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I. GENERAL	CONSIDERATIONS	AND	PLANNING	GUIDELINES	

	

A. Introduction	and	Purpose	

	

Emergencies	 and	 violent	 incidents	 in	 schools	 are	 critical	 issues	 that	 must	 be	 addressed	 in	 an	

expeditious	and	effective	manner.		All	schools	are	at	risk	from	a	variety	of	acts	of	violence	and	natural	

and	technological	disasters.		In	2001,	the	State	of	New	York	enacted	the	Safe	Schools	against	Violence	

in	Education	Law	(Project	SAVE),	requiring	districts	to	undertake	comprehensive	planning	efforts	to	

address	risk	reduction/prevention,	response	and	recovery	with	respect	to	a	variety	of	emergencies	in	

school	districts	and	schools.			

	

Legacy	Prep	Charter	School	(the	“School”)	has	adopted	this	District	Wide	School	Safety	and	

Emergency	Response	Plan	(the	“Safety	Plan”).		As	the	School	is	a	charter	school	and	therefore	is	its	

own	school	district,	the	Safety	Plan	fulfills	the	requirements	of	a	district-level	Emergency	Response	

Plan.			

	

B. Concept	of	Operations	

	

The	 methodology	 used	 to	 develop	 this	 revised	 Safety	 Plan	 included	 the	 involvement	 of	 key	

constituencies	of	the	School	community.	

In	 the	 event	 of	 any	 emergency	or	 violent	 incident	 at	 the	 School,	 the	 initial	 response	will	 be	by	 the	

Emergency	 Response	 Team	 (ERT).	 	 ERT	 Members	 will	 be	 trained	 as	 required	 by	 the	 NYC	 DOE	

Emergency	Preparedness	Guidelines.	All	members	of	the	Emergency	Response	Team	(ERT)	will	ensure	

adequate	communication	is	available	at	all	times.	

In	the	event	of	an	emergency	or	violent	incident,	local	emergency	officials	will	be	notified.		The	School’s	

efforts	may	be	supplemented	with	county	and	state	resources	through	existing	protocols.	

In	the	event	of	an	emergency,	communication	protocols	are	established	as	follows:		

a. The	Emergency	Response	Team	(ERT)	is	activated	to	assess	the	emergency	plan	and	

implement	appropriate	response	strategies	

b. The	Principal/Incident	Commander	will	notify	the	Executive	Director	and	apprise	them	of	the	

situation.	

c. The	Executive	Director	will	notify	other	designated	officials	as	deemed	necessary.		

d. Upon	activation	of	the	School	Emergency	Response	Team,	the	Executive	Director	or	his/her	

designee	will	be	notified	and,	where	appropriate,	local	emergency	officials	will	also	be	

notified.		

e. The	Principal/Incident	Commander	may	request	the	assistance	of	the	Executive	Director	in	

notifying	outside	agencies	for	additional	assistance.	

f. These	agencies	include,	but	are	not	limited	to	the	local	police,	County	Sheriff’s	Department,	

New	York	State	Police,	911,	and	the	County	Office	of	Emergency	Management.		

g. Response	efforts	may	be	supplemented	by	available	county	and	state	resources	through	

existing	protocols.	
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II. RISK	REDUCTION/PREVENTION	AND	INTERVENTION	

	

A. Prevention	and	Intervention	Strategies	

	

Building	Personnel	Training			

The	Director	of	Operations	and	Deans	of	Culture	will	design	and	implement	trainings	for	these	various	

teams	on	safety	procedures	 including	(i)	procedures	for	the	removal	of	disruptive	students,	(ii)	crisis	

response,	 mediation,	 conflict	 resolution	 and	 other	 de-escalation	 techniques,	 and	 (iii)	 protocols	 for	

responding	to	fire,	bomb	threats,	armed	and	unarmed	intruders	and	other	emergencies.	

