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Purpose 
The Spencer-Van Etten Central School District, District-wide School Safety Plan 

was developed pursuant to Commissioner’s Regulation 155.17. At the direction of the 
Spencer-Van Etten Central School District Board of Education, the Superintendent of The 
Spencer-Van Etten Central School District appointed a District-wide School Safety Team 
and charged it with the development and maintenance of the District-wide School Safety 
Plan. This plan will be reviewed on an annual basis. 

 
Schools are exposed to many threats, hazards, and vulnerabilities. All of these 

have the potential for disrupting the school community, exposing students/staff to injury, 
and causing damage to public or private property. The interior and exterior portions of all 
school buildings, school grounds and surrounding neighborhoods should be assessed for 
potential threats/hazards that may impact the site, staff, and students. 

 
A note on the COVID-19 pandemic and this safety plan. If history is any 

predictor, pandemics are a 100-year event and every possible consideration of same 
cannot be captured in this document. Reopening and operating plans have been submitted 
to the New York State Education and Health Departments and communicated to staff, 
students, parents and the community-at-large via e-mail and our public web site and will 
not be repeated herein. We will follow every Federal, State and/or Local requirement and 
guideline that is applicable at the time. The current version of our Public Employer Health 
Emergency Plan is attached to the end of this document. 

 
Plan Development and Maintenance  
 
8 NYCRR Section 155.17 (b) and 155.17 (c)(1) - requires that each school shall have a Building Level School 
Safety Team that consists of representatives from the following groups: teacher, administrator, and parent 
organizations, school safety personnel and other school personnel, community members, local law 
enforcement officials, local ambulance or other emergency response agencies, and any other representatives 
the board of education, chancellor or other governing body deems appropriate. The Building Level School 
Safety Team is responsible for the overall development, maintenance, and revision of the Emergency 
Response Plan (ERP) and for coordinating training and exercising the School ERP. Team members are 
expected to work closely together to make recommendations for revising and enhancing the plan (See 
Appendix A for a breakdown of District-Wide and Building Level Teams). 

 
Identification of School Teams 

The Spencer-Van Etten School District has appointed a District-wide School 
Safety Team consisting of, but not limited to, representatives of the School Board, 
students, teachers, administrators, parent organizations, school safety personnel, and 
other school personnel. 

 
 
 

GENERAL CONSIDERATIONS AND 
PLANNING GUIDELINES 
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Spencer-Van Etten District-Wide School 2022-23 Safety Team  
District Superintendent Barbara Case 
Chief Emergency Officer Barbara Case 
Director of Facilities, Emergency Mgt. Coordinator Lance Cundy 
Principal, Spencer-Van Etten Elementary School Matt Stroup 
Nurse, Spencer-Van Etten Elementary School Hannah Wilbur 
Principal, Spencer-Van Etten Middle School Angie Holmes 
Nurse, Spencer-Van Etten Middle School Donna Gulde 
Principal, Spencer-Van Etten High School Missy Jewell 
Nurse, Spencer-Van Etten High School Theresa Vallely 
Community Member  Gail Hall  
Transportation Supervisor Tim Wilson 
Food Service Manager Michelle Dougherty 
Athletic Director/Asst. HS Principal Beth Ebel-Ruocco 
SVETA Union President  James Briggs 
CSEA Union President Vincent Manwaring  
Health and Safety Committee Debra Eichholtz  
School Counselors  Marjorie McKinery/Erica Sparks 
School Board Member Sean Vallely 
Chief Information Officer Jack Wiiki 
Chief Financial Officer Debra Eichholtz 
School Resource Officer Michael Montero 

 

Section 155.17(e)(f) of the Commissioner’s Regulations requires that superintendents not 
in a supervisory district are to notify the State Education Department as soon as possible 
whenever the school emergency management plan is activated and results in the closure of 
a school building in the district. A superintendent of a school within a supervisory district 
is to notify the BOCES District Superintendent as soon as possible whenever the school 
emergency management plan is activated and results in the closure of a school building. 
The BOCES District Superintendent is to notify the State Education Department of all 
school building closures not related to routine weather emergencies. 
 

Various agencies and services are involved in responding to school incidents, including 
emergency responders from law enforcement, fire, emergency medical services, mental 
health and other community organizations. An important component of the School ERP is 
advanced planning with various federal, state, county and/or local agencies, as well as 
community service providers to aid in a timely response to an incident. Advance planning 
may or may not include written agreements to help coordinate services between the 
agencies and school. If Memorandum of Understandings (MOU) are created, a copy shall 
be listed in the Appendix Section. Advanced planning should specify the type of 
communication and services provided by one agency to another. 

 

   Distribution of the Plan  
 
   8 NYCRR Section 155.17 (c)(3) mandates that a copy of the DWSP and any amendments shall 
   be filed with the appropriate local law enforcement agencies within thirty days of adoption.  
  This plan and the Confidential Building Level Plans are uploaded to the New York State Police  

Deleted: /Mary Ordway

Deleted: /Mary Ordway
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and the New York State Education Department as well as local law enforcement, to include County and 
Village Law Enforcement.   

 Prevention Strategies  
Collaborative Arrangements with local/state law enforcement: 

Administrative staff are expected to maintain collaborative relationships with the New 
York State Police, Tioga and Chemung County Sheriffs, the American Red Cross, and 
Town and Village Officials and local police agency. 

 
Police authorities should be consulted when the safety of staff, students, or the facilities is 
in jeopardy. 

 
Non-Violent Conflict Resolution Training Programs: 

Numerous types of training are available from a variety of sources, the implementation by 
all departments and programs to minimize the potential for violence. A sampling of the 
available resources includes: 

- Training programs available through the New York State Police 
- Programs available through the New York State 
- Abide by the Dignity for All Students Act 
- BOCES trainings including Therapeutic Crisis Intervention (TCI) 

Early Detection of Potentially Violent Behaviors  
 

Building Emergency Teams shall receive regular training in response and management of 
emergency situations, post-incident response, event evaluation, and debriefing. 

 
Personnel acting in security functions shall receive training in de-escalation, non-violent crisis 
intervention, and non-violent intervention strategies. Key staff members such as guidance 
counselors, the school administrators and the Nurse will respond to potentially harmful 
situations. All school employees will receive at least two hours of instruction on issues 
involving school safety within 30 days of hire, and annually thereafter by the 15th of 
September. These shall include, but are not limited to: 

Warning signals for violence Mentoring 
De-Escalation training Social skill development 
Non-Violent conflict resolution Character Education 
Improving communication between students and staff 
Emergency Response Procedures 
Violence Prevention  
Mental Health Awareness  
 

Additionally, the district participates in a Safety Service with GST BOCES and in 
addition, the district also obtains online safety training from our insurance provider Utica 
National Insurance via SAFE Schools to provide annual school safety training staff. 
Annual Multi-Hazard Training which includes Emergency Response Procedures, Violence 
Prevention and Mental Health Awareness for all staff.   Additional training will be provided 
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for staff which will include Right-to-Understand/Hazardous Communication Blood-
Borne Pathogens and Cyber Awareness to name a few. 

 
At the beginning of the school year student and staff handbooks are available to students and 
teachers. Components are reviewed at the beginning of the school year. Handbooks are 
reviewed and provided to teachers at the beginning of the school year. On conference days 
other required awareness and safety trainings are provided by the GST BOCES health and 
safety personnel and other appropriate topics to further raise staff awareness.  At other times 
special speakers are brought in for either staff or students.   Parental participation is always 
welcome and certain programs may be live streamed when we are permitted to. 

 

Assistance during Emergencies  
 

The primary responsibility for obtaining assistance from emergency services and local 
government agencies during an emergency rest with the Superintendent and Administrative 
staff. A teacher or a staff member should speak with his/her immediate supervisor about 
obtaining assistance unless such emergency is so dire as not to allow the time to do so. 

 
** The contact for extreme emergencies is 911** 

The following list of resources is meant to be a starting point, not a complete list. 

FIRST LINE OF ASSISTANCE: Public Safety 911 Dispatcher 

Business Calls: Tioga County Sheriff (607) 687-1010 
 Chemung County Sheriff (607) 735-8600 
 NYS Police (Horseheads) (607) 739-8797 
 NYS Police (Owego) (607) 687-3961 

 
The 911 dispatcher has a variety of services available such as police, fire response, rescue, 
emergency medical technicians, heavy rescue, auto extrication, communications, water rescue 
equipment, water pumps, and the like. The dispatcher also has contact with other emergency 
agencies on a priority telephone basis such as the Cornell Safety, and Inter-County disaster 
communications as well as direct links with medical services such as Guthrie, Sayre and  Cayuga 
Medical Center. There are few situations in which the 911 dispatcher cannot offer some 
assistance. The dispatcher’s office is staffed 24 hours a day, all year. 
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*Other possibly important numbers for urgent, but not emergent situations are: 
 

Police and Fire 
NY State Police 911 
Chemung County Sheriff (607) 735-8600 
Tioga County Sheriff (607) 687-1010 
Ambulance Service 911 
New York State Police (607) 687-3961 

FBI 
(Albany Office) (518) 465-7551 
U.S. Secret Service (315) 448-0304 

Hospitals 
Robert Packer Hospital (570) 888-6666 
Arnot Ogden Medical Center (607) 737-4100 
Cayuga Medical Center (607) 274-4011 
United Health Services (Switchboard) (607) 763-6000 
St. Joseph’s Hospital (607) 733-6541 

Other Emergency Services 
Child Abuse and Maltreatment (800) 342-3720 
New York State Electric and Gas (607) 347-4131 
Poison Control Center (800) 222-1222 
Tioga County Emergency Management Office (607) 687-2023 
Chemung County Emergency Management Office (607) 737-2096 
NY State Education Department (518) 474-3901 

Health Department 
Chemung County (607) 737-2028 
Tioga County (607) 687-8600 

Department of Mental Hygiene 
Chemung County (607) 737-5501 
Tioga County (607) 687-4000 

American Red Cross 
Chemung County (607) 734-3317 
Tioga County (607) 689-0105 

Transit Systems 
Chemung County (607) 734-5211 
NYS Department of Transportation- Hornell (607) 324-8404 
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Complete and valid information is essential to the management of an emergency event. The best 
information outside of the school may be obtained from the following sources in order of reliability: 

 
• The National Warning System (NAWAS) 
• Emergency Alert System (EAS) 
• Information available through the Sheriff’s office 
• NY Alert System 
• Media 
• Individuals reporting information. (Validity of information varies. For example, a fire 

chief on the scene will probably have the best information available). 
 

Identification of District Resources                                                 See Appendix C  
 

During an emergency the following should be considered/consulted: 
• District-Wide School Safety Plan (this document) 
• School Building Emergency Response Plan(s) 
• Other community agencies 
• Each school has emergency generators which provide power to run the boilers for heat, 

hot water, lighting and emergency lights and in the High School, kitchen facilities. 
This is an asset to the community and is listed as a resource with the local Red Cross 
agency. 

• The District also has a fuel depot at the Bus Garage, 7-72 passenger buses, 3-
70 passenger buses, 6-66 passenger school buses, 4 Suburbans, 1 dump truck 
with plow, 3 pickup trucks with plows, 2 staff cars, tractors, UTV, portable 
emergency generator and a transport trailer. 

 
Procedures to coordinate the use of School District Resources 

In the event of an emergency or disaster, the Superintendent, principal or designee, depending on 
the nature and severity of the emergency or disaster, should immediately notify/do the following: 

• Call 911 to activate the emergency law enforcement, fire, and medical response systems 
• The District Superintendent or his/her designee should immediately notify the Director 

of Facilities (or Designee if the Director is not available). 
• The decision to notify other emergency services shall be determined by the District 

Superintendent or designee. 
• Establishment of Command Post: The Director of Facilities (or Designee if the Director 

is not available) notifies the District Superintendent, Principals and Transportation 
Supervisor as necessary to assemble at a specific location designated as a Command 
Post. Normally, this location will be the District Office, but an alternate location may be 
determined by the Director of Facilities if conditions so warrant. 

• The Director of Facilities (or Designee, if the Director is not available) contacts all 
Maintenance Staff to report to an assigned location, and/or to remain on standby. 
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Planning Assumptions and Limitations 
 

Stating the planning assumptions allows the school to deviate from the plan if certain assumptions prove not to be true 
during operations as follows: 

• The school community will continue to be exposed and subject to threats/hazards and vulnerabilities described 
in the Threat/Hazards Assessments Appendix, as well as lesser threats/hazards that may develop in the future. 

•  A major disaster could occur at any time and at any place. In many cases dissemination of warning to the 
public and implementation of increased readiness measures may be possible; however, most emergency 
situations occur with little or no warning.  

• A single site incident could occur at any time without warning and the employees of the school affected cannot 
and should not, wait for direction from local response agencies. Action is required immediately to save lives 
and protect school property.  

• There may be a number of injuries of varying degrees of seriousness to faculty, staff, and/or students. Rapid 
and appropriate response can reduce the number and severity of injuries. 

• Outside assistance from local fire, law enforcement and emergency services will be available in most serious 
incidents. Because it takes time to request and dispatch external assistance, it is essential for the school to be 
prepared to carry out the initial incident response until emergency responders arrive at the incident scene. - 
Actions taken before an incident can stop or reduce incident-related losses.  

• Maintaining the Spencer-Van Etten Central School District and providing frequent opportunities for training 
and exercising the plan for stakeholders (staff, students, parents/guardians, first responders, etc.) can improve  
 

Concept of Operations 
The overall strategy of a Spencer-Van Etten Central School District-wide Safety Plan is to execute effective and timely 

decisions and actions that prevent harm, protect lives and property, mitigate damages, restore order and aid recovery. 
This plan is based upon the concept that the incident management functions that must be performed by the school 
generally parallel some of their daily routine functions. To the extent possible, the same personnel and material 
resources used for daily activities will be employed during incidents. Because personnel and equipment resources are 
limited, some routine functions that do not contribute directly to the incident may be suspended. The personnel, 
equipment, and supplies that would typically be required from those routine functions will be redirected to accomplish 
assigned incident management tasks. 

 
 Implementation of the Incident Command System (ICS)  
The Incident Command System (ICS) will be used to manage all incidents and major planned events/drills. The Incident 
Commander at the school will be delegated the authority to direct all incident activities within the school's jurisdiction. 
The Incident Commander will establish an Incident Command Post (ICP) and provide an assessment of the situation to 
the emergency responders, identify incident management resources required and direct the on-scene incident 
management activities from the ICP. If no Incident Commander is present at the onset of the incident, the most qualified 
individual will assume command until relieved by a more qualified Incident Commander. 8 NYCRR Section 155.17 
(c)(2)(v) requires a definition of a chain of command consistent with the Incident Command System. This chain of 
command shall be documented in the table included in Appendix B. 

 
Initial Response  
The Spencer-Van Etten Central School District personnel are likely to be the first on the scene of an incident in a school 
setting. Staff and faculty are expected to respond as appropriate and notify the Superintendent and/or Principal, or 
designee until command is transferred to someone more qualified and/or to an emergency response agency with legal 
authority to assume responsibility (Police, Fire or EMS dependent upon the nature of the incident). Staff will seek 
guidance and direction from the Spencer-Van Etten Central School District and emergency responders.  

