
In an emergency, direction will be given by the District Superintendent, Principal, or 

designee.  All information and requests for aid will be coordinated to and from the 

Superintendent’s office.  In the absence of district direction, principal(s) are authorized to act 

as needed.  Employees may be temporarily reassigned as needed. 

In case of an EMERGENCY dial 911 
• The name of this school is Shoshoni School 
• The address is 112 West Third Street ! between Third and Fifth Streets and 

Idaho & California 
 
Phone Numbers 

Fremont County Sheriff 800.967.2302 Shoshoni Police Dept. 307.876.2600 
Shoshoni Town Hall 307.876.2515 WY Highway Dept 307.876.2436 
District contacts Phone/Extension Cell Number 
Superintendent 307.876.2583 ext. 5313 307.840.1049 
Secondary Principal 307.876.2576 ext. 5317 307.851.1229 
Elementary Principal 307.876.2563 ext. 5320 307.851.4117 
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When the fire alarm sounds 
1. Calmly line up at the door ready to follow the posted evacuation routes. 
2. Staff will secure windows and doors when leaving the room. 
3. Staff members assigned to check restrooms should do so. 
4. Teachers will carry a class roster and the Emergency Procedures Handbook. 
5. Upon arrival at the designated evacuation point, teachers will verify that all students are out of 

the building by checking in with administration or a designee. 
6. If necessary, buses will pick students up to transport them. 
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Chemical Spills 
1. In the event of a chemical spill in a school building, students and employees must be 

moved to a safe location immediately, using evacuation procedures. 
a. Wait for word from authorities before returning to the school building. 

2. When a chemical spill occurs outside of the school building 
a. Shut windows and doors; roll up towels or clothing or apply tape to seams 

of openings. 
b. Follow the advice of authorities. 

Communication 
1. The school district will train and inform identified employees of potentially hazardous 

materials in the work place. 
2. Each location has a Chemical Hazard Notebook that contains Material Safety Data 

Sheets for hazardous products.  All hazardous substance containers should be clearly 
labeled.  Hazardous chemicals transferred to other containers must be labeled. 

3. Labels are provided at each location. 
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1. When a demonstration occurs or appears imminent, it is important to remain calm, to 
use good judgment and to listen.  Over-reacting may only escalate the problems. 

2. Tell all students to return to their classes.  Attempt to keep students in class but do not 
use force.  Keep hallways clear of students as much as possible.  Notify immediate 
supervisor or superintendent’s office (876-2583 or ext. 5313).  Help and assistance 
from the district will be provided as needed. 

3. Attempt to get student leaders into empty classrooms for conversations.  If there are 
no obvious leaders, suggest that students select someone to meet with administration 
to discuss the matter.  Discuss complaints with demonstrators.  Do not be in a hurry.  
Have a secretary or other adult take notes. 

4. Key personnel should report to pre-assigned posts and perform the following if 
demonstration escalates: 
a. Have garbage cans and wastebasket containers removed.  (Place in a locked room, 

if possible.) 
b. Consider locking restrooms, having someone on duty there to admit only those 

necessary. 
c. Decide what to do about lunch periods.  If necessary, confine students in pre-

determined restricted area.  Close the campus. 
5. The general public should be told not to enter the school grounds or to try to see the 

principal during an on-campus demonstration or mass insubordination crisis. 
 

DO NOT HESITATE TO CALL 911  
BEFORE A SITUATION BECOMES UNMANAGEABLE. 
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In the case that the school has become aware of the existence of a tornado in the 
area, the following precautions will be used: 
1. An alert will be announced using the intercom system 
2. Students will evacuate classrooms into the hallway, staying as far away from 

doors and windows as possible, with the following exceptions: 
a. From rooms 16-25 go to the lower floor via the south stairwell (the 

Wrangler “butt” stairs, not those near the courtyard) into the freshman 
hall. 

b. From rm 37 to the jr/sr hall 
c. From art rm, library, elementary media lab, auditorium, and lunchroom 

go to the hallway between the auditorium and library and east of the 
media lab (crooked hall). 

d. From rms 32 & 33, roport to jr/sr hall inside the fire doors 
e. Students who are outside, will immediately re-enter the building and 

remain in halls or areas away from doors and windows. 
3. Students are to take cover in their designated area.  All students and staff are to 

take a crouched position with their hands covering their heads.  It is advisable 
for students to carry a book that can be used to protect the head. 