Coordination	with	Emergency	Officials	

The	Director	of	Operations	will	be	responsible	for	facilitating	the	annual	review	of	the	Safety	Plan	and	

conducting	drills	and	exercises	to	test	the	Safety	Plan.		These	tests	may	include	a	tabletop	exercise.	The	

Emergency	Response	Team	will	be	critical	in	the	coordination	of	these	exercises.	

Annual	Multi-Hazard	Training	for	Staff	and	students	

The	law	requires	annual	multi-hazard	training	for	students	and	staff.	The	intent	of	this	training	is	to	make	

building	residents	aware	of	the	specific	response	procedures	in	their	buildings.	All	school	staff	will	be	

familiarized	with	the	basic	concepts	of	each	emergency	response	based	on	a	specific	incident.	Training	

and	 information	 will	 be	 provided	 to	 staff	 by	 the	 school’s	 Operation	 Team,	 led	 by	 the	 Director	 Of	

Operations	at	the	beginning	of	each	school	year.	Instruction	may	include,	but	is	not	limited	to	blood-borne	

pathogens,	hazardous	materials,	HIV	and	other	associated	health	risks.		

Program	Initiatives	and	Early	Detection	of	Potentially	Violent	Behaviors	

Project	SAVE	emphasizes	the	importance	of	prevention	strategies	such	as	non-violent	conflict	resolution	

training	programs,	peer	mediation	programs,	and	extended	day	and	other	school	safety	programs.		At	the	

School,	pro-active	prevention	means	creating	a	“community	of	caring”,	offering	every	opportunity	for	all	

students	to	be	actively	and	successfully	engaged	in	academics	and	extracurricular	activities,	and	to	be	

connected	 to	 the	school	 community	 through	significant,	healthy	relationships	with	caring	adults.	The	

School	will	consider	implementing	one	or	more	of	the	following	programs:	violence	prevention	programs	

that	address	the	components	of	empathy,	 impulse	control,	and	anger	management	skills,	and	offering	

corrective	supportive	intervention	strategies.		

The	following	is	a	list	of	prevention	strategies	that	the	school	may	use:		

● Strong	emphasis	on	zero	tolerance	for	harassment	and	violence	

● Support	groups	facilitated	by	school	counselor	for	elementary	children	

● Conflict	resolution	strategies	

● Buddy	programs	between	grade	levels	

● Mentoring	(pairing	of	differently-aged	students)	

● Parent/child/staff	surveys	

● Child	Study	Teams	
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● Drama	programs	

● Lessons	on	peer-intervention	taught	by	teachers,	school	counselor,	psychologists	

● Current	events	units	in	classrooms	–	analyzing	violence	on	TV	and	in	other	media.	

	

The	School	will	also	employ	Social	Workers	to	support	students	and	a	Culture	Team	to	help	support	the	

student's	needs.			

	

	

III. RESPONDING	TO	THREATS	AND	ACTS	OF	VIOLENCE	

	

A. Policies	and	procedures	for	responding	to	implied	or	direct	threats	of	violence	

by	students,	teachers,	other	school	personnel	and	visitors	to	the	school		

	

1. Reporting	of	threats	of	violence	to	school	authorities		

	

a.	Students	are	required	to	inform	school	staff	about	any	indirect	or	direct	threat	of	violence	to	

themselves,	others,	or	property.		

b.	Staff	are	required	to	inform	administration	of	any	direct	or	indirect	threat	of	violence	to	

students,	themselves,	others,	or	property.		

c.	Parents	and	visitors	are	encouraged	to	tell	school	staff	about	any	indirect	or	direct	threats	of	

violence	towards	students,	themselves,	others,	or	property.	

d.	Students,	staff,	parents,	and	others	will	be	educated	about	the	importance	of	reporting	threats	

and	the	procedures	for	reporting.		