 
Any staff person or faculty in a building that sees or is aware of an emergency shall activate the District-Wide Safety 
Plan and initiate the school’s readiness to respond to incidents.
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Organization and Assignment of Responsibilities  
 
This section establishes the operational organization that will be relied on to manage an incident and includes 
examples of the types of tasks that may be performed by different positions. The Incident Commander is not able to 
manage all of the aspects associated with an incident without assistance. The school relies on other key school 
personnel to perform tasks that will ensure the safety of students and staff during a crisis or incident. The Incident 
Command System (ICS) uses a team approach to manage incidents. It is difficult to form a team while a crisis or 
incident is unfolding. Roles should be pre-assigned based on training and qualifications. Each staff member and 
volunteer must be familiar with his or her role and responsibilities before an incident occurs. 
 
Students Responsibilities include: 

✓ Cooperate during emergency drills, exercises and during an incident 
✓ Follow directions given by facility and staff 
✓ Know student emergency actions and assist fellow students in an incident  
✓ Report situations of concern (e.g., "If you see something, say something.")  
✓ Develop an awareness of the high priority threats/hazards and how to take measures to protect against and 

mitigate   those threats/hazard 
 
Other Staff Responsibilities include:  

ü Execute assignments as directed by the Incident Commander 
 
Parents/Guardians Responsibilities include: 

ü Encourage and support school safety, violence prevention and incident preparedness programs within the 
school 

ü Participate in volunteer service projects for promoting school incident preparedness 
ü Provide the school with requested information concerning the incident, early/late dismissals, and other 

related release information 

ü Listen to and follow directions as provided by the School District 
 

Principal  
The principal (or their designee) will serve as the Incident Commander of their building; however, the superintendent 
is the overall incident commander for the district.   The Superintendent/Principal may designate a minimum of two 
qualified individuals to serve as alternates in the event that the principal is unable to serve in that role. At all times, the 
Superintendent/Principal still retains the ultimate responsibility for the overall safety of students and staff. 
Responsibilities include:  

ü Provide direction over all incident management actions based on procedures outlined in this DWSP  
ü Take steps necessary to ensure the safety of students, staff and others 
ü Determine which emergency protocols to implement as described in the functional annexes of this 

DWSP 
ü Coordinate/cooperate with emergency responders  

ü Keep the Superintendent informed of the situation 
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Teaching Assistants Responsibilities include: 
Teaching Assistants Responsibilities include assisting teachers as directed and actions to ensure the safety of students 
 
Teachers / Substitute Teacher / Student Teachers: 
Teachers shall be responsible for the supervision of students and shall remain with students unless directed to do otherwise. 
Responsibilities include: 

ü Supervise students under their charge 
ü Take steps to ensure the safety of students, staff, and other individuals. 
ü Take attendance when class relocates to an inside or outside designated area or to an evacuation site  
ü Report missing students to the appropriate Emergency Response Team Member 
ü Execute assignments as directed by the Incident Commander 
ü . � Obtain first aid services for injured students from the school nurse or person trained in first aid. 

Arrange for first aid for those who are unable to be moved  
ü Render first aid or CPR if certified and deemed necessary 

 
 School Nurse responsibilities include:  

ü Administer first aid or emergency treatment as needed 
ü  Supervise administration of first aid by those trained to provide it 
ü  Organize first aid and medical supplies  
ü  Execute assignments as directed by the Incident Commander 

 
 Counselors, Social Workers & School Psychologists Responsibilities include:  

ü Take steps to ensure the safety of students, staff, and other individuals during the implementation of the 
District-wide Safety Plan 

ü Provide appropriate direction to students as described in this ERP for the incident type 
ü Render first aid or CPR and/or psychological aid if trained to do so 
ü Assist in the transfer of students, staff and others when their safety is threatened by an emergency 
ü Administer counseling services as deemed necessary during or after an incident 
ü Execute assignments as directed by the Incident Commander 

 
Principal's Office Senior Clerk/Office Senior Clerk Responsibilities include:  

ü Answer phones and assist in receiving and providing consistent information to callers 
ü Provide for the safety of essential school records and documents 
ü Provide assistance to the Incident Commander/Principal 
ü Monitor emergency broadcasts  
ü Execute assignments as directed by the Incident Commander 

 
Custodians/Maintenance Staff Responsibilities include: 

ü Survey and report building damage to the Incident Commander 
ü Control main shutoff valves for gas, water, and electricity and ensure that no hazard results from 

broken or downed lines  
ü  Provide damage control as needed 
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ü Assist in the conservation, use and disbursement of supplies and equipment 
ü  Control locks and physical security as directed by the Incident Commander 
ü Keep Incident Commander informed of the condition of the school  
ü Execute assignments as directed by the Incident Commander 

 
Bus Drivers Responsibilities include: 

ü Supervise the care of students if disaster occurs while students are on the bus 
ü Transfer students to new location when directed  
ü Execute assignments as directed by the Incident Commander 

 
Food Service/Cafeteria Workers Responsibilities include: 
ü Prepare and serve food and water on a rationed basis whenever the feeding of students and staff becomes 

necessary during an incident 
ü Execute assignments as directed by the Incident Commander 

 
 

Direction, Control and Coordination  
 

To provide for effective direction, control and coordination of an incident, the Spencer-Van Etten Central  
School District DWSP will be activated through the implementation of the Incident Command System (ICS).  
 
Staff are assigned to serve within the ICS structure based on their expertise, training and the needs of the 
incident. Roles should be pre-assigned based on training and qualifications. Spencer-Van Etten Central School 
District ICS is organized as follows School Building security is outlined further in the School Building Level Safety 
Plans.  
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See Appendix B: Incident Command System and Appendix Q for a listing of individuals designated to fill the Command 
Staff roles. 

A. School Incident Command System (ICS) Roles Defined 
 

The Incident Command System is organized into the following functional areas: 
 

 
1. Incident Command 

 
Directs the incident management activities using strategic guidance provided by the  
Superintendent or his designee.  

 
Responsibilities and duties include: 
• Establish and manage the Command Post, establish the incident organization and determine strategies 

to implement protocols (adapt as needed) 
• Monitor incident safety conditions and develop measures for ensuring the safety of building occupants 

Incident Commander  
Directs incident management activities 

Alternate IC
Superintendent/Emergency 

Coordinator

Planning
Responsible for 

collection, 
evaluation, 

dissemination, and 
use of information

Operations
Carries out 
response 
activities, 
universal 

procedures, etc.

Logistics
Responsible for 

organizing 
resources and 

personnel

Finance & 
Administration

Responsible for 
incident 

accounting, costs 
and 

reimbursement

Public Information Officer 
(PIO)

Acts as liaison between school and 
public (including media) Safety Officer

Responsible for overall safety of all 
persons involved

Liaison Officer
Responsible for coordinating with 

outside/emergency agencies
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• Coordinate media relations and information dissemination with the Superintendent/Principal/Incident 
Commander 

• Develop working knowledge of local/regional agencies, serve as the primary on-scene contact for 
outside agencies assigned to an incident, and assist in accessing services when the need arises 

• Document all significant activities 
 

2. Operations Section 
 

Directs all tactical operations (actions) of an incident including the implementation of response/recovery activities 
according to ICS, care of students, first aid, psychological first aid, search and rescue, site security, damage 
assessment, evacuations, and the release of students to parents. 

 
  Responsibilities and duties include: 

• Monitor site utilities (i.e. electric, gas, water, heat/ventilation/air conditioning) and shut off only if 
danger exists or directed by the Incident Commander and assist in securing the facility. 

• Establish medical triage with staff trained in first aid and CPR, provide and oversee care given to injured 
persons, distribute supplies and request additional supplies from the Logistics Section. 

• Provide and access psychological first aid services for those in need and access local/regional providers 
for ongoing crisis counseling for students, staff and parents/guardians. 

• Coordinate the rationed distribution of food and water, establish secondary toilet facilities in the event 
of water or plumbing failure and request needed supplies from Logistics Section.  

• Document all activities 
 

As needed, Emergency Response Teams may be activated within the Operations Section. 8 NYCRR Section 155.17 
(c) (2) ii requires the designation of individuals assigned to emergency response teams.  The Emergency Response 
Teams Appendix includes tables for documenting those designated individuals.   

 
3. Planning Section 

  
Collects, evaluates, and disseminates information needed to measure the size, scope and seriousness of an incident 
and to plan appropriate incident management activities. 

 
Responsibilities and duties include: 
• Assist Incident Commander in the collection and evaluation of information about an incident as it 

develops (including site map and area map), assist with ongoing planning efforts and maintain incident 
log 

• Document all activities 
 

4. Logistics Section 
 

Supports ICS by securing and providing needed personnel, equipment, facilities, resources and services required for 
incident resolution. Coordinates personnel, assembling and developing volunteer teams and facilitates 
communication among incident responders.  This function may involve a major role in an extended incident. 

 
Responsibilities and duties include: 
• Establish and oversee communications and activities during an incident (two-way radio, written 

updates, etc.) and develop telephone tree for after-hours communication 
• Establish and maintain school and classroom preparedness kits, coordinate access to and distribution 

of supplies during an incident and monitor inventory of supplies and equipment 
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• Document all activities 
 

5. Finance/Administration Section 
 

Oversees all financial activities including purchasing necessary materials, tracking incident costs, arranging contracts 
for services, timekeeping for emergency responders, submitting documentation for reimbursement and recovering 
school records following an incident. 

 
 Responsibilities and duties include: 
• Assume responsibility for overall documentation and recordkeeping activities; when possible, 

photograph and videotape damage to property 
• Develop a system to monitor and track expenses.  
• Account for financial losses in accordance with district policy and secure all records 

 
B. Coordination with Responders 

 
The School DWSP may have a set of interagency agreements with various agencies to aid in timely communication.  
Agreements with these agencies and services (including, but not limited to, mental health, law enforcement and fire 
departments) could help coordinate services between the agencies and the school.  The agreements could specify the type 
of communication and services provided by one agency to another 
 
In the event of an incident involving outside agencies, a transfer of command from the school Incident Commander to a 
responding agency will occur.     

 
C. Source and Use of Resources 

  
The school will use its own resources and equipment to respond to incidents until emergency responders arrive.   
 
It is suggested that the school establish memoranda of understanding with local organizations and businesses to provide 
necessities in the event of an emergency.  Examples include local grocery stores for food and water or county health 
departments for counseling services.   

 

Information Collection, Analysis & Dissemination  
 

The District/respective School will collect, analyze, and disseminate information during and after an incident.   
 

A. Types of Information 
During an incident, the school will assign administrative staff to monitor weather and local law enforcement  

alerts.  This information will be analyzed and shared with the Incident Commander. 

After an incident, the school will assign staff to monitor websites and hotlines of mental health,  

emergency management and relief agencies. The school will also monitor the school district  

information portal, to determine any information pertinent or critical to the school’s recovery effort. 

 
B.  Information Documentation 

The assigned staff member will document the information gathered including: 
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• Source of information 
• Staff member who collected and analyzed the information 
• Staff member to receive and use the information 
• Format for providing the information 
• Date and time the information was collected and shared 

 
Training and Exercises  

 
The school understands the importance of training, drills, and exercises in being prepared to deal with an incident.   
To ensure that school personnel and community responders are aware of their responsibilities under the School  
District-Wide Safety Plan the following training and exercise actions should occur.     
 
A.  Training  

 
All school staff, students, and others deemed appropriate by the school should receive training during the school 
 year to better prepare them for an incident. 

 
• Roles and Responsibilities – Deliver at start of school year 
• Incident Command System (ICS) Training – Training should be completed prior to assignment 

to an ICS role.  Online training is available through the FEMA Independent Study Program  
at www.training.fema.gov.  ICS classes are offered through the NYS Division of Homeland  
Security and Emergency Services (DHSES) at www.dhses.ny.gov.  Or by contacting  
your local emergency management agency. 

• Annual training 
o Review District-Wide Plan with staff 
o Conduct full staff briefings on roles to perform during a lockout, lockdown and special 

 hazard situations such as an active shooter 
o Ensure all staff have been briefed in the communications and notifications requirements  

set forth in the DWSP 
o Conduct student briefings on roles to perform during a lockout, lockdown and special 

 hazard situations such as an active shooter 
 

B.  Drills & Exercises 
 
At a minimum, the school will conduct the following exercises/drills annually: 

 
• Section 807 of the Education Law mandates that pupils must receive instruction on how to  

exit the building in the shortest possible time without confusion or panic.  The instruction must  
be in the form of drills or rapid dismissals and must include a minimum of 12 drills each school year. 

• 8 NYCRR Section 155.17 (h) - each building level emergency response plan shall be tested 
 including sheltering and early dismissal (no earlier than 15 minutes before normal dismissal). 

 
Administration, Finance and Logistics  

 
A.  Agreements and Contracts 

 
If school resources prove to be inadequate during an incident, the school will request assistance from local  
emergency agencies, other agencies and industry in accordance with existing Memorandum of Understanding. 
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Such assistance includes equipment, supplies and/or personnel.  All agreements are entered into by authorized  
school district and school officials.   

 
B.  Documentation 
 

The ICS Section Chiefs will maintain accurate logs recording key incident management activities including: 
• Activation or deactivation of incident facilities 
• Significant changes in the incident situation 
• Major commitments of resources or requests for additional resources from external sources 
• Issuance of protective action recommendations to staff and students 
• Evacuations 
• Casualties 
• Containment or termination of the incident 

 
C.  Incident Costs 
 

The ICS Finance/Administration Section is responsible for maintaining records summarizing the use of personnel, 
equipment and supplies to obtain an estimate of incident response costs that can be used in preparing future school 
budgets and to share these costs with the Superintendent and District Business Office.  These records may be used to 
recover costs from the responsible party or insurers or as a basis for requesting financial assistance for certain 
allowable response and recovery costs from the State and/or Federal government. 

 
D.  Preservation of Records 
 

In order to continue normal school operations following an incident, records such as legal documents and student files 
must be protected (i.e. in the event of a fire and flood). 
 

School Building Security  
 

School Building security is outlined in the School Building Level Safety Plans. 
Each staff member is responsible for monitoring activities in and around the school property. 
They receive annual training in the proper ways to perform these duties. Visitors to the school 
buildings are required to enter through a secured vestibule which only allows them to report to 
the main office to provide identification and sign into a register and receive a visitor ID badge, 
the visitor ID badge is generated through the Raptor System which checks against various state 
and local systems of at risk visitors.  
 
The District has entered into a contract with the Village of Spencer for a School Resource Officer 
(SRO) (See Appendix P).  Our SRO reports to the district daily during the school year and assists 
the district with various components of our school district emergency management plan in regard 
to school safety and security.   In addition, the district has instituted the New York State Police 
Threat Assessment Model (2007) as part of our assessment of at-risk students (see Appendix D).    
  
All new school employees are screened by utilizing the fingerprint background procedures 
outlined by NYS Education Law. The school checks references for each applicant and each 
applicant goes through an extensive interview process. 
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All staff/faculty members are to wear district ID badges. 
 