All students and staff are to respond to the alert in a serious manner.  No 
horseplay will be tolerated.  Teachers will supervise their own groups.  Staff who 
are not with a group shall assist the other adults in the supervision of all students. 
Hold the position until an announcement is made over the intercom indicating the 
next steps. 
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“Drop/Hold Procedures inside the classroom: 
 Upon command, drop to knees facing away from windows. 
 Get body under/below equipment (desk, table, chair, etc.) 
 Grasp equipment (furniture legs, etc.) with both hands and hold tightly 
 Wait quietly for further instructions 
 
“Drop/Hold” Procedures outside the classroom 
 Stay clear of all buildings, power lines, light poles, etc. 
 Drop to the ground and remain clear of obstacles 
 Wait quietly for further instructions 
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Snow or Other Bad Weather (severe temperature, ice storms, etc.) 

If bad weather conditions occur during the night, the established district plan is followed.  This 
plan is sent home with students in the fall.  Emergency information is also provided to the local 
radio stations (KTAK/KVOW and KTRZ) by the superintendent or designee. 

If school operation is affected: 

• Principals will be called in the morning by Superintendent or designee 
• The Superintendent or designee will relay information to radio stations. 
•  The Superintendent or designee will use the district’s phone alert system to notify staff. 

If weather conditions worsen during the day, the Superintendent or designee (after contacting 
WYDOT, WY Highway Patrol, and/or other appropriate agencies) will decide whether to 
dismiss early.  Principal(s) will be notified and radio stations will make announcements. 

• The district’s phone alert system will be used to notify parents of the closure and all 
pertinent information regarding busing students or pick up. 

Other Special Conditions (Heating plant fails to function properly, loss of power/light, local 
flooding or damage to all or part of the school, natural gas build-up, etc.) 

• Head of maintenance or first knowledgeable staff member notifies principal.  Principal 
notifies superintendent. 

• Particular situation is examined by supervisor/principal.  Utility companies and fire 
department consulted as needed. 

• Decision is made from these options: 
o Open or remain open with accommodations for staff/ students.  Principal informs 

staff/students of accommodations or arrangements. 

o Begin late, dismiss early, or do not open school at all 
" Superintendent notifies principal. 

" Administration or designee contacts parents through the phone alert system 
Superintendent or designee informs radio stations, transportation and food services as 
appropriate. 
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For one injured person 
1. Apply First Aid (call nurse, extension 5325) 
2. If ambulance is needed, call 911 and notify office. 
3. If needed, contact parent/guardian (student) or spouse/relative (staff). 
4. Promptly inform immediate supervisor if injury is serious. 
5. Complete necessary accident form located in each office. 

Student – Student Accident Report forwarded to building principal 
Staff – Accident Report form if injury requires a doctor visit 

 
For Disaster-Related Injuries to several employees or students 

1. Apply First Aid 
2. IMMEDIATELY phone 911 and the school nurse (extension 5325).  Indicate the 

number of persons with serious injuries who will need on-site treatment beyond 
abilities for first aid trained personnel AND/OR the number of persons with 
serious injuries who will need transportation to hospital or emergency relief 
center. 