	

2. Investigating	threats	of	violence	

	

a.	The	building	administrator	will	investigate	reported	threats	of	violence	and	will	make	the	

determination	of	disciplinary	measures	consistent	with	the	Code	of	Conduct.		

b.	Serious	acts	will	require	the	involvement	of	police	personnel.	(Violent	offenses	in	accordance	

with	SAVE	requirements)		

c.	Chronic	offenders	may	require	a	behavior	intervention	plan,	close	monitoring,	and	police	

involvement.		

d.	Threats	placing	students,	staff,	and	others	in	imminent	danger	require	an	immediate	call	to	the	

police.		

e.	School	administrators	may	conduct	a	building	and/or	classroom	lockdown,	and/or	if	necessary,	

an	evacuation.		

	

3. Reporting	Incidents	

	

			a.	School	administrators	must	keep	record	of	serious	threats	and	acts	of	violence	and	report	them	

annually	to	the	state.		

									b.	Incidents	of	violence,	serious	threats,	intimidations,	etc.	may	require	involvement	of	the	police.		

									c.	School	administrators	are	authorized	to	call	the	police	to	respond	to	the	threat	or	acts	of	

violence.		
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4. Means	in	which	staff,	students,	parents	are	informed	about	threats	of	violence:	

	

a. Staff	will	be	informed	via	a	written	confidential	memo/email.	

b. Parents	and	students	will	be	informed	in	writing	in	a	timely	manner.		

	

B. Policies	and	procedures	for	responding	to	acts	of	violence	by	students,	teachers,	

other	school	personnel	and	visitors	to	the	school,	including	consideration	of	

zero-tolerance	policies	for	school	violence.	The	district	has	developed	the	

following	safety	and	security	procedures	to	protect	students,	staff,	and	visitors	

from	acts	of	violence.		

	

1. Reporting	acts	of	violence	to	school	authorities	

	

a.	Students	are	required	to	inform	school	staff	about	acts	of	violence	toward	themselves,	others,	

and	property.		

b.	Staff	are	required	to	inform	administration	of	any	act	of	violence	to	students,	themselves,	

others,	or	property.	

c.	Parents	and	visitors	are	encouraged	to	tell	staff	about	any	acts	of	violence	toward	students,	

themselves,	others,	or	property.	

d.	Students,	staff,	parents,	and	others	will	be	educated	about	the	importance	of	reporting	acts	of	

violence	and	the	procedures	of	reporting	these	acts.		

	

2. Investigating	acts	of	violence	

	

a.	The	building	administrator	will	investigate	reported	acts	of	violence	and	will	make	the	

determination	of	disciplinary	measures	consistent	with	the	Code	of	Conduct.		

b.	Serious	acts	will	require	the	involvement	of	police	personnel.	(Violent	offenses	according	to	

SAVE	requirements)		

c.	Chronic	offenders	may	require	a	behavior	intervention	plan,	close	monitoring,	and	police	

involvement.	

d.	Acts	of	violence	placing	students	and	staff	in	imminent	danger	require	an	immediate	call	to	the	

police.		

	

3. Reporting	Incidents		

	

a.	School	administrators	must	keep	a	record	of	serious	threats	and	acts	of	violence	and	report	

them	annually	to	the	state.		

b.	Incidents	of	violence,	serious	threats,	intimidation,	etc.	may	require	involvement	of	police.		

c.	Building	administrators	are	authorized	to	call	police	to	respond	to	the	threat	or	act	of	violence.		

	

C. Procedures	for	contacting	parents,	guardians,	and	persons	in	parental	relation	

to	the	students	of	the	district	in	event	of	a	violent	incident	or	early	dismissal	are	

as	follows:		

	

1. The	school	procedure	for	early	dismissal	and	parent	notification	is	as	follows:		
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a.	The	Executive	Director	or	his/her	designee	decides	on	an	early	dismissal.		

b.	School	administrators	are	informed.		

c.	Staff	and	students	are	informed	of	closing.		

d.	School	administrators	or	his/her	designee	notify	the	bus	company	of	the	need	to	supply	buses,	

if	needed.		

e.	Parents	are	notified	of	early	dismissal	via	ParentSquare	and	or	email.		website.		