Visitors/Intruders 
 

Every staff member is responsible for the safety of students and the school. Therefore, it is 
essential that every adult in our schools follow procedures that will ensure the safety of every- 
one. This includes clear identification of our SVE employees (by means of a photo identification 
tag) and visitors (visitor badges) to our buildings on a daily basis. 

• Authorized 
Visitors, while welcome in school for their contributions to the education of children, are 
only to remain in school for purposes directly related to their authorized visit. All visitors 
must follow the procedures established by the building. This includes signing in and 
noting time when entering the building, wearing an identification tag/badge during their 
visit, and signing out and noting time when leaving. This includes the following: 
substitute teachers, family members, students not enrolled in our district, volunteers, 
maintenance workers, contractors, and vendors. A visitor who enters or remains in a 
school without authorization may be considered an intruder. If such determination is 
made, all necessary precautions and actions should be taken. The visitor registry shall be 
supervised by office staff members who have a clear view of the entryway and path to the 
school office either in person or through the use of cameras. Each school safety team 
shall be responsible for establishing this procedure and determining the person(s) 
responsible for this task. Any group using a district facility will submit a building use 
form. The individual submitting the building use form will be responsible for reviewing 
the visitor and safety procedure with their group. 

• Unauthorized 
An assessment of all unauthorized visitors can be made immediately by any school staff 
member if it is determined that a visitor is unauthorized. After identifying an 
unauthorized visitor, the following emergency actions should be taken: 

1. Alert main office or designee by any means available 
2.    Await further instructions from the person in charge of the building or the 

designee. The person in charge of the building will determine additional 
actions, which may include “Lockdown” procedure. 

 

Authorities and References  
 

The following are State and Federal authorizations upon which this District-wide Safety Plan is based.  These authorities 
and references provide a legal basis for incident management operations and activities.  

 
• The New York State Safe School Against Violence in Education (Project SAVE) and 8 NYCRR Section 

155.17 require that school emergency plans define the chain of command in a manner consistent with the 
Incident Command System (ICS). 

   
• New York State Executive Order 26.1 (2006) established ICS as the state’s standard command and 

control system that will be utilized during emergency operations.  
• Homeland Security Presidential Directive (HSPD) – 5 required the development of National Incident 

Management System (NIMS), of which ICS is a critical component. 
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Annual Multi-Hazard School Safety Training  
The District continues its obligation to ensure that all staff receive the required annual Right-to- 
Know, Hazard Communication, and Blood borne Pathogen (Exposure Control) training. 

 
As required by Commissioner's Regulations, the District will implement required emergency 
response procedures, violence prevention education and mental health training as part of the 
Superintendent's Conference Day activities each year. This training will also be provided to new 
employees within 30 days of hire and annually thereafter by the 15th of September. 

 
The District also has annual fire safety training as required by section Chapter 4 Section 406 of 
New York State Fire Code. Arson and fire prevention training are conducted in compliance with 
Section 808 of Education Law. Bus drivers conduct bus evacuation drills with students annually.  

 
At the beginning of the school year, at a general staff meeting, all staff will be given a 
chance to go over procedures for all the mandatory drills and procedures. 

 
Once a year the district safety committee shall convene for a day and review the plan, talk about 
new ideas for training and do tabletop drills for the major emergencies. 

 

Test Components of the Emergency Response Plan/Functional Annexes  
 
Every school year, Spencer-Van Etten Central School District will conduct Emergency Drills 
according to New York State Regulations. Currently we conduct at least: 
 

- 8 Evacuation Drills (required per Education Law § 807) 
- 4 Lockdown Drills 
- Lockout Drills 
- Shelter-In-Place Drills 
- Hold-In-Place Drills 

 
These appendices contain elements required by 8 NYCRR Section 155.17.  Completion of the response actions  
utilizing the recommended actions will help the school comply with State law.   

 
• Crime Scene Management 
• Communications 
• Medical Emergency 

 
The School Crisis Team also recommends that schools complete the following utilizing the recommended actions in the building 
level plans. 

• Accounting for All Persons 
• Family Reunification 
• Continuity of Operations 
• Recovery 
• Security  
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Early Dismissal Drill 
Pupils will be released to their assigned buses when such buses are announced as available. 
Normal bus schedules will be advanced fifteen (15) minutes for the early dismissal plan 
drill. Parents or guardians shall be notified in writing at least one week prior to such drills. 

          Transportation and communication procedures shall be included in the test. 
 

The Superintendent or Designee shall file a post emergency report with the 
Superintendent and the BOCES Superintendent within five days. 
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Plans for Response to Specific Emergencies  
 

School Cancellation 
School occasionally must close down operations because of severe weather or unanticipated 
emergencies. The decision to cancel school is made by the District Superintendent or designee. 
When school is cancelled because of emergency conditions, the following will occur: 

1. The Superintendent will notify the Principals, Transportation Supervisor, Director 
of Facilities, Director of Food Service and Public Information Coordinator. 

2. These persons will begin any telephone contacts they have arranged with their staff in 
their department. (Each person mentioned will designate an alternate to be called in the 
event that (s)he is unavailable.) 

3. The Superintendent or designee will notify the appropriate radio stations and television 
channels. Information will be posted on district webpage; district social media accounts 
and the School Messenger Rapid Call system will be implemented. 

 
Early Dismissal 
In the face of an emergency situation occurring during the school day, the following procedures 
are to be followed: 
1. The Superintendent or his/her designee makes or approves a "go home" decision. 
2. Wherever necessary and advisable, an announcement is made on the radio stations, 

television channels, district social media accounts and website. The School 
Messenger Rapid Call system will be implemented as identified in the section above. 

3. Sufficient school personnel will remain until all students have safely dismissed 
and arrived home safely. 
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Evacuation/Alternate Shelter Plan 
1. The Superintendent or Designee makes the decision to evacuate the school. 
2. The Superintendent or Designee notifies the Director of Facilities, with the 

Transportation Director as an alternate if the Director of Facilities is not available, 
Food Service Manager and district/ building administrators of the need to 
evacuate. 

3. Staff and students will evacuate the buildings to assigned evacuation destinations at the 
sound of the fire alarm or per instructions over the loudspeakers. Staff members are 
responsible for accounting for all students. 

4. The Superintendent (or Designee) sends maintenance personnel to each location to be 
evacuated to inform staff members of the evacuation plan. Building Administrator (or 
designee) will check that all students are accounted for prior to and again upon arrival 
at evacuation site. Building Administrator or Designee will report by cell phone to the 
Superintendent or Designee regarding the accountability of staff and students. The 
building administrator or designee will secure the “Emergency Bag” before 
evacuation. 

5. The Superintendent or Designee in conjunction with Building Administrators 
arranges for the relocation of staff and students following building plans. 

6. The Superintendent or Designee contacts Transportation Supervisor to arrange 
transportation or give special instructions. 

7. The Transportation Supervisor contacts any bus drivers who are off campus and will 
instruct them to report to the appropriate location. 

8. The Superintendent or Designee establishes a command post with the Administrator 
in charge. 

9. The Superintendent or Designee will establish a media/information center. 
 

Evening and Weekend Emergencies 
In the case of an emergency when an event is being held at Spencer-Van Etten CSD, the 
responsible staff person shall immediately take the appropriate action. (Chain of command in 
the following order: Administrator on site, Maintenance personnel on site, Chaperone) As soon 
as feasible, the Principal and the Superintendent must be notified. 
 
All school district personnel supervising events shall have access to a copy of District and 
Building Level Safety/Emergency Response Plans. 
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 Intervention Strategies 
 
As per section 100.2 (gg)(1)(iv) Commissioner's Regulations, any incident reported that falls into the 
categories outlined under this section shall be referred to law enforcement as well as the district addressing via 
the various levels of discipline outlined in the Code of  Conduct and the S-VE Student Conduct and 
Discipline Manual.    

 
Law Enforcement: Violent Incident 
The primary responsibility for contacting law enforcement regarding threats or acts of violence 
rests with the Administrative staff.   Students should report a violent incident to the nearest adult 
and that adult should notify an administrator immediately. 
 
Please keep the following guidelines in operation when responding to a violent act: 

• Inform all staff members of the basic details of the incident and continue to keep them 
informed (if the violent act effects a large population of faculty/students). Establish a 
mechanism for all staff to continue to give you feedback throughout the entire 
process. 

• School Messenger will be used initially to inform parents, caregivers, students and 
persons in parental role. A letter will be sent home with all students for any violent 
incidents that potentially impact a significant number of students (includes general 
information about the incident). 

• In violent incidents necessitating building evacuation with emergency evacuation 
plan parents will be notified via mass media and School Messenger All Call. 

• In the event of a violent incident involving the entire building, students should not be 
allowed to use phones unless authorized by a building administrator. 

• Parents/guardians of students involved and/or impacted by a violent act will be contacted. 

• Information regarding student records and families are to be treated in a 
confidential manner. A breach of confidentiality will result in disciplinary action. 

Note: If Student Discipline is needed, refer to the S-VE Student Conduct and Discipline Manual. 
Possible contacts include but are not limited to the following: 

New York State Police 911 
Chemung County Sheriff (607) 735-8600 

Tioga County Sherriff (607) 687-1010 
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Acts of Violence  

Any act of violence is to be considered in the context of the Code of Conduct. Please refer to the 
Code of Conduct and the S-VE Student Conduct and Discipline Manual for additional 
information about the consequences of violent behavior. If the act of violence is so egregious as 
to require action(s) beyond that/those found in the Code of Conduct, then the following 
responses should occur: 
1. A staff member should report the incident to his/her immediate supervisor. 
2. An Administrator should report the threat to the Superintendent or designee, who will 

decide whether or not to involve the local authorities and/or emergency personnel. 
Possible contacts include but are not limited to the following: 

New York State Police 911 
Chemung County Sheriff (607) 735-8600 
Tioga County Sherriff (607) 687-1010 

3. Other actions include but are not limited to the following: 

• Employ appropriate building lock down procedures 
• Notify the Director of Facilities 
• Assure that all students are accounted for 
• Prepare a command post 
• Determine locations of all staff and students 
• Allow the perpetrator(s) to escape out of and away from the building 
• Avoid reckless/imprudent actions: keep a distance, do not make quick moves, do not 

force the issue mentally or physically. 
 

Fight, Assault or Rape  
Immediate Actions 

 
• Call for administrative assistance. The administrator shall notify the Superintendent 

and/or make determination if law enforcement or other agencies should be 
contacted. 

• Building Principal will determine if a Hold-In-Place is necessary. 
• Notify the building nurse. 
• Enlist help to control onlookers. Isolate. 
• Clear the area of students. 
• Remain in visual contact of altercation encouraging those involved to cease. Secure 

area as a possible crime scene. 
• Remove objects that might increase danger to participants. 
• Obtain names of those involved. 
• Await assistance from administrative staff. 
• Treat life-threatening injuries only (airway, bleeding, and circulation). Do not alter 

physical condition of victim and surroundings (to protect evidence). 
• Call the parent, spouse or other individual on the student’s or employee’s emergency 

information card, after consultation with law enforcement. 
• Accompany the victim to the hospital, if appropriate. 
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Suicidal Threats  
 

Standard Procedure: 
 

1. When a staff member hears a threat or concerning statement about a student wanting 
to harm themselves and there is no pre-existing plan for that student*, they will make 
direct contact with the building administrator and/or one of the following people: 
a. Elementary School – School Psychologist, School Counselor, or TCMH Counselor 
b. Middle School – School Psychologist, School Counselor, or TCMH Counselor 
c. High School – School Psychologist, School Counselors, or TCMH Counselor 

2. If no counselor is available in the building, the staff member/principal will contact 
another counselor from a different building. 

 
3. The student’s parents will be contacted by a counselor before the student goes home. 

If the parent cannot be reached, emergency contacts will be used. Additional safety 
precautions or resources will be utilized as needed. 

 
4. Counselor will document the event and share with building administration, along with 

the school psychologist. 

*It is important to note the difference between behavior vs. suicidality. If student 
statements of suicide are behavioral, a behavior plan to address this concern will be 
created. The counselor conducting the assessment will make the determination if a 
behavioral plan is warranted. 

 
Responses to Emergencies  

 
Bomb Threats 

When a threat is received, the person answering the call should utilize the NYSP 
Bomb Threat Instruction Card, found by each phone and write down any responses. 
They should immediately contact the following people in order: 

1. Building Principal – who will contact 
• Appropriate law enforcement agency (911) (When a drill, make call to 911 

and inform them we are confirming a scheduled bomb drill) 
• Building custodians, so they can scan the exiting areas that students and 

staff will be using. Any suspicious objects should be reported to the 
administrator. 

• Make announcement to staff and students to report to classrooms: 
✓ Open windows only if suspicious object is observed, notify 

office and follow evacuation procedures. 
✓ Take attendance and wait for further instructions from an administrator 

or Supervisor. 
2. Secretary will contact the following in order: 

• Contact Superintendent of Schools at District Office (x3400 or (607) 589-7100). 
If specific school only, Superintendent to contact other schools to alert 
principals and staff. Superintendent or Designee will: 
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✓ Contact other schools immediately if the threat is districtwide. 
✓ Respond to scene to command and coordinate 
✓ Be spokesperson for district. 

In Superintendent’s absence- Director of Instructional Support; in their 
absence respective building Principal will assume responsibilities. 

• Contact Director of Facilities (x3430 or (607) 589-7130). 
✓ Director of Facilities is to report to scene to coordinate search with search 

team. 

• Contact Director of Transportation (x3660 or (607) 589-7160). 
✓ Arrange for transportation of students and/or help transport students to 

safe locations if necessary 
✓ Report to scene and assist with search 

 
 Bomb Threat Guidelines NYS School Safety Guide  

General 
• A bomb threat, even if later determined to be a hoax, is a criminal action. No bomb 

threat should be treated as a hoax when it is first received. 
• Administrator or designee will call 911 and will determine if an Evacuation or Hold- 

in-Place is necessary. 
• During regents testing or state assessments, all testing areas are to be searched and 

secured at the end of each day, from day one when area is set up, and not opened 
before the next day when test proctors arrive. 

 
School Employee and Community Agency Involvement 

• Schools may form teams of volunteers from administration, faculty, staff and 
community agencies to assist in sweeping buildings or grounds for anything that looks 
out of place. 

• School employees who volunteer to assist, should have access to building keys, floor 
plans, and information about shut-off valves for heat, electricity, water, and ventilation 
(HVAC). 

 
Receiving Bomb Threats 
Written Threats 

• Contact Police (911). 
• Immediately notify the school building Principal. 
• Handling of a written bomb threat should be kept to an absolute minimum since it may 

be used as evidence in a criminal investigation. 
A threat written on a bathroom wall, mirror, or stall should not be removed until it is viewed or 
documented (photographed) by law enforcement. 

 
Telephone or Other Verbal Threats 

• Contact Police (911). 
• Immediately notify the school building Principal. 
• The NYSP Bomb Threat Instruction Card located next to the telephone, should be 

followed. 
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Suspicious Package 
• Contact Police (911). 
• Immediately notify the school building Principal. 
• Follow building level plan. 