3. Call immediate supervisor to REPORT SITUATION. 
4. Stay at the scene and inform help as it arrives of THOSE NEEDING TREATMENT. 
5. ASSIGN EMPLOYEES TRAINED IN FIRST AID as asked by medical emergency 

specialist. 
If possible, move injured persons to the wrestling room for ease of access by emergency 
personnel and vehicles. 
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1. Any school employee who has reasonable cause to suspect that any child is subjected to 
abuse or to conditions that might result in abuse (malnutrition, dangerous conditions, 
neglect, etc.) must immediately report the situation to the principal of the child’s school. 
This oral report should be followed at once by a written report sent by the employee to 
the principal with a copy to the superintendent.  If there are physical signs of suspected 
abuse the school nurse (extension 5325) and principal (ext. 5317—secondary or 5320--
elementary) should be called at once.  Confidentiality must be kept. 

a. The written report should include: 
i. Name, age, and address of the child; 
ii. Name of the child’s parents, guardians, and/or persons with whom s/he 

is living; 
iii. The nature of the child’s injury/conditions, information on conditions 

leading to the abuse—all with appropriate dates; 
iv. Any other information that might be helpful in establishing the cause of 

the injuries or the condition observed. 
2. The nurse or principal shall contact the Department of Family Services (856-6521), 

using such procedures and forms as may be required by the department. 
3. After the report is made to DFS, district and school staff members will make themselves 

available for meetings with the department’s representative to facilitate communication.  
The school will report any further incidents of abuse to the agency’s representatives. 

4. As the case is being investigated, the school will provide supportive aid and counseling 
services for the child. 

5. Once a report of child abuse is given to DFS, the responsibility for investigation and 
follow-up lies with that department.  It is not the responsibility of the school staff to 
investigate the case.  Therefore, the school staff will not: 

a. make home visits for investigative purposes; 
b. take the child for medical treatment (this does not preclude taking action in an 

emergency situation); 
c. convey messages between the agency and parents/guardians. 

Authorized school and district personnel may make available the health or other records of 
a student to the Department of Family Services personnel assigned to investigate the 
instances of child abuse for such investigative purposes. 
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Child Protective Service Interview of Student(s) at School 
In cases where the school has initiated the CPS referral, there is usually advance knowledge 

that a caseworker/investigator will be coming to the school.  If the referral came from another 
source, the caseworker/ investigator may arrive unannounced. 

If Child Protective Services personnel come to the school, it is recommended that the 
principal cooperate with any reasonable request for information.  In some instances, CPS 
personnel may wish to interview a teacher.  There may also be cases in which the official 
wished to talk to or to examine a child.  A SCHOOL ADMINISTRATOR OR DESIGNEE MUST BE 
PRESENT DURING ALL SUCH INTERVIEWS. 

Since parents or family members are frequently the source of the child abuse or neglect, it is 
not appropriate for the building administrator to contact the parents if the 
caseworker/investigator indicates s/he will handle parent notification.  The law supports 
this contention.  While the building administrator will want to assure that the student and CPS 
caseworker/investigator have a private place to meet, it must be understood that the CPS 
investigation has priority over school regulations that normally cover advance parent 
notification. 
Police Interviews of Student(s) at School 

If police officers enter the school with a reason to interrogate a student(s), the principal 
should inquire of the police the appropriateness of contacting the parent.  Based on this 
response, act accordingly.  The same instruction applies to cases in which police may wish to 
remove a student from school in order to interrogate. 

While there may be special circumstances when prior parental contact cannot be made, as a 
general rule of practice, parent contact is to be made by the building administrator prior 
to permitting a student to be interviewed by the police. 