	

2. Parents	will	receive	information	about	the	threat	or	act	of	violence	that	determined	an	

early	 dismissal	 as	 soon	 as	 is	 practical.	 This	 information	 is	 limited	 to	 information	 the	

school	is	legally	permitted	to	disclose.		

	

3. The	 school	will	 develop	 an	 early	 dismissal	 plan	 to	 include	 staggered	 dismissal,	 rapid	

parent	 pick-up	 strategies,	 student	 attendance	 procedures,	 and	 alternative	 sheltering	

sites.		

	

IV. SCHOOL	SECURITY:	SAFETY	PLANS	AND	PROCEDURES	

	

The	key	to	handling	a	crisis,	disaster	or	emergency,	 is	 to	have	plans	and	protocols	 in	place	that	are	

regularly	practiced	by	administrators,	staff	and	students.	

	

This	outlines	protocols	that	will	serve	as	a	guide	for	administrators	and	staff	to	use	to	increase	the	level	

of	calm	during	an	emergency.	The	listed	protocols	reflect	examples	of	events	that	can	or	may	occur	in	

schools.	They	are	not	meant	to	serve	as	an	exhaustive	list	of	the	full	range	of	events	that	the	School	

might	experience.		

	

It	 has	 been	 proven	 however,	 that	 many	 of	 the	 steps	 that	 are	 to	 be	 taken	 during	 the	 listed	

crisis/emergencies	are	transferable	and	can	be	used	during	most	emergencies	to	quickly	bring	calm	to	

school	staff	and	students	prior	to	the	arrival	of	emergency	first	responders.	Based	on	the	emergency,	

we	may	evacuate	the	School,	in	which	case	students	and	staff	should	be	removed	to	a	location	a	distance	

away.	Or	in	the	case	of	a	threat	to	the	environment	outside	of	the	school,	i.e.	a	building	collapse,	water	

main	break	or	a	gas	leak/explosion,	we	may	keep	our	students	and	staff	in	School	to	avoid	the	outside	

dangers.		

	

In	every	disaster	situation,	the	Incident	Commander	will	immediately	take	steps	to	assess	the	situation,	

activate	the	Building	Response	Team	and	contact	the	New	York	City	Police	Department	(NYPD)	and/or	

the	New	York	City	Fire	Department	(FDNY)	as	soon	as	practicable.	Through	our	recent	collaborations	

with	 these	 agencies	 and	 the	Mayor’s	 Office	 of	 Emergency	Management	 (OEM),	we	 have	 developed	

protocols	that	will	ensure	that	emergency	responders	from	one,	if	not	all	of	these	agencies	will	be	on	

site	minutes	after	a	disaster.	
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V. INCIDENT	RESPONSE	SYSTEM	

	

A. Assignment	of	Responsibilities	

	

Incident	Commander			

In	the	event	of	an	emergency	occurring	in	the	School,	the	Principal	or	the	next	person	on	the	Chain	of	

Command	(see	below)	will	 serve	as	 Incident	Commander	within	 the	School	with	respect	 to	all	of	 the	

School’s	 staff	 and	 students.	 	 In	 the	 event	 of	 a	 crisis,	 the	 Incident	 Commander	 has	 responsibility	 for	

decision-making	and	coordination	of	the	emergency	response.	

The	Incident	Commander	may	be	replaced	by	a	member	of	a	local	emergency	response	agency.	 	After	

relinquishing	command,	the	Principal,	or	next	person	in	the	Chain	of	Command,	may	be	asked	to	serve	in	

a	support	role	as	part	of	a	Unified	Incident	Command,	if	established,	by	the	local	emergency	response	

agency.	

B. Continuity	of	Operations		

	

The	school	has	plans	to	continue	operations	in	the	event	of	an	emergency.	This	plan	involves	the	

use	of	another	school	campus	to	support	continuing	operations.		