Bomb Threats on Buses 
• Call 911 District Office and the Director of Transportation. 
• Dispatcher inquiries about: 

o Location 
o Number of students 
o Any immediately visible suspicious packages 

• Inform District Office of action taken. 
• School Messenger will be used initially to inform parents, caregivers, students and 

persons in parental role. A letter will be sent home with all students for any violent 
incidents that potentially impact a significant number of students (includes general 
information about the incident). 

Civil Unrest - Riot 
• ISOLATE the action by calling a Lockdown if the threat is on school property. 
• Notify building Principal. 
• Call the police 911 and the Superintendent. Describe the event as accurately as possible 

including the approximate number of people involved, the presence of weapons and other 
pertinent information. 

 
Procedure for Orders of Protection 

An order of protection is a legal court order authorized by a judge, which restricts the 
amount or degree, or proximity of contact allowed between specific individuals. 

 
Any Order of Protection must be filed with the building Principal. 

 
It is the responsibility of the Principal to immediately inform all staff (including secretarial 
and bus aides) whom NEED TO KNOW in order to protect the individual named in the 
Order of Protection.  In addition, information should be added into the Raptor Systems to 
alert staff via that system of potential issues. The Principal will also notify law enforcement 
of the presence of an individual prohibited from entering the premises. 
Note: “Need to Know” would be those staff members who have contact with the protected 
individual. 

 
Weapons 

If it is ascertained by school personnel that a weapon(s) has been brought onto the campus, 
the following emergency actions will be taken: 
Immediate Actions 

• Principal or designee calls 911 and alerts Superintendent 
Note: In this emergency situation, when law enforcement officials arrive, their 
authority supersedes school building/district authority. 

• Await further instructions from the Person in Charge of Building or designee, 
which may include “Lock Down” procedures within building safety plans. 

 
If an individual(s) fires a weapon(s) in your area, take the following actions: 
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• Call 911 if phone available; otherwise notify principal immediately who will 
call 911 and Superintendent. If possible, alert the main office. 

• Call a “Lock Down” and follow procedure 
• Secure your classrooms as per building plans. (Law Enforcement Personnel will 

want to see into each room) Note: In an emergency when law enforcement is 
called to the school, School Personnel Authority is superseded by law 
enforcement when they are on site. However, the Principal should still be the 
person to relay information. 

 
Active Shooter/Armed Person 

• First responsible person aware of event will: 
o Call a lockdown 
o Call 911 
o Notify Principal 

• Building Principal or designee will: 
• Notify principals of other buildings. 
• Notify Superintendent or Designee if not already notified. 
• Be available to meet law enforcement personnel. 

 

After students are all sent home: 
 

• Bring together the crisis team with crisis plan – School Messenger will be used 
initially to inform parents, caregivers, students and persons in parental role. A letter 
will be sent home with all students for any violent incidents that potentially impacts 
a significant number of students (includes general information about the incident). 

 

Child Abduction from Bus Loading/Unloading Area or Outside of Building 
• Notify Transportation Department immediately and write down description of 

suspected abductor, make, model and license plate number of the car, if 
observed. Take a picture of the vehicle if possible. 

• Do not endanger yourself or other students by trying to stop abduction. 
• Notify Principal and Superintendent as soon as possible. 
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Child Abduction/ Kidnapping/Hostage/ Unauthorized Visitor in School 
Buildings or on School Premises 

• If you see an unauthorized adult approach a student, move to the area calmly and 
ask, “May I help you…” Ask suspected abductor if he/she has written permission to 
take child. 

• If there is opportunity, indicate that the student must be signed out at office. 
Escort person to office. 

If abduction is already in progress, do not attempt to interfere. 
• First responsible person aware of event will: 

o Call a lockdown 
o Call 911 
o Notify Principal 

• Building Principal or designee will: 
o Notify Principals of other buildings 
o Notify Superintendent or Designee if not already notified 
o Be available to meet law enforcement personnel 

• If in position to see it or able to move to see it, get the license plate number 
of the car of the suspected abductor. Take a picture if possible. 

• Do not shout so that abductor can hear— he/she may be armed, and you 
may endanger the lives of others. 

• As soon as possible, if observed-write a description of suspected abductor 
and make, model and license plate number of the car. 

 
When a student is taken forcibly from school (Weapons may or may not be involved): 

• Administrator will call 911 and Superintendent immediately. Person or persons 
who witnessed the student’s removal should immediately document any pertinent 
information including description of individual, a car license number, description 
of car, and any other specific details. 

• Information is to be reported immediately to administration via the nearest 
telephone. Do not use intercom system to relay information. The administration will 
be in contact with parent(s), the police, and Superintendent of Schools. 

 
Hazardous Materials Exposure 

Immediate Actions 
If a letter, package, or container claiming to be infected with anthrax or any other 
hazardous material is received, or a phone call saying there is a hazardous material present 
at your location, YOUR FIRST ACTION SHOULD BE TO CONTAIN THE THREAT 
TO AS FEW PEOPLE AND AS SMALL AN AREA AS POSSIBLE. This is 
accomplished by the following: 

1. Immediately isolate the threat by not moving the letter, 
package, or container from its original location. 

2. Move people away from the immediate area and do not allow 
ANYONE to touch or move the threat. 
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3. Close doors and windows to the area and lock the room, if 
possible, to avoid others accidentally contacting the threat. 
Those individuals originally present when the threat was 
discovered should remain nearby and not in contact with 
uninvolved individuals. They will not receive an additional 
exposure if the threat remains undisturbed. 

4. Notify your building Principal. 
5. Building Principal or designee will call 911. 
6. Notify Superintendent. 

 
 

Chemical Accidents 
• If you witness a hazardous materials accident, spill, or leak, notify your building 

Principal. 
• Building Principal will notify 911. 
• Principal notifies the Superintendent. 
If you are outside when hazardous materials spill: 
• Move away from the spill. Move upstream, uphill, and upwind; hazardous 

materials can be transported quickly by air and water. 
• Don’t touch or step in spilled material. 

 
If you are inside when hazardous materials spill: 
• Close all windows and doors. Seal gaps under doorways and windows with 

wet towels and duct tape or a similar thick tape. 
• Close as many internal doors as possible. 
• If local authorities warn of an explosion, close all shades and drapes. Stay 

away from the windows to prevent injury from flying glass. 
• Turn off all ventilation systems or go to 100 percent recirculation so that no 

outside air is drawn into the building. 
• If you suspect that gas or vapors have entered the building, take shallow breaths 

through a cloth or towel. 
• Remain in protected, interior areas of the building where toxic vapors 

are reduced. 
 

Immediate Actions 
1. Principal or designee will call 911, the Superintendent, and the Director of 

Facilities to report as much accurate information as possible. 
2. Director of Facilities or Designee will shut off HVAC systems. 
3. Immediately escort all exposed patients for medical assistance. Any exposure to 

hazardous materials must be checked out by competent emergency services. Bring 
material, name, or container as directed. Consult MSDS Data Sheet for treatment. 

4. If directed by fire personnel, evacuate as directed. 
5. Supervise and account for all students within your assignment. 
6. Remain with the students if alternate shelter plan is in effect. Reassure students and 

direct them in an orderly manner. (See Alternate Shelter Plan) 
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7. Await instructions for possible Emergency Evacuation Plan. Do not re-enter building 
for any reason. 

8. If fire personnel say that no Evacuation is necessary, keep students and personnel 
away from the event site. 

 
More information: New York State Health Department Bureau of Communicable Disease Control: 
(518) 473-4439 Poison Control Center (800) 222-1222 

 
Building Collapse 

Immediate Actions  
1. Seek immediate shelter either in room or hallway. Get under desks or tables. 
2. Avoid glass windows, heavy fixtures, shelved equipment, and objects that might fall. 
3. Evacuate building to predetermined locations when collapse has subsided. Do not wait 

for directions to do so. Communications will probably be disrupted. Get away from 
building. Use pre-planned evacuation routes if possible. 

4. In evacuating, avoid electrical panels, wires, and electrical fixtures. 
5. Do not return to building under any circumstances. 
6. Notify the 911-dispatcher and the Director of Facilities of the event in any 

way possible—fire alarm box, telephone. 
7. Set up a Command Post in a visible and secure location. 
8. Each staff member should account for students who were being supervised during 

the time of the collapse. 
9. Continue to follow evacuation procedures. 

 
Bus Accident Procedures- 

 
1. Bus driver or emergency personnel contacts Transportation Department: 
2. Director of transportation assesses seriousness of incident and initiates 

the following procedures as deemed necessary. 
• Superintendent’s office shall be called: Superintendent notifies building 

Principal. 
• Building Principal alerts the appropriate health professional/School Nurse 

assigned to the building. 
• In loco parentis will be exercised at accident site by Director of 

Transportation or other administrator present, including signing of 
appropriate release forms. 

• If the bus continues to school, students will be kept in one area until 
the appropriate health professional/School Nurse has assessed each 
student. 

• If the students are transported to the hospital emergency room, the 
Transportation Department contacts the Superintendent, and the 
appropriate district personnel will provide the hospital emergency room 
with medical information. 

• Students in the hospital emergency room will be transported home or to school 
by parent or parent designee. Parents of all students on the affected bus will be 
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instructed in person, by telephone, or by a note home, to call their child’s 
physician for possible further follow up. 

• Driver should have names and addresses of all persons involved and all 
witnesses. Some witness may leave before law enforcement arrives. 

• Drivers should have in their possession, seating charts with their students listed 
on them. 

• Depending on the law enforcement agency investigating an accident, the police 
may request the driver to collect and have in their possession every student’s 
name, their address, and phone number to give to a law enforcement officer at the 
site of the accident. 

• At no time will a parent or legal guardian be allowed on the bus until 
the proper authorities have completed their work at the site. 

 

Earthquake 
Immediate Actions 

1. Seek IMMEDIATE shelter either in a room or hallway. Get under desks or tables. 
2. Avoid glass windows, heavy fixtures, shelved equipment, and objects that might fall. 
3. In halls, stairways, or other areas where no cover is available, 

• move to an interior wall 
• kneel with your back to wall 
• place your head close to knees 
• cover the sides of your head with your elbows and 
• clasp your hands firmly behind your neck 

In laboratories, extinguish all burners if possible before taking cover. Stay clear of 
hazardous chemicals that may spill. 

4. Evacuate building to predetermined site when earthquake is over. Get away from 
building. Use pre- planned evacuation routes if possible. 

5. In evacuating follow building off-site evacuation procedures. 
 
 

Explosion 
Immediate Actions 

1. Pull fire alarm and evacuate building to at least 300 ft. according to plan. 
2. Principal calls 911, Superintendent and the Director of Facilities. 
3. Evacuate building according to set procedures. 

 
Falling Object 

In this class of events is included: plane crash, missiles, and natural bodies such as 
meteorites, man-made commercial or military objects. 

Immediate Actions 
1. Take necessary shelter. 
2. Notify your building administrator and Director of Facilities 
3. Call 911 and follow procedures for Shelter-in-Place. 
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Fire Alarm 
Immediate Actions 

1. If you notice smoke or fire in your building, pull alarm. Notify building 
administrator immediately who will call 911, Superintendent and the SVE Director 
of Facilities’ Cell. Administrators will meet Fire Department with information. 

2. When school fire alarm is sounded, follow evacuation procedures 
3. Doors and windows must be closed to prevent the spread of smoke and gases during 

evacuation. 
 

Flooding 
Immediate Actions 

1. Contact Principal for flooding in your building and evacuate students per the evacuation 
plan. 

2. Principal or designee notifies the Director of Facilities. 
3. Await instructions for alternate evacuation sites or the activation of the Emergency 

evacuation plan. If the PA system is nonfunctional, a messenger will be sent. 
4. Deactivate any electrical equipment that is in danger of being inundated by the 

flooding, if it is still safe to do so. 
5. Await the Principal or designee’s report to evacuate. Follow evacuation procedures. 
6. Avoid electrical equipment or objects that may fall. Do not drink school water unless 

you are told it is safe to do so. 
 

Gas Leak 
The odor of natural gas may indicate a leak in the building, which may cause an 
explosion. 

Immediate Actions 
2. For a gas leak in your area, evacuate students and send designated runner to notify 

administration. Principal or designee will call 911, the Superintendent, the Director of 
Facilities, and the Director of Transportation. 

3. After receiving warning, staff and students will follow evacuation procedures. 
4. Do not open windows or attempt to ventilate the building, as this may pollute a larger 

area or may cause the risk of explosion. 
 

Medical Emergency Situation 
A medical emergency includes infectious diseases, biological contamination, mass 
casualty accidents, a death at school, environmental emergencies, drug use, or 
other medically related information that might impact the school population. 

 
In the event of a pandemic, the school district will work closely with the county 
health department and emergency management officials and follow their 
recommendations. 

 
Immediate Actions 

In the event that an emergency involves life-threatening circumstances: call 911, the 
school nurse and the Principal need to be notified immediately. 
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• Principal will call the Superintendent. 
• The school nurse will evaluate the student(s) condition and will do the following: 

o Call 911 if deemed necessary. 
o Contact the student(s) parents. 

• If the medical emergency is an infectious disease outbreak, the school nurse will 
function as a member of the school district’s medical team. 

 
Storms/Tornadoes 

Storms include: 
snowstorms, ice storms, windstorms, heavy rainstorms, thunderstorms, hailstorms and 
hurricanes. 

 
The Superintendent makes the decision to open, delay opening, or close schools. School 
employees and students will be notified by the website, social media, and School Messenger 
of the district’s plans. 

 
Immediate Actions 

1. If the district receives a weather alert, the Superintendent and Director of 
Facilities will notify administrators of situation immediately. 

2. Either shelter in place or evacuation procedures may be implemented. 
 

If situation has already progressed to a danger point, continue with following plan: 
• If confinement to the building time will exceed the normal departure schedule, 

plan for an emergency feeding schedule 
• For all grade levels, the principal and essential staff will remain at school until 

all students are safely released and all clear is given from the transportation 
department 

• The Superintendent or Superintendent’s designee will notify media of extended 
plan for public and parental information. 

Tornadoes 
• If you’re riding on a small bus and there is no shelter nearby, get out and lie flat in the 

nearest ditch, ravine, or culvert. Use your hands to shield your head. 
• If you’re on a larger bus, sit on the floor and hold onto the seat. If a 

substantial building is immediately available, get out and go to the structure. 
• Don’t try to run away from a tornado in a school bus or other vehicle. Cars and trucks 

are no match for these swift, erratic storms. 
 

Utility Failure 
The Maintenance Department will make every attempt to provide each building in the 
district has alternate sources of power to provide light and communication during a 
crisis. They will work with local utility companies to restore utilities as quickly as 
possible. 

