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GUIDELINES FOR RESPONDING TO EMERGENCIES & MATTERS OF A CRITICAL

NATURE IN ABSENCE OF THE PRE-K-6 PRINCIPAL

The following procedures and guidelines relate to the areas of responsibility that the teacher-in-charge of the New Marlborough Central School shall assume in the absence of the elementary supervising principal during emergencies and for matters of a critical nature requiring immediate attention.

	MATTERS OF A CRITICAL NATURE
	COURSE OF ACTION

	Substitute teacher(s)
	Greet and meet with substitute and orient to assignment

	Late arrival of a staff member
	-Assign or reassign paraprofessional -- OR--

-Notify closest adjoining teacher for the supervision of students

	Bus problems:

Late departure (i.e., child not picked up by parent, late field trip, missed bus, etc.)
	-Arrange for supervision of student(s)

-Answer telephone inquiries

-Arrange for transportation through home

	Parent inquiries:

Need of immediate attention

(discretion of secretary)
	-Discuss matter with parent and refer to principal and/or superintendent

	General Information

(discretion of secretary)
	-Discuss matter with parent and refer to principal

	Staff Problem:

Teacher-teacher


Teacher-student
	-Intercede to ameliorate immediate problem and notify principal and/or superintendent

	Student Problem:

Student-student

Teacher-student

Paraprofessional-student

	-Intercede for interpersonal emergencies

-Refer to principal and/or superintendent for follow-up procedures

	Run-aways
	-Instruct secretary to notify police, principal and/or superintendent, and parent

	Scheduling
	-Assist in facilitating unexpected scheduling needs (films, assemblies, lunches, field trips)

	Traffic and parking
	-Take measures to secure immediate safety of children and staff

-Notify principal

	Communications
	-Respond to inquiries with discretion to insure amiable relationship with students, parents and staff

-Record and report to principal and/or superintendent

	Unregistered person in building or on grounds
	-Inquire of and offer assistance to ensure safety and orderly conduct of school

	Emergencies (Physical)
School Closing

	-Assume immediate responsibility of all student departure to home or designated location in compliance with Emergency School Closing Policy

	Building Safety

(fire, bomb threat or any impending danger)
	-Assume responsibility for the safety of children and staff to evacuate building

-Notify custodian

-Notify central office and principal

-Notify pupil service personnel

	Minor Occurrences

(power outage, lack of water, heat, etc.)
	-Notify custodian

-notify central office and principal

	Emergencies   (Medical)
Communicable diseases

(rashes, skin infections, cold symptoms, sore throat, inflamed eyes)
	-Notify nurse

	Diabetic Coma

Insulin Shock

Seizures
	-Notify nurse and parent to come for child

-Follow procedures prepared by school nurse

	Serious accident or illness requiring emergency room care at hospital

*New Marlborough Central

*Outlying Schools
	-Notify nurse/call for ambulance when necessary

-Notify home to transport to hospital

- Secretary transport to hospital emergency room or call for ambulance when nurse not available (NOTE:  Parents will be notified anytime a child must be transported to hospital.)

-First two procedures above

-Notify principal or central office
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