	

Communication	with	Law	Enforcement	Officials	

Communication	with	local	law	enforcement	officials	in	the	event	of	an	emergency	shall	be	by	dialing	

911	on	a	land-line	telephone	or	cell	phone.			

Communication	with	Parents	

In	the	event	of	a	violent	incident	or	emergency	requiring	early	dismissal,	the	Principal	or	in	her	absence	

the	person	in	charge	will	distribute	emergency	contact	information	to	all	classroom	teachers	via	safety	

folders.	Students	are	not	permitted	to	have	cell	phones	during	school	hours.	Therefore,	parents	should	

know	that	their	child	students	will	not	communicate	with	them	during	a	school	wide	emergency.	In	

case	of	an	emergency	requiring	a	lock	down	or	evacuation,	parents	will	be	notified	by	telephone	or	by	

email	or	text	and	instructed	to	meet	a	school	representative	where	they	will	be	provided	information	

on	the	emergency.	

Communication	with	the	Community	

The	 Incident	Commander	 (The	Principal)	will	be	 the	only	official	 spokesperson	who	communicates	

with	 the	 media	 during	 an	 emergency	 situation.	 	 The	 Incident	 Commander	 will	 be	 responsible	 for	

emergency	notification	of	 the	media	 on	behalf	 of	 the	 School	 to	 the	wider	 community.	 The	 Incident	

Commander	will	respond	to	inquiries	from	parents	and	guardians	during	an	emergency.	In	a	situation	

where	the	Principal	is	not	available,	the	Director	of	Operations	will	be	the	media	spokesperson.	
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C. Evacuation	Procedures		

	

1. Emergency	Egresses	

	

A	primary	and	alternate	leave	route	must	be	created	for	every	room	occupied	by	students	and	staff.	This	

includes	rooms	that	may	be	used	intermittently	throughout	the	day.	

	

There	are	procedures	that	must	be	followed	prior	to	the	decision	to	evacuate	the	School.	Emergencies	

and	procedures	are	to	be	dealt	with	as	prescribed	in	the	Safety	Plan.	The	Egress	and	Alternate	Egress	

routes	are	the	manner	in	which	the	general	population	is	to	leave	the	building	once	the	decision	has	been	

made,	by	the	appropriate	authorities,	to	evacuate	the	School.		

	

2. Evacuation	Post	Assignments	

	

Each	classroom	teacher	will	leave	with	and	continue	to	supervise	his/her	assigned	class.			

The	Emergency	Response	Team	(ERT)	will	report	to	their	respective	emergency	assignment(s).			

	

3. Evacuation	Locations	

	

In	the	case	of	an	emergency,	students	and	staff	from	the	school	will	be	evacuated	in	keeping	with	the	

locations	designated	below.		These	locations,	where	possible,	will	provide	shelter	to	students	and	staff.		

They	must	also	provide	access	for	the	Principal,	or	person	in	charge,	to	communicate	with	designated	

persons	or	entities.	Since	the	Principal	might	be	at	the	Command	Center	with	the	emergency	responders,	

a	designee	must	be	responsible	for	all	students	and	staff	at	each	evacuation	site.	This	designee	should	be	

a	staff	member	identified	within	the	chain	of	command.	

	

The	primary	and	secondary	Evacuation	Sites	should	be	in	close	proximity	to	the	main	school	site.	It	is	

possible	however,	in	an	emergency	that	affects	not	only	your	site,	but	also	a	neighborhood,	district	or	

borough,	 the	primary	 and	 secondary	 location	may	be	 rendered	unusable.	 In	 such	 a	 situation,	 a	 third	

location	should	be	identified.		
 

D. Resources	Available	for	Use	in	an	Emergency	

	

Communication	Resources	

	

In	the	event	of	an	emergency,	the	following	are	available	as	modes	of	communication	within	the	

building	and	outside	of	it:	school	telephones,	mobile	phones	and	email.			