In buildings where available, the alternate sources of power, such as generators and 
batteries, should be tested at least every month. If a building should lose electrical power, 
heat, water pressure or telephone service, take the following steps: 
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Immediate Actions of the Facilities Department 
1. Determine the extent of the problem. Is it local or widespread? 
2. Determine as best as you can how long the problem will last. 
3. Determine if classes can continue without the specific utility 
4. Notify administration/Superintendent. 
5. Determine need for evacuation or Emergency evacuation plan. 
6. If fire alarm is inoperable, institute Fire Watch (Building Administrator or designee 

conducts a walk-through inspection of all affected areas every 30 minutes to detect 
fire. A written report is kept). 
 

Safety Education with Students and Staff  
 

Spencer-Van Etten Central School has a Prevention Program that improves 
communication between staff and students and addresses violence prevention 
through classroom implemented activities and programs. S-VE safety education 
includes the following: 

Character Education Programs 
Access to social-emotional supports 
Safety 
Tolerance 
Diversity 
Violence Prevention 
Bullying 
Others based on district needs 

 
A pupil personnel team meets regularly to discuss students and families at risk. Dignity for 
All Students Act will be implemented. Anonymous reporting procedures are included in 
handbook and available in all buildings. 

 
The annual Student/Parent Handbook and website shall communicate to parents and students, 
the following: 

Code of Conduct (Including public conduct on school property) 
Parent-School Communication avenues 
Student Support Services Contacts 
 

Personnel Acting in a School Security Capacity  

All school staff are fingerprinted, and their references are checked to the best of the district’s 
ability. Hallway monitoring is done by all school staff whether it be teaching or support staff. 
They have all been trained in student supervision. They are all given a copy of student 
handbook and Code of Conduct. 

 
 The district has entered into a contract with the Village of Spencer for a School Resource    
Officer (SRO).  Our SRO reports to the district daily during the school year and assists the 
district with various components of our school district emergency management plan in regard to 
school safety and security.   In addition, the district has instituted the New York State Police 
Threat Assessment Model (2007) as part of our assessment of at-risk students.    
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Informing All Educational Agencies  

Depending upon the nature and extent of the disaster/emergency, the decision will be 
made by the Superintendent (in collaboration with the Director of Facilities if a 
Command Post is established) to inform the following: 

1. Transportation Supervisor 
2. Spencer-Van Etten Elementary School 
3. Spencer-Van Etten Middle School 
4. Spencer-Van Etten High School 
5. GST BOCES 

The District will notify the North Spencer Christian Academy of emergencies or 
potential circumstances that could affect their school (607) 589-6366. 

Information about District 
 Staff Students Buses/Suburban’s 
Transportation 14 drivers 

5 monitors 
2 mechanics 
1 Head Bus 
Driver 
1 Secretary 

 16/ 4suburban’s 
2 Sedans 

S-VE Elementary 68 331  
S-VE Middle School 49 226  
S-VE High School 66 240  

 RECOVERY PHASE 
After Each Emergency Event: 

• School Messenger will be utilized to communicate information to families, students 
and staff. 

• A faculty meeting will be scheduled to discuss the event and recommended procedures. 
• A fact sheet will be distributed to staff at this time. 
• The safety team and crisis team will convene to debrief, review, plan and determine next 

steps. 
• A written statement of events for documentation purposes will be completed and shared 

with the Superintendent. See Addendum. This document will be completed by the first 
responder, building principal and or any other participants in the emergency response. 

Staff, students and families will be referred to supports as needed: 
 

MENTAL HEALTH RESOURCES AND CONTACT INFORMATION 
EAP Counselor for staff (EAP 
Representative) 

(607) 734-3014 

Tioga County Mental Health 
Children’s Services (Hotline) 

(607) 687-4000 

Tioga County (Hotline after hours) (607) 687-1010 
Chemung County Children’s Services (607) 737-5582 
Chemung County 24 hr. Hotline (607) 737-5369 
Suicide Prevention Lifeline                 (800)-273-TALK(8255) 
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Addendum: 
 
 

Emergency Situation Response 
       

Name  Date  Location  Time 
       

Type of Event Shelter in 
Place 

Hold in Place Evacuation Lockout Lockdown  

       

Reason:       

       

People you Na
me 

     

contacted in 
title      

reaction to this       
event. via text, email, or 

phone 

       

Describe the facts of the event in the space below. Continue on back if needed. Once completed, please forward the 
original oft his report to the district office and maintain a copy for your own records. 

       
 
 
 
 
 
 
 
 
 

 
 

. 

. 

. 

. 
, 
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This plan has been developed in accordance with the amended New York State Labor Law section 27-c and New 
York State Education Law paragraphs k and l of subdivision 2 of section 2801-a (as amended by section 1 of part 
B of chapter 56 of the laws of 2016), as applicable. 

This plan has been developed with the input of the Spencer-Van Etten Teachers Association (SVETA) and the 
Spencer-Van Etten CSD Employees Unit #6357, Chemung County Local 808, CSEA (CSEA), as required by the 
amended New York State Labor Law. 

No content of this plan is intended to impede, infringe, diminish, or impair the rights of us or our valued staff 
members under any law, rule, regulation, or collectively negotiated agreement, or the rights and benefits which 
accrue to staff members through collective bargaining agreements, or otherwise diminish the integrity of the 
existing collective bargaining relationship. 

This plan has been approved in accordance with requirements applicable to the agency, jurisdiction, authority, 
or district.   

 

Record of Changes 
 
 

Date of Change Description of Change Implemented by 

June 2022 Routine Update to Plan, change in 
administration 

SVE Administration 
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Purpose, Scope, Situation Overview, and Assumptions 
Purpose 
This plan has been developed in accordance with the amended New York State Labor Law section 27-c and New York State 
Education Law paragraphs k and l of subdivision 2 of section 2801-a (as amended by section 1 of part B of chapter 56 of the 
laws of 2016), as applicable. These laws were amended by the passing of legislation S8617B/A10832 signed by the Governor 
of New York State on September 7, 2020, requires public employers to adopt a plan for operations in the event of a declared 
public health emergency involving a communicable disease. The plan includes the identification of essential positions, 
facilitation of remote work for non-essential positions, provision of personal protective equipment, and protocols for 
supporting contact tracing. 

Scope 
This plan was developed exclusively for and is applicable to the Spencer-Van Etten Central School District (herein after 
referred to as “the district.”) This plan is pertinent to a declared public health emergency in the State of New York which 
may impact our operations; and it is in the interest of the safety of our staff and the continuity of our operations that we 
have promulgated this plan. 

Situation Overview 
On March 11, 2020 the World Health Organization declared a pandemic for the novel coronavirus which causes the COVID- 
19 severe acute respiratory syndrome. This plan has been developed in accordance with amended laws to support 
continued resilience for a continuation of the spread of this disease or for other infectious diseases which may emerge and 
cause a declaration of a public health emergency. 

The health and safety of our staff is crucial to maintaining our mission essential operations, i.e., educating our children. We 
encourage everyone to use the latest version of CDC Guidance for Keeping Workplaces, Schools, Homes, and Commercial  
Establishments Safe. The fundamentals of reducing the spread of infection include: 

• Using hand sanitizer and washing hands with soap and water frequently, including: 
o After using the restroom 
o After returning from a public outing 
o After touching/disposing of garbage 
o After using public computers, touching public tables, and desks, etc. 

• Practice social distancing when possible. Where social distancing is not possible or practical, use appropriate facial 
coverings 

• If you are feeling ill or have a fever, notify your principal/supervisor immediately and go home as directed 
• If you start to experience coughing or sneezing, step away from people and food, cough or sneeze into the crook of 

your arm or a tissue, the latter of which should be disposed of immediately 
• Clean and disinfect workstations/learning areas at the beginning and end of each class or session 
• Other guidance which may be published by the CDC, the State Department of Health, or County health officials. 

Planning Assumptions 
This plan was developed based on information, best practices, and guidance available as of the date of publication. The plan 
was developed to largely reflect the circumstances of the current COVID-19 pandemic but may also be applicable to other 
infectious disease outbreaks. 

The following assumptions have been made in the development of this plan: 

• The health and safety of our staff is of utmost importance 
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• The circumstances of the particular public health emergency may directly impact our own operations. 
• Impacts of a public health emergency will take time for us to respond to, with appropriate safety measures put into 

place and adjustments made to operations to maximize safety 
• Our constituency expects us to maintain a level of mission essential operations 
• Resource support from other jurisdictions may be limited based upon the level of impact the public health 

emergency has upon them 
• Supply chains, particularly those for personal protective equipment (PPE) and cleaning supplies, may be heavily 

impacted, resulting in considerable delays in procurement 
• The operations of other entities, including the private sector (vendors, contractors, etc.), non-profit organizations, 

and other governmental agencies and services may also be impacted due to the public health emergency, causing 
delays or other disruptions in their services 

• Emergency measures and operational changes may need to be adjusted based upon the specific circumstances and 
impacts of the public health emergency, as well as guidance and direction from public health officials and the 
governor 

• Per S8617B/A10832, ‘essential staff member’ is defined as a public staff member or contractor that is required to be 
physically present at a work site to perform their job 

• Per S8617B/A10832, ‘non-essential staff member’ is defined as a public staff member or contractor that is not 
required to be physically present at a work site to perform their job 

Concept of Operations 
The Superintendent of Schools of the district, their designee, or their successor holds the authority to execute and direct the 
implementation of this plan. Implementation, monitoring of operations, and adjustments to plan implementation may be 
supported by additional personnel, at the discretion of the Superintendent of Schools. 

Upon the determination of implementation of this plan, all staff, as applicable, of the district shall be notified by electronic 
means, with details provided as is possible and necessary, with additional information and updates provided on a regular 
basis. District staff will be notified of pertinent operational changes by way of electronic means. Other interested parties, 
such as vendors, will be notified by phone and/or email as necessary. The Superintendent of Schools (or designee) will 
maintain communications as needed throughout the implementation of this plan. 

The Superintendent of Schools of the district, their designee, or their successor will maintain awareness of information, 
direction, and guidance from public health officials and the Governor’s office, directing the implementation of changes as 
necessary. 

Upon resolution of the public health emergency, the Superintendent of Schools of the district, their designee, or their 
successor will direct the resumption of normal operations or operations with modifications as necessary. 

 

Mission Essential Functions 
When confronting events that disrupt normal operations, the district is committed to ensuring that essential functions will 
be continued even under the most challenging circumstances. 

Essential functions are those functions that enable an organization to: 

1. Maintain the safety of our staff 
2. Provide vital educational services 
3. Provide other services required by law 
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4. Sustain quality operations 
5. Uphold the core values of the district 

The COVID-19 pandemic has had a profound impact on how we educate our children and has shown that most students do 
not learn as well in a remote-only environment as they do in-person. Therefore, the district sees all teaching staff as 
essential. In addition, there are many functions that exist to support the delivery of instruction, without which, quality 
instruction will suffer. Some of these functions include transportation, food service, information technology, health services, 
maintenance and custodial, clerical and administration. The degree to which each of these functions can be performed 
remotely will be driven by the magnitude of the public health emergency and the mitigation mandates we are required to 
comply with at the time. In consultation with the bargaining units, the Superintendent of Schools, their advisors and, as 
applicable, the Board of Education will make decisions regarding which functions are deemed essential and non-essential, 
and thereby, which can be performed remotely given the current circumstances of the public health emergency. 

 

Reducing Risk Through Remote Teaching/Work 
Through assigning teaching staff and students to cohorts and/or remote learning and certain other staff to work remotely 
we can decrease density and movement in our buildings. 

Remote Work Protocols 
Staff members determined able to accomplish their functions remotely will be enabled to do so at the greatest extent 
possible. Working remotely requires: 

1. Identification of staff who can/will work remotely 
2. Approval and assignment of remote work 
3. Equipping staff for remote work, which may include: 

a. Internet capable laptop 
b. Necessary peripherals 
c. Access to VPN and/or secure network drives 
d. Access to software and databases necessary to perform their duties 
e. A solution for communications, e.g., telephone, videoconferencing, etc. 

In consultation with the bargaining units, the Superintendent of Schools, their advisors and, as applicable, the Board of 
Education will make decisions regarding which functions are deemed essential and non-essential, and thereby, which can be 
performed remotely given the current circumstances of the public health emergency. The Superintendent of Schools will 
ensure that adequate resources are provided to allow them to perform their duties remotely. 

Staggered Shifts 
Implementing staggered shifts may be possible for non-teaching personnel performing duties which are necessary to be 
performed on-site but perhaps less sensitive to being accomplished only within core school hours. As possible, school 
leaders will identify opportunities for staff to work outside core hours as a strategy of limiting exposure. Regardless of 
changes in start and end times of shifts, the district will ensure that staff are provided with their typical or contracted 
minimum work hours per week. In consultation with the bargaining units, the Superintendent of Schools will determine the 
applicability of shift staggering based upon the district’s needs and the current circumstances of the public health 
emergency. 

 

Personal Protective Equipment 
The use of personal protective equipment (PPE) to reduce the spread of infectious disease is important to supporting the 
health and safety of our staff members and contractors. PPE which may be needed can include: 



 
 

Spencer-Van Etten District-Wide Safety Plan 

         

• Masks 

• Face shields 
• Gloves 
• Disposable gowns and aprons 
Note that while cleaning supplies are not PPE, there is a related need for cleaning supplies used to sanitize surfaces, as well 
as hand soap and hand sanitizer. COVID-19 demonstrated that supply chains were not able to keep up with increased 
demand for these products early in the pandemic. As such, we are including these supplies in this section as they are 
pertinent to protecting the health and safety of our staff and students. 

Protocols for providing PPE include the following: 

1. Identification of need for PPE based upon job duties and work location 
2. Procurement of PPE 

a. As specified in the amended law, public employers must be able to provide at least two pieces of each 
required type of PPE to each essential member during any given work shift for at least six months 

b. Public employers must be able to mitigate supply chain disruptions to meet this requirement 
3. Storage of, access to, and monitoring of PPE stock 

a. PPE must be stored in a manner which will prevent degradation 
b. Staff members must have immediate access to PPE in the event of an emergency 
c. The supply of PPE must be monitored to ensure integrity and to track usage rates 

The district’s Director of Facilities and School Business Official are jointly responsible for the sourcing, acquisition, inventory 
control and distribution of PPE for staff and students as needed. Adequate supplies are on-hand and based upon current 
sourcing experiences we anticipate this to be able to continue for this and any subsequent public health emergency. 

 

Staff Exposures, Cleaning, and Disinfection 
Staff Exposures 
Staff exposures are organized under several categories based upon the type of exposure and presence of symptoms. 
Following CDC guidelines, we have established the following protocols: 

A. If staff are exposed to a known case of communicable disease that is the subject of the public health emergency 
(defined as a ‘close contact’ with someone who is confirmed infected, which is a prolonged presence within six feet 
with that person): 
1. Potentially exposed staff who do not have symptoms should remain at home or in a comparable setting and 

practice social distancing for the CDC/public health guidance for the communicable disease in question. 
a. As possible, these individuals will be permitted to work/learn remotely during this period of time if they 

are not ill and their position permits. 
b. The Superintendent of Schools, or their delegate, will ensure all applicable, current protocols are 

followed. 
c. See the section titled Documentation of Work Hours and Locations for additional information on 

contact tracing 
2. CDC guidelines for COVID-19 provide that critical essential staff members may be permitted to continue work 

following potential exposure, provided they remain symptom-free and additional precautions are taken to 
protect them, other staff, students, and our constituency/public. 

a. Additional precautions will include the requirement of the subject staff member, as well as others 
working in their proximity, to wear appropriate PPE at all times to limit the potential of transmission. 
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b. In-person interactions with the subject staff member will be limited as much as possible. 
c. Work areas in which the subject staff member is present will be disinfected according to current 

CDC/public health protocol, as practical. See the section on Cleaning and Disinfection for additional 
information on that subject. 

d. If at any time they exhibit symptoms, refer to item B below. 
e. The Superintendent of Schools or their delegate, in consultation with the Local Health Department, will 

make this determination. 
 

