Romanelli Superintendent of Schools 631-930-1560 
James Bosse Director of Buildings & Grounds 631-930-1503 
Maureen O’Connor Administrative Assistant, District Office 631-930-1561 
Jeanne Dowling Director of Special Education 631-930-1545 
Elisa Pellati Assistant Superintendent for Business & Operations 631-930-1530 
Timothy Horan Director of Athletics, Physical Education, Health & Recreation 631-930-1540 
Don Lettieri Lead Guard, West Islip High School 631-504-5905 
Sean McAleavey Director of School Safety 631-893-3347 
Dawn Morrison Assistant Superintendent for Curriculum & Instruction 631-930-1559 
Dr. Patrick Kiley-Rendon Executive Director of Technology and Innovation 631-930-1580 
James Cameron Assistant Superintendent for Human Resources 631-930-1564 
Elisa Pellati Transportation Department 631-893-3940 

 
 
CHIEF EMERGENCY OFFICER 
 

Dr. Paul Romanelli Superintendent of Schools p.romanelli@wi.k12.ny.us 631-930-1560 
 
 
BUILDING SAFETY COORDINATORS 
 

John Mullins Principal, Bayview ES j.mullins@wi.k12.ny.us 631-504-5603 
Dr. Anthony Bridgeman Principal, Beach Street MS a.bridgeman@wi.k12.ny.us 631-930-1604 
Vanessa Williams Principal, Manetuck ES v.williams@wi.k12.ny.us 631-504-5644 
Amanda Harvey Principal, Oquenock ES am.harvey@wi.k12.ny.us 631-504-5663 
Rhonda Pratt Principal, Paul J. Bellew ES r.pratt@wi.k12.ny.us 631-504-5684 
Dr. Daniel Marquardt Principal, Udall Road MS d.marquardt@wi.k12.ny.us 631-930-1655 
Andrew O’Farrell Principal, West Islip HS a.ofarrell@wi.k12.ny.us 631-504-5815 

 
 
ESSENTIAL EMPLOYEES 
 

Title Justification Work Shift Protocol 
Superintendent’s Cabinet Overall district supervision Regular school day Private office 
Principals Overall building supervision Regular school day Private office 
District Office staff Necessary work (informational 

and instructional technology, 
payroll, food service, facility 
use, transportation, etc.) 

Regular school day Staggered shifts as necessary 

Building clericals Assist building principals 
Greet visitors 

Regular school day Staggered shifts 
Private work area with barrier 

Building & Grounds staff: 
custodians, maintenance, 
grounds 

Work cannot be completed 
remotely 

Regular school day Staggered shifts 
Individual work assignments 

Nurses Parent/staff oversight and 
communication 

Regular school day Private office 

mailto:j.mullins@wi.k12.ny.us
mailto:a.bridgeman@wi.k12.ny.us
mailto:v.williams@wi.k12.ny.us
mailto:am.harvey@wi.k12.ny.us
mailto:r.pratt@wi.k12.ny.us
mailto:d.marquardt@wi.k12.ny.us
mailto:a.ofarrell@wi.k12.ny.us
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OUTSIDE AGENCIES – SUFFOLK COUNTY 
 

County Fire Rescue/Emergency Services Commissioner’s Office 631-852-4850 
 nights, weekends, holidays 631-852-4815 
 Emergency Preparedness 631-852-4900 
   
Department of Public Works General Information 931-852-4000 
 Main Office 631-852-4010 
 nights, weekends, holidays 631-852-4256 
   
Division of Mental Hygiene Community Response Team 631-853-3109 
   
Environmental Health Services Administration 631-853-3081 
 nights, weekends, holidays 631-853-5555 
   
Health Services Information & referrals 631-853-3000 
 nights, weekends, holidays 631-853-5555 
 Poison Control 1-800-222-1222 
   
Police Department – 3rd Precinct  631-854-8300 
   
Public Health Department Administration 631-853-3055 
 nights, weekends, holidays 631-853-3074 
   
Good Samaritan Hospital  631-376-3000 
South Shore University Hospital  631-968-3000 
Stony Brook University Hospital Psychiatric 631-444-4000 

 
 
OUTSIDE AGENCIES – NEW YORK STATE 
 

Department of Environmental Conservation Regional Office 631-444-0320 
 Emergency Spill Hotline 1-800-457-7362 
   
Health Department Environmental Health 1-800-458-1158 
   
Labor Department Safety & Health Regional Office 516-485-4409 
 Emergency Management Office 518-457-2222 

 
 
OUTSIDE AGENCIES – FEDERAL 
 

Department of Energy Radiological assistance 631-282-2200 
   
FEMA 24-hour Hotline 202-898-6100 
 On-site coordination 212-225-7209 
   
Occupational Safety & Health (OSHA)  516-334-3344 
 24-hour Hotline 1-800-321-6742 

 