Provide a private place for the interview.   
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Goal:  Preserve the safety of students and staff while maintaining a normal and calm school 
day in light of a potential risk outside the school building. 
Alert:  An announcement will be made that we are in a “SOFT LOCK DOWN” and any other 
extraneous information.  We will remain in lock down until we are notified the area is safe.  
General Teacher response: 

• Remain calm, lock your doors and close windows; pull any window blinds 
• Account for all students 
• Continue teaching and regular classroom procedures (including passing time) 
• Do not allow speculate or initiate discussion with students 
•  There will be no unnecessary movement in the hallways. 
• No class or student will be allowed to leave the building 
• Assist any people with the drill that may not be regular staff but are in the building 

at the time 
• Any class or students outside will return immediately to the building, including 

students in external buildings under the direction of administration 
• Increased alertness and supervision is expected from all staff 
• Refer any questions to the building administration 
• Refer any questions from media to the Superintendent 
General Administration Response: 

• Direct students from external buildings into the main building, if appropriate 
• External doors will be locked immediately 
• All people seeking admission to the building will be admitted individually as 

appropriate 
• Increased monitoring of the exterior of the building 
• Communication updates in writing (email) to staff 
• Communications to parents at the end of the day 
• Staff meeting to evaluate the response 

Refer any questions from the media to the Superintendent 
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Goal:  Preserve the safety of students and staff by taking evasive action designed for 
protection against a threat within the building. 
ALERT:  An announcement will be made indicating a “HARD LOCK DOWN.”  We will 
remain in hard lock down mode until notified that the building is safe. 
Telephone information:  Office will call 911, then Superintendent, then maintenance 
supervisor. 
 
General Teacher Response 

• Remain calm, lock doors, and close windows; pull window blinds and shut off any 
lights and equipment that may indicate the room is occupied (once door is locked, do 
not open for ANY reason). 

• List all individuals in your area for accounting purposes after the incident, including 
missing students 

• Make the room look empty by moving students to a corner away from any door or 
window, keep students and materials out of sight. 

• Remain silent; eliminate the threat of any unexpected sound by turning off all cell 
phones or other such items. 

• Any student or class outside should relocate to **Town Hall or Bus Garage** or the 
closest safe place (if possible, communication on where to relocate will be 
transmitted by 2-way radio) 

• Any student in the gym should immediately go to the locker room.  
• Any students in the lunchroom will be relocated to the wrestling room. 

 
General Administration Response 

• All exterior doors will be locked via the computerized lock system.   
• Refer any questions to the Superintendent 
• Communications to parents at the end of the day 

IN THE EVENT THAT LIVES ARE THREATENED, USE ANY AVAILABLE MEANS 
TO FIGHT FOR YOUR OWN AND STUDENTS’ LIVES—FIGHT BACK! 

 
 
 
 
 

A lockdown will be released by administration per an agreed upon signal. 
The signal will be communicated to staff at the beginning of each year  

and whenever there is a need to change for security reasons. 
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No bomb threat is to be ignored.  Treat every bomb threat as a potential 
danger to human life.  Check and document every threat. 

• Be certain secretaries understand procedures to be followed, including the 
use of the Bomb Fact Finding Sheet (following page). 

• Be certain staff understand procedures to be followed and their role in any 
evacuation. 

In the event of a threat: 
1. Secretary follows procedures to keep caller on line; s/he will engage the tape 

recording device on the handset and obtain as much information as possible, 
including:  Using the Bomb Fact Finding Sheet (following page). 

2. Secretary advises other office personnel of the threat. 
3. Call the police (911) and the Superintendent’s office (extension 5313 or 

876-2583) without delay. 
4. Principal decides whether or not the building should be evacuated with advice 

from the police. 
5.  
6. If the building is evacuated, listen carefully for instructions.  Staff may be 

notified to evacuate to a specific area and out of danger.  Do not announce 
that the evacuation is due to a bomb threat.  Every precaution should be taken 
to avoid any panic that could bring injury to students.  

a. A “go box” will be provided for each classroom, this should be 
taken along with this handbook and class rosters (in back of book). 

If a device is found: 
1. DO NOT TOUCH THE DEVICE IN ANY WAY.  EVACUATE AND SEAL OFF THE 

AREA, USING EMERGENCY EVACUATION PROCEDURES. 
2. Notify the superintendent’s office (876-2583 or ext. 5313) 
3. Call 911 indicating that a device has been found. 
4. Wait for a trained squad to examine and dispose of the device. 
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