B. If a staff member exhibits symptoms of the communicable disease that is the subject of the public health 
emergency: 
1. Staff members who exhibit symptoms in the workplace should be immediately separated from other staff 

members and students. They should immediately be sent home with a recommendation to contact their 
physician. 

2. Staff members who exhibit symptoms outside of work should notify their supervisor and stay home, with a 
recommendation to contact their physician. 

3. Staff members should not return to work until they have met the criteria to discontinue home isolation per 
CDC/public health guidance and have consulted with a healthcare provider. 

4. The district will not require sick staff members to provide a negative test result for the disease in question or 
healthcare provider’s note to validate their illness, qualify for sick leave, or return to work; unless there is a 
recommendation from the CDC/public health officials to do so. 

5. Persons exhibiting symptoms may return to work if at least 72 hours have passed since the last instance of fever 
without the use of fever-reducing medications. If the disease in question is other than COVID-19, CDC and other 
public guidance shall be referenced. 

C. The Superintendent of Schools, or their delegate, will ensure all applicable, current protocols are followed.  
If a staff member has tested positive for the communicable disease that is the subject of the public health 
emergency: 
1. Apply the steps identified in item B, above, as applicable. 
2. Areas occupied for prolonged periods of time by the subject individual(s) will be closed off. 

a. CDC guidance for COVID-19 indicates that a period of 24 hours is ideally given before cleaning, 
disinfecting, and reoccupation of those spaces will take place. If this time period is not possible, a period 
of as long as possible will be given. CDC/public health guidance for the disease in question will be 
followed. 

b. Any common areas entered, surfaces touched, or equipment used shall be cleaned and disinfected 
immediately. 

c. See the section on Cleaning and Disinfection for additional information on that subject. 
3. Identification of potential staff member and contractor exposures will be conducted 

a. If an individual is confirmed to have the disease in question, the Superintendent of Schools or their 
designee should inform all contacts of their possible exposure. Confidentiality shall be maintained as 
required by applicable federal and state law. 

b. Apply the steps identified in item A, above, as applicable, for all potentially exposed personnel. 
c. The Superintendent of Schools, or their delegate, will ensure all applicable, current protocols are 

followed. 
We recognize there may be nuances or complexities associated with potential exposures, close contacts, symptomatic 
persons, and those testing positive. We will follow CDC/public health recommendations and requirements and coordinate 
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with our local public health department for additional guidance and support as needed. 
Cleaning and Disinfecting 
CDC/public health guidelines will be followed for cleaning and disinfection of surfaces/areas. Present guidance for routine 
cleaning during a public health emergency includes: 

1. Workspaces will be cleaned at the beginning and end of each class/shift, or as often as possible. 
a. High traffic/high touch areas and areas which are accessible to the public/constituents will be disinfected on 

a regular basis. 
b. The Director of Facilities will ensure all current protocols are being met. 

2. Staff tasked with cleaning and disinfecting areas will be issued and required to wear PPE appropriate to the task. 
3. Soiled surfaces will be cleaned and disinfected. 
4. Surfaces will be disinfected with products that meet EPA criteria for use against the virus in question and which are 

appropriate for that surface. 
5. Staff will follow instructions of cleaning products to ensure safe and effective use of the products. 

Staff Leave 
Public health emergencies are extenuating and unanticipated circumstances in which the district is committed to reducing 
the burden on our staff. This policy may be altered based upon changes in law or regulation, as applicable. 

Additional provisions may be enacted based upon need and the guidance and requirements in place by federal and state 
employment laws, FMLA, executive orders, and other potential sources. 

Contractors, either independent or affiliated with a contracted firm, are not classified as staff members of the district, and 
as such, are not provided with paid leave time by the district, unless required by law. 

 

Documentation of Work Hours and Locations 
In a public health emergency, it may be necessary to document work hours and locations of each staff member or 
contractor to support contact tracing efforts. Identification of locations shall include on-site work and off-site visits. This 
information may be used by the district to support contact tracing within the organization and may be shared with local 
public health officials. 

It is anticipated that the details of such information will be collected and retained in our electronic accounting application, 
WinCap. The district’s School Business Official shall be responsible for the collection and proper dissemination of this 
information. 
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Appendix A 

SCHOOL/DISTRIC 
Spencer-Van Etten District-Wide School 2022-23 Safety Team  
District Superintendent (Incident Commander) Barbara Case 
Chief Emergency Officer Barbara Case 
Director of Facilities, Emergency Mgt. Coordinator Lance Cundy 
Principal, Spencer-Van Etten Elementary School Matt Stroup 
Nurse, Spencer-Van Etten Elementary School Hannah Wilbur 
Principal, Spencer-Van Etten Middle School Angie Holmes 
Nurse, Spencer-Van Etten Middle School Donna Gulde 
Principal, Spencer-Van Etten High School Missy Jewell 
Nurse, Spencer-Van Etten High School Theresa Vallely 
Nurse Teacher, Contract Special Assignment  Gayle Hall  
Transportation Supervisor Tim Wilson 
Food Service Manager Michelle Dougherty 
Athletic Director/Asst. HS Principal Beth Ebel-Ruocco 
SVETA Union President  James Briggs 
CSEA Union President Vincent Manwaring  
Health and Safety Committee Debra Eichholtz  
School Counselors  Marjorie McKinery/Erica Sparks 
Board Member Sean Vallely 
Chief Information Officer Jack Wiiki  
Chief Financial Officer Debra Eichholtz 

 
RISIS TEAMS 

 
SCHOOL/DISTRICT CRISIS TEAMS FOR 2022-2023 

 
High School Middle School Elementary School  
Melissa Jewell, Principal Angie Holmes, Principal Matthew Stroup, Principal 
Beth Ebel Rucco, Assistant Principal Sandy Holmes Hannah Wilbur 
Marlynda Smith Stephen Horczyn Bryanna Sparks 
Tammy Vanderpool Dan Craven Randy Grube  
Teri Vallely Donna Guilde Robin Gillette 
Tom Sherwood Sarah Pritchard  Krista Williams 
Andy McGee Monica Jones  Kim Zarach 
Jeremy Kastenhuber Linda Hollenbeck  Lindsay Craven 
William Dove  Sue Johnston  Marcy Luffman 
Kimby Alpert Korie Fitzgerald  Chris Bainbridge 
Lance Cundy  Abby Gentile  Shelly Benjamin 
Tina Lampila Nicole Stroup  Saffron Valgalder 
Elwood Wright Brian Grube  Nicole Delaney 
 



 
 

APPENDIX B 
SPENCER-VAN ETTEN CENTRAL SCHOOL DISTRICT PROFILE 

 
 

Superintendent of Schools: BARBARA CASE   Phone:   607-589-7100 
 
Organization:   
 
Grade Range:  K-12 Student Enrollment: 816 Teachers:   89 Total Staff:   112 
 
 
 
 
Building Nurses:   Terry Vallely (High); Donna Guilde (Middle); Hannah Wilbur (Elementary) 
 
Building Head Custodians:   Elwood Wright (High); Stephen Horczyn (Middle); Randy Grube (Elementary) 
 
Districtwide Building Psychologist:  TJ Anderson  
 
District Social Workers:   Monica Jones, Michael Leljedal 
 
Number of buses:   16 

 
HANDICAPPED is defined as permanently wheelchair bound.   
Transportation needs based on full size bus 65 students or 43 adults. 

 
 
DAYCARE AND NURSERY SCHOOLS  
 
School/Daycare Center  Location     Telephone    
 
YMCA Program    Elementary School     
 



 
Appendix C 

RESOURCES AVAILABLE WITHIN DISTRICT 
Mark the location of the following resources: 

RESOURCES SVE 
HIGH 

SVE  
MIDDLE  

SVE 
ELEMENTARY 

BUS 
GARAGE 

Telephone System X X X X 
     
Zoned Fire Alarm System X X X X 
     
Public Address System X X X x 
     
Nurse’s Office- First Aid 
Supplies 

X X X X 

     
Public Bus Route        
     
Potable Water X X X X 
     
Fire Extinguisher X X X X 
     
Emergency Generator X X X X (in project) 
     
Battery Backup System X X X  
     
Water Supply-Fire Hydrants X X X X 
     
Food Storage: # of days/ 7 3 3  
     
Eye Wash Device X X X X 
     
Blankets, Cots X X X  
     
Gasoline Fuel Storage    X 
     
Emergency 2-way Radio 
Building Radios expected 
after Bell & Doors System  

 X   x  x X   

     
Candles, Flashlights, 
Batteries 

X X X X 

     
Maps-School District Area X X X X 
     
Bull Horns     
     
Building Floor Plans X X X X 
     
Cooking & Eating Utensils X X X X 
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Appendix D 

New York State Police Threat Assessment Model, (2007) 
 
 

Threat reported to principal 
 
 

Assemble school threat assessment team 
 

•   Conduct threat assessment – assign a central point of contact 
•    Include School Resource Officer (SRO) if one exists, otherwise 

consult law enforcement 
•    Immediately ask “How much time do we have?” 
•   Decide how to handle a “student of concern” pending the outcome 

of the threat assessment (should allegations be unfounded) 
•   Revisit/revise threat assessment plan if necessary 

 
 

Evaluate threat 
 

•   Utilize an “integrated systems approach” relying on information from all who have interaction with the student 
•   Consider facts that drew your attention to the student, situation, and target - obtain first-hand, specific accounts of the 

threat by interviewing recipients, witnesses, and student who made the threat - document/photograph/record all 
•    Establish/maintain contact with the student 
•   Obtain/consider information about the student – identifiers, background information, current life situation and 

circumstances 
Consider the circumstances in which the threat was made, student’s intentions, motives, and target selection 

 
 
 

Decide whether threat is clearly transient or substantive 
 

•   Is there information to suggest that this student is on the path to an attack? 
•   Has any pre-attack behavior been identified? 
•   Is the student engaging in behavior that indicates furthering a plan or building capacity for a violent attack? 
•   Consider whether the student poses a threat, or simply made a threat 
•   Has the student broken a law? Contact law enforcement 

 

 
 
 
 
 
 
Threat is clearly transient 

Respond to transient threat 
 
• School discipline, parent notification, 

and counseling 

 
 
threat meaning is 

unclear 
 
 
 

Decide whether substantive threat is plausible or imminent 
 

Plausible Imminent 
 
 
 

Respond to plausible threat 
 

•  Take immediate precautions to protect potential 
victims 

•  If threat involves a possible crime, contact law 
enforcement 

•  Notify potential victim, and victim’s 
parents/guardians (if victim is a student) 

•  Notify “student of concern’s” parents/guardians 
•  Connect student to services and support systems 
•  Discipline student as appropriate 

Respond to imminent threat 
 
•    Immediately contact law enforcement 
•   Take immediate precautions to protect potential victims 
•   Execute appropriate emergency response (lockdown, 

lockout, shelter-in-place) if necessary 
•   Notify “student of concern’s” parents/guardians 
•   Initiate mental health evaluation procedures 
•   Discipline student as appropriate 
•   Be cognizant of items of an evidentiary nature that may be 

needed in a possible criminal prosecution 
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Appendix D Continued 
 

 
 

3. Have there been any communications suggesting ideas or intent to attack? 
 •  What if anything has the student communicated  to someone else (targets, friends, 

other students, teachers, family, others) or written in a diary/journal, or Web Site 
concerning;( his/her ideas and/or intentions? 

 

 •  Have friends been alerted or "warned  away"? 
 

 

4. Has the student engaged in attack-related  behaviors? These behaviors 
might include: 

 •  Developing an attack idea or plan 
 

 • Making efforts to acquire or practice with weapons 
 

 • Casing or checking out, possible sites and areas for an attack 
 

 •  Rehearsing attacks or ambushes 
 

 
5. Is the student's conversation and "story" consistent with his or her 

actions? 
 •  Does information  from collateral  interviews and from the student's own behavior 

confirm or dispute what the student says is going on? 
 

 
 

Diana Browning-Wright, Discipline/Behavior Trainin!}f, 2003 
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Appendix E 
TELEPHONE THREAT INFORMATION SHEET 

 
 

COPY EXACT WORDS OF PERSON PLACING CALL (To best of ability): 
 

BOMB THREAT CARD UNDER TELEPHONE 
 
                                                                                                                                               
                                                                                   
                                                                                       
                                                                                       
 

DESCRIPTION OF SUSPECT'S VOICE 
 
MALE     ____        FEMALE           ___        YOUNG     ____          MIDDLE AGE      ____      
OLD_______           
TONE OF VOICE                          ACCENT                                         IS VOICE FAMILIAR?          IF SO 
WHO DOES IT SOUND LIKE?                             SPECIFY BACKGROUND NOISE:                                                             
TIME CALLER HUNG UP               
 
REMARKS:                                                                               
                                                                                       
 
IN THE EVENT OF BOMB THREAT ATTEMPT TO DETERMINE THE FOLLOWING: 
 
1.  When is bomb going to explode?                                                     
 
                                                                                       
 
2.  Where is the bomb right now?                                                       
 
                                                                                     
 
3.  What kind of bomb is it?                                                           
 
                                                                                       
 
4.  What does it look like?                                                            
 
                                                                                      
 
5.  Why did you place the bomb?                                                        
                                                                                       
 
 
DATE              TIME               NAME OF RECIPIENT                                 
 
BUILDING                        OFFICE                       EXT. #                    
 

 
 
 
 
 
 



 
 
 
 

Appendix F 
 

PROCEDURES FOR CLEANING UP BODY FLUID SPILLS 
 

These procedures must be used to clean up all spills involving: 
Vomitus, Blood, Feces, Urine, Semen or Vaginal Secretions. 

 
1. PUT ON PROTECTIVE GLOVES 
 
Wear disposable gloves.  If unanticipated contact occurs immediately wash affected areas with soap and 
water. 
 
2. CLEAN UP 
 
For small spills, use paper towels to wipe up then use clean paper towels with soap and water.  For larger 
spills, apply an absorbent material (i.e. Discard, Quaff) until absorbed then vacuum or sweep up all 
material.  Place all waste in a plastic bag and seal. 
 
3. DISINFECT AREA 
 
For hard surfaces such as floors use a clean mop and disinfectant.  Shampoo carpets, rugs and cloth 
furniture with disinfectant. 
 