	

Equipment	

	

In	 the	 event	 of	 an	 emergency,	 the	 nurse	 office	 houses	 basic	 first	 aid	 supplies	 as	 do	 each	 of	 the	

classrooms.	An	AED	(Automatic	External	Defibrillators)	is	available	in	the	entrance	hallway	located	

in	the	main	office.	An	Epi-pen	is	also	available	in	the	nurse	office.	

	

Sprinklers	are	located	throughout	the	building	in	the	event	of	a	fire	emergency.	Fire	extinguishers	

are	located	in	the	following	locations:	hallway	between	classroom	two	and	staff	workroom.		
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VI. RECOVERY	FROM	EMERGENCY	

	

The	aftermath	of	a	severe	act	of	violence	or	other	emergency	can	have	a	major	effect	on	the	well-being	

of	students,	school	staff	and	the	entire	school	community.		Generally,	the	Post-Incident	Response	Team	

will	enlist	the	services	of	pre-identified	in-building	medical	counselors	and	mental	health	experts.		If	

in-building	resources	are	inadequate	or	need	to	be	supplemented,	additional	medical	and	mental	health	

resources	will	be	sought	outside	the	building.	 	The	Post-Incident	Response	Team	has	developed	the	

following	procedures	for	post-incident	response:	

	

Short	Term	Response	

	

● Providing	mental	health	counseling	for	students	and	staff.	

● Assuring	School	building	security.	

● Restoring	the	School	to	full	operations.	

● Providing	a	post-incident	response	critique.	

	

Long	Term	Response	

	

● Providing	mental	health	counseling	(will	monitor	for	post-traumatic	stress	behavior).	

● Assuring	School	building	security.	

● Providing	mitigation	to	help	prevent	recurrence	and	impact.	

	

VII. MEDICAL	EMERGENCY	RESPONSE	INFORMATION	

	

A. Health	Protocols	

	

Schools	are	often	 informed	of	health	 information	regarding	 individual	students	 in	a	variety	of	ways	

(parent/scholar	verbal	communications	to	teachers	and	other	staff,	review	of	health	records,	doctors’	

notes,	etc.).		Sometimes	these	health	conditions	may	affect	a	scholar’s	participation	in	school	activities	

(e.g.,	a	cardiac	condition)	or	may	affect	other	students/staff	(e.g.,	a	significant	infection).		

	

The	person	at	the	School	who	is	responsible	for	receiving	all	health	information	about		

students:	

	

Staff	Name	 Role	 Room	#	 Phone	#	

Christina	Martinez	 Director	of	Operations	 DOO’s	Office	 (347)	746-1558	ext.	2122	

*Certified	in	CPR	and	AED	

	

	

B. Students	with	Special	Needs	

	

The	school	will	have	a	list	of	medically	fragile	students	with	significant	health	issues	that	will	require	

assistance	in	the	event	of	an	emergency.	 	Students	 listed	should	be	identified	by	the	Social	Worker	in	

consultation	with	the	Principal.	
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C. Health	Resources	

	

Health	Services	

	

The	person	responsible	for	school	health	services:	

	

Staff	Name	 Role	 Room	#	 Phone	#	

Harriet	Otsiwah	 School	Nurse	 Nurse’s	Office	 (347)	746-1558	ext.	2106	

Christina	Martinez	 Director	of	Operations	 DOO’s	Office	 (347)	746-1558	ext.	2122	

	

-	The	Automatic	Emergency	Defibrillator	is	kept	at	the	following	location(s):	Reception,	1st	floor,	3rd		

floor	next	to	the	elevator	and	5th	floor	next	to	the	girls	bathroom	

-	Machines	are	compatible	with	young	children	and	adults	

	 	

Medical	Supplies	

	

The	following	are	medical	supplies	kept	in	the	school:		

	

	 First	aid	kit	–	Each	Classroom	and	Office	

	 	

	 	