4. BAG DIRTY MATERIALS 
 
Place all disposable items in plastic bag, remove gloves and seal.  Note:  Clothing and other non-disposable 
items should be rinsed in a disinfectant solution and placed in a plastic bag to be sent home. 
 
5. DISPOSE OF DIRTY MATERIALS 
 
Place all bags of disposable waste into another plastic bag (double bag), secure and dispose of immediately 
in dumpster located outside building.  Dispose of dirty water down the drain. 
 
6. CLEAN EQUIPMENT 
 
Rinse broom, dust pan, mop bucket or other equipment in disinfectant solution then rinse thoroughly with 
hot water.  Soak used mops in fresh disinfectant solution then rinse thoroughly.  Disinfectant solution 
should be promptly disposed of down the drain. 
 
7. WASH HANDS 
 
Wash hands with soap and water.  Bar soap is acceptable. 
     

DISINFECTANTS 
 
The disinfectant must be able to kill bacteria, fungi, viruses and tuberculosis causing organisms.  The 
following disinfectants are registered by the US Environmental Protection Agency (EPA) for use in schools; 
3M #10 Quaternary Disinfectant, Quest, DMQ Disinfectant and Neutralizer and Household Bleach (1 part 
bleach to 10 parts water).  Do not use aerosol sprays.   

 
 



  
Appendix G 

INCIDENT REPORT FORM (Discretionary) 
TYPE OF INCIDENT:                                                           
 
LOCATION:                                                                   
 
DATE:                                TIME:        A.M.        P.M. 
 
PERSON REPORTING INCIDENT:                                                  
 
COMMAND POST MANNED BY:                                                                                                                            
 
TYPE OF RESPONSE: 
 

SHELTERING:              YES          NO          
   EARLY DISMISSAL:              YES          NO          
   EVACUATION:                         YES          NO          
   SCHOOL CANCELLATION:                   YES          NO          

NOTIFICATIONS: 
CELL 
PHONE TELEPHONE  NO. YES NO TIME 

Superintendent      
Director of Facilities           
School Business Administrator                
Transportation: 
Head Mechanic 
Dispatcher      
High School Building Administrator                       
Middle School Building Administrator                       
Elementary School Building 
Administrator                          
Food Service Manager                
Fire Department  911              
Police (local)  911         
Police (state)  911         
County Sheriff  911               
American Red Cross                       
County Emergency Mgt. Office                  
County Health Dept.                              
Dept. of Environmental Conservation            

Radio Stations  
Emergency Plan 

Notification                     
 
 
SUPERINTENDENT: _____________________________________________                                           
            (Signature) 



      Appendix H 
                                              SURVEY OF VULNERABILITY 

 
                                              LOCATION OF POTENTIAL EMERGENCY SITES 
                                              SITES OWNED BY THE SCHOOL DISTRICT 
 
  BUILDINGS 
 
           a.   Spencer-Van Etten High School 
        16 Dartts Crossroads 
        Spencer, NY 14883 
 
     b. Spencer-Van Etten Middle School 
                    1 Nichols Street  
         Spencer, NY   14883 
 
     c. Spencer-Van Etten Elementary School 
        42 Main Street  
        Van Etten, NY   14889 
 
               
     
  2. Transportation  
 
        Spencer-Van Etten Central School District Transportation Center  
        7 Langford Street 
        Van Etten, NY   14889 
 
     a. School buses 
 
     b. Other school owned vehicles 



 
Appendix H Continued 

 
 
SURVEY OF VULNERABILITY - continued 
 
 
 B. COMMUNITY SITES  
 
  1. Hazardous Roadways / Intersections 
 
  Route 34 
  Route 96 
    
 
  2.  Dams  
 

a) Pelto 
b) Ed Pylkas 

      
  3. Flood Plains (orange areas is district 100 year flood plains) 

 
 
 
   4. Bridges / Underpasses  
 

a) Route 34 Underpass 
b) Route 34 Overpass (railroad) 

 
  5. Railroads and Crossings 
 
     a) Secondary Roads Only  
 
  6. Airports 
 

a) Ithaca Airport  
b) Elmira Airport 

 
  7. Gasoline / Diesel / Oil Storage Tanks 
    
     a) School Bus Garage, Town Barn area Gas Stations  
   



  
Appendix H Continued 

 
 
 8. Potential Air Polluting Industries 
    
  N/A    
    
  9. Potable Water Supply 
 
  Village of Van Etten local supply.  
 
     10. Industries Which Handle Hazardous Materials 
 
  N/A 
           
     11. Radiological Industries / Utilities 
 
     a) NIMO I + II power plants - Scriba, NY (Oswego County) 
 
     12. Cartage of Hazardous Materials Within District 
 
     At present no municipal ordinances prevent the cartage of           
     hazardous materials on major roads within the School District. 



 
APPENDIX I 

Procedures if Students Are Missing During Out-of-School Activities 
 

Students on field trips must always be in the sight of staff and under their supervision. Student emergency 
information forms should be taken on all fieldtrips in the event phone numbers and other pertinent information 
are needed.  

 
1. In the event a student runs away or is missing, staff will look for them and continue to do so until they are 

found or, it becomes unsafe for the staff to continue to search. 
2. In the event a student is missing and appears to be in any danger, police, parents and administration will be 

notified immediately.  
3. In the event a student is missing due to running away or being lost in a reasonably safe area (museum, park) 

for more than ½ hour, program administration and police must be called, and parents notified. The 
superintendent and assistant superintendent should be notified as soon as possible.  

4. In the event a student is missing due to running away or being lost, a responsible adult must stay in the area 
until the matter is resolved. Missing students must never be left at any location even if assumed safe. 

5. Immediately following an event where a student or students were missing due to running away or being 
lost, a complete report of the incident will be prepared for the superintendent and assistant superintendent. 
A staff meeting will be held in the affected program for the purpose of preventing future incidents by 
review of procedures.  

 
 
 



APPENDIX J 
 
 ANNUAL WRITTEN INSTRUCTIONS TO STUDENTS AND STAFF 
 
 
The Superintendent of Schools, together with each chief school administrator of an educational agency other than a 
public school located within the school district, shall provide written instructions on emergency procedures in their 
respective schools for all students and staff.  The written instructions shall be distributed by October 1 of each 
school year to students and staff by any of the following methods: 
 
 1. School district newsletter mailed to all district residents. 
 
 2. Special mailing to students' homes. 
 
 3. Handout for students to carry home. 
 
 
At a minimum, written instructions shall include the following information: 
 
 1. Identify alarm warning system. 
 
 2. Various response actions which may be required, such as early dismissal and sheltering, and a description of 

each. 
 
 3. Name of District Emergency Coordinator, and the names and roles of the members of the Emergency Response 

Team. 
 
 4. Methods for disseminating information during an emergency. 
 
 5. A source for additional information. 



  
APPENDIX K 

DRILL NOTIFICATION 
 
 
The following notice will be issued by the transportation supervisor and/or building principals one week prior to the 
scheduled drill.  Such notices will be mailed to the student's last address of record.  Where possible, enrolled siblings 
will be included on one notice. 
 
 
 

TO:   Parent or Guardian of: ______________________________________________ 
 

ADDRESS:  ____________________________________________________________ 
 
____________________________________________________________ 

 
 

SUBJECT:     Early Dismissal 
 
 
 
The Spencer-Van Central School District has scheduled its annual test of the Early Dismissal Plan for   
 
__________________. 
        (date) 
 
Students will be released 15 minutes earlier than their normally scheduled time in order to test the early dismissal  
 
response of the District's Emergency Plan. 
 
Please make appropriate arrangements for the early arrival of your children as a result of this drill.  Thank you. 
 
 
 
 
 
Principal 

 



APPENDIX L



 

   
 

 APPENDIX M 
 

ASSISTED EVACUATION PLANS 
 FOR STUDENTS WITH SPECIAL NEEDS 
 
 
An assisted evacuation plan form (see attached sample) should be completed for any child who has limited mobility and for any other child who 
would require assistance to leave the building in the emergency.  These forms can be obtained from the main office.  
 
The plan should include alternatives for situations in which the person with primary responsibility is not available. 
 
It is suggested that the Building Administrator not be designated as the person with primary responsibility.  In an emergency situation the Building 
Administrator must attend to many immediate demands and decisions.  Also, the Building Administrator should be free to report to the designated 
place in the assembly area to meet staff members and to give instructions. 
 
It is also suggested that the person with primary responsibility be someone who is likely to be near the child who needs assistance, not someone 
who may have to take time to travel through the building or against the flow of traffic. 
 
One strategy for the evacuation of a child who cannot use the stairs unassisted, or who cannot negotiate crowded stairs quickly, is to designate an 
area of the stairwell out of the flow of traffic such as an area of Rescue Assistance (Remember that the stairwells are designed to retard the spread 
of fire).  The child remains there with an adult assistant until the students have passed and the stairs can be used. 
 
This form should be completed for every child who needs any kind of special accommodations in emergency evacuations.  Copies should be 
distributed according to the instructions on the form.  The plan should be reviewed annually. 



  APPENDIX N 
 
 ASSISTED EVACUATION PLAN FOR STUDENTS WITH SPECIAL NEEDS FORM 
 
 
Name of Child _________________________________________________________________   
Building  _____________________________________________________________________   
Teacher and Room  _____________________________________________________________   
Reason child needs assistance ____________________________________________________                                                   
                                                                                
                                                                                
Assistance to be given  __________________________________________________________                                                          
                                                                                
Person responsible  _____________________________________________________________   
Alternate person responsible _____________________________________________________   
Alternate person responsible _____________________________________________________  
Special arrangements needed at assembly area ________________________________________                                   
Other  pertinent  information ______________________________________________________                                                    
Attach copy of student's class schedule and out-of-classroom services. 
 
                                                                               
                        __________________________________________________________ 
                        Signature of person who prepared plan                   Date 
 
 
Copies on file: Principal 
                    District Office 
                    Substitute information folder 
                    Nurse 
                     Classroom/homeroom teacher 
                    District Emergency Response Plan 
 
 
Circulate information to all special area or class teachers.  Copy of plan should be kept with class attendance roster. 
 
 
 
 
 
 
 
Update plan annually by October 1 (and document this review).   

 
 



 

Appendix O 
Red Cross Agreement  

 
The American National Red Cross (‘Red Cross”), a non-profit corporation chartered by the United States Congress, 
provides services to individuals, families, and communities when disasters strike. The disaster relief activities of the 
Red Cross are made possible by the American Public who support the Red Cross with generous donations. The Red 
Cross disaster services are also supported by facility owners who permit the Red Cross to use their buildings as 
shelters and other service delivery sites for disaster victims. This agreement is between the Red Cross and a facility 
owner (’Owner’) so the Red Cross can use the facility to provide services during a disaster. This agreement only 
applies when Red Cross requests use of the facility and is managing the activity at the facility. 
 

Parties And Facility  
 

                Owner:                            Shelter # 
Full Name of Owner Spencer-Van Etten Central School District 
Address 16 Dartts Crossroad, Spencer NY 14883 
24-Hour Point of Contact 
Name and Title 
Email 
Work Phone 
Cell Phone 

Ms. Barbara Case 
Superintendent 
bcase@svecsd.org 
607-589-7100 
 
 

Address for Official Notices (only if 
different from above address) 

 

 

                Red Cross:                             
Chapter Name American Red Cross, Western New York Region 
Chapter Address Attn: Judy Coleman, 11371 LPGA Dr., Corning NY 14830 
24-Hour Point of Contact 
Name and Title 
Email 
Work Phone 
Cell Phone 

Judy Coleman, Disaster Program Manager, 
Regional Functional Mass Care Lead, 607-242-4877 (c)  
Or email: judith.coleman @redcross.org or 
                 Ian.giannini@redcross.org  
 

Address for Official Notices (only if 
different from above address) 

American Red Cross Disaster Cycle Services Logistics, 8550 Arlington 
Blvd., Fairfax, VA 22031 

 

                    Facility:                             
Insert name and complete street address of building or, if multiple buildings, write “See attached facility 
list,” and attach facility list, including complete street address of each building that is part of this agreement. 
If the Red Cross will use only a portion of a building, then describe the portion of the building the Red Cross 
will use. 
Spencer-Van Etten Middle School, 1 Center Street, Spencer NY-see attached facility list of the HS 
 
 
 

Shelter Name: 24-hour Contact Information 



Please provide names and telephone numbers of 3 persons who have the authority to authorize usage of the 
buildings and keys to open the buildings. 

Name: Title: 24 hr. Phone Number 
(not office numbers, please 

Lance Cundy Director of Facilities 607-738-0071 
Barbara Case Superintendent 607-342-1375 
John Cundy Head Maintenance Mechanic 607-738-9545 

 Please include your email address, so that we can forward a completed copy of the Facility User 
Agreement to you: lcundy@svecsd.org; bcase@svecsd.org 



 

 
Spencer-Van Etten Middle School, 1 Center Street, Spencer NY, 14883 
Is there Generator: 
Yes or No 
Of Yes: what size: 

Fuel: 
Natural Gas 
Propane 
Fuel Oil 

Powers: 
Entire Facility 
Lights 
Heat 
Kitchen 

Addition of Common Areas 
such as a community room or 
gym, since last survey: 
 

Size of room(s): 
Café-5,000 sq ft 
Gym-7,000 sq ft 
Library-3,000 sq ft 

Total Bldg-106,000 sq ft 

Kitchen Upgrade:   
ADA Compliant Bathrooms: How Many:  
Is there a Pet area:   
Square Footage of Sleeping 
Areas: 

7,000- MS Gym  

Capacity:  Evac: 480 Post Impact: 240 
Any unusual changes we 
should be aware of: 

  

 
Notations: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Terms and Conditions 
 
1. Use of Facility: Upon request and feasible, Owner will permit the Red Cross to use and occupy the      Facility 
on a temporary basis to conduct emergency, disaster-related activities. The Facility may be used for the 
following purposes (both parties must initial all that apply): 



 
Facility Purpose Owner Initials Red Cross 

Initials 
Service Center (Operations, Client Services, or Volunteer 
Intake) 

X  

Storage of Supplies X 
 

 

Parking of Vehicles X 
 

 

Disaster Shelter X 
 

 

 
2. Facility Management: The Red Cross will designate a Red Cross official to manage the activities at the 
Facility (“Red Cross Manager”). The Owner will designate a Facility Coordinator to coordinate with the Red 
Cross Manager regarding the use of the Facility by the Red Cross. 
 
3. Condition of Facility: The Facility Coordinator and Re Cross Manager (or designee) will jointly conduct a 
survey of the Facility before it is turned over to the Red Cross. They will use the first page of the Red Cross’s 
Facility/Shelter Opening /Closing Form to record and existing damage or conditions. The Facility Coordinator 
will identify and secure all equipment in the Facility that the Red Cross should not use. The Red Cross will 
exercise reasonable care while using the Facility and will not modify the Facility without the Owner’s express 
written approval. 
 
4. Food Services: (This paragraph applies only when the Facility is used as a shelter or service center.):   Upon request by the 
Red Cross, and if such resources are available, the Owner will make the food service resources of the Facility, 
including food, supplies, equipment, and food service workers, available to feed the shelter occupants. The 
Facility Coordinator will designate a Food Service 
Manager to coordinate meals at the direction of and in cooperation with the Red Cross Manager. The Food 
Service Manager will establish a feeding schedule and supervise meal planning and preparation. The Food 
Service Manager and Red Cross Manager will jointly conduct a pre-occupancy inventory of the food and food 
service supplies before the Facility is turned over to the Red Cross. When the Red Cross vacates the Facility, the 
Red Cross Manager and the Facility Coordinator or Food Service Manager will conduct a post-occupancy 
inventory of the food and supplies used during the Red Cross’s activities at the Facility. 
 
 
5. Custodial Services: This paragraph applies only when the Facility is used as a shelter or service center.): Upon request the 
Red Cross and if such resources are available, the Owner will make its custodial resources, including supplies 
and workers, available to provide cleaning and sanitation services at the Facility. The Facility Coordinator will 
designate a Facility Custodian to coordinate these services and the direction of and in cooperation with the Red 
Cross Manager. 
 
6. Security/Safety: In coordination with the Facility Coordinator, the Red Cross Manager, as he or she deems 
necessary and appropriate, will coordinate with law enforcement regarding and security and safety issues at 
the Facility  
 



 

7. Signage and Publicity: The Red Cross may post signs identifying the Facility as a site of Red Cross operations 
in locations approved by the Facility Coordinator. The Red Cross will remove such signs when the Red Cross 
concludes its activities at the Facility The Owner will not issue press releases or other publicity concerning the 
Red Cross’s activities at the Facility without the written consent of the Red Cross Manager. The Owner will 
refer all media questions about the Red Cross activities to the Red Cross Manager. 
 
8. Closing the Facility: The Red Cross will notify the Owner or Facility Coordinator of the date when the Red 
Cross will vacate the Facility. Before the Red Cross vacates the Facility, the Red Cross Manager and Facility 
Coordinator will jointly conduct a pos-occupancy inspection, using the second page of the Shelter/Facility 
Opening/Closing Form, to record and damages or conditions. 
 
9. Fee: (This paragraph does not apply when the Facility is used as a shelter. The Red Cross does not pay fees to 
use facilities as shelters) 
                a. Owner will not charge a fee for the use of the Facility. 
                    Owner initials: ________ Red Cross initials: ________ 
 

The Red Cross will pay $ _______ per day/week (circle one) for the right to use and               occupy 
the Facility.     
Owner initials: _______ Red Cross initials: ________ 

 
10. Reimbursement: Subject to the conditions in paragraph 10 (e) below, the Red Cross will reimburse the 
Owner for the following: 
 

a. Damage to the Facility or other property of Owner, reasonable wear and tear excepted, resulting 
from the operations of the Red Cross. Reimbursement for facility damage will be based on 
replacement at actual cash value. The Red Cross, in consultation with the Owner, will select from 
bids from at least three reputable contractors. The Red Cross is not responsible for storm damage or 
other damage caused by the disaster. 
 
b. Reasonable costs associated with custodial and food service personal and supplies which would 
not have been incurred but for the Red Cross’s use of Facility. The Red Cross will reimburse at per-
hour, straight-time rate for wages actually incurred but will not reimburse for (i) overtime or (ii) 
costs of salaried staff. 
 
c. Reasonable, actual out-of-pocket costs for the utilities indicated below, to the extent that such 
costs would not have been incurred but for the Red Cross’s use of the Facility. 
(Both parties must initial all utilizes that may be reimbursed by the Red Cross) 
 
 
 

Owner Initials Red Cross Initials  

Water 
 

X  

Gas 
 

X  

Electricity X  



 
Waste Disposal 
 

X  

 
 

d. The Owner will submit any request for reimbursement to the Red Cross within 60 days after 
occupancy of the Red Cross ends. Any request for reimbursement must be accompanied by 
supporting invoices. Any request for reimbursement for personnel costs must be accompanied by 
a list of the personnel with dates and hours works. 
 
e. If the disaster is a Federally declared disaster and Owner is a municipal or state government 
entity, then the Owner will work with appropriate emergency management agencies to seek cost 
reimbursement through the Federal Emergency Management Agency’s program for administering 
Public Assistance Category B under the Robert T. Stafford Act. The Red Cross is not obligated to 
reimburse the Owner for covered by Public Assistance Category B 
 

11. Insurance: The Red Cross shall carry insurance coverage in the amounts of at least $1,000,000 per 
occurrences for Commercial General Liability and Automobile Liability. The Red Cross shall also carry 
Workers’ Compensation coverage with statutory limits for the jurisdiction within which the facility is located 
and $1,000,00 in Employers’ Liability. 
 
12. Indemnification: The Red Cross shall defend, hold harmless, and indemnify Owner against any legal 
liability including reasonable attorney fees, in respect to claims for bodily injury, death, and property damage 
arising from the negligence of the Red Cross during the use of the Facility. 
 
13. Term: The term of this agreement begins on the date of the last signature below and ends 30 days after 
written notice by either party. 
 
 
 
Spencer-Vane Etten Central School District   
            Owners (legal name)                                                                
 
 

                   Barbara Case   
                            By (Signature)                                                                       
 
                     Superintendent of Schools  
                                 Title                                                                                           
 
 
 

 
 
 



 

Appendix P 
SRO Agreement  

 
SRO AGREEMENT 

 
 AGREEMENT, made by and between the VILLAGE OF SPENCER, a Municipal corporation of the 
State of New York, having offices located at 41 North Main Street, Spencer, New York 14883, hereinafter 
referred to as the “VILLAGE”, and the SPENCER-VAN ETTEN CENTRAL SCHOOL DISTRICT (hereinafter 
referred to as “the District”, with its principal offices located at 16 Dartts Crossroad, Spencer, New York 14883. 

WITNESSETH 
 WHEREAS, DISTRICT has requested that police services be provided on their campus by utilizing a 
SCHOOL RESOURCE OFFICER, hereinafter referred to as an “SRO”: and 
 WHEREAS, the VILLAGE has agreed to provide such SRO services to DISTRICT: 
 NOW, THEREFORE, in consideration of the promises, covenants, and agreements contained herein, the 
parties agree as follows: 

1.  The term of this Agreement shall be effective for one (1) year commencing on or  about 7/1/22 
and continuing through 6/30/23. 
 

a. The VILLAGE agrees to supply an SRO to provide police protective and educational services 
to DISTRICT throughout the term of this Agreement.      

b.  The VILLAGE shall provide a police officer to serve as SRO, and the SRO shall possess all 
necessary training, including sexual harassment training, clothing, and equipment; which 
shall be provided by the VILLAGE. The VILLAGE shall provide the candidate for selection 
into this position, but the candidate must be collaboratively agreed upon with DISTRICT.  It 
shall be the primary role of the school resource officer to provide improved public safety 
and/or security on school grounds.  In addition, to this primary role, the school resource 
officer also may serve additional roles, including but not limited to: 

  
1. Proposing and enforcing policies and administrative procedures related to school 

safety, school safety plans, and emergency response management; 
 

2. Assisting in training and the implementation of a comprehensive safety program and 
utilizing appropriate technology required; 

 
3. Serving as a liaison with other school officials and other community agencies, including 

but not limited to, other law enforcement entities, courts, health care entities, and 
mental health entities; 

 
4. Proposing and implementing strategies concerning prevention, response and recovery 

efforts for incidents and/or emergency situations occurring on school grounds and/or 
involving students, faculty, administration or visitors to the school; 

 
5. Proposing and assisting in the execution of school emergency drills and proposing and 

assisting in the creation of school safety plans; 
 

6. Providing educational and mentoring services to students; 
 

7. Assisting in the design, explanation and enforcement of school safety and security 
policies and procedures; and  

 



8. Performing such other and further roles, responsibilities and activities as the school 
district may deem appropriate and proper for a law enforcement officer to perform, in 
order to advance the security, safety and well-being of students, faculty, administration 
and visitors to the school district's schools, transportation vehicles and school grounds. 

 
2. The VILLAGE agrees to assign such SRO, Monday through Friday from  7:30 a.m. until 3:30 
p.m., unless otherwise mutually agreed upon.  Services   

will not be required on school vacations such as spring break, winter break, 
summer vacation and snow days.     

 
3. DISTRICT agrees to pay the VILLAGE, with the cooperation and consent  of participating 
school districts within DISTRICT the sum of $45,000. 

For the 2022-2023 school year, and after (if it is agreed upon by both parties to continue the 
service of a SRO), 50% of the payment will occur in July and the remaining 50% will occur 
January. If either party terminates this Agreement pursuant to paragraph 11 of this Agreement, 
the amounts due to the Village will be prorated to reflect the amount of actual services rendered 
under this agreement.  

4.  The SRO will receive a payment equal to the employee contribution of health insurance which will 
be used to offset the SRO 15% contribution to a single health insurance plan provided by the district. 
SRO will submit a W-9  form to DISTRICT school business administrator in order for the health 
insurance plan to be activated. If the agreement is terminated pursuant to paragraph 11 of this 
agreement, the District will offer COBRA to the SRO. 

Payment shall be submitted to the VILLAGE OFFICE, 41 North main Street, PO Box 346, Spencer, 
New York 13827, ATTN: Mayor. 
 

5. The VILLAGE agrees to provide the proper regular and on-going police training to the SRO.  The 
VILLAGE and the DISTRICT agree to split the cost of the NYS SRO training, which will be 
completed in the first year of the contract.  
 

6. Indemnification with regards to Performance of this Agreement: 
 

i. DISTRICT shall indemnify, hold harmless and defend the  VILLAGE, and its respective 
Officers, employees, agents and elected officials from and against any and all claims, losses, 
liabilities, causes of action, costs and expenses (including reasonable attorney’s fees) to the extent 
arising from or relating to  any omission of duty, negligence or wrongful act of DISTRICT, its 
employees, subcontractors or agents. 
 

ii. The VILLAGE shall indemnify, hold harmless and defend  DISTRICT, and their 
respective Officers, employees, agents and elected officials from and against any and all claims, 
damages, losses, liabilities, causes of action, costs and expenses (including attorney’s fees) to the 
extent arising from or relating to any omission of duty, negligence or wrongful act of the the 
VILLAGE, its employees, subcontractors or agents.  
 
The provisions of this Section 5 shall survive the termination of this Agreement. 

 
7. The relationship of the parties is that of independent contractors. Neither  party nor its 
employees and agents shall hold itself out as, nor claim to be,  Officers or employees of the other 



 

party, and shall make no claim no  demand for, nor be entitled to, any right or privilege as an 
Officer or  employee, including, but not limited to workers’ compensation coverage,  medical and 
unemployment benefits, social security or retirement  membership benefits from the other party. 
 
8. Each party shall timely obtain, at its own expense, all licenses or permits for  the work to be 
performed under this contract, if any are necessary. 
 
9. Neither party shall assign, transfer, convey, subcontract, or otherwise  dispose of this right, 
title, or interest in and/or to the same, not any part  thereof, without the prior written consent of the 
other party. 
 
10. The Agreement represents the entire understanding between parties and  supersedes all prior 
negotiations, representations or agreements wither  written or oral. This Agreement may be amended 
only by written  agreement signed by all parties.  
 
11. The VILLAGE and DISTRICT each reserve the right to terminate this  Agreement by giving 
written notice to the other thirty (30) days prior to the  effective date of termination. 
 
12. DISTRICT agrees to comply with all Federal, State, and local laws and  regulations governing 
the provision of goods and services under this  Contract.  To the extent that federal funds are provided 
to DISTRICT under  this contract, DISTRICT agrees that it will comply with all applicable 
 federal laws and regulations, including but not limited to those laws and  regulations under 
which the Federal funds were authorized. 
 
13. During the performance of this Agreement, DISTRICT agrees that  DISTRICT will not 
discriminate against any employee or applicant for  employment  because of age, creed, race, color, 
sex, sexual orientation,  gender identity, national origin, marital status, disability, military status, 
 arrest record, conviction record, and domestic violence victim status.  Such  action shall  be 
taken with reference, but not be limited, to: recruitment,  employment, job assignment, promotion, 
upgrading, demotion, transfer,  layoff or termination, rates of pay or other forms of compensation, and 
 selection for  training or retraining, including apprenticeship and on-the- job training. 
 
14. The provisions of this Agreement shall be construed under laws of the State  of New York. 

 
 
 
 
 
 
 
 
 
 
 
 
The parties’ consent to the Agreement is indicated by their signatures below. 
 



 
 
DATED: 5/19/2022   VILLAGE OF SPENCER, MAYOR 
 
      By: Gilbert Knapp   
 
DATED: 5/20/2022   SPENCER-VAN ETTEN 

CENTRAL SCHOOL DISTRICT 
 
      By: Mary Ordway    
            Mary Ordway, Interim Superintendent 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Incident Command System (ICS) for Schools 

Incident Command System (ICS) is a component of the National Incident Management System (NIMS). ICS 
helps enhance emergency communications and allows multiple agencies to work together effectively during 
difficult and dangerous circumstances. ICS provides a standardized approach to incident management, 
regardless of cause, size, location, or complexity. By using ICS during an incident, schools can more 
effectively work with the responders in their communities. 

New York State Schools are required to define a chain of command in a manner consistent with ICS  

(CR 155.17(c)(2)(v). 
 

SCHOOL INCIDENT COMMANDER 
• Directs incident for school, staff, students 
• Establishes immediate priorities for staff & students 
• Works directly with the Emergency Incident Commander (1st Responders) 

PRIMARY ALTERNATE 
NAME:  Barbara Case  NAME:  Lance Cundy 

 
 

SCHOOL PUBLIC 
INFORMATION OFFICER 

• Liaison between school and public (including media) 
• Works to coordinate information to be released 

PRIMARYALTERNATE 
NAME:  Barbara Case  NAME: BOCES 

SCHOOL LIAISON OFFICER 
• Acts as point of contact for school administrators 
• Coordinates assisting cooperating agencies 

PRIMARY ALTERNATE  
NAME:  Lance Cundy NAME: T. Lampila 
Office phone: Office phone: 
 

 
SCHOOL SAFETY OFFICER 

• Identifies and mitigates hazardous situations for school 
staff and students 

• Monitors safety conditions and develops measures for 
assuring safety 

PRIMARY ALTERNATE 
NAME: Lance Cundy NAME: Tim Gilbert 
 

 
OPERATIONS 

• Coordinates student 
supervision 

• Supervises execution of 
Evacuation Plan 

• Maintains close contact with 
School Incident Commander 

 
  Building Principals 

PLANNING 
• Collects and documents 

school related data 
• Provides current input to 

School Incident Commander 
and Operations 

 
        L. Cooper  

LOGISTICS 
• Coordinates temporary 

shelter for staff/students 
• Provides transportation for 

staff/students to off-site 
location or home 

 
      T. Wilson 

        FINANCE 
• Manages all financial 

aspects of an incident 
 
 
 

       D. Eichholtz 

 
 

New York State Education Department and New York State Center for School Safety 
Resource 5 Emergency Response Planning: Incident Command System for Schools
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